Bai 18. TRINH BAY TRANG VAN BAN VA IN

1. Trinh bay trang van ban

Céc hinh duéi day minh hoa céc kiéu trinh bay trang van ban khac nhau:
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a) Trang ddng b) Trang nam ngang Sé trang
Trinh bay van ban theo trang diung va trang ndm ngang
Céac yéu cau co ban khi trinh bay
trang van ban gém: O b
* Chon hudng trang: Trang dimg =ESSRSE=S
hay trang nam ngang; 8-
- -

* Dat Ié trang: Lé tréi, 1é phai, 1&
trén va lé dudi.

Luu y: Dung nhdm /€ trang véi
Ié doan van. L& doan van duoc
tinh tir 18 trang va cé thé "tho" ra
ngoai Ié trang.

Néu van ban cé nhiéu trang, viéc
tinh bay trang cé tac dung dén
mei trang cda van ban.
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2. Chon hudng trang va dat Ié trang

Pé trinh bay trang van ban, em chon lénh File — Page Setup... dé mé hop
thoai Page Setup. Sau d6 chon trang Margins va thuc hién:
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Hoép thoai Page Setup

* Chon 6 Portrait (Ding) hoac Landscape (Nam ngang) dé dat trang theo
chiéu dung hoac theo chiéu nam ngang.

* Nhay mii tén =1 bén phai cac 6: Top (Trén) dé dat /é trén; Bottom (Du6i)
dé dat I8 dudi: Left (Trai) dé dat /é trdi va Right (Phai) dé dat /é phai.

Luu y: Khi thao tac trén hop thoai, em c6 thé xem hinh minh hoa & géc dudi
bén phai hop thoai dé thdy ngay tac dung.
3. In van ban

In van ban 1 thao tac don gian. Em chi cAn nhay ndt 1énh Print & (In) la
toan b van ban sé duogc in ra trén may in.

Luu y: D8 c6 thé in duge, may tinh clia em phai dugc néi véi may in va may
in phai duoc bat.
Trudce khi in, ngudi ta thudng xem truéc trén man hinh.

Muén xem truéc khi in, em nhay nut Print Preview [& (Xem truéc khi in)
dé kiém tra trinh bay ctia trang. Nhdy cac nit * va * dé xem céc trang,
néu van ban gém nhiéu trang. Nhay nut @ (Déng) trén thanh cong cy dé
trd vé ché do xem binh thudng.
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J Bien dep.doc (Preview) - Microsoft Word
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Page 8 Sec W AT el G v
Xem trude khi in

GHI NHO

* Trinh bay trang la dat hudng va cac khodng cach
& cho trang van ban. Trinh bay trang tac déng dén
moi trang.

* Trudée khi in ra gidy nén kiém tra truoe bd tri trang

frén man hinh bang nut 1énh Print Preview [&.

CAU HOI VA BAI TAP
1. Néu su khéc biét cua Ié trang van ban va Ié doan van ban.
2. Hay liét ké mot vai lénh trinh bay trang van ban don gian.

3. M6t van ban da duoc trinh bay véi trang ndm ngang. Em c6 thé
dat lai van ban doé theo hudng trang dung duoc khéng? Néu
duoc thi can thue hién cdc thao tdc nao?

4. Mgt van ban co 10 trang. Hay thu tim hiéu xem em c6 thé chi in
hai trang dau cua van ban dugc khéng?
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Bai 19. TIM KIEM VA THAY THE

Hon han khi viét trén gidy, khi soan thao trén may tinh, phan mém sé cung
cép cho em nhiéu céng cy slra 16i rat nhanh chéng. Trong bai nay em sé
hoc cach s dung cac cdng cu tim va thay thé trong van ban.

1. Tim phén van ban

Céng cu fim kiém gitip fim nhanh mét tir (hodc day ki tu) trong van ban. Dé
thuc hién, em st dung hdp thoai Find (Tim kiém).

Pé tim, em chon lénh Edit — Find... Hop thoai Find and Replace (Tim va
thay thé) sé xuét hién. Sau dé thyc hién |an lugt cac buéc nhu trén hinh vé.

TP 7 5 o S 2

Frd | Replace | GoTo

Find what: [ desl =]

2. Nhay Find Next dé tim
™ Highlight al kems found in:

Tim phan van ban

TU (ho#c day ki tu) fim dugc (néu cd) sé dugc hién thi trén man hinh dudi
dang bi "bdi den". Néu muén, em c6 thé nhay chuét trén van ban dé sira.

Em c6 thé nhay tiép vao nit Find Next dé tiép tuc tim hét hodc nhay ndit
Cancel (Bd qua) dé két thuc.
2. Thay thé

Tinh nang thay thé gitip tim nhanh d4y ki tu trong van ban va thay thé day
ki tu fim dugc bang mét day khac (do em quy dinh). Dé thuc hién, em st
dung hép thoai Find and Replace (Tim va thay thé).

Chon Iénh Edit — Replace... Hop thoai Find and Replace (Tim va thay
thé&) sé xudt hién vai trang Replace. Sau d6 thuc hién céc budc nhu trén
hinh ve.
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Frng  Reglss I' goto | “.Gﬁﬁﬁiﬂungcﬂﬂmzymé

Fied what Jsa0a | =l
2. G6 nbi dung thay thé
Regisce with: fsara |

=l
3. Nhay not Find Next 3 tim

bos v | goacs | vecacoss | [podnat | _cancel_|

4. Nhay nit Replace dé thay thé
Thay thé phdn van ban

Luu v Néu chac chan, em cé thé nhay nit Replace All dé thay thé tat ca
cac cum tir tim duoc bang cum tir thay thé.

Céc cong cu tim va thay thé dac biét co ich khi van ban cé nhiéu trang.
GHI NHO

* Tim kiém va thay thé la eéng cu hd trg viéc tim va
thay thé nhanh cac day ki fu trong van ban.

* Tim kiém va thay thé dugc thuc hién fuong Ung
bang cdac lénh (Edit — Find... va Edit — Replace...).

CAU HOI VA BAI TAP

1. Hay néu su khdc biét gia Iénh Find va lénh Find and Replace.

2. Liét ké cdc thao tdc can thuc hién dé thay thé mét cum tur trong
cd van ban.

i | Mc,if hép thoai Find and Replace. Nhay nut _2=* | {rén hdp thoai
dé mo réng hép thoai cé phan dudi nhu hinh vé dudi day:

Search Options — —
Phan bigt Search; [ =
chi¥ thurdmg ———F Match case
va chir hoa T et wobucis o 5 oy

™ L wickcands

I™ Sounds e (Enghsh)

™ Find all word forms {Engleh)

Fnd

rFomat = | ol < | roremans |

Tim phan van ban
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Ddnh ddu 6 Match case (Phan biét chir thudng va chiz hoa).
Thyc hién thao téac tim, quan sat cdc két qua tim duoc va cho
nhan xét vé tac dung cua viéc danh d4u é Match case.

4. Em c6 thé ding cdng cy tim va thay thé dé gé tat dugc khéng?
Chang han van bén can soan thdo c6 nhiéu tir"Viét Nam" va em
mudn go tat bang hai ki tu "VN".



