BAI 9: HO TRO XU LY TRONG MS WORD 2016
I. AUTO CORRECT
- Dé tiét kiém thoi gian va cong sic khi nhap noi dung cho mét van ban 16n trong d6 ¢6 sy lap lai nhiéu
Ian mot hay nhiéu nhdm tir, ban c6 thé thiét 1ap chirc ning AutoCorrect nham thay thé mot vai ky tu viét
tat cho cac tir 46 bai céc tir du nghia ma thong thuong céc tir nay dai hon.

- Vao Menu File / Chon Options / Chon Proofing / nhan nit AutoCorrect Options...

Word Options ol X
Genera 55(1 Change how Word corrects and formats your text. :
Display
Proofing AutoCorrect options
Save Change how Word corrects and formats text as you type
I ia:lguag: When correcting spelling in Microsoft Office programs
Hién thi hop thoai sau: - (Eorrect two initial c‘apltals: Tu‘d()ng stra
AutoCorrect: English (United States) ? * 101 ¢6 hai chir hoa lién nhau ¢ dau cau
(EXcel — Excel).
AutoFormat Actions . . . .
AutoCorrect Math AutoCorrect AutoFormat As You Type - Capltall?e fIrSt Ietter Of S?ntences. Tu
Show AutoCorrect Options buttans dong viet hoa ChlI caro dau cau. ,
Correct TWo INitial CApitals Exceptions.. (Phan Exceptions... cho phép thiet lap
Capitalize first letter of sentences cac [mo'ng ho‘p ngoai le khﬁng chiu anh
Capitalize first letter of table cells h 2 » PR 2
s wong cua hai tuy chon nay).
Capitalize names of days g . y ) y) ,
Correct accidental usage of cAPS LOCK key - Capltallze names of daySZ Tll' déng viéet
hoa tén cua cac ngay (monday —
Replace text as you type |\/| d
Replace: With: Plain text Formatted text on ay)
LTK TRUGNG THPT LY THUGNG KIET] - Correct accidental use of Caplock
key: Tu dong tit phim CapsLock trén ban
liuke like ~ , .o ~ \ <A
liveing living phim khi gdp nhitng trudng hop viét hoa
loev love
lanly lonely Ilgll'Q’C
lookign looking (GXCEL N EXCGI).
maintenence maintenance w
- Replace text as you type: Ty dong thay
Delete thé nhimg gi ban gd vao (Replace) bang
Automatically use suggestions from the spelling checker m6t Cé.l khé.C (Wlth) theo bang dll’lh nghTa
e & bén trai. Mudn tir viét tit nao, ban click
chon tir trong danh sach va nhan Delete.



AutoCorrect

T

Replace as you type
"Straight quotes” with “smart quotes”
Fractions (1/2) with fraction character (%)
D *Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Apply as you type
Automatic bulleted lists
Border lines
[T Built-in Heading styles

Automatically as you type
Format beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces
[ pefine styles based on your formatting

| AutoCorrect | Math AutoCarrect iAutoFcrmatAs You Type | AutoFormat | Actions |

Ordinals (1st) with superscript
Hyphens (--) with dash (—)

Automatic humbered lists
Tables

o [ e

Ché d tw déng tao Superscript

Ordinals (1st) with superscript

Fractions (1/2) with fraction character (*2)

= Word s€ tu dong SuperScript ky tu d6
thanh 1st, 2nd, ...,7th, ... Thanh 1% hoic
g6 1/2 thanh %. Néu ban khéng mudn
vay, sau khi gd xong mdi cum Ky tu, ban
nhan Ctrl + Z dé Word bé &p dung thiét
dat d6i voi cum ky tu do.

Tinh ndang tw dong tao dwong link URL

Internet and network paths with hyperlinks

Ché dj tu tao danh séach (bullet hogc

number) Automatic bulleted lists

Automatic numbered lists

= Khi ban tao céc chi sb 1, a, ... hay danh
dau *, -, +, ... thi Word luén ty dong tao
thanh danh sach tuong tng vaéi chi s6 do.

- Ché dp tw dgng tao dwong ké bang ban phim Border lines
= Khi ban nhin tuong Gng tir 3 phim “-, =, *, #, ~” mdi loai tr& 1&n s& tao ra duong ké don, ddi, ba,
dudng cham dut nét va duong dzic dzic. Vi du dé tao duong ké doi, ban chi can nhin === va nhin

Enter la xong



Word Options

I. TUY CHINH HE THONG (FILE / OPTION)
1. Display Option (tuty chinh hién thi)

-

General Page display options
ZSEEY Show white space between pages in Print Layout view
Proofing Show highlighter marks '
Save Show document tooltips on hover
Language Always show these formatting marks on the screen
Advanced
[7] Tab characters -
Customize Ribbon [C] Spaces
Quick Access Toolbar [C] Paragraph marks T -— Nhan dau check d€ hién dau ngit
i dac biét
Add-Ins [] Hidden text abe
Trust Center [] Optional hyphens -
Object anchors ¥ i

] show all formatting marks

Printing options

Print drawings created in Word @

I:| Print background colors and images

[C] Print document properties <= In théng tin thudc tinh tai liéu
[C] Print hidden text -~ In nhirng ki tv an

["] Update fields before printing

7] Update linked data before printing LA

Coc ] [omm ||

2. Save Options (tuy chinh lwu van ban)

word Uptons

General E Customize how documents are saved.
Display
Proofing Save documents
(_ Save > Save files in this format: Word Document (*.docx) IZI
Language Save AutoRecover information every | |6 = minutes
Advanced Keep the last autosaved version if I close without saving

Customize Ribbon AutoRecover file location: C\Users\WIN\AppData\Roaming\Microsoft\Word',

Browse...

Quick Access Toolbar ] Don't show the Backstage when opening or saving files

Add-Ins Show additional places for saving, even if sign-in may be reguired.

] save to Computer by default

Trust Center

Default local file location:

C\Users\WIN\Documents',

> & & 2

Default personal templates location;| C\Users\WIN\Documents\Custom Office Templates\

Browse...

Save files in this format: Lya chon dinh dang luu file dy an cua ban.

Save AutoRecover information every: chinh thoi gian tu dong luu file word.

AutoRecover file location: Chon vi tri luu file ty dong save méac dinh.
Default local file location: Chon vi tri luu file van ban méac dinh.

Default personal templates location: Chon vi tri luu file Templates mac dinh.
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Word Options

»

General -
Offline editing options for document management server files
Display
Save checked-out files to:'V
Proofing

() The server drafts Jocation on this computer

(:Save ) @ The Office Document Cache
Language Server drafts location: |C\Users\WIN\Documents\SharePoint Drafts\

Advanced
Preserve fidelity when sharing this document: GIAO TRINH NGHE - NH 2017-2018 E
Lmbed fonts in the file’” == Nhting phdng chif trong tép Chi nhing cac ky tw

duwdc sir dung trong tai
["] Embed only the characters used in the document (best for reducing file size = liéu (t6t nhat dé giam

Do not embed common system fonts kich thwdc tép)

Customize Ribbon

Quick Access Toolbar

m

Add-Ins

3. Proofing option (tity chinh Kiém tra tai li¢u)

Word Options P

|| Ignore words that contain numbers L
General

Ignore Internet and file addresses

Display
Flag repeated words

[C] Enforce accented uppercase in French
Save [] Suggest from main dictionary only
Language l Custom Dictionaries...
Advanced fFrench modes: | Traditional and new spellingsE P
Customize Ribbon Spanish modes: |Tuteo verb forms only E

Quick Access Toolbar When correcting spelling and grammar in Word

Add-Ins | Check spelling as you type | 4 Bit tinh ning kiém tra 18i chinh ta
Il Trust Center [ Mark grammar errors as you type
O Frequently confused words
| Check grammar with spelling | 4 Bat tinh nang kiém tra 18i ngir phap -
| [C] Show readability statistics

Writing Style: |Grammar Only E
i Check Document

Exceptions for: GIAO TRINH NGHE - NH 2017-2018 [~]

| [] Hide spelling errors in this document only | ¢ An 15i chinh ta trong tai liéu nay L

b Hide grammar errors in this document only

a

4. Advanced Options (tuy chinh nang cao)



Word Options e
General | Display |
Display —
Show this number of Recent Documents: 25 — D
Proofing
"] Quickly access this number of Recent Documents: |4
Save
Show this number of unpinned Recent Folders: 5 : - ; ,
Language Poi don vi do cua

Centimeters n 4

Show measurements in units of:

thanh thudc

Advanced
E Style area pane width in Draft and Outline views:

O

Customize Ribbon "] Show pixels for HTML features |mters
Quick Access Toolbar Show shortcut keys in ScreenTips Pc:inll.:e -
Add-Ins Show haorizontal scroll bar Picas

Trust Center Show vertical scroll bar

m

Show vertical ruler in Print Layout view

"] Optimize character positioning for layout rather than readability
"] Disable hardware graphics acceleration

| Update document content while dragging

Use subpixel positioning to smooth fonts on screen

Print

[l ] Use draft guality
Print in background

i D Print pages in reverse order




