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How to duplicate Word documents for comparison

We can duplicate the text to 2 right in the interface, then freeze 1 text to compare the content. Word supports you
to split text into 2 to compare any text.

When you are working on along Word document, you will need to compare the content, compare the text, for
example, compare the text above with the lower paragraph. However, when the two paragraphs are far apart, the
comparison isrelatively difficult because you have to constantly scroll up and then scroll down.

Many people choose to open 2 windows in Word to perform the comparison, but thisway is not really optimal.
To make things simpler, we can duplicate the text to 2 right in the interface, then fix 1 text to compare the
content. Word supports you to split text into 2 to compare any text. The following article will guide you

Instructions for freezing Word text

Step 1

At the Word interface that wants to split the paragraph, we click on Ribbon> View and then click on Split .
Immediately after that the Word document was duplicated, separated by a movable line. This horizontal line can

be adjusted up and down to adjust the area of ??each text. When you click on a document, the remaining text
will be frozen.
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ngay cua me cho con mot hinh hat, mot sinh menh. 1inh me trong nhung
l(‘:dru:'icikl]iénlbng ccnémép_ St hi sinh ca me khién d&i con binh
yén nhung tit ca nhitng didu d6 khién nhimg nép nhan trén grong mit me
nhiéu hon. Con bét khéc va con ao wde thoi gian co thé xoa nhoa nhing
nép nhin kia. Con bét khoc va con mong sao cé thé noi 1én tinh yéu, su
biét on v6 bi dbi véi me, dé me bié:tj vdl con, me quan trong biét nhudng
nao.

Tinh me bao la vo bo va tinh yéu, sw biét on cia con ddi véi me cling
khéng thé nio noi hét bang 11, Dém vin nghé chio mimg neay 20-10 xin
duoc két thic tai div. Lo cudi cho phép Trune P8 va Thu thuy xin kinh
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ngay cua me cho con maét hinh hai, mot sinh ménh. Tinh me trong nhitng
l(‘:riru:‘icikhiénlbng conémép_ Sur hi sinh cia me khién d&i con binh
yén nhung tit ca nhitg didu d6 khién nhimg nép nhian trén grrong mat me
nhidu hon. Con bét khoe va con ao wde thoi gian co thé xoa nhoa nhiing
nép nhin kia. Con bét khoe va con mong sao c6 thé néi 1én tinh yéu, s
biét on v6 b @i véi me, dé me biét, V01 con, me quan trong biét nhrong
nao.

Tinh me _bao la vo I_J(':r }!31 tinh yéu, sw bift on ctia con déi véi me ciing
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The 2 documents are then completely separated, and when you process in one document, it will not affect the
text above. For example, you can view documents with many pages as shown below.
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ngay cua me cho con mot hinh hai, mot sinh menh. 11nh me trong nhung
lbiru:‘icikhiénlbng cona’imép_ Sw hi sinh cia me khién d&i con binh
yén nhirng tit ca nhitng didu d6 khién nhitg nép nhin trén grong mit me
nthiéu hon. Con bét khéc va con ao wée thoi gian ¢ thé xéa nhoa nhimg
nép nhin kia. Con bit khéc va con mong sao ¢ thé ndi 18n tinh yéu, sw
biét on vé biy 361 véi me, dé me biét, V01 con, me quan trong biét nhwrong
nao.
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Step 2:



To remove text dividing interface, click View> Remove Split .
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ngay cua me cho con mot hinh hai, mot s1nh menh. 111k me trong nhung
1& ru 4 oi khién long con am ap. Su hi sinh cia me khién d&i con binh
yén nhung tit ca nhitng didu d6 khién nhitng nép nhin trén srong mit me
nhidu hon. Con bt khéc va con ao wée thivi gian cd thé xéa nhoa nhimg
nép nhin kia. Con bit khoc va con mong sao co thé néi 1én tinh yéu, sir
biét on vo bd dbi véi me, d& me biét, Vo1 con. me quan trong biét nhwong
nao.

Step 3.

By default, the duplicated document will be divided horizontally. In case you want to split the document
vertically, it'salso very simple. Click View> New Window to duplicate Word document.
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g 1Ura qUY aai bIev, T CaC DA, CAC I 6. . .- o window for your mirol
ctia me cho con mot hinh hai, mot si document soyou can werk in 1hitng

- .z N x - . different places at the same time. "
a o1 khién long con am ap. Sw hi s 1 binh

nhung tat ca nhimg diéu d6 khién nhimg nép nhan trén gwong mat me
u hon. Con bat khoc va con ao wdc thoi gian co6 thé x6a nhoa nhitng
nhan kia.

Step 4.

Continue to choose View> View Side by Side to bring adjacent Word documents parallel.
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[ aal DI, thra cac I?a" cac me 1101 Ko dau ¢ Instead of switching back and forth
ho con moét hinh hai, mot sinh ménh. Tinh my between documents, view them
% side by side, It makes comparing

én 1ong con am ap. Sw hi sinh cia me khién e cosier
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The result will look like the image below. When we scroll, both sides of the interface will move.
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va anh hiing cia PNVN n6i chung cting nhw chj em phy nir Xa Nga Thuy
_______ noi riéng. R
Ong Téi dy dém lién hoan van nghé hom nay, ban t6 chire xin vui mirng dwoc
(Ba): ghéo don sy c6 mat ctia quy vi Pai biéu khéch quy.
. Ong (Ba):
Ong -
5 Ong
Ba):
(B2) (Ba):
Sau day xin tran trong gidi thiéu va kinh moi Ba: i
lén khai mac dém giao Ou.g.
Iwu van nghé (Ba):
Xin tran trong kinh moi ba. e
Ong
Kinh thwa cic quy vi dai biéu, cic ddng chi! (Ba):

Chiing ta hay tin rang, véi truyen thong "anh hing, bat khuat, trung hau, | == A T o
dam dang" phy nir Viét Nam ngudi sau tiép bude ngudi trude, ra stte vun Sau day xin trén trong gidi thiéu va kinh moi Ba: N . L
ddp phong trao, ximg dang véi tam voc clia mot dan toc da trai qua trén . - 1én khai mac dém giao
4000 nam lich st dung nwéce va gitr nude. l"_“ van nghé . L

»»»»» Xin trén trong kinh moi ba.

tét ca cac quy vi hay danh mot trang phdo tay that 1n dé cb v cho tat ca
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If you want to freeze part or just scroll other content in a document, click Synchronous Scrolling in the text
you want to be fixed.
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Scroll two documents at the same
time.

This is a great way to compare
documents line by line or scan for
differences.

Y ou finished reading the article "How to duplicate Word documents for comparison™ 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.
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