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BAI 10 NGAY 1.3.2009 UTBINH SOAN

CO LE TRONG CUOC SONG HANG NGAY CAC BAN CUNG GIONG NHU UTBINH LA
THUONG HAY PANH MAY BANG CHUONG TRINH GO UNIKEY VA SU DUNG WORD 2007
VA NHAT LA POI KHI LAP BANG DANH SACH VA TAO TABLE . POI VOTI KHO A4 NAM
PUNG VIEC TAO TABLE THAY KHONG CO GI TRO' NGAI , TRONG VAN VUA Y KHI CUOI
TABLE CACH PAY TRANG VUA PHAI DE CANH CHINH . NHUNG KHO A4 NAM NGANG
VIEC TAO TABLE RAT KHO . MEP PHAI CUA TABLE KHONG CANH PUQ'C CAN XUNG VOT
MEP TRAI . MEP PHAI THUONG CACH RIA GIAY A4 NHIEU HON MEP TRAI . PIEU NAY
LAM BAN BUC MINH VUA THAY KHONG DPEP VUA KHONG BIET LAM SAO CHO CAN POI
CO KHOANG CACH CACH RIA PHAI VA TRAI BANG NHAU .

Sau day la hinh minh hoa khi tao 1 Tab ban dau :
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Co lé cac ban giong utbinh la thudng it khi quan tam dén cac cong dung rat nhiéu cua
Word va Windows vi khi mé may vi tinh 1én 1a cir g6, c(r nhép it khi chiu tim hi€u thém
can ké cac chirc nang tuyét vai cua ching . utbinh khuyén ban nén tap s dung Word
2007 n6 hay hon 2003 nhiéu do tién sir dung truc quan va c6 nhiéu cai méi . Viéc canh
chinh Ié nay lién quan dén PAGE SETUP . Cac ban c&fr mé né ra r6i thir nhap so liéu va
chon lua bda xua d€ cudi ciing ra két qua theo y ban mudn . utbinh xin cung cdp cho
ban 1 kinh nghiém ma utbinh mo ra dudc dé cac ban ap dung dé mat thai gid .

1.TAB PAGE SETUP :

Bay gid ban mé Word 2007 > Nhap Tab Page Layout > Nhap ndt xd xudng day Phai
cua Page Setup > Hién ra Bang Page Setup c6 3 Tab chu yéu dé ban vao dé nhap s6
liéu va lua chon .
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2.TAB MARGINS :

Nhap Ién Tab Margins , chon cac tuy chon theo Hinh , xong nhap Tab Paper :
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2.TAB PAPER :

Tab Paper dudc mé ra , chon cac tuy chon theo Hinh , xong nhap Tab Layout :
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2.TAB LAYOLUT :

Tab Layout dudc ma ra , chon cac tuy chon theo Hinh , xong nhap Nut Default >
Yes :
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Ban can phai ré mép Phai cua Table ra ding vi tri 11. > Sau dé nhap Nat Save.
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Bay gicd ban tién hanh in tai liéu nay sau khi da hiéu chinh xong , ban sé thay két qua
khoang cach trong bén mép Trai sé bang véi khoang cach trong bén mép Phai .

BAY GIO CO LE BAN CUNG GIONG NHU UTBINH LA PA NAM PUQOC MOT
SO KHAI NIEM VE VIEC PIEU KHIEN TAO TABLE THEO Y MINH . MUON NO
PHINH RA TOP VO THE NAO CUNG PUOC . NHAN TIEN NAY BAN THU TIM
HIEU HET CAC CONG DUNG CUA PAGE LAYOUT XEM SAO . NO CO NHIEU
DIEU THU VI DPANG CHO DON BAN PO .

MOT BAN XEM 9 BAI VIET TRUOGC PAY LIEN QUAN PEN WORD 2007 CUA
UTBINH SOAN THAO BANG CACH NHAP LINK DUOT PAY (5.584MB) :
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