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Ly thuyét tim kiém va thay thé trong soan thao vin ban Tin hoc 6 Canh Diéu
1. Pinh dang van ban, trinh bay trang va in

- Buoc 1: Sogn thao cau chuyén

- Buoc 2: Thuc hién dinh dang van ban va can Ié trang

Pinh dang ki tu

Phéng Times New Roman, in nghiéng, chit mau xanh, tiéu d& c6 chit mau do, cin bién chinh giira trang, chon
cac tir “rubik”, “chiéc quat”, “tAm thé luu niém" trong doan th nhét dé dinh dang chir ddm va gach chan nét

don; chon cac sé dé dinh dang.
Dinh dang doan

Str dung cac 1énh trong nhém Paragraph dé: chon dong tiéu dé va chon d6 dan dong 1,5; chon tat ca cac doan
dudi dong tiéu dé dé can bién déu hai bén, di dong 1,15; thém d6 dén cach cac doan (dung Add Space Before

Paragraph va Add Space After Paragraph).
Dinh dang trang
+ Str dung cac 1énh trong nhdm Page Setup.
+ Chon mot mau 1& phu hop.
- Buoc 3: Luu van ban
Luu vin ban véi tén tép 1a “Chuyén tham quan dang nho”.
- Buoc 4: In van ban
Nhéy bang chon File dé m& ving chon in va nhay 1énh Print dé in.
2. Tim kiém va Thay thé

Thay mdi tir “Ty" bang cum tir “ban Ty”.
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- Trong hop thoai Find and Replace, nhap tir “Ty” trong 6 Find what va nhap tir “ban T§" trong 6 Replace
with, sau d6 nhay nat 1énh Replace All dé thay thé tit ca nhiing tir tim duoc.

Find and Replace ? X
Find Reglace GoTo
Find what: Ty - I

Replace with: ban T] v

More >> Replace Find Next Cancel

Hinh 1. Hop thoai Tim kiém va Thay thé

- Sau khi tim va thay thé xong cac tir trong vin ban, nhay chudt vao 1énh Save dé luu lai cac thay doi.
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