TRUONG PAI HQC LUAT HANQI  CONG HOA XA HQI CHU NGHIA VIET NAM
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HUONG DAN
VIV gin muc luc tw dong va xuit file PDF c6 Bookmark

Kho4 luén tét nghiép/Luén vin/Luin an

Dé nghi nguoi hoc thwe hién ding theo huéng dan gian muc luc tw dong Va xudt file
PDF c6 Bookmark.

1. Yéu ciu vé cach gin muc luc ty dong Khoa luin tot nghiép/Luin vin/Luin an.
1.1. Xac dinh cac Muc lém (Level 1).

Cac phan duoc xac dinh 12 Chuong 16n, bao gdm: Danh muc cac chir viét tit; Muc
luc; Mé dau; Cac chwong (I, IL,...); Két luidn; Danh muc tai liéu tham khao; Phu luc
(néu ¢6);... Cac Chwong l6n déu phai VIET IN HOA.

Bwée 1: Chon phﬁn van ban mudn dit 13 Muc 16n trong muc luc bﬁng cach boi den.
Buéc 2: Nhan chon “References” sau d6 chon “Add Text” (biéu twong du cong). Sau do,

chon “Level 1” cho phan vin ban da boi den.
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CHUONG 1: KHAI QUAT VE BAO HO KIEU DANG CONG NGHIEP

1.1. Kiéu dang cong nghiép. k ~
: B&i den phan
1.1.1. Khai niém kiéu ding céng nghiép. van ban
mudn chon lam
“Muc lan”
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1.2. Xac dinh cac Tiéu dé chinh (Level 2).

Céc phan dugc xac dinh 1a Tiéu dé chinh 1a nhiing ndi dung thudc cip nhé hon
Muc 16m (vi du: C4c phan 1.1, 1.2, 1.3,... thuéc Chwong I).
Budre 1: Kéo tha chudt dé chon phﬁn van ban can tao muc luc.
Buwéc 2: Nhan chon “References” sau d6 chon “Add Text” (biéu tuong dau cong). Sau do,
chon “Level 2” cho phan vin ban d boi den.
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CHUONG 1: KHAI QUAT VE BAO HO KIEU DANG CONG NGHIEP
1.1. Kiéu dang cong nghiép. | = 501 den phén vén ban

muén chon lam “Tiéu dé chinh”
1.1.1. Khai niém kiéu ding cong nghiép.
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1.3. Xac dinh cac Muc nhé, Muc con (Level 3).

Céc phan dugc xac dinh 13 Myc nho, Muyc con 1a nhirng ndi dung thudc cAp nhé
hon Tiéu dé chinh (vi du: Cac muc 1.1.1, 1.1.2,... thudc phan 1.1).
Buéc 1: Tiép tuc kéo tha chudt dé boi den phﬁn vén ban can toa muc luc.
Buwéc 2: Nhan chon “References” sau d6 chon “Add Text” (biéu tuong dau cong). Sau do,
chon “Level 3” cho phan vin ban da boi den.
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CHUONG 1: KHAI QUAT VE BAO HO KIEU DANG CONG NGHIEP
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1.4. Kiém tra.

Viéc thuc hién gén muc luc tu dong diung theo yéu cau néu trén s& muc luc duge trinh
bay dting trinh tu theo timg cip noi dung. Sau khi thuc hién, c6 thé kiém tra bang cach sau:
Buée 1: Nhin chon “View”.

Buéc 2: Nhan M ¢ muc “Navigation Pane”.
Buwdc 3: Sau khi thyc hién Budc 2, phia trai man hinh sé€ hién thi bang “Navigation”. C4c
ndi dung dd dugc gin muc lyc hién thi theo timg cip (nhu hinh) 14 chinh x4c.
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2. Cach lwu file PDF Kho4 luin tét nghiép/Luin vin/Luin an c6 gan Bookmark.
Budée 1: Mo file Word can chuyén sang file PDF va chon “File”.

Buwéc 2: Chon Save as > Chon thu muc luu file.

Buwéc 3: Trong hop thoai mdi mo ra, dat tén file theo cu phap “HoDemTen” - O muc
“Save as type” chon “PDF” = Nhan “Options”.

Buéc 4: Tich vao 0 “Create bookmart using” d¢ tao bookmarks cho file PDF >
Chon “OK?”.

Buéc 5: Chon “Save” dé qua trinh chuyén ddi file duoc bat dau.
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