1 4 KHAI NIEM VE SOAN THAO VAN BAN
S

1. Cac chic néng chung cua hd soan thao vén ban

Trong cubc s8ag cé nhifn vide lifa quan dén via ban nhu soan théng bioe,
don tit lim bio cdo,.. d6 chinh li cong viéc soan thao vin baa Ehi vift bai
tréa 1ép 1 ta dang soan thao vinm bas.

Viz bin sozn thio tréa méy tinh ngodi phia chii con cé thé chidx shifu
dang noi dung phong phid khic :]15113 han nhu bang bifw, cdc hink 2ah mish
koa, chii nghé thuit, cong thic,...

H¢ soan thde van ban [2 mot phdn mén ing dung che phép thuc hign
cdc thas tic lién guan dén céng vidc sean vdn bdn: g8 (mhdp) van
ban, sum dév, trinh bay, lut trifvd in van bdn.

al Nhdpva lua frit van ban

Cédc ke soan thao via ban thudmg cho phép ta nhip vin ban vio méy tinh
mot cich nhank chéng mi chua cin quan tim d&n vide trinh biy vin ban
Trong khi ta gd, hé soan thao vin ban thudng quas i mét cdch tu dong vike
xudng doag. Bing cdch niy ta oo thé shanh chéng shia duge bin diu tés vi
co thé hua trif d€ tép tuc hoda thifs hodc ia ra gidy.
b} Sda déivdn bdn

Hé zoan thio vin ban cung cip céc céng cu che phép ta thuc hifa céng vide
s do1 vim bam mot cdch shanh chéag. Céc sira 401 trén vin bia pom: s doi
ki tuf va it 3ifa 461 cfu trdc vin bia

o Stz 44 K twvd nr

Trong khi ta g6, céc za1 16t co thié xay ra. HE soan thao vin ban cho phép
xo4, chén thém hoic thay thé ki tu of hay cum i nko dé 48 st ching mot
cich nhanh chéng.

» Sim A& cdu tnic van bdn

Khi lim viéc v&i via ban ta cd thé thay 461 ciu trdc cia vin bin: xod, sao0
chép, d1 -:]:u:-.'én, chén thém mot doan vin ban hay hinh anh d3 cé s3n.
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o Ttk by visi bi

Chifc ning trink biy via bia li difm rit manh cos cic hé soas thio vin
ban. Tz cé thé lus chon cick trink biv phit hop vi dep mit cho via bisn & mic
ki tu, mdc doan vin hay miic trang.

Ehandng dinh dang M tu

* Phong chii (Times New FRoman, Arial, Ccurier Hew,..);

Cé chif (c& chit 12, ¢0 chix 18§, coO chu 24,
Eidu chii (ddm, nghién g, qach chin . j;

Miu sac (do, xanh ving, ...J;

Vi tri twong d&i o véi deag k& (P, L. o)

Khoang cich gitia cic ki tu troag mot tif vi gifta cde 6f v&i ahan
Tha dé

Minh 43. Bink dang &f fw
Ehdndng dinh dan g doan van ban
® Vi tri 1& trdi 1€ phaicia doan vin bas;
# Cin 1€ (trdi phai gifia, déu hai béa);

* Déng diu tifa: thut vio hay ahd 12 30 véica doan vin ban;

Khoang cich déa doan via bas toude, sau;

Khoang cdch giiffa cic ddag troag cling dosa via ban ..

T Sawdarie metade g e | sae g
: i N giue
Thgtd’ﬁu déng——>* Cic odaz cu tied Ay moap R | B

E lpie Thio via bae Khi phaag ghic

i
— choa kich cmtcl# (mill, phid, crda, .
fofl) b1y chos khakap cdck s ole ls—  CHn phai

thing i iy (foa, 85 ol e ckag| |

dén doan trén

P —cleld [uﬂ,*;i.ii By 4y Bl baay:

iakfe g £ ofck 12 duve chde nrdéeg

CAn frgi — g@u clomrvi cdodday ole ey des |

1 1 -
bl i ! Khoang cach
5 t —d&n doan dudi
{—thar g2y (fd v ot o clo dbagp

Pdiln dis ods olodens iy macvi dana i, CAD déu
[RramohaELRaL, | hai ben

Hinh 44. Binh dang doan vin ban
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d)

,*.. = e )

Ehdndng dinh dang trang vdn ban . ——rilénén
o L& trén, 1€ duéi 1€ wdi 1€ phai W

cha trang; | || —
* Hufng gify (nam =ngang hay e

ﬂlin_g diin g}; ——
* Kich thudc trang gidy; —

Lé di ;

o Tibu 28 trén (Ifd trang), Gifndd oV i

dudi (cudi trang),... Lé phai

Hinh 45. 8nh dang trang
Mdtsé chite ndng khde
Cédc h& soan thao vin ban con cung clp mdt 18 céng cu gitp ting hidu qua

roan thao vis bas, troag =8 d6 oo the ke déu:

# Tim kifm vi thay thé: Tim vi thay thé tw déng mot tif hede cum Y trong
mét phin hodc toin bé vin bin Céag cu aiy dic biét hifu ich khi soan

thio via ban dai

Cho phép g6 tit hoic nu dong siia 16d khi gé saf;

® Tao bang vi thuc hifa tinh todn, sip x&p di lidu troag bang;
* Tao mue luc, chi thich, tham chifn tu dong;

Chis vin ban thinh cdc phin véi cdch trinh bay khdcanhan;

Tuddag ddnh :& trang, phia bift trang chaa vi trang &
Chén hinh ank vi I hifu dic bilt vhe vin ban;

W& hinh vi tao chii nghé thuit troag vin ban;

Kifm tra chink ta, agii phép, tim tiy ddag aghia, théng ké,..;

Hifa thj vin bin duéi ahifu géc do khic nhau: chi tift, phéc thio, dudi
dang trang in,...

Ngoii ra, cdc hé soan thio vin ban con cd thé cé nhiing cong cu hé tro

khic Do giao difn coa céc hé soan thao via bas ngiy cing tro nén thia thién
hon v&i ngudi ding nén viee khai thic vi sitdung 06 ngiy mot d& ding hon
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Nhé he soan thao via ban, ngudd diing co thé d& ding s chiia cdc sai sot
khi span thao vin ban hay lim n8i bt nhiing difu cin shin maah Ngoii 13,
cdc cong cu nhu tao bang, tinh todn trong bang, kifm tra chinh ta, go tit.. lim
gizm ddng Lt thad glia :oan thao.

Vin bis sau khi soan thao xong, ngoii viée in ra gify cé thé coa duge huu
trit liu dai dé ditng lai shifu lin v&i nhiing muc dich khic ahau

Viéc oif dung cdic hé soan thao vin ban ciing gifp sgudi diag rén luyén
cich thic lim viéc hop li va chuyvén aghidp.

2. Métsd quy udc trong vide gd vén ban

a) Cde dom vixu Ii trong van ban

O mic oo s nhét vin ban duoe tao tif cde &f fw {Charactar).

Mot hofc mot vail ld tw ghép laa v ahan thish mot ff (Word). Cic o duge

phin cich boi ddn cich (cén goili I tu trdng - Space) hodc cdc din ngit cdn

Tip hop ahifu tir k&t thic bing mét trong cdc dfu két thic cin, vi du dén

chém (), d5u chfm hoi (?), ddu chdm thaa (!}, ducde goili odu (Sentence).

Tip hop céic ki tunim én cling mét hing duce goili mot déng (Line).

Nhifu ciu co lifa quan v&i nhan hodn chinh vE ngiinghla nic 46 tao thish

mét dogn var ban (Paragraph). Cic doan vin ban duge phin cdch boi ddn ngat
doan (hay con 90112 xubng dong bing phim Enter.

Phin via ban djnk dang dé in ra tréa mat trang gify duce goili trang (Page).

Phin via bas hidn thj trén min hinh tai mot théd didm duge goi la rang

mdn hinh.
b) Moétsé quy ude trong viée g6 van ban

Bé vin bar ducc nhé: guin vi co hink thic hop li mot s8 quy ude chuag

cin duge tuin thn shu zau:

» Cic ddu agit ciu ahu d&u chdm (), ddu phiy (), ddu hai chém (), ddu
chim Fhi}' (;), dino chim than ('), ddu chdm hoi (7) phai duoe dit 34t vie
tif didng trudc nd, Bfp theo i mot du cdch nfu sau dé vin con ndidung;

® Giffa céc tif chl ding mét ki tu tréng dé phin cich Giifa cdc dosn ciing

chixuéag déng bing motlin ahin phim Enter;

93



® Cic dfu m&ageic (gbm "7, "[", "{", "<") vi cdc dfu m& ahdy (gém """

H

"4") phai duge dit s4t vie béa tréi ki tu d4u téa cha i tfp theo. Tuong

cdc ddu déng agedc (gom ")", 71", "}, ">") VA cdc dfu déag ahdy (gim
ey Illlii ducc dit s4t vip béa P]l."li]-r_f tr cadi cung cha ti ngay tmudc da.

Chia¥: Tuy nhién, do muc dich thdm mi, mét =4 zach van dat céc d8u nhu dSu hai
ch&m (), d8u ch&m phdy (|, d&u ch&8m than {1}, dSu ch&m hdi () cach tir
difng trudc né mét d&u céch. Trong nhing trugng hdp nay ngudi zoan thio
phai tukiém soatviécxufng dong cia céc kitunay

3. ChirVigttrong soan thao van ban
a) X If chiit Viéf trong may éinh

Hifn tai mdy tinh di cé thé cha phép nhip, lun trii va hifa thi duoe vin
ban clia mét 38 din the & Vidt Nam. Mbt 38 phin mém xi i dugc vin ban chil
WVidt (quéc ngii), chii Nom, chii Théi, chii Chim chii Kho-me hay chii Hoa
Trong tuwong lai 1€ cb nhiing phin mém hé tro chif clia nhiing din téc khic o
Widt Nam.

i li chii Viét trong moi trudmg méyv tinh bao gém céc vite chinh san:

® Nhip vin ban chii Vit vio méy tink

® Luu trit, hifn thj vk i S0 vin bas chii Vit

bl Géchu Viet

Ngudi diing ahip vin ban chii Viét vio mdy tinh théng qua bia phim wvi
chuon g trink i au hién chao phép may tinh nhin ddng mi ki o t1fag Viét ducc
gé ti bis phim. Chuceg trinh difu khide niv duge goi li chuong trinh hé tro
gd chil Viét (goi tit li trish gé chir Viér). Mot =8 trinh 2é chir Viét pho bifn
hign nay 13 Vietkey, Unileey, .

Hai lrifu g6 chii Viét pho bifs hids nav la:

= KEiiu TELEX:

s Kidu VNL

Hai kifn g8 niy ducc trink biy trong bang dudi diy.
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Kiéu TEH EX Kigu VNI

B8 gt ch iF Ta g Ta go
A EW 8o
a 83 gl
d dd do
2 s= &b
i) 00 ob
d aw hodc [ af
u uw hodic| uf

Bé& g0 diu

Huyén f z
Sac 8 1
H o r 3
MNoé& x 4
Né&npg i b
¥oa déu z 0

Chiing ta cin swdung thinh thao mét trong hail cich gb trén.
el Bomachit Vigrs

Hai bo ma chir Viét piu':'n bifa dua tréa bé mi ASCI la TCVNT (hay ABC)
vi VNI thudng duge 3l dusg woag céc trish gd chit Vist df mi hod chil Viée
trong miy tinh Ngoaira, con cé bo mi Unicode 1a bo mi chung cho mo1 ngdn
ngif cha cic quic gia trén th gidl trong db cd téng Vier Hiln nay, bé mi Unicode
di ducgc quy djnh dé =i dong roag cdc via ban hinh chink cha Vitt Nam.
d) Be¢ phong chir Vigt

Dé hifn th] vi in duoe chif Vide cdn cb cde bo chii Vidt {coén duce goi li bé
phéng) tuong tag véi timg bo mi. Cé shifu bé phong vél ahifu kidu chif khic
shau duge xiy dung d¢ hidn thj va in chii Viét Vidy ohiing bo phong dag véi
ba mi TCVNT duoc dit téa v tifp diu agli Va, {:Eﬁﬂg han VaTime VnArnal,. ..

hay nhiing bo phong ding véi bo mi VNI duce dit téa v 0ép diu agli VNI ahu
WHI-Times, WVHI-Helve, . .
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Hifn nay, di co mot 38 bo phong dng v&i bd mi Unicode hé trg cho chit
%Wigtahu Times New Roman, Argl, Tehoma,...
el Cde phan mém hé tro chit Vigd

Phin lén cdc hé soan thio déu oo chiic adag kiém tra chinh ta, ty dong sin
161, sap x€p,... cho mét :8 ngon ngii thong dung trén thE gidi nhung ahing chic
ning niy chua ding ducge che tifag Viet Dé m v tink cd thé kifm trs chiah ta
sira 161 sap xép,.. vin ban tifng Viet cin dimg cde phin mém tifn ich rifag.
Hifn nay, mét 38 phin mém tén ich gidp lifmm tra chish ta, shia dang chir
Vidt... di va dang dugc phat tridn

Cac thuat ngir chinh

H& soan thdo van ban; Ki tu, Boan vén ban; Trang van ban;
Binh dang: Phing chd: Cin |&; Trinh g chii Viét B4 ma chid
Viét, B6 phing choViét

CAU HOI VA BAI TAP
1. Hoy méb td oo chic nang chung cla h&soan thdo van ban.

2. G4l thich IT do visoo ofn fufin thd cdc quy udc khi go van ban,
chdng han visac cfc dfu phay, chdm, hai chd&m, chfm phay. ...
phdi go satvao kiu cufi cing clia t trudc d6?

3. D& ct thésoon thdo van ban chiViat frén mdy tinh cdn cb nhdng gi?

4. Hay viEt day k7 tu cdn go theo kéu Tdax dhoac VHI) d& nhép chu
“Trang ddm gidep bdng sen’.

5. Hay chuyén sang fiéng Viét doan g6 Kéu Tdex sou: Mays finhs laf
mooff thieef: i khoong theer fhicau: frong coong vieaed vown
phongf thowif nay.

6. Hay chuy&n sang fiéng Vigt doan go K&u VNI sou- Chietnl thadng
DO%iebnb Bietn Phud lu?ng? latyd nafm chabu, chaosdnl dobngh
d%iab cabul.
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