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Tipsto remove extra spaces between wordsin
Microsoft Word

In the process of editing documents in Microsoft Word, there are times when you have a text with lots of extra
spaces between words, which makes the text fragmented and unclear.

The reason may be that you have copied somewhere, or downloaded the sample text file on the internet . Please
follow the following article of Accountant TipsMake to know how to fix this case quickly.

For example

There are paragraphs of Word with lots of white space like the picture below. If deleting it manually one by one
it will be very time consuming. To quickly remove these extra spaces, follow these steps.
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Chiing 61 4 kiém toan bo cio thi chinh hop nhitkém  theo ciia Céng ty va
cic cong ty dugc lip ngay 04 thing 5 ndm 2019, vir trang 06 dén trang 47, bao. gém
Biéng cin d1 ke toan hop nhit tai ngay 31 thing 12 nim 2018, Bao cio két qua
hoat déng kinh doanh hop nhir, Bio cdo lwu chuyén uén 18 hop nhit cho
nim tin chinh két thic cing ngay vi Bin thuyét mmh bio cio tai chinh hop nhit.

Ban Téng Giam dbc Cong ty chiu trach nhiém Lép va trinh bay trung thue va hop Iy
bao cao tai chich hop nhit theo chuin . kétoan, ché doketoan  doanh nghiép
Viét Nam va cic quy dinhphip ¥ c6liénquandén  viée Lip va inh bay bio cho
tai chinh va chiu trach nhiém vé kidm sodt néi bé ma Ban Tong Gidm doc xac dinh 1a cin
thiét 8 dim bio viéc ldp va trinh by bio cdo ta chinh hop nhit khéng cé sai sot
trong yéu do gian lin hodc nhim lin

Step 1: Y ou choose the Home tab on the Ribbon. Then choose Replace in the Editing section . Or you can also
use the keyboard shortcut Ctrl + H to quickly open the Find and Replace dialog box .
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Chuing t6i di kiém toan bao cao tai chinh hop nhitkém  theo ciia Céng ty va
caccong  ty duge lip ngdy 04 thing 5 nam 2019, ti trang 06 dén trang 47, bao gom
Bing cin déi ké toin hop nhit tai ngay 31 thing 12 nim 2018, Bao cio két qua
hoat d6ng kinh doanh hop nhat, Bio cao luu chuyen tien t§ hop nhat cho
nim ti chinh két thiic cing ngay va Ban thuyét minh bio cio t2i chinh hop nhit.

Ban Tong Giam doc Cong ty chiu trich nhiém ldp va trinh bay trung thye va hop 1y
bio cio tai chinh hop nhit theo chudnmuc  ké toin, ché d kétoan  doanh nghiép
VigtNam vacic quy dinhphap iy célisnquandén  vide 13p v winh bay bao cao
tai chinh va chiu trach nhiém vé kiém sodt ndi bd ma Ban Tong Giam doc xic dinh 13 cin
thiét dé d3m bdo viéc 13p va trinh bay bdo cdo ti chinh hop nhit khéng c6 sai sét
trong yéu do gian 130 hoae nham ldn.
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Step 2: At thistime, the Find and Replace dialog box appears. Click on More>>.

Find and Replace

Find Replace GoTo

Find what:
Options: Use Wildcards

Replace with: |

Replace Replace All Find Next

Step 3: Next, tick the box Use wildcards. Then you enter the following:
+ Find what: enter () {2,}
+ Replace with: enter 1

After the import is complete, click Replace All.
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Find and Replace ? X

Find Replacte GoTo
IFigd what: (M2} v
ptions: 13 dcards

Replace with: |\1 v

| Replace Replace All Find Next Cancel
Search Options
Search; All s
Match case Match prefix
yhole words only Match suffix
[ Use wildcards
|_| Sounds like (English) |:| Ignore punctuation characters
[[] Find all word forms (English) [[] 1gnore white-space characters
Replace
Format ~ Special ~ No Formatting

After clicking Replace All, the message will appear showing how many spaces have been removed in the text.
Now click OK to finish.

Find Replace GoTo

Find what: (N2} v
Options: Use Wildcards

Replace with: |\1 w

<< Less Microsoft Word ) I_l Find Next Cancel

Search Options

Search: |Al o All done. We made 24 replacements.

Match case Match prefix

] use wildcards

D Sounds like (English) |:| Ignore punctuation characters
[] Find all word forms (English) [[] 1gnore white-space characters
Replace
Format ~ Special ~ No Formatting

Photo 5: Tipsfor removing extra spaces between words in Microsoft Word

Just so, the result isthat all extra space in the Word document will be quickly deleted.
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Ching t61 d3 kiém toan bao cao tai chinh hop nhit kém theo ctia Céng ty va cac cong ty dwoc lip
ngay 04 thang 5 nam 2019, tir trang 06 dén trang 47, bao gém Bang can déi ké toan hop nhat tai
ngay 31 thang 12 nim 2018, Bio cao két qua hoat ddng kinh doanh hop nhit, Bao cao lvu chuyén
tién té hop nhit cho nim t1 chinh két thic cing ngay vi Ban thuyét minh bio cdo tii chinh hop
nhit,

Ban Téng Giim déc Cong ty chiu trach nhiém lip va trinh bay trung thye va hop Iy bao céo tai
chinh hop nhit theo chudn muc ké toan, ché d6 ké toin doanh nghiép Viét Nam va cac quy dinh
phip 1§ c6 lién quan dén viée lip va trinh bay béo cao tai chinh va chiu trach nhiém vé kiém sot
061 bd ma Ban Téng Giam déc xic dinh 13 can thiét dé dam bao viéc 13p va trinh by bio cio tai
chinh hop nhét khéng 6 sai sét trong yéu do gian lin hoic nhim 1in.

Y ou finished reading the article "Tipsto remove extra spaces between words in Microsoft 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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