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TAC DUNG CUA TAI LIEU NAY

Tudng tuong ban dang lam thuyét minh du 4n hay thuyét minh bién phap thi
cong mot cong trinh. Ban mudn cét muc nay lén trudc muc kia. Ban phai danh dau,
bam Ctrl+X, cudén dén vi tri, kich chudt va Ctrl+V thao tac 5 1a 14u, thi gido trinh
nay s€ giup ban chi mot thao tac 1a xong.

Néu dang lam quan ly hd so, tai liéu cua du an hodc ban dang sir dung phén
mém Quan 1y chat lugng cong trinh GXD dé 1am ho so chét luong cong trinh, tai
lidu nay sé& bo tro tot cho cong viéc cua ban.

Ban c6 thay toi khi thao ludn vé cac van dé chuyén mon xdy dung trén céac dién
dan thuong dan ching cac diéu khoan quy dinh rat nhanh va chinh xac? Hoc va tiép
thu nghiém tic tai liéu nay ban s€ si€u hon nhu vay.

Néu ban tham gia cong vi¢c soan thao van ban Luat (hodc Nghi dinh, Thong
tu...) ciing cac sép va dugc yéu cau chinh stra, thém bt ndi dung. Cac y kién nhiéu
1am ban thao tic dén mirc cudng khong kip typing hét cac ¥, rdi mot ngay dep troi
ban gap “16i thang danh may”. Sau gi4o trinh nay s& khong thé nira.

Ban c6 biét 1 file Luat, Nghi dinh, Thong tu, Quyét dinh ban soan chuan Styles
tung ra cho dan str dung s& gitip cho ning suat lao dong toan xa hdi nang cao 1én
khong? Kién tri doc dén cudi ban s& hiéu vi sao!

Ban c6 bao gid tu hoi viét xong d6 an hay luan vin hay luan an thi lam sao dé
kich chudt 1a c6 ngay muc luc? Néu ¢6 chinh sira muc, thém bét ndi dung thi trong
vai gidy 1a muc luc va sd trang duoc cap nhat? Thay hudng din néi chuyén chuong
2 1én trude chuong 1 chi can kéo tha 1 phat 1a xong? Ban c6 thay rat kho s khi mo
1 file tai liéu Word 1én, c6 doan mudn copy sang tai liéu ciia minh, ma copy sang
nhay loan xa lai phai mat thoi gian ngdi trinh bay, dinh dang lai? Tai liéu nay sé& giup
ban xir Iy cac van dé d6 don gian, nhanh chéng, nhe nhang.

Nho nhiing k§ nang st dung Word rat tét khi giang day & trén 16p, tdi tra ctru
tu liéu rat nhanh ciing trong cac Nghi dinh, Thong tu gitp cho hoc vién hoc ning
suat hon va dugc nhiéu hon. Téi ciing thudng ding Word 1am bang qua may chiéu
va typing nhanh hon ca viét phan dé giang bai. Ban di timg nghi vé van dé Giang
vién giang ning suat thi sinh vién, hoc vién hoc dugc nhiéu hon chwa? Néu ban 1a
giang vién, hi vong 12 tai liéu nay hitu ich cho ban nhiéu.

Nho k§ nang Word tét, trong quang 1 thdi gian rat ngan ma toi gidi thiéu va
cho tang anh/em xay dung rat nhiéu gido trinh, viét rat ning suat va chat luong dong
g6p cho doi... Ban dang viét gido trinh hay luan an? Hi vong cac chirc ning Word
toi t}rinh bay ¢ day s€ giup ich cho ban.
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Ban cling can 1 tai liéu tdt vé Microsoft Word dé day hodc gidi thiéu cho con
em, cho nhan vién ctia minh trong nganh xay dung? Tai liéu nay s& dong vai tro tot
gitip ban thoa mén yéu cau do.

Néu ban ban ¢ vao cac tinh hudng hodc quan tim giai quyét cac vin dé noi trén,
ban muén dua ra giai phap tiét kiém thoi gian cudc doi minh va nhiéu dong nghiép
khac, thi du chén hay theo ddi tiép thu tit ca nhing gi toi trinh bay dudi day nhé.

T6i mong rang qua tai liéu chia sé ndy va su tu hoc tim toi, sang tao va qua
trinh tich Iy ban s€ str dung Word & tam ngh¢ thuat. Néu ban tu tim toi va hoc hoi
tbt roi thi tuyét voi. Néu khong tw hoc dwge hoiic do ban ron, hiy dén hoc ciung
tdi tai khéa hoc Microsoft Office cho dan vin phong do GXD to chire, tdi sé chi
cho ban cach thuc hién, rat nhiéu sang tao cung Tip & Trick. Pam bao khéa
hoc sé rat nhiéu diéu thi vi.

Do trinh d9, thoi gian c6 han, day lai la version 1.0 nén tai liu co thé con co
nhitng han ché, t6i rdt mong nhan duoc cic gép y cua ban doc vé dia chi
theanh@gxd.vn, t0i s& can trong tiép thu dé c6 version 2.0 tét hon.

Xin chan thanh cam on.
Tac gia
Ths Nguyén Thé Anh
Cong ty CP Gia Xay Dung, https://gxd.vn

Ngudn Cong ty CP Gia Xay Dung https://gxd.vn 4|Page


https://gxd.vn/
mailto:theanh@gxd.vn
https://gxd.vn/

Ung dung Word + Quan 1y du 4an GXD quén 1y ho so du an xay dung
LOI TAM SU

Word va Excel st dung nhiéu trong cong viéc va hoc tap. Nhit 13 trong vin
phong xay dung hang ngay phat sinh nhiéu vin ban qua lai gitta cac bén, doi hoi k§
ning soan mau cong vin, t& trinh va cac tai liéu lién quan str dung Word phai nhanh,
chuyén nghiép va chuan myc.

Khéng ctr phai 1 nhitng gi dao to baa 16n, c6 nhimg thir rat don gian, ¢ ngay
bén ta c6 thé dem lai hiéu qua cho s6 dong xi hoi. Khong phai 13 nhiing giai phap
cong ngh¢ gi cao xa, hién dai, ty dong nhu BIM, BigData, Al... Tac gia va GXD chi
mong mudn qua tai liéu nay thi nganh x4y dung va ca xa hoi chuin muc ngay tir viéc
str dung nhitng phan mém tuéng don gian, phd thong nhu Word. Néu lam duoc diéu
nay ciling di nang cao ning suat lao dong, nang cao va dong bd dan dan kién thirc
cho moi nguoi trén con dudng di dén tng dung BIM hay 4.0 trong xay dung.

Thuc té luong van ban tao ra boi phén mém Microsoft Word trong may tinh
mdi nguoi & mdi dy an rat nhicu. Trong may tinh cia toi c6 dén ca triéu file suu tam
tir khip cac du 4n, 6i thoi rdi cac loai dinh dang... chi tinh riéng viéc néu cac dinh
dang théng nhét nhau theo 1 chuan, thi viéc tham khao, ti st dung lai cac ndi1 dung
tinh cho 1 ngudi lam viéc va ca nganh, ca nudce s€ tiét kiém biét bao nguén luc.

Bén canh d6, qua trinh tham gia giang day gan 20 nim qua, toi thdy vin con
nhiéu k¥ su rat kém vé nhitng phan mém tudng don gian nhu Word, Excel. Thong
qua cac gido trinh, tai liéu va cac video to1 hi vong sé€ chia s¢ dugc phuong phap lam
viéc chuyén nghiép voi cong cu Word gitip kéo nhimg ngudi mdi nhanh 1én tim cao
hon. Pong b kién thuc giita cic bén lién quan du an, gitta nhitng nguoi cing lam
viéc, 1am gi ciing thuan ciing d&, nhu vy ciing nhu gop phan don con dudng di dén
cac ung dung trong giai phdp BIM ¢ Viét Nam nhanh hon.

Hi vong 13 tai liéu ndy s& hitu ich cho ban doc. C6 nhimg gi khiém khuyét mong
cac ban gop ¥ vé dia chi email theanh@gxd.vn hodc nhin inbox truc tiép va facebook

cuia tac gia facebook.com/dutoangxd, xin duoc can trong ghi nhan dé cap nhat trong
phién ban sau.

Tac gia
Ths Nguyén Thé Anh
Cong ty CP Gia Xay Dung, https://gxd.vn
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CHUONG 1: GIOI THIEU, LAM QUEN MICROSOFT WORD
TRONG VAN PHONG XAY DUNG

. Mot s0 khai niém va chuan bi
1. Giéi thi¢u cong cu

Thoi diém soan tai liéu nay t6i dung Word 2016, nén dé tién theo ddi ban hay
cai ban Office 2016 nhé. Néu dung version khac ban can chu dong diéu chinh trong
thuc hanh, dé khong phai dit cau hoi kiéu nhu: Tai sao phan mém ctia em khong
c6 1énh d6? sao phan mém cia em khong giéng nhu vay ?

Trong giai doan hién nay xu thé ung dung BIM trong nganh xay dung 1a tat
yéu, nhung dé pho bién duoc rong rii & Viét Nam thi phai ddng bo dugc kién thirc,
phai duoc tidu chuan hoa. Viéc ban nam bat cach st dung Word va cac ndi dung trinh
bay trong tai liéu dudi day cling 1a cac kién thtrc chudn bj nén tang cho cudc choi
16n hon véi BIM, kién thirc nén tang dé c6 thé vao BIM dugc. Néu nhiing cai nay
ma con thay lo ngo thi t6i ¢6 thé nghi ngd vé viéc ban c6 thé ing dung duoc nhimg
g dung doi trinh d6 cao trong hé thong BIM.

gxdvn-Word-trong-van-phong-xay-dung.docx - Word (Product Activation Failed)
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ol hay cai ban Office 2016 nhé. Hodc la ban can so sanh va tur tim ra sur khac biét gitra

L0 GION THIEU cac phién ban dé theo dugc gido trinh, néu ban dung Version khéc véi toi dé chu

Sl dong diéu chinh trong thuc hanh, dé khong phai dit cau hoi kiéu nhw: Tai sao phan
4 CHUONG 1: GIOI THIEV, QUEN MICROSOFT,

L ek mém ctia em khong c6 1énh d6? sao phan mém ctia em khong giong nhu vay ?
2. Mt sb thudt ngir

- Format: Dinh dang. Khi ban trinh bay van ban ta goi la Format.

- Text: Chir, ky tw. Gior tir nay Viét hoa ta thuomg goi luén la Text, dé phan biét
véi cac doi twong khac nhu Image (anh) hay Shapes (cac hinh khéi).

- Wrapt text: Be dong

- Paragraph: Poan. Mot doan Text tir bat dau 206 cho dén lan Enter tiép theo.

- Justify / Align Left / Right / Center: Can vin ban déu 2 bén, trai, phai va can
gitra

- Replace: Thay thé

- Clipboard: B nh¢ dém

- Paste: Dan

- Cut: Cat

- Insert: Cheén

11. Ding digu kh
12. Can chinh hinh z B z . . .

% - Navigation Pane: Khung dan hudéng, khung dinh huéng
Pagedof 76 9305words french (France) 23 » I = - 1 + 10

Khi str dung c6 thé ban phai thuc hié¢n 1 s6 cAu hinh Tuy chon cho Word theo
nhu cau va thoi quen sir dung riéng. Ban vao File > Options dé thuc hién Tuy chon.

2. Muc tiéu sir dung tai liéu
Ban c6 thé sir dung tai liéu nay va cac tu li¢u di kém dé soan théo:

- Thuyét minh dy an dau tu, bao co kinh té ky thuat
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Thuyét minh bién phép thi cong

Trinh bay ning liuc cua nha thau

B4o cao thaim dinh, thim tra

Soan thao vin ban Luat, Nghi dinh, Thong tu, Vin ban huéng dan vé dau tu
xay dung.

- Luéan 4n, Luan vin, D6 an, Thong tu, Nghi dinh

- .v.v. bat ky tai liéu gi can soan bang Word

Bai tap: Pay 1a mét doan trong bdo cao thuc tap can bo k¥ thuat ciia Sinh vién

truong xay. Chi vai 16i chinh ta khién ban bi mét diém véi nha tuyén dung, Ianh dao,
d6i tac... Hay doc va tim cac 16, rat kinh nghiém va chuén chi ting 16i nho nhat
trong tai liéu cia minh soan théo:

Vién kinh té xay dung la don vi si nghiép nha nudc true thudc bo xay dung. Chirc ning
nhiém vu, quyén han va co cau to chirc quy dinh tai Quyét dinh sé6 1007/QD-BXD ngay
09/10/2013 ctia Bd x4y dung.

Vién Kinh té xay dung c6 nhiém vu va quyén han chinh:

3. Mot s6 thuit ngir

- Format: Binh dang. Khi ban trinh bay van ban ta goi la Format.

- Text: Chit, ky tu. Gio tur nay Viét hoa ta thuong goi ludn 1a Text, dé phan bi¢t
voi cac d6i tuong khac nhu Image (anh) hay Shapes (cac hinh khéi).

Wrap text: Bé dong

- Paragraph: Poan. Mot doan Text tir bat dau g cho dén 1an Enter tiép theo.
- Justify/Align Left/Right/Center: Cin vin ban déu 2 bén, trai, phai va cin giita
- Replace: Thay thé

- Clipboard: Bo nh¢ dém

- Paste: Dan

- Cut: Cat

- Insert: Chen

- Navigation Pane: Khung dan huéng, khung dinh huéng

- Edit: Bién tap

- Style: Kiéu, mau, cac dinh dang van ban mau.

- First line: dong déu tién

- Indentation/indent: Lé

- Header/Footer: Phan dau trang, dinh trang/Phan chan trang
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- Page Number: Panh sb trang
- Format Painter: Chéi dinh dang
- Table/Column/Row: bang/cot/hang
- Split table: Phan tach bang
- Margins: L&, 1& canh gidy
- Orientation: Huéng gidy
- Format picture: Binh dang anh
- Tab: Vi tri text dinh vi nhay text
- Ruler: Thudc
- Select: Lua chon
- Object: Bdi tugng
- Select Objects: Lya chon cac dbi tuong
- Border: Vién, dudng bao
- Navigation: Dan huéng, dinh huéng
- Result: Két qua
- Share: Chia sé

Bai tip: Ban hdly md Word ra va tim nhitng chd c6 cac thuét ngit néi trén.
4. Chuan bi tw li¢u thye hanh

Nhitng chuan bi ndy ban nén tién hanh ngay sau khi vira cai Word vao may tinh
hodc vira cai lai. File style nén sao luu sau khi cai lai Word thi copy vao thu muc dé
dung ludn.

4.1. Tai va dua file Normal.dotm vao vi tri

Trong Word cho phép tao file Template (mau) twong tu nhu Du toan GXD co
file DutoanGXD.xItm. Nhitng ki€u dinh dang hay dung ta dé luén vao do, dé moi
lan mo file méi 1a c6 ludn dé dung.

Tbi da chuan bi cho ban va ca nganh xay dyng Viét Nam file Normal.dotm, tur
nay tr& di chung ta s€ dung chung dinh dang chuan theo file nay, dé sau nay khi
GXD c6 tai liéu gi moi gui téi ban, ban mo ra can Copy/Paste trich dan ndi dung
nao doé dua sang tai liéu cua minh thi s€ theo chuan luén, khong phai dinh dang lai
khi chung ta str dung theo chuan thong nhat. Néu khong thi ban va nhiing nguoi c6
lién quan s€ mat thém nhiéu thot gian cdn chinh tai lidu.

4.1.1. Tai file Normal.dotm
Pé thuc hanh cac 1énh hodc bai tap theo gido trinh nay hodc sir dung trong cong
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viéc trong sudt qua trinh sau nay, ban hay tai file Template c6 tén Normal.dotm (goi
tat [a temp, mau) da co6 cac Style dugc dinh dang san tai duong link dudi day:

- Link 1: http://giaxaydung.vn/threads/mau-Word-chuan-Styles-GXD.97639

- Link 2 (dy phong): https://bom.to/mau-chuan-styles-GXD

- Link 3 (du phong): https://bom.to/normal-chuan-Styles-GXD

Ban tai file Normal.dotm xuéng may tinh va luu vao 1 thu muc can than. Ban

s& str dung mau Normal.dotm nay cho cong viéc nhiéu ddy.

4.1.2. Pat file miu 1am mic dinh
Ban copy file Normal.dotm néi trén vao dudng dan nhu sau:
C:\Users\Username\AppData\Roaming\Microsoft\Templates

Trong d6 phan Username ban thay bang tén dugc dit trong may tinh cia ban
khi cai Windows. Vi du: To1 da copy file Normal.dotm vao thu muc trong may tinh
cua to1 de lén file mac dinh cuia Word:

C:\Users\TheAnh\AppData\Roaming\Microsoft\Templates

Néu khong thdy thu muc AppData ban phai mé File Explorer va tich chon nhur
sau trong Windows 10 (v61 cac phién ban khac tim 2 lya chon nay hoi khéc 1 chit):

1+ = | TheAnh
Home Share View

E [TH Preview pane & Extra large icons [&=| Large icons = Medium icons l Group by ~ [] ttem check boxes !
=5 small icons FEE List == Details i Add columns = File name extensions et
Navigation i == == Sort ., . Hidle selected Options
pane [H Details pane == g 5= Content M by~ [ Size all columns to fit Hidden items [}y items -
Panes Layout Current view Show/hide
&~ v 1 > This PC > TheAnh (C) > Users > TheAnh >
¥ Downloads ~ Name Date modified Type Size
&l Documents config 02/10/2019 11:46 .. File folder
= Pictures vscode 17/08/2019 5:28 PM  File folder
& Google Drive ¥ 3D Objects 11/10/2019 6:23 A..  File folder
Dutoancline AppData 30/08/2019 &:55 PM  File folder
Giao trinh m= Contacts 11/10/2019 6:23 A..  File folder
o Project Desktop 14/11/2019 945 A..  File folder
= /11/2019 9:45 A F 1
¢ Tar =] Documents 14/11/2019 9:45 A... e folder
¥ Downloads 14/11/2019 3:43 PM  File folder
+e
&+ Dropbox \ Favorites 11/10/2019 6:23 A..  File folder

Tir gid trd di, néu phai g& di cai lai, thi sau khi cai Microsoft Word, thi nhé
copy file Normal.dotm véo d¢ 1én file gdc cia Word dé sir dung ngay.
4.1.3. Thir két qua tir file mau

Gi® ban mé Word, néu trong tai liéu ban théy co cac Style nhu trong hinh thi 1a
ban da thuc hién cac budc ¢ trén dung. Tt bay gio trd di, cit mé file Word 1én 14 ban
s& ¢ san cac mau c6 sin dé tién dung. Chung ta s& thay rd su hiéu qua ¢ phan sau.
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Ung dung Word + Quan 1y du 4an GXD quén 1y ho so du an xay dung

Y Tell me what you want to do...

2L T ' AaBbCc - AaBbi + AaBb e AaBb »>  + 4aBbCcL 1. Aal 1. Aal 1.1. A 1.1.1. .

v A Noi dun... Daudong... TDaudon.. TGxd Ngh.. TGxd Ngh.. THinhan.. GXD Muc.. GXD Muc.. GXD Tiéu.. GXD Tiéu.. -

® Styles \ ®

|-4-|-5-|-6-|-7-I‘B-I-Q-I-lD-I-11-I-12-I-13-I-14-I-15-I-16-é-17-|-18- -

Styles

Dé hiéu rd ngudn gbc moi xem video.

Bai tip: Ban hiy suy ngdm vé cic phan mém Duy thau GXD co file
DuthauGXD.xltm, Quyét toan GXD c6 file QuyettoanGXD.xltm, QLCL GXD co6
file QLCLGXD.xItm va Revit c6 cac template ArchitectureModel.rvt,
StructuralModel.rvt, ConstructionModel.rvt, SystemsModel.rvt. Roi suy ngdm xem
c6 phai nhitng gi cur 1ap di 1dp lai qua cac cong trinh thuong gap, thuong lam thi dua
vao temp s€ gilip ban ngay cang giau c6 hon, gidm cac thao tac 1ap lai khong ?

4.2. Cac file tai liéu dé thuc hanh bai tap va sir dung

File cac van ban Luat va Nghi dinh dung chuan Style GXD, ban tai xudng vira
dé thyc hanh theo gido trinh nay vira str dung trong cong viéc ludn:

File dé thuc hién 1am bai tap 1:

File dé thuc hién 1am bai tap 2:

File dé thyc hién 1am bai tap 3:

4.3. Tai miu bién ban tir QLCL xudng trinh bay

Chang han ban can soan 1 quyét dinh bo nhiém Chi huy trudéng cong trudng,
khoi mét cong mat strc tim kiém, thoi gian cta ban 13 vang bac. Hiy thao tac nhanh
nhu sau:

Buée 1. Mé phan mém QLCL GXD, bam phim tat Ctrl + Shift + F.

Budc 2. Trong hop thoai quan 1y thu vién tai liéu mé ra go tir khdéa Chi huy
truong

Budc 3. Kich phai vao mau quyét dinh chon tai va mé ra

Buéc 4. Chinh sira cac ndi dung vao trong mau tai liéu

Tuong tu nhu vay ddi voi cac loai biéu mau, bién ban... co nhiéu trong thu
vién tai liéu GXD. Sau khi tai xong ban c6 thé ap dung cac ky thuat trinh bay van
ban trong tai li¢u nay dé ti€p tuc.

4.4, Tai cac miu thuyét minh tir Du toan GXD xudng may

Dang tham tra dy toan, chéng han ban can soan file Word bao cdo tham tra,
khoi mat cong mat suc tim ki€m, thoi gian cua ban 1a vang bac. Hay thao tac nhanh
nhu sau:
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Buwéc 1. Mé phan mém Dy toan GXD, bam phim tt Ctrl + Shift + F.
Buéc 2. Trong hop thoai quan 1y thu vién tai liéu mé ra gd tir khoa tham tra
Buéc 3. Kich phai vao mau bdo céo tham tra, chon tai va mé ra
Buéc 4. Chinh stra cac ndi dung vao trong mau tai lidu
Vi rat nhiéu biéu mau khac c6 nhiéu trong thu vién tai liéu GXD ban cling
lam nhu vay.
> Twong tw doi véi phan mém Dw thau GXD ban c6 kho Bién phdp thi cong.
> Doi véi phian mém Quyét toan GXD ban cé kho biéu méu tai ligu phuc vu
céng tic hop dong xdy dung, thanh todn khéi lwong hoan thanh, quyét todn vén
diu tu.
> Déi véi phan mém Qudn Iy tai liéu GXD ban c6 cd kho tw ligu qudn Iy du
an.
5. Chuén bi vé tw soan thio va trinh bay vin ban

5.1. Chién lwgc trinh bay ca viin ban dai

Pé tiét kiém thoi gian va cong sirc trinh bay vian ban, nhat 1 nhitng vian ban dai
vai chuc dén vai trim trang ban can c6 chién luoc, chién thuat. Toi tung théy nhiéu
k¥ su ngdi ti man trinh bay tirng chd mot trong van ban mat ca tuan. Vay khong on.
Ban hay Ctrl + A dé danh diu toan bd vin ban chon style No1 dung, sau d6 méi di
trinh bay nhiing chd cé biét, vi du nhu la: ddnh cac muc (s6 luong 16n trinh bay
trudce, cac ca bi¢t 1am riéng).

Qua trinh trinh bay ban hay cudn tir trén xudng cudi van ban va thao tac nhing
gi gidng nhau bang cach thao tac lan dau va 4n F4 cho nhimg lan sau. Vi du : Trong
tai liéu c6 rat nhiéu anh, t6i can ap Style Hinh anh cho tt ca cac anh, toi c6 thé 1am
béng cach chon anh 1 va chon Style Hinh anh, sau do6 1an luot cudn va chon cac anh
khac va an F4, nhu thé cho dén hét, rdi lai quay 1én ddu van ban trinh bay cac tac vu
khéc tuong tu.

5.2. Chién thuét 1ap dan bai dé cwong

Xin chia s¢ v&i ban Kinh nghi¢m dé bién soan 1 tai liéu, ban c6 thé ap dung khi
lam D6 4an, Luan van, Luan 4n, bao cao Nghién ctru khoa hoc, soan gido trinh hay
bat ky tai liéu.

- Ban hay m¢ 1 file Word mai, tao cac chuong phﬁn trudc, tiép theo tao cac muc
16m, cac muc nhd. Chua can chinh xé4c, chua can dang trinh tu, chi can nhanh chong
dua ra cac van dé 16n, quan trong trong ndi dung ctia minh.

- Sau d6 viét nd1 dung va kéo tha sap x&p cac muc trong qua trinh bién soan.
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- Hoan thién tai liéu chi tiét dan dé dat duoc muc tiéu, hoan thién tic pham.

Bai tap: Ban m& Word ra, tao dé cuong dé viét 1 bao co khoa hoc.

Budéc 1. M Word va c6 1 file trang tinh tat nhién voi Styles GXD nhé

Budc 2. Ban hay g6 vao tén cac chuong trude: Chuong 1, Chuong 2, Chuong
3 va chon ap Styles Heading 1 cho chiing

Buéc 3. Tiép theo ban gb cac muc 16n, vi du: Co s6 1y luan, Co s& phéap 1y va
ap Styles Haeading 2 cho cac muyc nay

Budc 4. Ban tao cac muc Heading 3, sau d6 1a Heading 4. Nho luu file lai kéo
6 su ¢b lai mat cong suc lam lai.

Bay gio ban ctr dua tré Text vao gitra mot muc nao do6 ma ban mubn viét va
Enter xuéng. Ctr viét va dua ndi dung vao, sau nay ban c6 thé kéo tha va thay doi vi
tri cac muc cac ndi dung.

Viéc tao dé cuong tir tong quat dén chi tiét nay giup ban quan Iy va xy dung
noi dung tai liéu cho ban rat tot.

5.3. Lam viéc nhém két hop Google Doc va Microsoft Word

To1i chia sé kinh nghiém rit ra tir cdu chuyén nhom giang vién GXD chung to1
cung bién soan gi4o trinh dy toan. Gido trinh gom 3 phan, t6i viét phan 1 + phan 3
+bai 1 + mot phan bai 10 va chiu trach nhiém tong hop két qua, 8 thay khac viét cac
bai tir 2 dén 9 va tirg phan bai 10. Chung toi 13 nhitng ngudi ¢ trinh do cao, kha 1a
gidi cac phan mém mady tinh. Mic du di chuan bi 1 styles Word dugc thdng nhét
trude, mic du vay khi tong hop két qua tir cac file ciia cac thay giri ghép lai 1 file
gido trinh duy nhat ma van mét rat nhiéu thoi gian, vi tai liéu nhay x6 1éch lung tung,
mdi Oong van c6 nhiing sai khac déng ké.

Rut ra tir sau du an bién soan gido trinh du toan do 1 s6 kinh nghiém cho ban:
Ngoai viéc chuan bi 1 file styles chung cho ca nhom, hiy ding Google Doc dé soan
chung 1 tai lidu va share dé ca nhom co thé dong thoi bién soan trén d6. Sau d6 co
thé copy hodc xuét ra Word dé trinh bay, dinh dang thém.

6. Khai niém CDE, teamwork va cong ngh¢ dim may

Pé dong bo dir lidu gitta may tinh co quan — laptop va may tinh & nha, hodc to
chtrc 1 dy 4n lam viéc Teamwork ban st dung giai phap Dropbox nhu sau:

Buwéc 1. Chuan bj tai khoan luu trir ddm may

Trude khi bt tay vao cong viéc mdi ngudi can co 1 tai khoan Dropbox.com.
Hodc dung Google Drive hoac Box.net cling duogc.

Buéc 2. Chuan bj thu muc luu trit, dong bd va chia sé tai liéu
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Cai tng dung Dropbox vao may tinh va dit 1 thu muyc luu trit va déng bo dix
liéu, vi du: D\Dropbox.

Bwoc 3. Tao 1 thu muc du an va share cho Team

Nguoi chu tri (hoac truong phong) tao thu muc du an, vi du:
D:\Dropbox\DutoanGXD. Kich phai vao thu muc d6 va chon Share

-

= Pictures 2 Dao tao online

L]
+ Google Drive ¢ 2 Gia Xay Dung F Share..  fp—
CDE o 2 KD phan mem Send with Transfer...
¢ Dao tao Dau thau @ 3 Dau tuXay dung Copg.-f Dropbox link
Giao trinh & 3 Quanlylanh dao Rewind
Tu lieu @ 5 Bai hoc thanh cong View C-Jﬂ Dropbox.com
e 6DutoanGXD |\ Open in Dropbox
8 Dropbax @ 7 Congviec Ea Scan with Windows Defender...
@ OneDrive & 8 Cong trinh & Google Drive

Nhép email nhiing ngudi trong Team vao roi bam Share:

22 Share X

6 Du toan GXD
L

To: tenfnguoifcungjeamfwork@gxd.vn Can edit

Bay gio ca nhom c6 thé tha cac tai liéu chia sé vao ddy. Ai lam gi tha vao s&
ddng bo 1én Server ciia Dropbox va dong bd xuéng may nhitng nguoi duoc share.

Déi véi cac may tinh khac nhau ctia ban, thi ban dung tai khoan ctia minh ding
nhép vao timg may tinh, dit liéu sé& tuy dong bo qua Dropbox. Chia tay USB va virus
Autorun.

Sau 1 thoi gian lam viéc nhém nhu trén ban sé& dan hiéu dugc thé nao la CDE
Common Data Environment - moi truwomg dir liéu chung trong BIM.
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CHUONG 2: THUC HANH TRINH BAY PINH DANG

1. Tim kiém ndi dung trong Word

Ban s€ phat huy manh chirc ndng nay khi str dung véi file ghép cac van ban
Luat, Nghi dinh vé€ xay dung thuong dung vao véi nhau.

Ban thuc hanh nhu sau: M¢ file Luat Nghi dinh da tai xuéng & trén, bAm to hop
phim Ctrl + F va g0 tir khoa can tim kiém

- Vidu 1: Ban duoc sép giao soan phu luc hop déng, ban can tim hiéu quy dinh

vé diéu chinh tién d6 hop dong. Ban gb cum tir Tién do hop dong vao Navigation.
Ngay lap tirc ban sé& tim thdy noi dung can tim

Ban c6 thé thdy ¢ van ban phia bén phai

Ban c6 thé thdy & Muc 5 duoc hightlight mau vang

Va ban c6 thé kich vao Results dé thay cac két qua khac

= Giaxaydung.vn-50-2014-QH13+8-ND+42+100-sua-59+139.docx [Compatibility Mode] - Word (Product Activat|

Insert Design Layout References Mailings Review View Q Tell me what you want to do..

=X cut . R~ A K Ra-| 8 =-i=-cm- == AT
E‘@ _— Times New Re~ |13 A A a =iz = €E 3= | 2 AaBbCc - AaBbi 4 AaBb daB
Pa'ste ¥ Format Painter B I U-abex,x A-W-A-==== 1=- OH-44- |ANoidun. Daudong- TDaudon.. TM
Clipboard IF1 Font m Paragraph IF Styles
| o ‘l‘?‘|-2-|-3-|-4-|-5-w-5-\.?.|‘s.|‘g.
. - L
Navigation M o A T I S T S S
J - =  dung hop dong do 101 cua bén giao thau, cac thu tu
Tién do hgp dong X - B “n A n N n X o A
hién hop dong xay dung ma khong do 161 ciia bén t
1 result bl | I N N
Headings  Pages . d) Tam dung thuc hién cong viéc theo yéu ca

ma khong do 161 clia bén giao thau gay ra.

3. Khi diéu chinh tién dé hop dong khong 13

.23 .

4 |I. Chugngll NHUNG Quy BINH CU THE
b 1. Muc 1: CAC THONG TIN, CAN CU KY KET,...
. Muc 2: NOI DUNG VA KHOI LUONG CON...

24 .

. Muc 7: KHIEU NAI VA GIAI QUYET TRAN... S
. Muc 8 CAC NOI DUNG KHAC CUA HOP... =

2 2 r
b 3. Muc3: GIA HOP BONG, TAM UNG, THAN... : (bao gom ca thoi gian dugce kéo dai tién do thuc
\E 4 Muck QUENVANGHIAVUCOACACE.. v ddng x4y dung) thi chu ddu trr va nha thiu thoa thu
5. Muc 5: BIEU CHINH HOP DONG XAY DU... : R . .
6. Muc 6: TAM DUNG, CHAM DUT, THUON... R hO’p diéu chinh tien df) lam keo da1 tien df) thLIC hlé
7
8

- Vi dy 2: C6 ngudi hoi ban 1a Tu van giam st c6 phai xac nhan khéi luong khi
giam sat thi cong khong? Hay d6 1a viéc cia Chu dau tu. Ban can tim tat ca cac quy
dinh c6 lién quan dén cum tir “xac nhan khdi luong”. Hay Cltr + F va g vao “xac
nhan khoi lugng” rdi kich vao results, sau d6 kich lan lugt vao timg két qua bén dudi
va xem ndi dung, sau do kich lai headings dé xem né & diéu khoan nao, vin ban nao.
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Navigation e

xac nhan khéi lugng X ~
L

Result 1 of 7 | o

Headings Pages Results

va tu van gidm sat (néu co). Bién ban xéc nhan khéi luwgng nay
14 x&c nhan hoan thanh céng trinh,

cfing viéc cla cong trinh phi hdp vdi thiét ké ma khéng can
xac nhan khéi lwgng hoan thanh chi tiét;

b) Ban xéc nhén khéi luwgng digu chinh ting hodc giam so vdi
hdp ddng cd xac nhan cha dai dién nha

b) Ban xac nhan khéi lwgng digu chinh ting hodc giam so vdi
hdp ddng cé xac nhan cla dai dién nha

thda thuin trong hgp ddng, khi thanh toan khong ddi hdi co
xac nhan khéi lugng hoan thanh chi tiét.

phit hgp vdi nhigém vu tu vin phai thuc higén) ma khéng cin xac
nhén khéi lugng hoan thanh chi tiét;

, ¢ng trinh xay dung theo quy dinh; kiém tra va xac nhan khéi
Iugng thi cdng xdy dung hoan thanh;

2. Sir dung khung Navigation
Mo 1én béng cach bAm Ctrl + F hoidc 1énh View > Navigation Panel
2.1. Di chuyén giira cac muc
Ban m¢ file Word cac van ban luat da tai ¢ trén ra thuc hanh luén. Sau khi m¢,
ban muén chuyén nhanh qua Nghi dinh 68/2019/ND-CP hodc Nghi dinh sb
46/2015/ND-CP thi 1am thé nao ? Ban chi viéc mo Navigation Panel roi kich vao
cac muc tuong tng thay vi dung bi xoay cudn mai 1 lic rd 1au. Ban c6 thé kich vao

biéu tugng tam giac nhé bén canh dé muc dé€ xoe ra, cup vao diéu khién di chuyén
cho nhanh.

: ; L
Navigation v XS
Search document Folis -
Headings Pages Results _
> 3. Chudn bi tu liéu thuc hanh - c;,

4. Tai méu bién ban tir QLCL xudn... )

5. Tai cic mu thuyét minh tir Du... .

6. Chién ludc trinh bay ca van ban... =

7. Dan bai dé cudng -

8. Muc tiéu si¥ dung S

4 CHUGONG 2: THUC HANH TRINH BAY DI... :
1. Tim ki€m n6i dung trong Word R

I 2. S dung khung Navigation j

3. Dinh dang toan bé van ban -

4, Tao dé cudng ﬁ

5. Panh cac dé muc .

2.2. Bién tap sap xép giira cac muc
Kich vao céc miii tén nhé dé md ra hodc cup lai cac muc. Kich phai vao cac
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muc va chon Promote hoidc Demote dé tang giam heading. Kich vao muc dé kéo tha
1én trén hodc xudng dudi 1 muc khac dé sap xép cac muc. Xoa mot muc thi kich phai
vao chon Delete, nhung hiy can trong nhé. Cac chirc ning kéo tha hodc xda c6 thé
Word 2010 trg vé trude chua co, phai tir ban 2013 tré di.

4 CHUONG 2: THUC HANH TRINH BAY DINH... m “
1 Y

. Tim ki€m néi dung trong Word

4| 2. S dung khung Navigation e

2.1. Di chuyén gilta cac muc Promote

2.2. Bién tap sap x€p gilfa ci = Demote

Pinh dang toan bé van ban New Heading Before
Tao dé cuong New Heading After

Panh cac d& muc New Subheading

Trinh bay phan tiéu dé van b X Delete

e =M L B

Trinh bay néi dung 1 bang

Ban c6 thé lién hé chirc niang nay véi chice nang Outline ctia Microsoft Project
khi tao cip cong viéc (indent task va outdent task) hodc cong tac tom luge (Project
Summary task) dé khi dung Project d& hiéu hon.

3. Lwa chon, danh diu trong Word

Ngay ca viéc lira chon, danh dau tudng don gian ma nhiéu ngudi ciing chua
biét hét cai su hay va nghé thuat caa no.

Ban hiy dé y vao con chudt, khi ¢ gitta vin ban né 1a du gach thang nhay nhay
g0i 13 tro text, khi ban di chudt xuat hién mii tén mau tring nghiéng sang trai, nhung
ban di sang 1 phai cta vin ban hodc bang biéu chudt s& ngoanh sang phai, kich 1
nhat 1a Iya chon.

Ban c6 thé kich dap dé lua chon 1 tir. Khi dua trd chudt ra 18 trai van ban ban
kich 1 1an dé lya chon 1 dong, kich dup dé lua chon ca doan. Kich 3 lan lién tiép la
lya chon toan bd van ban (tuong tu bam Ctrl+A)

Kich vao vi tri dau, gilt Shift kich vao vi tri cudi dé lya chon 1 doan vin ban.
Ban c6 thé nhan giit phim Shift roi dung cc phim mili tén di chuyén tr phia dé luya
chon. Hodc c6 thé gitr Shift réi dung phim PgUp, PgDown dé lya chon.

Chon 1 doan van ban, gitr Ctrl dé kich chon cac doan khac nam cach quang.

Ban cling nén kham pha 1énh Home > Select, trong d6 ¢6 cac 1énh Iya chon ddi
tuong, lua chon text kha hay. Khi can dén méi théy rét hitu ich.

4. Tron bd phim tit Word dung ca doi

Ném bét va nhé cac chirc ning cta cac phim tit nay sé giup ban thao tac nhanh
hon, cong viéc tha vi hon va chuyén nghiép hon. Dac biét 1a khi ban thudc cac phim
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tat nay ciia Word, ban c6 thé sir dung sang nhiéu chuong trinh khac ciing c¢6 thé chirc
nang tuong tu (chrfmg han Excel, PowerPoint, AutoCad, Dy toan GXD,...). Nhu vay
13 hoc 1 ma dugce nhiéu.

Céc anh ndy t6i suru tam duoc tir 1 chia sé trén Facebook, thay hay nén xin chia
s¢ lai v&i ban doc. Hay nho 1a phai st dung duoc tat ca céac phim trén ban phim,
khéng ¢ 1 phim nao 1 thira ca, néu ban chua dung hét cach phim thi gibng nhu ban
giai bai todn chua dung hét cac di kién, ¢ vé s& c6 van dé.

TRON BO PHIM TAT
WORD, EXCEL, POWER POINT

pU DUNG CA BOI!
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MICROSOFT WORD

Phim tat tu A -> Z
Ctrl + P: MG clia s6 in an
Ctrl + Z: Quay trd lai mot budc

Ctrl + Y: Khoi phuc hién trang sau khi bam Ctrl + Z

Ctrl + F4, Ctrl + W, Alt + F4: Dong ctia s6/van ban

Ctrl + Shift + C: sao chép toan bd dinh dang vung d liéu

Ctrl + Shift + V: Dan dinh dang da sao chép
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MICROSOFT WORD

Phim tat tu A -> Z
Ctrl + J: Can déu 2 bén doan van ban
Ctrl + L: Can trai doan van ban
Ctrl + R: Can phai doan van ban
Ctrl + M: Dau dong thut vao 1 doan
Ctrl + Shift + M: X6a dinh dang Ctrl + M
Ctrl + T: Thut dau dong tu doan thi 2 trd di

i d(‘)ng Ctrl+T

MICROSOFT WORD

Phim tattu A -> Z

Ctrl + J: Cén déu 2 bén doan van ban
Ctrl + L: Cén tréi doan van ban

Ctrl + R: Cén phai doan vén ban

Ctrl + M: Dau dong thut vao 1 doan

Ctrl + Shift + M: Xoa dinh dang Ctrl + M

Ctrl + T: Thut dau dong tli doan thii 2 tr di
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MICROSOFT WORD

Phim tattui A -> Z

Ctrl -+ 0: X6a toan bo dinh dang cén 16 vén ban
Ctrl + B: In dam van ban

Ctrl + D: M hop thoai dinh dang font chii

Ctrl + I: In nghiéng van ban

Ctrl + U: Gach chan van ban

Ctrl + Mui tén: Di chuyén qua phai/trai 1 ki tu

MICROSOFT WORD

Phim tattu A -> Z

Ctrl + End: Xudng cudi van ban

Ctrl + Shift + Home: Tao vung chon tui vi tri hién tai
|én dau van ban

Ctrl + Shift + End: Tao vung chon tu vi tri hién tai
xuong cudi van ban

Backspace: Xoa 1 ki tu phia trudc
Delete: X0a 1 ki tu phia sau hodc xda doi tudng dang chon

Ctrl + Backspace: Xoa 1 tu phia trudc.
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MICROSOFT WORD

Phim tat ti' A -> Z

Shift + -->: Chon 1 ki tu phia sau

Shift + <--: Chon 1 ki tu phia trudc

Ctrl + Shift + -->: Chon 1 tu phia sau

Ctrl + Shift + <--: Chon 1 tuf phia trudc

Shift + mui tén hudng Ién: Chon 1 hang phia trén

Shift + mi tén huéng xudng: Chon 1 hang phia dudi

ICROSOFT WORD

Phim tat tui A -> Z

Alt + F10: Kich hoat menu Iénh.

Tab, Shift + Tab: Chon nut tiép theo hoac nit trudc do
trén menu hoac toolbars

Enter: Thuc hién Iénh dang chon trén menu hodc toolbars

Shift + F10: Hién thi Menu ngdi canh cta déi tudng dang chon.
Alt + Spacebar: Hién thi Menu hé thong cla ctia so

Home, End: Chon Iénh dau tién, hodc cudi ciing trong menu con

Tab: Di chuyén dén muc chon, nhém chon tiép theo
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MICROSOFT WORD

Phim tattui A -> Z

Ctrl + Tab: Di chuyén qua thé tiép theo trong hop thoai
Shift + Tab: Di chuyén tdi thé phia trudc trong hop thoai
Alt + Ky tu gach chan: Chon hodc bé chon muc chon do
Alt + Mi tén xudng: Hién thi danh sach cla danh séch so
Enter: Chon mot gia tri trong danh sach so

ESC: Tat noi dung cua danh sach so

Ctrl + Shift + =: Tao chi s0 trén (vi du: m3(mét khai))

MICROSOFT WORD

Phim tatti A -> Z

Tab: Di chuyén tdi va chon ndi dung cua 6 ké tiép
Shift + Tab: Di chuyén t6i va chon ndi dung cta 6 lién ké trudc do
Nhan git phim Shift + céc phim mai tén: Chon ndi dung ctia cac 0

Ctrl + Shift + F8 + Céc phim mai tén: MG rong viing chon
theo tling khoi.

Shift + F8: Giam kich thudc viing chon theo tling khoi
Ctrl + 5 (khi den Num Lock tat): Chon ndi dung cho toan bo bang

Home: Vé 6 dau tién clia dong hién
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MICROSOFT WORD

Phim tattu A -> Z

Alt + Page up: Vé 0 dau tién cua cot

Alt + Page down: Vé 6 cudi cung clia cot
MUi tén 1én: Lén trén mot dong

MUi tén xudng: Xuong dudi mot dong

F1: Trg giup

F2: Di chuyén van ban hoac hinh anh (Chon hinh anh, nhan F2,
kich chudt vao ndi can dén, nhan Enter)

MICROSOFT WORD

Phim tat tu A -> Z

F4: Lap lai hanh dong gan nhat

F5: Thuc hién Iénh Go to

F6: Di chuyén dén panel hodc frame ké tiép
F7: Thuc hién 1énh kiém tra chinh ta

F8: Md rong vung chon

F9: Cap nhat cho nhiing trudng dang chon

F10: Kich hoat thanh thuc dan Iénh
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MICROSOFT WORD

Phim tattui A -> Z

F12: Thuc hién Ieénh luu vdi tén khac

Shift + F1: Hién thi con tr6 trg gidp truc tiép trén céc
doi tuong

Shift + F2: Sao chéo nhanh van ban
Shift + F3: Chuyén ddi kiéu ky tu tt hoa sang thudng
Shift + F4: Ldp lai hanh dong cua Iénh Find, Goto

Shift + F5: Di chuyén dén vi tri c6 su thay doi méi nhat
trong van ban.

MICROSOFT WORD

Phim tat tuU A -> Z

Shift + F6: Di chuyén dén panel hodc frame
lién ké phia trudc.

Shift + F7: Thuc hién 1énh tim tii dong nghia
Shift + F8: Rat gon ving chon

Shift + F9: Chuyén doi qua lai gid doan ma va két qua
clia mot truiong trong van ban

Shift + F10: Hién thi thuc don ngi canh

hift + F11: Di chuyén dén trudng lién ké phia trudc

Ngudn Cong ty CP Gia Xay Dung https:/gxd.vn 24|Page


https://gxd.vn/

Ung dung Word + Quan 1y du 4an GXD quén 1y ho so du an xay dung

MICROSOFT WORD

Phim tattu A -> Z
Shift + F12: Thuc hién Iénh luu tai liéu
Ctrl 4+ F2: Thuc hién Ignh xem trudc khi in
Ctrl + F3: Cat mot Spike
Ctrl + F4: Dong clia so van ban
Ctrl + F5: Phuc hoi kich ¢d cua clia s0 van ban

Ctrl + F6: Di chuyén dén clia so van ban ké tiép

MICROSOFT WORD

Phim tattuh A -> Z

Ctrl + F8: Thuc hién Iénh thay doi kich thudc
clia SO trén menu hé thong

Ctrl + F9: Chén thém mot trudng trong
Ctrl + F10: Phong to cta so van ban
Ctrl + F11: Khoa mot trudng

Ctrl + F12: Thuc hién Iénh md van ban

Ctrl 4+ Shift +F3: Chén ndi dung cho Spike
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MICROSOFT WORD

Phim tat tui A -> Z

Ctrl 4+ Shift +F3: Chén ndi dung cho Spike
Ctrl + Shift +F5: Chinh stia mot danh dau (bookmark)
Ctrl + Shift +F6: Di chuyén dén ctia so van ban phia trudc

Ctrl + Shift +F7: Cap nhat vdn ban tu nhiing tai liéu
nguon da lién ket

Ctrl + Shift +F8: Md rong ving chon va khoi

bl + Shift +F9: Ngat lién ket,g

MICROSOFT WORD

Phim tattu A -> Z

Ctrl + Shift +F10: Kich hoat thanh thudc ke
Ctrl + Shift +F11: M& khoa mot truong

Ctrl + Shift +F12: Thuc hién [énh in
(tudng ting File - Print hoac to hgp phim Ctrl + P)

Alt + F1: Di chuyén dén tridng ke tiép

Alt + F3: Tao mot tu tu dong cho tu dang chon
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MICROSOFT WORD

Phim tattui A -> Z
Alt + F4: Thodt khoi Ms Word
Alt + F5: Phuc hoi kich ¢ cta s6

Alt + F7: Tim nhting 10i chinh ta va ngii phap tiép theo
trong van ban

Alt + F8: Chay mot marco

Alt + F9: Chuyén doi giia ma Iénh va két qua cla
tat ca céc truong

At + F10: Phdng to cua s

MICROSOFT WORD

Phim tattu A -> Z
Alt + Shift + F1: Di chuyén dén trudng phia trudc
Alt + Shift + F2: Thuc hién Iénh luu van ban (tuong ting Ctrl + S)

Alt + Shift + F9: Chay Iénh GotoButton hoac MarcoButton
tli két qua cua nhiing trudng trong van ban

Alt + Shift + F11: Hién thi ma énh
Ctrl + Alt + F1: Hién thi thong tin hé thong

Ctrl + Alt + F2: Thuc hién Iénh md vdn ban
(tuong tng Ctrl + 0)

+ F11: Hién thi ctia s Ignh Vi

5. DPinh dang toan b¢ vian ban
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- Ban c6 thé d6i mau toan bd vin ban sang mau do nhu sau: Bam Ctrl + A dé
chon toan bo van ban, sau d6 kich vao biéu tuong Font Color dé chon mau do.

- Ban ddi toan bd vin ban sang gach chan hoic chit nghiéng bang cach tuong tu.

- Néu mudn x6a toan bd dinh dang ctia van ban, ké ca cac dé muc dé dua hét vé
dang text tho thi lam thé nao? Ban bAm Ctrl + A dé lya chon toan bo vin ban, sau
d6 dung tay trai bam Ctrl + Alt + Shift + S dé hién panel Styles, chon Clear All.

OFind -
I. AalF 1. Aal 1.1. A 1.1.1. . ab
Sac Replace
GXD Muc... | GXD Muc.... GXD Tiéu... GXD Tiéu... = Bu e
F Editing ~
o140 - 15 - -15-(_'\]-1?
Styles T
[€ muc dé dua hét Clear All <affmm -
~ - o {Latin) Arial, 8 pt, Bold, Centered
n bQ van banﬂ' Sau 11 pt, Centered
A Hinh anh gedvn b ||
1@1] Clea‘r A]‘]" A Moi dung can giua dam gxd.eduvn Ta
A Moi dung gxd.eduwn T

6. Poi mau toan b vin ban vé den tring dé in

Qua trinh soan thdo, bién tap co thé ban s& dung chi thi mau chir van ban (Font
Color) ban hodc mau nén (Text Hightlight Color) dé danh dau tién xem lai bién tap
hodc 1am ndi bat sy cha y. Nhung khi voi ban quén khong doi lai mau chit den trang
va bé mau nén di. Diéu d6 1am cho tai liéu in ra van con vét danh dau, con cac chir
c6 mau s& bj mo khi in den tring, hodc bi ndi bat gay chu ¥ khong dang co.

Cach don gian va rat nhanh 13: Trudc khi in ban bam Ctrl + A va chon mau den
cho mau chir va chon No Color v6i nut Text HightLight Color.

References Rewview  View

EECIEE| A0

Insert  Design Layout Mailings

== X |Times NewRoman ~|14 ~

2000 180 18 0 017

D B I U -abex x° A -
Paste = - = : o Styles Editing
. A-EFIA - A A A g -
Clipboard . .. Paragraph = | Styles
L-a-l-?-l.....-6-|-?-|-B-|-9-|-1[J-|-11-|-12-
boi Mo Color In
R . A = R .
12. Pobi1 | vé den trang deé in

Qua trinh soan thao, bién tip van ban cd thé ban sé& dung
(Font Color) ban hodc mau nén (Text Hightlight Color)
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7. Trinh bay phin tiéu dé viin ban va phan noi nhén, chir ky
Céch trinh bay: Dung bang, chia 2 cdt va can gitra, nhap nd1 dung vao. Sau do
d4nh diu bang va bo dudng vién bang.
Bai tap 1: Hay trinh bay phan tiéu dé, quoc hi¢u clia vin ban nhu duéi day.
Ban thyuc hién theo trinh ty nhu sau:
- Budc 1. Chen 1 bang ¢6 1 dong, 2 cot
- Budc 2. Nhap van ban vao trong
- Budc 3. Can chinh cho dep

BO XAY DUNG

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

S6 : 1776/BXD-VP
V/v: Coéng bd Pinh mic
du toan xay dung cong

Ha Noi, ngay 16 thang 08 nam 2007

trinh — Phan Xay dung

- Budrc 4. V€ duong gach dudi

Ban dung 1énh Inset > Shapes > Line d¢ v& va Format > Shapes > Outline
dé dinh dang duong ké.

w

T
0 —

| IIIIIQITK\DCD&—L—L$@E I
' % L)
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Ngudn: Céng ty CP | T —
Bai tip 2: Hay trinh bay phan noi nhan, chir ky trong van ban nhu dudi day.
Ban thuc hién theo trinh tu nhu sau:

- Budc 1. Chen 1 bang c¢6 1 dong, 2 cot

- Budc 2. Nhip van ban vao trong

- Budc 3. Can chinh cho dep

Noi nhéan : GIAM POC
- Cong ty CP Gia Xay Dung;
- Luu VP, TA(5) NGUYEN VAN A

8. Trinh bay noi dung ciia 1 doan

Ban kich chudt vao doan bat ky, sau d6 chon Style A Noi dung gxd.vn. Néu
ban soan thdao ndi dung van ban mai tir Style GXD thi ngay sau khi tao muc, Enter
xudng thi Word tu dong vao Style A Noi dung gxd.vn ngay, ban chi viéc nhap text
ma khong phai dinh dang nira.
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oot X o 2 00 3 0 4 0 5 0 6 0« 7 0 8« 0 8« 10 0 11 o 12 0 13 0 14 - 0 15 . 16
7. Trinh bay ndi dung cia 1 doan
Ban kich chudt vao doan bat ky, sau d6 chon Style A Noi dung gxd.vn. Néu
ban soan thao nd1 dung vin ban mdi tir Style GXD thi ngay sau khi tao muc, Enter
xubng thi Word tir déng vio Style A Noi dung gxd.vn ngay, ban chi viéc nhap text
Kich ahudt vilo dogn bift K

-

ma khéng phai dinh dang nita| 1

Tai sao la1 dit tén A Noi dung gxd.vn, [a vi Word sap %p tyle trong Panel
Style theo Alphabel, nén do Style ndi dung nay hay dung, toi danh chir A dé sip xép
1én phan dau, tién chon nita, con Noi dung dé nhic la diy 13 Style hay dung cho phan
ndi dung vin ban, gxd.vn 1a ¢é danh diu chuin Style.
8. Trinh bay ngi dung 1 biang

Trinh bay phan dau vin ban gdm Tén co quan, td chirc ban hanh vin ban, Quéc
hiéu, dia diém va ngay thang.

Sau nhiéu nim lam viée, t6i khuyén ban nén dung 1 bang gdm 2 & dé trinh bay

no1 dung nay, s&€ dep va thuin tién hon. Thao tac nhu sau :

Styles VA
Clear All -~
(Latin) Arial, @ pt, Bold, Centered
11 pt, Centered
A Hinh anh gxdan T
A Noi dung can giua dam gyd.ecu.vn 7]

A Noi dung gxd.eduvn L4

[ancidinggasn — E——g" =

A Noi dung gxdvn + VnTimeH

A Noi dung gxd.vn + Bold

A Noi dung gxd.vn + Bold, Centered, First lin
A Nai dung gd.vn + Bold, Italic

A Noi dung gxd.vn + Bold, Red

A Noi dung gxd.vn + Bold, Underline

A Nai dung grdun + Centered

A Noi dung gxd.vn + Centered, First line: 0 ¢
A Noi dung gxelvn + First line: 0 cm

A Noi dung gxdvn + Italic

A Noi dung gxd.vn + Italic, Red

A Noi dung gxelvn + Red

A Noi dung gxd.vn + Right

A Noi dung gxd.vn + Right, First line: 0 cm

A Noi dung gxd.vn + Subscript

A Noi dung gxdavn + Superscript

A Nai dung nghieng gxd.eduvn L]
Black, Right

Blug, Right

Body Text 3 + 14 pt, Not Bold -

show Preview

Tai sao lai dat tén A Noi dung gxd.vn ? 1a vi Word sap xép Style trong Panel

Style theo Alphabel, do Style nay hay dung, t6i ddnh chit A dé sap xép 1én phan dau,

tién chon nita, con Noi dung dé nhic 1a day 1a Style hay dung cho phan ndi dung van

ban, gxd.vn 14 dé danh déu chuan Style.
9. Panh ky hi¢u bullet tu dong

Ban c6 thé danh bullet gach dau dong bang dau trir, dau cong, dau tron, miii

tén, chi tay... trong Styles c6 san hoic tu tao thém.

Bai tip: Ban hiy thyc hién danh gach dau dong cho doan vin gém céc ¥ sau:

Hé théng cac phan mém GXD xay dung theo chudi sinh thai quan 1y chi phi

dau tu xay dung xuyén sudt tir dau dén cuoi du an, gom:

- Phan mém Dy 4n GXD: dung dé 1ap Téng muc dau tu, tinh hiéu qua dy an

- Phan mém Dy toan GXD: dung dé 1ap va thim tra du toan thiét ké, ciing co thé

st dung dé 1ap gia thau va nhiéu chirc niing khac, tra ctru tai liéu biéu mau phap Iy

lién quan dén quan 1y chi phi

- Phan mém Dy thau GXD: chuyén dung cho nha thau dy toan dy thau dé 1am

ho so thau tham dy céac g01 thau, hach toan chi phi thi cong, tra ctru h¢ théng mau

bién phap thi cong

- Phan mém Quan ly chat luong GXD: ddam nhiém hé théng hd so chét luong, ho

so hoan thanh cong trinh, nhat ky thi cong, tra ctru tai liéu biéu mau phap 1y lién

quan dén chat luong

- Phan mém Quyét toan GXD: chuyén dung dé thanh toan gia tri khéi luong hoan

thanh, quyét toan A-B, bao c4o quyét toan von
10. Panh s6 number tw djng
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Ban c¢6 thé chon thém céc kiéu danh s tht tu bﬁng cach chon doan van ban va
chon Style GXD Danh list s0 hoac c6 thé dung nit Numbering.

Bai tap: Ban hay mo file Word, nhap vao ndi dung va thuc hi¢n danh s6 thir tu
cho doan van ban trinh bay vé€ nd1 dung quan 1y thi cong xay dung nhu sau:

Quan 1y thi cong x4y dung cong trinh bao gdm:

1. Quan Iy chit lvgng xay dung cong trinh.

2. Quan Iy tién do thi cong xay dung cong trinh.

3. Quan Iy khéi luong thi cong xdy dung cong trinh.

4. Quan 1y chi phi dau tu xay dung trong qua trinh thi cong xay dung.

5. Quan 1y hop dong xay dyung.

6. Quan ly an toan lao dong, moi1 trudng xay dung.
11. Chinh sira dinh dang cac dé muc

Khi mubn thay dbi déng loat dinh dang cua cac dé muc, chi viéc chinh Style
bang cach:

Kich phai vao Style va chon Modify...

L COTLITTg

Styles M

Heading 2,GX0 Muc ldn,Chudng Ta
| Heading 3,GXD Muc nhd,Muc,D}Headiﬁg 3 E‘
Ly

Update Heading 3 to Match Selection
£ Modify.. -
Select All 45 Instance(s)

Clear Formatting of 45 Instance(s)

Remove from Style Gallery

Trong hop thoai Modify Style hién ra chon lai ¢& chir tir 13 d6i 14 va mau chi
d6 chang han, bAm OK. Khi d6 tat ca cac muc trong vin ban sir dung chung Style
nay déu thay doi.
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Modify Style 5 ?
Properties

Name: Heading 3;GXD Muc nhd;Muc;03-Heading 3

Style type: Linked (paragraph and character)

Style based on: T8 A Noi dung gxdam

Style for following paragraph: | 12 A Noi dung gxd.vn
Formatting

Times Mew Roman ~| (13 |~/ B T U

1. Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Sample Text Sample Text Sample Text

Font: 13 pt, Bold, Font color: Red, Indent:
First line: 0 cm, Space
Before: & pt
After: 6 pt, Keep lines together, Level 3

Format

Add to the Styles gallery Automatically update
@ Only in this document O MNew documents based on this template

oK Cancel

Meo : Qua trinh thao tac dinh dang hodc nhap dir licu, néu co6 chd nao d6 nhay
tur dong khong nhu ¥, ban hily bAm Ctrl+Z, vi du hay gip nhat 1a khi g& cap dau nhay
kép « « nd nhay khong duoc nhu y mong mudn 1a " ", khi gd ban ding Ctrl+Z s&

duoc nhu y mudn.

12. Trinh bay ngi dung 1 bang

Trinh bay phan dau van ban gdm Tén co quan, t6 chirc ban hanh van ban, Quoc

hiéu, dia diém va ngay thang.

Sau nhiéu nam lam viéc, t6i khuyén ban nén dung 1 bang gom 2 6 dé trinh bay
nodi dung nay, s€ dep va thuén ti¢én hon. Thao tac nhu sau:

Buéc 1. Ban chén 1 bang gom 2 6

Budc 2. Ban dua ndi1 dung vao bang

Bén trai 1a Tén co quan, t6 chirc ban hanh van ban va c6 thé 1a ca trich yéu.

Bén phai 1a Qudc hiéu va dong dja diém, ngay thang.

Vi du:
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CONG TY CP GIA XAY DUNG CONG HOA XA HOI CHU NGHIA
VIET NAM

V/v dé xuét sir dung phan mém QLCL | Poc 1ap — Ty do — Hanh phic
GXD dé quan Iy chat luong cong trinh | Ha Noi, ngay 01 thang 01 nam 2020

Budc 3. Trinh bay bang

Sau khi nhap xong ndi dung ban hiy di trinh bay bang va thuong chi 13 1an dau
thoi. Tir 1an sau trd di, hdy mo 1 vin ban c6 sin copy phan ndy sang, stra trich yéu
va ngay thang la dugc.

Pé trinh bay bang trén ban 1am nhu sau :

Budc 1. Chon toan bd bang

Pua tré chudt 1én goc trén bén trai bang sé thdy 1 6 vudng nho c6 mili tén 4
chiéu xuét hién, kich vao d6 s& chon ca bang. Xem hinh dudi:

| e
#l CONG TY CP GIA XAY DUNG CONG HOA XA HOI CHU NGHIA
VIET NAM

V/v dé xuat sitr dung phin mém QLCL | Pdc lap — Tu do — Hanh phic
GXD dé quan Iy chét lwvong cong trinh | Ha Noi, ngay 01 thang 01 nim 2020

Budc 2. Ap style cho noi dung bang
Mo khung Styles va chon Gxd.vn Noi dung Ban can Giua Dam B. Sau d¢ dua
tré chudt dén duong phan cach kéo vé bén trai co bét do rong cua cot trai

e T = Tl - S

+

CONG TY CP GIA XAYDUNG | CONG HOA XA HOI CHU NGHIA
- i VIET NAM
V/v dé xuat str dung phan mém QLCL GXD dé Poc lap — Tw do — Hanh phic
quén Iy chat lugng cong trinh Ha Nbi, ngay 01 thang 01 nim 2020

CONG TY CP GIA XAYDUNG | CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phuc
V/v & xuit si dung phian mém

QLCL GXD dé quan Iy chat luong Ha N6i, ngay 01 thing 01 nim 2020
cong trinh
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Budc 3. Bo dudng vién cua bang

Kich chon danh diu ca bang, r0i kich vao nat Border chon bo tat ca duong vién
di, gio ta s& co bang vo hinh, in ra khong thay cic dudng bao, nhung lai giup gitr
cho cac noi dung

Khi mudn thay doi ¢& chit ddng loat cua tit ca cac bang trong file, chi viéc
chinh Style bang céch :

Kich phai vao Style

Chon Modify...

Trong hdp thoai Modify Style hién ra chon lai c& chit 12 chéng han, bAm OK.
Khi d6 tat ca cac bang trong van ban st dung chung Style nay déu thay doi.
13. Lap lai tiéu dé bang

Véi 1 bang dai qua 2 trang tré 1én trong vin ban, néu ban khong dé lip lai tiéu
dé bang thi tir trang tht 2 trd di rat kho theo ddi va x4u. Nhiéu ban khong biét thi di
copy dong tiéu dé rdi di chén vao vi tri & tit ca cAc trang sau, rit mat cong, nhiéu khi
bi nhay trang thi lai di trinh bay lai. Vi du nhu bang don gia duéi day, néu ban khong
chon 1ap lai tiéu dé, thi don gia 1 o tiéu dé, don gia 2 khong c6 tiéu dé nhin khong
biét cot ndo nodi dung 1a gi, rat kho theo ddi, lai con x4u nira.
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MA HIEU TEN CONG VIEC / THANH DINHMUFC | DON GIA THANH
STT| ponGia | MSVT PHAN HAO PHI BONVI | "LaopHi | VATTU TIEN
(1] [2] (3] (4] [5] (7] (8] [10]
Dao moéng céng trinh,
chiéu rong moéng <=6
1 | AB.25112 m. bﬁt}g méy da0 <=0.8 100m3
m3, dat cap I
Nhdn cong 1.167.480
N1307 Il?“’m cong 3.0/7 (nhém |- o 6.11| 191.077| 1.167.480
May thi cong 952.615
M0006 | May dao 0.8m3 ca 0,372 | 2.560.793 952.615
11|
Van khuén cho bé téng
2 | AF.81111 do tai cho, vankhuon 1,40
206, van khuén moéng
dai, bé may
Vit liéu 5.735.655
V10447 | G4 van m’ 0,792 | 4.090.909 | 3.240.000
V10435 | G& da nep m’ 0,0865 | 4.090.909 353.864

pé 1dp lai cac tiéu dé tu dong, ban hdy copy 1 bang dit li¢u bat ky vao Word 1o

thyc hanh ngay nhu sau:

Bué6c 1. Pua chudt ra 18 trai, kich va di chudt dé chon nhirng dong muén 1ap lai

tiéu dé. Vi du & bang dudi chon 2 dong dau.

Budc 2. Chon Iénh Layout > Repeat Header Rows.

MA A A
HIEU TENCONGVIEC/ | . | DINH DON THANH
STT ' MSVT | THANH PHAN HAO MUC GIA .
DON , VI . N TIEN
) PHI HAO PHI | VAT TU
GIA
[1] [2] [3] [4] [5] [7] [8] [10]
Dao moéng cong trinh,
A A Je <=
1 | AB25112 chiéu rong méng <=6 | )
m, bang may dao <=0,8
m3, dét cap I
Nhan cong 1 1.167.480
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MA . n 3
. TEN CONG VIEC / DPINH bON 5
HIEU ; - DON ; . THANH
STT MSVT | THANH PHAN HAO MUC GIA 2
PON . VI , . TIEN
. PHI HAO PHI | VAT TU
GIA
[1] [2] [3] [4] [5] [7] [8] [10]
Nhéan cong 3,0/7 (nhoém A
N1307 1 g ( cong 6,11 191.077 | 1.167.480
May thi cong 1 952.615
MO0006 | May dao 0,8m3 ca 0,372 | 2.560.793 952.615
Van khudn cho bé tong
d6 tai chd, van khud
2 | AFS1111 o tat cho, van KRUOR | 4 hom2
g0, van khuén mong
dai, bé may
Vit ligu 1 5.735.655
V10447 | Go van m’ 0,792 | 4.090.909 | 3.240.000
V10435 | Go da nep m? 0,0865 | 4.090.909 | 353.864
V10432 | G6 chéng m? 0,459 | 4.090.909 | 1.877.727
V10329 | Binh kg 12 17.273 207.276
V19999 | Vat liéu khac % 1 56.789
Nhan cong 1 2.835.329
Nhan cong 3,5/7 (nhém .
N1357 0 cong 13,61 | 208.327 | 2.835.329
Bé tong san xuat bang
may tron - d6 bang thu
3 | AF.11111 cong, bé tong 16t mong, | m3
da 4x6, chiéu rong
<=250 cm, mac 100
Vit ligu 1 475.210
V10896a 198,79 1.400 278.306
V10135 | Cat vang dd bé tong m’ 0,52118 54.545 28.428
V10282 | Da 4x6 m? 0,92288 | 181.818 | 167.796
V10543 | Nuoc lit 169,95 4 680
Nhan cong 1 271.329
N1307 | Nhan cong 3,0/7 (nhém | cong 142 | 191.077 271.329
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MA . . i
. TEN CONG VIEC / DINH DON .
HIEU X R PON ) , THANH
STT DON MSVT | THANH PHAN HAO VI MUC GIA TIEN
. PHI : HAO PHI | VAT TU
GIA
[1] [2] [3] [4] [5] [7] [8] [10]
1)
May thi cong 1 46.680
MO0313 | May tron bé tong 2501 ca 0,095 | 286.032 27.173
M0350 | Pim ban 1Kw ca 0,089 | 219.183 19.507

14. Panh so6 thir tw trong bang

Khi bién tap gido trinh Quyét toan GXD, tdi c6 bién tap chuong cic ciu hoi

tric nghiém vé hop dong va thanh quyét toan. Qua trinh bién tap phai dao 1on cac

cau hoi thdy mat cong phai danh lai STT qua, toi lién Google va tim ra cach nhu sau,

xin chia sé vo1 ban.

Ban chen cot STT vao bang dit 1i€u, trong cot do khong chira gi ca. Ban chon

ca cot STT va chon danh s6 number tu dong (chi can kich chon cot d6 va danh

numbering 1a dugc).

Thuc sy 1a khi dang lam viéc qua nhiéu va 1ap di 1dp lai nham chan, tim ra dugc

chi dan nhanh chong thay tim 1y thoai méi, vui vé va thich tha ghé lam.
Ban tham khao thém video: https://youtu.be/Lnl10OtgZoao0

Bai tip: Ban hiy ap dung ngay kién thirc danh sb thir ty trong bang vira méi

biét thuc hanh trinh bay bang dit liéu cau héi tric nghiém nhu dudi day. Cha y 1a

trinh bay dung mau nhu vay va trong thoi gian ngan nhat nhé.

Stt

Cau héi

Pap an

Dy an dau tw xAy dung dwge phan thanh loai va nhém A, B, C dé6i

v6&i cac nguon von nao?

Ngudn von ngan sach nha nudc

Nguon von nha nudc ngoai ngan sach

Ngudn von khac khong phai ngudn von néu tai dap an A va B

o 0 w»

Tat ca cac nguon von néu tai diém A, Bva C

Theo quy dinh ciia phap luit vé xay dung hién hanh, von nha nwéc

ngoai ngan sach bao gom:

A.

Vén ODA, vén vay uu dii cia Nha nudce, von do Nha nuée bao lanh
vay
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Stt Cau hoi Dap 4n
B Vén phat trién ciia doanh nghiép nha nudc, von gop tién sir dung dat
" cua Doanh nghiép nha nudc
C. Cécdy an PPP
D. Cac truong hop ¢ cac dap an trén
Theo quy dinh caa phap luit vé xay dung hién hanh, giai doan
chuan bi dau tw xady dung khong bao gom nhirng cong tac nao sau
day?
A. Xin chu truong dau tu xay dung
3 Lap, tl}ém dinh, ph§ duyét Bao cdo nghién ctru kha thi hoac Bao céo
kinh t€ - k¥ thuat dau tu xay dung
C. Tb chuc lya chon nha thau va ky hop dong xay dung
D. Quyét toan hop dong xay dyng, bao hanh cong trinh xay dung
Theo quy dinh ciia phap luit vé xdy dung hién hanh, cong viéc
nao sau day khong thudc giai doan thuc hién du an?
A. Quyét toan hop dong xay dung, bao hanh cong trinh xay dung
4 B T6 chuc lya chon nha thau va ky két hop dong x4y dung; thi cong xay
" dung cong trinh; gidm sat thi cong xay dung
c Tam trng, thanh todn khdi lugng hoan thanh; nghiém thu cong trinh
" xay dung hoan thanh
Ban giao cong trinh hoan thanh dua vao str dung; van hanh, chay thur
D. N A A .4 .
va thuc hién cac cong viéc can thiét khac
Theo quy dinh ciia phap luit vé xiy dung, Giai doan két thac xay
dung dwa cong trinh cia du an vao khai thac sir dung gom cac
cong viéc gi?
A. Xin chu truong du tu xay dung
5 . 5
B. Lap, tham dinh, phé duyét Bédo cao nghién ctru kha thi dau tu xay dung
C. Xin phép xay dung, to chirc lya chon nha thau
D. Quyét toan hop dong xay dung, bao hanh cong trinh xay dung
Xin huwéng dan ban mot cach 1lam chuyén nghiép nhu sau:
Budéc 1. Bat dau hiy chén bang c6 1 dong va 4 cot
Pé y 14 bang trén 14 4 cot chi khong phai 3 cot ban nhé !
Buwéc 2. Ban nhép tiéu dé vao bang
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Bit du tir STT, sau d6 4n Tab dé di chuyén sang 6 bén canh nhap Cau hoi,
nhan Tab 2 1an bo qua 1 6 nhap Pap an vao cot cudi.

Cau

Stt ~.
hoi

Dap an

Budrc 3. Ban bét dau nhap dir liéu vao bang
Sau khi nhap xong 6 Pap an, lic nay trd text ciia ban dang ¢ 6 cudi cung cia
bang, ban an Tab d¢é tao ra 1 dong tiép theo.

Cau

Stt ~.
hoi

Pap an

Nhép dit liéu vao bang, cir dén 6 cudi thi 4n Tab dé tao dong tiép theo:

Cau

Stt .
hoi

Pap an

Dy 4n dau tw xay du’ng dwgc phan thanh loai va nhém A, B, C

D
d6i véi cac ngudn von niao?

A | Nguon von ngan sach nha nudc

Buéc 4. Can chinh bang nhu miu trong dé bai

Budc 5. Panh sb thir tu

Pua tré chudt 1én dinh cot Stt dé chon ca cot, chon danh numbering.

Ban c6 biét vi sao toi lai huodng dan ban 4n Tab tao thém dong thay vi tao luén
ra 1 bang véi du dong, du cot 01 méi nhap dir liéu vao khong ?

C6 nhiéu cach khic nhau dé l1am bai tap nay, ¢ ddy gidi thiéu véi ban 1 cach
thoi, ban hay linh hoat trong Gmg dung nhé, luén nghi cach nao nhanh hon, t6t hon.
15. Chén hinh anh (logo) vao bién ban

Ban dung 1énh Insert > Picture, sau do tro dén anh logo cua ban dé chén vao

van ban :

H ©- 0 -

File Home Design Layout References Mailings Review

%DI_IDDD% "’Ellﬁn ‘

Cover Blank Page Table Pn::tuSS Online Shapes SmartArt Chart Screenshot
Page~ Page Break - Pictures ~ -

Pages Tables lustrations

Vi du: & day t6i chén logo GXD, néu khong san c6 logo GXD ban c6 thé lay
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anh bat ky dé thyc hanh 1énh nay, hoac 1én Google search logo GXD, mién 1a nhanh
chong dé co tu lidu dé tap trung vao thuc hanh 1énh minh dang tim hiéu.

giaxaydung.vn

Sau khi chén anh hodc logo vao van ban, ban kich vao anh kéo tha dén vi tri
mong muén. Néu kéo tha chua duge, ban kich phai vao anh va chon Wrap Text > In
Front of Text. Rdi sau do hay kéo tha anh dén vi tri, ban tim hiéu thém cac lya chon
khac trong menu phu Wrap Text nhé, vi du 1énh Anh nam binh dang véi Text (In
Line with Text) cling hay dung.

g ac CoO J\U’ 11EL INUFC I1d111 1STHT ITIIT e

0 O B Insert Caption...
A= In Line with Text
Il Size and Position.. | 2 Square
e % Format Picture.. == Tight
: | = Through

giaxaydung.v = Top and Bottom

O o - = Behi 5
) . Style Crop . = Behind Text .

Sau khi chen _: logo vac ao

16. Trinh bay header and footer

bé trinh bay header and footer c6 nhi€u cach, ban c6 thé chuyén 1én header
hoac xuong footer ciia van ban, kich dup vao d6 va dua néi dung vao.

Bai tip: Hay trinh bay header va footer ciia tai liéu theo mau sau:
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L2

o,

I-?‘I-Z-\-i-\-4-l‘5-l-ﬁ‘I-?‘I-E-\-9-I‘lD-I‘ll-I-IZ‘I-IE‘I-14-\-15-I‘16-é-
Sau khi cheén anh hodc logo vao van ban, ban kich vao anh kéo tha den vi tri
mong muon. Néu kéo tha chua duoc, ban kich phai vao anh va chon Wrap Text > In

Nguén: Céng ty CP Gia Xay Dung https://gxd.vn 36

Front of Text. Roi sau d6 hay kéo tha anh dén vi tri, ban tim hiéu thém cac lwa chon
khac trong menu phu Wrap Text nhé, vi du 1énh Anh nim binh ding véi Text (In
Line with Text) cling hay dung.

Thyc hién bai tap nay ciing dé thoi, ban lam theo trinh ty sau:

> Dau tién cheén header cho van bdan:

- Buére 1. Ban kich dtp vao phan dau trang, Word s& chuyén trang thai cho ban

nhap noi dung vao header

- Budrce 2. Ban nhap ndi dung vao va sau khi két thic ban kich ra bén ngoai

> Tiép theo chén footer cé nhiéu cdch, ¢ day gidi thigu 1 cdch:

- Budce 1. Ban chon 1énh Insert > Page Number > Bottom of Page

Trong danh muc cac mau footer ban chon kiéu Accent Bar 2 nhu hinh sau:
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&+ n‘ Store W 7:0%‘3 Di]- Eg .LI::] D D Q 4 [ Signature Line

F@Da‘ce & Time
Bcreenshot & My Add-ins - Wikipedia ©Online Hyperlink Bookmark Cross- Comment Header Footer Page Text Quick WordArt Dro

Video reference - - Number~ Box~ Parts~ - Cap @ St =
Add-ins Media Links Comments Header & F @ Too of Page » Text
= A a
30002 s [l ol o o 14 1 15 . o < 17
= Simple - @ Bottom of Page » o
Plain Number 1 ) Page Margins »
@ Current Position »

EE Format Page Numbers...

E';} Remove Page Numbers

Plain Number 2

Plain Number 3

Page X
Accent Bar 1

1|Page

Accent Bar 2

1|Page

@ More Page Numbers from Office.com »

Khi d6 footer cia van ban dugc chén vao nhu sau:

- Buérc 2. Chinh stra ndi dung footer theo ¥ mudn

Sau khi chén footer ban kich chudt vao trudc sb 1, roi dung phim Backspace
x6a 2 14n thi chit 1|Page sé& vé bén 18 trai nhu hinh sau :

=

Ban nhap noi dung Ngudn Cong ty CP Gia Xay Dung https://gxd.vn vao, sau
d6 an phim Tab 2 1an s& duoc nhu y. Pé két thuc ban kich ra ngoai ving van ban.

17. Dung diéu khién paragraph thut diu dong

Ban dé y ¢ trong van ban c6 thudc ngang va thudc doc & trén va bén trai man
hinh soan thao.

Ngudn Cong ty CP Gia Xay Dung https://gxd.vn 43|Page


https://gxd.vn/
https://gxd.vn/

Ung dung Word + Quan 1y du 4an GXD quén 1y ho so du an xay dung

Ban dé y thay c6 cong cu diéu khién indent (1&) ctia van ban. Cach don gian
nhét 1a nhu nay: Ban kich vao 1 doan text, sau d6 dua tro chuot 1én do va kéo tung
nut céng cu indent sang trai, sang phai dé thay su thay ddi, tir d6 rut ra kinh nghiém
dé diéu khién.

Ban dé ¥ nhu trong hinh chup dudi day, c6 3 cong cu dé diéu khién 1 ctia vin
ban. Riéng vi tri s6 1 va 3, ban dé trd chudt vao chd giao nhau giira ving tring va
ving nau sam thay tro chudt bién thanh mili tén 2 chiéu, kich gir va kéo sang trai,
phai s& ting giam 1& ca vin ban. Kéo cong cu 2 thi s& tho thut dau dong.

L | .1.\.ﬂi‘%.‘Y-ﬁ--iz‘u.q‘u‘s-u‘s-u‘r|-a‘|‘9-|‘10- Sl -12 0 13- :-14- S15 . 1 216 A A7 1 - 18-
/ 15. Dung diéu khién paragraph thut dau dong \
; 1 Ban dé ¥ & trong vén ban c¢6 thude ngang va thude doc & trén va bén trai man @

b hinh soan thao.

Ban dé ¥ thiy co cong cu diéu khién indent (1&) cua vin ban. Cach don gidn

S 15

nhit 12 nhu nay: Ban kich vao 1 doan text, sau d6 dua tr6 chudt 1€n do va keéo ting

C16 -0

nat céng cu indent sang trai, sang phai dé thdy su thay doi, tir d6 rut ra kinh nghiém
dé diéu khién.

217

18. Copy anh trén man hinh vao Word

Ban can 1 phén mém chup anh, va ban thuc hién tuong tu vo1 Excel, AutoCad
va cac phﬁn mém GXD. Vi du: Khi béc tach khdi luong tur 1 céu kién, ban co thé
chup hinh va dan luén vao trong Du toan GXD dé boc tach nhap s6 liéu ludn ma do
phai chuyén qua lai man hinh.

Thanh thao k§ ning nay giup ban soan thao gido trinh, bao cdo thuyét minh...
c6 cac hinh minh hoa dep, ma thao tac rit nhanh.

18.1. Dung ngay phim PrtScr trén ban phim
- Néu ban can chup toan bo man hinh, ban phém phim PrtScr trén ban phim, sau
do6 vao Word kich nut Paste, hoac kich chudt phai chon Paste, hoac don gian la bam
Ctrl + V dé dan noi dung.
- Néu ban can chup 1 hop thoai, ban m& hop thoai d6 1én, gitr Alt va bam PrtScr,
sau d6 quay vao Word va Paste. Vi du ¢ ddy t6i chup hop thoai Tuy chon cua phan
mém Du toan GXD. Rét nhanh va don gian:
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Tuay chon X

gchung

Pon gia Bon gid khéng day da Bion gia day da

() Tinh theo dan gid cdng trinh () Ban gid trudc thué

VAt tir
Buing din dT lidu (@ Tinh theo don gid dia phudng () bon gid sau thug

() Tinh theo dan gid két hap
[ ] Gid xay dung téng hap
Phén chia dif liéu hang muc
(@ Tdng hap theo dang béng
() Téng hap theo dang cét
() Téng hgp vao chung mét bang
Lua chon cp phdi vira
[ ]%i mang PC30 [ ]xi méng PCB30
[ ]xi mang PC40 [ ]xi méng PCB40

Lam tron dif liéu

[«|Lam tron dan gid ‘ 0 |

[#]Lam trdn khai Irgng ‘ 2 |

[ ] Hi&n thi trang tin

Khéi phuc v mac dinh Cancel

18.2. Dung phan mém chup dnh man hinh
pé chup anh mét khu vuc trén man hinh va dan vao Word, c6 rat nhiéu phﬁn
mém dé ban lya chon. Téi hay dung ShareX, bdi né mién phi ma rat tot, rat nhiéu
chic niang va ciing thuong xuyén cdp nhat. Ban co thé tai ¢ dia chi:
https://getsharex.com.

Ban khong nén dung phan mém crack, vi du Snaglt, hiy mua ting ho dé nguoi
ta con co tién phat trién tiép. Nhat 1a K§ su cang phai ton trong diéu nay, béi minh
cling 1am ra san pham, minh s& tham ndi dau khi ai d6 dung san phidm cua minh bét
hop phap. Diéu nay ciing lién quan dén dao dirc nghé nghiép ngita. Néu khong mua,
hdy dung k¥ ning gid tri thay thé (Value Engineering) tim cac giai phap thay thé,
giam chi phi ma van hiéu qua, khong vi pham phép luat. Nhu t6i dung ShareX & trén
1a 1 vi du, c6 v sb cac phan mém mién phi ma van rat tot, hdy chiu kho tim toi.

19. Can chinh hinh anh, copy hinh dnh vao minh hoa

Ban c6 thé Google dé tim va cai cac phan mém chup anh. C6 rat nhiéu phan
mém hd trg chup dnh man hinh:

- Chuyén nghiép thi c¢6 thé dung Snaglt. Nhung ddy 1a phan mém tra phi, néu
ban dung hay ung hd tac gia, hay noi1 khong véi crack nhe.
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- Néu ban ban mudn dung ban mién phi nhung ma tdt thi ciing c6 rat nhiéu
phuong an thay thé. Vi du t6i dung sharex, thoai mai chirc nang dé xai, ban c6 thé
tai ban cai ¢ day https://getsharex.com. Rat d& dung, tai xudng rdi c6 thé dit phim
tit, t6i dit lai bam PrtScr chup ca man hinh, Alt+PrtScr 1a chup c4 man hinh,
Ctrl+PrtScr 1a chup ving minh s€ khoanh. Sau khi chyp xong anh thi dan vao Word.

- Nhe nhang, don gian nhung chi ¢ cac chic ning co ban thi ban dung phan
mém LigthShot tai bo cai & day https://app.prntscr.com. Sau khi cai xong thi ¢ biéu
tuong hinh cai 16ng ngdng (hay 14 1idu gi d6) ¢ khay ddng hd, ban c6 thé kich

trai/kich phai vao d6 dé dit cac tuy chon phu hop. Thé 1a chup va dan vao Word.
Sau khi dan vao Word, ban kich phdi vao dnh s& c6 cac ché do anh nim
trén/dudi text, cung hang vaéi text, text bao quanh... dé tuy ban chon.
Trong Word ban can cha ¥
- Ban nén chon Styles Hinh anh cho cac anh va ghi chu vé anh.

- Kich phai vao anh ban dung céac 1énh trong muc Wrap text dé trinh bay anh.

Lénh wraptext trén menu chudt phai :

(5 TUSACHGIA XAY DUNG
DANH TANG CAC BAN THAM DU Hyperin.
KHOA KY SU QS - QUANTITY SURVEYOR

Insert Caption..

-

A

Wrap Text In Line with Text

1 EX:

Square

Tight

Through

Top and Bottom

Behind Text

Size and Position...

R

Format Picture...

HOPBONG | - °
XAY DUNG

In Front of Text

Maore Layout Options...

Set as Default Layout

Bai tap: Thuc hanh copy 1 anh trén Google hodc Facebook va dan vao Word,
chon ndm cung hang véi text.

Vi bai tap nay ban thuc hanh nhu sau.

Buéc 1. Ban 1én Google hodc Facebook tim 1 anh bat ky kich phai chon Copy
image

Trén Facebook ban c¢6 thé tim anh ciia minh hodc cta ban bé bat ky.
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Budc 2. Danh anh vao Word

Ban vao Word va chon Paste ¢ thé ban s& khong dan dugc anh. Ban phai chon
Paste / Paste Special... trong hop thoai hién ra ban chon bitmap va bam OK.

Paste Special ? X

Source:  Unknown

@ paste: Display as icon
. Device Independent Bitmap
Paste link:
SN ML Format

Result

Inserts the contents of the Clipboard as a bitmap picture. This format can take up a lot of memory and disk

e .
r% space, but is exactly what you see on the screen.

Budc 3. Kich trai vao anh va chon Styles Hinh 4anh

Budc 4. Kich phai vao anh va chon Wrap text > Inline with text

20. Copy anh tir Intertnet vao Word

Hay mo Word ra va thuc hanh ngay nhé, néu 1 1an chua nhé thi lam vai lan cho
that thuoc:

Budce 1. Ban mé trinh duyét, vi du: Chrome
Budc 2. Tim kiém anh ma minh can, kich phai vao chon Copy Image
Budc 3. Tré 1ai Word chon Paste Special

Budc 4. Trong hop thoai md ra ban chon Bitmap dé dan vao Word

Insert Design Layout References

[ - Times MewRc~ |14 ~ A A  Aa~
Copv
Paste ; . T
- ¥ Format Painter B I U-~abex, x A~
Paste Options: Font
e il e I_
%“ 3 A v X B

Paste Special.. [ o -

Set Default Paste...
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Paste Special ? *

Source: Unknown

As:

® paste: Display as icon
. | Device Independent Bitmap
Paste Nk | il Format
Result

Inserts the contents of the Clipboard as a bitmap picture. This format can take up a lot of memory and disk

space, but is exactly what you see on the screen.

Hay cha ¥ anh c6 ban quyén. Khong nén vi pham ban quyén. Hiy Google céc
trang web chia sé anh mién phi, ban s& tim thiy rat nhiéu trang web chia s¢ cac anh
dep mién phi, ngudi ta cho phép ban sir dung vao muc dich thwong mai hodc ca nhan
tuy y.

21. Trinh bay so dd SmartArt

Trong Word ban chon I¢nh Insert > SmartArt:

H - O -
File Home Design Layout References Mailings Rev

B E Sk Bl o

Cover Blank Page  Table Pictures Online Shapeq SmartArt JChart Screenshot
Page~ Page Break - Pictures -~

Pages Tables llustrations

Trong hop thoai Choose a SmartArt Graphic hién ra cudn tim dang so dd ban
mong mudn va bam OK dé chén so do vao vin ban:
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Choose a SmartArt Graphic ? X
- A -
=] N

E% Li Hierarch

B List y
= B=] B

552 Process = I l:__‘l = _] -

o EEE| (BEEEE BEEE T 2 .

o — ] —
% ot s e

Hierarchy o0 & e = : -
= 0 Don Esa BEEE
E Relationship = EE=EE= == Organization Chart
'T’_‘_g L= = | =X =] Use to show hierarchical information or

%E" Matrix - = EH= reporting relationships in an organization. The

— assistant shape and the Org Chart hanging
1 = = =1 - layouts are available with this layout.
é Pyramid _ -1H=] —
== -
a DPirtura v v

Khi so d6 chén vao trong van ban, ban c6 thé dua thém noi dung hoac chén
thém cac nhanh so do. D¢ dinh dang toan bd so d6 hodc tirng phan tir bén trong, ban
kich vao roi chon cong cu trén menu Format hi¢n ra:

SmartArt Tools gxd.vn-Word-trong-van-phong-xay-(

Design Layout References Mailings Review View Design ¢ Tell me what you want to do...

JR— L2 Shape Fill =

u ‘ ‘ ZShape Qutline ~ A A | -
] & Shape Effects - - i

Shape Styles IF WordArt Styles
L P20 -1 -|-?-|-2-|-3-|-4-|-5-|-6-|-?|-B-|-9-|-

- X SRR RO L S
Fo s

Bai tip: Ban hiy thuc hanh ngay viéc trinh bay so d6 sau ddy, qua d6 hiéu dan
vé co ciu td chirc bo may cong ty, hiéu vé chi phi quan 1y doanh nghiép phai tén cho
bo may nhu nao va néu ban 1a nhan vién thi ngoai tién luong cho ban than ban s&
con phai tao ra gia tri dé dong gop vao chi phi quan 1y nhu nao.
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Trwang phong
K{ thuat K& hoach R&D

22. D6 hoa trong Word

Ban stir dung cong cu Insert > Shapes, chon cac hinh dé vé& theo v mubn, sau
d6 ban kich vao hinh vin ban va kéo chudt dé vé cac khéi hinh. Bé trinh bay, dinh
dang ban cling chon khéi hinh ban chén vao va chon cac 1énh trén menu Format

tuong tu nhu trén.
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= - 0 B8 gxd.vn-Word-trong-van-phong-xay-dung.doc|

File Home Design Layout References WETIE Review View Q Tellm

BD- B D il ot e W 3@ [

Cover Blank Page Table Pictures Online Shapes SmartArt Chart Screenshot ’MyAdd _ins - Wikipedia Online Hyperlink Bookmark

Page -~ Page Break - Pictures. = Video
Pages Tables Recently Used Shapes Add-ins Media Links
. \\]}DQC]&—L—LE>@EH-|-?-.-z-.-s-.-4-.-5-..5...7...
Navigation G
Search document Lines
, NANNTLL 2 3NG4
Headings Pages Results Rectangles
MUC LUC I Y B B o
LOI NOI AU Basic Shapes
4 CHUONG 1: GI&1 THIEU, LAM QUEN MICROS =] © QBJ’“O/‘D@..S Cin chinh hizh dnb, I
4 | M6t sa khai niém lam quen ® \]7 \\J O @ F EI V ED] O [ ] @ an chin m an copy mh anh v
S thudt ngt EO)SE“D”“"D\H”-?F"“‘. s :
1. Mot s6 thuat ngir L0 {3 Dung phan mém chup anh.

4 2. Chudn bi

L Blnck Arrows
2.1. Tai file template Word

SEHLEQUTFLP RIS

2.2. Pua file mau vag maf dinh E undHD bR N 9. Trinh bay so do
2.3. Thif két qua tU file mau I {} A

. Tai cac mau bién ban tir QLCL xudn . |

: - Equation Shapes

4. Tai cdc mdu thuyt minh tir Dy toal dbh= R g A 10 Dl;i hoa tl'ong Word

5. Chién lugc trinh bay ca van ban dai Flowchart :

6. Muc tiéu sir dung cho DOQEDEﬂ@DOﬂU

4 CHUONG 2: THUCHANH TRINHBAYBINHI 0 O 1[I P X 6 A VA D 11. Tim kiém néi dung trong Word

1. Dénh cac dé muc Qa0 .

2. Trinh bay phan tiéu d& vdn ban va [ Stars and Banners Ctrl + F va go tir khoa. Vi du : Tié

3. Trinh bay néi dung 1 bang T % < S =z I ) foy 4N o IR

4. Trinh bay néi dung ctia 1 doan b o S iy A |

5. Chén hinh &nh (logo) vao bién ban Callouts Poi mau toan bd van ban

6. Trinh bay header and footer (AL EB3.000 A% A7 di A0 f R. . . P . A -
...... : 12. Doi mau toan bd van ban vé den tra

7. Ding digu khién paragraph thut da ¢ AJ AD dO :

8. Can chinh hinh anh, copy hinh anh\ X5 New Drawing Canvas Qua trinh soan thao, bién tap van

Sau khi v& xong, ban ¢6 thé kich chon d6i tugng va giit Ctrl r6i kich chudt kéo
tha sang bén canh dé nhan ban cac khoéi hinh gidng nhau, giit dong thoi dé Ctrl+Shift
va kéo tha dé nhan ban thang hang. Khi mudn phan phéi déu hay dung 1énh Format >
Align > Distribute, dung 1énh nay ban d& phai di giong cac ddi twong cho déu.

Pé cho thuan thién sip xép cac dbi twong do hoa trong vin ban, ban co thé
nhom chiing lai thanh d6i twong duy nhat bang cach: Chon tat ca cac ddi twong, sau
d6 dung lénh Format > Group > Group. Ban c6 thé dung linh hoat uyén chuyén lénh
Group, Ungroup va Regroup khi can chinh sira cac ddi tuong.

23. Thay thé ndi dung trong Word (Replace va Replace All)

O phén nay t6i s& chia sé voi ban cach timg dung 1énh Replace dé thyc hién 1
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sb cong viée rat nhanh va tha vi. Tt nén tang d6 ban img dung rong ra va linh hoat
cho cac tinh hudng khac.

To1 ting théy nhiéu tai liéu rat dai, trong dé cac ban soan thao rat "16n nhon",
nhiéu chd ¢6 2 dau cach, nhiéu chd c6 3 ddu cach hodc ddu ": v4i dau "," dé rat lung
tung... ngudi kém kinh nghiém nhin véao thi khong thay gi, nhung ngudi chuyén
nghiép liéc mit qua c6 thé ngudi ta khong noi gi, nhung ngudi ta da nghi thim trong
bung dé danh gia vé sy kém ctia ngudi soan thao vin ban.

Bai tip 1: Ban bién tap 1 tai liéu thdy cac khoang tréng thira rat nhiéu. Hay stra
16 trong tai liéu do.

Pé tim tat ca nhitng chd thira dau cach d6 dé xoéa bt di thi rat mat thoi gian va
la mQt cong viéc budn té, nham chan. RAt may ban co thé lam rat nhanh va tha vi
nhu sau:

Buéc 1. Bim Ctrl + H dé mo hop thoai Replace

Buére 2. Gd 2 du cach vao 6 trén

Buéc 3. G5 1 dau cach vao 6 dudi

Buéc 4. Bim Replace All

Find and Replace ? >

Find Replace GoTo

Find what: | -— “ m m 2 “I m e

More == Replace Replace All Find MNext Cancel

Bai tip 2: Toi dang bién tap tai licu "Cdm nang nghiém thu hoan céng, vng
dung phan mém QLCL GXD", trong tai liéu d6 co rat nhiéu chir "Cau hoi:" va "Tra
161:". Ban hay Replace tat ca thanh boi dau va co gach chan "Céu héi:" va "Tra loi:"

Thyc hién bai tip nay dé thdi, ban 1am twong tu nhu bai tap trén cho chir "Cau
hoi", nhung ¢ day ban kich vao Replace with va thém dinh dang gach chan cho né
trong Format > Font, roi bAm vao Replace All hoac Replace lan luot. Lap lai tuong
tu voi1 chir "Tra 1o1".
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) : Find and Replace ? >
AaBbCc AaBbCc A
Find Replace Go To
[ Find what: Cau hai: =
12 io o g I TP S
Replace with: |Cau hadi: v
<< Less Replace Replace All Find MNext Cancel

Search Options
Search: | All b
Dién thOEji: 0974 I:l Match case I:l Match prefix
Find whole words only D Match suffix
I:l Use wildcards
I:l Sounds like (English) I:l Ignore punctuation characters

C Pred M N [] Find all word forms (English) [ Ignore white-space characters

Replace

A
Font...
ry [y

Paragraph...

Tabs..

UNGDUN - NMEM QLCL GXD

Style...
Highlight

Ban c6 thé tng dung thu thuat nay cho viéc sira 16i hang loat cho nhiéu noi
dung khéc.

24. Tach bang va chuyén doi tir bang sang doan text

Dé tach bang ban chon vi tri mudn tach bang va chon 1énh Layout > Split
table, dé doi toan bo bang sang doan text ta dung 1énh Layout > Convert to Text.

Menu Layout chi hién ra khi ban chon vao bang.

Review View

EEEE My . . BEEE A3 A o
% E==s = ED Height: 1,06 cm | HE Distribute Rows f— E
MMaoarmo I T 1 El El El Z Aruaat
Vvierge Split] Split  JAutoFit EWidth: 213cm | E Distribute Columns OoQo= Text Cell Sort a Convert
Cells Cells Tab@ - Direction Margins ader Rowg to Text
Merge Cell Size [F Alignment Data

Bai tap thwe hanh: Hiy mé ngay Word ra, nhéap dir 1iéu vao va tinh bay bang
du6i day. Gia sir sau d6 ching ta mudn tach 4 dong dau ra khoi bang va chuyén
thanh doan text thong thudng, con phan duéi thi giit nguyén. Cach thirc 1

Budc 1. Kich vao dong sé ¢ lai lam tiéu dé cua bang (kich vao 6 Ma hi¢u don
gid) va chon 1énh Split Table

Budrc 2. Kich chon bang trén da tach ra va chon Convert to Text dé bién thanh
doan text

BANG PHAN TiCH DON GIA CHI TIET
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CONG TRINH: TRU SO CONG TY CP GIA XAY DUNG

HANG MUC: VAN PHONG SO 124, NGUYEN NGOQC NAI,

THANH XUAN, HA NOI
DVT:
dong
MA A a
. TEN CONG VIEC / DPINH DON .
HIEU . ~ DON ’ . THANH
STT MSVT THANH PHAN MUC GIA N
DON ‘ VI : R TIEN
. HAO PHI HAO PHI | VATTU
GIA
[1] [2] [3] [4] [5] [7] [8] [10]
Dao moéng cong
trinh, chiéu rong
1 | AB.25112 moéng <=6 m, bang | 100m3
may dao <=0,8 m3,
dat cap II
Nhéan cong 1 1.167.480
Nhan coéng 3,0/7 R
N1307 ] cong 6,11 191.077 1.167.480
(nhém 1)
May thi cong 1 952.615
MO0006 | May dao 0,8m3 ca 0,372 | 2.560.793 952.615

25. Cit di chuyén dong / cot trong bang

trén dinh cot dé chon duoc ca cot.

Sau d6 bam Ctrl + X dé cit.

Tiép theo danh dau vi tri can chuyén dén (ca dong hodc ca cot) bam Ctrl + V.

Chi viéc dé tro chudt ¢ vi tri bén trai ngoai 1€ dé kich chon dugc dong hoac &

Luu ¥ 1a & day co thé ban s& so 1a khi Ctrl + V s& d¢ noi dung 1én dong hay cot bi
dong dau. Nhung khong ! Néu minh danh dau ca dong va cot thi Ctrl + V s& thuc
hién chén vao vi tri d6 ma khong d¢ 1én. Nam bat duoc thao tac nay thi trinh bay

bang rat nhanh.

thao tdc nay dé nam bat van deé.

26. Copy can ctr, co sé phap ly vao tai liéu Word
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26.1. Khilam ho so du an, du toan, dw thiu

Chéng han khi ban dang soan trén Word béo cao thuyét minh du toan hodc thim
tra du toan, ban can chép cac cin cir, co so phap 1y. Trong tay ban c6 phan mém Dy
toan GXD, ban thuc hién nhu sau :

1. M6 phan mém Dy toan GXD

2. Bam Ctrl+Shift+F, gd tén vin ban vao va tim kiém

3. Chon tén vin ban (c6 thé gitt Ctrl chon nhiéu) va bam Ctrl+C

4. Tré lai cira s6 Word dang soan thao bam Ctrl+V dé dua tén van ban vao vi
tri

26.2. Khi lam Ho so chit lwong, nghiém thu chat lwong

Khi viét bién ban xir Iy hién truong, bao cdo, thuyét minh, bién phap.... can dan
chting céc co s phap 1y thi cir phai 1én mang search 16i copy vé sira, né lai kém theo
ma html nén paste vao Word xau. QLCL GXD cép nhat chtic nang trong hop thoai
Thu vién tai liéu. Mudn copy can cu, chi vi¢c Ctrl + Shift + F, g6 t€n van ban va Ctrl
+ C. Sau d6 quay sang Word roi paste vao. Céc tén vin ban dugc bién soan chuan
Styles GXD. Quy trinh thyc hién:

1. M6 phan mém QLCL GXD va Word viét bao céo

2. Can tén van ban, tiéu chuin hodc quy chuin, bAm Ctrl+Shift+F, g6 tén vao
va tim kiém

3. B4m chon vén ban tim duoc, Ctrl + C

Vi duy trong hinh thyc hién copy tén Thong tu s6 26/2016/TT-BXD dé dan vao
tai liéu Nhat ky thi cong.
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(@ Bo dif lieu dang st dung : Quan Iy chét lugng @ ] X
Phan loai v Tikhoa |Nhap ti khsa tim kiém vao day.. B
Tdng s&: (45) két qua
Tai khoan Noi dung tai liéu Phan loai Mo t& Trang thai A
L Mién phi Nghi dinh s& 46/2015/NP-CP ngay 12/05/2015 ciia Chinh phii vé quan Iy . Nghi dinh m
1 Mién phi Thoéng t s 03/2016/TT-BXD ngay 10/03/2016 cua B Xay dung quy din...  Théng tu
FY | Midn phi | Thong t s6 26/2016/TT-BXD ngay 26/10/2016 cia B Xay dung g — ]
L Mién phi Nghi dinh s6 139/2017/NB-CP cta Chinh pht quy dinh xd phat vi p Tai dt ligu
4 Khoamém  Gido trinh An toan lao dong Téi dir ligu va xem Word, trinh bay dep, tién chinh stia bd...
4 Khoamém  Baithi sat hach An toan lao dong M3 tép tin dif lieu ¢ nghiém kién thdc An toan lao déng
L Khoamém Sé;lay An toan lao déng Mg thy muc chia dif lieu Word Irirlh bay Styles chuan, tién chin__.
+ Khéamém  Mau Quyét dinh thanh Idp Ban An toan lao dong L [+ Word méu Quyét dinh thanh Iap Ban ... m
4 Khoamdm  N&iquy lao dong 2D @ip il () + O Word, trinh bay dep, tién chinh sta b5... [N
4 Khoamém M&u Nhatlénh An toan lao déng An toan lao dgng File Word, trinh bay Styles chu&n m&u Nh_.
L Khéamém M&u Bia Nhatlénh An toan lao déng An toan lao déng Méu bia fils Word Nhat Iénh An toan lao d._.
L Khoamém  Méau Quyét dinh bé nhiém Chi huy céng truding H# sd phap ly File Word méu dep QD bé nhiém CHT c6.
L Khoamdm  Mau Quyst dinh bé tri nhan lue, can bo ki thuat Hd sd phap Iy File Word méu dep QD bé tri cén bo ki th...
L Khéamém Mau Quydt dinh bé sung can b k§ thuat H& sd phap Iy File Word m&u dep QD bé sung can bé k...
L Mién phi Kiém tra chap thudn cdc ngudn cung c&p vat liu MAu bién ban Cao téc Béc...
+ Mién phi Kiém tra va nghiém thu vat liéu/thiét bi/cdu kién trudc khi i dung vao ... MAu bién ban Cao téic Bic...
L Mién phi Kiém tra thiét bi may moc/nhan luc dudc huy déng theo hd sd mdi, tring .. M&u bién ban Cao tdc Bac...
L Mién phi Kiém tra céc phong thi nghiém hién truding M3&u bién ban Cao tc Bac... cm + c
L Mién phi Kiém tra hé tim m&c, mang phuc vu thi céng MAu bién ban Cao t&c Béc...
L Mién phi Kiém tra didu kién trudc khi thi céng MAu bién ban Cao téc Béc...
4 Mién phi Tién ich thdng ké cdét thép Excel Tién ich
1 Mién phi Tron file PDF bién ban va hd so chét ludng Tién ich v
T Thumyclu [CQLCL GXD\Downioadh | = Gil nguyén céu triic cay th muc Tadileu 4
A A A ) A A
4. Alt + tab dé chuyén doi cua s6 sang Word bam Ctrl +V
[— B Lo B [ - e
. . L 3 2 I I I ‘L 2 3 I 4 I 5 I 6 I 7 I 8 [ 9 o100 11 0121 013 \‘14‘\-15‘\-a‘
Navigation T X = B S = = — — =
2 G : . A a1 £ ~ . ~
Search document Lad i Nam bat cac van ban quy dinh ve Quan ly chat luong cong trinh xay dung
Headings Pages  Results 2 la rat quan trong. Cac ky su & cong treong thoi gian ranh roi nén tranh thu doc
= . va tim cach 4p dung, ning cao trinh cho minh.
MUC LUC B z A
LOTNOI DAY : - Nghi dinh so6 46/2015/ND-CP ngay 12/05/2015 cta Chinh phi vé quan ly

4 CHUGONG 1. TONG QUAN VE NHAT KY THI...
4 |. CONG CU VA PHAP LV QUAN LY CHAT...

. Céng cu quan Iy chat Iudng cong t...

. Ap dung tiéu chugn, quy chudn ki'...
Cac Nghi dinh, Théng tu lién quan...

o

Céc van ban v& Quan Iy du an, chi...
Cac bigu m&u phuc vy quan Iy chd...
. Cackh6a hoc danh cho K§i su QA/... 2
4 1. QUY DINH HIEN HANH VE NHAT KY... -
1. Nghi dinh s6 37/2015/ND-CP 8
2. Nghi dinh s6 46/2015/ND-CP N
3. Nghi dinh s6 139/2017/ND-CP o
4. Théng tu s6 26/2016/TT-BXD
4 CHUONG 2. CAC CAU HOI DAP LIEN QUAN... -
‘. Nhat ky thi c6ng xay dung cong tr... H
. Nhat ky thi cong cé vai tro tac dun...
Sir dung Nhét ky thi céng khéng d...
Nhat ky thi cong do Chi dau tu ha...
Quy dinh nao bat budc phai dong...
Co van ban lut nao bét viét nhat...
. Nhat ky thi céng cé bat budc phai...
. Lap hay la ghi nhat ky ?
Gii dap cta Cuc Gidm dinh, B6 X...

@ v o W

O PN e LW N

4

5 cm + V chét lwong va bao tri cong trinh xiy dung

> _ Thong tu s6 26/2016/TT-BXD ngay 26/10/2016 cita B Xy dung vé quin

15 chét lwrong va bao tri cong trinh xiy dung
- Théng tu sb 03/2016/TT-BXD ngay 10/3/2016 ciia Bé Xay dung vé phan
cAp cong trinh x4y dung

- Théng tw s6 10/2014/TT-BXD ngay 11/07/2014 ctia Bd X4y dung vé& Quén

17 abAe oo wrArs dvmme wbd A wifee 12

3

Cap nhat QLCL GXD: M¢ phan mém, bAm Trg giup > Thong tin phan mém >

Cap nhat va trai nghiém.

27. Chuyén dbi Pdf sang Word

C6 nhiéu truong hop ban chi co file Pdf, ban mudbn chuyén dir liéu sang file

Word dé chinh stra, bién tap hodc sao chép mot s6 ndi dung. Ban c6 thé thuc hién

theo cach don gian nhu sau:

Budc 1. Truy cap mdt trong cac trang web

https://ilovepdf.com
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https://pdf2doc.com

https://freepdfconvert.com

https://smallpdf.com

Budc 2. Trén trang web do c6 nat cho ban Browse dén tai liéu

Budc 3. Ban up 1én, cho 1 chut rdi tai file da chuyén doi vé

C6 rat nhiéu trang web cho phép chuyén d6i, co trang mién phi, c6 trang thu
phi va chinh sach thay doi tuy thoi gian. Nhiéu trang mién phi rat t6t, ban phai chiu
kho thir. Google tir khoa Pdf to Word luén 14 giai phéap tot.

Hay chu y vé tinh bao mat cua tai liéu nhé. To6i chua nghién ctru vé viée cac
trang web trén co thu thap file up 1én ctia minh vi muc dich gi khong. Vi da s tai
lidu toi up 1én dé chuyén d6i khong qua nhay cam vé tinh bao mat.

28. In Word sang file Pdf

T6i nghe 1 s6 ngudi ban d 1am viée & cac nude phat trién nhu My, Singapore
v6i ban vé xay dung ho 1am viéc v4i nhau bang file Pdf 13 chinh. File Pdf c6 nhiing
cai loi nhu:

- Khi ban dung file Word, giri tir may tinh ndy sang may kia dé in c6 thé bi nhay
x6 léch dinh dang, chuyén sang Pdf s& giai quyét dugc van de.

- Bao vé ban quyén khong cho phép chinh sira.

- V.V,

Pé thuc hién dua 1 file Word sang Pdf rét 1a don gian, ban thuc hanh luén nhé:

Buéce 1. Ban tao 1 file Word mé1 va nhap doan sau vao

Hau hét ching ta hoc cach xit Iy tién bac tir cha me minh, va thuong thi nguoi
nghéo khéng day con vé tién bac ma chi néi don gidn la: “Hdy dén truong va hoc
cho cham chi.” Va réi diva tré c6 thé sé tot nghiép véi mét sé diém xudt sdc nhung
véi mét dau éc nghéo nan vé cach quan 1y tién bac, vi truong hoc khéng day vé
chuyén tién nong ma chi tdp trung vao viéc gido duc sdch vo va nhiing ky nang nghé
nghiép ma khong néi gi vé ky nang tai chinh.

D6 chinh a1y do tai sao nhitng nhdn vién ngdn hang, bdc si, ké toan théng
minh dii dat dwoc nhiéu diém so6 xudt sdc & truong nhung lai gap nhiéu rdc réi tai
chinh sudt doi.

Va nhitng mon ng quoc gia chong mdt thuong bdt nguon tir nhitng vi lanh dao
¢6 hoc vin cao, nhwng chi dwoc hudn luyén rat it hodc khéng cé chit ky ndang nao
vé vin dé tai chinh.

Budc 2. Chon Save as hodc Print dé xuit tai liéu ra dang file Pdf
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> Néu chon Save as trong hjp thoai mé ra ban chon logi file Save la Pdf

[E save As >
T > This PC » Data (E) » Google Drive » Giao trinh > ~ Q|  Search Giao trinh r
Organize ~ New folder = - 0
v
[ Desktop “ Name Date modified Type ~
& Documents [« gxd.vn-Word-trong-van-phong-xay-dung.docx 11/11/2019 5:42 AM Microsoft
¥ Downloads 2] gxd.eduvn-cac-cau-hoi-on-thi-CCHN-QLDA docx 11/11/2019 1243 AM  Microsoft \
J Music [+ gxd.eduvn-cac-cau-hoi-on-thi-CCHN-Dinh-gia.docx 11/11/2019 12:42 AM Microsoft
= Pictures 5 QLCL-GXD-giai-dap-cua-Cuc-Giam-dinh-ve-su-dung-phan-mem-QLCL-GX..  09/11/2019 11:57 AM Microsoft \
E Videos "5 gxd.eduvn-Huong-dan-lap-BPTC.docx 09/11/2019 8:33 AM Microsoft
2 TheAnh (C) @ gxd.eduvn-Phuong-phap-do-boc-khoi-luong-V5.docx 09/11/2019 6:03 AM Microsoft \
GXD.eduwvn (D) "5 gxd.eduvn-quy-trinh-giam-sat-lap-dat-dien-tu-dong-hoa.docx 09/11/2019 5:57 AM Microsoft \
- .edu. 2
Data (E) -5 gxd.edu.vn-Giao-trinh-dao-tao-lap-trinh-Web-cho-Ky-su-xay-dung.docx 08/11/2019 8:50 PM Microsoft\
- Data (E:
5 gxd.vn-Nhat-ky-trong-QLCL.docx 08/11/2019 5:02 PM Microsoft \
=x g (\\Theanh-pc) (Z:) 3. 3
E=| gxd.eduvn-Tuyen-tap-cac-tinh-huong-ve-ho-so-hoan-cong.docx 08/11/201910:19 AM Microsoft \
L& Network Hé’ Crwd 1ion Cina trinh Minod toan 310 Ao NC /14 /MIN10 &N ARA L f+ 1 v
v o< >
File name: | gxd.vn-Word-trong-van-phong-xay-dung.docx w
= Save as type: |Word Document (*.docx) "

Word Document (*.docx)

‘Word Macro-Enabled Document (*.docm)
‘Word 97-2003 Document (*.doc)

‘Word Template (*.dotx)

‘Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

» Hide Folders P pd

XPS Document (*xps)

Authors:

- Luuy:
+ Véi cac phién ban Word 2013, 2016 tr¢ di c6 hd trg tinh ning Save as ra file
Pdf luon.
+ Vi cac phién ban Word doi cii hon thi c6 thé ban phai cai thém tién ich bd
sung cua Microsoft.
> Néu chon Print, thay vi chon mdy in ra gidy ban chon mdy in Pdf
- Véi cac phién ban Word doi cao c¢6 hd tro luén luya chon Microsoft Print to
PDF.
- V6i cac phién ban Word doi cii, ban c6 thé cai thém tién ich cta bén thir 3, vi
du c6 tién ich mién phi ma tét t6i hay dung 1a DoPdf. Cai tién ich nay thi c6 hd trg
ca cac phan mém khac may in 4o Pdf nhu in ban v& AutoCad, Revit. ..
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©

Info
New
Open
Save
Save As
Print

Share

Export

Close

Printer
Microsoft Print to PDF

'ﬁ Ready 'h

Printer Properties

Settings

”;D Print All Pages
The whole thing

29. Choi dinh dang Format Painter

Khi mudn sao chép dinh dang tir mot ngudn sang nhiéu chd, ban chon ngudn,
sau d6 kich dup vao cong cu Format Painter, rdi kich vao dich dé sao chép dinh dang.
Nhé 1a kich dap nhé, kich 1 1an thi chi dung dugc 1 1an thoi.

Hoic két hop 2 tay, tay phai dua chudt ra 18 trai kich chon ngudn tay trai bAdm
Ctrl+Shift+C, sau d6 kich chon dich va Ctrl+Shift+V.

Thuc hanh nhé: Hay sao chép dinh dang dung Format Painter cho vi du dudi
day sao cho cong viéc nhanh va thu vi hon.

e Vidu: ban go ra doan chir nay va dinh dang no nghiéng, ddm, mau do va
ding bullet la déu tron. (ddy la nguon)

Tiép theo ban gd thém doan chit ndy va sao chép dinh dang cho cac doan dich:

Nguoi nghéo 1am viée vi tién bac. (dich)

Nguoi gidu budc tién bac phai lam viéc cho minh. (dich)

Neéu ban mudn hoc dé lam viéc vi tién, hay hoc & truong. Con néu mudn hoc

cach budc tién bac phai lam vi¢c cho minh, thi phai hoc thém tir bén ngoai, tir nhitng
nguoi thanh cong, nhomng chi khi ban thyc sy mubn hoc. (dich)

Poc sach ma khong ap dung ciing gidng nhu dn udng ma khong tiéu hoa, mot
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bén 14 thira chat m& mau tiéu dudng gout, mot bén 1a boi sach. (dich)

30. Lip lai cac thao tac gdp bang phim F4

Khi phai thuyc hi¢n dinh dang nhiéu thudc tinh cho 1 doan van ban hoic d6i
tuong trong Word, sau d6 phai 1ap lai cho nhiéu doan hodc dbi tuong khac thi ta
dung phim F4.

Vi du: Pé trinh bay tat ca cac anh trong vin ban theo Styles GXD 1a Hinh anh.
Ban s& theo chién luoc 14 trinh bay hét 1 luot tir trén xuéng dudi van ban: chon hinh
anh dau tién, ap Styes Hinh anh cho né, sau d6 cudn van ban, 1 tay ban kich vao anh
tiép theo, 1 tay an F4... cit vay cho dén hét.

Bai tap:

Budc 1. Ban mé Word ra, nhap ndi dung sau va trinh bay

Quy Tic Thinh Vwong sé 1: Thu nhdp ciia ban chi c6 thé ting Ién theo mikc
do ma ban mong dogi!

Budc 2. Dinh dang Nghiéng, Dam, chir mau Po cho doan do

Trudng hop nay ban ding dung cac cong cu 1é, hiy dua trd chudt ra ngoai 18
phai déanh dau ca doan trén, roi kich vao nit mé hop Font (xem hinh) hodc bam
Ctrl+D, trong hop thoai hi¢én ra chon cac thong s6 Bold, Ttalic va mau dé.

gxd.vn-Word

Insert Design Layout References Mailings Review

Clipboard & Font — Paragra
- . LI Co . . .
Navigation PR

Buéc 3. Dua tro chudt ra dau 18 phai kich chon cac doan con lai va an F4.

- Quy Téc Thinh Vuong s6 2: Néu ban mudn thay d6i hoa trai, ban phai thay doi
gdc ré trude da. Néu ban mudn thay doi cai hiru hinh, trudc hét ban phai thay doi cai
v0 hinh.

- Quy Tic Thinh Vuong s6 3: Tién bac, cua cai, sttc khoe, bénh tat dén can nang
cling 1a két qua cua ché d6 dinh dudng va 16i séng ctia ban. Ching ta sdng trong mot
thé gidi nhan qua.
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- Quy Téc Thinh Vuong s 4: Suy nghi sinh ra Cam xuc, Cam xtc dua dén Hanh
dong, Hanh dong tao ra Két qua.

- Quy Téc Thinh Vuong s6 5: Khi tiém thtrc phai lwa chon gitta mot bén 1a nhimg
cam xtac dé bam ré sdu xa va mot bén 1a tinh hop 1y thi hdu nhu cam xtc bao gio
cling thang.

- Quy Téc Thinh Vuong sb 6: Néu dong co kiém tién hay thanh cong ctia ban
xudt phat tir nhitng nguyén nhan khong tich cuc nhu so hii, gidn dit, hay nhu cau
chtng to ban than th. tién bac s& khong bao gid mang lai cho ban cam giac hanh
phuc.

- Quy Téic Thinh Vuong s6 7: Cach duy nhat dé thay doi mot cach on dinh nhiét
d6 trong phong 1a cai dat lai nhiét ké tw dong cua may diéu hoa. Ciing thé, cach duy
nhat dé thay d6i murc do thanh cong tai chinh cia ban mot cach bén ving 1a cai dt
lai "nhiét ké tai chinh" trong tAm thtrc ban.

31. Xirly dir liéu qua lai giira Word va Excel

Pay 14 1 k¥ nang xt 1y dit liéu, néu ban nam bat duoc thi khi can thiét ban co
thé tmg dung vao cong viéc rat tét.

Vi du: To1 ¢6 day ho tén va s6 dién thoai cua nhan vién GXD kinh doanh va
tuyén sinh nhu dudi ddy. Gid t6i mudn copy dua sang Word va chia cdt, chia dong.

Ms Thu An, 0974 889 500, dang ky Lép hoc Quan 1y chat wong GXD

Ms Huyén Thanh, 0985 099 938, déing ky mua phan mém QLCL GXD

Bay gio t6i mudn dua dit liéu noi trén sang bang Excel va phan vao 3 cot, 2
dong véi tiéu dé cot Ho tén, SDT, Phy trach thi 1am thé nao? O day chi c6 2 ban ghi
thoi nhé, véi cac dir liéu hang nghin ban ghi thi viéc xur Iy thii cong c6 khi mat ca
thang, ca ndm nhap lai dir licu.

Ban mé Word, Excel thyc hanh ngay nhu sau sé& rat nhanh chong:

Budre 1. Danh dau dit liéu bén Word

Ms Thu An, 0974 889 500, ddng ky Lép hoc Quan Iy chdt luong GXD
Ms Huyén Thanh, 0985 099 938, ding ky mua phdan mém OLCL GXD

Buwdc 2. Chon Insert > Table > Convert Text to Table
Lénh nay cho phép chuyén dbi nhanh tir Chit (Text) vao cac Bang (Table)
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agxd.vn-Word-trong-van-phong

Layout References Ma

s f_"\ll rlj ‘
B Lo g () 12 [
A : il )
Pages |Table Pictures Online Shapes B Add-  Online
T - Pictures - @+ ins~ | Video
Insert Table Media
Na\ v X
Searcl o~
Headi
F4
xcel
522 Insert Table...
4 CF IZI Draw Table
Bl Convert Text to Table.[y 16 hoa
|__|'3 Excel Spreadsheet & xay d...
FE  Quick Tables , aidan..

Budc 3. Trong hop thoai hién ra ban chon dinh dang phéan cach boi dau phéy o
muc Other va chon Number of columns 1a 3 c6t, dit li€u s€ tu phan vao bang

Convert Text to Table ? X

Table size

WW

Mumber of columns:

ra
A K| (A0

MNumber of rows:
AutoFit behavior

@ Fixed column width:  Auto

4k

O AutoFit to contents
O AutoFit to window

Separate text at

O Paragraphs O Semicolons /
O 1abs @ other:

Budéc 4. Ban copy sang Excel, thém tiéu dé bang va trinh bay cho dep

O day dé trinh bay ngan gon t6i trinh bay 2 dong. Trudng hop ban c6 1 triéu
dong dir liéu thi ciing nhu vay. Qua nhanh va qua nguy hiém phai khong nao.

32. Mailings tron thw
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Pay 1a chic nang ma dan van phong hoic k¥ su QS, QA/QC x4y dung rat hay
tmg dung. Tudng twong: Mdau thiép moi cé roi, thoi gian dia diém ré rang. Lai mot
ddm mirng & trong lang. Ngé danh sdch bong dung thdy hoang mang. Roi ngay cudi
rén rang khdp ving... Gia st ban can dién 1an luot tén 500 anh em trong danh sach
vao chd tréng trong mau thiép moi. Mailing s& giup ban diéu nay.

Buéc 1. Dung Word chudn bi mau thiép moi, dé chira ra chd trong dién tén

Budéc 2. Dung Excel nhip danh sach tén nhitng ngudi can moi

Buéc 3. Dung chitc ning Mailings dé tron danh sach Excel va file Word tu
d6ng nhan ban ra hang loat thiép moi voi tén dugce thay ddi tu dong

Xa rdi cai thdi moi 500 anh/em, phai nhan ra 500 ban rdi nhap tén 500 nguoi.

Tuong ty nhu vay, khi 1am bién ban nghiém thu xay dung cta hang trim dau
viéc. Mau bién ban ciling nhu mau thiép mai, can thay tén va thong tin clia cac cong
tac vao chd trong.

= - T gxd.vn-Word-trong-van-phong-xay-dung.docx - Word (Product Aq

File Home Insert Design Layout References Mailings Review View Q Tell me what you want to do..

=== f

Envelopes Labels Start Mail  Select
Merge ~ Recipients -
Create Start Mail Merge Write & Insert Fields Preview Results Finish

Tuy nhién, trong x4y dung yéu cau nhiéu hon, nhiéu du 4n yéu cau nhiéu thong
tin hon, nén tinh ning tron thu Mailings khong dap tng duoc cac yéu cau phic tap.
Phai dung phan mém Quan Iy chat lugng GXD tng dung sy phat trién clia cong nghé
dap tmg yéu cau ngay cang cao, nhu cau ngay cang nhiéu cua con ngudi. Piéu hay
1a ¢6 thé str dung ca phan mém QLCL GXD va Mailings dé boc 16t uu/khuyét thanh
giai phap cho cong viéc hoan hao.

Bai tip. Ban hdy tai bo file mau: link. Hay thuc hién tron dit liéu dé tao phiéu
yéu cau (PYC) va bién ban nghiém thu vt liéu cat (BBNT) vé cong truong.

Sau khi tai file vé va giai nén ra, ban s& thay co 2 file:

1) File Word c6 tén ... 1a file chira biéu mau PYC va BBNT. Cac noi dung 1a
théng nhat, fix cing duoc dé trong biéu mau.

File nay ban dau chi c¢6 2 trang 1a biéu mau.

2) File Excel chura dir 1i¢u vé vat liéu cat. Cac thong tin nay la dong, s€ lan luot
duoc dién tu dong vao file Word biéu mau ndi trén.

Trong file nay c6 5 ban ghi trong sheet VLXD la thong tin can dién vao chd
trbng & 2 trang biéu mau noi trén.

» Thuc hién tron tao ra bién bdn riéng cho 5 bdn ghi vit li¢u:
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Ban m¢ file Word 1€n, dung I¢énh Mailings > Select Recipients > Step-by-Step
Mail Merge Wizard...

H - 0 - gxd.vn-Word-trong-van-phon

File Home Insert Design Layout References Mailings Review View ¢ Tell me what you want to

Ijl I__‘E B E :ll es

Match Fields

Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge Preview
- R ) . - . ) — Update Labels o
Merge = | Recipients ~ Recipient List | Merge Fields Block  Line Field R aE Results
Create D Letters Write & Insert Fields

|_-2-|-1-|-9-|-?|2-|-3-|

Navigatior & Email Messages ) 1'_) rile word

1 [=1 Envelopes...

Search document| A Labels. ﬁ théng I]_hét’ ﬁX lelfI]
Headings Pagé & Directory B .
13. 18p @ Normal Word Document N 2) File Excel
ji’ (T::f F\| Step-by-Step Mail Merge ﬂizard.i} B dlIQ’C dién tl_.r dang

Sau do6 ban thuc hién theo trinh tur 6 budc nhu sau:

Budc 1. Ban kich vao Next: Starting document

Step1ofé

=3 MNext: Starting document

B B B - i + 110%

5:09 PM E
02/12/2019 8

Buwdc 2. Chon Use the content document

Roi chon Next: Select recipients
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S T RS CERE CRN R TR - i
CONG HOA XA HOI CHU NGHIA VIET NAM Mail Merge
Déc 1ap - Ty do - Hanh phic Select starting document
HaNoi, «N2» / «T2» / «Néim2» How do you want to set up your letters?
. # Use the current document
Bién ban s0: VLDV «sb BB» Start from a template

NGHIEM THU VAT LIEU TRUGC KHI DPUA VAO SUDUNG serom g document

Use the current document
CONG TRINH : CUM CHUNG CU CAO CAP HH? Start from the document shown here and use th
i N N - . - Mail Merge wizard to add recipient information
HANG MUC : XAY TUONG VA THI CONG HOAN THIEN PHAN THAN BLOCK D
PIA BPIEM : KHU BTM DUGNG NOI - HA BPONG - HA NOI
1 - Doi twong nghiém thu:
«Tén_SP_Ciu_kién» vé ngay «vé_ngdy»/
2 - Thanh phén tham gia nghiém thu:

a. Chii diu tw: CONG TY CO PHAN TAP POAN NAM CUONG HA NOI

-Ong: .. w. -Chitc vy: ..o........Ban QLDA CTS&HHO02

-Ong: .. wo - Chitc vii: oo Ban QLDA CT8&HHO02

b. Tw vin giam sit: «CTY TVGS»

-Ong: «TRUGNG_DOAN» - Chnte vu:  Truéng doan TVGS.
-Ong: ... v =Chitcvu: CBTVGS.
Step 2 of 6
c. Nha thiu: CONG TY CO PHAN DAU TU VA XAY DUNG HOANG KIM
€= Previous: Select document type
- Ong: Pinh S§ Minh - Chnte vu:  Chi huy truéng. -

Buéc 3. Chon dit liéu ngudn

Ban kich vao Brows... ¢ khung Mail Merge ¢ phia phai

Mail Merge T X

Select recipients

®) Use an existing list
Select from Outlook contacts

Type a new list

Use an existing list

Use names and addresses from a file or a database.

Z] Browse,..
R

Select recipient list file

Trong hop thoai hién ra ban tré dén file Excel nguén dir li¢u. Vi trong file Excel
c6 nhiéu sheet (t61 dé 4n), nén ta phai chi ra dit liéu ctia minh & sheet VLXD:

Ngudn Cong ty CP Gia Xay Dung https://gxd.vn 65|Page


https://gxd.vn/

Ung dung Word + Quan 1y du 4an GXD quén 1y ho so du an xay dung

VL lat®'_xlnm#Print_aArea

02/12/2019 3:45:24 PM
02/12/2019 3:45:24 PM
02/12/2018 3:45:24 PM

Select Table ? X
Mame Description  Maodified Created "‘\
TN DC 02/12/2019 3:45:24 PM 02/12/2019 3:45:24 P
T DC §'_xInm#Print_Area 021272019 34524 PN 0211272018 3:45:24 P
WL lat$' 02/12/2019 3:45:24 PM  02/12/2019 3:45:24 P|

02/12/201M9 3:45:24 P
02/12/2019 3:45:24 P
02/12/2019 3:45:24 P

XMS
K3 _xIinm#EPrint_Area

<

02/12/2019 3:45:24 PM 021272019 3:45:24 Pl o,

>

QK Cancel

First row of data contains column headers

A

Sau d6 bam OK. Trong hdp thoai hi¢én ra tiép theo ban cling ctr bam OK.
ROi bam tiép vao Next: Write your letter:
Step 3 of 6

=3 MNext: Write your letter %

4= Previous: Starting document

Buéc 4. Ban bam tiép Next: Preview your letters

Stepdof b

=¥ MNext: Preview your letters

4= Previous: Select recipients

Buoéc 5: Ban ¢6 thé bam vao cac nut dé xem trudc cac bién ban
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Mail Merge
CONG HOA XA HOI CHU NGHIA VIET NAM Preview your letters
Poc lip — Twdo — Hanh Ehlic One of the merged letters is previewed here. To
preview anather letter, click one of the following:
i A <« | Recipient:3 |
PHIEU YEU CAU NGHIEM THU
- [TO Find a recipient...
Make changes
CONG TRINH : CUM CHUNG CU CAO CAP HH2 You can also change your recipient list:
HANG MUC : XAY TUGNG VA THI CONG HOAN THIEN PHAN THAN BLOCK D [2 Edi recipient lst.
DIA DIEM : KHU DTM DUGNG NOI - HA DONG — HA NOI Exclude this redipient
- - . N N When you have finished previewing your letters,
NHA THAU : CONG TY CP PAU TU VA XAY DUNG HOANG KIM dlick Next. Then you can print the merged letters
3 . or edit individual letters to add perscnal
NGAY : 9 / 6 / 2013 comments.

YEUCAUNTSO : VLDVHK-CM-42

Sau khi kiém tra va nghiém thu ndi bo, Nha théu thi cong dé nghi Chu déu tw, Tu vin giam
sat nghiém thu ndi dung cong viéc xdy dung sau:
Tén cong viéc dé nghi nghiém thu:

Cat hat min Séng Héng vé ngay 8/6/2013
Dé nghi nghiém thu vio lic:

14 giv 00 ngay 9 thang 6 nim 2013

Sau d6 bam vao Next: Complete the merge.

Bude 6: Ban bAm vao Edit individual letters... dé chon cac bién ban

B SR S-S B S A N U I U B £ B S B - B - B & I &R £ S ¥ B

Mail Merge e

CONG HOA XA HOI CHU NGHIA VIET NAM Complete the merge
Déc lip — Tw do — Hanh phiie Mail Merge is ready to produce your letters.

To personalize your letters, click "Edit Individual
Letters.” This will open a new document with your

PHIEU YEU CAU NGHIEM THU merged letters, To make changes to all the

letters, switch back to the original document.

M
. CUM CHUNG CU CAO CAP HH2 e

: XAY TUGNG VA THI CONG HOAN THIEN PHAN THAN BLOCK D
: KHU BTM DUGNG NOI - HA PONG — HA NOI
: CONG TY CP PAU TU VA XAY DUNG HOANG KIM
9 / 6 | 2013
: VLDVHK-CM-42

E'.g. Print...

_[:D Edit individual letters...

Trong hop thoai hién ra ban chon All dé tron tat ca cic ban ghi xuét ra bién ban
hodc chon Current record dé xuat bién ban ctia ban ghi hién thdi hodc trong From
ban chon 2 to 2 dé xuit bién ban ctia ban ghi $6 2.

Merge to New Ducumgt ? >

Merge records

O Current record
O Erom: To:

oK Cancel

Néu thay khé hiéu ban hay dong file lai va thuc hién di thyuc hién lai vai lan,
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vooc dai di s& hiéu van deé.

Loi khuyén, nhitng mau bién ban nao dai tra, ban hiy dung phin mém QLCL
GXD dé ty dong hoa. Nhitng mau qua khac biét khong thé ché QLCL GXD tu dong
hoa duogc, ban dung thém giai phap Mailing nay boc 16t 1a tron bai.

33. Trinh bay bién ban nghiém thu

Ban da di sép hét cudn tai liéu nay, doc dugc dén day la tdt roi, toi nghi ban doc
va md Word ra thuc hanh thao tic con tot hon nita. Nhung dinh nhat phai 1 doc
xong phai ap dung dugc vao cong viéc. To6i da lam duoc nhu vay, minh doc tir tai
li¢u, giao trinh xong sau d6 khi lam vi¢c minh luén nhé téi va tim cach ap dung luon
vao cong vige. Cur thé ctr thé, 1au dai phai thanh théi quen, doc sach 1a ap dung duoc
vao cong viéc va cudc séng.

Phan nay toi mubn ban tang tdc hon 1 chut, c6 vo van mau bién ban, ho so, tai
liéu d3 duoc ché ban chuan Styles GXD rdi, chung ta khong nén di 1am lai tir dau
nita, can tir d6 ké thira va sang tac ra nhiing cai moi.

Bai tip: Yéu cau ban soan Quyét dinh bo nhiém chi huy truéng coéng truong.

Ban thuc hién nhu sau :

Buéc 1: Mo phan mém QLCL GXD

Buéc 2: Bam Ctrl+Shift+F dé mo hop thoai quan 1y thu vién

Buéc 3: Go tir khoa tim kiém "chi huy truéng"

Tai liéu tham khdo O X
Bo dii idu | 1.Quan Iy chat ludng | Phanloai v ®
Téng s6: (4) két qua [s
Tai khoan N&i dung tai lidu Phan loai Mb ta Trang thai
4 Khéamém @5 MA&u Quyét dinh b nhidém Chi huy cfing truéing H#& sd phap Iy File Word méu dep QD b& nhiém CHT cb...
4 Khoéamém @5 MAEu Quyét dinh thanh I3p Ban chi huy céng trusing m&u 1 HB sd hoan cong File Word da trinh bay dep, chi viéc sl dung
+ Khéamém @5 MAEu Quyét dinh thanh Iap Ban chi huy cong truéing mu 2 HB sd hoan céng File Word da trinh bay dep, chi viéc sl dung
L Khéamém B Quystdinh bd nhiém chi huy trucng Bién ban Nha thiu  File Word trinh bay dep cho nha thau st d_.
Thu muc luu |Ci\DLCL GXD\Download\ | Giii HQU}E‘ Tai dii lidu [ m Thoat 16

Buéc 4: Kich phai vao biéu mau chon Tai xuéng va mo

Buéc 5: Chinh stra ndi dung cho phu hop

Budc 6: In ra, trinh sép ky, phat hanh va luu ho so

Nhu vy, ban khong chi biét Word, ma con két hop véi cac cong cu phan mém
khéc dé tim kiém tai liéu va hoan thanh nhanh nhiém vy nhanh, chinh xac va chuyén
nghiép.

34. Chen va cap nhat muc luc

Ngudn Cong ty CP Gia Xay Dung https://gxd.vn 68|Page


https://gxd.vn/

Ung dung Word + Quan 1y du 4an GXD quén 1y ho so du an xay dung
Néu ban dung Styles chuan GXD ngay tir ddu thi dén day tao muc luc nhu mot

khau huong thy thanh qua vo cing sung suéng. Ké ca co thém bét, chinh sira gi tai

li¢u bi nhay trang thi vi¢c cap nhat muc luc cling rat suong.
bé chén muc luc, ban chi viéc chon vi tri mudn dit muc luc thuong 1a dau hoac

cuoi tai liéu, ro1 kich 1énh: References > Table of Contents va chon mot mau muc

luc co6 san.

H -
Mailings

Home

Insert Design leeferences
) Add Text - A 1 [ Insert Endnote @/ =y
[l Update Table AE, Next Footnote ~ E@st
Table of Insert . Insert ¢
Contents ~ Footnote [= >Now Notes Citation = " 018
Built-In s &
Automatic Table 1 ey

Layout

File

R-T-}

Contents

Heading 1
L. Heading 2
1 Meading 3

Automatic Table 2

Table of Contents

Heading 1 L]
L. Heading 2 0

L LN [i]

bé cap nhat muc luc, ban chi viéc kich phai vao muc luc 1oi chon Update.
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CHUONG 3: BAI TAP TU THUC HANH

1. Bai tap 1 Vé so' do sir dung cong cu dd hoa

Yéu cau: Bai tap sau ban vira hoc Word vira nam vé so d6 tu van theo trinh ty

du 4n dau tu xdy dung

1. Str dung cong cu dd hoa trong Word, hay trinh bay so d6 du6i day sao cho

nhanh, dep va chuan nhat

2. Tim hiéu Nghi dinh vé quan 1y du 4n va cac quy dinh lién quan, diéu chinh

hodc b sung thém ?

Tiép nhin yéu ciu e vin

y

Khao sat dinh gia s6 li¢u
tong hop hién trang

~

Hoan 14t cic thi we cho phép khio sit
chuan bi dau ne

.

Thu thap cic cosa
phap Iv va ky thudt

Lap va phé duyét nhiém vu thiét ké,

d¢ curong thyee hi¢a, kbai 1odn chi phi

Do dac dia hinh va
khao sat dia chat

h 4

*

v

Ciic van ban cita
UBND va cic cap c6
li¢n quan

Lip thi€t k€ QHCT (hé so miu) va bio

cdo Chi din ne, so nganh , UBND tinh,
TP va cée co quan lién quan

Ban d6 do dac dia
hinh 56 hoa va két
qui khao st dia chat

A 4

Lap ho so thiér QHCT (ho so mure), g
thiam dinh va trinh duyét

N

Quyeét dinh phé duyér QHCT

cua UBND tinh, TP

NP TS A e R ;'""""""""".

Dir dn loai A
Lap vi phé duyét bio cdo dau ur

*

Lap dif an dau e xay dung (D dn)
<6 thé tich ricng phin co so ha ting va
cic hang muc cong trinh

v

Tham dinh & phé duyét thiét k& co s¢

Dyt an loai A: Cap bo
Dt dn logi B, C: Cap so

N

Phe duyét giao dat

Quyét dinh phé duyét Dir dn

vi van ban thod thuan Dy dn

h 4

X

Dén bii giai phong
mat bang

Thiét k€ ky thuat - Thi cong va hoan tat
cic thit e dé khai cong XD

4

\ 4

Thi cong xay dung
ciac hang muc

Lap ho so mdi thiu xay dimg
v dau thau xiy lap

X

Dur én di vao hoat dong

Ban c6 thé chu dong vé 61 nghi ra cach vé nhanh, c6 cach vé so do trén rat

nhanh trong Word, néu ban tu tim ra roi thi OK. Néu khong tim ra, c6 dip dén hoc
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tai Cong ty CP Gia Xay Dung, t61 s€ chi cho ban cach thuc hién, rat nhiéu diéu tha
vi. Ban ciing c6 thé dung bang dé trinh bay hodc vé& bén AutoCad hodc nhiéu chuong
trinh d6 hoa rdi copy sang.
2. Bai tip 2 Trinh bay bang tong hop gia xiy dung cong trinh

Yéu cau: Hay trinh bay bang phan tich don gié chi tiét ctia cong trinh nhu mau
dudi day, qua d6 vira luyén duoc ki ning Word, vira nam thém vé chuyén moén :
cach tinh toan va trinh bay don gia xay dung chi tiét ctia cong trinh.

Bang 3.3. TONG HQP GIA XAY DUNG CONG TRINH
CONE trINN: Lo e
PHAN PON GIA XAY DUNG CHI TIET CUA CONG TRINH
Stt. (Tén cong tac xay dung)

Don vi tinh: ...
MA MA ‘ BON '
HIEU HIEU THANH PHAN VI KHOI DON THANH
DON VL, NC, HAO PHI -~ LUONG GIA TIEN
" TINH
GIA M
[1] [2] [3] [4] [5] [6] [7]
DG.1 Chi phi VL
V.1l
V.2
Cong VL
Chi phi NC (theo
cap bac thg binh cbng NC
quan)
Chi phi MTC
M.1 ca
M.2 ca
Cong M

3. Bai tap 3 Trinh bay bang so sanh 2 loai don gia

Yéu cau: hiy trinh bay bang so sanh giita don gia xay dung co ban va don gia
xdy dung tong hop dudi day. Quan d6 ban vira nam thém dugc ky nang Word vé
trinh bay bang, vira hiéu thém duoc 1 s6 van dé vé don gia xay dung.

Sw khac nhau gitra PGxdcb va Pgxdth nhw sau
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Pon gia xay dung co ban

Pon gia xay dung
tong hop

Muc dich
y&u cau

- Lap du toan va quyét toan vén dau tu
va quan ly chi phi xay dung céc hang
muc & giai doan thiét ké ban vé thi
cong

- Phi hop voi giai doan thiét ké ban vé
thi cong va thanh quyét toan cong trinh
- Xéac dinh dugc hao phi lao dong x&
hoi trung binh can thiét

- Giam nhe duoc khéi luong tinh toan
khi lap du toan

- Lap tong du toan va quan ly chi phi
xay dung cong trinh & giai doan thiét
ké k¥ thuat

- Phii hop voi giai doan thiét ké ky
thuat (hoac thiét ké ky thuat thi cong)
- Bam bao duoc tinh téng hop

- Thuan tién cho su dung, giam nhe
khéi luong tinh toan khi lap tong du
toan

Co sé dé
tinh todn

- Dua trén co s& dinh murc du toan xay
dung co ban, bang gia vat liéu dén hién
truong, gid nhan coéng, bang gia ca
may, bang cudc van tai hang héa
(duong bo, duong sat , duong thuy,
duong hang khong) 1ay theo mat bang
giéd trén thi truong cac van ban hién
hanh cia Nha nudc huéng dan lap va
quan ly gia xay dung...

- Quy chuan, tiéu chuan, quy pham xay
dung cua Viét Nam
- Bién phéap thi cdng phd bién

-Dya trén co s& dinh muc du toan
téng hop, don gia xay dung co ban,
bang gia vat liéu dén hién truong, gia
nhan cdng, bang gia ca may, bang
cudc van tai hang hoa ( duwong bo,
duong sat, duong thiy, dudng hang
khong) lay theo mat bang gié trén thi
truong tai thoi diém lap don gia, cac
van ban hién hanh cua nha nudc
huéng dan 1ap va quan ly gia xay
dung.

- Quy chuan, tiéu chuan, quy pham
xay dung cua Viét Nam

- Bién phap thi cong chu dao.

Noi dung

- bon gia xay dung co ban; xac dinh
cac chi phi (vat liéu, nhan cong, may
thi cong) dé hoan thanh mot don vi
khdi lugng cong tac xay lap riéng biét
bo phan két cau xay lap duoc chia ra
mot cach kha chi tiét trong diéu kién ky
thuat da dugc xac dinh va bién phap thi
cdng phd bién.

- Pon gi4 xay dung tong hop xac dinh
cac loai chi phi (vat liéu, nhan cong,
may thi cong) dé hoan thanh mot don
vi khi lugng cong tac xay lap tong
hop trong diéu kién k¥ thuat va bién
phép thi cbng & mirc do mé rong hon
don gia du todn x&y dung co ban.

Pham vi sir
dung

- Lap dy toan xay dung co ban té giai
doan thiét ké ban v& thi cong, dung dé
thanh quyét toan cong trinh

- Lap tong du toan cong trinh ¢ giai
doan thiét ké k¥ thuat, khong duogc
dung dé thanh, quyét toan cong trinh
xay dung
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4. Bai tip 4 Trinh bay so d6 tong quan hé thong Pinh mirc kinh té k§ thuit

Yéu cau: Trinh bay so d6 tong quan hé thng Dinh mtrc nhu dudi day. Qua d6

nam thém vé k¥ nang Word va ndm bat thém kién thic vé dinh mic kinh té ky thuat

hién hanh cua Viét Nam.

Bang 2: So do tong quan hé thong Pinh mic
Kinh té ky thuat hién hanh cia Viét nam

Phan cap quan |y hé théng dinh mirc kinh té ky thuat va gia xay
dung cong trinh

.A.

Quan ly vi md
(glsxkd)

l

Quan ly vi mo6 (qlnn)

el D

Dinh muc san xuit binh mac du binh muc du binh mac mo
(PMSX) toan XDCB toan tong hop rong
(PMDTCT) (PMDTTH) (PMMR)
- Bon gié thi cong - Bon gia binh Don gia du Dang chi tiéu
- Giao khoén khéi quan khu vyc toan tong hop -Bang tién
lugng (viing nho) vung 16n -Bang hién vat

- Cap phat vat tu
- Lap Ké hoach tién do
san xuat caa DN

- Pon gia cong
trinh

A 4

A 4

A 4

- Lap gia du thau

- Gia dy toan thi cong

- Thanh toan tra cho
nguoi lao dong

Gia tri du toan

hang muc céng

trinh xay dung
(GxI)

Tong du toan
cbng trinh xay
dung
(TDT)

- Toéng muc dau tu
(TMBT)

- Can dbi cac ngudn
luc

-Dy bao cac chuong
trinh vé phat trién
xay dung

Ngudn Cong ty CP Gia Xay Dung https://gxd.vn

73|Page



https://gxd.vn/

Ung dung Word + Quan 1y du 4an GXD quén 1y ho so du an xay dung
5. Bai tap 5 Trinh bay n¢i dung phwong phap xac dinh don gia xay dung

Yéu cau: Dung Style Word trinh bay noi dung nhu duéi day, qua d6 nim thém

ky nang v€ Word va hiéu thém v¢ trinh ty x&c dinh don gia xay dung tong hop.
Phwong phap xay dung Don gia xay dung
t(x)ng hgp dwgc xac dinh theo trinh tw

Buée 1: Xéac dinh danh muc cong tac xay lap, bo phan két cau can xay dung
Pon gia xay dung tong hop, mot so6 chi tiéu k¥ thuat chu yéu, don vi tinh va ndi dung
thanh phan cong viéc cia no.

Buée 2: Tinh khéi lugng xdy lap (qi) cta ting loai cong tac xay lap thr i cAu
thanh nén Pon gia xay dung tong hop.

Buoc 3: 4p dung chi phi vat liéu (VI;), chi phi nhan cong (NC;) chi phi may thi
cong (m;) da c6 san cho tung cong tac xay lap thir 1 trong Pon gia xay dung chi tiét
hién hanh .

Buoc 4: Xéac dinh chi phi vat liéu (VL,), chi phi nhan cong (NC;), chi phi may
thi cong (M), tuong img véi khoi lugng xay lap (q;), cua ting loai cong tac xay lap
thir 1, cau thanh nén Pon gia xay dung tong hop theo cong thurec.

VIi=qix Vl; NCi=qi x NC;; M; = q; X m;

Buée 5: Tong hop két qua theo timg khoan muc chi phi trong Pon gia xay dung

tong hop theo cong thirc sau:
VL=V NC=YNC:M =M,
=) =) =)
Trong do:

+ qi1a khéi luong cong tac xay lap thu i

+ vl; 1a chi phi vat li¢u cong tac thir i

+ nc; 1a chi phi nhan cong cong tac thir i

+ m; la chi phi may thi cong cong tac thur 1

+ vl; 1a chi phi vat liéu twong ung véi khdi luong xay lap q; trong Pon gia xay
dung tong hop.

+ NC; la chi phi nhan cong tuong mg véi khbi luong xay lap q; trong Pon gia
xay dung tong hop.

+ M; 1a chi phi may thi cong twong tng v6i khdi lugng xay lap, q; trong Pon gia
xay dung tong hop.

6. Bai tip 6 Trinh bay cong thirc véi chi s6 trén va chi s6 duéi
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Bang s6 3: Cong thirc chung xac dinh don gia xay dung
tong hop (PGXDTH) cho loai cong tac thi i

DGXDTH = [(VLitg+NCirg+MTCly) +(NCig. K'o)] (1+K))] (1+ Ky (2-1)

Hoac:

DGXDTH = [(VLipptNCig+MTClry)+H(1 + Kio)] (1+K)] (1+ KY);  (2-2)

Trong do:

- V0Liu+NCHy+MTCly; 14n luot 1a chi phi vat li¢u, chi phi nhan cong, chi phi
may thi cong trong Pon gid xay dung tong hop ctia loai cong tac xay lap thu i.
- Ki.: Hé s6 tinh dén chi phi chung cho loai cong tac xay lap thu i.

Néu tinh theo cong thac (2-1) thi chi phi chung dugc tinh bang ty 18 % so véi
chi phi nhan cong trong don gia .

Néu tinh theo cong thirc (2-2) thi chi phi chung duoc tinh bang ty 18 % so voi
chi phi truc ti€p trong don gia.

K, Ki.. Hé s6 tinh dén thu nhap chiu thué tinh trudc va thué gia tri gia ting dau
ra loai cong tac xay lap thir 1.

7. Bai tap 7 Hiy tim miu Bao cdo thim dinh / thAm tra dy toin va soan thio

Trong phan mém Dy toan GXD c¢6 biéu miu bao cdo tham dinh/thdm tra du
todn, file Word, trinh bay chuan Styles GXD. Ban mé phan mém ra, bam
Ctrl+Shift+F, go tir khoéa tham dinh hoac tham tra dé tim, tai xuéng maé ra va thuc
hién cong viéc. Yéu cau thoi gian chi 2 phut phai hoan thanh.

8. Bai tap 8 Két hop Word va Excel trong xir Iy va trinh bay bang dir liéu

Trong bai nay ban s& hoc Word, Excel két hop dé hoan thanh 1 nhiém vu va
cling phat trién tu duy lam viéc nhanh, phong céach lam viéc chuyén nghiép.

Ban tai bai tdp Word 1a cac cau hoi tric nghiém Dinh gia xay dung va Quan Iy
dy an xay dung link dudi. Cac nd1 dung trong Word nay trinh bay rat 1a d¢, cac bang
dir li¢u c6 nhiéu 161, nhiéu cho chua dep, khi thyc hién trinh bay lai ban s€ rat kho
di€u khién. Cur tai file xuong va trinh bay lai nhitng cho ban thay chua 6n hodc nhiing
bang bi ngat d& chung va ban s€ thay van de.

Link tai: https://bom.to/bai-thuc-hanh-Word-GXD

Yéu cau 1 ban trinh bay lai bang biéu trong Word that chuan. Giai phap dé 1am

nhanh & ddy 13 ban copy toan bd dir liéu sang Excel dé trinh bay, xir Iy dit liéu. Excel
s& manh hon vé bang va xt Iy trinh bay dong loat dir liéu giéng nhau. Sau d6 copy
tr¢ lai Word va can chinh bang lai cho dep.
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LICH SU CAP NHAT

- Cac tu li¢u suu tap cho khoa hoc Word xay dung tai GXD va huén luyén cac
ban tré, nhimg thuc tap sinh tai GXD tir nhiéu nim trude. Trén co sd d6 gido trinh
dugc dung thanh khung vao dau nam 2019.

- Thang 10/2019 nhén luc dang soan 1 loat gido trinh khac, thiét ké mé hinh bia
cua tai liéu Word trong xay dung dang 1én Facebook va dugc anh/em xay dung thién
hanh like, ¢6 vil, ddng ky va to ra rit quan tim — tao sy himg khdi.

- Téi ngay 07/11/2019 b sung thém céc bai tap thyc hanh vao gido trinh, thém
phan mo dau, phan tach ra cac chwong, phan.

- Ngay 10/11/2019 nhén lac dang bién soan cac gido trinh bang Word, khi lam
thuc té méi nhd ra cac van dé nén soan ra 1 loat bai tap hitu ich.

- Ngay 11/11/2019 nhan lac himg khéi viét thém dugc rat nhiéu noi dung, chup
nhiéu anh minh hoa.

- T6i 14/11/2019 sau khi xem xong tran Viét Nam thang UAE 1-0 & giai vong
loai World Cup lai viét tiép thém cac ndi dung vé do hoa.

- T6i 27/11/2019 sau khi di day 16p K§ su QS khoa 12 vé, tam rira an tdi xong
van ngoi vao ban viét thém nhiéu ndi dung, chup anh minh hoa gio trinh.

- Sang sém 28/11/2019 chot nhd lai trao ddi v6i 1 ban Diéu Phong hoc vién 16p
K¥ su QS t6i qua, lién nay ra y tuong dua 1 vai doan tir cudn Cha giau Cha nghéo
va Bi mat tu duy tri¢u pht vao lam vi du trinh bay van ban, mdt cong doi viéc gioi
thi¢u ban doc tai licu Word nay nhirng doan hay cua méy cudn kia.

- T 29/11/2019 — 02/12/2019 lién tuc viét thém rat nhiéu noi dung, design thém
bia tai liéu.

- Ngay 04/12/2019 tiép tuc viét thém va hoan chinh tai liéu.

- Lo trinh (RoadMap): Tac gia s& xut ban version 1.0, sau d6 s& tiép thu cac
phan hoi gbp v cua ban doc hodc tu doc lai, nghién ctru dé nang cép ndi dung t6t hon
& cac version sau.
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