.

« Trinh bay duge tic dung clia céng cu Tim kiém va Thay thé.
« Biét duoe céch sirdung céng cu Tim kiém va Thay thé.

1. Céng cu Tim kiém va Thay thé

Pi bao gi.;‘y em dit can DANH SACH HQC SINH KHOT LOP 6
héi: “Trong danh sach hoc |srr Ho tén Nedy sih Oné quin
sinh khoi I6p 6 coa trudng || [ Nguwén Quéc Am 130062009 | Déns Hung, Thai Binh
minh, ¢é ban nao sinh vao -

M S S . ) 2. | Trin Queng Anh 1/042009 | ChiLinh, Hai Drong
dung ngay Quoc khanh cua
Viét Nam hay khong? Neéu
c6 thi ¢6 bao nhiéu ban?”. | 15 02/092009 | Déng Hung, Thii Binh

Cac phan mém soan thao
van ban thwong cé cong cu
Tim kiém ginp em tra l&i can
héi nay rat nhanh cho di
danh sach hoc sinh c6 thé 1én dén hang trim, hang nghin ban. Hon nita, phan meém
soan thao vin ban con coé cong cu Thay thé dﬁ giup tim va sira 161 cac ché viét sai
trong vin ban mét cach nhanh chéng. Vi duy, trong bang trén day, céng cu Thay the sé
giip tim va thay tat ca nhitng ché viét sai “Déng Hung” thanh “Déng Hung”.

27 | HA Cém Ta 02/092009 | Ngoc Ha, Ha Nii

Hinh 1. Trich bdng danh sdch hoc sinh khéi lép 6

24 Find ~ Lénh Tin kiém Dé sir dung hai cong cu Tim kiém va
2, Replace

\ Thay thé can mé hai hép thoai twong
i Select - Lénh Thay thé ttng bang hai lénh Find va Replace
i (Hinh 2) & cudi dai lénh Home, trong
Hinh 2. Céng cu Tim kiém va Thay thé nhom Editing,
Cong cu Tim kiém ginp nhanh chong dinh vi diroc mét cum tit cho truée & nhitng
vi tri nao trong van ban.
Céng cu Thay thé gitp nhanh chéng tim va chinh sira moét cum tir bat ki treng vin

ban, déc biét la khi cum tir d6 xuat hién nhiéu lan trong van ban dai.
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2. Tim hieu cach sir dung cong cu Tim kiem

Cong cu Tim kiém gitp tim kiém mot cum tir nao do trong van ban (Hinh 3).
Vi du, de tim kiém cac ban hoc sinh khéi lép 6 sinh vao dung ngay Quoéc khanh caa
Viét Nam, thuc hién nhw sau:

Mavigation v X

Search Document Lo~ " (1) Nhfl}’ Chuf:ll Vao lé'.l‘lh ﬁft:\u 5 (H"mh 2)

A Toa = i Hop thoai Navigation s& xuat hién & bén trai vin ban.
oo | @

You can search for text in your
document by typing in the search

bax abave,
(3) Xem s6 lwong céc két (2) Trong 6 Search Document
qua tim thiy. ’7 nhap day ki ty 02/09.
o N L
g2 Gl & DANH SACH HOC SINH KHOT LGP 6
dmatches =)
Bl s el ST Ho tén Ngay sinh Qweé qudn
T - “ 1. | Mguwén Quéc Anh 13/06/2009 | Bong Hung. Thii Binh
- {2 | Trin Quang Ank 11042009 | ChiLinh, Hai Duemg
02,/09:2009 :
1 | 15 |:~:5u;.%n Thanh Huwemg | 02082009 | Déng Hung, Thii Binh
022002 i
..;\ _
rEwrr— S | HACHm T G2/082000 | Ngoc Ha, Ha Wai
|

(4) Nhay chuot vao timg cum tir tim

théy trong hép thosi Navigation dé (5) Nhay mit | % & bén phai dé kéf thic
dinh vi con tré dén cum tir d6 trong tim kiem day ki twr 02/09. Dong hop thoa
trang vin ban. Navigation klu khong tim kiém nita.

Hinh 3. Céng cu Tim kiém

@

Qua vi du trén day, em hay néu cac budc thwe hién tim  [Nigation - x
kiém mot cum tir cho truée. Em hay kham pha tac dung | oo X v
ctia hai niit diéu huéng * * trong hop thoai Navigation | 4mstenes =

va chia sé két qua tim hiéu|véi cac ban bén canh. d 3|3 @

3. Tim hiéu cach si dung coéng cu Thay thé

Céng cu Thay thé khéng nhitng gitp tim mét cum tir trong vin ban ma con gitp
thay thé né bang cum tir khac. Vi du, dé tim tat canhitng ché cé tir “Ty” va thay bang
cum tit “ban Ty”, thic hién nhu san:
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(1) Nhay chudt vao lénh 2, Repisee . Hop thoa Find and Replace s& xuat hién nhw Hinh 4 sau déy

(2) Mhap cum tr can tim vao 6 Find what (3) Mhip cum tir can thay thé vao 6 Replace with.

Find and Replace ? X

Find Replace GoTo |

Find what: Ty o I~
P
Replace with: |ba_m Ty

More >>
e
(4) Méu tim théy, thuc hién Thay thé cum ti Thay the tit ca cac Bd qua cum tir viva tim duoc
tim tiép theo ba mit trén. vira tim duoc. cum tir vira tim duoec. VA tim cum tir tiép theo.

Hinh 4. Céng cu Thay thé

% Hay trinh bay cach sit dung cong cu Tim kém va Thay thé dé sira duoc nhitng
ché viét nham dau phay “,” thanh dan cham phay *;” trong mét vin ban.
E Cho mét vin ban, hay néu cach st dung cong cu phit hop dé dém xem vin
ban d6 c¢6 bao nhiéu cau bing cach dém sé dau cham va trir di nhiing ché co dau
ba cham (néu co6). Gia sit ring cac can trong vin ban da cho khoéng két thiic bing
déu ba cham, dém héi cham va dan cham than, néu cé cac s6 thap phan thi phan so6
nguyén va phan thap phan duoc phan tach nhau béi dau phay.

Mhirg céu nao sau day la ding?

1) Cé thé strdung cong cu Tim kiéim dé sira chira mot sé tir viét sai trong van ban.

2) Sirdung cong cu Thay thé co thé tim dwoc mot tir viét sai chinh ta va sira lai duoc tat
ca nhing ché viét sai nhw vay trong van ban.

8) Trong phédn mém soan thdo van ban, cong cu Tim kiém duoc thue hién bdilénh Find,
con cing cu Thay the duoc thuc hién bdi lénh Replace.

A,

il i

TOM TAT BAI HOC
¢ Thuc hiigf.-u tim kiém: nhay chuét vao lénh Tim Fém; nhap vin ban can tim
vao 6 Tim kiém.
% Thurc hién thay thé: nhay c’hu{_“:ut vao lénh T hay thé;, nhap vin ban can tim vao
6 Tim gi; nhap van ban thay the vao 6 Thay bdng gi.
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