Nhu da biét thi Office 2013 1a phién ban m&i nhat clia bd san pham soan thao vin phong
cua Microsoft. Bén canh sy thay doi toan dién vé giao di¢n thi Office 2013 con tich hop
nhiéu tinh ning b6 sung rit dang gia danh cho ngudi dung nhu tich hop luu trir SkyDrive,
kha nang xem PDF,..

] Office

Welcome to Office

We think you'll love it. Let's get started.

Bai viét nay sé tong hop mét so CAC thii thudt hitu ich khi stz dung b phdn mém soan
thdo Office 2013. Moi ban doc cung tham khdo.

Thiét 1ap Computer |a tdy chon lwu trir mic dinh

Office 2013 cung cip mdt s6 cac tiy chon luu trit tap tin bao gdm SkyDrive va may tinh
(Computer). Tuy nhién, ban lai thudng xuyén str dung tiy chon Computer dé luu trit va
mudn thiét 1ap tuy chon nay thanh méc dinh dé tiét kiém vai thao tac thi ban co thé ap

dung cach tuy chinh sau day.
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Word Options

Benesal E Customize how documents are saved. :
Display

Procfing Save documents

Save Save files in this format: 'Word Document (*.docx) El
Language [+] Save AutoRecover information every |10 :%' minutes

Advanced Keep the last autosaved version if | close without saving

Custernize Ribbon iﬁ‘:iﬁ:;w'ﬂ s Ci\Users\Thai\AppData\Reaming\Mic "0: Erowse...
Cuick Access Toolbar [+ Den't show the Backstage when opening or saving files

[+ Show additional places for saving, even if sign-in may be required.

Add-Ins
[ Save to Computer by default

Trust Center . o i
Default localfile ¢4 ycers\ Thai\Documents\ Browse.
location: | | E=aeee
Default personal templates
location:

Offline editing options for document management server files

Save checked-out files to: ()

Trong Gmg dung Office 2013 dang md, ban truy cip vao FILE > Options. Ctra s thiét lap
Options xudt hién, ban nhan vao nhém tuy chon Save va danh diu vao tuy chon Don’t
show the Backstage when opening or saving files hoac Save to Computer by default. Sau
d6 nhan OK dé Iuu lai 1a xong.

Tit tinh niing Office Upload Center

Tinh niang Office Upload Center dwoc ra mit trong phién ban Office 2010 va dugc doi
tén thanh Upload Center trong Office 2013. Nhin chung thi tinh ndng kha htru ich cho
ngudi ding thuong xuyén lam viée c¢6 két ndi mang dé dong bo hoa cac tai liéu trén may
tinh vao kho luu trit ddm may c4 nhan. Tuy nhién, ban nén vo hiéu héa tinh ning nay dé
gitip cho cac ban vao internet nhanh hon vi tinh ning nay ngdn kha nhiéu luu luong
duong truyén.




Upload Center 1] Office

Manage Microsoft Office file uploads to web servers

Actions = %) Upload All Il Pause Uploads 4 Settings & Refresh Pending Uploads = 8% = 7

'Name Status -
m—__- testing upload center.docx

1 Upload Pending
hitpsy/fd.docs.live.net/..e2d8d/Documents/

Actions =
Last saved today at 11:53

Pé tit tinh nang nay, ban hdy truy cap vao thu muc cai dat cua Office 2013 theo dudng

dan “C:\Program Files\Microsoft Office\Office15”, sau d6 nhap vao 6 tim kiém cym tir
khoa “MSOUC.EXE”




w. Search Tools | Application Tools

Home Share View Search Manage

v 1 7 » SearchResults in Officel5 v ¢  MSOUCEXE

U Favorites o SOUC.EXE
Bl Desktop C Open Size: 484 KB
& Downloads '  Run as administrator
4] Recent places Troubleshcot compatibility

Pin to Start

7& OneDrive 7-Zip

CRC SHA

1% This PC
Run in COMODO Sandbox

‘h Network Pin to Taskbar
Send to

Cut
Copy
Create shortcut

Delete
Rename

| Titem  1item selected 484 KB

Open file location

Properties

Khi da tim ra, ban hay nhan phai chudt vao tap tin nay va chon Rename dé dbi tén nod
sang tén bat ky 1a xong.

V0 hiéu hoéa tinh ning Protected View



FILE TOOLS

o PROTECTED VIEW contain viruses. Unless you need to edit,

WIEW AskVG.doox (Protected View) - Word

Be careful—files from the Internet can

Enable Editing x

it's safer to stay in Protected Wiew.

Protected View in Microsoft Office 2013

SCREEM 1 OF 1

O Office 2013, tinh ning Protected View cho phép ngudi ding md xem céc tip tin vin

ban tim an nguy co trong ché do gi6i han dé giam thiéu tdi da hiém hoa cho hé théng. Do

vay, khi ban m¢ cac van ban tai vé tur internet hay chép tr may khac sang va m¢ bang cac

ung dung trong Office 2013 do d6 thinh thodng s€ bi chdn khong xem dugc ndi dung.

1l

Trust Center

- IEl'

Trusted Publishers
Trusted Locations
Trusted Documents
Trusted App Catalogs
Add-ins

ActiveX Settings
Macro Settings
Protected View
Message Bar

File Block Settings

Privacy Options

Protected View

Protected View opens potentially dangerous files, without any security prompts, in a restricted
mode to help minimize harm to your computer. By disabling Protected View you could be f

exposing your computer to possible security threats.
[] Enable Protected View for files originating from the Internet

[] Enable Protected View for files located in potentially unsafe Jocations

Enable Protected View for Qutlook attachments '

OK Cancel

EN AE L ALUABRES 1

Néu ban khong thich tinh ning nay, c6 thé vo hiéu hoa no bang cach truy cap vao FILE >

Options trong tmg dung Office 2013 dang md. Tai cira s6 Options, ban nhan chon Trust

Center > Trust Center Settings > Protected View. Sau d6 lan luot bé danh dau tai cac



dong Enable Protected View for files originating from the Internet va Enable Protected
View for files located in potentially unsafe locations. Sau d6 nhan OK dé luu lai 14 xong.

Thay @6i nhanh dinh dang doan viin ban
Néu ban dang soan thao vin ban va nhén thiy rang yéu cau cua doan vin ban ndy can
viét hoa hodc viét thuong nhung hién tai ban dang lam diéu nguoc lai thi chic han sé rat
kho chiu néu phai x6a hét va gb lai tir ddu phai khong?
- —
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CII3 HOME INSERT DESIGN  PAGELAYOUT REFERENCES MAILINGS ~ REVIEW VIEW Thai Hoc - el

Wai thi thudt hay khi sl dung Office 2013 (Phan 3)
Genk.vin

shift + F3[@n1:  VAI THU THUAT HAY KHI SUf DUNG OFFICE 2013 (PHAN 3)

shift + F3 [Gn 2: wai thi thudt hay khi si dung office 2013 (phan 3)

Shift + F3 [&n 3: Val Thi Thuat Hay Khi S Dung Office 2013 (Phin 3)
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C6 mot cach don gian hon d6 1a ban c6 thé st dung t6 hop phim tit Shift + F3 dé nhanh
chong thay doi dinh dang ctia toan doan vin ban minh da boi den va can chuyén do6i. Tuy
theo ban nhan phim F3 may lan dé nhan duoc két qua twong ung.

Xbéa dinh dang ciia vin ban

Khi sao chép mot doan van ban tir web hoac tir tap tin khac, co thé doan van ban cua ban
s€ mang theo cac dinh dang ma tac gia trudc dé da gang cho nd. Do d6 sau khi dan doan
van ban vao tai liéu ciia minh, ban nén tién hanh x6a dinh dang cho no dé phu hop véi
van ban ma ban dang soan thao.
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Phan 3 cha loat bai téng hop vé mét sé cac thd thuat hivu ich khi st dung bé phan mém
soan thao Microsoft Office 2013. /
y

(R (Ctr) ~

Paste Options

2 s LA

Set Default Paste...

PAGET1OF1 26 WORDS

Pé x6a dinh dang van ban, khi dan vin ban da sao chép vao Gmg dung dang soan thao s&
c6 mot hop thoai goi y xuét hién, ban hay nhéan vao biéu tuong miii tén mé rong va chon
vao biéu tuong c¢6 chit A kém theo. Hodc nhanh hon, ban hay sir dung t6 hop phim Ctrl +
Space Bar.

V0 hi¢u héa Mini Toolbar
Mini Toolbar gitip ngudi ding nhanh chéng thiét 1ap dinh dang khi duoc boi den trong
mg dung ctia Office 2013. Tuy nhién, d6i khi nguoi dung lai cam thay né kha vuéng véo

va muon vo hiéu hoa.
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TimesMewRoi - [12 - A" o" & A
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Phin 3 cla loat bai tong hop v& mét sé cac th thust hiru ich khi sir dung b6 phin mém soan thao
Microsoft Office 2013.

PAGE 1 OF 1 26 OF 26 WORDS

Pé vo hiéu héa tinh nang nay, ban hiy truy cap vao FILE > Options trong tng dung soan
thao dang mé. Trong ctra s6 Options, ban hay tim va bo danh dau & tiy chon Mini
Toolbar, cudi cuing nhan OK dé luu lai thay doi.



[:.:O. General options for working with Word.

Display

Proofing User Interface options

Save "] Show Mini Toolbar on selection )
Language [v] Enable Live Preview )

Advaced (V] Update docurvent content while dragging
ScreenTip style: | Don't show ScreenTips

Customize Ribbon

Sk Kicass Toolbas Personalize your copy of Microsoft Office

Add-Ins User name: Thai Hoc

Trust Center Initials: TH |
[] Always use these values regardless of sign in to Office.

Office Background: Circuit v l

Office Theme: :Dark Gray E

Start up options

Choose the extensions you want Word to open by default: | Default Programs...

[¥] Tell me if Microsoft Word isn't the déisat program for viewing and editing
documents,

[¥] Open e-mail attachments and other uneditable files™<zeading view
["] Show the Start screen when this application starts

V6 hiéu hda tinh ning khoa tap tin khong ré nguon

Office 2013 dwoc Microsoft nang cao kha ning bao mat nén c6 thé ban s& gip phai truc
trac khi mé cac tap tin dinh kém ma nguoi khac giri qua email cho ban. Néu ¢b ging mo
tap tin ban ¢ thé nhan ra Office s& khong nhiing tir chdi md, ma con khong cung cap giai
phép hd tro.




Word experienced an error trying to open the file.

Try these suggestions.

* Check the file permissions for the document or drive,

* Make sure there is sufficient free memory and disk space.
* Open the file with the Text Recovery converter,
(C\...\Very safe file from my other c...)

| Show Help >>

Was this information helpful?

Tuy nhién, néu chic chin vé do an toan cua tap tin, ban co thé vo hiéu hoa tinh nang bao
mat cua Office 2013 dé xem ndi dung thi ban co thé ap dung phuwong phap nhan phai
chuot vao tap tin va chon Properties. Trong hdp thoai Properties, ban hay nhén vao nut
Unblock ¢ tab General va nhin OK 1a xong.

“B X
General | Securty | Details |
‘Vefy safe file from my other computer.docx l

Type of file:  Microsoft Word Document {.docx)
Opens with: Word (desktop) [ Change.. |

Location: C:\Users\Mark\Desktop
Size: 14.4 KB (14,776 bytes)
Size ondisk: 16.0 KB (16,384 bytes)

Created: 05 February 2013, 12:00:26
Modified: 05 February 2013, 15:07:49
Accessed: 05 February 2013, 12:00:26

Atibutes: [ ] Readonly [ | Hidden

Security: This file came from another
computer and might be blocked to
help protect this computer.




Dich thuat nhanh

Office 2013 mang dén nhiéu tinh nang kha m&i mé va hau hét chung déu chua duoc
nguoi dung kham phé, trong d6 co6 tinh ndng Mini Translator language. Day la tinh nang
dich nhanh van ban trong Word 2013 thong qua bd may dich thuat Bing Translator cua
chinh Microsoft.

Pé kich hoat tinh ning nay, ban hiy khoi dong tng dung Word 2013 1én va truy cap vao

tab Review, sau d6 nhin vao biéu tugng Translate va chon Choose Translation Language.

B E S O-s Document2 - Word 7T B - OrX
FILE HOME INSERT DESIGN  PAGE LAYOUT  REFERENCES MAILINGS..| REVIEW | VIEW Thai Hoe ~ m
ABC B = 3— I Previous _ . = =
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» Next 2 bl |
Spelling & Language,  New  Delete Tracking | Accept Compare Protect
Grammar & ¥ Comment (5] Show Comments - i) - v
Proofing Comments Changes Compare -+
%
| A
Translate Language

v -

Translate Document

-
183 Translate your document using
an online translation service

Translate Selected Text

i
3%, Translate the selected text into a
different language

(Y Mini Translator
3%, Pause on words or selected
paragraphs for a quick translation

Choose Translation Language...

Choose Translation Language

You can translate text in your
document using Word, the Mini
Translator and 3 number of online
0 WORDS translation services.

Choose the languages you'd like
- ! these features to use.

Hop thoai Translation Language Options xuét hién, ban hay tién hanh thay doi gia tri &
nhom tuy chon Choose Mini Translator language muc Translate to thanh ngdn nglr ma
ban mudn dich sang. Sau do nhan OK dé luu lai thiét lap.
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Translation Language Options ? X

| a’}) Choose translation languages

Choose Mini Translator language
Iranslateto:  *3 English (United States) | ZI

A Text for translations is sent over the Internet in unencrypted HTML format to a machine translation provider,
The Mini Translator will remain on every time the application is used.

Choose document translation languages

R

Translate from:  Vietnamese. v]
Translate to: English (United States)

Tiép theo ban hay quay lai tab Review trén Word 2013 va nhén vao Mini Translator dé
kich hoat hop thoai dich nhanh.
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Spelling & , Language New  Delete racking | Accept _
Grammar (2] - Comment [} Show Comments X - 2]

Proofing Comments Changes

B &

Translate Language
"’T_g‘ Translate Document [Vietnamese to English (United States)]
L33 Translate your document using an online translation service

=t Translate Selected Text
-
L8335 Translate the selected text into a different language

[t | Mini Translator [English (United States)]

5

Lé Pause on words or selected paragraphs for a quick translation

Choose Translation Language...
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Bay gid, mdi khi ban can dich mot doan vin ban nao d6 sang ngdn ngir ma minh da thiét

1ap, ban chi vi¢c boi den n6d. Lap tirc mot hop thoai s€ xuat hién voi ndi dung 1a van ban

da duogc dich. Ban hay ré chudt vao hop thoai nay dé xem rd hon nodi dung hoac tién hanh

sao chép hay nghe phat 4m néu mudn.
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Microsoft® Translator

Cra FX & mdt hidu Ung DO loc ki thudt s§ anh ky thudt s§

hodc hinh anh. N6 cho phép bat cif 3i, khong phén biét kinh

nghiém, d& bin ky thuit s0 hinh anh thinh d6c dio nghé

thudt tréng sdng t30. Citra FX di kém vdi nhigu bd loc dung

san t d8u chinh mau sac, dd tuong phan, ti€p xic vdl cic
Citra FX is a digital filter 0o 'oc nang cao nhu nu6c gon, emboss, w. Kétqua chi  pysnRg

& dugc gidi han bol sy sang t3o cua ban. Ban cing nhin du'ge J

regardiess of exXpenence noay Hp tirc phan hdi thi gdc trén nhimg oi ban thay d8i. S
creations. Citra FX com¢ . , o ent,
contrast, exposure to advanveu mers nne wawer nppre; smouss, o 1he result is

only limited by your creativity. You also get instant visual feedback on what you
changed,

PAGET1OF1 650F65WORDS  ENGLISH (UNITED STATES)

Thiét 1ap thudc tinh khi dan (Paste) dir li¢u vao Word

Khi ban sao chép mot ndi dung nao d6 tir nguon bén ngoai, va khi dan vao Word hay tng
dung soan thdo nao d6 cua Office 2013, dinh dang ctia nd1 dung do6 s& dugc gilr nguyén
trang. Tuy nhién, c6 thé dinh dang nay s& khong phul hop véi tinh trang soan thao tai kiéu
ma ban dang &p dung, do do ban nén diéu chinh lai doi chat thudc tinh cta viéc dan
(Paste) dit liéu vao Word bang cach 1am sau day.
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Viéc sir dung USB thay cho DVD dé khéi tao & dia ty khéi dong diing cho viée cai dit cac
goi tin 150 1&n Windows ngay cang trd nén phd bién vi tinh tién dung. Ngodi ra, nhér tinh
linh ddng va toc do lam viéc cao, ban o thé tiét kiém kha nhigu thai gian va tién bac
thay vi phai sir dung céc dia DVD |

2 (Crl) +

&8 WORDS

o ;
Hay truy cap vao tab Home, sau d6 nhan vao miii tén bén dudi tly chon Patse va chon
Set Default Page.
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s Calibri (Body) i ~fliE=rEE | EE As a
B I U-axx, X' |f ([E===|1=- S-"‘I' =
Paste o es | Editing
-y A-Y-A-mac | A A B8] s
Paste ﬂpﬁgns; ont ] Paragraph Fa | Styles ra =
- nay cho DVD dé khdi tao 8 dia tu khéi dong ding cho viée cai dit cac
Paste jpecial... ) ) .

lows ngay cang tr& nén phé bién vi tinh tién dung. Ngoai ra, nhd tinh
virere mprng = www wy |AM ViEC cao, ban cé thé tiét kiém khd nhiu th&i gian va tign bac
‘ thay vi phai str dung cac dia DVD.

Set Default Paste...

PAGE 1 OF1 68 WORDS
Hop thoai Word Options trong man hinh Advanced hién ra, ban tim dén muc Cut, copy,
and paste r6i chon Keep Text Only & truong Pasting within the same document. Sau do,

ban badm OK dé luu thay doi va dong hop thoai Word Options.



Word Options ? x

General Cut, copy, and paste
Display

. Pastimg within the same document: Eeep Source Formatting {D&aumq
Procfing Pasting petween documents: Keep Source Formatting (Default)
Save Pasting between docurments when style definitions conflict: Merge Formatting
Language Pasting fram other programs:
L e | |zt /paste pictures as: In linee with et El

[ Keep bullets and numbers when pasting text with Keep Text Only option

Customize Ribbon
[ Use the Insert key for paste

Quick Access Teolbar Show Paste Qptions button when content is pasted
Add-Ins B Use smart cut and paste | Settings... .
Trust Certer .

Image Size and Quality B Document3 E

[ Disgard editing data
[ Do pot compress images in file
Set default target outgut to: | 220 ppiE‘

Chart [ Documentd 3

&1 Properties follow chart data point
Show document content

(] Show hackgreund colors and images in Print Layout view

[ Show text wrapped within the docurment window

[ Show picture placehclders

Show drawings and test boxes on screen

[ Shew bookmarks

[0 Show text boundaries w

Bay gi0, ban di c6 thé dung Ctrl + V dé dan van ban tir mot chuong trinh khac vao Word

2013 ma khong can phai lo la‘ing 16i dinh dang, vi no s¢€ ty dong dan van ban thuong
khong bao gom hinh anh, lién két, dinh dang trong vin ban gbc. Tir d6, ban s& dé dang
thay d6i dinh dang vin ban dd dan theo y mudn.
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Viéc sir dung USB thay cho DVD dé€ khéi tao & dia tyw khiri ddng ding cho viéc cai dat cac géi tin 150 18n
Windows ngay cang tré nén phd bién vi tinh tién dung. Ngoai ra, nhér tinh linh ddng va téc dé lam viéc
cao, ban cd thé tiét kigém kha nhigu thi gian va tign bac thay vi phai sir dung cac dia DVD.|

[ (Ctrl) =

|
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