D6i voi nhung tai lieu' quan trong, viéc ngan chan nguoi khac
xem hoac can thiép sia chixa noi dung la van dé hét suc can thiét.
Phién ban moi nhat MS Word 2013 da dugc trang bi mot s6 tinh
namng|cho phép ban thuc hién nhimg bién phap bao ve hiéu qua

nhat cho tai lieu cua minh.

- Lam cho tailiéu chidwocdoc

MS Word 2013 cho phép ban thuchién
thao tdc lam cho Word chi c6 thé doc ma
khong cho phép bat k¥ nguvi dung nao
khdc c6 thé chinh stra tai liéu, tuong tu
nhu viée chuyén déi tai liéu sang dinh
dang hinh anh, ban sao cu6i cing khong
cho phép chinh stta néi dung. Tinh ning
nay c6 ténla Mark as Final. D& thuchién,
ban lam theo cdcbudcsau:

Tai giao dién MS Word 2013, ban vho
phan File, chon Info,bAm mit tha xuéng
cta phfinProtectDocument vachon Mark
as Final. Word sé yéu cdubanxdcnhén,
va chobiét ring tai heu nay sé duocddanh
d4unhula tailiéu cudi cung, hoan chinh
trude khi luu lai. D€ xdc nhén, ban baAm
OK.

Protect Document
J’ Centrel what types of changes pecple can make 10 Vs document.

Mot hop thong tin s& xuat hién chobiét
tailiéu cua ban da duoc ddnh daunhula
thailiéu cudi cungkh1 ma hoat déng chinh
stra da hoan tat. Liic nay, cdc hoat dong
ddnh m4dy, cac lénh chinh sta va dau
kiém déu duoc tat va ban sé thay bidu
tuUngMark as Final hién thi trong thanh
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Ba cich @€ bio v§ tai ligu

trang thdi cia phAn mém.

Ban c6 thé chinh stra tai liéu mét 14n nita bing cdch bAm vao niit
Edit Anyway, hién thi dudi hinh thiic mot dai mau vang dngay dau
trangtailiéu.

-Bdové tailigubang matkhau

Tinhnéngbaové tailiéu bing matkhau c6 mat tirnhiimg phién ban
MS Word trude day, va trong MS Word 2018 ban cé thé tién hanh dat
méatkhaubao vé tailiéu cia minh theo cdc bude sau:

DAutién, vao phan File, chon Info, bAm vao nuit Protect Document

tha xudng va chon Encrypt with Password trong danh sdch cdc tuy
chon xuathién. Mot

ctra 6 hop thoai méi Info}
semérayéucAuban = -
nhap mat khdu ma oy
hoa. Saﬁu khi nhap ey
matkhauxong xudi, | S
ban bam vaonut OK
déxdcnhanvabim L. s
OK tiép mot lan

K& tirbay giv, mbi =
khi muén momot tai

liéu, ban s& nhan duoc yéu cAu nhap mat khau bao vé tai liéu Word
ma minh dalapratrude do.

Luuy quan trong: néuls quén mat mat khauma héa, MS Word
sé khong cung cap bat ky phuong cdch nao dé phuc hoi tai liéu do,
licnayban sé can phal strdung mot cong cu bé khéamatkhau ctia

bén thii 3, ¢6 thé dt tién va khong phai lic nao cing mékhéa thanh
cong.
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Ty ¢o the chinh sira

s s SN v Word 2013 cho phép
4 et ban tao ra cdc tai lidu véi

Cofitrol the types of changes others
can make

cdc truong lam viée cg
thé chinh stra duoc. DE
lam duoc diéu nay ban

B Restrict Access

swhie emoving > 53 of thisfle.
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can phai kich hoat tab ribbon
Developer bang cdch truy cap
vao File, chon Options va tim
trong danh sdch Customize
Ribbon. Tai day ban ddnh ddu
kiém trudc hop chon Developer
von khong duoc danh ddu theo
mac dinh, m6t tab Developer
méi xudthién trén thanh ribbon
ctia Word 2013.

Sau khi tao ra noi dung cho
tai liéu, ban c6 thé thuc hién
cdc budc huéng dan sau day
d€ tao ra truong hoat déng cho
phép chinh stra, va tat ca cdc
vin ban khdc ngoai truong
chinh stra s8¢ khong ai c6 thé can
thiép vao ndi dung néu khong
c6 su dong ¥ caa ban. D& thuc
hién, ban mo tai liéu, vao File,
chon Info va bam vao lua chon
Restrict Editing trong trinh
don tha xuéng ctia muc Protect
Document.

Mot slidebar voi cdc tuy
chon khdc nhau s& mo ra, ban
chon Filling in Forms trong
phan Editing Restrictions, ddnh
d&u chon hop kiém trude muc
Allow only this type of editing
in the document. Xong bam nut
Yes, Start Enforcing Protection
dudimuc “3. Startenforcement”.
Ban sé duoc yéu cau thiét 1ap
métkh4u débao vé tailiéu véi 2
1an khai bdo.

g

| 2. Editing restrictions

v Allow only this type of editing in the document:
| Filling in forms or
|

~ 3. Start enforcement

’ Areyou ready to apply these seftings? (You can turn
i them off later)

Yes, Start Enforcing Protection

Bay gio, tai liéu clia ban ¢6
mot truong lam viéc ma bat cu
ai cling c6 thé nhép vao cac bidu
mau va luu lai tailiéu da chinh
stra trong truong d6. Néu mudn
chinh stra day di tai liéu, ban s&
phai nhap mat khau bao vé da
taoratrudedo. 4
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