BAI 18: CAC CONG CU TRO GIUP SOAN THAO

1. Tim kiém va thay thé
S dung codng cu Find (tim kiém) va Replace (thay thé)
a. Tim kiém

* Tim kiém bang khung Navigation:

B1: Home -> m hoac Ctrl+F (hdp thoai Navigation)

B2: Nhap ndi dung can tim kiém vao 6 Search Document

B3: Tuy chon: Previous Search Result: chuyén dén két qua truéc dé
Next Search Result: chuyén dén két qua tiép theo
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* Tim kiém bang hop thoai Find and Replace:
B1: Nhap chudt tai vi tri bat dau do tim
B2: Home -> Find -> Advanced Find...
B3: Trong hép thoai Find and Replace, khung Find what: nhép chudi ki tw can tim
B4: Nhan nut Find Next dé bat dau tim kiém.

Find and Replace ? *
Find Replace GoTo
Find what: Budc 7

Reading Highlight Find In = Find Next Cancel




b. Thay thé
B1: Nh&p chubt tai vi tri bat dau do tim.
B2: Home -> Replace, xuét hién hop thoai Find and Replace
B3: Trong khung Find what, nhap chudi ki tw can tim.
B4: Trong khung Replace with, nhap chubi ki tw thay thé
B5: Tuy chon: - Replace All: Tim va ty déng thay thé trong toan bd van ban
- Find next: Tim két qua tiép theo, va té chon két qua néu tim thay

- Replace: Thay thé va tim két qua tiép theo

Find and Replace ? X
Find Replace Go To

Find what: Bu'dc =

Replace with: |B ~

More == Replace Replace All Find Next Cancel

Lwu y: Céc Iénh tim kiém va thay thé d&c biét hivu ich trong trworng hop van ban cé
nhiéu trang.

= Nhan Ctrl + H l1a day du cho phan tim kiém va thay thé

a. Mot sb tuy chon trong tim kiém va thay thé (MORE)

e Match case: Phan biét chir HOA, chir thuwdong

e Find whole words only: T can tim 1a mot tr nguyén ven
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2. Gb tat va stra 16i ***Tham khao thém
a. Stralbi:
B1: Find -> Options, xuét hién hop thoai Word Options
B2: Chon Proofing:
- Check spelling as you type: kiém tra chinh ta khi nhap van ban
- Mark grammar errors as you type: danh dau 16i ngir phap khi nhap van ban

- Check grammar with spelling: kiém tra ngi¥ phap bang cong cu kiém tra chinh

>
ta
Word Options X
A A
General Custom Dictionaries..
Display French modes: | Traditional and new spellings v
Proofing ‘ Spanish modes: | Tuteo verb forms only v
Save When correcting spelling and grammar in Word
Language [ check spelling a5 you type
Nkt [ use contertual spelling
Mark grammat efrors a5 you type
Custonize Rbbén Check grammar with spelling
Quick Access Toolbar [ show readabilty statistics
AddHins Writing Style: | Grammar Only v | Settings...
Trust Center Check Document

Exceptions for: | %] baitg.docx v

Cancel

AutoCorrect: English (U.S.) ? x

b. G6 tat:

B1: Find -> Options -> Proofing
B2: Kich chon AutoCorrect Options
xuét hién hdp thoai AutoCorrect
B3:Replace: gb tw viét tit va 6
With: g& cum tir day da

B4: Nhay chudt Add

* X6a gb tat: Chon dau muc can xoéa ->
Nhay nut Delete

AutoFormat
AutoCorrect

Actions

Math AutoCorrect AutoFormat As You Type
Show AutoCorrect Options buttons

Correct TWo INitial CApitals

Exceptions...
Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days
Correct accidental usage of cAPS LOCK key
Replace text as you type
Replace: With: Flain text Formatted text
‘ch Céng hoa xd hdi cha nghia Viét Nam|
Echallange | challenge ~
Echallanges challenges
ichaneg | change
|chanegs changes
Echangahle changeable
Echangeing | changing
|changng changing w
Add
Automatically use suggestions from the spelling checker
oK Cancel
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