LY THUYET TIN HOC 10
BAI 18: CAC CONG CU TRQ GIUP SOAN THAO

1. TIM KIEM VA THAY THE
a) Tim kiém
« Tim kiém 1 tir hodc 1 cum tur:
- B1: chon 1énh Edit — Find... ( hoac nhén to hop Ctrl + F) dé kich hoat hop
thoai Find and Replace.

[ Find and Replace

Bl Replace GoTo

Find what: || [~

Highlight all iterns found in:  Main Document

w I Cancael

hinh 91. Tim kiém

- B2: G& tir hodc cum tir can tim vao 6 Find What (Tim gj).

- B3: Nhay chudt vao nut Find Next (Tim tiép) hodc nhay nat Cancel (Bo qua)
dé dong hop thoai, két thiic im kiém.
b) thay thé
« Dung dé thay thé mot tir hay 1 cum tir khac trong vin ban.
* Cac buoc thuc hién:

- B1: Chon Edit — Replace hoic nhidn t6 hop phim Ctrl+H d¢ md hop
thoai Find and Replace.



Find and Replace X

Find Replace | GoTo |

Find what: |sapa Bl
Options:  Search Down

Replace with: [sapal -]

Moe s | Beplace | Replacetd |[ BrdNext | concel |

hinh 92. hop thoai Find and Replace

-B2: G& cum tir cAn tim kiém vao 6 Find What va gd cum tir thay thé vao
6 Replace with (Thay thé bang);

- B3: Nhay chudt vao nat Find next dé dén cum tir can tim tiép theo (néu co);

- B4: Nhay chudt vao nut Replace néu muén thay thé timg cum tir tim thay (va
nhay vao nit Replace All néu muén thay thé ty dong tat ca cac cum tir tim thay)
bang cum tir thay thé;

- B5: Nhay chudt vao nut Close dé dong hop thoai, két thiic viéc tim va thay thé.
¢) Mot so tuy chon trong tim kiém va thay thé
Nhay chuot 1én nut
Find and Replace #E

Find Replace | GoTo |

Find what: [sapa ]
COptions:  Search Down
2 chon More 2l

EEFJEDE | REDHCEEI| Endﬁextl Canwel |

s6 tuy chon thuong dung nhu:
- Match Case: Phan biét chir hoa, chir thuong (Sa Pa sé€ khac sa pa);
- Find whole word only: Tir can tim 1a mét tir nguyén ven. Vi du, néu tim tir "ho”
thi nhitng tir nhu hoa, cho s& khong dugc tim du c6 chtra "ho".
2. GO TAT VA SUA LOI
- Sir dung chtrc nang AutoCorrect dé ty dong chinh sira van ban khi gd.
- No1 dung vi¢c stra chia thanh 2 loai:

dé thiét dat mot



+ Stra 16i: hé soan thao vin ban ty dong sira céc 10i chinh ta khi nguoi dung g
van ban.

+ Go tat: sir dung to hop phim do nguoi dung quy dinh dé viét ra ki tu nao do.
- Chon Tools — AutoCorrect dé m& hop thoai AutoCorrect roi chon/bod chon
6 Replace text as you type (Thay thé trong khi gd):

AutoCorrect: English [U.5.)

futaText | SutoFormak | Smart Tags |
futaConrect | AukoFormat As You Type
¥ Show AutoCorrect Options buttons

I Correct Two Ditial CApitals

I Capitalos First latter of serkences

W Copitskze Fretletter of bable el [ Correct bevbosrd sstting
I Capitalize pames of days

I~ Correct acciderkal usags of cAPS LOCK key

M Replace bext as you bype

Replace: with: & Lo

[ms [microsoft]

] MArtSnARCE ﬂ
ing making

BMEITHEnE IHETREETENL =l

mairksin |

e ] |

ok | codl

hinh 93. hop thoai AutoCorrect
- Thém cac tir go tit méi vao danh sich nay bing cach sau:
+ B1: G& tir viét tat vao cot Replace va cum tir day du vao 6 With;
+ B2: Nhay chudt vao nut Add dé thém vao danh sach ty dong stra.
- X¢6a di nhitng ddu muc khong dung dén bang cach:



