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Goi y cach lam tai liéu tham khao tw dong bing MS Word
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Abstract: This paper introduces an automated method for creating references in Microsoft Word using
the “Cross-reference” function. Author outlines the process, from creating a reference list and inserting
reference numbers in the text, to sorting and automatically updating the reference indices. This method
saves time and reduces errors compared to manual updates of references.
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1. Pit vin dé

Tai lidu tham khao (References) 14 thanh t6 quan
trong cua mdt cong trinh nghién ctru khoa hoc. Day
1a phan bat budc va nam & vi tri cudi cung cia bai
bao (trir truong hop mot sd bai c6 thém phin Phy
luc). Mot nguyén tic bt di bat dich 1a bat cir tai liéu
nao duoc trich dan trong noi dung bai bao (tir phan
Dit van dé dén phan Két luan) thi déu phai dua vao
Tai liéu tham khao. Noi cach khéc, bt ky tai liéu nao
xudt hién trong Tai liéu tham khao thi phai duoc st
dung trong bai viét (Gastel & Day, 2016)

Thyc ra, trong Hién nay co rat nhiéu cach lam
tai liéu tham khao theo ché do tu dong bang Word.
Tuy nhién mdi cach déu ¢ nhitng thé manh va han
ché riéng: phan mém Microsoft Word 2007 trg di da
¢6 han mot chirc nang 1am tai liéu tham khao nhung
chirc ning nay khéng phi hop voi quy dinh vé
“chuan” quy dinh vé trinh bay, trich dan tai liéu tham
khao hién hanh ¢ nuéc ta; Néu sir dung cach lam tai
liéu tham khao trén Bookmark thi van phai sira lai sb
thtr ty trong tai liéu tham khao mot cach thu cong.
Trong bai viét nay, tac gia bai viét xin gidi thidu mot
trong nhitng cach lam tai li¢u tham khao bang Word
phé dung nhat hién nay. D6 1a s dung chirc nang
tham chiéu chéo (Cross-reference) co trong phan
mém Word ctia Microsoft.

2. Noi dung nghién ctru
2.1. Mt 56 Ii ludn vé tai ligu tham khdo
2.1.1. Khdi niém vé tai liéu tham khéo

* Khai niém tai liéu tham khdo:

Theo [1]: Tai liéu tham khao cung cap thong tin
cho ddc gia nhitng ngudn tai liéu ma tac gia da trich
dan trong bai viét. Phan Tai li¢u tham khao con giup
ban tranh dugc viéc dao vin. Mot van dé thuoc pham
tri dao dirc nghién ctru ma tat ca cac tac gia can nim
virng 14 ludn phai trich din cac ngudn tai liéu ban st

dung trong bai viét ciia minh, ké ca cac bai viét cua
ban di ting cong bd trudc ddy. Viéce trich din va dwa
vao ph?in Tai liéu tham khao la mdt sy ghi nhén tai
san tri tu¢ cia nguoi khac.

Theo [2]: Tai liéu tham khao 1a mot thao tac quan
trong bét budc phai co6 khi ban thyc hién bét ctr vin
ban nao mang tinh hoc thuat. Trich dan duoc sir dung
khi ban ding y tuong ciia ngudi khac dé dua vao bai
viét ciia minh. Du 12 st dung theo cach nao thi viéc
trich dan 1a bat budc va can thiét. Trich dan tai liéu
tham khao dé tang tinh thuyét phuc cho bai viét, vin
ban ctia ban. Trich dan chinh 14 nhimng co s& thuc té
ma ban dya vao, do d6 ma ngudi doc ¢ thé tin tuong
hon vao nhiing gi ma ban trinh bay. Ddng thoi, trich
dan ciing 13 cin cir dé ngudi doc ¢ thé tham khao
thém vé ndi dung c6 trong bai viét ciia ban va dé
kiém chimg nhiing khi can thiét.

Tir cac quan diém trén, chung toi hiéu: Tai liéu
tham khao 12 hé thdng cac tai liéu ma nha nghién ctru
sir dung khi ban dung y tuéng cta ngudi khac dé dua
vao bai viét ciia minh nham phuc vu muc dich nghién
clru cua cua tac gia, dong thoi cung cip thong tin cho
ddc gia nhimg ngudn tai liéu ma tac gia da trich din
trong bai viét va dam bao dao dtrc nghién ciru, ciing
nhu mdt sy ghi nhén tai san tri tu¢ ciia nguoi khac

Mbi loai tai liéu khac nhau ¢ nhitng yéu cau vé
cach thtc trinh bay trong Tai liéu tham khao khac
nhau, nhu bai bao khoa hoc, bai bao dai chiing, sach,
chuong sach, bao céo, ludn an, luan van.... Tuy
nhién, diém chung nhat 1a nhiing tai li¢u tham khao
nay phai thé hlen duogc: tac gia/cac tac gia, tiéu dé
cua tai lidu, nguon clia tai lidu, nam xuét ban, duong
dan (URL dbi v6i nhing tai liéu xuat ban online), ma
dinh danh tai liéu.

2.1.2. Céch trich dan tdi liéu tham khdo
Hién tai co nhiéu cach trich dan va trinh bay Tai
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ligu tham khao khac nhau. Phd bién nhat 1a APA 7th -
American Psychology Association (https://apastyle.
apa.org/) cho linh vuc gido duc, tam ly hoc va khoa
hoc xa hoi, IEEE (https://ieecauthorcenter.ieee.org/)
cho Iinh vuc ky thuat, khoa hoc may tinh va cong nghé
thong tin, MLA 8th - Modern Language Association
(https://www.mla.org/) cho linh vuc ngoén ngt hoc
va nhan van, va Chicago 17th/Turabian 9th (https://
www.chicagomanualofstyle.org/home.html) cho linh
vuc kinh doanh, lich st va ngh¢ thuét (University of
Pittsburgh, n.d.). Trong bai viét nay, t6i sé trao d6i vé
trich dn kiéu IEEE.

Theo , trich dan kiéu IEEE c6 mét s6 ddc diém
co ban sau [3] :

- IEEE duoc viét tét tir Institute for Electrical and
Electronics Engineers (Vién Ky su Dién va Dién tir) -
mot to chirc nghé nghiép thé gidi (https:/www.ieee.
org). Kiéu trich dan IEEE kha phd bién trong céc linh
vuc ky thuat.

- Nguyén tic co ban cua trich dan kiéu IEEE (hay
con goi kiéu “sd trong ngodc vudng”) la:

+ Dan ngudn trong ndi dung vin ban (bai béo,
b4o céo, sach) bang chit sé dit trong diu ngoic
vuong. S6 ctia TLTK la thir tu xuat hién cia tai lidu
trong van ban.

+ Danh muc TLTK & cudi van ban duoc xép theo
s thir tu ctia TLTK da chua dan trong van ban.

- Mot sb quy céch trich dan trong van ban:

+TLTK da trich dan, sau d6 dugc trich dan lai thi
van gitr nguyén s6 thu tu di dung ¢ lan dau.

+ Chir s0 chu dan nguon TLTK dugc dat trong 2
dau ngoac vuong, néu nam ¢ cudi cdu thi ding trudc
dau cham cau, vi du: [1].

+ Khi trich dan tir 2 TLTK tré 1én, giita cac tai
liu cach nhau bang dau phdy, vi du: [2, 10]. Véi
nhiéu tai liéu lién tuc, dung ddu gach ngang giira
TLTK dau va cudi, vi du: [2-5].

+Truong hop trich dan tryc tiép nguyén van hoac
can thiét ch1 1 vi tri trich dan, ghi thém s6 trang vao
sau chit s6 thu tu, vi du: [4, tr.97].

2.2. Cich lam tai ligu tham khio bang siv dung
chikc ning tham chiéu chéo (Cross-reference) cé
trong phan mém Word ciia Microsoft.

Trong khi viét cac bai bao khoa hoc hay luan vin
t6t nghiép bang phan mém Microsoft Word rat nhiéu
ban gip phai van dé sau day [4], [5], [6], [7] :

Gia str trong bai viét cua cac
ban cé ndi dung nhu sau:

Van d& nay da duoc tac gia

- chi.. ..
Nguyén Van An [1] nghién cuu,
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dugc phat trién va mé rong boi tic gia Tran Thi Diéu
[3]. Gan day, tac gia Vii Van Binh [2] cling d& nghién
clru ve van dé nay.

TAI LIEU THAM KHAO (¥)

Nguyén Vin An, Vin dé phdt trién chi doan ¢
doanh nghiép tw nhan, Tap chi...

Vii Van Binh, Xdy dung cdc té chire chinh tri
trong doanh nghiép tw nhan, Tap chi....

Tran Thi Piéu, Poan thanh nién trong doanh
nghi¢p tu nhéan, Béo .....

(*) TAt ca cac tén tac gia, tai liéu chi mang tinh
chét tham khao

Sau d6, vi mot li do nao dé ta can phai bd sung
thém mot tai liéu cua tac gia Nguyén Xuan Pang nita.

TAI LIEU THAM KHAO

Nguyén Van An, Vin dé phat trién chi doan &
doanh nghiép tw nhan, Tap chi...

Vi Van Binh, Xdy dung cac 16 chirc chinh tri
trong doanh nghiép tw nhan, Tap chi....

Nguyén Xuan Dang, Tr¢ lai vin dé...

Tran Thi Piéu, Poan thanh nién trong doanh
nghi¢p tu nhéan, Béo .....

Viy 13, trong bai tit ca nhitng chd nao 1a [3] thi
phai stra lai thanh [4], ... Diéu nay néu lam tha cong
thi mat nhiéu thoi gian va rit d& nhdm 13n. Theo [3],
[4], [5], [6], chung ta st dung cach lam tu dong nhu
sau:

Budc 1. Tao tai liéu tham khdo.

Khi tao phan tai liéu tham khao, cac ban phai sir
dung chirc nang Bullet and Numbering:

1. B6i den toan bo phan tai liéu tham khao.

2. Chon Home — Numbering — Define New
Number Format

3. Trong 6 Number Format, sta lai nhu hinh
duoi

4. Click OK.

Define Mew MNurmber Forrmat 4 =

rMuMmber format
rMuMmber strle:
= i Eont...

Mumber format:

11
=1
=1

Cancel

TAT LIEU THAM KHAO

[1] HMguvén Van An, Fdn 38 p}m;ﬁ f,nen chi dodn & doarnk nghidp fw rhdn, Tap chi. ..
[2] Vi Vin Binh, X3y dung cde 8 chive chink irf trong doanh nghisp tie nhdin, Tap

[3] Trén Thi Didu, Dodn thanh nidn trong doanh nghifp fir nhin, Bao
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Vay la ta trinh bay xong phan Tai liéu tham khao

Buwéc 2. Chén chi so tai liéu tham khéio bang
cdch dung chirc nang Cross-reference

M3i khi can chén chi sé, ta thuc hién theo cic
budc sau:

1. it diém chén tai vi tri can chén chi sb.

2. Chon Insert — Cross-referene...

3. Click Insert.
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cap nhat lai cac chi $6 thay doi bﬁmg cach thuc hién
theo céc budc sau:

1. Boi den toan b tai liéu (bam t6 hop phim
Ctrl-A)

2. Bidm phim F9 (hoic bdm nit phai chudt trong
tai liéu, chon Update Field

3. Xo4 bo tén tac gia (phan gd thém dé sap xép).

Buwéc 5. Mt s6 luu y:

Cross-reference

Reference type: Insert reference to:
Mumbered item -
Insert as hyperlink

Separate numbers with

For which numbered item:

Paragraph number

[ indude abowvefbelow

? = Tha nhit, theo mic dinh, trude
khi tién hanh in tai liéu thi Word
~ cling s¢€ nhéc nhé ban ¢6 cap nhat
nhiing thay d6i (Update Field) hay
khong?

[1] Mguyén vEn An, vAn d& phat trién chi doan & doanh nghiép
2] Wi Wan Binh, X3v dung cac td

g trnhan, Tap c..
chirc chinh tri trong doanh nghiép turnhan, ...
[3] Tran Thi Biéu, Boan thanh nién trong doanh nghiép tur nhan, Bao ...

Thr hai, trude khi xoa bo tén tac
gia (Budc 4.3) nén tao ra mét ban
lwu dé phong can sira chira thi cac
ban khong phai nhap lai tén tac gia.
3. Két luan

Nhu vy, dé lam tai liéu tham

khao mot cach tu dong b?mg Word,
cac ban can tuan tha cac budc sau:

Cancel

Buéc 3. Sira chita, bo sung, sip xép.

Viéc sira chita, bd sung noi dung trong bai va
phan tai liéu tham khao dwoc tién hanh mot cach
binh thudng. Dé c6 thé sip xép noi dung tai liéu tham
khao theo thtr tu ABC ctia tén tac gia ta thuc hién nhu
theo cac budc sau:

1. Nhap thém tén tic gia & dau mdi tai licu, dbi
v6i mot sO tén (thuong 1a co chir cai dau 1a ki tu
khong c6 trong tiéng anh thi ta nén ding ki ty tiéng
anh va thém ki tu z. Chéng han:

TATLIEU THAM KHAO

[1] An NauyEn Vin An, Pin 42 phds trién chi dodn & doanh nghidp ti nhdn, Tap

chi...

[2] Tinh Vi Van Tinh, Xdy dung cac t4 chire chink iri trang doarh nghidp fe nhin,

Tap chi... o
[3] Dzang Nguyen Kulin Dang, Trd Jai vdn 48,

[4] Ezsn Trin Thi En, Dodn thanh nisn trong doanh nghidp tu whin, Bao .

2. Béi den phan tai liéu tham khdo.
3. Chon Home — Sort. Ta dugc két qua nhu hinh
dudi day
TAILIEU THAM EKHAO

[1] &n MauyEn Vin An, Fin 48 phdt tridn chi dodn & doanh nghidp fwe nhdn, Tap

chi...
[2] Dzéng MauyEn Huin Dang, Trd g vin d8 ..

[3] Ezsn Tréin Thi En, Dodn thanh mign trong doanh nghigp fw rhdn, Bao ...
[4] Tinh Vi Vin Tinh, Xdy dung cde i chive chink i trong doanh nghidp te nhdn,

Tap chi....

Buworc 4. Hoan thién.
Trudce khi in (hoac bat ctr khi nao ban can) ta phai

1. Tao danh muc tai lidu tham khéo (c6 thé bd
sung sau nay).

2. Chén chi s tai liéu tham khao trong bai.

3. Sap xép danh muc tai liéu tham khao.

4. Cap nhat chi sb tu dong.

Trén day 1a mot kinh nghi€ém nho cia tac gia,
hy vong sé& gitip cho cac ban don gian hon qua trinh
viét bai bao khoa hoc hodc viét luan van, viét sach
chuyén khao.

Tai li¢u tham khao

[1] Nguyén Hiru Cuong
(2021), Nghién cuu va
cong bé khoa hoc, https:/
tapchigiaoduc.edu.vn

[2] Hoc vién Bao chi va
Tuyén truyén (2017), Quy
dinh nghién ciru khoa hoc,
Tai li€u ndi bo.

[3] Trich dan tai liéu
tham khao kiéu IEEE
(2020), https://www.ieee.
org

[4] Microsoft
Word 2003 Help.

[5] Steve Cummings,
Microsoft  Office 2000
Secrets.

[6] Gary B. Shelly and Misty E. Varmaat,

Office

Microsoft Word 2010 Complete.

Journal homepage: https://vjol.info.vn/index.php/tctbgd



