BAI 13. TIiM KIEM VA THAY THE

A. TOM TAT Li THUYET

Chon thé Home tim nhém Chon thé Home tim nhém [énh

lénh Editing chon Find hoéc Editing chon Replace hoac
nhén t& hop phim CTRL + F. nhan t6 hop phim CTRL + H.

Giup nguoi str dung
tim kiém va chinh
stra nhanh néi dung
van ban.

B. BAI TAP VA THU'C HANH
13.1. Lénh Find duoc st dung khi nao?
A. Khi muén dinh dang ch(t in nghiéng cho mét doan van ban.
B. Khi muén tim kiém mét tir hodc cum ttr trong van ban.
C. Khi muén thay thé mét tir hodc cum tir trong van ban.
D. Khi can thay d6i phéng chir cia van ban.
13.2. Dién tlr hodc cum tur thich hop vao chd chdm dé hoan thién cac cau sau:
a) Pé ..........moéttr hodc cum tir trong van ban, em chon Iénh Find.

b) Dé .......... m6t tr hodc cum tir tim kiém dugc bang mét tir hodc cum tu
khac em dung Iénh Replace.

13.3. Hay sap xép cac buwdc thuc hién viéc tim kiém mot tr hoac cum tur
trong van ban.

a) G6 tir hodc cum tir can tim kiém réi nhan phim Enter.
b) Trong nhom 1é€nh Editing chon Find.

c) Nhay chuét chon thé Home.
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13.4. Quan sat cac Iénh sau c6 trong hép thoai “Find and Replace” (Hinh 14).

Hinh 14. Hop thoai “Find and Replace”

Ghép mai nut Iénh & c6t bén trai vai tac dung clia chiing & c6t bén phai cho

phu hop.
1) Close a) Khi tim thay, thay thé tirng cum tir trong muc “Find
what” bing cum tir frong muc “Replace with'”.
2) Replace b) Thay thé tat ca cum ttr trong muc “Find what” bang

cum tr trong muc “Replace with”.

3) Replace All | c) Tim cum ttr tiép theo trong muc “Find what".

4) Find Next d) Béng hop thoai.

13.5. Hay sap xép'lai cac budc theo trinh tw thirc hién viéc thay thé tr hoac
cum ttr can tim kiém.

a) Trong nhém Iénh Editing ¢ thé Home, chon Replace.
b) G& tir hodc cum tir can thay thé.

c) Chon Replace hodc Replace All dé thay thé 1an ot hoac tat ca cac tu
trong toan b van ban.

d) G6 tlr hodc cum tir can tim.

13.6. Bién tlr hodc cum tir (chinh xéc; tim kiém; thay thé; yéu cau) vao ché
cham thich hgp dé hoan thanh doan van ban dudi day:

“Céng cu Tim kiém va ...(1)... giup ching ta ....(2).... hodc thay thé cac tur
hoac cum twr theo ....(3).... mét cach nhanh chéng va ....(4)...."

13.7. Ban An dang viét vé dac san cém Lang Vong dé gioi thiéu Am thurc
Ha N&i cho cac ban 6 Tuyén Quang. Tuy nhién, ban mudn stra lai van ban,
thay thé tat ca cac tr “moén ngon” bang tir “ddc san”. Ban sé st dung Iénh
nao trong hép thoai “Find and Replace™

A. Replace All. B. Replace. C. Find Next. D. Cancel.
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13.8. Bung ghi B, sai ghi S vao 6 thich hgp cua bang sau:

Ping (D)

Phat biéu Sai (S)

a) Coéng cu “Find” giup tim thay tét ca cac tir can tim trong
van ban.

b) Nén can trong khi 9& dung Iénh “Replace All" vi viéc thay
thé tat ca cac tir co thé lam ndi dung vén ban khéng chinh xac.

c) Pé thay thé 1an lugt tirng tir hodc cum tr dwoc tim kiém
em st dung nut Replace.

d) Dé thuc hién chirc nang tim kiém van ban, em chon [énh

Find trong thé View.

13.9. Khi str dung hop thoai “Find and Replace’, néu tim duoc maot tv ma
ching ta khéng mudn thay thé, chuing ta cé thé bd qua tir dé bang cach
chon I1énh nao?

A. Replace All. B. Replace. C. Find Next. D. Cancel.

13.10. Sau khi doc lai, ban An nhan thay khong nén thay thé tat ca cac t
“dac san” trong vén ban thanh tir “mon ngon”, ma chi thay mét so tir.

Pac san Ha Noi

Com - Lang Vong: Nhac dén dac san Ha Nai thi du khach khéng thé
bd qua dac san cém Lang Vong, cém thwong duoc boc trong la sen,
an cung va&i chudi chin. Mua thu tir thang 8 dén thang 10 la mua thu
hoach cém, néu dén Ha Nai vao thoi gian nay, du khach sé duoc ngi
thay mui cdm thoang thoang khap cac con phd cta thd d6. Con néu
khéng dén Ha Néi dung vao mua cém thi du khach van cé thé thudng
thire nhirng ddc san lam tlr cém nhw banh cém, x6i cém.,...

Hinh 15
Ban An da thuc hién cac budc sau day:
1) Nhay chuét chon thé Home.
2) Trong nhém Iénh Editing chon Find.
3) Trong clra s6 Navigation, g& tlr “@4c san” réi nhan phim Enter, khi @6 céac
tlr tim thay dwoc danh dau.
4) Vi méi tir tim thay, tir nao cén thay thi ban An xoa tr d6 va gé tir “mon
ngon” thay vao vi tri clia tir vira xo4a.
Céch lam trén clia ban An c6 giai quyét duoc yéu cau khéng? Em hay nhan
xét vé tinh hiéu quéa clia cach lam trén.



