MS WORD: TAO TIEU DE TRANG (HEADER) VA CHAN TRANG
(FOOTER)

2. Nhép néi dung tiéu dé trang & chéan trang. Chi tiét chic néing vé thanh céng cy Header va
Footer nhv sau:

1. Vao View \ Header and Footer

(Anh: QuanTriMang)

=> Xuét hién thanh céng cy Header and Footer

(Anh: QuanTriMang)

2. Nhép néi dung tiéu dé trang & chéan trang. Chi tiét chic néing vé thanh céng cy Header va

Footer nhu sau:
Insert Auto text: Chén ndi dung ty déng

- - PAGE - : - Chén s6 trang — - Author, Page #, Date: Chén t&n mdy tinh, s6 trang, ngdy thang
ndm (l&y theo ngay hién thi trén mdy tinh).- Confidential, Page#, Date: Chén Confidential, s&
trang, ngdy thdng ndm.- Created by: Hién thi “Created by: t&n mdy tinh”- Created on: Hién thi
“Created on: ngdy, thdng, ndm, gid” (ngay thiét [&p mdy tinh)- Filename: Tén file- Filename and
path: Duong dan cla file va tén file- Last Printed: Hién thi “Last printed ngdy, thdng, ndm, gio”.
(ngay thiét lap mdy in)- Last saved by: Hién thj “Last saved by tén ddt khi cai windows” - Page x of
y: Trang th x trén t8ng 8 y trang cua file.

- Chén s& trang

- Chén tdng 8 trang cda file

- Ty dénh s8 trang bét dau tuy thich.

- Chén ngay, thang, n&m (tinh theo ngdy hién tqi trén mdy tinh)

- Chén gi& hién tqi trén mdy tinh

- Binh dang lai kich thuéc header & footer va [é trang

- An / hign néi dung file khi tao néi dung header & footer

- Same as previous: Hién thi néi dung header & footer gidng file truéce

- Di chuyén gitra Header véi Footer

- Quay lén trang truéc trang hién tai

- Hién thi trang sau trang hién tai

- Thiét l&p mét s6 tinh nang khéc cho thanh cdng cy Header and Footer.
Trudng hop mudn cé dudng gach ngang cung véi ndi dung Header & Footer, ban hay dung thanh
v& cia MS Word la Drawing nhu binh thuong, vé mét dudng ngang & vi tri phu hop (vi du):

(Anh: QuanTriMang)

Close: Thodt khdi man hinh tao header & footer. Sau khi tao xong néi dung header & footer ban
c6 thé kich dip chust ra man hinh ngi dung trang dé thodt.

* Truong hop ban mudn nhép néi dung Header & Footer cla trang chén, trang 18 khéc nhau:



1. Vao File \ Page Setup

(Anh: QuanTriMang)

=> Xuét hién hép thoai Page Setup \ chon thé Layout:

(Anh: QuanTriMang)

2. Tai myc Headers and Footers:

b Different odd and even: Lva chon viéc nhdp néi dung Header & Footer cda trang chdn, trang 18
khac nhau.p Different first page: Lya chon viéc nhép néi dung Header & Footer trang déu tién cia
file khac véi moi trang.

3. Sau dé ban nhap lai néi dung Header & Footer cta trang chdn, trang 18 riéng.
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