Khoa CNTT Bai 2: Soan thdo van ban

Bai 2: Soan thao, chon, tim kiém, thay thé van ban

| - Muc tiéu

v" Soan thao van ban
v" Chon khéi van ban
v Sao chép, cit, dan khéi vin ban
v' Tim kiém, thay thé

Il - Soan thao van ban

Ghi nhé 3 quy tic quan trong sau trong viéc soan thao van ban

e Nhiép ndi dung vin ban trude khi thuc hién cac thao tac cin chinh van ban. Nhu thé
chung ta s€ nang cao toc do soan thao va lam cho van ban thong nhat hon.

e Sau khi nhap xong ndi dung van ban thi thyc hién can chinh van ban.

e Mudn can chinh v6i phan nao cua van ban, hdy nh¢ 1a phai chon phan do trude roi
moi st dung cac cong cu dé can chinh van ban

Il - M6t s6 khai niém co’ ban vé soan thao

Character (ky tu): Mot phim ky tu dugc g0 tir ban phim (trtr cac phim chirc nang).

Word (tir): Mot nhém ky ty duge phan cach bang khoang trépg. Mot tir co thé
dugc gidi han boi 2 khoang trang ¢ 2 dau hodc 1a mot khoang trang ¢ cudi - déy la
truong hop céc tir & dau doan van.

Paragraph: Mot doan van ban la mot nh(')m cac tir va cac diu cau dugc két thuc
bang phim Enter. Mdt tai li€u co6 thé cé nhiéu doan van ban.

Word Wrap: Déy la kha nang véan ban tu dong xudng dong khi gap 1& phai cua cira
s0 soan thao van ban. Trong nhi€u trudng hop van ban khong tu xuong dong trur khi
nguoi dung gd phim Enter. Khi d6 ta phai sir dung tuy chon nay.

Trong qua trinh nhap vin ban c6 thé dung:

+ Shift+Enter xuéng dong khong tao paragraph moi (Line Break).

+ Enter xudng dong tao paragraph méi (End of Paragraph).

+ Ctri+Enter ngit sang trang mdi (Page Break).

IV - Nhap van ban thé

bé tao van ban, tudn theo mdt so6 quy tac sau:

Chon mét font chit rd rang, dé doc, kiéu chir thuong.
Nhép van ban du ndi dung, dung chinh ta va khdng trinh bay.
Pé bao dam yéu cau 1a phai gd diing va nhanh can phai:
+ Khong thay d6i font chit, kiéu chir kich thudc font chit.
+ Khéng dé thira khoang tré:lng (Space Bar), can phan biét rd cac Paragraph (chi
g0 phim Enter khi can thiét).
Dé gb s6 nén dung nhom phim sb bén phai ctia ban phim (véi diéu kién Num Lock
phai dugc m¢ - déen Num Lock sang).

Chinh ta (Spelling) — Van pham (Grammar): Khi soan mét van ban, nguoi go
can phai han ché t4i da s6 15i chinh ta va 18i vin pham. Word 2000 c6 chirc ning tyr
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Khoa CNTT Bai 2: Soan thdo van ban

dong kiém tra chinh ta (Spelling) va van pham (Grammar) trong lic go tleng Anh,
moi khi gd xong mot tir, néu tir d6 sai chinh ta thi nd s€ bi gach dudi bang duong
ring cwa mau do, con néu bi nghi ngo ¢co 16i vin pham thi n6 bi gach dudi bang
duong rang cua mau xanh. Dé hiéu chinh tir sai duoc gach dudi, nguoi go chi can
nhip nit phai vao tir sai, s& c6 mét Menu Object hién ra va chon 1y mét tir ding
(d¢ gb vian ban cho nhanh thi khéng nén hiéu chinh trong liic dang gd). Sau khi da
g0 xong toan bd vin ban tiéng Anh, hdy bat chirc ning nay dé kiém tra chinh ta va
van pham va thyc hién viéc sira 16i néu can thiét. Trong thuc té, dbi vai nguoi go
van ban tiéng Viét thi 1énh nay 1a mot trd ngai, d6 1a cac van ban gd bang tiéng Viét
déu bi gach duéi bang cac duong rang cwa mau dé vi 1énh nay chi 4p dung cho vin
ban tiéng Anh. Dé bat/tit ché do kiém tra nay, can phai thuc hién cac l1énh sau:
Menu Tools/Options - chon 16p Spelling & Grammar, tit 1énh Check Spelling
As You Type, Check Grammar As You Type va Check grammar with spelling.
Sau khi chon Tools/Options/Spelling & Grammar, mdt man hinh c6 dang sau:

options 21|
Track Changes | User Infarmation I Compatibility | File Locations |
Wiew | General I Edit I Print | Save Spelling & Grammar

I Hide speling errors in this document
v Always suggest corrections

™ suggest from main dictionary anly
¥ Ignore words in UPPERCASE

¥ 1gnore wards with numbers

¥ Ignore Inkernet and file addresses

Cuskomn dictionary:

ICUSTOM.DIC vl Dictionaties. .. |

Erammar =
%v Check grammar as wou tZEa Writing skyle:
o Hide grammatical errors in this document IStandard vl
1 g=iv Check grammar with speling
- o Setkings... |
Show TEa0atty SCatistcs

Recheck Document |

QK I Cancel I

Hinh 2.1: Bat/tit ché d¢ kiém tra tir vung, vin pham tiéng Anh.

Khi d6, hay tat (hodc bat) cac 6 ¥ tai cac vung chi ra trong hinh trén.
IV - Chon, copy, cat, dan, xoa van ban
1. Chon van ban
Chon mét tur: DPé chon mot tir trong van ban thuc hién mdt trong cac cach sau:
e Cdch I: Kich dap chu¢t trai trén tur do
e Cich 2: Di chuyén con tro soan thao vé dau cua tir, an gitr phim Shift, tiép d6 (van
giltr phim Shift) ding phim di chuyén sang phai — d¢ chon tung ki ty cho dén khi
hét tir can chon.

Chon mot hang (dong) vin ban: Dé chon mot dong ciia vin ban ta c6 thé lam theo cac
cach sau:
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Cich I: Di chuyén con tré chudt vé phia cuc trai cua dong can chon cho dén khi
con tré chudt co6 dang ﬂ , 4n phim chudt trai, khi d6 ca dong s€ dugc chon.

Cich 2: Di chuyén con tré soan thio vé phia cuc trai cua dong can chon sau d6
bam gitt phim Shift va dung cac phim di chuyén nhu phim End hodc phim di
chuyén sang phai — d€ chon van ban dén cudi dong.

Chon nhiéu dong trong van bdan: Thyc hién cac cach sau:

Cach I: Di chuyén chudt vé phia cuc trai cia dong dau tién can chon trong van

ban, khi chudt c6 dang ﬂ , 4n phim chudt trai, khi d6 ca dong dau tién s& duoc
chon, tiép tuc 4n gilt phim chudt trai va kéo chudt xuéng, khi d6 ta co thé chon
dugc nhiéu dong.

Cich 2: Di chuyén con tré soan thao vé phia cuc trai cua dong can chon sau do
bam gilt phim Shift va dung cac phim di chuyén nhu phim End hodc phim di
chuyén sang phai, sang trai, phim di chuyén 1én, phim di chuyén xudng, phim Page
Up, Page Down dé chon vin ban.

Chon mot doan vian ban (paragraph):

Cich I: Di chuyén chudt vé phia cuc trai cia mot dong trong doan can chon trong
van ban, khi chudt c6 dang ﬂ , nhap dap phim chudt trai. Khi d6 ca doan vin ban
s€ duoc chon.

Cich 2: Di chuyén chudt vao doan vin ban can chon, nhin giit phim Ctrl va nhén
phim chudt trai, khi d6 ca ving s€ dugc chon.

Chon toan b file van ban:

Cich 1: Nhan giit phim Ctrl+A
Cach 2: Chon Menu Edit/Select All.

2. Cac lénh soan thao

Lénh Biéu twong Phim twong trng Y nghia

Cut % Ctrl + X

Chuyén doan vin ban da
chon vao bd nh¢d Clipboard

Chép doan van ban da chon

B +
Copy Cul+C vao bo nhé Clipboard
Déan doan van ban co6 trong
Paste = Ctrl+V Clipboard vao vi tri con trd

text

% Copy mdt viing vin ban tir chd nay sang chd khac trong vin ban hién hanh.

Buée 1: Panh dau chon mot vung van ban.

Budéc 2: Chon Menu Edit/Copy hodc nhéan t6 hop phim Ctrl+C.
Buée 3: Dit con tro text & mot vi tri can copy doan van ban trén dén.
Buée 4: Chon Menu Edit/Paste hodc nhan to hop Ctrl+V.

% Di chuyén mdt viing viin ban tir chd nay sang chd khac trong viin ban hi¢n hanh.

Buée 1: Banh dau chon mot vung van ban.

Buwéc 2: Chon Menu Edit/Cut hodc nhan t6 hop phim Ctrl+X.

Bude 3: Dit con trd text & mot vi tri can chuyén doan van ban trén dén.
Buée 4: Chon Menu Edit/Paste hodc nhin t6 hop Ctrl+V.
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% Xoa mot vung van ban

- Chon vung van ban.
- Nhan phim Delete d¢ xoa vung vin ban da chon.

3. Tim kiém va thay thé van ban

a) Tim kiém van ban

bé tim kieém mot ki ty, mot nhom cac ki tu trong van ban hién tai, thyc hién mét trong cac
cach sau:

Cich 1: Nhan t6 hop phim Ctrl+F
Cdach 2: Chon Menu Edit/Find...

Vi cd 2 cach trén mot man hinh nhu hinh v€ ¢ trang sau.
Trong ctra s nay, luu y dén cac diém sau:

Find what: Nhap n6i dung can tim vao 6 nay.

More: Néu mudn hién thi muc Search Options thi chon nuat 1€nh nay. Sau khi da chon
nut 1€nh nay thi nit nay s€ chuyén thanh Less. D¢ tat muc Search Options (nhu trén
hinh) hay chon lai nut Less.

Search: Cho phép tim kiém ca van ban (All), tim kiém tir vi tri con tré dén cudi van
ban (Down), tim ki€m tur vi tri con tré dén dau van ban (Up).

Match case: Néu tuy chon nay khong duoc chon thi chirc ning tim kiém nay s& tim
cac ki ty ma khong phan biét chir hoa va chit thuong, tic 1a chltc nang tim kiém coi
chir ‘a’ va chii ‘A’ 1a giong nhau. Neéu tuy chon nay dugc chon, chitc nidng tim kiém
s€ tim kiém c6 phan biét chit hoa va chir thuong, tic 1a coi chir ‘a’ va chit ‘A’ 1a khac
nhau.

Find IRep_Iacel Go To |

Find what: I*t LI

Less & | Eind Mexk I Cancel

Search Options
Search;
o Match case
™ Find whole word o
o Use wildcards
[ Sounds ke
[~ Find al word Formns
Find

Format = | Special ~ | Mo Formatting I

Hinh 2.2: Tim kiém vin ban
Use Wildcards: Tuy chon nay néu duoc chon s& cho phép tim kiém véi cac ki tu dai
dién (twong tu cac ki tu dai dién cho tén file cia DOS). Nguoi st dung c6 thé dung
dau * thay cho mot xau ki tu, dung dau ? thay cho mét va chi mot ki tu.

Mot s tuy chon khac khong duge néu ra do khuon kho cua gido trinh thuc hanh nay
nhu: Sounds like, Find whole word, Find all word forms, Format, Special...
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) Sau khi d3 chuan b1 song, nhép nut Iénh Fine Neg(t, Word sé& bét dau qué trinh tim kiém,
néu tim ra tu :[hoé djéu kién,r tr d6 s& duoc danh dau chon trong van l?én va cho Chl;lng ta
quyét dinh. Néu muon tim ti€p thi nhap vao nat Fine Next d&€ Word tiép tuc tim. Nhan nat
1énh Cancel de khong thi hanh 1énh.

b) Thay thé van ban
Dé thay thé mot ki tu, mot nhom cac ki tw thanh mot ki tw, mot nhoém cac ki tw méi trong
van ban hién tai, thuc hi€n mot trong céc cach sau:
e Cdch I: Nhan t6 hop phim Ctrl+H
e Cdch 2: Chon Menu Edit/Replace...
Véi ca 2 cach trén mot man hinh nhu sau hién ra:

Find and Replace K

Find Replace I Go To |

Find whak: ILé Hidng Phong j

Replace with: |L6 GQuidc Phong j

Less & | Replace Replace Al ‘ Find Mext I Cancel I
Search Options —

[~ Match case
™ Find whole waords anly
™ Use wildcards
[ Sounds like
™ Find all word Farms
Replace ————

Farmat = I Special ~ | Mo Formatting |

Hinh 2.3: Cira s6 thay thé vin ban

e Find What: Nhap noi dung can thay thé — vi du: Lé Hong Phong
e Replace With: Nhap noi dung can thay thé - vi du: L6 Qubc Phong
Cic tuy chon con lai hoan toan twong tu véi phan tim kiém da trinh bay & trén.
e Search chon pham vi tim (All — Down — Up).
e Match case — phan biét cach viét chit in voi chir thuong. Néu c6 ding M thi 1énh
Replace xem cach viét chir in s€ khac cach viet chit thuong.
Vi du: phong # Phong # PHONG
Néu khong dung thi 1énh Replace xem cach viét chit in va cach viét chir thuong 1a
nhu nhau.
Vi du: phong = Phong = PHONG
e Find Whole Words Only — phén biét cdu tric tir. Néu co dung M thi 1énh replace ¢
phan biét cau tric tur.
Vi du: phong # phonglq # lhphong
Néu khong dung thi 1énh Replace khong phan biét ciu truc tir.
Vi du: phong = phonglq = lhphong
e Use wildcards - sir dung cac ky ty dai dién.
Céc ky tu dai dién (d6 1a dau cham hoi va dAu sao) ding dé thay thé cho nhimg ky
tu can tim nhung khong nhé chinh xéac.
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Mot dau cham hoi (?) thay cho bat ky mot va chi mot ky tu nao.
Mot dau sao (*) thay cho mot lwong ky tu bat ky.
Néu c6 dung M thi 1énh Replace méi hiéu ddu chim hoi va dau sao 1a ky tu thé
chan.
Vi du: w?2d c6 thé 1a word, wild (trong wildcards)hodc wind (trong window).
Néu khong dung M thi 1énh Replace s& xem ddu chdm hoi va diu sao 1a ky ty binh
thuong.
Vi du: w??d # word # wind
) Sau khi da chuan bi song, nhip nat 1énh Find Next, Word sé& bt dau qua trinh tim
kiém, I}éu tim ra,tfl thqé dieu ki@n, tir do sé dugc danh dau chon trong van ban va chd chung
ta quyét dinh. Néu muon thay thé tir nay thi nhap vao nut Replace, sau khi thay xong Word s&
tim tiép. Néu muon thay thé tat ca cac tir can tim thi nhap vao nat Replace All va Word s&
thong bao ket qua (so tir da dugc thay). Nhan nut 1énh Cancel de khong thi hanh 1é€nh.
Chu y: Lénh Replace giip cho ching ta soan thao van ban nhanh hon bang cach viét tat

nhitng tir thuwong xudt hién trong van ban, sau dé tim va thay thé tir dwege viét tdt bang tir hodn
chinh.

4. Thay déi kiéu chir - Change case
Lénh nay thuong dung dé thay dbi chit in v6i chir thuong.

Change Casze EE |

8 Senktence case,
 Jowercase
" UPPERCASE

r' EOEGELE cASE

a4 I Cancel

Hinh 2.4: Hop hoi thoai Change Case

e Buwérc I: danh ddu chon mot doan van ban.
e Buwdrc 2: nhip menu Format, chon 1énh Change Case. Luu ¥ cac tuy chon sau:
Sentence Case: Doi ky tu dau cu 1a chit hoa.
Lowercase: Ddi chir hoa thanh chit thuong.
UPPERCASE: Déi chit thuong thanh chit hoa.
Title Case: Doi ky tu ddu ciia mdi tir thanh chit hoa.
tOGGLE cASE: Doi ky trr dau thanh chir thuong, céc ky tu sau thanh chit hoa.

Chi y: Khi ding Word 2000 dé nhdp van ban tho, chung ta sé go nhanh hon bang cdch
sao chép cdc doan van ban giong nhau hodc viét tat nhitng tiv thuwong Idp lai roi ding lénh
Replace va néu gé nham gitta chit in véi chiv thuong, 1énh Change Case sé giip ching ta
khdc phuc sir ¢6 nay.
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BAI TAP
1. Bai tap 1
Cho bién ban sau:
Cong ty COMPWORK

111 Hai Ba Trung, Q.3, Tp.HCM
Tel: 82222333 — 82222444

HOQP DPONG UY THAC XUAT KHAU
Hom nay, ngay ... thang ... nam ... (tu dién ngay hién tai), dai dién hai bén gém
Bén A : Cong ty AAA

Do ong : Tran A, Giam déc, lam dai dién
Bén B : Cong ty CCC
Do ong : Pham C, Phé giam dbc lam dai dién

_Sau khi da théo ludn hai bén ky hop dong ky két va thuc hién hop dong uy thac xuét khau
gom cac dicu khoan sau:
Piéu 1: Tén hang - S6 luong — Gia ca
Bén A uy thac cho bén B xuit khau mat hang ban ghé may dang theo Packinglist ctia bén
A g1 bén B ngay 02 thang 10 nam 2002
Diu 4: Diéu khoan thi hanh
Hai bén cam két s& thuc hién nghiém chinh cic diéu khoan qui dinh trong hop dong Trong
khi thyc hién néu cé gi kho khan tré ngai hai bén s& gip nhau ban bac giai quyét bd sung bang
phu kién hop déng mai ¢ hiéu luc thi hanh.
_Hop ddng dugc 1ap thanh 6 ban, mdi bén giit 3 ban ¢ gia tri ngang nhau va c6 hiéu luc
dén ngay 30/12/2002.
Dai di¢n bén B Dai dién bén A
Piéu 3: Phuong thiic giao nhan
Hang duogc giao nhén tai cang TP. Ho Chi Minh. Moi chi phi vé van chuyén, boc xép va
cac chi phi phat sinh khac déu do bén A chiu.
Diéu 2: Qui cach - Pham chét
Bén A san xuat ban gh’é may dang theo qui cach cham ch,e”it cta khach hang yéu cau va bén
A chiu trach nhi€m vé chat lugng hang hoa cua minh san xuat dén tay nguoi tiéu dung.

Cau hoi
1) GO van ban nay vao mot file méi, dinh dang va dat tén file do 1a Hopdong.doc
2) Di chuyén va sao chép khdi
Nhitng diéu“ khoan trong ban hop déng bay dugc sap xép mot cach 16n xon, ban
hay di chuyén cac khdi van ban dé bo tri lai cac diéu khoan cho diung
Sao chép khéi “Hom nay, ngdy... “ xudng cudi vin ban
Ghi tap tin da stra voi tén file 1a hopdongl.doc
3) Trong file hopdong]1.doc, tim kiém va thay thé nhu sau
Thay thé cac tir “Cong ty AAA” thanh cac tir “Cong ty TNHH CompuWork”
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Thay thé cac tir “Cong ty CCC” thanh cac tir “Cong ty TNHH 3C”
Thay thé cac tir “Tran A” thanh ho tén dy du cua ban

Thay thé cac tir “Tran C” thanh ho tén day du ciia mot nguoi khac
Luu tap tin da thay thé voi tén hopdong2.doc

2. Bai tap 2
Cho mot hgp dong thué nha nhu sau:

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

HOQP PONG THUE NHA

Can cuir Phap 1énh Hop d6ng Kinh té ngay 25/09/1997 va Phap lénh Trong tai Kinh té ngay
10/01/1998 cua Hoi dong Nha Nude

Cén cir Nghi dinh s6 17/HDBT ngay 16/01/1998 cua Hoi dong Bo trudng qui dinh chi tiét
viéc thi hanh Phap 1énh Hop DPong Kinh Te.

Hom nay ngay .... (tu dién ngay thang)
Bén A: Ba Lé thi V, chi s& hitu nha sb 999 ’Hu}‘/nh Vian Banh, Phuong 6, Ql}én Phu Nhuép,
TP H6 Chi Minh — Chung minh nhén dan s6 020345678 do Cong an TP. H6 Chi Minh cép
ngay 27/06/1992. (goi tat 1a bén A)
Bén B: Cong ty TNHH Robotic (goi tit 1 bén B)

Dia chi lién lac : S6 123 Nguyén Trai, Quan 1, TP. Ho Chi Minh

Dién thoai : 8222345

Do tién si Cao A, Giam dbc Cong ty lam dai dién

Hai bén thgé thuan cho thué va thué nha sb 999 Huynh Vian Banh, Phuong 6, Quan Phu
Nhuén, Tp. H6 Chi Minh theo cac diéu khoan duoi day.

Piéu 5: Trong qua trinh thyc hién hop df)ng, mdi bén néu thiy can c6 sy thay déi mot hay
nhiéu diéu khoan c6 lién quan dén cac diéu khoan da ghi trong hop dong hoac ngung hop
dong trudce thoi han phai bao trude cho bén kia 30 ngay va ciing nhau g1a1 quyét.

D}eu 3: Gia nha cho thu€ va thanh toan dugc tinh 5.000.000 ddng mdi thang. Gia nay dugce
giltr 6n dinh trong su6t thoi gian Hop dong c6 hi¢u lyc. Bén B thanh toan cho Bén A moi
thang bang tién mat.

Diéu 2: Thoi han thué nha 1a 2 nim ké tir ngay 01/05/1999 dén hét ngay 30/04/2001.

Diéu 1: Bén A thoa thuancho Bén B thué phan phia mit tién duong cua nha sb 999 Huynh
Vin Béanh, Phuong 6, Quan Pha Nhuan, TP. Hb Ch Minh véi dién tich 60m? gdm

e Diéntichchinh : 45m’
e Dién tich phu : 15m?

dé cong ty TNHH Robotic sir dung lam Cira hang giudi thidu san pham

‘})iéu 6: Hop dong nay co hiéu lyc ké tir ngay ki. Hai bén cam két thuc hién day du cac
dieu khoéan da ghi trong hop dong.

Hop dong duogc lap thanh 4 ban co gia tri nhu nhau., MJi bén gitra hai ban.
DPAI DIEN BEN A PAI DIEN BEN B

Diéu 4: Trach nhiém mdi bén

e Bén A c6 trach nhiém thanh toan moi khoan thué theo luat dinh (néu co)
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e Bén B chiu moi chi phi vé dién, nudc, dién thoai do Bén Bsir dung, cac chi phi khac
nhu nhu cau sua chira nho, bao tri, phuc vy, bao vé ctra hang, cac trang bi van phong
va phuong ti¢n lam viéc.

Cau héi
a) G& hop dong trén vao mot file co tén 1a thuenha.doc
b) Sao chép, cit dan cac doan trén cho dang thir ty
¢) Tao mot ban hop dong trén mot file khac ¢6 ndi dung twong ty nhu trong file
thuenha.doc. Dat tén file do la thuenhal.doc. Trong file thuenhal.doc thay tén Bén A
va bén B bang céc tén khac
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