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Add Save and Close options All Documents
documentsin Word

Microsoft Office Word application allows users to open and view multiple documents at the same time. And
when you have made al the changes on the open documents then you want to quickly save and close them all at
once instead of one by one?

Instruct you to read how to add a save feature (Save) and close all (Close All) documents Documents are
open in Microsoft Word.

Microsoft Office Word application allows users to open and view multiple documents at the same time. And
when you have made all the changes on the open documents then you want to quickly save and close them all at
once instead of one by one?
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Thém tiy chon Save va Close All cac tai ligu Documents trong Word

Huéng din ban doc cich thém tinh ndng Iy (Save) va déng tat c3 (Close All) cac tai lidu Documents
dang md trong Microsoft Word.

Ung dung Word cla Microsoft Office cho phép nguwti ding cé thé mé va xem nhigu tai liéu cing mot
Idc. Va khi d3 thirc hién tat ca cac thay ddi trén cac tai liéu dang mdr rdi sau dd ban mudn nhanh chéng
Iru lai va dong tat ca lai cing mdt IGc thay vi tirmg cdi mot thi phai lam sao?

[anh 1]

Quay tré lai cac phién ban Microsoft Office trurée (trurde Office 2007), mdi khi ban nhan phim Shift va
nhap vao File, ban s& thay tiy chon Save dwge ddi thanh Save All va Close dugc ddi thanh Close All. Tuy
nhién, ké ti¥ phién ban Office 2007, thanh trinh don truy&n théng trong Word duroc thay thé bing céc
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Back to previous Microsoft Office versions (before Office 2007), every time you press the Shift key and click
File, you will see the Save option changed to Save All and Close changed to Close All. However, since Office
2007 version, the traditional menu bar in Word is replaced with ribbon icons and you cannot find the familiar
Save All and Close All options again.

But don't worry, Microsoft retains these two options and hides them in the custom Quick Access Toolbar group.
If you still want to continue using them, you can refer to the following:
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Start the Word application and click the arrow on the top left corner of the Quick Access Toolbar and click the

M ore Commands option .
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The Word Options dialog box that appears with the group customize the Quick Access Toolbar is opened.

Now click on the Choose commands from line and click on it to open the list of options.
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Now look for commands like Save All and click Add .
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And Close All .
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When the 2 options are located in the right pane, proceed to click the 2 up and down arrows to set the positions
of the orders depending on your purpose.
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When everything is up to you, press Ok to save.
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That'sit, now 2 Save All and Close All commands are back on the Quick Access Toolbar.
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Thém tiy chon Save va Close All cac tai ligu Documents trong Word

Huwéng din ban doc céch thém tinh ning lweu (Save) va dong tat ca (Close All) céc tai lidu Documents
dang mé trong Microsoft Word.

*ng dung Word clia Microsoft Office cho phép ngudi ding 6 thé mé va xem nhiBu tai lidu cing mit
Iac. Va khi d3 thuc hién tat ca cdc thay d6i trén cac tai liéu dang md rdi sau dé ban mudn nhanh chdng
Iuru lai v dong tat ca lai cing mat Idc thay vi tirng cdi mot thi phai lam sao?

[anh 1]

Quay tr& lai cac phién ban Microsoft Office trwdc (trude Office 2007), mdi khi ban nhin phim shift va
nhip vao File, ban s& thdy tiy chon Save dwgc ddi thanh Save All va Close dugce di thanh Close All. Tuy
nhién, k& tir phién ban Office 2007, thanh trinh don truyén thang trong Word dugc thay thé bing céc
biéu tuirgng ribbon va ban khéng thé tim thdy lai duwgc thy chon Save All va Close All quen thude déu niFa.

Nhung dirng lo Iing, Microsoft van gii¥ lai 2 tiy chon nay va &n ching trong nhém tiy chinh Quick
Access Toolbar. Néu ban vdn mudn tiép tuc s dung chiing, c6 thé tham khao céch lam sau day.

Kh&i déng irng dung Word 18n va nhip vao mii tén géc trén bén trii cla Quick Access Toolbar va nhip
vao tiy chon More Commands.

[anh 2]
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Pretty simple, isn't it?

Y ou finished reading the article "Add Save and Close options All Documents documentsin Word" edited by
the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search
for similar articles on tips and guides. Thank you for reading and for following us regularly.

© 2019 TipsMake.com


https://tipsmake.com

