Header & Footer



Tab Insert — Header & Footer Page Number

rge | Page Number — Ddnh sé trang

Number v

Top of Page > | Top of Page — Trén déu trang (Header),

[#] Bottom of Page > | Bottom of Page — Du¢i chdn trang (Footer),

Page Margins > | Page Margin — Hai bién gidy (Left, Right Margin),
[ current Position > | Current Position — Vj tri cursor dang &

k% Format Page Numbers.. | Format Page Number — Bjnh dang s6 trang,

Y Remove Page Numbers | Remove Page Numbers — Xod ddnh sé trang




Tab Insert — Header & Footer Page Number

Page
Number v

Ez Format Page Numbers... |

Page Number Format ? X -1--2--3-.. | Cdc kiéu sé trang

/' ab,c ..
Number format: | §HEPEEE v A BC ..

L i, i, i, ...

D Include chapter number AL, ..

Chapter starts with style: | Heading 1 v
Use separator: - (hyphen) |V
Examples: 1-1, 1-A
Page numbering Page Numbering — kiéu ddnh sé thur tu:

® Continue from previous section Continue from previous section — tiép tuc vdi section trwdc,
O Start at: : < '\ s a P
‘ Start at — bat déu vdi (nhép s6)

(0]¢ Cancel




Tab Insert — Header & Footer Current Position

Current Position — cho phép ngudi diing chén sé trang ngay tai vi tri cursor du dang & bét ky
Page vi tri nao (header, footer, néi dung védn ban, thdm chi I ca trong textbox)

Number v

@ Current Position

Ddt cursor tai vi tri muén chén sé trang
» Current Position » Plain Number

Ban dang xem trang: ‘

Ban dang xem trang@

Page 50f5 Line:1 5words English (United States) @ Status Bar



Tab Insert — Header & Footer

5

Header

v

Built-in

Blank

[Type here]

Blank (Three Columns)

[»]

[Type here] [Type here]

Austin

[Type here]

[Document title]

Banded

DOCUMENTTITLE]

Facet (Even Page)

r

@ More Headers from Office.com

B Edit Header
E‘( Remove Header

E{%ﬂ Save Selection to Header Gallery...

=)

Footer

Built-in

Blank

[Type here]

Header and Footer

Blank (Three Columns)

[Type here] [Type here]

[Type here]

Austin

Banded

Facet (Even Page)

[Author name] | [SCHOOL)

@ More Footers from Office.com
@ Edit Footer
|:=‘§'< Remove Footer

D% Save Selection to Footer Gallery...




ToolTab Header&Footer Edit Header and Footer

Edit Header | @ Edit Footer |

Header & Footer I

A ﬁ . . [ Previous Different First Page & Header from Top: (0.5" z
B = E 6 . X
® 1 ~& ~

- ) ) E'_) Next Different Odd & Even Pages Footer from Bottom: | 0.5" .
Header Footer  Page Date & Document Quick Pictures Online Goto Goto ) Close Header
v v Number v Time Infov Partsv Pictures | Header Footer é] Link to Previous | Show Document Text ﬂ Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close
L 1 Z 1 2 3 N 4 5 6 & 7

Tinh ndng Edit Header kich hoat viing Header/Footr va bdt tooltab Header & Footer



B @ @ :E] E E‘@ |_;|<—Previous Different First Page gHeaderfrom Top: |0.5" : : ><

E'_) Next Different Odd & Even Pages E Footer from Bottom: |0.5" .
Header Footer  Page Date & Document Quick Pictures Online Goto Goto ‘ Close Header
v v Number v Time Infov Partsv Pictures ler Footer é Link to Previous v| Show Document Text ﬂ Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close

Ddng tooltab

v

Thiét lap vi tri

v

Tuy chon hién thj header/footer

v

Diéu hwdng tdi/lui header/footer

v

Chén cdc déi twong vao header/footer

v

Cung cdp cdc méu header/footer c6 san



ToolTab Header&Footer — Group Insert

d

Time

= § &R

Date &|Document Quick Pictures Online

Infov  Parts v Pictures

Cdc dinh dang thoi gian cd sén

Date & Time

Date and Time ? X
Available formats: Language:
“ | English (United States)  ~ | Chon ngén ngi¥ hién thi

Saturday, October 9, 2021
October 9, 2021
09/10/21

2021-10-09

9-Oct-21

09.10.2021

Oct. 9, 21

9 October 2021
October 21

Oct-21

09/10/2021 3:22 PM
09/10/2021 3:22:43 PM
3:22 PM

3:22:43 PM

15:22

15:22:43

[:] Use full width characters

() Update automatically

Set As Default

S dung dung dé réng ky tu,
Cap nhat tw déng




ToolTab Header&Footer — Group Insert

G| =0 |E] BD 7g

Date &|Document| Quick Pictures Online
Time Info v |Parts v Pictures

Author
File Name
File Path
Document Title
w1 Document Property >

= Field...

Ban doc xem Document Info, Document Property va Field tai:

Tab Insert — Group Text

Quick
Parts v

= DocumentProperty | Document Property — chén cdc thuéc tinh cta vén

Abstract

Author
Category
Comments
Company
Company Address
Company E-mail
Company Fax
Company Phone
Keywords
Manager
Publish Date
Status

Subject

Title

Cdc thudc tinh nay duoc nhap tai:

Properties v
Size

Pages

Words

Total Editing Time
Title

Tags

Comments

Related Dates
Last Modified
Created

Last Printed

Related People
Author

Last Modified By

Show All Properties

Document Info

Document Property

Not saved yet
1

2

91 Minutes
Add a title
Add a tag

Add comments

Today, 1:40 PM

“Pham Khanh

Add an author

Not saved yet




ToolTab Header&Footer — Group Insert
= = (B 3

Date & Document| Quick |Pictures Online

Quick Parts

Time Info v |Parts v Pictures
21 AutoText >
[& Document Property > | Ban doc xem Quick Parts tai:

= Field.. Tab Insert — Group Text Quick Part
B Building Blocks Organizer...

- Quick
H Save Sel on to Quick Part Gallery

oies | Quick Parts — chén/tgo cdc thanh phén thudng xuyén st dung/ sir dung nhanh trong Word

21 AutoText > | AutoText — déi tugng (thudng la vdn bdn) dwoc tao va thém vao Building Blocks

> | Document Property — chén cdc thudc tinh cda vdn bén (tdc gid, tiéu dé,...)
Field — chén cdc thuéc tinh khdc cua vén bén

E] Document Property

= Field...

B Building Blocks Organizer...

Building Blocks Organizer — quan ly building blocks
Bl s

Save Selection to Quick Part Gallery — luu viing chon vao thu vién building blocks
(tinh ndng chi séng dén khi cé déi twong dugc chon)




ToolTab Header&Footer — Group Insert

¢ = 5

Date & Document Quick

Time

Info v

Parts v

El;' E@
Pictures Online
Pictures

Ban doc xem Pcitures taqi:

Tab Insert — Group lllustrations
~ ~

Pictures Pictures

v v

Insert Picture From Insert Picture From

F3 This Device... P This Device

Fal Stock Images... RJ OneDrive
B( Stock Images

P& Online Pictures...

b Bing Pictures

This Device — hinh c6 sdn trong mdy
Cé Stock Images va Online Pictures
déu tim kiém hinh online

Word bdo 18i khéng thé tim hinh online vi mdy tinh khéng két n6i mang

You need an internet connection to insert stock images.

While you are offline, you can insert images from your computer.

Picture néu dwoc chén tai header/footer thudng la logo cé nhén/ céng ty

J
o o
t‘\/ Pictures

Photo Browser...
Fch Picture from File...
P& Online Pictures...

Photo Browser — chén hinh tir trng dung Photo

4

*




ToolTab Header&Footer — Group Navigation
E |_E|<_Previous

=5 Next
Go to D) ex

Footer 5

Go to Header — di chuyén 1én Header, néu cursor dang ddt tai Footer,
Go to Footer — di chuyén xuéng Footer, néu cursor dang ddt tai Header,
Previous — |én header/footer cua section lién trudec,

Next - t&i header/footer cura section lién sau



ToolTab Header&Footer — Group Options

Different First Page Different First Page — header/footer tai trang ddu tién khdc vdi cdc trang con lai,
Different Odd & Even Pages | Djfferent Odd & Even Pages — header/footer tai cdc trang chan va Ié la khdc nhau,
v Show Document Text Show Document Text — hién thj ndi dung vdn ban khi thiét IGp header/footer (mdc dinh hién thj)
v Different First Page v| Different Odd & Even Pages|
[ First Page Header| I T A e
. Odd Page Header | Even Page Header |

 [[First Page Footer | Odd Page Footer | _|Even Page Footer |




ToolTab Header&Footer — Group Position

£ Header from Top: 05" C | Header from Top — khodng cdch giita header vdi 1€ gidy trén,
Footer from Bottom — khodng cdch giita footer vdi 1€ gidy dudi,

£ Insert Alignment Tab Insert Alignment Tab — chén thém tab cho header/footer

< >

E Footer from Bottom: 0.5"

Header from Top: 0.5” Header from Top: 0.2” Footer from Bottom: 0.5” Footer from Bottom: 0.2”

| ‘ Footer -Section 1- ‘

| | Footer -Section 1- |

Header -Section 1-

| Header -Section 1-

T apeaewd TAB HOME — GROUP PARAGRAPH



ToolTab Header&Footer — Group Position

E Header from Top: 0.5"
E Footer from Bottom: 0.5"

ﬂ Insert Alignment Tab

Ban doc xem Insert Alignment Tab tai:

Tab Home — Group Paragraph | EXPERT

Tabs tao cdc dwong dén dwa cursor dén vi tri
nhdp liéu mong muén mét cach nhanh chdng
trén mét dong vdn ban

Paragraph ? X
Indents and Spacing  Line and Page Breaks

General Tabs ? X

Alignment: N

Tab stop position: Default tab stops:
Qutline level: | Body Text ~ | (] Collapsed by default | o =
Indentation Tab stop position — diém dirng sau khi tab | Emcspmoedmms
et N pecl o (noi bét dau nhdp liéu)
Right: 15 (none) v =

() Mirror indents

Alignment — cdin 1€ ngay tai diém dirng tab: | Aignment

Spacing N
Before: opt o Line spacing: At Deamal i O Left O center ) Right
After: 20pt o Multiple v s S Ba" = O Decimal O Bar
() Don't add spage between paragraphs of the same style \ \ P

ot g spasebesieenpeagrphs o e same o1 Leader — tgo dwong dén tir vj tri bdt déu tab | <%
e dén diém dirng tab | © 1Nere Oz.... Oz
O4__ O 5 o
L
TR T Set — thiét lap tab, set Clear Clear &l
T e T Clear — xod tab dugc chon,
Clear All - xod tét cd cdc tab Cancel

Tabs. Set As Default oK Cancel




