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1. MICROSOFT WORD (NC)
1.1. Chia Sé Va Bao Quan Dir Liéu
Chuong nay giup ngudi hoc nang cao k¥ ning chia sé va bao quan dir ligu, biét cach
tdy chinh Ribbon va Quick Access Tool Bar, tao kiéu mau cho tai liéu. Cudi chuwong gido
trinh s& cung cip mot s6 cach 1am danh thiép, mau don xin viéc trong ngan hang... Cu thé
ngudi hoc s& duoc tim hiéu ki vé cac noi dung:
4 Cau hinh tay chon trong Word
+ Thiét 1ap ché @o bao vé tai liéu
£ Thiét 1ap kiéu mau cho tai liéu
1.1.1. Cau Hinh Tuy Chon Trong Word
+ General
Dé dinh dang dir liéu mot cach nhanh chéng: Thay doi font chit, ¢& chit, mau chit...
khi chiing ta boi den mot doan van ban nao do, word cung cap mét céng cu thu nho dé hd tro
chung ta 1am diéu nay (hinh 1.0):

Times Me = 18 = A" o7 I £
B/ UBWY-A-J

Treomg Pai Hoe Cong Nghé Pong Nai

Hinh 1.0
Mic dinh khi cai dit Microsoft Office cong cu thu nhé nay da duoc hd tro, nhung
trong mot sé truong hop néu nhu céng cu thu nho nay khdng hién thi thi ta s& mé man hinh
Word Option 1én dé thiét 1ap, & day gido trinh hudng dan 2 cach:
- Céch 1: Vao Tab File / chon muc Options
- Céch 2: Nhan t6 hop phim Alt+F+T

Man hinh Word Options s& hién thi ra nhu bén dudi (hinh 1.1):
Word Options ? “

r.‘“ General options for working with Word
o

Proofing User Interface options

Show Mini Toolbar on selection

Always use these values regardless of sign in to Office.

No Background | v
Light Gray| v

Start up options

Choose the extensio
Tell me if Micro:

Open e-mail attachments and other uneditable files in reading view

ou want Word to open by default: | Default Programs...
Word isn't the default program for viewing and editing documents.

Show the Start screen when this application starts

Cancel

Hinh 1.1
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Ta tick vao chon lya “Show Mini Toolbar on selection” trong tab General rdi nhan nat

OK.
+ Display

Trong qua trinh soan thao vin ban khong tranh khoi nhitng sai s6t vé ky thuat, Word
cung cap cho ching ta cach nhin tong thé vé ky thuat soan thao dé ching ta c6 thé stra chira
nhitng 16i k¥ thuat nay maot cach chinh xac:

Word Options

7 IEl|

General

Display

Proofing

Save

Language

Advanced

Customize Ribben
Quick Access Toolbar
Add-Ins

Trust Center

E\ Change how document content is displayed on the screen and when printed.

Page display options

Show white space between pages in Print Layout view (.
Show highlighter marks
Show decument tooltips on hover

Ahways show these formatting marks on the screen

[[] Tab characters -
[] Spaces

[ Paragraph marks T
[] Hidden text abc
[] Optional hyphens hl

Object anchors
[ Show all formatting marks

Printing options

Print drawings created in Word

[ Print background colors and images
[] Print document properties

[] Print hidden text

[[] Update fields before printing

[] Update linked data before printing

Cancel

Hinh 1.2

Tai trang Display, ta tick vao “Show All formatting marks”, hoic ta c¢é thé chon

bidu twong T truc tiép trong man hinh soan thao:

m HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIE}
g e i ol ) — L= e r— A
[T Calibri (Body) ~|11 ~ A a Aa- A = v iz v o EE3S :1 q
L= u - : A-Ww. A |lE=== 12 & T
. ¥ Farmat Painter S L - -4 - E
Clipboard i Font a Paragraph M

Hinh 1.3

Hinh 1.4 12 vi du cho ching ta biét cac ki thuat dugc sir dung trong qué trinh soan thao:

--2---“--1---|---2---|---3---|---4---|---5---
=t 0 0 0 0 0 0 0 0 0 T

R TP T

....... Biét nhiéukhongbing biét diéuq
........ Motbocaily khongbang mot ticaitinhy
+ Noi-daiv~
- Noidai«
- Noi-dai«
sseeeRypgu nhat uéng'lém'cﬁngsayf

Ngudi-khénnéilimdauhay cling nham?

Hinh 1.4
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+ Proofing
Mot trong nhitng tinh niang tuyét voi ctia bo Office d6 1a chirc nang kiém tra chinh
ta va ngir phap, n6 gilp tang toc d6 soan thao cia ngudi sir dung rat nhiéu. Trong ban Office
2013 ching ta c6 thé tai cong cu kiém sodt 15i Tiéng Viét tai dia chi:
http://www.microsoft.com/vi-vn/download/details.aspx?id=35400.

Trong trang Proofing caa man hinh Word Options, ta quan sat muc “When
correcting spelling and grammar in Word”. Muc nay cho phép chon kiéu kiém soét 1i:
chinh ta, ngit phap. Mudn chon kiém tra chinh ta thi ta tick vao cac muc c6 chit “spelling”,
mudn kiém tra ngit phép ta tick vao cac muc c6 chit “gammar” , sau khi chon lya xong thi
nhan nat OK dé luu thiét 1ap (hinh 1.5)

2 I

Word Options
General ”
Eners T;CJ Change how Word corrects and formats your text.

Display
Procfing AutoCorrect options
save Change how Word corrects and formats text as you type: | AutoCorrect Options...
Language

When correcting spelling in Microsoft Office programs
Advanced

Ignore words in UPPERCASE
Customize Ribbon M 1g -

lgnore words that contain numbers
Quick Access Toolbar Ignore Internet and file addresses
Add-Ins Flag repeated words
Trust Center [] Enforce accented uppercase in French

[] Suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellings| v

Spanish modes: | Tuteo verb forms only W

When correcting spelling and grammar in Word

[] Check spelling as you type

pelling as you typ
[] Mark grammar errors as you type
[] Frequently confused words
q Y
[] Check grarmmar with spelling
Show readability statistics
Writing Styles | Grammar & Style| w Settings...
Check Document
Evrantinne for W Document] [¥] v

Hinh 1.5

Nhirng tr sai chinh ta s€ duoc gach chan mau do, sai ngir phap sé gach chan mau xanh.
Dé chinh stra nhitng tir bi sai nay, ta bAm chudt phai vao nhitng tir 6 Word s& dua ra
nhitng dé nghi dé thay doi cho pha hop (hinh 1.6):
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e

I S N B B O N S I T N S

For mani people todey, a career for life is no longer an option. Most people expect to
hold jobs with a variety of employers and move across diffeg TimesNe - 13 - A 47 SE 25
through their working life. We all need to flexible inour B 7 U =S¥ - A -
prepared to change job and/or sectors if we believes thela are better opportunities
elsewhera. In order to be flexibles we need a set of transfera there are

not specific to one particular career path but are generic across three Is.

theta

threat

thread

lgnore

lgnore All

Add to Dictionary

AutoCorrect 4

Language r
)f} Spelling...

Look Up +

[ Paste Options:
7=

Additional Actions »

Hinh 1.6
Nhu ta thay, tir “thera” ¢ trén bi sai chinh ta, word goi y mot s6 tir méi thay thé cho
tur sai nay. Trong truong hop nay ta sé chon “there”.

Dé c6 thém nhiéu su lua chon, ta c6 thé chon muc “Spelling...” & ct:a s6 trén:

Spelling: English (U.S.) ?

Mot in Dictionary:
We all need to flexible in our working Al| Ignoreonee |
patterns and bg pI’EpEIIEIEitD change job Ignore Al
and/or sectors if we believes theralare
better opportunities elsewhera. v | iy
Suggestions:
Change
three
theta Change Al
threat
thread AutoCorrect
theca
Cictionary language: |English (U.5.) W

Options... Cancel

Hinh 1.7
O man hinh 1.7, néu nhu mudn tir chéi su thay doi ta chon Ignore Once (tir chéi thay
d6i tir dang xem xét) hozc Ignore All (tir chdi thay d6i moi tir trong tai liéu), dé chap nhan sy
thay d6i ta chon Change (thay doi tir dang xem xét) hodc Change All (thay d6i moi ti).
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+ Save

Mot trong nhirng chirc nang cuc Ky quan trong va hiru dung dé la chic nang tu dong
Iuru trix tai liéu cua Word. Nguoi st dung rat it khi luu tai lidu trong qué trinh soan thao, diéu
nay rat nguy hiém vi c6 thé may tinh bi tat bat ngo (hu may, cup dién...) né s& lam mét hét
da liéu.

Pé Word tu dong luu tai lidu dang soan thao: Ta tick vao muc “Save AutoRecover
Information every”, muc nay cho phép ta an dinh sé phit ty dong luu, & day 1a 10 phut.
Néu ban mudn tu dong luwu sau 1 phat thi ban nhap s6 1 vao (hinh 1.8):

) 2
Word Options §
General .
Customize how documents are saved.
Display
Proofing Save documents
Save Save files in this format: Word Document (*.docx) w
Language Save AutcRecover information every |10 > minutes
Advanced Keep the last autosaved version if | close without saving

Custorize Ribbon AutoRecover file location: Ch\Users\ copcon\AppData\Roaming\Microsoft\Waord', Browse...

Ouick Access Toolbar [] Don't show the Backstage when opening or saving files
Show additional places for saving, even if sign-in may be required,
Add-Ins [] saveto Computer by default

Trust Center Default local file location: Ci\UsershcopcontDecumentsh, Browsze...

Default personal templates location:

Offline editing options for document management server files

Save checked-out files to:

-::::Z' The server drafts location on this computer

®) The Office Document Cache

Server drafts location: | C\Users\copcon\Documents\SharePoint Drafts', Browse...

Preserve fidelity when sharing this document: | Document] v
[[] Embed fonts in the file
Embed only the characters used in the document (best for reducing file size)

#| Do not embed commean system fonts

Cancel

Hinh 1.8
Muc “AutoRecover file location” 1 noi Word tu dong luu tai liéu néu nhu tai lidu
chua duogc ta luu, muc “Default file location” 1a noi Ivu trit mac dinh khi ta chon chirc nang
lru tai liéu. Ca 2 muc nay ta déu c6 thé thay ddi vi tri luu trit bang cach nhan vao nit
“Browse...”.

Mot sé truong hop tai liéu phai st dung nhitng Font chir dic biét ma cac may tinh
khac khdng c6, néu ta chép tai liéu ndy qua may tinh khac thi chac chian Font chir s& bi mat
va c6 thé khong doc dugc dir lidu. Do d6 dé cac may tinh khac co thé doc dugc thi ta tick
vao muc “Embed fonts in the file”, chircc nang nay s€ nhing Font chir ta dang sir dung vao
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tai liéu nén khi chép qua may khac thi tai liéu mic nhién van doc duoc, tat nhién 1a dung
lwong cua tai liéu sé ting 1én dang ké va thao tac luu ciing cham di.
+ Customize Ribbon

Doi khi ta khoi dong Office Word 1én nhung ma khong thay c4c tab lénh nhu hinh bén dudi:

E E ©- 0 D = Document] - Word
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF

L 1.5 PR S R - R S A -SR-S R AR

Mit hét cac 1énh 15]
Hinh 1.9
Ta khéng nén lo ling cho riang ban Office Word bi hu, trudng hop nay 1a do Ribbon
bi thay ddi cau hinh.
Ta m¢ lai man hinh Word Options/ chon Customize Ribbon nhu huéng dan ¢ phan
trudc, hoac bam chudt phai vao tab File/ chon Customize the Ribbon...:
Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon

Custormize the Ribbon...

« Collapse the Ribbon
Hinh 1.10
Ta quan st cac tab bén phai man hinh Word Options di bo hét tick, ta mubn hién thi
Tab nao 1én thi tick vao Tab d6 roi nhan nit OK.

Word Options ?
G |
sner E'E Customize the Ribbon and keyboard shortcuts.

Display

Choose commands from: Customize the Ribbon:
Procfing Popular Commands W Main Tabs W
Save
Language Accept and Move te Next ~ Main Tabs

= Align Left i [¥] Home

Advanced Breaks 3 Insert
Bullets 4 Design
Center Page Layout

Change List Level r
Cnpyg References

Customize Ribbon

CQuick Access Toolbar

Add-Ins Cut Mailings
Define New Mumber Format... [¥] Review
Trust Center Delete [] view

Draw Table [# [] Developer

2[EEIR S & T

E:;\i«"\fem(al Text Box ¥ Add-Ins
Find Foxit PDF
Font 1- Blog Post
A Font.. Insert (Blog Post)
A Font Celor 4 Outlinmg
o :’r-:'tn?t:z:aiﬂtar Il Background Removal
A Grow Font
‘% Hyperlink...
AB" Insert Footnote
:g Line and Paragraph Spacing 4
Macros
OO0 Multiple Pages New Tab
D Mew w
Customizations: Reset »
Keyboard shortcuts: | Customize... Import/Export ¥ |G
< >

Cancel

Hinh 1.11
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Ta can biét thém thdng tin: 1 Ribbon s& c6 nhiéu Tab, 1 Tab s& ¢ nhiéu nhém lénh, 1
nhém [énh s& ¢ nhiéu lénh riéng Ié. Trong mot s truong hop ta can gom tat ca cac lénh
thuong xuyén sir dung vao chung 1 Tab dé cho viéc thao tac dinh dang dit liéu dugc nhanh
hon. Vi dy ta mubn tao thém 1 Tab méi nhur hinh bén dui:

FILE HOME
A 4 -

Font

Mhdm 1

Binh dang

“E |

Find Macros = Breaks Page
Setup
Mhdm 2 Mhém 3
Hinh 1.12

Nhu hinh 1.12, ta thdy c6 tab méi tén 1a “Pinh dang”, tab nay c6 3 nhom “Nhom 17,
“Nhém 2” va “Nhém 3”, mdi nhdm nay ¢d mot s6 Iénh nao do.

Cac budc dé tao mot tab méi nhu tab “Pinh dang” ¢ trén nhu sau:

— Buwoc 1: Trong man hinh Customize Ribbon, bam chon nat “New Tab”.

— Buwdéc 2: Chon Tab méi tao “New Tab” rdi bam nat “New Group”, & man hinh
dudi tatao 1 New Tab va 3 New Group (hinh 1.13).

Word Options ?
G | . .
s EEE Customize the Ribbon and keyboard shortcuts.
Display
) Choose commands from: Customize the Ribbon:
Proofing Popular Cemmands W Main Tabs W
Save
Language Accept and Move to Next ~ Main Tabs ~
= Align Left Home
Adwvanced >% Breaks 4 = [ Mew Tab (Custom)
:=— Bullets 4
: - = Mew Group (Custom)
Cust Ribb =
e TR - Center ) , Mew Group (Custom)
o
Quick Access Toolbar E._ Change List Level Mew Group (Custom)
'E Copy # [¥] New Tab (Custom) o
Add-Ins db Cut | Insert
Define New Number Format... << Remove nse. h
Trust Center 7] Delete [ [#] Design
™ Draw Table # [] Page Layout
Draw Vertical Text Box @ [ Befaranrar 7
(L7 Email MNew Tab Rename...
# Find o
Customizations: Reset = i
Keyboard shortcuts: | Custornize... Import/Bxpart ¥ |G
oK Cancel
Hinh 1.13

— Budc 3: DBoi tén Tab va tén Group theo muc dich st dung, chon cac muc can doi
tén roi bAm nat “Rename...”, man hinh doi tén hién thi 1én ta nhap t&n mai roi
nhan nit OK dé d6i (xem hinh 1.14):
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Main Tabs A
El [¢|Home

Clipboard

Fant

Paragraph

Styles

Editing

Display name: | Binh Dang |

Care

= W] RElElelTLes

[+] Mailings

W
Mew Tab HNew Group < Rename...)

Hinh 1.14
Tuong ty nhu vay ddi véi doi tén Group, chon ting Group roi bam “Rename” dé doi:
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Home
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Display name: Nhém 1

[ox | conce

New Tab New Group < Rename.)

Hinh 1.15
Dit tén va chon biéu twong cho Nhém rdi bAm OK, cw I3p cho hét cac nhom khac
cudi cuing ta dugce nhu hinh bén dudi:

Main Tabs
[«| Home

=M Binh Dang (Custom)

Mham 1 [Custom)
Mham 2 [Custom)
Mham 3 [Custom)

Hinh 1.16
— Buwdérc 4: Thém céac 1énh vao cho cac Nhom & budc 3
Trong phan Choose commands (bén trai man hinh) ta chon bat ky lénh nao d6 rdi bam
nat “Add>>", hoic dung chudt kéo tha truc tiép commands vao nhdm Iénh ma ta mudn.
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DPé g& bo 1énh ra khoi nhém, ta chon Iénh trong nhém rdi bam “<<Remove”. Quan
sat hinh 1.17 ta s& thay danh sach cac lénh dugc dua vao tirng nhom:

G | ) )
Enere E-E Customize the Ribbon and keyboard shortouts.
Display
Choose commands from: (i Customize the Ribbon: (i
Proofing -
Pepular Commands v Main Tabs v
Save
Language Accept and Move to Next ~ Main Tabs A
= Align Left H [¥] Home
Advanced = Breaks =0 Dinh dang (Custom)
= Bullets P
Customize Ribbon = Center = NhoAm 'IF(oCnListom]
Quick Access Toolbar E‘?— Change List Level ' Font Size I-
2y Copy E@ Copy
Add-Ins & Cut & Nhém 2 (Custom)
Define Mew Mumber Format... Add >> = Align Left -
Trust Center 77 Delete 2= Bullets '
m‘ Draw Table << Remove ' Format Painter e
Draw Vertical Text Box & Nhém 3 (Custom)
107 Ernail "= Breaks L
i Find [i& Page Setup
Font I- Insert
A Font.. | [ - S hd
A Font Color >
Font Size T y Mew Tab Mew Group Rename...
& c tfaintes Customizations: Reset ¥
Keyboard shortcuts: | Customize.. Import/Export ~ | @
Hinh 1.17

Sau khi kéo tha cac command xong, ta bAm “OK” s& duoc két qua nhu mong mudn.
Ta ciing c6 thé quay trd lai cAu hinh ban dau bang cach chon “Reset all customizations”:

Mew Tab Mew Group

Customizations: Reset *

Eename...

oK

Reset all customizations

Cancel

Hinh 1.18

= Quick Access Toolbar

Tuong tu nhu Ribbon, Word cung cip chirc ning Quick Access ToolBar (QAT) dé
hd trg ngudi soan thao dinh dang van ban mot cach nhanh chéng.

/’_7 Quick Access Toolbar
H S O B A- . &
HOME IMSERT DESIGM f
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INSERT DESIGN

Quick Access Toolbar
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Nhu hinh 1.19 ta thay rang thanh QAT ¢6 thé nam & bén trén thanh Ribbon hoic ¢
bén duai thanh Ribbon tuy vao s¢ thich cua nguoi soan thao.
— Pé di chuyén thanh QAT xuéng dwéi thanh Ribbon: Ta bAm chudt phai vao
Ribbon/ chon Show Quick Access Toolbar Below the Ribbon (hinh 1.20):
B EH S 0 B A ¥ &

FILE HOME Custormize Quick Access Toolbar...

. Show Quick Access Toolbar Below the Ribbon
D Customize the Ribbon...
F'avste % Format Pain Collapse the Ribbon

Hinh 1.20
— Pé di chuyén thanh QAT Ién trén thanh Ribbon: Ta bdm chuét phai vao
Ribbon/ chon Show Quick Access Toolbar Above the Ribbon (hinh 1.21):

E (-.-} - (j R .'IEI.I'I - al - L' =

N Remaove from Quick Access Toolbar
Customize Quick Access Toolbar...
Show Quick Access Toolbar Above the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Hinh 1.21
— Tacd thé thém hoac x6a cac l1énh khoi thanh QAT.
— Thém Iénh vao QAT: Bam chudt phai vao Iénh bat ky trong thanh Ribbon/ chon
“Add to Quick Access Toolbar”
EHS O BA- ¥- &«

FILE HOME INSERT DESIGN PAGE LAYOUT RE
D EEI Cop Add to Quick Access Toolbar
Pa":te ¥ Forrr Customize Quick Access Teolbar... :
Cliphoart Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Hinh 1.22
— Xoa lénh khoi QAT: Bam chudt vao Iénh bat ky trong QAT/ chon “Remove from

Quick Access Toolbar”
@E(-Jv B & -~ abr . & _

Remaove from Quick Access Toolbar
FILE HOME g

Customize Quick Access Toolbar...
sy M Cut

D ] Show Cuick Access Toolbar Below the Ribbon
EE] Copy
Paste " , Customize the Ribbon...
- Format Painter
Clipboard | Collapse the Ribbon

Hinh 1.23
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1.1.2. Thiét Lap Ché P Bio V¢ Tai Liéu , ,
Doi voi nhitng tai liéu mang tinh nhay cam thi viéc thiét lap ché do bao vé dir

liéu 12 vo cing quan trong. C6 nhiéu cap d6 bao vé tai liu, ¢ day gido trinh s& huéng dan
mot s6 cach bao vé tai liéu cia nguoi st dung:
4 Thiét lap thudc tinh chi dec cho tai liéu:

Tai sao ta phai thiét 1ap thuoc tinh chi doc cho tai liéu? thuong thi khi tai liéu 1a
phién ban cudi cung roi (tac 1a da hoan chinh) thi cha s& hitu tai liéu s& danh déu cho nguoi
doc biét bang céach thiét 1ap Mark as Final.

Cach thiét lap nhu sau: VAo tab File/ chon Info/ chon Protect Document / chon Mark
as Final (hinh 1.24):

nfo

Protect Document

é‘ Control what types of changes p
Protect
Document ~

D Mark as Final
E Let readers know the document is
final and make it read-only

Encrypt with Password
Password-protect this document

Hinh 1.24
Sau khi chon Mark as Final, s& c6 2 man hinh xuat hién nhu bén dudi. Chon OK dé thiét

lap, chon Cancel dé huy thiét lap:

Microsoft Word

I ki This document will be marked as final and then saved.

Cancel Help

Hinh 1.25
Sau khi chon OK s& c6 them mot man hinh tiép theo, & man hinh nay ta tiép tuc chon
OK.
Duéi day 13 man hinh cua tai liéu duoc thiét 1ap 1a chi doc, ché do nay ngudoi st dung sé
khong thé chinh sira, thém mai hay 1a dinh dang tai liéu duoc (hinh 1.26):
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]

0 MARKED AS FINAL An author has marked this document as final to discourage editing. Edit Anyway x

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW F
“ Dumng chét dud1 trong bién thong tin
- ma van khat tr1 thic dé thanh dat

—

PAGE1OF1 21 WORDs g

Hinh 1.26
Bam “Edit Anyway” & phia bén trén tai liéu dé thoat khoi ché do chi doc (xem hinh
trén).
4 Thiét 1ap mat khau cho tai ligu:
Day 1a kiéu bao mat tai liu ma tdi 99.9% ngudi sir dung chon lya dé thiét 1ap cho
nhitng tai liéu c6 di liu nhay cam, doc gia ciing nén chon kiéu bao mat nay.
Cach thiét Iap: Vao tab File/ chon Info/ chon Protect Document / chon Encrypt with
Password (hinh 1.27):

Info

GiaoTrinh

My Docurnents

Protect Document

ﬁ‘ Contral what types of changes p¢
Protect

Document ~

D Mark as Final
ﬁ Let readers know the document is

final and make it read-only

Encrypt with Password e
_/,’ Password-protect this document D

[ Comrothetypesof changes s
Hinh 1.27

Sau khi chon “Encrypt with Password”, Word s& yéu cau ta nhap 2 1an mat khau, tai
2 lan nhap mat khau nay ta phai nhap giéng nhau. Theo kinh nghiém thi ban nén nhap mat
khau c6 chira ddng thoi: Chit, s6, ky hiéu; tranh 1y mat khau 13 tén hay ngdy thang nam sinh
hay sé dién thoai vi nhu vay rat d& bj 16:

— Man hinh nhap mat khau lan the 1
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Encrypt Document ?

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

Hinh 1.28
— Nhap mat khau roi bAm OK s& xuét hién man hinh nhap mat khau lan 2:
Confirm Password g

Encrypt the contents of this file

Reenter password:

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive, )

Hinh 1.29
— Sau khi nhap 2 1an mat khau thanh cong, dé kiém tra lai ta dong tai liéu hién tai
sau d6 mo lai tai liéu ndy, Word s& yéu cau ta nhap mat khau dé xem:

Password ? [

Enter password to open file
E:'\Docl.docx

Ik Cancel

Hinh 1.30

Ban cha y phai nhd mat khau da nhap, néu nhu ban quén thi khong thé mé duoc tai
liéu vi Word c6 co ché bao mat tai liéu rat cao.

Sau khi thiét 1ap mat khau réi, néu muén thao bo mat khau thi ta chi can vao lai man
hinh thiét 1ap mat khau, ta chi viéc x6a mat khau di (dé tréng) roi nhan OK.

4 Ngin chin chinh sira va dinh dang dir li¢u:

Cép d6 bao mat nay cao hon “Thiét Iap thudc tinh chi doc cho tai liéu”, trudong hop
nay ngudi sir dung mudn thay doi hay dinh dang lai di liéu thi bat budc phai nhap mat khau.
Tinh ning nay rt quan trong né gilp bao quan duoc thdng tin cudi clng cua tac gia, tranh
duoc nhitng diéu dang tiéc khi c6 ai d6 ¢ tinh phé di liéu.

Cac buoc lam nhu sau:
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— Bwoc 1: Vao tab File/ chon Info/ chon Protect Document/ chon Restrict Editing
(xem hinh 1.31):

Info

GiaoTrinh

My Documents

Protect Document

} Control what types of changes ¢
Protect
Document -

D Mark as Final

2 Let readers know the document is
final and make it read-only
Encrypt with Password

Password-protect this document

Restrict Editing
Control the types of changes others
can make

Hinh 1.31
Sau khi chon Restrict Editing, Word s& cung cap man hinh Restrict Formating and
Editing cho phép ta thiét 1ap ché do bao mat tai liéu (hinh 1.32):

— Buwéc 2: Truong hop sir dung nhidu nhat van 1a khong cho phép ngudi doc chinh
sua dir li¢u, trong hinh 1.32 ta tick vao “Allow only this type of editing in the
document:” va muc danh séch xo6 xudng ta chon No changes (Read only).

Restrict Editing ™

1. Formatting restrictions

«'| Limit formatting to a selection
of styles

Settings...

2. Editing restrictions

+'| Allow only this type of editing
in the document:

|N::| changes [Read only) |v|

Tracked changes
Comments

Filling in forms
Mo changes (Read only]

choose usgrg = === =timeemmstbe
freely edit th Mo changes (Read or

Groups:
[]|Everyone |

2% More users..

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

Yes, Start Enforcing Protection

Hinh 1.32
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— Budc 3: Bam chon nat 1énh “Yes, Start Enforcing Protection”, Word sé& yéu cau
ta nhap mat khau bao vé tai liéu: (hinh 1.33)
Start Enforcing Protection  ?

Protection method

(®) Password

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

Enter new password (optional): | ssssssss

Reenter password to confirm: sesesess
(") User authentication

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

Hinh 1.33
Sau khi bam chon OK, tai liéu da dugc bao vé nguoi sir dung muébn chinh sira tai liéu
nay thi phai nhap mat khau.
Dé c6 thé chinh sira duoc noi dung tai lidu thi ngudi st dung bat budc phai chon nat
“Stop Protection” (hinh 1.34):

ﬂ =) s GuoTrnh.docx - Word 7T 0 - O X
m HOME NSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Fout POF cop con ~
n
Paste Edibng
-
swpbomd font Pacagraph Styles ~

.

. , ; .‘. 2 2 Restrict Editing ~ *
Durng chét duoi trong bién thong tin owpermisioes
ma van khat tri thire dé thanh dat oo ey e

. Highlight the regions | can ede

PAGE1OF1  2IWORDS 33

Hinh 1.34
Néu khong thiy man hinh Stop Protection nhu trén thi ta vao nguoc lai buéc mé chic
nang Restrict Editing.
Khi chon “Stop Protection”, Word s& yéu cau ta nhap mat khau nhu hinh dudi:
Unprotect Docum... ?

Password:

Hinh 1.35
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