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glom vsyt 	 ozall 
TRONG SOAN THAO HOP DONG 

THU'CiNG MAI 
Agin Hoang Anh 

Trong boi canh hOi nh'ap kinh to queic to 
hien nay, cac doanh nghiep Viet Nam cdn to 
trang bi cho minh nhRng quy trinh hop ly va 
hieu qua trong tang »wing hoot dong. MOt 
trong nhrtng viec ma doanh nghiep cdn lam 
de rut ngdn khoang ccich voi doanh nghiep 
din to cac nude phcit trien, do la quy trinh va 
k-9 ruing soan thdo hop ang thuang mai du'a 
tren viec zing dung cac thanh tu'u cua cong 
nghe thong tin (CNT7). Bai viet nay phein 
tich mOt so van d' lien quan den ang dung 
CNTT trong viec soon thdo hop de3ng thuang 
mai trong doanh nghiep. 

1. Muc tieu cua viec (Mg dung cong nghe 
thong tin trong soan thao hdp &sing thu'dng mai. 

Hoat ding soan thao hcip cl6ng thu'ong mai 
trong doanh nghiep can dat duck sau intic tieu sau: 

- Tie't kiem thOi gian soan thao hop ding. 
NguOi soan thao se khong phai lap lai cac thao 
tac giing nhau tren nhie'u hop d6ng. 

- Dinh clang van ban thing nhdt. Tinh chuyen 
nghiep cua mOt t6 oh& th6 hien ngay trong ski 
thing nhal ve' clinh clang cua cac van ban. 

- Thong tin chinh xac, nhdt quail giira cac 
phan trong ding mOt hOp d6ng. Ngu'Oci soan 
thao hOp ang thu'Ong ldy mOt hOp thing c6 sdn 
cho mOt giao dich tru'dc de dp dung cho giao 
dich sau, nhu'ng khi sn'a cac thong tin thi khong 

siia het, clan de'n thieb nhdt quan gitTa cac 
phdri trong ding mOt hOp grig. 

- Thing nhdt gbh cac hOp dOng giao ke't voi 
ding mOt dii tac, hoac gifia cac hop d6ng lien 
quan den ding mOt loaf hang Ma, dich vu. 

- Cac d'an chie-u den 	 khoan phai 
chinh xac va duck b." dOng cap nhat m6i khi co 
su thay d6i v6 s6 hieu cua di6u, khoan du'oc 
dab chieb 

- 1-16 tro viec quan ly thong tin v6 cac dal 
tac mOt cach tap trung (mOt cd sd dii lieu chi-1'a 
thong tin dac dinh cua timg dii tac va tat ca 
cac doi tac). Chi khi thong tin du'Oc luu tra tap 
trung va xir ly tij dOng thi mdi dam bao du'Oc 
tinh chinh xac, toan yen va thing nhdt. 

Ben canh hOp dOng, thong tin trong he 
thing cac tai lieu khac (thu chao hang, gidy 
bao gia , Bien ban nghiem thu,...) lien quan 
deb ding mOt dii tac, hoac ding mOt loai hang 
h6a dich vu, ciing can phai co ski' thing nhdt. 
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chuan h6a theo mot quy trinh th6ng nhat. Vic 
soan thao hop doing trong doanh nghiOp co the 
theo mot quy trinh co sari, hoc theo quy trinh 
khuy6n nghi dudi day vdi 7 btf6c (xem Bang 1). 

2. Quy trinh s 

D6 (mg dung t 
hoat dOng nao tron 
tien guy6t la hoat 

an thio hdp doing. 

anh cong CNTT vao bat ca 
doanh nghiOp, mot di6u kiOn 
Ong do trUC1c tien phai duZic    

BA g 1: 7 Lade thutic quy trinh soan thio hdp doing thurdng mai 

TT Ten bu'dc BO phan Huic hien Thao tac 

PhOng Kinh doanh 

(pho'i hop vdi PhOng 

CNTT) 

- Lap ail trtIc cho CSDL 

- Nhap thong tin cho CSDL 

- 	 Cap nhat thong tin 

Tao CSDL 
(16i tac 

2  

Ban Phap ch6(phOi 

hop vdi PhOng CNTT), 

PhOng Kinh doanh, 

Ban Giam d6c 

Tao dinh dang thong nhat 

- 	 Lien kei den CSDL (16i tac 

- 	 Tao cac tham chieu cheo 
mAu 

To cac 
hdp doing 4—  

3 

v Nham trtrc tiep dam 

phan, soan thao hdp 

doing + 1 chuyen via 

phap ch6 

- 	 L'dy thong tin tir CSDL clOi tac 

- 	 Chinh sfra hop dOng cho phi' 

hOp vdi tirng vu viec 

- 	 Kim tra cac tham chi& cheo 

m;:u 
Sir dung 

hOp doing 

4 

v Nh6m trtrc tie-p dam 

phan, soan thao hdp 

doing + 1 chuyen vien 

phap che 

- 	 Theo dOi thay d6i v6 not 
dung sau moi thOa thuan dat 

clu'Oc 

- 	 Quart 1y cac phien ban du' 

thao 

C 
phien 

uan IT cac 
ban du thao 

In N.a 
chinh 

kY ke-t HD 
thdc 

Chuyen vien phap 

ch6, Ban Giant d6c 

- 	 Duyet chinh thdc nOi dung 

hop dOng 

- 	 In va 14 hop dOng 

6 
Cap 
man 

nhat 
HD? 

Ban Phap ch6, PhOng 

 	 Kinh doanh, Ban 

Giam d6c 

Nghien ct?u, thao luan de guy& 

dinh xem co can sira d6i man 
hop doing khOng. 

, 
Chuyen vien phap che 

Dam bao th'Ong tin khong thay 

d6i sau khi hop long dii du'Oc 

ky
, 
 ke

„
t 

g ,... x  

va quan ly 
chinh auk  

Ng Xdy dung tren Ccr sr1 Quy trinh soan thdo hcrp ding - Cong ty Co phdn Chang khodn Nd Thanh 
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Trong Ca 7 bddc cUa quy trinh khuyen nghi 
neu tren deu co su'tham gia cua cong nghe thOng 

tin, dac biet trong cac bu'dc s6 1, 2, 3 va 7. Bay 
bu'oc nay clu'oc thdc hien nhu' sau: 

Bddc 1: Tao cd sd WHO doi tac. 

Cac doanh nghiep ion thu'dng tridn khai met 
he quan tri cd sd dii lieu thong tin khach hang, 
hoac cao hon, met he quan tri quan he khach 

hang (Customer Relationship Management - 
CRM). Trong tri dng hop nay, dit lieu lien quan 
Ten khach hang có the du'Oc lay thong tit cac 
he quan tri tren va data vao cac mdu hdp ang. 
Tuy nhien, nett chi phuc vu cho muc dich xay 

dung quy trinh soan thao hOp cl6ng, khong 

nhat thiet phai tridn khai ca mot he quan tri 
quan he khach hang, ma c6 the chi can tao ra 
mot tep dit lieu chda tat cd cac thong tin lien 
quan den khach hang. Tep di? lieu nay c6 the 

tao ra bang mot phan mdm c6 sifn trong be' 
Microsoft Office het sU'c phi Wen hien nay: 

Word, Excel hoac Access. D6i vdi cac doanh 
nghiep vita va nh6, nen dung Microsoft Excel 

vi phan mem nay d8 sit dung, linh hoat va c6 
the chda du'oc met lacing kha ldn du' lieu: 256 

cot dit lieu, 65.536 hang tren mot bang tinh 
(worksheet) va m6i tep c6 the chda tdi 255 
bang tinh. Ngoai thong tin vd khach hang, tep 

có the con dddc diing de chda thong tin ye cac 
nha cung cap, cac d'61 tac kink doanh khac. 

Trong bai viet nay, tit cd sd dit lieu (CSDL) 

d6i tac du'Oc dung khi de cap den tep neu tren. 

CSDL dO/i tac can chtta tat ca cac thong tin 
cUa doi tac ma co the xuat hien trong hop 
ding va cac tai lieu giao dich khac, vi du: so 
hap ding, ten cong ty, diet chi, so." gidy chung 
nhdn DKKD, nai cap, ngay CO,p dien thoai, 
fax, ma so thue-, so tai khodn, ngtteri dui dien, 
citric vu; cac thong tin lien quan den d6i tu'Ong  

cua hdp cl6ng nhu': so luting, chung loci, dan 
thanh tign, thue GTGT,... M6i khi c6 mot 

khach hang, nha cung cap mdi , nhan vien 
Phong Kinh doanh c6 trach nhiem nhap cac 
thong tin lien quan ctia doi tac do vao CSDL. 
rep CSDL doi tac nen clu'oc dat trong mot that 
muc dimg chung (shared folder) tren mang not 
be cUa doanh nghiep va phan quyen quan tri 
sao cho ngu'di dia. BO phan Phap the (va 
nhitng ngu'di tham gia dam phan, soan thao 

hdp cl6ng) co the truy cap vao de lay thong tin. 

Bu'dc 2: Tao cac mau hdp 

D6i vdi cac cd quan Nha nu'dc, yeu cdu ve 
hinh thdc van ban la mot yeu cdu bdt buOc, 
cluvc quy dinh trong Luat Ban hanh Van ban 
quy pham phap luat (so17/2008/QH12 ngay 03 
thcing 6 nam 2008) va cac van ban hu'dng dan thi 
hanh. Van ban, hOp ding cua doanh nghiep tuy 
khong phai tuan thu theo cac quy dinh tren, 
nhttng m6i doanh nghiep deu c6 met thong le so' 
dung mau van ban, bao g6m cac quy u'oc (chinh 
thdc hoac khong chinh thdc) th6ng nidt ve hinh 
thdc, dinh dang cita van ban, the hien tinh chuyen 
nghiep trong hoat Ong quan 17. De dat sit 
th6ng nhat do, m6i khi soan hOp ding thu'ong mai, 
ngu'di soan thao se phai Wen hanh met loat cac 
thao tac dinh dang: dat khi gia/y, khoang cach 
kieu chit, cd chit, khoang cach ding, kieu tieu 

la mot sit lang phi ldn ve thdi gian va sdc 
lao Ong neu nhiihg thao tac (16 cit bi lap di lap lai 
nhieu lan tren cac van ban khac nhau, chu'a ke 
den viec d6 xay ra khong th6ng nhg v'6 dinh 
dang, do thao tac du'oc thu'c hien thO cong va CO 
the do nhieu ngu'di khac nhau thiic hien. De tranh 
lang phi va de dam bao sdth6ng nhat, ngutii dung 
c6 the tan dung tinh nang tao cac template (mau 
van ban) c6 trong phan mem Microsoft Word. 
Chu'dng 14 cu6n Word 2003 Bible (tai lieu thu 
nheit - phan Tai lieu tham khdo) có hu'Ong clan chi 
tidt ye chdc nang template trong Word. Tai day, 
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P 	 • 

N u u s c=   
e 

,II:5 0:He: 	 can., 

-templates 

StR:c, 	 tcr: 

Recently used templates 

KINH TE 001 NGOA, I VA HOI NHAP KINH TE QUOC TE 

tdc gia chi trinh 
nang template cu 
cac ink hop clPn 

Thao tcic thd 
trong Word. 

Khdi Ong c 
nha'n vao menu F 
cud chu'ong tenth , 

Tcn, at/ s c ,  

Vc3i thao sac 
vao cac nei dui 
ciPng nth. Sau 
mau, ngtgii 
cua van ban nhu' 
le, kidu chit, cCi 
ca cac loai dinh 
quy dinh danh 

I 

n my computer... trong khung 
phai city sd, se and ra hOp thoai 
c du'ai ben phai cua hPp thoai, 
ew, nhiTin muc chon Template, 

Tit th6i didm nay, ngu'6i dung 
c vdi met naTiu van ban mdi. 

ai: Tao cac ni)i dung va hinh 
hop do'ng nuitc. 

nay, ngu'6i Sing cc-) thd du'a 
g, (lieu khoan cilia met hdp 
hi tao nei dung cho hop deng 

06 thd chinh siia hinh tit& 
dat cd gidy, khoang cach cac 

khoang cach clang va tat 
ang khdc theo citing quy u'Oc, 
'ho loai hdp deng do trong 

doanh nghiep. Thao tdc dude thqc hien nhu' 
d6i vdi van ban thong thiRing. 

Thao the dui ba: Xik 1y hi Ong phdn can a 
phap 65. 

Can cu.  phdp ly va can cu' attic tien l'a met 
nei dung khong the thidu khi soan thao cac 
van ban quy pham phdp luat va van ban dp 
dung phdp luat trong cac cd quan Nha nu'dc. 

Hipp deng cUa doanh nghiep khong 
nhdt thidt phai có nei dung can at' 
phdp lY va can cif thu'c ti6n, tuy 
nhien, met s6 doanh nghiep co 
thong le clu'a cac 'lei dung nay vao 
hdp den. Cdc hdp deng thu'Png 
mai trong met doanh nghiep 
thu'erng chi can cti tren met so Luat 
nhdt dinh, nhu' Luat Thu'Ong mai, 
BO luat Dan sti va Luat chuyen 
nganh dieu chinh lTnh vu'c hoat 
deng ctia doanh nghiep. Cdc deng 
can al' nay c6 the du'cic tao sa:n 
trong mau hop deng du'di dang cac 
hOp chon (Drop-down list box), dd 
khi du'a mau hdp cl6ng vao sit dung, 

ngu'6i dung chi viec ntan chuOt va chon trong 
danh sach dude tao s'an tii trade. 

Dd tao ra met he') chon, tru'dc tien can hidn thi 
thanh cong cu Forms, bhng cach nha'n menu 
View, nha'n dOng Toolbars va chon Forms. 

Chuydn con tre soan thao d6n vi tri can dat 
hOp chon, nh'dn nut (Drop-Down Form Field). 
Trong help thoai dude and ra (xem Hinh 2), lan 
ludt gO ten, s6 hieu va ngay thong qua cila timg 
van ban vao muc Drop-down item, r6i nl-an nut 
Add. Sau khi da tao ra met danh sach cac van 
ban luat thu'6ng clapc Sing lam can cif, nhaTn nut 
OK cld ket thlic viec tao hOp chon. D6i vdi m6i 
doanh nghiep, thao tae tao hOp chon chi can lam 
mot lan duy What, sau do sao chop cho nhi6u mau 
van ban khdc nhau. 

ay cac thao tdc tan dung tinh 
g met s6tinh nang khdc dd tao 
thu'cing mai. 

nlicit: Tao mei mot template 

u'Ong trinh Microsoft Word, 
le, chpn New. CO'a s6 lam viec 
e co clang nhu' hinh 1 du'di day. 

mh 1: Tao mot template mdi 

Nhazn vao nut 
lam viec phia ben 
Templates. Tai gc 
tai khung Create 

rOi nhail nut OK. 
se bat dau lam vi 

Thao lac tht? 
the e trinh bay ch 
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Hcip BONG DI( ,D
rop-Down Form Field Options 

• 	 Drop-down item: 	 Items in drop down list: 

Lisa %doh Men ttt 	 luet Thcong ma l so 36'2005 
05 loaf Dan so s6 33/2005 , QF 

	

Ado sF 	 Wet Chang khoan 	 70i,:2026 
Move 

itt19 	 ,ru (du cua oar D 	 4 

17 cif vac,  ,Lz4t Thwang mg Coon ,,,,,„„ n  
11 cl'r vao Lu4t Thwang mg '"`"' 
77 Cfr Va0 Ludt Thwang mg 
17 cir vac. Luifw Thwang mg 

eld settings 

Boob -nark: 

Drop-down enabled 

calculate on erot 

Add Help Ieet... 

Dropdo,n1 

rOffitS 

Mau HO 

1. 	 Type 	 Insert Merge Field 

-Su •-.D Quan y cc acing mot 

Cia uc tac S 

Quan , cc :ming dint 
	 5ddmes Fields 

ccr, DASD 

1 rIDI CAP 

SIGAY 

1714 , 1,10AI 

FAX 

FIST 

tit:motto, DIEM 

CHLIC tv 
F17 

Select Data Scmrce 

Lock in• 

AF; Computer 

cs natabase Ftelds 

PIA genre: 
Match 

Foes of rope, 

KINN TE 861 NGOAll VA HOI NHAP KINN TE QU6C Ti 

Hinh 2: Thanh cong cu Forms va hop thoai 
	

De du'a cac thong tin trong CSDL 
Drop - Down Form Field Options 	 vao mau hop dOng, can chuydn con tro 

Nha'n nth (Open Data Source) tren thanh 
ding cu Mail Merge, trong hOp thoai Select 
Data Source vita du'Oc and ra tim den thlf muc 
chtl'a CSDL d6i tac, nhan kep vao tep CSDL 
doi tac, rOi nhan nut OK. Thao tdc nay có tac 
dung tao ra lien ke't dii lieu giifa mau hOp 
clOng va tep CSDL doi tac.  

sop thao den vi tri can nhap thong tin, 
nhdn nut -  (Insert Merged Fields) tren 
thanh cong cu de and ra hOp thoai 
Insert Merge Field, nhan kep vao loci 
thong tin can dtra vao mau hop dOng, 

rOi nhan nut Close. Lap lai thao tac cho 
den khi tat ca cac thong tin ddc dinh 

cua d6i tac da du'oc du'a vao cac vi tri 
tu'Ong itng trong mau hop dOng. Cac 

lien ke't dude tao ra se du'oc hien thi 

du'di Bang ma lien ket (Field Codes), neu 

mu6n hien thi thong tin thtic su' cua d6i tac, 

nguiii Sing co the nhdn nut (View Merged 

Data) tren thanh cong cu Mail Merge. 

Thao tdc thd !dim: Tao cac tham chieu 
cheo. 

MOt dac diem thu'Ong tidy trong cac hop 

dOng thu'ong mai la thu'Ong xuyen co 

cac clan chieu den di6u khoan khdc 

trong ding hop dOng. Neu cac dan 

chieu nay du'Oc tao ra met each thii 

cong, m6i khi sita &Si du' thao hop 

ci6ng, s6 hieu cac dieu khoan bi thay 

doi, ngu'di soan thao se phai cap nhat 
lai tat ca cac dan chieu cu. Thao tac 
nay gay mat theci gian, kha nham chart 

va dac biet hay xay ra nhdm lac , hau 

qua la an chieu nhdm den mot diet' 
khoan khong lien quan, lam mat j/ 
nghia va hieu lu'c phap ly cUa clan 

chieu, hoac nghiem trong hon la dan chieu 
nhArn den dieu khoan gay thi'et hai cho doanh 

nghiep. De tranh tinh trang tren, ngu'6i soan 

thao nen tan dung tinh nang Cross-reference 

de tao ra cac tham chieu cheo den so hieu cUa 

dieu khoan khac trong hdp dOng. 

Thao tdc thd td: Lien ker den CSDL doi tac. 

Trong matt kip clOng, de dam bao tinh 
thong nha't va toan yen ciia thong tin, cac 
thong tin ddc dinh cUa doi tac khong nen nhap 
thu cong ma nen lay tit CSDL d6i tac. Thanh 
cong cu Mail Merge se gitip ngtgii dung lam 
du'oc dieu nay. Bat thanh cong cu bang cach 
nhan menu View, chon Toolbars, rOi nhan 
chon Mail Merge (xem Hinh 3). 

Hinh 3: Thanh cong cu Mail Mei-ge, hOp thoai 
Select Data Sourceva hOp thoai Insert Merge Field. 
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De dung 	 tinh nang Cross- 
reference, tilt& tien mau hop d6ng can 
dUc1c b6 tri theo cdu trtic, vdi s6 hieu cac 

khoan, diem tuan thu theo cach danh 
s6 tu' Ong nhieu cap Outline Numbered'. 
Sau khi hop ddrigAa du'oc t6 chdc theo cau 
true, moi khi chi clan chieu den dieu, 
khoan, diem nao, ngu'di soan thao se nhan 
menu Insert, chon Reference, r6i chon 
Cross-reference. Trong hOp thoai Cross- 
reference (Hinh 4), nhan chon s6 hieu de 
muc tu'ong tang, nhan nut Insert, r6i nhdn 
nut Close. 56 hieu cua de muc du'Oc chon 
se" tu' clOng xudt hien Cl vi tri dat dan chieu. 
Trong tuVing lai, khi stla dei, b6 sung du' thao 
hOp d6ng, neu cac dieu khoan dtidc dan chieu 
den co su' thay dei v6 s6 hieu, thi cac tham 
chieu cheo den cac dieu khoan do cling tu' 
dOng du'oc cap n -tat s6 hieu theo cho khdp. 

Hinh 4: HOp thoai Cross-reference 

	

. 	 . 	 . 
1.4. ABCS thirc hien ca cong 

so chinh. chi nhalli. pl 
ti* khic cua 

1.5. ABCS dugs uy qu en la. 
dinh tai Klioan 1 1 tail 
nhanh phon,2 gia djcltt  
guyen time hien •rong 
thtrc hien. 	

13 Cat canc. vac ABCS tnuc han hang pha 	 y quy'en guy 

1.4 FOCS thug Nan cat tint 	 quyen cua UFOC guy dlnh 

11 	 Quar ply Danh sack cri Ming cua UFOC CDarls sach c3 

i.1 	 hush n can 	 tuc chuyen nhuang +sac Man ye th . 

1.1 	 ) Thu< aan can °Sac vac her quan den that has, guy _.  
2 Cas Fang vie< va charn 	 qtran quy dinh fa; Khoan 11 

	

cho eaCi tcan c.,eh ti 	 .3F3Us 	 . 

1.5. FECS dug< ul queen 	 ho  cac ben thy, be thou hien cac . 

	

DIEU 2 : PHI INCH 	 VA l 	 Insert 

Thao tac thd scin: Lull mint hop diing. 

Khi da tao xolg hdp d6ng mau, ngu'eli dung 
can lu'u rep dudi Jang mOt template, bang cach 
nhdn vao menu File, chon Save As. Chu'elng 

trinh se hien thi hip thoai Save As (xem Hinh 5). 

KINH T 861 NOW VA 1101 NHAP KINH T QU6C g 

Hinh 5: Lt tu template vita tao 

Templates 	 Tool, 

Name 	 Dale modlt.. Type 

-33lOrmal.cot 

dong mau cot 

, 	 Sao se cot 

Norma: cot 

File name: 	 Mau HO Quan hy co dong. dot 

Save as  type: 	 Document Template ('.dot' 

Tai day, Ngutli dung c6 hai ltra chon: 

+ Go ten cua template vita tao vao muc File 
name (htu pijn ma rang trong ten tep se la 
.dot thay vi .doc nhu doi vai van ban thong 
thuo'ng), r6i nhan nut Save. Khi lam theo each 
nay, mau help d6ng vita tao se du'dc lu'u cuc b0 
tren may tinh ca nhan, cac may tinh khac 

khong sir dung du'dc. Neu ngu'di dung la 
ngttdi duy nhat trong doanh nghiep co 
nhiem vu soan aid() hop (16ng thi nen 
chon each nay. Hoac: 

+ Nhan nut My Network, tim den mOt 
thu' muc dung chung (shared folder) tren 
mang nOi b0 cua doanh nghiep, gO ten 
cua template vita tao vao muc File name, 
r6i nhan nut Save. Neu lam theo each 
nay, mau hOp dong vita tao se du'dc chia 
se tren mang nOi b0, tao didu kien cho 
ang nghiep co the truy cap va sit dung. 

Mac 3: Sit dung mau hdp d6ng. 

Tru'dng help mau help cl6ng cluvc 	 cuc b0 
tren may ca nhan, moi khi can tao ra mOt hop 
d6ng mdi dtra tren mau da thiet k6, ngutli dung 
nhan vao menu File, chon New, dia s6 chu'Ong 
trinh se co dang nhtt Hinh 6 dadi day: 

Include above below 

r:ch numbered tem: 

Save As 

Save 

F,ece 

Desktop 

My Dquarterrts 

Mc Computer 

I=> 

My newel 

Sze 	 Tags 

lave 

Cancel 

1.2. Cac cong vies va 	 vi uy guyen guy djnh tai Khoan 1.1 DIEU 11 &roc thtre 
hien thee tthili ttr guy dinh tai Quy trinh quail 	 dog (Phu luc I ken theci 
Hop dong 	 Cross-reference 	 teitaliZse 

1.3. Cac cong viec AB S thg 	
t i/se: 	 Insert reference to: 

	 n1.11 
co gia tri phap 1y litr 	 [al -abased Ann, 	 Fa, agraph number 

ai nu 
trur 

guy 
chi 

c uy 
CS 

„ „,,,t 

(1) Brent Heslop, David Angell, Peter Kent, Word 2003 Bible, Wiley Publishing Inc. - 2003. p.154-156 
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HO' BONG INCH VU QUAN LS' CO BONG 
So «xn_seb 

Can Cif' rao Likit Therovs 	 gay 14 	 05 

Can ca-  vciolBti loot Dan sir so 33'2005 0.111 0.2:61. 14 , 6120.1•1 
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Can cit. vcio nang lac va liht 

Hinh 7: Chon nOi dung trong hip chon drop-down list box 
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Hinh 6: Sti dung Template clii tao 

, a,(e 8 

Trong khung phia ben phai city se, nha'n vao 
nth On my computer... se and ra hep thoai 
Templates. Trong danh sach cac template 
dang co, ngu'6i dung nhdn chon met mau hcip 
ang, sau do tai khung Create New nhdn muc 
chon Document, rOi nhdn nut OK. 

Truing hdp mAu hdp dOng du'cfc 
luu trong met thu' muc Sing chung 
tren mang nei be cua doanh nghiep, 
khi can tao ra met hcip dOng mdi data 
tren nrAu da thiet ke, ngtgii dUng chi 
viec and thu-  muc (King chung, rOi 
nhdn kep vao bidu tu'Ong cua tep 
chda mau hcip dOng. 

Vdi hai thao tac tren, chtrdng trinh 
Microsoft Word se tao met tep mdi data tren 
template vita chon, vdi town be dinh dang va 
nei dung nhu' trong mau hdp dOng da tao tit 
trade. Del vdi cac phAn can cO' phap ly, lien 
ket den CSDL del tac va tham chieu cheo 
trong hdp dOng (cad tao ra trong cdc thao 
tcic tha ba, tha to va thi na'm caa Back. 2), nett 
can thay doi , ngu'esi dung cc') the thu'c hien cac 
thao tac sau: 

+ Thao tac tren phdn can et? phap lY: 

Nhdn nut (Protect Form) tren thanh cong 

eta Forms (xem Hinh 7), sau 00 nhdn 
vao titng hep chon dd chon nei dung 
ben trong danh sach trdi xue;ng. Sau khi 
chon xong nei dung cho tat ca cac hep 
chon, nha-u tiep vao nut .: (Protect Form) 
dd chuydn vO the de soan thdo thong 
thu'6ng. 

+ Thao tac tren cac lien ket den 
CSDL doi tac: 

M6i khi tao met hcip dOng mdi tren 
template co sd'n, tai cac vi tri lien ket se 
chi chda thong tin thia dOng ddu tien 
trong CSDL. Mu6n lien ket do chti'a 

thong tin cila met (long khac trong CSDL, 
nguN dung co the nhdn nut (Next Record), 
hoac gO se; thd tu' cUa dung vao hep • 
(Go to Record) tren thanh tong cu Mail 
Merge (c6 the quan sat hinh anh ctia thanh 
cong cy nay tai Hinh 3). 

+ Thao tac tren cac tham chieu chdo 
(Cross-reference): 

Cac tham chieu cheo se du'cic tu' deng cap 
nhdt theo dung se hieu cUa di6u khodn difoc 
din chieu den ma khung can tac dang cria 
ngti6i dung. Tuy nhien dd dam bdo chinh 
ngtKii dung nen kidm tra lai se; hieu va nei 
dung cila cli6u khoan dude dan chieu. 

Bu'orc 4: Quin 13'7 cac phien bin dif 

Bu'cic nay clu'cic Gen hanh sau khi da dOng 
mau hdp dOng de tao ra met tep dv thdo hdp 
dOng co the va dang trong qua trinh darn phan, 
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seta dei clq thao hop cling. Ngu'ai soap than 
(hoac nhom sop ihao) can theo dOi cac thay 
do i ve ndi dung sau m6i thoa thuan dat du'Oc 
de cap nhat vao du' thao hop ding. De tien 
theo doi va quan ly, sau m6i lan sda dii, be 
sung, ngu'di wan hao can lu'u cac phien ban 
du' aid() thanh cac tep khac nhau. Can co each 
dat ten thing nhat cho cac tep chda Bing phial 
ban cua cid thao, v1 du: Du thao 1, Du thao 2,... 
De ding nghiep a doi tac tien theo dOi cac 
thay tren ban iv' thdo mdi ma khong mat 
cong so lai vai ban du' thdo cu , ngu'ai swan 
thao nen bat tinh nang Track-changes, bling 
each nha'n vao menu Tools, chon clang Track- 
changes (hock nhiln to?  kip phim kit Ctrl + 
Shift + E) 2 . 

Midc 5: In va ky ket hdp ding chinh thdc. 

Sau khi cac ben tham gia dam phan (la dat 
du'Oc su' thing nhd. ve town bq nei dung cua clq 
Chao hop ding, bin thdo cuoi ding do se 
du is in ra gia"y, dude dai dien co them quy6n 
cua cac ben ky, dng ddu va trd thanh ban hop 
Cling chinh thiYc. CNTT khing co vai tro quan 
trong trong hdac ray. 

Bak 6: Cap nhat mau hdp ding. 

Trong qua trini dam phan va seta dii du' 
thao hOp ding, nhom darn phan co the phat 
hien ra met so nei dung can seta dii trong mdu 
hdp ding de Lip dung chung cho cac hop ding 
ding loci trong Wong lai. 

Trdang hOp mAu hdp ding cidOc lu'u ctic be 
tam may ca nhan, m6i khi can seta dii b6 sung 
matt, ngdOi dung co thd thv'c hien thao tac 
Wang td nhd troiv Hinh 6 tai Bu'ac 3, nhu'ng 
trong khung Create New khong chon muc 
Document ma chon muc Template. Tru'Ong 
hdp mau hdp dons du'Oc trong met thu' muc  

dung chung teen mang nei be cua doanh 
nghi'ep, inc)i khi can seta cl6i b6 sung m'au, 
ngudi dting chi vi'ec and thu' muc dung chung, 
nhdn nut phai chuet tren bidu tu'Ong cua tep 
mAu hcfp ding r6i chon ding Open. Sau khi 
mau hdp ding du'Oc and ra, ngu'Oi dung có the 
thdc hien cac thao tac da du'Oc trinh bay tai 
Bu'dc 2 de seta dei nei dung va lu'u lai miiu hop 
ding mdi. 

Bulk 7: Lu'u va quail IS hdp ding chinh 
thdc. 

Lau Cep hop cli4ng chinh thdc: 

Sau khi ket thtic qua trinh dam phan, hai 
ben di den thing nhdt va kY ket hdp ding. 
Hop ding (la ky co hieu he phap lY rang buec 
cac ben, neu co thay dii nei dung se du'oc thoa 
thuan trong cac van ban khac (nht( phy lye hop 
cl(fmg, hyp cMilg phy,...), con ban than van ban 
hop ding (la du'Oc in ra va ky thi van gift' 
nguyen. VI vay, met nhu cdu d4t ra la nei 
dung tep chda van ban hop ding chinh thdc 
cling phai du'Oc gilt toan yen nhu'ltic vita du'Oc 
in ra de ky ket, tien cho viec theo va thdc 
hien trong tuking lai. De thdc hien dieu nay có 
hai each: 

+ Sit dung tinh nang cilia he didu hanh: dat 
thuec tinh chi doc (Read-only) cho tep hdp 
ding chinh thdc, hoac sd dung chdc nang phan 
quy6n quan tri dd chan khong cho dii nei 
dung cua tep. 

+ Sit dung tinh nang cilia phan mem 
Microsoft Word: sit dung menu Tools, chon 
Options, chuydn den the Security, go mat khau 
vao muc Password to modify. Sau khi dat mat 
khau, khi ma tep hdp ding chinh thdc, Word se 
yeu cdu ngu'ai dung nhap mat khau, neu nhap 
sai se khong thay doi du'Oc nei dung hOp ding. 

(2) Brent Heslop, Da' id Angell, Peter Kent (2003), S.d.d, p.705 - 709 
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Quern ly Cep ho tang chinh thdc: 

De tien cho viec tim kie'm va quan hdp d6ng 
theo titng cl6i tac, trong tep CSDL deci tac can 
chi?a cac lien ke-t den Bing tep hdp cleng chinh 
tht?c. NgdOi dung co the thdc hien nhu' sau: 

+ Ma rep CSDL d6i tac. 

+ Them cet Tel, hop d'eng vao tep CSDL 
d6i tac. 

+ Chon o thuec cot Tep hap cffmg, nam 
ding &ig vdi dong chda ten clol tac. 

+ Nha-n menu Insert, chon Hyperlink (hoa:c 
nhiln to hop phim Ctrl+K), trong hop thoai 
Insert Hyperlink chide and ra (xem Hinh 8) tim 
den thu' muc chUa tep hdp d6ng vita tao, r6i 
nhdri kep vao ten rep hdp ang. 

+ Ltru va (long tep CSDL d6i tac. 

Sau khi thdc hien thao tac tren, m6i khi can 
tim den met hdp deng der ky,  ket, ngu'Oi citing 
c6 the and tep CSDL doi tac, nha-n chuet vao o 
chiia lien ke-t den tep va hdp cleng se deltic tit  

cleng m0 ra. 

Ke't 1u4n. 

Bai viet trinh bay met se-  kinh nghiem va kyi 

nang ling dung CNTT trong hoat deng soan 
did() hdp ang thu'dng mai tai cac doanh 
nghiep. De ring dung cac kS7 nang nay, ngddi 
soan thao can c6 hidu bie-t d mirc cd ban v6 he 
cli6u hanh Microsoft Windows, phAn rne'm 
soan thao van ban Microsoft Word va phdn 
rn6rn bang tinh Microsoft Excel (nhu'ng kie-n 
thdc nay au c6 trong chdcing trinh dao tao 

mon Tin hoc dai cu'dng a ta-t ea cac 

trd0ng dai hoc, cao clang va chdong 

trinh dao tao Chdrig chi Tin hoc trinh de 
B a Cal ca cac trung tam dao tao tin 
hoc). Di6u quan trong hdn la ngtgii 
soan thao phai c6 kie-n thdc phap 10t, 
hidu bieet v6 linh vu'c cua d6i tu'Ong 
trong hdp ang, c6 kinh nghiem giai 
quy6t tranh chdp, va dac biet 1a có k .S% 
nang dam phan, soan thao hop ang. q 
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