Hudng dan dénh sd trang trong Microsoft word tU trang bat ky 2003
2007 2010

[@]{ VnTim™} D4nh s6 trang trong word 1a mOt yéu ciu bat budc khi ban viét bdo céo,
ludn vin, ti€u ludn hay bat ct mOt viin ban nao. Nhung mo6t s6 ban chua biét ciach
danh s6 trang trong Word nén sau ddy minh xin hudng dan cdc ban thU thudt nay.
ThuOng ludn vin yéu cau khong danh s0 trang cic phan nhu muc luc, danh sich cic
bang...ma sO trang 1 phai bat dau tUr trang bat ddu ndi dung ludn vin (dat van dé) hay
danh tU trang bat ky bo trang dau vv., cdch nay huéng dan céch danh sO trang binh
thudng va danh tU trang th( 2 hay tU trang bat ky trong Word 2003 2007 2010.

Poi v6&i Microsoft Word 2003.
D& danh s0O trang cho tai li€u, ban chon menu Insert > Page Number d€ hién h0p
thoai Page Numbers.

Page Mumbers r>__<|

Position: Preview

| Boktom of page (Fooker)

Aligriment;
Right v

Show nurmber on first page

o (oo

Muc Position cho phép ban chon

+ Bottom of page (Footer): Pat sO trang & dudi mOi trang.

+ Top of page (Header): Dat s trang & trén mOi trang.

Muc Alignment:

+ Left: canh 1€ tréi sO trang.+ Right: canh 1€n phai.

+ Center: canh gilta hai bén.+ Inside: s trang dugc dat & bién trong d0i vdi trang 1€
va trang chan.

+ Outline: s6 trang dugc dat & bién ngoai d0i v3i trang 1€ va trang chan.

Vi moi tity chon ban c6 th€ xem trudc cich hién thi & khung Preview, cudi cling
nhdp OK d€ xac nhan.


http://vntim.blogspot.com/2011/05/danh-so-trang-trong-word-bat-ky-bo-dau.html
http://vntim.blogspot.com/2011/05/danh-so-trang-trong-word-bat-ky-bo-dau.html

Show number on first page: Cho hi€n thi/an dinh sO trang & trang dau tién cUa file.
Niit Format... M& hOp thoai Page Number Format - MOt sO cin chinh cho viéc danh

sO trang:

Page Number Format

Mumber format:

[ ] Indude chapter number

Page numbering
'D' Continue from previous section

{(*) startat: |1 &

5

I K l[ Cancel ]

Number format: Ki€u danh s (1,2,3,...;-1-,-2-,-3-...;a,b,c,...)
Include chapter number: Chén thém th(r tu dé& muc
Page numbering: SO th(f tU trang dang ddnh (trang bat dau danh s6 trang):

Mac dinh cUa ché d0 danh sO trang 1a bat dau tUr trang sO 1, néu ban khong mudn s
bat dau 1a sO 1, ma 1a sO 6 thi nhap vao 6 Start at sO 6 (Chii y: Néu dénh s6 trang bat
dau tUr sO 6 thi trang dau tién s€ dugc danh sO 6, ltic nay n€u ban dat 1€nh in Ia trang
sO 1,2, 3,4, 5 thi mady in s€ khong doc dugc dé in).

Chon niit OK d€ hoan thanh viéc ddnh s0 trang.

Panh s6 trang trong Word 2007
DE dédnh sO trang cho 1 file viin ban trong word 2007 ban c6 th€ thuc hién theo hudng

dan sau cUa minh.

Budc 1:
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Hodc chi ti€t hon xem hudng dan sau:

DPau tién ban c ddnh sO trang nhu binh thuOng:

Tab Insert> Page Numbers> Chon vi trf hién thi, & day hudng dan page numbers 6
bottom nhu hinh:

This image or video is currently unavailable.
ERER BRI,
Diesas Foto ist gegenwartig nicht verflgbar.
Esta foto no esta disponible por el momento.
Cette photo n'est actuellement pas disponible.
O] AFEE ST APEE 5 GlEL
La foto non & attuaimente disponibile.

Esta foto ndo esta disponivel no momento.

flickr


http://farm3.static.flickr.com/2628/3738488890_72d53f2242_o_d.jpg

Ti€p theo nhap chudt vao phan ban mubn s trang 1a 1, vao Page
Layout>Breaks>Phan Sections Breaks>Next Page nhu hinh:

This image or video is currently unavailable.
ERER B8R,
Diesas Foto ist gegenwartig nicht verflgbar.
Esta foto no esta disponible por el momento.
Cette photo n'est actuellement pas disponible.
Of AtE 2 S ALEE S glguoh
La foto non & attuaimente disponibile.

Esta foto ndo esta disponivel no momento.

flickr

Kéo xulng culi trang vUira rdi, nhdp vao phan Page Number, ban s€ thdy hi€n thi bén

g6c phdi Same as Previous, to den sO trang va bo chon Link to Previous bang cich nhap

vao Design>Navigation>Link to Previous, nhu trong hinh dudi day 1a Iic chua b

chon Link to Previous, khi nhap vao phan géc phai s€ khong con dong chit Same as

previous n(fa



This image or video is currently unavailable.
ERMAEBNFAA,
Diesas Foto ist gegenwartig nicht verflgbar.
Esta foto no esta disponible por el momento.
Cette photo n'est actuellement pas disponible.
Of AtE 2 S ALEE S glguoh
La foto non & attuaimente disponibile.

Esta foto ndo esta disponivel no momento.

flickr

Ti€p tuc ban chuyé&n sO trang, nhu & ddy 1a tlr 6 thanh 1: Van d€ chult trong Page
Footer, Vao Design>Header &Footer>Page Number>Format Page Numbers...Chon
nhU hinh:

This image or video is currently unavailable.
ERER BAIAEIA,
Dieses Foto ist gegenwdartig nicht verflgbar.
Esta folo no esta disponible por &l momento.
Cette photo n'est actusllement pas disponible.
O] AELE S AHEE = gl
La fote non & attualments disponibile.

Esta foto ndo estd disponivel no momento.

flickr

Cu0i cling ban chuy€n 1én footer cUa trang truGc d6, & day 1a trang 5, nhdp ddi vao



phan s0 trang, Vao Design>Header &Footer>Page Number>Remove Page

Numbers...

Pinh sO trang trong Word 2010
B1: Tru@c hét ban chia vin ban thanh 2 section vGi section 1 12 4 trang dau khong

muon xudt hién sO trang, section 12 phan con 1ai ma ban mubn d4nh s trang
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] Text Wrapping =]
I y=|  Separate text around objects on web -
2| Ppages, such as caption text from body text 28
section Breaks 30

Mext Page
Insert a section break and start the new
section on the next page.

[T

Continuous
Insert a section break and start the new
section on the same page

Even Page
Insert a section break and start the new
section on the nest even.numbered page.

EWBE I

Ogdd Page
Insert a section break and start the new
section on the next odd-numbered page.
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Situation and needs of HIV/AIDS infected and affected children in ;
Matinanal Dadiatric Hacnitale in Hanni and Ha Chi Minh Citu . . L
Page:3 0130 | Words: 7,745 | < English (U.5) BEHNE E = 100% (=) L {+)
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B2: Sau khi chia section, ban vao phan footer cUa trang ma ban mu®n bat ddu danh s
trang (3 section 2) va luu ¥ khong chon Link to Previous. Muc dich 1a d€ viéc danh s
trang & footer cUla 2 section khong lién quan dén nhau. Tuong tU v&i header n€u ban
muOn dat title cho tUng chapter, tUng phan hay section riéng biét trong vin ban
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Insert

Link to the previous sedion so that
the header and footer in the
curment section contain the same

. To content as in the previous section.

bag

re under treatment at National Pediatric hospital
@) Press F1 for mare heip.

ed by PEPFAR such as (1) food and nutrition; (2)

shelter and care; (3) protection; (4) health care; (5) socio-psychological support; (6)

tion and vocational tr,

To assess the needs of OVC caregivers, health service providers, and support

services, and difficulties experienced by these key informants

To observe OVC drop-in-centers outside of CARE program for a richer comparative
analysis of OVC and caregivers’ needs in Hanoi and HCMC.

To analyze the reality of OVC based on core services mentioned above

B3: Pdnh s0 trang nhu binh thudng & trang viin ban ban mu6n
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Nhu trén minh dd hudng dan cdc ban danh s6 trang trong Microsoft Word 2003 2007 va
2010 nhung trong Microsoft Word 2007 va 2010 thi minh dung céch chia thanh nhiéu
section vay trong Microsoft Word 2003 c¢6 lam dugc nhu vay khong, minh trd 10i ludn

12 ¢6 va huGng dan ludn.

Gia sU minh c6 mOt vin ban 8 trang. Minh muOn danh sO trang tU trang 3 d€n trang 6
(nghia 12 trang 3 hi€n thi s6 trang 12 1, trang 4 hi€n thi sO trang 13 2, trang 5 hi€n thi s&
trang 12 3, trang 6 hi€n thi sO trang 1a 4).

PE& thuc hién di€u nay thi gilra trang 2 va trang 3, tao mOt section break (next page),
gi(ra trang 6 va trang 7 cling tao mOt section breack (next page). NhU' vay ta c6 3 section
tat cd (section 1 gOm trang 1 va trang 2, section 2 gOm céc trang 3, 4, 5, 6; section 3
trang 7 va 8).

Dudi dang normal view thi trong giOng thé nay:
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Bay gi®, thi d4 rd hon rOi. Minh sé chi danh s6 trang cho section 2 thdi. Pac con trd
vao ving thulc section 2, rdi vao "insert" => "page number". NhG bo tity chon

“Continue from previours section” va chOn "start at" 1

Page Mumber Format rg|
Murmber format; | w |
[]1incude chapter number
Chapker starts with stvle  |Heading-d
narakor {hvphen

1-1, 1-4

Page numbering

=i = === et

e
L F; ][ Cancel J

Nhu thé€ 1a xong section 2. Nhung mdc dinh, word né 1ai danh s cho cd section 1 va

section 3 nifa. ching ta s& phai x6a né di. minh s& cho hién thi header and footer 1én. O
trén footer (gid sU ta danh sO trang G footer) cUa trang 3, bd tity chon “Link to

previous’.

[Header and Footer
In;_e:l'_ futaText =

EFEIEEEE

Tudng tU trén footer clla trang 7, biy gi® thi minh c6 th€ xéa sO trang trén section 1 va

section 3 (ma ko dnh huéng dén section 2).
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Dén day 1a ok rbi. Lam muc luc tu dOng né ciing s€ hién thi ding...

VnTim™ than chio cdc ban, chic c4c ban trinh bay dugc trang Word dep nhu'y.

Va néu thdy hay hay chia s v4i moi ngudi nhé, chii y theo doi blog clla VnTim™ dé
c6 cap nhét nhitng thU thudt hay (cic ban cé thé€ theo ddi qua mail hay trang facebook
cla VnTim™ qua hOp "Ké&t nGi v&i VnTim™ bén tay phdi")

Theo http://vntim.blogspot.com/2011/05/danh-so-trang-trong-word-bat-ky-bo-dau.html
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