Khic phuc 18i chir nhay cach trong Microsoft Word

Trong qué trinh soan thao Word chéc han cac ban da gip trudong hop 13i chix khi paste/dan lai
doan van ban bi 161, khién gitta cc chit cd khoang cach. VnDoc s& huéng dan cac ban cach khac
phuc Khic phuc 16i chit nhay cach trong Microsoft Word 2013, 2010, 2007 va 2003 nhanh chéng
va don gian.

2 cong cu gd Tiéng Viét phd bién nhét hién nay 1a Unikey va Vietkey trong cong tac soan thao
van ban.

Tuy nhién, thinh thoang c6 van d& xay ra trong qua trinh soan thao vin ban khi gé tiéng Viét c6
dau 1a chir bi nhay cach nhu “t ai ta i | ieu VnD oc”. L&i nay s& gay khé chiu cho cac ban khi
soan thao tai lidu, ma cach khic phuc thi kha don gian. Mai cac ban theo ddi cac budc sau.

T ai T ai L iéu VnD oc -> Tai Tai Liéu VnDoc.
1. Sira 16i chir nhay cach trong Word 2013, 2010, 2007

Hinh anh minh hoa VVnDoc sé thuc hién trén giao dién Word 2013, cac phién ban Word 2010 va
2007 duoc thuc hién tuong tu nhu vay.

Budéc 1: Click biéu twong Office/ File & goc trén bén trai man hinh lan luot twong tng véi Word
2007 va 2010-2013 sau do6 chon --> Options/ Word Options
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Bwéc 2: Cira s6 Word Options mo ra --> chon Advanced (1), trong muc Cut, copy, paste chon
Settings (2)
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S [ Enable glick and type
Display Default paragraph style Noq'qal _T_]
Proofing [v! Show AutoComplete suggestions
kv [} Do not automatically hyperlink screenshot
[V Use sequence checking
Language

[V Type and replace
[} Automatically switch keyboard to match language of surrounding test
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Customize Ribbon

Quick Access Toolbar

Add-inis Pasting within the same document: Keep Sour;gm (Ddault]Z]
Pasting between documents Keep Sowtce Formatting (Defaut) v |

frustCentes Pasting between documents when style definitions conflict: | Use Destination Styles (Defoult) v |
Pasting from other programs: [Keep Source Formatting (Default) E
Insert/paste pictures as: In fine with text E

[¥] Keep bullets and numbers when pasting text with Keep Text Only option
[] Use the Insert key for paste
[ Show Paste Options butten when content is pasted

(V] Use gmart cut and paste ' | Settipgs... |

Khi d6, Cira s6 Settings hién ra, bé chon trong muc Adjust sentence and word spacing
automatically -> chon OK.

Default settings
Use default options for: [E|

Individual options

Adjust sentence and word spacing automaticallyl
l:l Adjust paragraph spacing on paste
Adjust table formatting and alignment on paste
Smart style behavior
Merge formatting when pasting from Microsoft PowerPoint
[] Adjust formatting when pa;tfggjiomiﬁqospﬂ Excel
Merge pasted lists with surrounding lists
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2. Sira 16i chir nhay cach trong Word 2003

Giao di¢n trong Microsoft Word 2003 c6 hoi khac so voi cac phién ban trén. Cac ban sé lam
theo hudng dan sau day:



Buéc 1: Mo cira s6 Word 2003, trén giao dién chon Tools --> Options




Cira s6 Options mé ra--> chon Edit --> Settings

Options @
i Security | Spelling & Grammar I Track Changes ]
I User Information | ____Compatibility | File Locations | |
view | General Edit pint |  Save |
Editing options
Typing replaces selection Use smart paragraph selection
Drag-and-drop text editing Use CTRL + Click to follow hyperlink
[] use the INS key for paste When selecting, automatically select
D Overtype mode entire word
Use smart cursoring [ Prompt to update style
Picture editor: Keep track of formatting
; VJ D Mark formatting inconsistencies
Insert/paste pictures as:
iIn line with text v }
Cut and paste options
Show Paste Options buttons Smart cut and paste
Click and type
Enable dick and type
Default paragraph style: iNormaI v ’
[ OK ] [ Cancel ]

Buwdc 2: Sau khi hién chon Settings, sé h

ién ra ctra s6 Settings cho cac ban lya chon, bé chon

trong 6 Adjust sentence and word spacing automatically --> Chon OK.




| Secuty | Speling®&Grammar | Track Changes
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| view | General | Edit . print | save |
Editing
Settings
O Default settings
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i ° idual options

Pictus Adjust sentence and word spacing automatically l
ILE&; || Adjust paragraph spacing on paste

Adjust table formatting and alignment on paste

Insel

il Smart style behavior
CuLt = Merge Formatting when pasting from PawerPoink

[] adjust Formatting when pasting from Microsoft Excel

3 Merge pasted lists with surrounding kists IID
Click a4
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[ OK ][ Close ]

Ldi chit bi nhay cach da dugc khic phuc sau 2, 3 bude don gian vay thoi.

Mong rang cac ban cam thay hai 10ng véi nhitng huéng dan trén ciing nhu tim thy nhiing tai
liéu co ich trén trang VVnDoc ching t6i.



