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How to mark atick in Word

How to mark atick in Word The following article helps you insert traces in Word to facilitate you complete the
multiple-choice test as quickly as possible.

The following article helps you insert traces in Word to facilitate you complete the multiple-choice test as
quickly as possible.

Céch danh dau tich trong Word

Cau 1: Giai Grand Slam dau tién trong nam la
giai nao?

MA. Austrlia mé& réng

B. Wimbledon

LIC. Roland Garos

LID. My m& rong
Trong mén quan veot, gianh dwoe Grand Slam
nghia la trong 1 nam doat chirc vo dich ca 4 giai
sau:

CJA. Uc mé réng|

[B. Phap mé& rong

LIC. Wimbledon

VD. My m& réng

1. Mark afixed area

With fixed tick mark, you will use special characters that contain traces in Word to mark ticks. This way the user
cannot manipulate, or check on the content. This method should only be used when the author is only viewing
permission for the reader.

Step 1: Put the cursor at the position where you want to insert the tick mark -> Go to the Insert tab -> Symbols
-> Symbol -> More Symbols.
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Step 2: The Symbol dialog box appearsin the Font section, select Wingdings2:
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Step 3. Select the icon containing the checkmark at the end of the Wingdings -> double click to insert or click
Insert:
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Step 4: Theresult has inserted the correct sign for the answer:

Cau 1: Giai Grand Slam dau tién trong nam la
ai nao?

CADAustriia mé rong
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C. Roland Garos
D. My mé& réng
Trong mén quan veot, gianh dwoc Grand Slam
nghia la trong 1 nam doat chirc v6 dich ca 4 giai
sau:
A. Uc mé réng
B. Phap mé rong
C. Wimbledon
D. My mé& réng ThuThuat

Step 5: Similarly, insert a checkmark for the wrong result in the answer:




Symboal ? *

Symbols | Special Characters

Font: 'Wingdings 2 w
A\ 2\ A\ LK B ) | no|glela|g D|OE
IDOE | E(@EVRVE S| g == - -
AV ALARTRAR 2R AR AR S Rl
® O0|er& | a|&|?|?|?| P e300
Recently used symbaols:

M| v > DU 1|3 || %X HAFTIS|GH &
Unicode name: g
Wingdings : 83 Character code: |83 from: | Symbol (decimal} |~

AutoCorrect... Shortcut Key... Shorteut key:

IhuThuat Canmem.vn

Step 6: Theresult you created the true and false signs for the answer:

Cau 1: Giai Grand Slam dau tién trong nam la
giai nao?

MA. Austrlia mé réng

XB. Wimbledon

XIC. Roland Garos

XD. My mé& réng
Trong mén quan veot, gianh dwoc Grand Slam
nghia la trong 1 nam doat chirc v6 dich ca 4 giai
sau:

=A. Uc mé réng

XIB. Phap mé rong

XIC. Wimbledon

“ID. My mé réng

T4 (Ctrl) -

However, with this method, only using traces is the answer for the viewer. In case you want to create a positive
check mark, the reader can self-answer the answer you must follow method 2.

2. Active markup

Thisway the reader can choose the answer that the user thinks s right.

Step 1. Put the cursor in the position where you want to insert the checkbox -> Go to the Developer tab -> click
on the Checkbox icon :
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Step 2: Click the location you want to insert the checkmark:

Cau 1: Giai Grand Slam dau tién trong nam la
giai nao?

CIA. Austrlia mé réng

[B. Wimbledon

[JC. Roland Garos

CID. My mé& réng
Trong mén quén vet, gianh drgrc Grand Slam
nghia la trong 1 nam doat chirc vo dich ca 4 giai
sau:

CA. Uc mé réng

OB. Phap mé réng

CJC. Wimbledon .
OID. My M@ rong ThuThuat .

Step 3: Make a check in the checkboxes to the resullts:

Cau 1: Giai Grand Slam dau tién trong nam la
iai nao?

XA. Austrlia mé réng

X B. Wimbledon

[JC. Roland Garos

qib My mé réng

Trong mén quan veot, gianh dwoe Grand Slam
nghia la trong 1 nam doat chirc vo dich ca 4 giai
sau:

TA. Uc mé réng

OB. Phap mé réng

CJC. Wimbledon :
0D My mé réng ThuThuat .

Step 4. By default, when the tick box has an X icon, you want to change the icon after the user clicks to do the
following: select the checkbox you want to change -> go to the Developer tab -> click the Propertiesicon :
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KB. Wimbledon

[JC. Roland Garos

OD. My mé& réng
Trong mén quan vot, gianh dwoe Grand Slam
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OA. Uc mé rong
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Step 5: The dialog box appearsin the Checked symbol, click Change:
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Step 6: The Symbol dialog box appears in the Font section, select Wingdings2 -> click the icon you want to
change, for example, select the checkmark as shown -> click Insert or double click:
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Step 7: Click OK:



Content Control Properties ! >

General

Title: |

Taaq: |

Show as: | Bounding E'r::u?{i ~..- i

Colorn !_ﬁ -

|:| Use a style to format text typed into the empty contraol

Style: [Default Paragraph Font[v |

i g N EV ' £ |
- snulhuatPhanMem.yn
Locking

|:| Content control cannot be deleted
|:| Contents cannot be edited

Check Box Properties

Checked symbol: @l

Unchecked symbaol: @

Cancel

Step 8: Click on the checkbox with the results:
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MA. Austrlia mé réng

0B. Wimbledon

[JC. Roland Garos

[ID. My mé& réng
Trong mén quan vet, gianh dwoe Grand Slam
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TA. Uc mé rong
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Step 9: Findly, you just need to adjust the size and color of the checkbox -> get the results:

Cau 1: Giai Grand Slam dau tién trong nam la
giai nao?
MA. Austrlia mé& réng

B. Wimbledon

[JC. Roland Garos

LID. My mé& réng
Trong mén quan vet, gianh dwoe Grand Slam
nghia la trong 1 nam doat chirc vo dich ca 4 giai
sau:

CA. Uc mé réng|

L/B. Phap mé& réng

LIC. Wimbledon —

¥D. My m& réng L

So thisway the user can customize the correct answer for himself.
Above is how to mark the mark in Word quickly and effectively hope to help you.
Good luck!

Y ou finished reading the article "How to mark atick in 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.
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