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Some settings for Microsoft Office help you be more
productive

Share some settings for the OFFICE set to work more efficiently. Basic setup to help you work more
professionally with Word, Excel, PowerPoint ...

Microsoft Office and applications Word, Excel, Powerpoint . are the leading popular office tools around the
world today. Every day we all touch, use and work with it, but | know that not everyone can use it effectively.
Therefore, in thisarticle | will summarize some small customization tips to help you work better with this Office
suite!

The Settings section of Office applications is the same, so | will take Word as an example, the version | use is
Office 365.

1. Turn on Dark Mode on Microsoft Office (black interface)

Dark Mode, also known as the dark background mode, surely you are no longer unfamiliar, right!

When you use this mode, it will help protect eyes, save power, and Dark mode is available on most major
websites today, such as dark theme on Y outube, interface. dark on Facebook Messenger, dark theme on Google
Chrome,....

If you are a frequent user of Office applications, especially working at night, Dark Mode on Office will be
extremely great for you, and | recommend you to apply this Tips right away.

Doing:

+ Step 1: First, click to open anew document or on the current document => then click Fi | e.
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+ Step 2: Click Account , thepart O f i ce Theneyou change from Col or f ul =>to Bl ackisokay.
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Options.

+ Step 3: You will not need to restart Word, the changes will take effect immediately, the result we have a pretty
smooth working interface like this.

If you want to return to the traditional interface, repeat the above step and change Black => to
Colorful .
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2. Turn off spell checking in Word, Excel, Power Point .

By default, on Office applications, there is agrammar checker and reporter to help users type more standard text.

However, it only supports English well, so when we type in Vietnamese it still thinks Auto is wrong and there
arered bricks, bluetiles . below the word - it looks very annoying. Now we will turn this feature off!

How To: Click onFi | e=> select Opt i ons.
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Y ou switch to tab Pr oof i ng => and then remove all traces of the itemsin the other green frame.
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3. Set to automatically save filesto avoid data loss

Word and other applications in the OFFICE suite have the function to automatically save files to a temporary
folder so that when we are working, if we have a power outage, power down . you can still recover the current
file. do bad.

By default, the time to automatically save the file will be 10 phut , too long compared to the regulations, so
let'sfix 1 phut it.

How To: Open the section Opt i onsasinstructed above => and switch to tab Save.
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4. Change the unit of measurein Word, convert the unit from Inchesto Cm



The default unit of measure for the Office suite will bel nches, and it's not as common as Cent i net er s(cm)
=> so welll convert it back to the unit cnfor it to be closer.

How To: Go back to the Opt i ons=> select Advanced=> go to the Di spl ay=> section and change it to
Cent i met er sbe done.
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5. Split the work window on a document



Editing multiple parts on a document with one screen, one window will take time because you have to drag up
and down to edit each part in different places.

How To: To make a document into two different windows, click Vi ew=> and selectSpl i t
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Immediately the working screen will be divided into 2 parts above and below, to split after finishing work, click
Vi ew=> and select Renove Split.
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Ngay I4p tirc man hinh lam viéc s& droc chia thanh 2 phan trén va dudi, @ bd chia sau khi 1a
viéc xong, kich vao View => remove Split.

6. Conclusion

Above are some small tweaks to help you work more efficiently with Office suite of applications. Hope this
article will help you. Good luck !

Y ou finished reading the article "Some settings for Microsoft Office help you be more productive' 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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