SO GIAO DUC VA PAO TAO
THANH PHO HO CHI MINH
TRUONG THPT NGUYEN TAT THANH

GOI Y HUONG DAN HQC SINH TU HOC
(Doi véi hoc sinh khong thé hoc tap truc tuyén)

Mon Tin Hoc

A. PHAN BAI HQC TUAN 9

1) Muc tiéu

- Biét duoc thém mot s cong cu tro gilp soan thao van ban.

- Biét duoc cach str dung cong cu tim kiém va thay thé.

2) Gi4o vién bién soan Tai liéu hoc tap va Phiéu hwéng din hoc sinh tw hec
PHIEU HUONG DAN HQC SINH TU HQC

NOI DUNG

GHI CHU

Tén bai hoc/ chu dé

CAC CONG CU TRQ GIUP VA SOAN THAO

Hogt dong 1: Thuc hi¢n
tim hiéu céac cong cu tre
giup sogn thdo.

1. Tim kiém
- Dua vao SGK hodc SGK dién tu.
- Hoc sinh tim va tra loi cau hoi: chirc nang cua cong
cu tim kiém? c6 may cach dé thuc hién? ké tén.
- Hoc sinh Ghi cau tra loi vao vo.
2. Thay thé
- Dua vao SGK hoac SGK dién ta.
- Tim kiém va tra 16i cau hoi:
o Chtic ning ctia cdng cuy thay thé?

o CO6 may cach dé thuc hién? ké tén.

- Hoc sinh Ghi cau tra 16i vao vé.

Hoat dong 2: Kiém tra,
danh gid qud trinh tu hoc.

3. Nhan biét
- Biét duoc thao tac thuc hién tim va thay thé trong
Word.
4. Thong hiéu
- Phan biét rd chirc nang ctia cng cy tim kiém va thay
the.




PHIEU BAI TAP

Ho Vatén: .occocovvciiiieeiee e,

BAI 18: CAC CONG CU TRQ GIUP SOAN THAO
1. Tim kiém vathay thé
S dung céng cu Find (tim kiém) va Replace (thay thé)
a._Tim kiém
* Tim kiém bang khung Navigation:
B1: Home -> [glgls] hoac Ctrl+F (hdp thoai Navigation)
B2: Nhap néi dung can tim kiém vao 6 Search Document
B3: Tuy chon: Previous Search Result: chuyén dén két qua truéc do
Next Search Result: chuyén dén két qua tiép theo
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* Tim kiém bang hop thoai Find and Replace:
B1: Nhap chubt tai vi tri bat dau do tim
B2: Home -> Find -> Advanced Find...
B3: Trong hop thoai Find and Replace, khung Find what: nhap chudi ki tw can tim



B4: Nhan nut Find Next dé bat dau tim kiém.

Find and Replace ? X
Find Replace Go To

Find what: Budc o

Reading Highlight ~ Find In = Find Next Cancel

b. Thay thé
B1: Nhap chubt tai vi tri bat dau do tim.
B2: Home -> Replace, xu4t hién hép thoai Find and Replace
B3: Trong khung Find what, nhap chuéi ki tw can tim.
B4: Trong khung Replace with, nhap chudi ki tw thay thé
B5: Ty chon: - Replace All: Tim va tw déng thay thé trong toan bd van ban
- Find next: Tim két qua tiép theo, va td chon két qua néu tim thay

- Replace: Thay thé va tim két qua tiép theo

Find and Replace ? *
Find Replace Go To

Find what: Budc w

Replace with: |B ~

More == Replace Replace All Find Mext Cancel

Lwu y: Cac lénh tim kiém va thay thé dac biét hivu ich trong trwdng hop van ban co

nhiéu trang.

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

a. Mot sd tly chon trong tim kiém va thay thé (MORE)

e Match case: Phan biét chir HOA, chir thuwdng

Find whole words only: Ttr can tim [a mét tlr nguyén ven



