TiM KIEM VA THAY THE

SAU BAI NAY EM SE

« Trinh bay duwgc tac dung cla cong cy tim kiém, thay thé trong
ph&n mém soan thao van ban.
« Sir dung duge cdng cu tim kiém va thay thé cla phan mém.

An d3 hoc duge céch lam kem sira chua dua héu rat ngon. An da lam thanh céng mén
kem nay dé mé&i hai ban Khoa, Minh cung thudng thire. Minh xin An cong thire lam kem
nhung mudn ddi thanh mén kem sira chua xodi. Em gitp An sira cong thirc |Am kem siFa

chua dua hiu thanh cdng thire lam kem sira chua xoai nhé.

1. TAI SAO PHAI TiM KIEM VA THAY THE VAN BAN?

Hoatdéng1 D4i cong thiic lam kem

1. T céng thic lam kem siia chua dua
hdu, mubn thanh céng thic 1am kem sifa
chua xoai em lam thé nao?

2. Trong phan mém soan thao van ban,
em thuc hién nhing thao tic nao dé
gitp An chinh sdra tép van ban cong thic
lam kem?

3. Em cd biét cach nao chinh siia tép van
ban nhanh hon khéng?

@ Trong qua trinh soan thao van ban,
nhu cau tim kiém mot tr hodc cum tr, hay
thay thé mét tir hodc cum tlr nay bang mot
tlr hodc cum tr khac thuwdng xay ra. Véi cac
vdn ban ngdn thi viéc tim kiém va thay thé
dé dang va nhanh chéng. Tuy nhién, véi
cac van ban dai, hang trdm frang, thi viéc
tim kiém va thay thé khéng con dé dang va
nhanh chéng nika.

Céc phin mém soan thao van ban cd cong
cy Tim kiém va Thay thé (Find and Replace)
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Kem sita chua dua hiu
Nguyén liéu
Dua hau: 250 g
Strachua: 100 g
Mat ong: 1 thia ca phé
Dung cu
1toto
4 khuén lam kem
Hudng din
© cho dua hiu vao to.
@ Nghién nat dua hiu.
© Cho siia chua va mét ong vao to.
© Tron déu hdn hop.
© Cho hdn hop vao khuén lam kem.
O Dt khudn kem vao ngan dé ti lanh
trong thai gian it nhat 4 tiéng.
@ Ly kem ra thudng thic.

lam kem sira chua dira hau

ol LAY B FePL

dé tim kiém va thay thé cac tir hodc cum tiy
trong van ban. Céng cy nay gidp chang ta
thire hién tim kiém, thay thé nhanh chéng
va chinh xac, vi vay tiét kiém thei gian va
quan trong |4 khong bé s6t bat o tir nao.
Vi du, cin thay "dwa hiu” bang "xoai" trong
cdng thirclam kem, s dung céng cy Tim kiérm
va Thay thé, tAt cd cac tir “duwa hau” xuét hién
trong v&n ban sé dugc thay bang tir "xoai".



TiM KIEM VA THAY THE

Céng cy Tim kiem va Thay the giip tim kiem, thay thé tir hodc cum tU theo yéu
cAu mdt cach nhanh chéng va chinh xac

2. SUr DUNG CONG CU TiM KIEM VA THAY THE

Nhiém vu

Nhap néi dung cong thie lam kem sra chua dua hiu cla An va dinh dang van ban nhu

Hinh 5.22 rdi lvu lai vé&i tén kemsuachua-duahau docx, Thee hanh tim kiém cum t& “dua

h&u” va thay thé bang tr “xoai” trong céing thirc réi luu lai tép véitén kemsuachua-xoan docx,

Huéng dan

— Khé&i dong phan mém Microsoft Word, nhap ndi dung céng thiérc 1am kem sira chua
dua hau.

— Thirc hién céc thao tac dinh dang dé co két qua nhu Hinh 5.22 (xem huéng dan cy thé &
phn thirc hanh clia Bai 11).

— Luu lai tép béng tén kemsuachua-duahau.docx.

a) Tim kiém

Thao tac tim kiém duoc thuc hién theo ba budc sau day:
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Hinh 5.23. Tim kiem



b) Thay thé
Trong vén ban, thay thé cum tir “duva hau” bang tir “xoai” duge thue hién theo bdn bude
nhu sau:
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{1} Trong nhém lénh Editing,
chon Replace

(DGE tir, cym By can tim 0 G& tiv, cyum iiv thay thé

ra Nhay chudt vao nut nay dé thay thé @b Mhay chudt vao nit ndy d& thay thé
l&n et tirng tir hode cym i tht & cdc tir trong todn bé van ban

LUYEN TAP

1. Tép van ban chira cac bai viét cdm nghi clia An vé trudng, Idp, thay cd va cac ban gbm
nhi&u trang. An mudn xem lai ndi dung bai viét v& nhém ban than |ép 6A, nhung khéng nhé
ré & trang nao. Vi vay, An thure hién thao tac tim kiém cum tir “nhém ban than” trong tép van

bén. An phai thye higén thao tac gl dé xem lan luot cdc két qua tim thay?

2. Em hay sap xép lai cac burdc sau day theo thir i ding dé thue hién thao tac thay thé mot
tlr hodc cum tir trong phdn mém soan thao van ban.

a) G& tir, cum tir cin thay thé.

b) Nhay chudt vao thé Home.

c) Trong nhdm lénh Editing, chon Replace.

d) G& tir, cum tr cén tim.

e) Nhay chudt vao nit Replace dé thay thé 1an ot tirng tir hodc cum tir.

@ VAN DUNG

Trong cac bai hoc trude, em da tao ra mét s6 tép van ban cho cudn sé lwu niém. Em hay
xem lai cac t&p van ban nay dé ra soat 16i chinh ta. Em co thé sl dung chirc ndng Tim kiém
va Thay the dé chinh slra cac |6i chinh ta, thay thé cac tir viét tat,... dé cac tép van ban hoan
chinh hon.

Hinh 5.24. Tim kidm va thay thé
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