§18. CAC CONG CU TRO GIUP SOAN THAO 3 (1,2, 0)

A - Muc dich, yéu cau

e Biél sir dung hai cong cu thuong duge ding trong cic hé soan thao
vin ban la tim kiém va thay thé;

* Hiéu dugc ¥ nghia cia chiic nang ty dong sira (AutoCorrect) trong
Word:

e (o thé lip danh sich céc tir gb tat va st dung dé tang toc do go.
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B - Nhirng diém can luu y va ggi y day hoc

1. Trong cdc cong cu trg gitp soan thao thi tim kiém va thay thé thuoc loai
thong dung, duge ca nhing ngudi nhiéu kinh nghiém ciling nhu nhitng nguoi
madi hoc soan thio sit dung. Viéc tim kiém c6 thé phai thod man moét s6 diéu
kién (twong ting chir hoa, chir thudmg, chi tim tir nguyén ven,...), cdc diéu kién
nay déu hgp 1i va dé tiép thu thong qua vi du cu thé.

GV ciing nén cho HS biét ring chi nén ding lva chon "Replace All" khi da
chic chan tdt ca cdc thay thé l1a ding. Néu khong c6 su chac chan nay thi tot
hon ca 1a dé médy dimg lai & timg cum tir duge tim thay va ngudi sir dung quyél
dinh c6 thay hay khong.

Ngoai ra s& khong la thira khi nhic lai ring chitc nang ldm lai (Undo) luon
riit hitu ich, nhat 1a v&i nhitng HS bude dau lam quen véi soan thao, do sir dung
chifc ning ny ta c¢6 thé khoi phuc lai nhiéu bude trude do, ké ca viéc 1 thay
thé tit ca (Replace All) cic cum tir.

2. Gé tdt va sira 16i thue chat 1a chiic nang fie dong sita (AutoCorrect). GV luu
v HS rang do Word dugc viét trudc hét 1a dé soan thao van ban ti€éng Anh, do
viy ¢6 san mot s0 tién ich cho nhitng ngudi viét tiéng Anh, trong dé ¢d nhimg
tuy chon khong phi hop khi ta go van ban tiéng Viét, chang han:

e Chitc nang Replace text as you type (thay vin ban khi dang gd) co6 sin
danh sich moét so tir ti€ng Anh ngudi dung thuong hay g6 nham,
ching han khi chir i ding don 1é thi luén déi thanh I do ngit phép
tiéng Anh doi hoi nhu vay.

o Chirc ning Check spelling (grammar) as you type (kiém tra chinh
ta/ngit phdp ti€éng Anh ngay trong khi gd), néu phdt hién cé gi do
khong chudn thi tir (hoac cum tir) s& duoc gach dudi bang mau do doi
v@i 161 sai chinh ta, mau xanh doi vai 16i sai vé ngit phap,...

Miic dinh, cdc chiic niang trén dugc bat. Khi soan thao vin ban bing tiéng Viét,
nén tat chiic nang kiém tra chinh ta bang cdch:
@ Chon Tools—Options...;

@ Chon trang Spelling & Grammar (h. 40) roi bo chon Check spelling as you
type vi Check grammar as you type.
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Options |"} M

User Information | Compatbity | Flle Locations
Security Spoling & Gr ommar | Track Changes
Speling
I [Chedk speling a5 you type|
™ Ajays suggest comrections

™ Suggest from main detionary onby
¥ lgnore words in UPPERCASE
W lgnore words with rumbars
¥ Ignore Intemet and (le oddresses

G Ammar
™ Chedck grammar a5 you type Writing style:
B wiith
r@ww .spﬂ'-u Settings... |
Procding Tools
Check Document |
oK Cancel |

Hinh 40. Trang Spelling & Grammar
Chirc nang AutoCorrect thuong duge sit dung dé tao danh sach cac cum tir
viél it hodc sira chinh 14 tiéng Viet,

3. Ngoai hai cong cu duge trinh bay, Word con c6 mot s6 cong cu khdc ciling
rat hitu ich, dé la:

Kiém tra chinh ta, ngit phdp tiéng Anh;

Tra tir dong nghia tiéng Anh;

Béo vé vin bin;

Theo ddi cdc stra doi trén van ban,...

Mot s6 cau hoi thao luan
— Tim kiém va thay thé khdc nhau thé nao?

— Tai sao trong khi g0 vin ban ti€ng Viét doi khi cac ki tu ta vira go bién
thanh ki tu khdc khong mong mudén?
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— (G0 tat va sira 16i ¢6 lién quan gi vai nhau khong?

— Tai sao trong khi g0 van ban chit Viét déi khi ta thiy cdc dudng luogn
s6ng mau xanh (hoac do) xuét hién dudi cdc cum tir vira gd?

— Em thdy cong cu kiém tra chinh ta va ngit phdp cé hitu ich khong? Tai
sao hé soan thiao van ban em diung chua thé kiém tra tu dong chinh ta
tiéng Viet? Em ¢6 mong mudn minh s€ tao ra cong cu dé hay khong?

o o
i\ 4 K thae b
f?.!’ﬁ ién ¢ bo sung

Trong chic nang Tim kiém va thay thé phan dé thay thé cé thé cé dinh dang
phic tap chif khéng chi la mét cum ki tu. Vi du, ta cé thé tién hanh nhu sau:

a) Soan va dinh dang tiéu dé sau day (h. 41):

Ho va tén:. Ngdy ......... théng....... ndm 200.....
Lép: . KIEMTRAMON ...
Truong: Thoi gian............... phit
Diém L& phé cia thdy, ¢ gido
Hinh 41

b) Chon phén van ban vifa soan (ké ca bang).

c) Md hép thoai AutoCorrect, ta thdy phan van ban vira chon da co & 6 With. Go
cum tir viét tat, chdng han tieude vao 6 Replace.

d) Nhay chudt 1&n nat Add rdi nhay chudt 1&€n nit OK. Tir day ta c6 mot dau muc
mdi mang tén tieude, moi khi ta gb tieude trong van ban thi thay thé cho né sé |a toan
bé phan van ban vira soan clng cac dinh dang cla nd (h. 41).
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