


Tab Home - Group Editing m

LOFind v Navigation X Hép diéu hudng xudt hién khi st dung tinh néng Find
(Ctrl+F) (ké ttr phién ban 2013 tré di)

gbc Replace || |0~

b Select v Headings Pages Results

Text, comments, pictures... Word can find just about anything
in your document.

Use the search box for text or the magnifying glass for
everything else.

'f'ﬂ_,"""‘“ , SR vy nhitng phién ban trudc déy cia Word (2010,
S 2007,..) khi Ctrl+F dé thuc hién tim kiém, Word sé mé
Findwhat: | star destroyer '~

hép thoai Find and Replace

More >> (Readnghighight » | [ Findin~ | [ EmdNext | [ cancel |

Ngudén dnh:

https://www.dummies.com/software/microsoft-office/word/how-to-use-the-word-2010-find-command/
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LFind v

gbc Replace
b Select v

Navigation v X

|| o~

Headings Pages Results

Text, comments, pictures... Word can find just about anything
in your document.

Use the search box for text or the magnifying glass for
everything else.

Thé Results [a noi trg két qud tim kiém dwoc nhdp trén

Search Box
Hai thé con lgi gém:

Headings (hién thj cdc dé muc dwoc dp dung style
Heading trong vdn bdn) va,

Pages (hién thj trang dang thumbnails (giéng
Powerpoint))
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LFind v Navigation . <K
<>bc Replace vided [ -

b Select v A~

Headings Pages Results

Video provides a powerful way to help you prove your
"““W point. When you cli ine Video, you can paste in

point. When you click Online Video, you can

ed code video you want to add. You
you prove your point. When you click Online Vided;you .
can paste in the embed code for the C ype a keyword to search online for the
, you can paste in the embed code for the video you Video that beSt flts your document'
want to add. You can also type a keyword /

also type a keyword to search online for the video that
best fits your document.

Cé 4 két qua tré vé cdc cum/cdu cé chira tir “video”

Tim kiém théng thudng khéng phén biét chir viét hoa hay viét thudng,
tré vé ca ”Video” (V hoa) va “video” (v thudng)

Cdc két qud hop Ié duoc highlight mau vang



Tab Home - Group Editing

LOFind v Navigation - ox o= & ' ?
gbc Replace lda nang | x « Pa Nang nam & vi tri trur
N Select v 3 results R - z<é héi va quéc phéng -
Headings  Pages  Results ca nwoc; la do thi bién v
} duwong sat, dwdng bién

Create an interactive outline of your document. 'Dé Néng tl'ch cuc déu tU’
It's a great way to keep track of where you are or quickly cao an sinh xa h6I va di

move your content around.

Nam 2018, Pa Nang duw
diém Tét nhat dé Séng
Overseas (LIO) binh cho

To get started, go to the Home tab and apply Heading styles
to the headings in your document.

V&i tiéng Viét, tim kiém théng thu'd'ng van khéng phén biét chir ”B” (hoa) va “d” (thwong)
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LFind v

gbc Replace
b Select v

Highlight all: highlight két qud,
Incremental find: tw déng tim kiém
khi thay déi ttr khod & Search Box

. . L 1
Navigation M
|Search document DTI
. Options...
Headings Pages Results

Text, comments, pictures... Word ca
in your document.

Use the search box for text or the 1
everything else.

/O Advanced Find...

Find Options

[Match cas;{

() Find whole words only

D Use wildcards

[:] Sounds like (English)

D Find all word forms (English)

Highlight all

Incremental find

Set As Default

() Match prefix

[:] Match suffix

C] Match half/full width forms
O Ignore punctuation characters
D Ignore white-space characters

D Sounds like (Japanese)

Options...

OK

Cancel

Match case: tim kiém chinh xdc (phén biét chit hoa, chit thudng,...)
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LFind v

gbc Replace
b Select v

Find Options X

() Match prefix Find Options: Match case

() Find whole words only () Match suffix

() use wildcards () Match half/full width forms

() sounds like (English) () 1gnore punctuation characters

() Find all word forms (English) () Ignore white-space characters

() sounds like (Japanese)
Options..
Highlight all
Incremental find
Set As Default Cancel

Navigation M 1 5 1 ’ ’ ’
Vided B Video provides a powerful way to help you prove your
— A& point. When you click Online Video, you can paste in

Headings Pages Results

, you can paste in the embed code for the video you
want to add. You can also type a keyword

also type a keyword to search online for the video that
best fits your document.

the embed code for the video you want to add. You

can also type a keyword to search online for the
video that best fits your document.

Chi tim ttr “video” (v thuong), khéng tim tir “Video” (V hoa)




Tab Home — Group Editing § EXPERT

p Flnd v Find Options ? X
5 0 —— Find Options: Match prefix (tién t6)
<) C Re place D Find whole words only C] Match suffix
b Select v [:] Use wildcards D Match half/full width forms
() sounds like (English) O Ignore punctuation characters

("] Find all word forms (English) d Ignore white-space characters

O Sounds like (Japanese)
Options...

Highlight all

Incremental find

Set As Default Cancel

. . 1 C 1
Navigation - ox F &
fond EE Landscape
1 result AIv] And

Headings Pages Results

Sand
Hand

And -

e

Chi tim nhirng tir bat dau vdi “and”, khéng tim nhitng tir cé “and” dirng cudi hodc dirng gitra



Tab Home — Group Editing § EXPERT

p Flnd v Find Options ? X
b () Match case () Match prefix Flnd Optlons: MatCh suff’x (hau tO)
<) C Re place D Find whole words only
b Select v D Use wildcards D Match half/full width forms
() sounds like (English) O Ignore punctuation characters

() Find all word forms (English) O Ignore white-space characters
D Sounds like (Japanese)
Options...

Highlight all

Incremental find

Set As Default Cancel

Navigation - ox B C
frend EX Pretent

1 result Rl Attention
Headings  Pages  Results

Pretent -

Chi tim nhitng tir két thuc vdi “tent”, khéng tim nhirng tir 6 “tent” dirng ddu hodc ding gilva



Tab Home — Group Editing | EXPERT | Find

p Find v Find Options ? X
5 B T — Find Options: Find whole words only
G Replace () Match suffix (tir khod ciing la mét tir cé nghia)
b Select v () Use wildcards () Match half/full width forms
() sounds like (English) () 1gnore punctuation characters

("] Find all word forms (English) dJ Ignore white-space characters
[:] Sounds like (Japanese)
Options..

Highlight all

Incremental find

Set As Default Cancel

. . 1 ) 1
Navigation - ox E &
‘house X v ‘ House
1 result HOUSGS
Headings Pages Results
Housekeeping
House -

Tim nhirng tir gibng vdi ttr khod (khéng tim cdc bién thé cia “house” nhw sé nhiéu, dang két hop,...)



Tab Home — Group Editing § EXPERT Advanced Find

LOFind v L Eind
()bc Replace /O Advanced Find... Find and Replace z X
% Go To... Find Replace  GoTo
b SeleCt v Find Options ? X
Find what:
() Match prefix
C] Find whole words only D Match suffix
C] Use wildcards D Match half/full width forms
() sounds like (English) g Ignore punctuation characters
(] Find all word forms (English) O Ignore white-space characters
[:] Sounds like (Japanese)
<< Less Reading Highlight - Options.
Search Options Highlight all
. = | Incremental find
earch; v
) " . Set As Default Cancel
Muc mé réng Search Option twong tu () Match case
ho/\p thOGi Find Options D Find whole words only [_J Match suffix
: : [:] Use wildcards [:] Match half/full width forms
D Sounds like (English) C] Ignore punctuation characters
Tuy nhién, Advanced F/nd h5 trd tim (1) Find all word forms (English) (1) Ignore white-space characters
kiém theo dinh dang (Format) hodc BB -oind- s Uapacee
\ s \ W v en n Options...
tim cdc thanh phén ddc biét khéng S
dwoc thé hién bdng text trong vdn Find
ba’n (SpeCiaI) Format ~ Special ~ No Formatting




Tab Home — Group Editing § EXPERT

LFind v

/O Find

gbc Replace
b Select v

/O Advanced Find...

—> Go To...

Find and Re

Find

Find what:

place

Replace

Go To

Advanced Find

Word dd highlight 4 muc. D€ xod highlight, chon Reading Highlight sau d6 chon Clear Highlighting

Word highlighted 4 items. To clear highlighting, select Reading Highlight and then Clear Highlighting.

<< Less

Search Options

Search;

All

Reading Highlight ~ Find In~ Find Next Close

Highlight All
Clear Highlighting

Highlight All: highlight tét cd két qud tim duorc,
Clear Highlighting: xod highlight
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p F|nd v /O Find
()bc Replace /() AdVanced Find... Find and Replace ? X
—> GoTo Find Replace  Go To
Select v 20 10
Find what: ‘ v
<< Less Reading Highlight - Find In~ Find Next Close
Search Options Current Selection
Search; | All v Main Document

Current Selection

Main Document

Current Selection: tim trong vung chon,
Main Document: tim trong vdn ban chinh

Footnotes

Endnotes

Néu vén bdn cé Footnote/Endnotes, muc Find In sé hién thj thém ving tim kiém
la Footnotes/Endnotes (ghi chu)

etk TAB REFERECENS — GROUP FOOTNOTES

Advanced Find



( Word MacOS khéng co nhom lénh Editing

Tab Home — Group Editing z m
&/

Qv | Find st dung rét don gian, click vao biéu twong kinh Iup goc trén bén trdi cira sé sau dé
nhép tir khod tim kiém

Yéu cGu: Tim trong vdn bédn cdc tir la “video” hodic chira chit “video”

R 9 vO B O Document1

Home Insert Draw Design Layout References Mailings Review  View Developer Acrobat |2 Share

ﬂ
AaBbCcDdEe | AaBbCcDdEe  AaBbCcDe , | 4
LY Normal No Spacing Heading 1 Styles Correct & Create and Share Request

Pane Improve Adobe PDF Signatures

24 €= 3= A v zl

f”Dv?@ Calibri (Bo.. v/ 12 v/ A" A" Aav A P [A] =viZ vl
@
Pasteg B I Uva x, X AvLvAvAB B = =

1l

2 [€3] +
= = =

v

Clipboard Font Paragraph Styles Outwrite Adobe Acrobat
r B 4 1 2 3 4 5 6 7

Video provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also type a keyword to
search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover
page, and text box designs that complement each other. For example, you can add a matching
cover page, header, and sidebar. Click Insert and then choose the elements you want from the
different galleries.
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Qv | Find st dung rét don gidn, click vao biéu twong kinh lip gdc trén bén trdi cira sé sau dé
nhép tir khod tim kiém

Yéu cGu: Tim trong vdn bédn cdc tir la “video” hodic chira chit “video”

Q- vided| ¢ > o Stdung <hodc> dé vé/dén két qua tim kiém

Chon €9 dé tdt két thiic viéc tim kiém

Video provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also type a keyword to
search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover
page, and text box designs that complement each other. For example, you can add a matching
cover page, header, and sidebar. Click Insert and then choose the elements you want from the
different galleries.
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Yéu cGu: Tim trong vdn bédn cdc tir la “video” hodic chira chit “video”

Evideq <510 St dung < hodc > dé vé/dén két qué tim kiém

Chon €3 dé tdt két thiic viéc tim kiém

List Matches in Sidebar | List Matches in Sidebar — hién thj danh sdch tim kiém trong Navigation thé Result
Replace... Replace — thay thé (ding chung sidebar vdi Find)

@ _ [& Q P IK 1 7] 3 4 5 6
= 7 = : | | ! | i

V FIND AND REPLACE

video v

3% v Find
Replace All | Replace Video provides a powerful way to help you prove your point. When you click Online Video, you

MATCHES: Result 1 of 4 can paste in the embed code for the video you want to add. You can also type a keyword to

Video provides a powerful way to search online for the video that best fits your document.

help you prove your point. When you . .

TR To make your document look professionally produced, Word provides header, footer, cover

Joucanpasteinthe embed code | pAge, and text box designs that complement each other. For example, you can add a matching

to add. You can also type a keyword cover page, header, and sidebar. Click Insert and then choose the elements you want from the

to search online for the video that

different galleries.
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Yéu cGu: Tim trong vdn bédn cdc tir la “video” hodic chira chit “video”

Evideq <> 0| S dung < i}’ocgc >Ald‘e v,e/din k‘et qL./g tim kiém
— Chon @ dé tat két thuc viéc tim kiém

@ Find and Replace

Find = Replace  Go To

Find what: video (~]
ID = Eb.f Q P Options: Search Down
V¥ FIND AND REPLACE Highlight all items found in: ~ Current Selection
video v
7-*- v Find Cancel Find All ’ P v \ oA A en A
: = o e Cdc tinh néng tim ki€m néng cao dwoc liét ké
Search - trong hép thoai ndy giéng vdi Word trong
Down <
Advanced Find & Replace... I WinOS

Find whole words only

Use wildcards

Sounds like

Find all word forms

Match prefix

Match suffix

Ignore punctuation characters
Ignore white-space characters
Match half/full width forms
Sounds Like (Japanese)

Find
Format Special
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LFind v

gbc Replace
b Select v

/O Find

/O Advanced Find...

—> Go To...

Find and Replace

Find Replace Go To

Go to what:

Section
Line
Bookmark
Comment
Footnote
Endnote

Enter page number:

Enter + and — to move relative to the current location. Example: +4 will
move forward four items.

Previous Next Close

Go To (Ctrl+G) hé tro ngudi diing truy cdp nhanh dén:
Page: trang bao nhiéu,

Section: muc mdy,

Line: dong thir may,
Bookmark: déu trang tén gi,

Comment: noi co binh lu@n,

Footnote, Endnote: ghi chu

Cdc déi twong nhw Table (béng), Graphics (46 hoa),...






Tab Home — Group Editing Replace
OFind ~ Tim kiém va Thay thé (Ctrl+H)
()bc Replace Find and Replace ? X
Find Replace Go To

b Select v

Find what: Tim gi? v

repiacewitn:  Thay thé€ bang gi? v

Replace Replace All Find Next Cancel

Replace Replace All Cancel |

Find Next: bat déu tim hodc tim tir tiép theo thod mén diéu kién,
Replace: thay thé tir vira tim dwoc & Find Next,

Replace All: thay thé todn bé tir tim duor,

Cancel: dong hép thoai
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/O Find v

gbc Replace

b Select v

Tim kiém va Thay thé
Find and Replace
Find  Replace  GoTo
Find what:

Tim gi?

Thay thé bdng gi?

Replace with:

More >> Replace

Replace All Find Next Cancel

<

Down
Search Options Up

Al
A

Search; All v

D Match case

(1) Find whole words only

C] Use wildcards

() sounds like (English)

[:] Find all word forms (English)

Replace

Format ~ Special ~

No Formatting

D Match prefix

[:] Match suffix

(1) Match half/full width forms
O Ignore punctuation characters
O Ignore white-space characters

D Sounds like (Japanese)

Options...

Down
H

Cdc tuy chon tim kiém gém:

All: tim todan bé vén béan hodic vén ban
duoc chon (mdc dinh),

Up: tim twr cursor tim |én trén cung van
bén,

Down: tim tir cursor tim xuéng dudi
cting vdn ban (hodc trong vung chon)
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LFind v

gbc Replace

b Select v

Tim kiém va Thay thé
Find and Replace

Find Replace Go To

Find what: Tim gi?

repiacewite:  Thay thé bang gi?

Replace Replace All Find Next

Cancel

Tuy theo nhu cdu format thanh phén ndo ma:

* Cursor dat tai Find what: box sé la Find
Find

Format ~ Special ~ No Formatting

* Cursor dat tai Replace with: box sé la Replace

Replace

Format - Special ~ No Formatting
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OFind ~ Tim kiém va Thay thé
b Find and Replace ? X
G Replace
Find Replace Go To
b Select v e Tim gi? -
Replace with: Thay thé‘lbf‘fng gi? M
Replace Replace All Find Next Cancel
Format ~ Special ~ No Formatting
Font... Font: Bjnh dang vén ban (font, font size, color, bold, italic,...),
Paragraph... Paragraph: binh dang doan (indent, line spacing,...),
Tabs... Tabs: Puwdng dan tab (left, right, center,...)
Language... Language: Ngén ngi¥ vdn ban,
Frame.. Frame: Khung vdn ban,
Style.. Style: Kiéu style dp dung (Heading 1, Heading 2, Normal,...),
Highlight Highlight: vdn ban dworc highlight
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OFind ~ Tim kiém va Thay thé
b Find and Replace ? X
G Replace
Find Replace Go To
b Select v o
Find what: Tim g[? v
repacevitn:  Thay thé bdng gi? v
Replace Replace All Find Next Cancel
Format ~ Special ~ No Formatting

Font: Bjnh dang vén ban (font, font size, color, bold, italic,...),
Paragraph: binh dang doan (indent, line spacing,...),

Tabs: Duong dan tab (left, right, center,...)

Language: Ngén ngi¥ vdn ban,

Frame: Khung vdn ban,

Style: Kiéu style dp dung (Heading 1, Heading 2, Normal,...),
Highlight: vdn ban dworc highlight
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LFind v

gbc Replace
b Select v

Find and Replace ? X

Find Replace Go To

Find what: v
Format: Style: Heading 1

Replace with: v
Format: Style: Normal

Replace Replace All Find Next Cancel

Find what: tim nhirng tir/cum/cdu duoc apply style Heading 1,
Replace: thay thé bang style Normal

Lwu y & ddy ching ta khéng tim cu thé tir gi ma chi tim style nén
cd hai box déu dé tréng

Word
Excel

Powerpoint

Access
OneNote

]

Word

Excel
Powerpoint
Access

OneNote

Yéu cGu 1: Thay thé cdc dé muc (“Word”, “Access”) dugc apply style Heading 1 thanh style Normal

Microsoft Word X

0 All done. We made 2 replacements.
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Yéu cGu 2: Thay thé vin badn in nghiéng, in ddm, mau xanh thanh khéng cé dinh dang

LOFind v
b
G¢ Replace Word
v
b Select Excel
Powerpoint
Find and Replace ? X
Find Replace Go To l
Find what: v
Format: Font: Bold, Italic, Underline, Underline color: Auto, Font color: Blue
WO rd Microsoft Word X
Replace with: v
Format: Font: Not Bold, Not Italic, No underline, Underline color: Auto, Font color: Auto Excel 0 All done. We made 1 replacement.
Powerpoint
Replace Replace All Find Next Cancel

Find what: tim nhirng tir/cum/céu duoc dinh dang ddm, in nghiéng, gach chdn, chi* mau xanh,
Replace with: thay thé bang khéng dém, khéng in nghiéng, khéng gach chén, mau den
Lwu y & déy ching ta khéng tim cu thé tir gi ma chi tim style nén cd hai box déu dé tréng
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LFind v

gbc Replace

b Select v

Tim kiém va Thay thé
Find and Replace ? X

Find Replace Go To

Find what: Tim gi? v

replacevith:  Thay thé bang gi? -

Replace Replace All Find Next Cancel
Format ~ Special ~ No Formatting

No Formatting xod tét ca dinh dang thiét Iap trong Find what: box hodc Replace with: box
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LOFind v
b
G Replace
b Select v
ER Select Al Select All: chon tat cd (Ctrl+A),
N Select Objects Select Objects: chon déi twong (pictures, shapes,... vdn bdn théng

thwong (text khéng phai la object),
Select All Text With Similar Formatting (No Data)

R Selection Pane... Selection Pane: hién thj danh sdch cdc objects cé trong vdn bén
(khéng cé text), duoc st dung nhiéu trong Powerpoint
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LOFind ~

(_>bc Replace
b Select v

[N Select All

[} Select Objects

Select All Text With Similar Formatting: b6i den vdn ban co6 cling dinh

Select All Text With Similar Formatting (No Data) . . L .
dang (néu khéng cd, sé hién thi (No Data)

['ng Selection Pane...
(1) Video provides a powerful way to help you prove your point. When
you click Online Video, you can paste in the embed code for the video
you want to add. You can also type a keyword to search online for the
Trwde khi st dung tinh ndng ndy, cén video that best fits your document.
d&t cursor tai doan cén tim nhﬁ'ng doan (2) To make your document look professionally produced, Word provides

header, footer, cover page, and text box designs that complement each

khdc cé cung dinh dang other. For example, you can add a matching cover page, header, and

\ LN . sidebar. Click Insert and then choose the elements you want from the
Doan (1) va doan (3) c6 cung dinh dang different galleries. y
cdn deu hai bén va in dgm (3) Themes and styles also help keep your document coordinated.

When you click Design and choose a new Theme, the pictures, charts,
and SmartArt graphics change to match your new theme. When you
apply styles, your headings change to match the new theme.



