Process

Action:


       Proof reading

 Decorate



Folder:

Edit:

1. Use the template bao.dot for 2 columns, 1 inch for top, bottom, left and right.

2. Use formatting style ‘normal’ for regular paragraph, ‘tho’ for tho (center, italic) and ‘heading 3’ for heading.
3. When copy and paste to the template, use ‘Paste Special’ - ‘Unformatted Text’ then apply bold, italic as in the original document.

4. Always save file as Word 2003.

5. vpskey 
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 fonts
Design:

1. Author’s name appears after the title.

2. Documents with name start with ‘T’ for Tho are free style but the page should be setup 1 inch for top, bottom, left and right. When selecting a special font, look closely and make sure all the Vietnamese characters are displayed with the selected font, otherwise change the font.
3. Read the content of the article before selecting pictures or ask anh Linh for opinion.

Edit





Design





Done
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