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

GOI Y HUONG DAN HOQC SINH TU HQC

(Doi véi hoc sinh khong thé hoc tap truc tuyén)

Mon Tin Hoc

A. PHAN BAI HQC TUAN 4
1) Muc tiéu

- Biét duoc cac budc co ban dé thyc hién dinh dang vin ban.

- Biét day du vé cac chirc ning ctia dinh dang ky tu, doan, trang.

- Hiéu dugc cac budce dinh dang ky tu, doan, trang véi 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

BAI 16: PINH DANG VAN BAN

ban.

Hogt dong 1: Thuc hi¢n
Ngi dung dinh dang vin

1. Dinh dang ky tw
- Dua vao SGK hoac SGK dién tur (trang 108 — 110)
- Hoc sinh tim hiéu déi teong dinh dang 1a ky ty s& c6
nhung chirc nang gi? Liét ké va vi dy?
- Huéng dan: Thyc hién tim hiéu cac noi dung trong
sach gi&o khoa va tim kiém trén internet.
2. Dinh dang doan
- Dva vao SGK hoac SGK dién tir (trang 110 - 112).
- Hoc sinh tim hiéu ddi tuong dinh dang 13 doan vin
ban sé c6 nhung chirc nang gi? Liét ké va vi du?
3. Dinh dang trang
- Duva vao SGK hoac SGK dién tir (trang 102 - 106).
- Hoc sinh tim hiéu d6i twong dinh dang la trang s&
c6 nhung chirc nang gi? Liét ké va vi du?

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

4. Nhgn biét
- Nhan biét duoc cac ddi twong chinh trong soan
thao.
5. Théng hiéu




- Phan biét duoc timg d6i tugng cu thé va céc chic

nang riéng cua loali.

Tén bai hoc/ chi dé

PINH DANG VAN BAN VA POAN VAN BAN

Hogr dong 1: Thuc hién
lam viéc vi tai liéu.

1. Dinh dang van bdn va doan vin bdn

- Dua vao SGK va slide bai giang gui kem.

- Hoc sinh tim hiéu theo cac noi dung sau:
- binh dang cac ky tu
- Sur dung hop thoai Font (Font Dialog Box)
- binh dang cac doan van ban
- Can chinh van ban
- Thay d6i khoang céch gitra cac dong (Line
Spacing)
trong doan van ban
- Thay dbi khoang cach giita cac doan van ban
(Paragraph
Spacing)
- Thut I1& (Indent) doan vin ban
- Kiém soat cac dong trong doan van ban va cac
doan van
ban
- Str dung hop thoai Tabs
- Str dung Format Painter
- binh dang van ban st dung Styles
- Sur dung dinh dang nhanh (Quick Styles)
- St dung ctra s6 Style (Style Pane)
- To chire danh sach danh dau dau dong....

- Hudng dan: Thuc hién theo cac budc trong sach giao

khoa, slide bai giang va tim kiém trén internet.
- Phién ban Word 2013.
2. Luyén tap
- Dua vao SGK va slide bai giang.
- Hoc sinh luyén tap thuc hién cac thao tac trén.

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

4. Nhdn biét
- Nhan biét cac chirc ning cua dinh dang van ban
va doan van ban.
5. Théng hiéu
- Thuc hién duogc cac budce co ban nhu: dinh dang ky
tu, dinh dang doan, dinh dang trang.
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BAI 16: DINH DANG VAN BAN
Dinh dang van ban la:

1. Pinh dang ki tw: Xac dinh phéng chi¥, c& chi, mau sac van ban

a. Binh dang ky tw bang thanh céng cu

oo
alibri (Body) - |11 [/~ A" A" Aa-

e ¥, ¥ {E}ﬁ-a}’v.&,

e

Tao chit dam, nghiéng,
gach dudi

b. Binh dang ky tw bang t& hop phim

e Tang kich thudc (Size): Ctrl + ] hodc Ctrl + Shift + > e e
e Giam kich thwéc (Size): Ctrl + [ hoac Ctrl + Shift + <

e Chirdam: Ctrl + B

e Chir nghiéng: Ctrl + |

e Gach duwdi 1 nét: Ctrl + U B I U+~ a8 x e
e Gach dudi 2 nét: Ctrl + Shift + D -

e Gach dw¢i tieng twe: Ctrl + Shift + W

e Chisb duwéi: Ctrl + =

e Chisé trén: Ctrl + Shift + =

e Chir hoa l&n/thwong: Ctrl + Shift + A

e DAbi chir hoa/thworng/hoa: Shift + F3



c. Dinh dang Font bang hdp thoai

Bwéc 1: Chon doan van ban can dinh dang

Calibri (Body) ~ |11 - A A Aa- &

B I U ~abex, X' ﬁv“,rf*-&"'//
Fant o

Bwdc 2: Chon phan mé réng cla thé Font hodc an t6 hop phim Ctrl + D

Font |2
Font Advanced
Font: Fant style: Size:
Regular 11
CETET . | & -
i || |Malic 9 Il
i —'| |Bold 10 —
Bold Ita
Angsana Mew 52 - 12 2

Font colon: Underline style: Underline color:

lic
Automatic |Z| [none) |Z| Automatic

Effects
D Strikethrough |:| Small caps
|| Double strikethrough [ Al caps
I:‘ Superscript D Hidden
|:| Subscript

Preview

+Body

This is the body theme font, The current document theme defines which font will be used.

|

Ho6p thoai Font

2. Pinh dang doan van ban
e Doan van ban (Paragrap) la tap hop cac tir duwoc két thic bang dau ngat doan do
bém

e Chuy: D& xudng nhung khéng bat dau bang mét doan méi ta nhan td hop phim

Shift + Enter



a. Dinh dang bang hdp thoai Paragrap

Dé dinh dang doan, thyc hién cac budc sau:

e Chon doan van ban can dinh dang

e Vao Home -> chon Paragraph Hop thoai Paragrap xuét hién

(]

Hoép thoai Paragrap

Aligment: Dung dé can chinh I&
Left: Canh 1& phai
Right: Canh & trai

Center: Canh |& gitra

Justified: Canh 1& déu

Line spacing: Khoang cach cac dong

Spacing: Diéu chinh khodng cach cac doan

Indentation: dé thay dbi canh 1& C4c nat 1énh trén thanh cdng cu

Paragraph ? X
Indents and 5pacing  Line and Page Breaks
General
slignment: | [RETSNNNNNN
Dutline level: | Body Text ~ Collapsed by default
Indentation
Left: Dem 5 Special: By:
Right: Dem 5 [nonel w =
|:| Mirror indents
Spacing
EBefore: Opt = Line spacing: At
After: apt = Multiple w108 =
|:| Don't add space between paragraphs of the same style
Preview
St o Tt S gl Taioe! St gl Tt St gl Toioe! il Teoct Srm gl Tioet S gl Teoct Sarmigla Tie
St o Tt S gl Taioe! St gl Tt St gl Toioe! il Teoct Srm gl Tioet S gl Teoct Sarmigla Tie
St o Tt S gl Teioe! Sl Tt Sl Tiot Sarmipla Tis
Tabs... Set As Default Cancel




3. binh dang trang

a. Vao thé Layout chon Page Setup

Hép thoai Page Setup

@ ﬁ IE "= Breaks ~

[ Line Numbers -

Margins Orientation  Size  Columns

- - - - bE Hyphenation =

Page Setup

b. Cé&c nat Iénh trén thanh céng cu

iBi

Margins Orientation

-

o

-

P

Page Setup ? X

Margins Paper Layout

Margins
Top: 2.54 cm = Bottom: 2,54 tm =
Left: 2.54 cm = Right: 2.54 tm =
Gutter: Ocm = Gutter position: Left ~
Qrientation

Portrait Landscape

Pages

Multiple pages: Marmal ~

Preview

Applyto: | Whole document |+

Set As Default Cancel

IE = Breaks -

) [ Line Numbers ~
Size Columns
- - bt Hyphenation -

Page Setup P



