NGHE THVP — KHOI 11

NOI DUNG BAI HQC NGHE THVP _ TUAN 5
PHAN 3: HE SOAN THAO VAN BAN WORD
Bai 7: ON LAI MOT SO KHAI NIEM CO BAN

I. NHAC LAI

1. Ki tu, ciu, dong, doan, trang.

2. Mt s0 qui tac go van ban

Céc déu ngat cdu nhu ddu chdm (.), ddu phay (,), ddu hai chim (:), dau chim phay (; ), diu cham
than (!), dau chim hoi (?) phai dugc dat sat vao tir dimg trude no, tiép theo 1a mot dau cach néu
sau d6 van con noi dung;

Céc ddu mé ngoic (gom (" Y, <) vacac diu mé nhay (gom "*", "“") phai dwoc dit sat
vao bén trai ki tu du tién cta tir tiép theo.

Twong ty, cac ddu dong ngoic (gom MM S v cae ddu dong nhay (gdm ", ") phai
dugc dat sat vao bén phai ki tu cudi cung cuia tir ngay trude do.

Gitta céc tir chi ding mét ki ty tréng dé phan cach.
Giia céc doan ciing chi xudng dong bang mét 1an nhan phim Enter.

Khong dugc str dung cac ki tu trong & dau dong dé cén Ié.

3. Cac thao tac bién tap trong van ban.

Chon dbi twong (Select): trudc khi tac dong dén cac ddi tugng nao dé can phai chon (danh
dau) d6i tugng do.

Sao chép (Copy): Sao chép ndi dung dugc chon vao b nhé dém.

Cit (Cut): Luu ndi dung dugce chon vao by nhg dém déng thoi xo04 ndi dung doé ra khdi van
ban hién thoi.

Dan (Paste): Léy ndi dung tr by nhé dém ra va cheén (dén) vao van ban tir vi tri con tr6 hi¢n
thoi.

Thao tac nhanh: Chon van ban bang ban phim (Ctrl + Enter).

4. Dé soan thio vin ban bang chir Viét.

Chuong trinh ho trg gd chit Viét: Unikey, Vietkey (dd duoc cai dit va bat chirc ning gd chir
Viét).
Mot s6 phong chit Viét da duoc cai dit.
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II. CAC CHE PO HIEN THI VAN BAN TREN MAN HINH

D¢ hién thi van ban trén man hinh ta lam nhu sau:

— View va chon cac ché dd hién thi:

+

+

+

+

+

Normal (chuan): Hién thi van ban duéi dang don gian hoa.
Print Layout (b4 tri trang): Xem b tri vin ban trén toan trang.
Outline (Dan bai): Xem ciu triic ciia mot vin ban.

Full Screen (Toan man hinh): Hién thi vin ban toan man hinh.

Print Preview (Xem truéc khi in): Kiém tra tinh hop li ctia vin ban.

Zoom: phong to, thu nho cac chi tiét trén man hinh.



