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Ddlvdl nhmig U^u quan trpng, vi^ ngan ch^n ngudi khac
xem ho^c can thi^p sua chua nOldung la vdn sue cdn thiat.
Phian ban mdi nhdt MS Word 2013 da dupetrang bl mpt sd tinh
nang cho phep ban thvc hi^n nhttng bipn phap bao vp hipu qua
nhat cho tai Udu cua minh.

- Lam cho tai lieu chi duvc doc
MS Word 2013 cho phep ban thurchien

thao tac lam cho Word chi c6 the doc ma

khong cho phep hat ky ngubi dung nao
khac CO the chinh sua tai lieu, tuong tu
nhu viec chuyen doi tai lieu sang dinh
dang hinh anh, ban sao cuoi ciing khong
chophep chinh sua npi dung. Tinh nang
nay c6ten la Markas Final. De thuc hien,
banlam theo cac huuc sau:

Tai giao dien MS Word 2013, ban vao
phanFite, chon Info, bam mit tha xuong
cua phanProtectDocument vachonMar^
as Final. Word se yeu cau ban xac nhan,
va chobiet rang tai lieunay se dupedanh
dan nhula tai lieu cuoicung,hoan chinh
trudc khi luu lai. De xac nhan, ban bam
OK.

Protect Document
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Mothop thong tin se xuat hien chobiet
tai lieu cua ban da dupedanh dau nhula
tailieucuoi ciingkhimaboatdong chinh
sua da hoan tat. Liic nay, cac lioat dong
danh may, cac lenh chinh sua va dau
kiem deu dupe tat va ban se thay bleu
tupngMar^ as Final hien thi trong thanh
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trang thai cua phan mem.
Ban CO the chinh sua tai lieu mot Ian nua bang each bam vao mit

EditAnyway,hien thi duoi hinh thuc mot dai mau vang o ngay dau
trang tai heu.

- Bao ve tai lieu bing mat khau
Tinhnangbao vetai lieubang mat khau c6mat tirnhungphien ban

MSWordtnidc day,va trong MSWord 2013ban c6the tienhanh dat
matkhau bao ve tai lieu cua minh theo cac budc sau:

Dautien, vao phanFiZe, chpnlnfo, bam vao w.iProtectDocument
tha xuongva chonEncrypt withPassword trong danh sach cacthy
chon xuat hien. Mot —

cuasohopthoaimdi
se morayeucauban
nhap mat khau ma
boa. Sau khi nhap
matkhau xongxuoi,
banbamvao mit OK

de xac nhan va bam

OK tiep mot Ian
nua.

Ketubay gin,m5i
khi muo'n mamot tai
lieu, ban se nhan dupeyeu cau nhap mat khau bao ve tai lieu Word
ma minh da 1ap ra trudc do.

Limy quan trong: neu Idquen mat mat khau ma hda, MSWord
sekhong cung capbat kyphuong each naodephuchoitai lieu do,
luc nay ban se can phai sudung mot congcube khoa mat khau cua
henthu3,cd the dat tien vakhongphai liicnaocungmdkhda thanh
cong.
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- Tao bieu mlu trong
Word vbi cac tnrong
COthe chinh sira

Word 2013 cho phep
ban tao ra cac tai lieu vdi
cac trudng lam viec cd
the chinh sua dupe. De
lam dupe dieu nay ban
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can phai kich hoat tab ribbon
Developer bang each truy cap
vao File, chpn Options va tim
trong danh sach Customize
Ribbon. Tai day ban danh dau
kiem trunc hop chon Developer
von khong dupe danh dau theo
mac dinh, mot tab Developer
moi xuat hien tren thanh ribbon

cuaWord2013.

Sau khi tao ra noi dung cho
tai lieu, ban c6 the thuc hien
cac budc hudng dan sau day
de tao ra truhng hoat dong cho
phep chinh sua, va tat ca cac
van ban khac ngoai truong
chinh sua se khong ai c6the can
thiep vao noi dung neu khong
CO su dong y cua ban. De thuc
hien, ban mo tai lieu, vao File,
chon Info va bam vao lua chpn
Restrict Editing trong trinh
dontha xudngcua mucProtect
Document.

Mot slidebar vdi ca'c tuy
chpn khac nhau se mo ra, ban
chpn Filling in Forms trong
phanEditingRestrictions, danh
dau chpn hop kiem trudc muc
Allow only this type of editing
in the document. Xong bam niit
Yes, Start Enforcing Protection
dudimuc "3. Startenforcement".
Ban se dupe yeu cau tbiet lap
matkhau de bao ve tai lieu voi 2
lankhaibao.

2. Editing restrictiorK "V

s/ Allow only this type of editing in the document

Filling informs J

3. Start enforcement

Are you ready toapply these settings? (Vou can turn ]
them off iater)

Ves, Start Enforcing Protection

Bay gib, tai lieu cua ban cb
mot truong lam viec ma bat cu
ai cung c6the nhap vao cac bieu
mlu va luu lai tai heu da chinh
sua trong truong do. Neu mudn
chinh sua day du tai lieu,ban se
phai nhap mat khau bao ve da
taoratrubcdo.
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