Soan thdo vdn ban

Tao dia chi hoi am trong Word

hung hoi thoai Envelopes and La-

bels trong Word 97 va 2000 (Tools.
Envelopes and Labels) tu dong dién

dia chi héi 4m ctia ban vao. Nhung

dia chi nay dudc lay tir dau? Va néu ban
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Hinh 1: Thay déi dia chi héi am don gian
bang cach chon Tools.Options.

khéng mudn cho déi tuong nao do biét dia
chi ctia ban thi sao? Ban c6 thé chon va go
dia chi méi khi muén thay déi dia chi mac
dinh.

Chon Tools.Options va nhan User Infor-
mation trong khung hai thoai Options. Go
dia chi mdéi vao trusng ‘Mailing address’,
x0a dia chi ca (hinh 1) réi nhan OK.

Luu y: Ban cting c6 thé thay déi dia chi
mac dinh ngay trong khung hoéi thoai Enve-
lopes and Labels, nhat la khi thay déi dia chi
tam théi. Chi cAn nhan vao nuit thich hgp khi
dugc héi c6 muébn luu dia chi méi thanh dia
chi mac dinh sau khi nhan nut Print trong
khung héi thoai nay.

Chen ngay thang

Ban c6 thé chén ngay thang vao tai liéu
béng cach chon menu Insert.Date and Time
r6i chon mét kiéu ngay thang ban thich, hay
cting c6 thé dung phim tat.

Word 97 & 2000: Bua con tré vao vi tri
ban muén chén ngay thang vao, nhan <Alt>-
<Shift>-D. Theo cach nay, ngay thang da
chén vao sé cap nhat méi khi nap tai liéu.
Muén ngay nay dudc cé dinh, nhan vao
trudsng nay lan nia réi nhan <Ctrl>-
<Shift>-<F9>. Muén thay déi kiéu ngay
thang mac dinh, chon Insert. Date and Time
r6i chon mot kiéu ngay ban muén va nhan
Default.

Tuy nhién, diém yéu ctia Targets 1a khi
mubn lam cong viéc sao chép téi thu muc
ma ban chua chi dinh cho Targets thi cac
thao tac c6 1é con mat nhiéu théi gian hon
thong thudng, vi vay toi quyét dinh st dung
StepUp'98.

Khai quat vé StepUp'98

- biém manh ctia StepUp'98 so v6i Tar-
gets 1a né co thé sao chép di liéu téi bat ki
thu muc nao, ngoai ra con hé trg nénva giai
nenfile, cit ciing nhu
néi file, truy cap
Internet nhanh, mé
Notepad, Control
Panel, Regedit... chi
bang dong tac nhan
chuot phai.

- Va cai dang noi 1a StepUp'98 con co tinh
nang “Folder Navigator” cho phépmé bét ki
thu muc nao cho du ban dang 6 dau.

- Vi muc “Designer” ban co thé tu dat
thém mét “menu” cta minh. Vi du: Néu
muén Win khong mé file .txt bang Notepad
ma bing Word chang han

Déi véi nhiing tay “ludi” tham chi khong
muén “dung” vao chuot cé 1é StepUp '98 van
chua dii va cai ho can co sé 1a WinGo ctia

Cac dia chi download:

Targets: www.moon-software.com
StepUp'98: www.chaosoft.com hoac www.pik.com
WinGo: www.metaproducts.com

MetaProducts Corporation.

Khai quat vé WinGo

- Khac voi Targets va StepUp'98,WinGo
cho phép truy xuat da lieu truc tiép tu
Desktop hay trong cac tng dung khac bing
phim nong.

- Ngoai ra, ban co thé tu thiét lap cac
cach truy xuat sao cho thuan tién nhat bang
cach chon muc Properties.

Mot diéu ma ban can Iuu ¥ 14 tat ca cac
phidn mém trén phai
dang ki st dung:

- Targets cho dung
tht 30 ngay, phi cho ban
dang ki 1a $15 USD véi
mot ban don

- StepUp'98 cho dung thit 14 ngay, phi
cho ban ding ki 1a $15 USD

- WinGo cho dung thit 30 ngay, phi cho
ban dang ki la $12 USD

Xin cAm on cac ban da quan tam téi bai
viét ctia toi, va néu cé v kién va nhu cau vé cac
phdn mém trén ma khong cé diéu kién vao
Internet xin lién hé véi t6i theo dia chi sau:
Ngé Vinh Hoang
32 Li Nam Dé - Hoan Kiém - Ha Néi
email: vhoang@vol.vnn.vn
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Thay déi dinh dang cot

Do6i khi ban can dinh dang 2 cét cho
phan dau mot trang va 1 cot cho phan con
lai, nhat 1a khi lam viéc v6i bao chi hoic cac
tai lieu d6 hoa. Word khong cé cach r6 rang
nao dé thuc hién viéc nay. Sau day la cach
dé va nhanh nhét dé thuc hién dinh dang
nhu thé trong Word 97 va 2000.
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Hinh 2: Dung mét tuy chon cua lénh Break.

bua con tré vao ngay truéc vung ban
muén dbi dinh dang, chon Insert.Break.
Trong khung hoi thoai Break (hinh 2), chon
Continuous dudi muc ‘Section breaks’ va
nhan OK.

Pbuong phan chia mau xam xuat hién.
Chon Format.Columns sau do chon s6 cot va
nhén OK. Cac tuy chon khéac ctia cot sé dudc
tu dong thiét dat chinh xac. Lap lai nhiing
budc nay méi khi can dinh dang s6 cot khac
nhau.®
Diém Trang
PC World My 5/2000

Xoa nhiing file sao luu khong cén thiét

Word 97 va 2000 cd thé tu dong tao ban sao luu
cac tailiéuban dama (chon Tools. Options. Save.Save
Autorecover info every:). Day |a y tudng tot gitip ban
phuc hdi lai phién ban trudc khi luu. Tuy nhién, mot khi
tai liéu da duoc hoan chinh, c4c ban sao luu s& chiém
mot luong dia cing quy gia cla ban. Mudn xéa ching,
vao Start.Find, go *.wbk trong truong Named ctia
khung hdi thoai Find va chon My Computer tir danh
sach ‘Look in’. Bay gi0, x6a nhiing file ban khang dung
nifa.

Bién soan hinh anh trong Word

(Gia strban nhap nhiéu hinh anh vao tai liéu Word
va thuong “khd s6” vi kha nang bién soan hinh anh
cia Word. Ban ¢ thé thiét1ap sao cho Word diing mot
trinh bién soan hinh anh khac bang cach: Gia sirban
da cai mot trinh bién soan hinh anh. Nap Word va
chon Tools.Options. Nhan muc Edit trong khung hoi
thoai Options. Nhan vao miii tén bén phai danh sach
Picture Editor d€ chon trinh bién soan hinh anh tir
danh séach nay. Vi du, khi nap Microsoft Photo Editor
3.0 cing vai Office 97, nd sé xuét hién trong danh
sach nay cung voi Microsoft Word. Sau khi chinh stra
hinh xong, nhan phim phai vao n6 va chon Edit

\Picture.
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