Soan thdo

Tao vién chir

ord 97 va 2000: Word 97 va 2000
c6 thé ké dusng vién cho mot khéi
text hoac tiing ky tu mot. Muén tao
vién cho mét chit, danh ddu cha do
r6i chon Format.Borders and Shading. Trong
khung héi thoai Borders and Shading (hinh
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Hinh 1: Ké khung cho cac déi tugng cua
Word dé dang bang khung héi thoai nay.

1), chon mét trong cac kiéu vién trong muc
Setting. Mudn tao vién cho mot hoic cac
canh ctia chti, chon hinh tugng Custom réi
chon mét trong s6 cac hinh hép ctia phan
Preview.

Ban c6 thé chon kiéu dusng vién trong
danh sach Style, chon d6 day trong danh
sach Width va chon mau trong danh sach

Hinh 2: Tim cac file DOS bang cach thay déi
thiét lap trong Windows Explorer.

Color. Vi Word 2000, chon More Line Colors
dé c6 nhiéu mau sic hon. Mudn t6 mau hoac
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tao bong md cho viing da dudc dong khung,
nhin muc Shading trong khung hoi thoai
Borders and Shading. Sau do chon mau va
mau nén (pattern) rdi nhan OK.

Xem vin ban qua rong

Khi xem van ban duoc dinh dang theo chigu ngang
clia trang gidy hodc duoc hién thj trong clia s6 thu nhd,
thudng réat kho nhin nhiing chi 6 s&t 18 phai man hinh.
Mudn xem van ban 6 kich thudc ding ctia nd goi gon trong
man hinh, chon View.Online Layout trong Word 97 hoac
View.Web Layout trong Word 2000. Mudn xem toan van
bén véi kich thudc nho hon, chon View.Zoom rdi chon
Page Width trong khung hoi thoai Zoom va nhan OK. Ti
|8 xem nay khong &nh huong gi dén viéc in an.
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Xem file DOS trong Word

Cac file c6 phan mé rong khong theo
chudn sé khong xuat hién trong khung hoi
thoai Open ctia Word 97 va 2000. Muén
Word hién thi chiing, mé Explorer, chon
View.Folder Options va nhdn muc View
trong khung hoi thoai Folder Options. B
chon muc Hide file extensions for known
file types trong hop ‘Advanced settings’
(hinh 2). Muén 4p dung thiét 1ap nay trén
toan PC, nhan Like Current Folder rbi
nhén Yes.
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