SO GIAO DUC VA PAO TAO
THANH PHO HO CHI MINH
TRUONG THPT NGUYEN TAT THANH

GOI Y HUONG DAN HQC SINH TU HOC
(Doi véi hoc sinh khong thé hoc tap truc tuyén)
Mon Tin Hoc
A. PHAN BAI HQC TUAN 2

1) Muc tiéu
- Biét duoc cac budc co ban dé thyc hién soan thao mot vian ban don gian.
- Biét day du vé giao dién caa phan mém Microsoft Word 2013.
- Hiéu dugc cac tao méi va két thic mot phién 1am viéc vai Word.
2) Giéo vién bién soan Tai liéu hoc tap va Phiéu hwéng dan hoc sinh tw hec
PHIEU HUONG DAN HQC SINH TU HQC

NOI DUNG GHI CHU

Tén bai hoc/ chu dé LAM QUEN VOI MICROSOFT WORD

Hogt dgng 1: Thuc hién 1. Man hinh lam viéc
Lam quen véi Microsoft| - Dyavao SGK hodc SGK dién tir (trang 99 — 101)
Word. - Hoc sinh thuc hién quan sat hinh anh va trinh bay b
cuc cua man hinh:
e Thanh truy cap nhanh
e Thanh Ribbon
e Thanh trang thai
- Huéng dan: Thyc hién tim hiéu cac noi dung trong
sach gi&o khoa va tim kiém trén internet.

2. Két thiic lam vigc véi word

- Dva vao SGK hoac SGK dién tir (trang 101 - 102).
- Hoc sinh luyén tap thuc hién luu van ban theo 2 cach
va c4c thao tac trén 1ap lai 3 lan.
3. Soan thdo van bdn don gidn.
- Duva vao SGK hoac SGK dién tir (trang 102 - 106).
- Hoc sinh thuc hién tim hiéu cac noi dung:
a) Mo tép
b) Con tro6 van ban va con tro chudt
¢) GO van ban (bd ma UNICODE): go chén va dé
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d) Céc thao tac bién tap van ban

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

4. Nhgn biét
- Nhan biét duoc giao dién Microsoft Word.
5. Théng hiéu
- Thao tac dugc vdi tng dung soan thao van ban
Microsoft Word 2013.

Tén bai hoc/ chu dé

LAM VIEC VOI TAI LIEU

Hogt dong 1: Thuc hi¢n
lam viéc vai tai ligu.

1. Lam viéc vai tai liéu
- Dya vao SGK va slide bai giang gui kem.
- Hoc sinh tim hiéu theo cac noi dung sau:
a) Tao tai liéu maoi
b) Chuyén truy cap giita cac tai liu
c) Luu tai liéu
d) Céc kiéu tap tin trong Word
e) Tuy chinh Iuu tai li¢u trong Word Options
f) Dong tai liéu
g) Mo tai liéu
- Huéng dan: Thuyc hién theo cac budc trong sach giao
khoa, slide bai giang va tim kiém trén internet.
- Phién ban Word 2013.
2. Nhdp (Import) tai liéu vao mot tdp tin dang mo
- Dua vao SGK va slide bai giang.
- Hoc sinh luyén tap thuc hién cac thao tac nhap tai
liéu vao mot tap tin dang mo.

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

4. Nhgn biét
- Nhan biét thao tac luu, nhap, mé,.. cia Word
2013.
5. Thong hiéu
- Thuc hién duogc cac budc co ban nhu: dong, mao,
luu, nhéap,... van ban.
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BAI 15: LAM QUEN VOI MICROSOFT WORD 2016

1. Man hinh lam viéc caa Word 2016
Khaéi déng MS Word 2016
e Céch 1: Start @ hoac == => All Program (Find: “Word 2016”)
e Céch 2: Click vao biéu twong Microsoft Word 2016 trén man hinh @

Man hinh lam viéc cda Microsoft Word 2016
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(1) Quick Access toolbar: thanh céng cu truy cap nhanh.

(2) Ruler: thanh thuwé'c ngang va thanh thuwéc doc (d& mé chon thé View => tich chon ruler)
(3) Ribbon: thanh chira cac thé Iénh (tabs), nhém Iénh, nat I1énh.

(4) Title: Thanh tiéu dé.

(5) Vung soan thao van ban.

(6) Status bar: thanh trang thai.

(7) Scroll bar: thanh cudn.



2. Két thac phién lam viéc véi Word
Phan mé réong Word 2016 la: .docx (Word 2007 dén nay), .doc

Lwu van ban:
Lwu van ban |an dau:

e CAch 1: File -> Save tw nhay sang ctra sb6 Save as
e Cé&ch 2: Nhay chudt vao nut Iénh Save E trén thanh truy cap nhanh;
e Céch 3: nhan t6 hop phim Ctrls + S
Lwu vdn bén |an sau:
Néu tap tin van ban da dwoc lwu it nhat 1 1an, thi khi lwu van ban bang cac
cach trén, moi thay ddi trén tap tin van ban sé dwoc lwu ma khéng xuét hién ctra

sb Save as.
Lwu van ban véi tén khac
Chon File -> Save as
Thoat khéi MS Word 2016:

e Két thac lam viéc véi van ban, chon File -> Close hodc nay chuét tai nat X &
bén phai thanh bang chon.
e Két thac lam viéc véi Word 2016 kich vao biéu twong X & géc bén phai man
hinh cua Word 2016.
Chua y: Khi ddng ma chwa Iwu tap tin vao 6 dia thi xu4t hién hép théng bao

[ Microsoft Word . [&r
1 Want to save your changes to "bai 1577
' If you click "Don't Save’, a recent copy of this file will be temporarily available.
Learn more
[ Save ] | Don't Save | | Cancel
\
Save: Luwu lai

Don’t save: Khéng Iwu va dong
Cancel: T chdi dong

3. Soan thao van ban don gian
a. Mé tép van ban
Tao méi 1tailiéu

e Cach 1: Vao Menu chon File -> New -> Blank Document
e Cach 2: Nhan t6 hop phim Ctrl + N
M& mét tép co san:

e Cach 1: File -> Chon Open

e Cach 2: Nhan Ctrl + O



b. Con tré van ban va con tré chudt

Con tréd van ban: |

Con tré chudt: I

Di chuyén con tré:

Dung chudt: Di chuyén con tré chuét tdi vi tri mong muén va nhay chudt.
Dung phim:

1,1: Di chuyén con tré 1én xubng mét dong

—,—:Di chuyén con tré sang trai/ phai 1 ki tw

v

v

v' Ctrl + —,«: Di chuyén con tré sang trai ho&c phai 1 tw

v Home, end: Di chuyén con tré v& dau/cudi 1 dong hién hanh
v

Ctr + Home/End: vé dau hoac cudi tai lieu

c. GO van ban

Nguyén tdc nhap vdn ban

Van ban luén dwoc nhap bat diu tir 18 trai. Chwa can quan tam dén dinh dang,
phén dinh dang sé thwc hién sau (nhap tho).

Han ché nhat phim Spacebar dé nhap céc ki tw trdng & dau dong ho&c cac ki
tw, n6i chung khdng nén tao nhiéu hon 2 khoang tréng lién nhau.

Nguyén tac cudn ti: khi dong van ban dén |& phai, Word sé ty dong xubng
dong. Néu 1 tlr viot qué |& phai ctia van ban thi ca tr sé& dwoc chuyén xubng
dong dudi.

Phim Enter: Két thiic mét doan, qua doan maéi.

Shift + Enter: Xuéng dong nhwng van & doan ci.



Chu y hai ché dé gé van ban

Weord Options X
General D Advanced options for working with Word. =
Display
Proofing Editing options
Save Typing replaces selected text
Language When selecting, automatically select entire word
Advanced Allow text to be dragged and dropped

Use CTRL + Click to follow hyperlink
Customize Ribbon [] Automatically create drawing canvas when inserting AutoSh
Quick Access Toolbar Use smart paragraph selection
Add-Ins [ Use smart cursoring
Trust Center [ Use the Insert key to control overtype mode
Use overtype mode
[ Prompt to update style
[ Use Normal style for bulleted or numbered lists
[ Keep track of formatting
Mark fermatting inconsistencies
Updating style to match selection: |Keep previous numbering and bullets pattern ~
Enable click and type
Default paragraph style: | Mormal ~
Show AutoCemplete suggestions
[] Do not automatically hyperlink screenshot
Use sequence checking
Type and replace
[ Automatically switch keyboard to match language of surrounding text
Cut, copy. and paste
v
Cancel

e Ché do cheén (Insert): khi gd ky tw t&r ban phim, ky tw bén phai con tré sé bj day

sang phai.

e Ché do dé (Overtype): Khi gé ky tw tlr ban phim, ky tw ma ban gé vao sé dwoc

dwa vao van ban tai vi tri con trd, ky tw ci tai vi tri con tré sé bi xéa di, nghia la

ky tw mai de Ién ky ty ca.

e Né&u dang lam viéc & ché do d&, cum chir OVER sé hién rd nét trén thanh trang

thai. D& chuyén déi gitra 2 ché do, nhan phim Insert hoéc click vao 6 chi

OVER (INSRT)

d. Céc thao tac bién tap van ban

Chon van ban:

e Céch 1: Bat con trd van ban vao vi tri bat ddu chon; Nhan phim Shift roi dat con

tré van ban vao vi tri két thic.

e Céch 2: Nhay chuét tai vi tri bat dau can chon; Kéo tha chuét trén phan van ban

can chon

e Cach 3: Ctrl + A dé chon toan bd van ban

Xéa van ban: Chon van ban can x6a, nhan phim Delete hoac c6 thé ding phim hodc

t6 phim:

e Backspace: X6a 1 ki tw bén trai con tré cua van ban
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e Delete: X6a mét ki ty bén phai cda van ban.
e Ctrl + Backspace: X0a 1 tir bén trai con trd cia van ban
e Ctrl + Delete: X6a 1 tir bén phai con tré cia van ban
Sao chép: Chon khéi van ban can sao chép va thuc hién cac buéc:
Buwdc 1: Goi Iénh Copy bang mét trong cac cach:

e Cach 1: Chon Iénh Copy tai thé Home Clipboard X Cut
u

e Céach 2: Kich chuét phai chon Copy Iflrj

e Céch3:Ctrl+C [[® Copy

Bwéc 2: Di chuyén con trd ti vi tri can sao chép v <% Format Painter
Budc 3: Goi lénh Paste bang 1 trong cac céch:
e Cach 1: Chon Iénh Paste tai thé home clipboard Clipboard s
e Cach 2: Kich chuét phai chon Paste
e Cachg3:Ctrl+V
Di chuyén: dé di chuyén mot phan van ban ta thyc hién cac buéec:
Bwéc 1: Chon van ban can di chuyén
Bwéc 2: Goi lénh Cut bang 1 trong cac céch:
e Céach 1: Chon lénh Cut tai thé home clipboard
e Cach2:Ctrl+X
e Cach 3: Cach 2: Kich chudt phai chon Iénh Cut
Buwéc 3: Pwa con tré t&i vi tri moi
Bwdc 4: Goi lénh Paste bang 1 trong cac cach:
e Cach 1: Chon Iénh Paste tai thé home clipboard
e Cach 2: Kich chuét phai chon Paste
e Cachg3:Ctrl+V
Chdre nang cda Undo va Redo

Undo: Quay lai thao tac trweée dé
e Céch 1: Chon biéu twong Undo

e Céch 2: Nhan té hop phim Ctrl + Z

Redo: Dung Iénh hdy Undo

e Céch 1: Chon biéu twong Redo
e Céch2:Ctrl+Y



