Truong THCS Nguyén Pac Canh Ho va tén GV: On Quéc Tuan
To: Cong nghé - Tin hoc Lé Thi Thanh Tuyén
b6 Lé Bao Trung

TEN BAI DAY
BAI 15: CHINH SUA VAN BAN
MON HOQC: TIN HQC KHOI 6
THOI GIAN THUC HIEN: 1 TIET

1. Xo6a va chén thém né1 dung

Dé xdéa ndi dung trong van ban ta dung phim: Delete va Backspace

- a) Xo0a van ban:

: Xoa ki tir ngay sau con tro soan thao

: Xoa ki tir ngay trudce con tro soan thao

Vidu: Nhén phim Backspace

Trvi m]ua

Nh&n phim Delete

A Trovi lu'a

o Trévi rnla



Luu y:
- Can nhan biét vi tri con trd soan thao va

than trong trudc khi xoa.

- Néu can x0a 1 phan van ban lon, ta nén
chon khéi phdn van ban can xda va nhan
phim Delete hoac Backspace.

- Néu xda nham ta cd thé nhan Ctrl+Z hoac
nhan nut Undo “- dé quay lai thao tac
truwdce do.

- b) Chen van ban:

Muon chen thém nd1 dung vao mot vi tri, em di

chuy€n con tro soan thao dén w1 tri do va g0 tiép



2. Chon phéan vin ban:

- Dung chudt: Bua con tré chudt dén vi tri bat dau
va kéo tha chudt dén vij tri két thuc.

- Dung phim: Di chuyén tré soan th3o bang phim
mi tén dén vj tri chon bat dau va nhan git¥ phim
Shift + két hgp cac phim (mi tén va phim Page
up, Page Down, Home, End) dén vi tri két thuc.

..............

- Lwu v: Ta co thé chon toan b van ban bang
Ctrl+A hay nhay 3 Ian chudt trai. Va cling cé thé
chon nhitng phan van ban khénglién tuc véi nhau
bang cach nhan gilt phim Ctrl két hop chubt.

- Khi muén thue hién mot thao tac (xda, di
chuyén vi tri, thay do6i cach trinh bay,...) tac
dong dén mot phan van ban hay doi twong
nao do, trwdc hét can chon phan van ban
hay doi twong dé (con goi la danh dau, chon
khéi)



3. Sao chép va di chuyén ndi dung vin ban

- a) Sao chep van ban

Sao chép phan vin ban la giit nguyén phan vin
ban do & w1 tri goc, dong tho1 sao chep nd1 dung
do vao w1 tri khac.

+ B1: Chon phan van ban muén sao chép: S S
= Cach 1: Chon 1énh trong nhom Home [MTeeS

Chpboard trén dai 1énh Home. ? & Cut

= Cach 2: Nhay phai chudét tai vi tri do P: ol

chon 1énh hodc nhan ( ) = | < Format Painter
Clipboard M

+ B2: DPua con tré soan thao té1 vi tri can
sao chép va chon lénh C

- b) Di chuyén vin ban

Di chuyén phan vin ban 1a sao chép ndi dung dé
dén w1 tri khac, dong tho1 xoa phan van ban do &
V1 tri goc.

+ B1: Chon phan vdn ban mudn di chuyén:

—— —
= Cach 1: Chon 1énh mtmng nhém | Home [FEem
Clipboard trén dai 1énh Home. “'3 &b Cut

= Cach 2: Nhay phai chudt tai1 vi tri do ;; e <a Copy

chon 1énh hoc nhén ( ) = | < Format Painter
+ B2: Pua con trd soan thao téi vi tri can Chpboard -

sao chép va chon 1€énh




- Chu v cac lenh

Undo: Thirc hién khoi
phuc lai hanh dong
trirdc dé (nhan mii tén
dé cé tiry bién) Ctrl + Z

Redo: Lip lai hanh dong
trird'c. Quay lai thao tac
cia Undo Ctrl +Y

Lwuy rfing néu hanh dong trwéc 1a Undo, thi Ctrl +Y sé

thyc hién hanh dong khoi phuc

® AL AETad :Chiec nang copy dinh dang

4. Chinh stra nhanh — Tim va thay thé
- b) Thay thé:

La cong cu thay thé day ki tir tim dwoc bang mét ndi dung Khac.

+B1: Chonlénh trong trén dii lénh % Find ~
Home. Xuat hién hop thoai .Chon trang ':ac Replace
+ B2: GO ndi dung can thay thé vao 6 va gb ndi L,e Select ~
dung thay thé vao 6 -
+ B3: Nhay nat dé tim. Editing
+ B4: Nhay nit dé thay thé.
Find and Replace =)
| Frd | Regece | goTe |
Figd what: 1] ) E
Nhip ki tw cin tim
Reeplace wath: . . =]
Nhip ki tw cin thay thé
(Ltre2> ] [ gesace | | epacess || [Coranent || concet ]




- Ung dung rat 1on 1a co thé thay thé dé sira
nhiig 101 khong dung quy tac van ban, hay can
thay thé mot tir hoac nhi€u tir cung luc.

- Tiet ki€m nhiéu thot gian va cong sirc cho nguol
dung.

DAN DO: ,
Hoc hét va hoc ky bai ly thuyét da hoc
Thwc hanh lai trén may tinh



