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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 5

1) Muc tiéu

- Biét cach sir dung may tinh dé soan thao vin ban.

- Biét thém céc thao tac trong soan thao.

- 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.

- Biét duoc cac thudc tinh dinh dang vin ban don gian

2) Gi4o 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 TAP THUC HANH 7

Hogt dgng 1: Tim hiéu ngi
dung dinh dang van bdan

1. DPinh dang van ban
- Dua vao SGK hodc SGK dién tur (trang 112 -114)

- Hoc sinh thuc hién theo yéu cau ctia bai thuc hanh yeu
cau. Luu bai vao dang vi tri thu muc tao trude do.

2. Luyén tap

- Hoc sinh luyén tap thuc hién cé4c thao tac trén nhiéu
lan.

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

1. Théng hiéu
Xéc dinh duoc yéu cau thyc hanh.

2. Van dung
Thao tac thuc hién chuan xé4c, dam bao thuc hién
dang cac loai dinh dang ky tu, dinh dang doan, dinh
dang trang.
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l. MOT SO CHUPC NANG KHAC
1. Thiét lap Tab
Thiét 1ap Tab la dat mét diém dirng (Tab Stop) ma con trd sé dich chuyén dén diém nay
khi ngu®i dung nhan phim tab.
Néu khéng dat Tab stop, khi nhan Tab thi con tré s& nhay dén vi tri cb dinh dwoc quy
dinh trong muc Default Tab Stop (mac dinh 1a 0.5 inch = 1.27 cm).
Cac loai tab
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Paragraph

e Lefttab: la tab canh trai

e Righ tab: la tab canh phai

e Center tab: la tab canh gitra

e Decimal tab: 1a tab canh |4y chuan 1a d4u phan cac phan thap phan.

e Bar tab: 1a tab chén thém mét gach thang dirng “|” vao vi tri tab dirng
Céach dat Tab

e S{ dung thwéc dinh vi

e Chon vi tri mubn dat tab

e Kich vao nat Tab Align bén trai thwéc do dé chon mét loai tab dung can dat

e Kich chudt vao vj tri can dat Tab trén thanh thwdc, luc dé sé xuat hién dau Tab
trén thwéce



Hiéu chinh Tab

e Chon vj tri muén d&t -> Vao Paragraph -> Tab Hop thoai xuét hién:
Tab stop position: Vi tri cla tab
Alignment: Canh |1& cho Tab
Leader: Chon ky tw dién vao ché tréng trwéc Tab
Clear: Xéa tab
Clear All: X6a hét Tab

Tabs ? *
Tab stop position: Default tab stops:
8,5 cm 1,27 cm =
8,5 cm

Tab stops to be cleared:

Alignment
(@) Left () Center () Right
O Decimal O Bar
Leader
(@ 1 None (2 ()3
Oa__
Set Clear Clear All

X0a tab
C6 3 cach
e Kéo tha cac diém dirng trén thuwéc dinh vi ra khdi no.
e Trong ctra sd Tabs, chon Clear hodc Clear All d& hily bd mét hodc tat ca cac
diém dirng da thiét 1ap
e Nhén t6 hop phim Ctrl + Q dé& hly bd tat ca cac diém dirng
. Cheén ky tw dac biét (Symbol)
Chén mét ky ty dac biét khdng co trén ban phim vao céc vi tri thich hgp trong van
ban.
Cach tao:

o Dat con trd vao vi tri can chén ky tw dac biét

o Insert->ESViatleJel}-> More symbol
Lwu y: Chon font chir (\Wigle[ellgle] 14 font hay ding nhét



. Tao chir Drop Cap
Drop Caps la mét kiéu dinh dang d&c biét thuwdng thay trén cac trang bao, dung dé tao
mét ky tw hoa c6 kich thwédc Ién hon dau ciia méi doan van ban
4+ Cach tao
Chon doan van ban can dinh dang
Vao Insert -> -> Drop caps option
Ctra s6 Drop Caps xuét hién

. Chén hinh anh

Word cho phép ngudi ding dwa vao hinh &nh la nhirng tap tin c6 sn hoac tl thw
vién hinh anh di theo bd Office hoédc online
4+ Chen hinh anh c6 san:
Insert -> : Chén anh trén may tinh.
Insert -> Clip Art: Anh theo bd office hodc lay Online
. Ké dwéorng vién va dwong lwéi cho bang
+ Cach tao

. Tao chir nghé thuat (Word Art)
+ Cach tao
Insert -> -> Chon mau béat ky
Khi d6 sé& xuét hién ra khung chir nghé thuat -> gd ndi dung vao
. Chen cbng thirc todn hoc (Equation)
+ Cach tao
Chon vi tri can chén Equation
Vao Insert -> (hoac vao Objects -> Microsoft Equation 3.0)
. Vé hinh (Shapes)
+ Céach tao
Vao Insert ->
. Chia c6t van ban
+ Cach tao

Vao Layout -> nhom Page setup -> (@ISl -> More columns. Khi d6 hop thoai

columns sé xuét hién



1. THW’C HANH
Bai 1: Trinh bay van ban dwé&i day va lwu van ban véi tén Lop_SST_TH7_Bail.docx
Chon khé gidy A4. Binh dang van ban véi: Lé trén: 20 mm; Lé dwdi: 20 mm; Lé trai: 30 mm;
Lé phai: 15 mm, c& chir:13.
CONG HOA XA HQI CHU NGHIA VIET NAM
Déc Lap — Ty Do — Hanh Phdc.
PSTILITID LTT It
Tp.HCM, ngay 05 thang 09 nam 2006.

> Cé&n clr phap 1énh Hop déng Kinh té ngay 28/09/1983 ctia Hoi ddng Nha Nwéc va
nghi dinh s6 17/HPBT ngay 16/01/1990 cia Hoi Bong Bd Trwdng qui dinh chi tiét viéc
thi hanh phap 1énh HDKT.
> Can clr nghi dinh s6 121/HDBT ngay 15/08/1987 clia Hoi Béng Bd Trwédng ban hanh
diéu l&é Bwu Chinh Vién Thong.
> Theo yéu cau cta khach hang va kha nang phuc vu cla Cong ty Dién thoai thanh
phé.
Hai bén gom:
1. Bén A (Khach hang)

e Hovatén: NGUYEN ANH DUNG.

e Diachilién lac: 514 Nguyén Tri Phwong P.12 Q.10 Tp.HCM.

e Dia chi dat may: 514 Nguyén Tri Phwong P.12 Q.10 Tp.HCM.
2. Bén B (Cty bién thoai)

e Dia chi: s6 02 Hung Vwong Q.10 Tp.HCM

e Dién thoai: (84.8) 8365874

e Tai khoan: 710A.00209 Ngan hang Céng Thwong VN Tp.HCM.
Pai dién ky : Ong PHAM HUNG LAM — Chtrc vu: P.Giam Déc

Bai 2: Trinh bay van ban dwéi day va lwu van ban véi tén Lop_SST_TH7_Bai2.docx
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Bai 3: Trinh bay van ban dwé&i day va lwu van ban véi tén TH7 Bai3.docx
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wdn Qubc gia Cuc Phuwong (hay rirng Cuc

Phwong) 1a mét khu bao tdn thién nhién, khu rivng

dac dung nam trén dia phan ranh gi¢i 3 khu vuc

Tay Bé&c, chau thd séng Hong va Bac Trung Bd thudc ba

tinh: Ninh Binh, Hoa Binh, Thanh Héa. Vwén quéc gia nay

c6 hé déng thwc vat phong phu da dang mang dac trung

rirng mwa nhiét d&i. Nhiéu loai déng thwe vat cd nguy co tuyét chiing cao dwoc phét hién va

bao ton tai day. Pay ciing 1a vuon qubc gia dau tién tai Viét Nam.
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