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THANH PHO HO CHI MINH
TRUONG THPT NGUYEN TAT THANH

GOI Y HUONG DAN HQC SINH TU HOC
(Poi véi hoc sinh khong thé hec tap truc tuyén)
Mon Tin Hoc

A. PHAN BAI HQOC TUAN 11
1) Muc tiéu

Biét Lam viéc véi bang nhu: Chén bang (Table) vao tai liéu, chon van ban
hoidc cac ddi tugng trong bang, 1am viéc véi van ban trong bang, hiéu
chinh bang,...

Hiéu chinh @6 rong (Width) cua cot va do cao (Height) cua hang
Chen cot, hang hoac 6 vao bang

Xba cac cot, hang hoac 6 trong bang

Két hop/hop nhit (Merging) va phan chia (Splitting)

Téch bang va hop nhat c4c bang

Thiét lap cac tiéu dé dong (Row Headings)

Str dung céc kiéu dinh dang bang (Table Styles)

Hiéu chinh 1& cac 6 (Cell Margins) trong bang

Chuyén d6i thdng tin bang

Chuyén vin ban thanh bang

Chuyén d6i bang thanh vin ban

Sap xép di ligu

2) Giéo vién bién soan Tai liéu hoc tap va Phiéu hwéng dan hoc sinh tw hec

PHIEU HUONG DAN HQC SINH TU HQC

bdng.

NOQI DUNG GHI CHU
Tén bai hoc/ chu dé TAO VA LAM VIEC VOI BANG
Hoar dgng 1: Thuc hi¢n 1. Tao bang
tim hiéu tgo va lamvigcvei | - Dua vao SGK hoac SGK dién tu.

- Hoc sinh tim cau tra loi cac cau hoi:
e Banglagi?
e Tai sao phai tao bang? chirc nang?




e Cac budc thuc hién tao bang
- Hoc sinh Ghi vao vé.
2. Cac thao tac voi bing

- Dua vao SGK hodc SGK dién tu.

- Hoc sinh tim cau tra loi cho cau hoi:

Chen thém hoac x06a 6, hang va cot.

Téach mot 6 thanh nhiéu 6 12 gi? Cach thuc hién?
Gop nhiéu 6 thanh 1 6 1a gi? Cach thuc hién?
binh dang van bang trong 6 la gi? Cach thuc hién?
- Hoc sinh Ghi vao vé.

Hoat dong 2: Kiém tra,
ddanh gia qud trinh tw hoc.

3. Nhan biét
- Nhan biét Bang va mét sé thao tac 1am viéc véi
bang.
4. Thoéng hiéu
- Trinh bay dugc cac budc dinh dang bang.

Tén bai hoc/ chii dé

SU DUNG BANG

Hoat dong 1: Thuc hign
tao va lam viéc vai bdang.

1. Swr dung bding
- Dya vao SGK va slide bai giang gui kem.
- Hoc sinh tim hiéu theo cac noi dung sau:
e Chen bang (Table) vao tai liéu, chon van ban

hoic cac dbi tugng trong bang, 1am viéc voi
van ban trong bang, hiéu chinh bang,...

e Hiéu chinh d¢ rong (Width) cua cot va do cao
(Height) cua hang

e Chen cot, hang hoac 6 vao bang

e Xoa cac cot, hang hoac 06 trong bang

e Két hop/hop nhat (Merging) va phan chia
(Splitting) 0

e Téch bang va hop nhat cac bang

e Thiét lap céc tiéu dé dong (Row Headings)

e Surdung cac kiéu dinh dang bang (Table Styles)

e Hiéu chinh I& cac 6 (Cell Margins) trong bang

e Chuyén déi thdng tin bang




e Chuyén vin ban thanh bang
e Chuyén ddi bang thanh van ban
e Sip xép dix licu

- Huéng dan: Thuc hién theo cac budc trong sach gido
khoa, slide bai giang va tim kiém trén internet.
- Phién ban Word 2013.

4. Nhgn biét
- Nhan biét thao tac tao va l1am viéc véi bang.
5. Théng hiéu
- Thuc hién tao thoi khoa biéu bing céch tao bang.

Hoat dong 2: Kiém tra,
danh gid qud trinh tu hoc.




PHIEU PE HQC TAP TUAN 11

Ho Vaten: ...,
LOP: i,
BAI 19: TAO VA LAM VIEC VOI BANG

1. Tao bang

a. Tao bang
Dat con tré vao vj tri can tao bang, thwc hién mét trong cac cach sau:

Céch 1: Vao Insert -> Table sau dé ta ré chudt chon sb cot + sd hang can thiét roi
kich chuét ta sé dwoc bang can tao
Céach 2: Insert -> Table -> Insert table...:

- Number of columns: sé cot

- Number of rows: sb hang

Cach 3: Insert -> Table -> Draw table: vé bang
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b. Chon thanh phan ctia bang
Céach 1: Layout -> Select -> Select Cell/ Select Column/ Select Rows/Select Table
Céch 2: Chon truc tiép
- Click chuét vao bén trai nhw hinh dé chon bang:
- Pwa chubt |én dau cot, ta sé thdy mdt mii tén mau den chi xuéng, Click chudt dé
boi den cot.
- Pwa chuét gan sat hang, sé thay con trd chudt nghiéng sang bén phai, click mét

cai dé boi den.

- Béi den 6 trong bang: dwa chudt dén goc trai phia dwdi 6 sao cho xuét hién mi tén
nhé mau den, click chubt.
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c. Thay dbi kich thwéc cla cot (hang)

Cach 1: Buwa con tré vao vién 6/cot/hang dé thay dbi kich thuwéc d/cdt/hang
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Céch 3: Chon c6t hoac hang -> Layout, dién thong sé tai nhém Cell Size. Cai phia

trén la chinh hang, phia dwéi la chinh cét.
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* Chinh kich thuéc cdt, hang vira véi
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1. Thao tac vé&i bang
a. Chén thém hoac xb6a 6, dong va cot

+ Chén 6, dong va cot




Céach 1:

B1: Nhap chon vi tri can chén.
B2: Chon thé Layout (hnhdm Rows & Columns) - tuy chon cac Iénh sau:
- Insert Above: chén thém dong vao phia trén dong hién hanh.
- Insert Below: chén thém dong vao phia dwdi dong hién hanh.
- Insert Left: chen thém dong vao bén trai dong hién hanh.
- Insert Right: chén thém dong vao bén phai dong hién hanh.
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Céach 2:

B1: Danh ddu 6 mudn chén vao bén trai hodc bén phai hoac phia trén

B2: Chon thé Layout (hhém Rows & Columns) — Launcher trong hdp thoai Insert Cells:

- Shift cells right: 6 mé&i chén vao day 6 dang chon sang bén phai
- Shift cells down: 6 m&i chén vao day 6 dang chon xubng dudi
- Shift cells row: chén thém dong ma&i

- Insert entire column: chén thém c6t m&i

Insert Cells 7 *

() shift cells right
(@) iShift cells down
O Insert entire row

() Insert entire column

DK Cancel

Xo6a 6, dong va cot

B1: Chon dong, cot, 6 can x6a (hodc chon khbi 6)

B2: Chon thé Layout (nhém Rows & Columns) — Delete:
- Delete Columns: x6a c6t dang chon.

- Delete Rows: x6a dong dang chon.

- Delete Table: x6a bang dang chon.

- Delete Cells...: xuat hién hop thoai Delete Cells, tiy chon lénh sau:
7



Shift cells left: xda 6 dang chon réi day cac 6 con lai sang tréi.
Shift cells up: xéa & dang chon réi day cac 6 con lai [&n trén.
Delete entire row: x6a nguyén mot dong.

Delete entire column: x6a nguyén mot cot.

b. TAch mét 6 thanh nhiéu 6

B1: Chon 6 mudn tach
B2: Chon thé Layout (nhoms Merge) — Split Cells, xuat hién hop thoai Split Cell:
- Number of columns: xac dinh sb cot.
- Number of rows: xac dinh sé hang.
- Merge cells before split: troén céc 6 lai trwde khi tach.
* TAch bang: nhap chon vao dong mudn tach bang, chon thé Layout
(nhédm Merge) — Split Table
c. GOp nhiéu 6 thanh mét 6
B1: Chon cac 6 mudn gop.
B2: Chon thé Layout (hhém Merge) — Merge Cells.
* X6a hét tat ca dong tréng gitra hai bang thi hai bang dé sé gop lai mdt mang duy nhét.
Dinh dang van ban trong 8: Chon 6 can dinh dang ->C1: Trong Tab Layout -> Alignment
C2: click chuét phai -> Cell lignment






PHAN PE CUONG HQC TAP

BAI 10: KHAI NIEM VE HE PIEU HANH

1/ Khéai niém hé diéu hanh (Operating System)

Hé diéu hanh Ia tap hop cac chwong trinh dwoc td chire thanh mét hé théng véi nhiém vu:

Pam bao twong tac gitra ngwei dung véi may tinh,

Cung cap cac phwong tién va dich vu dé phuc vu cac chwong trinh

T6 chirc quan |y va khai thac cac tai nguyén mét cach thuan loi va téi wu.

Vi du: Computer: Linux, Mac OS, Windows,..

Smartphone: Android, 10S, Windows Phone,....

2/ Céac chirc nang va thanh phan cua hé diéu hanh

a. Chuc nang

T6 chirc giao tiép gitba ngwei dung va hé théng.

Cung cap cac tai nguyén cho cac chwong trinh va cach té chirc thwc hién
cac chwong trinh dé.

Té chirc Iwu triv thong tin trén bé nhé ngoai.

Kiém tra va hé trg bang phan mém cho céc thiét bj ngoai vi.

Cung cap céc dich vu tién ich hé théng.

b. Thanh phan

Cac chwong trinh nap khi khéi dong va thu don hé théng trwdc khi tit may hay
khoi dong lai may.

Chuwong trinh dam bao twong tac gitba ngwdi dung va may tinh.

(c6 2 cach dung: dung chuét hoac dung ban phim).

Chwong trinh giam sat: la chwong trinh quan ly tai nguyén, c6 nhiém vu phan

phdi, thu héi tai nguyén.

Hé théng quan ly tap tin: 1a chwong trinh phuc vu viéc td chire, tim kiém théng
tin cho cac chwong trinh khac x ly.
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