BAI 13. CAC CONG CU TRQ GIUP

Kién thirc:

e Biét tac dung va cach slr dung céc tinh ndng tim kiém va thay

Find and Replace thé

Find Replace Go To

e Hiéu dworc tinh ndng gb tat va cach st dung
e Biét nguyén tat bao vé van ban bang mat khau

Find what: Ki néng:

e Thuc hién duoc cac thao tac tim kiém, thay thé trong van
ban (ké ca cac ki ty dat biét), go tat.

e Tao dwoc cac day ki tw dé gb tét.

e Dat dwoc cac loai mat khau dé bao vé van ban

I. Tim kiém va thay thé: Chon Edit & Find (hoic Ctrl + F)

1.

Tim kiém: Chon Edit = Find ( hoic Ctrl + F)

Ta thuc hién nhu sau:

- Nhay vao Edit = Find (Ctrl + F) hop thoai Find and Preplace xuat hién.
- Trong 6 Find what ta nhép ki tu can tim

- Muc More néu mudn tim chinh x4c hon

- Nhay Find next dé tim

Thay thé: Chon Edit © Replace (hoic Ctrl + H)

Ta thuc hién nhu sau:

- Nhay vao Edit = Replace (Ctrl + H) hop thoai Find and Preplace xuat hién.
- Trong & Find what ta nhap tir can tim

- Trong & Peplace with ta nhap tir can thay thé

- Nhay Replace thay thé 1 lan

- Nhéay Replace All thay thé tit ca

- Nhay Find next tim tiép va khong thay thé

Cac khad ndng tim kiém va thay thé chinh xdc hon: Tim theo dinh dang va ki tu dac
biét.

II. Cach gb tat: Chon Tool & AutoCorrect Options...

1.

Bt tinh ning gé tdt: Dé bat tinh ning gd tat ta thuc hién thao tac sau:
- Nhay vao Tool = AutoCorrect Options

- Danh ddu va 6 Replace text as you type

- Nhay OK.

Thém cdc diu muc vao AutoCorrect: Pé tao dau muc AutoCorrect, ta thuc hién nhu
sau:

- Chon Tools = AutoCorrect Options...va thuc hién nhu sau

*Gi4o vién: Vwong Tran Minh Phwong Trang 1/2



- Muc Replace gb cum tir viét tat
- Muc With g& cum tir thay thé
- Nhay nat Add
- Nhay OK dé két thiic.
3. Bdo vé van badn: Dé dit mat khau cho vin ban ta thuc hién:
- Chon Tools = Options...
- Nhay Security
- Trong 6 Password to open ta nhap mat khau dé mé vin ban
- Trong 6 Password to modify ta nhap mét khau dé sira vin ban
- Nhay OK.
III. Thuwe hanh (Sich Nghé THVP - Trang 83 — 84)
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