TINHOC 6 TRUONG PT HERMANN GMEINER BEN TRE

ON TAP
Chu dé 9: Lam quen véi soan thio vin ban

1. M@t sé6 phan mém sogn thdoe véin ban thong dung
Mot s6 phan mém soan thao vin ban phd bién 1a: Microsoft Word, OpenOffice
Writer, WPS Writer, Google Docs va Notepad.
2. Lam quen véi Microsoft Word
a) Khai dong
Cach 1: Nhay dup va biéu twong Microsoft Word trén man hinh.
Cach 2: Nhay vao biéu tuong Microsoft Word trén thanh tac vu.
Céch 3: Nhay vao biéu tugng Start = nhay chudt vao Microsft Office = nhay
chudt vao Microsoft Word.
b) Man hinh chinh
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Tén tiéng

S8 Tén thanh phén Mo ta

Anh
Hién thi tén cla van ban va tén phdn mém tao ra
van ban dé.
- Thanh Ribbon chia cac thé Iénh, nhém 1&nh,
2 Thanh Ribbon Ribbon nut 1énh. Cac thé 1énh chinh trén thanh Ribbon
gém: File, Home, Insert, Page Layout, ...
- MGi thé Iénh gém nhiéu nhém Iénh. Vi dy: thé
4 Nhom iénh Group Iénh Home c6 5 nhém lénh: Clipboard, Font,
Paragraph, Styles, Editing.
- M6i nhém 1énh gdm nhiéu nit 1énh. Vi dy: nhém
7 Nuatiénh Command Iénh Clipboard trong thé Home gém 4 nat Iénh:
Cut, Copy, Paste, Format Painter.
Vach mau den nhdp nhay trén man hinh. Khi em
¢ Con trd soan thao g0 van ban thi cac ki ty sé xudt hién ngay vij tri
con trd soan thao.
Vertical  N&m bén phai man hinh, giip di chuyén lén
| scroll bar  xudng trong van ban.

4 Thanh tiéu dé Title bar

&' | Thanh cudn doc

Quick |
| Thanh truy cép - Thanh cbng cy chda cac nat lénh dé thyc hién
/ nhanh nhanh moét nhiém vy nao dé.
| J | ToolBar

'N&m cudi man hinh, hién thi trang thai l1am viéc
@) Thanhtrangthai  Status bar | hién thdi cia vén ban nhu: trang hién tai, tng s6
trang, téng s6 tu, ...

‘Cac nat Iénh thu 'Cho phép thu nhé, phéng to clia s8 chuong trinh,
5 nhd, phéng to, thoat khdi chuong trinh Word.
thoat chuong trinh

3. M¢t sé thao tic co ban
a) Tao vin bdan mdi
- Cach 1: File > New.
- Céch 2: Nhay chuot vao biéu tuong New trén thanh truy cap nhanh.
- Cach 3: Ctrl +N.
b) Mé vin ban c6 sdn
- Céch 1: File - Open.
- Céch 2: Nhay chuét vao biéu tuong Open trén thanh truy cap nhanh.
- Céach 3: Ctrl + O,
Sau d6 chon thu muc chia tép tin cin mé = chon tép = chon Open.
C) Lwu van ban
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- Cach 1: File - Save
- Céch 2: Nhay chudt vao biéu twong Save trén thanh truy cap nhanh.
- Cach 3: Ctrl +S.
Sau d6 chon thu muc chia tép tin can luu > dit t&n = chon Save.
d) Kétthic
Pé déng van ban ta chon File > Close.
Dé két thuc phién 1am viéc véi Word:
- Cach 1: Nhay nat X mau do & géc bén phai man hinh.
- Céch 2: File - Exit.
4. Xem van bdn ¢ nhiéu ché dé

- Céach 1: View = nhom Iénh Document Views

Ezl |:| o [=] Outline

] 224 [= Draft
Read Print Web
Made Layout Layout

Views

- Céch 2: Chon cac Iénh ¢ gbc phai man hinh.

Chu dé 10: Soan thaoe vin ban tiéng Viét
1. Céc thanh phdn cia vin bdn
Tén Mo ta
Ki tu Thanh phan co ban nhat cia van ban. Ki tu cé thé 1a: con ch, s, ki hiéu
(Character) hoac ki ty dac biét, ...
Day céac ki ty lién tiép. Cac tu thudng cach nhau bdi: dau cach, ddu xudng

Tu (Word) dong hodc mét ddu tach cau, vi du nhu déu phéy (,), ddu chdm (.), ddu
hai cham ().
Dong (Line) T?p hgp cac ki ty nam trén cung mét dudng ngang tu 1é trai sang 1é phai
" |cua trang.
Poan M6t hoic nhiéu cau lién ti€p nhau dudc ngan cach bdi ddu ngat doan
(Paragraph) |(tao bang cach nhan phim Enter).

Phan van ban trén mét trang in.

2. Gé van bdn tiéng Vigt ,
- Phan mém ho tro go tieng Viét la Unikey va Vietkey.
- De go tieng Vigt ta can chl y 3 yeu t6: Bang ma, kiéu gd, phdng chi.
- Bang ma va phéng chir phai thong nhat vai nhau.
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- Kiéu gd: quy dinh cach ngudi ding nhap tiéng Viét vao may tinh.

¢

Chitcancd |& |6 |& |d |o |u
Céch g6 aa |00 |ee |[dd |ow |uw |aw

Daucancd |Sic |Huyén |Hoi |Ngd |Ning
Phim go S F R X J

3. Quy tdc chung dé sogn thdo vdn ban

- Cac dau ngat cau (dau cham (), dau phay (,), dau cham phay G, dau hai
cham () dau cham than (1), dau cham hoi (7)) dugc dgt sat vao tir phia
truéc va cach tir phia sau mgt khodng trang (néu phia sau van con noi
dung).

- Céc dau mé ngoic va mo nhay, vidu: (, [, {, <, *, * s& duoc dat sat vao bén
tréi ki tw dau tién cuia tir tiép theo. Cac dau dong ngodc va dong nhay, vi
du:),1,},>, 7, ", sé duoc dat sat vao bén phdi ki tze cugi cung cia tir ngay
truoc do.

- Gitra cac tir chi dung mgt khodng tr@ng (nhan phim Spacebar) dé phan cach.

- Giita cac doan dugc ngan cach bang mét Ki tw ngdt dong (nhan phim Enter).
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Bai tap 1:
- Khei dong Microsoft Word.

- Nhdp vin ban voi ngi dung nhw bén duo.
Luwu van ban vei tén BT1_XUANDIEU.docx

Xuéan Diéu
Tén that la Ngd Xuéan Diéu, sinh ngay 2/2/1916 tai Tuy Phudc, tinh Binh DPinh cii,
noi cha 1a Ngoé Xuan Tho vao day hoc va két duyén véi me 1a Nguyén Thi Hi¢p. Xuan
Di¢u sau ra Ha Noi hoc, 1938-1940 6ng va Huy Can ¢ gac 40 Hang Than. Ong tot nghiép
k¥ su canh nong nam 1943, mat ngay 18/12/1985.

Pay la trang danh sach liét ké tuyén tap cac tac phém tap tho va nhitng bai tho hay
nhat cia nha tho Xuan Diéu (Ngd Xuan Diéu). Von biét dén 1a dng hoang cua thi ca lang
man va cung la mét trong nhing tac gia tiéu biéu nhét caa phong trao tho méi. Ong mang
ngon gio rao ruc, thiét tha, ndng chay, khao khat yéu thuong dén cho thi ca. Tho Xuan
Diéu 1 “vudon mon trén”, ca ngoi tinh yéu bang mudn sic diéu, 4m thanh va huong vi.

Bai tap 2:

- Khei dong Microsoft Word.
- Nhdp vin ban voi ngi dung nhw bén dudo.
Luwu van ban véi tén BT2_VOIVANG_XUANDIEU.docx

Voi Vang
(Xuén Diéu)

T6i mudn tit néng di
Cho mau ding nhat mat;
T6i mudn budc gio lai
Cho huong dung bay di.

Cuia ong budm nay day tudn tring mat;
Nay day hoa ctia d6ng noi xanh ri;
Nay day 1a cuia canh to pho phat;
Cuia yén anh nay day khic tinh si.
Va nay day anh sang chép hang mi;
MJdi sang sém, than vui hang g6 cua;
Thang giéng ngon nhu mot cap moi gan;
T6i sung sudng. Nhung voi vang mot nira:
T6i khéng chd nang ha méi hoai xuan.
Xuan dang t41, nghia 1a xuan dang qua,
Xuan con non, nghia 1a xuan s€ gia,
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Ma xuén hét, nghia 14 toi ciing mat.
Long t0i rong, nhung lugng troi cir chat,
Khéng cho dai thoi tré caa nhan gian,
N6i 1am chi ring xuan van tuan hoan,
Néu dén nira khdng phai rang gap lai.
Con troi dat, nhung chang con toi méi,
Nén bang khuang tdi tiéc ca dat troi:
Mui thang, nam déu rém vi chia phoi,
Khép sdng, ndi van than tham tién biét. ..
Con gi6 xinh thi thao trong 14 biéc,
Phai chiang hon vi ndi phai bay di?
Chim ron rang bdng dut tiéng reo thi,
Phai ching so do phai tan sap sira?
Chang bao gio, 6i! Ching bao gio nira. ..
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