Kinh nghiém sir dung Word hiéu qua
ban can

Word 13 mot tng dung vin phong c6 trong b office ma chic chin ban da ting it nhit mot lan
sir dung, mot chuong trinh soan thao hang dau cua hing cong nghé ndi tiéng Microsoft. Hién
nay, theo minh thay thong dung nhét van 1a Word 2007, con Word 2003 di bi khai tir nhung van
con duoc st dung kha nhiéu, Word 2010 va 2013 thi hoi nang may. Noi chung ban sur dung
phién ban nao thi van c6 nhing tinh nang va cach sir dung twong tu nhau chi khac vé giao dién
thoi.

1/ Cai thém Fonts chir cho Word

No6i chung 13 néu chiing ta cai thém Fonts thi s& ¢ hiéu luc cho tit ca cac ing dung ¢d trong bd

Office chir khong riéng gi Word. Ttrc 1a khi ban cai thém 1 Fonts chttr mé&i thi nd s€ c6 mat trén

Word, Excel, PowerPoint, Access..

C6 rat nhiéu Fonts chir dep ma & bai viét trude Blogchiasekienthuc d3 ewri t&i céc ban, ban ¢o

thé vao day dé tai vé va cai dat (d3 c6 hudng dan rit chi tiét rdi nhé)

http://blogchiasekienthuc.com/font-chu/
2/ Chong Copy va chinh sira trén file Word

Vimoét 1V do ndo dé ma ban khong muon cho nguoi khac copy ciing nhu chinh stra bai viét cua

minh, tinh ning nay chic hin di qua quen thudc véi nhitng file PDF, nhung trén Word neudi ta

thudng it stt dung tinh ning ndy va minh ciing thy trén mang ¢6 it huéng din. Minh s& huéng
din trén Word 2007, Word 2010 va 2013 lam tuong tu nhé. Dé chéng Copy va chdng chinh stra

file Word ban lam nhu sau:

Budc 1: M file Word ma ban mudn dit thudc tinh chdng copy va chinh sira 1én.

Budce 2: Ban nhan vao ” Review ” trén thanh menu sau do tim dén file “Protect Document” (c6

biéu twong hinh céi khoa vang d6) sau dé tich chon vao dong > Restrict Formatting and Editing ”
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Budc 3. Xuat hién mot hop thoai & phia bén phai sau d6 ban 1am 14n luot theo cic budc sau:

> Tich vao dong ” Allow only this type of editing in the document ”

> Chon Filling in forms

> Sau d6 nhin vao ” Yes, Start Enforcing Protection ”

1. Formatting restrictions
Limit formatting to a selection of
mnthuc.com

[¥] Allow only this type of editing in
the document:

T |

later)
| Yes, Start Enforcing Protection |

Tiép theo s& xuit hién mot bang dé ban nhap mat khdu dé dam bao khong ai ¢b thé copy ciing

nhu chinh stra duoc file word cua ban.




Start Enforcing Protection R

Protection method = =
blogchiasekienthuc.com
@ Password

(The document is not encrypted. Malicious users can edit the
file and remove the password.)

Enter new password (optional): sessssceee }

Reenter password to confirm: {{uuuuu }

User authentication

(Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)

Lok | [ concel |

Ban nhap Password vao 0 ” Enter new password ” sau d6 nhép lai password vao 0 ”” Reenter

password to cofirm > sau d6 nhin OK. Ban nén copy va luu ra mot ban chinh dé tranh trudng

hop “gdy dng dap lung dng” nhé. Ching may lau 1au khong st dung lai quén MAat khau thi
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kho

Dé bé tinh ning chdéng copy va chinh stra thi ban thao tac twong tu nhu lac dit. Sau dé nhin vao

> Stop Protection > sau d6 nhap mat khau vao dé khoa.
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