§1 8 CAC CONG CU TRO GIUP SOAN THAO

Ngoii viéc hd tro go vi trinh biy vin ban, Word cén cuag cdp cho agudi
diing nhifn chifc ning gidp to dong hod mot 18 cong doan trong qué winh 1oan
thao, v& muc dich lim ting hifu qua, thuc hiéa shanh chéng cong viéc biéa
tip vin bin Sau diy chiag ta 52 tim hifn mét 18 chiic aing ahu viy.

1. Tim kl&m véa thay thé

Trong lthi zosa thio, ching ta cé the muda tim vj tri mot tif (hoic cum ti)
nio d6 hay cling c6 thé cia thay th& mot tir (hoic cum tir) biag mot tir (hoic
cum tit) khde Céde cbag cu Find (tim kifm) vi Replace (thay th&) cua Word cho
phép thuc hiés difu by mét cdch nhanh chéng.

a) Tim kiém
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Hinh 67. Tim kiém

Dé tim kifm mét tirhodic cum tii ta thue hifa theo cde bude sau:

@ Choa lésh Edit=sFind... hoic sh&a to hop phim Ctd+F. Hop thosi
Find and Replace :& xuit hi1éa anhu kinh 67;

(@ G4 tir hodc cum i cin tim vio & Find what (tim ai);
3 Nhéy chubt vio niit Find Next (tim tiép).

Cuom ti tin duce (2fu cé) 18 duce hifa thi dus dang by "bo1 dea™. Ta cb
thé nhév aat Find Next d& tim ué.:p hoic shay adt Cancel {]11.1}' ba) d& dong hop
thoai, k&t thic tim kifm.
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b) Thay thé
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Hinh 65, Tim kiém va thay f1&

Tz ciiag c6 thé thay thé mét vl hay cum tir bing mét tif hay cum i khéc
trong via ban biang cich thuc hifs theo cic bude abu saun:
@ Chos Edit-pReplace.. hoic nhfn to hop phim Ctd+H. Hop thoai
Find and Replace 1& xuft hiéa nhu hinh 63;
@ G4 com tif cdn tim kifm vio & Find what vi g& cum tif thay thE vio
& Replace with (thay thé biag);
& Nhiy chudt vio it Find Next 44 déa cum b cin fim tiép theo (néu cd);

@ Nhiy chudt vio st Replace nfu muén thay the timg cum tir fim théy
{vi shiy vio ot Replace All 0&u mudn thay the tu doag t: ca cfc cum

tif tim thiy) bing com ti thay th&
® Nhéy chuot vic ait Close dé dong hop thoai két thic vide tim va
thay th&

Chi §: Caclénh im k&m va they th& dic biét hdu ich trong trugng hdp v&n ban cb
nhidu trang.

el Motsd fuy chon frong tim kiém va thay thé

Word cung cfp mot 58 tuy choa dé gigp cho viée tim kifm duge chinh xdc
bon. Nhéy chuot 1én ade B8 ® 3 thift ditmot 58 tuy choa thuimg ding shu:

* Match case: Phin biét chid hoa, chid thutmg (5a Pa =€ khic sa pa);

* Find whole words only: Tir céa tim Ii mét tit aguvia ves. Vi du aéu tim
tift "he" thinhiing tinhu hoa, che o€ khéng duoe tim di o6 chia “he".



2. G6 tatva sualdl
Chifc ning AutoCorrect (tu déng sia) thuc hifa vide tu déng chinh sia via
ban trong khi ta g6 vin ban Mot cich don giin, 061 dung cha viec sia miy cb
thé duwoc chia thiah hai loai:
* Sira 181: HE soan thao via ban or dong auz cdc 161 chinh ta khi agudi
ditng gd vin ban
* G§ wt: Chifc ning gé tit cho phép nguéd diing =i dung mot vai ld oo tat
d4é déng g8 duce ca mot cum tit dii thudayg gip, lim ting tée dé gd. Vi
dovn vift tat che Cong hoa Ad héi Chu nghia Vies Nam.

Tz 3t duag léak Toola—pAuteCorrect Opfions... d€ m& hép thoai AuteCorrect
(h. 69) ro1 chon/bo chen & Replace text as you type (thay the toag khi ga).
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Hinh 69. Hip #hosi Auto Correct

Dé thuc hifn duoe vide sis 151 ciing nhu g6 tit trong tifng Vit ngudd ding
phai diah aghla cum tif dugc si2 vi cum i thay th& tromg hop thoai
AutoCorrect D& lim vidc niy, Word sitdung mot bang ma moi hing (diu muc)
cua a8 gom hai phin, phia ddu li diy ki tw g8 vio, phin sau li néi dung &
thay the cho diy I baniy.
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Irén hinh 69, cot Replace tucng dng vél div ki to 26 vao v cot With tuong
fng v&indidung thay th&
Thém cédc tit g& tit hoic s 161 méi vio danh sdch adv bing cdch sau:
T Go tif vift tit vio cot Replace vi com tir div do vie & With;
@ Nhéy chudt vio atdtAdd 4 thém vio dash sdch g dong sira
Ching has, g6 “Ms” vi “Microsofi” 61 shiv st Add. Tiraay, mdi khi gd *Ms™
Word s2 r dong thay bing “Microsoff”.
Xod di ahiing diumuc khong diing dén bing cdch:
@ Chos diu muc cin xof;

2 Nhéy chuét vio ait Delete dé xo4 di diu muc dang ckoa.



