THEM CAC TIEU DE TRANG CHAN VA LE TREN WORD 2007

Tai li

Tai liéu cda ban da sén sang dé in dn va déng thanh quyén ngoai trir cdc ddu muc trang (Header).
Ban muén dinh dang cdc header d& méi khi mé tai ligu thi s& trang 16 s& hién thi bén phdi va s&
trang chdn s& ndm & bén tréi. Thyc hién theo cdic budc sau dé thém cdc header trang chdn/Ié khéc
nhau cho cdc tai liéu trén Word 2007:

1. Kich tqi bat kivi tri ndo trén trang 1.

2. Tai thé Insert, kich Header trong nhém Header & Footer.

3. Kich Austere (Odd Page) hay bét ki dinh dang Header ndio dé cho céc trang 8.

4. Phia duéi cong cy Header & Footer Tools, kich thé Design tab réi kich chon hop kiém Different
Odd & Even Pages tai nhém Options.

5. Kich ndt Next Section trén nhém Navigation.

6. Kich Header tai nhém Header & Footer.

7. Kich Austere (Even Page).

Tai liéu sau khi dinh dang trang chdn 1é header s& c6 dang nhu sau khi in:

N&u tai liu cia ban dé c6 mét header nhung chua dugc dinh dang phén thanh céc trang
chdn/18, ban khéng cén phdi xéa di va tao lai. Hay thuc hién theo céc buéc don gidn sau dé
chuyén headerci theo dinh dang chén/Ié:

1. Nhép dup chudt tai header trén tai lidu.

2. Phia duéi cong cy Header & Footer Tools, kich thé Design va chon hép kiém Different Odd &
Even Pages tai nhém Options.

3. Kich nit Next Section tai nhém Navigation.



4. Kich Header tai nhém Header & Footer.
5. Kich Austere (Even Page) hay bdit ki dinh dang Header ndio cho céc trang chén.

Ban cling c6 thé chon phén cusi trang (Footer) chdn va I8 trén tai liéu Word 2007. Hay thyc hién
céc buéc & trén va thay thé footer cho header.



