CHU PE E. UNG DUNG TIN HOQC

BAI 2. CONG CU TiM KIEM VA THAY THE TRONG SOAN THAO VAN BAN
1. Cong cu tim kiém va thay thé

- Cong cu Tim kiém gitip nhanh chong dinh vi dugc mot cum tir cho trude &
nhirng vi tri nao trong van ban.

- Cong cu Thay thé gitip nhanh chong va chinh stra mot cum tir bat ki trong van
ban, dic biét 1a khi cum tir d6 xuét hién nhiéu lan trong van ban dai.

2. Tim hiéu cach sir dung cong cu tim kiém

#9 Find ~«—— Lénh Tim kiém Dé sit dung hai cong cu Tim kiém va
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s Repidce o Thay thé can mé hai hop thoai twong

W} Select~ ™~ Lénh Thay thé img bang hai lénh Find va Replace
Editing .

(Hinh 2) ¢ cuoi da1 lénh Home, trong
Hinh 2. Céng cu Tim kiém va Thay thé nhom Editing.

- Céc budc thuc hién tim kiém mot cum tir cho trudce:

+ Buéc 1: Nhay chudt vao 1énh Find trong dai [énh Home.

+ Buac 2: Trong 6 Search Document cua vung Navigation nhap cum tur can tim
kiem.

+ Budc 3: Xem két qua tim thay trong ving Navigation. Sé két qua tim thay va
danh sach cac cum tir tim thay. Nhan chon mot cum tir trong danh sach nay dé
dinh vi con tré dén cum tir c6 trong vin ban.

Nt diéu huéng tuwong tu dé dinh vi con tré dén cum tir tim duoc trude d6 va sau
do.
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You can search for text in your
document by typing in the search
box above.
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(4) Nhay chuét vao timg cum tir tim
thay trong hép thoai Navigation dé

dinh vi con tré dén cum tir d6 trong

trang van ban.

(5) Nhay nat  * ' 6 bén phai dé két thuc
tim kiem day ki tir 02/09. DPéng hop thoai
Navigation khi khong tim kiém nira.

Hinh 3. Céng cu Tim kiém



3. Tim hiéu cach sir dung cong cu Thay thé

- Cac budc thyc hién thay thé mot cum tir trong van ban:

+ B1: Nhay chudt vao Iénh Replace. Hop thoai Find and Replace s& xuat hién.
+ B2: Nhap cum tir can tim vao & Find what.

+ B3: Nhap cum tir can thay thé vao 6 Replace with.

+ B4: Néu tim thay, thyc hién tim tiép theo cac nat (Replace, Replace All, Find
Next).

(1) Nhay chuét vao lénh #,, Replace . Hop thoa Find and Replace s& xuat hién nhw Hinh 4 sau day

(2) Nhap cum tir cén tim vao 6 Find what (3) Nhap cum tir can thay thé vao 6 Replace with
Find and RePlace / 7 X
Find what: y zl
Replace with: |ban Ty g
| More >> ‘
(4) Néu tim thay, thuc hién Thay thé cum tur Thay thé tat ca cac Bé qua cum tir vira tim duoc
tim tiép theo banut trén vira tim duorc. cum tir vira tim duoc vatim cum tir tiép theo

Hinh 4. Céng cu Thay thé



