1. Cong cu Tim kiém, Thay the:

- Cong cu Tim kiém gitip nhanh chéong dwgcmét  onhimg
nao trong van ban.
- Cong cu Thay thé gitp nhanhchéng moét trong van ban,

dic biét 1a khi cum tir d6 xudt hién ___ trong van ban dai.

[ )

. Cach su dung cong cu Tim kiém:
P o4
*Cdc bwoc thwe hi¢n Tim kiém:

- B1: Nhay chudt vao 1énh # Finc « trong nhom

..........

~s€ xuat hién ¢ bén trai van ban.

---------------

B2: Nhap tir can tim trong o

- B3: Xemsé lwong cac két qua tim thay.

- B4: Nhay chudt vio tirng cum tir tim thiy trong hop thoai Navigation dé
con tré dén cum tir d6 trong trang van ban

- B5: Nhay nit Close % | (¢ géc phii hép thogi) dé
khong tim kiém nira.

hop thoai Navigation khi

3. Cach sur dung cong cu Thay thé:
*Cidc buwdc thiee hign Tim kiém va Thay thé:
- B1: Nhay chudt vao lénh S Rt trong nhom Editing. Hop thoai Find

and Replace xuat hién.
- B2:Nhap tircan tim trong 6
- B3: Nhap tur can thay thé vao 6

- B4: Nhay nit Find Next dé bit dau tim kiém, néu tim thay:

v Nhéannat  dé thay thé cum tir vira tim dugc.
v Nhannat __ dé thay thé tat ca tir vira tim duoc.
v Nhinnit @& bo qua cum tir vira tim duge va tim cum tir tiép theo.
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% Luyén tip:

1. Qua vi du trén day, em hidy néu cac budc thuc hién tim kiém mdt cum tir cho trude. Em hay
kham pha tac dung cta hai nat diéu huéng = * trong hdp thoai Navigation va chia sé két qua
tim hiéu vai cac ban bén canh.

 Navigation v x
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Cac budce thuc hién tim kiém mdt cum tir cho trude: (muc 1)

Nut diéu hudng trong hop thoai Navigation co vai tro de cac doan van
ban duoc cho tu/cum tir khoa mot cach
dé dang di chuyén | tim thiy tudn ty

2/ Néu khong c6 cong cu Tim kiém trong phin mém Soan thao vin ban, em gip kho khin nao
trong cac kho khan dugc ké ra sau day? (Chon B diéu gap khé khan)

1) Khong thé tim duge mot tir nao do trong mot van ban dai

2) Rét mat thoi gian khi mudn biét mot tir can tim & nhimg vi tri nao trong mdt van ban
dai.

3) Khéng thé biét tat ca cac vi tri cia mdt tir can tim trong vén ban,
4) Chéc chin nham 1an khi dém s6 tir can tim trong mot van ban dai.

2/ Hay chi ra thir tu thuc hién cac budce sau dé nhan duge cach tim tat ca nhitng chd xuat hién
mot tir can thay theé bang mdt tir khac: bang cach kéo tha vao thir tie bén dioi

Nhay chuét vao 1énh Replace all

Nhap tir can thay thé trong 6 Replace with

Nhap tir can tim vao 6 Find what

1)
2)

3)
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3/ Hay trinh bay cach sir dung c¢ong cu Tim kiém va Thay thé dé sira duge nhimg chd viét nham

[ L]

diu phiy " thanh ddu chédm phdy *;" trong mot doan vin ban.

- BI1: Nhay chudt vao Iénh .....ccccivvueeee. trongnhém . HOp thoai Find and
Replace Xuat hién.

- B2:Nhap.................. trong 6 Find what
< BIIINNAE cosiiamign vao 0 Replace with

~ B4: Lan lugt nhan nit Replace dé thay thé cym tir vira tim duge hodc nhén nut
............................. dé thay thé tat ca.

4/ Cho mét doan van ban, hiy néu cach sur dung cong cu phi hop dé dém xem vin ban d6 co
bao nhiéu cau bang cach dém s6 dau cham va trir di nhimg chd c¢6 dau ba cham (néu c6). Gia st
rang cac cdu trong vin ban di cho khong két thic biang dau ba chim, dau chiam hoéi va dau
cham than, néu cé cac s6 thap phan thi phin sé nguyén va phan thap phan duge phan tach nhau
boi dau phay.

*Sw dung cong cu Tim kiem, cdac bwoc thue hién:

= [; l : ]\Jlléi}f (:}]Llcit ‘Jé&(} lé?fl]] sassssnas E"L i:"‘: 2
Navigation sé xuat hi¢n ¢ bén trai van ban

trong nhom Editing. Hop thoai

SO o ERE——— trong 6 Search Document
= B3: Xem 56 leong Cac ......coovoceeeeeeeiee e

- Tuong tu tim véi dau ba cham "..." dé ra két qua so lugng cua dau ba cham, sau dé
lay so luwgng dau cham trir di s0 luwgng dau ba cham thi s€ ra so cau trong van ban.

5/ Nhirng ciu sau diy ciu nao la ding? Ding Sai

1) C6 thé su dung cong cu Tim kiém dé sira chira mot so tir viét sai
trong van ban.

2) Str dung cong cu Thay thé ¢ thé tim duge mot tir viét sai chinh ta

va stra lai dugc tat ca nhimg chd viét sai nhu vay trong vin ban. D D
3) Trong phan mém soan thao van ban, cong cu Tim kiém dugc thuc

hién bt Iénh Find, con cong cu Thay thé dugc thuc hién bdi Iénh D D
Replace.




