BAI 3. THUC HANH TIM KIEM, THAY THE VA PINH
DANG VAN BAN

1. Pinh dang vin ban, trinh bay trang va in
- Budc 1: Soan thao bai “Chuyén tham quan dang nhé” (trang 64)
- Budc 2: Thuc hién dinh dang van ban va can 1é trang

+ Pinh dang ki tu: Phong Time newroman, in nghiéng, chit mau xanh, tiéu
dé ¢6 chit mau di, can bién chinh gilra trang; chon cac tu “rubik”, “chiéc quat”,
“tdm thé luu niém” trong doan thtr nhat dé dinh dang chit ddm va gach chan nét
don, chon céc sb dé dinh dang in dam.

+ Pinh dang doan: Str dung cac 1énh trong nhom paragrap dé: chon dong

tiéu
dé va chon dd can dong 1.5; chon tat ca cac doan dudi dong tiéu dé dé can bién déu
hai bén, dan dong 1,15; thém d0 dan cach cac doan (dung Add Space Before
Paragrap va Space After Paragrap).

+ Pinh dang trang: St dung cac 1énh trong nhom Page Setup, chon mdt mau
1& phu hop.
- Bu6c 3: Luu vin ban véi tén tép “Chuyén tham quan déang nhd”.
- Budc 4: In vin ban, nhdy chudt vao File dé md ving chon in va nhay 1énh Print.

2. Tim kiém va thay thé

Thay mdi tir “Ty” bang cum tir “ban Ty”.

- Nhay chudt vao 1énh Replace & cubi dai 1énh Home: Trong hop thoai Find
and Replace, nhap tir “Ty” trong 6 Find what va nhap tir “ban Ty” trong 6 Replace
with, sau d6 nhay nut 1énh Replace All dé thay thé tat ca nhimg tir tim duoc.

- Sau khi tim va thay thé xong cdc tir trong vin ban, nhay chudt vao 1énh
Save dé luu lai cac thay doi
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PHIEU THU'C HANH

TT Cong viéc Xdc nhdn hoan thanh
1 | Mo vrng dung soan thdo
2 | Dinh dang mau cho toan bj vin bdn
3 Dinh dang phong chit Time New Roman cho toan
bo vin bdn.
Dinh dang ki tw cho tiéu dé:
4 |- Chirhoa
- Cén bién chinh Ié.
Dinh dang ki tw cho ngi dung:
5 |° Chii nghiéng
- Cac twr quy dinh: in dam va gach chdn nét don.
- Can bién chinh giita
5 Dinh dang doagn: Dan dong 1.5
(Add space before paragrap)
Dan doan sau (Add space after paragrap)
Dinh dang trang:
Cin lé: Normal
7 | Thuc hign thém (néu co):

Kho giiy: .....
Huong in: .....




