Chwong IV: SOAN THAO VAN BAN
-Bai 13: LAM QUEN VOI SOAN THAO VAN BAN

1. Vin ban va phan mém soan thaoe viin ban:

- Phan mém soan thao vin ban Word do hdng Microsoft phét hanh.
- Hién nay Word duoc str dung phé bién nhat trén thé gioi

2. Khéi dgng Word:

C1: Nhay chon nut Start — Programs — Microsoft office — Microsoft office Word

C2: Nhay dup chudt tai biéu tuong i Microsoft Word trén man hinh nén.
3. Cogitrén cira sé Word:
- Céc dai lénh: Gom File, Home, Insert, Page Layout, References, ...
- Lénh va nhém Iénh: Font, Paragrap, Style,...
- Thanh c6ng cu: Chtra cac nut I1énh thuong dung nhu New, Open, Save,..
- Con tro soan thao |
- Vung soan thao
- Thanh cudn doc, ngang
a) Dai Iénh:
Dé thuc hién 1 1énh nao d6 ta nhay chudt vao tén dai lénh c6 chira Iénh d6 va chon
1énh.
* Dai lénh File:
- New: M¢ cira s6 méi (Ctrl + N)
-Open: Mé tép da co6 trén dia (Ctrl + O)
- Save (Ctrl + S) Luu dir liéu vao dia.
-Save as: Luu tén tép tin mai (Tao t&p tin mai)
* Dai lénh Home:
- Undo: Phuc hdi (Huay thao tac vira thyc hién)
- Copy: Sao chép
-Cut: Di chuyén
- Paste: Dan
* Dai Iénh Insert: Chtra cac 1énh vé chén thém

* Dai Iénh View: Bat tit c4c thanh cong cu



b. NGt Iénh:
Céac nat lénh thudng dung nhiéu nhat duoc dit trén thanh cong cu.
- New: M¢ ctra s6 moi
- Open: M¢ tép da co trén dia.
- Save: Luu dir liéu vao dia,...
4. Mé van ban:
B1) File — Open — Chon duong dan dén tép tin can mo
B2) Nhay chon tén tép can mé — chon Open
5. Luu van ban:
B1) Chon File —» Save (Ctrl +S)
(Néu luwu lan dau ta phai chon dudng dan dé luu tén tép tin) & khung File name ]
- Save
*Chu y: - Bay chinh 1a thao tac tao tép tin mai.
- Khi tép tin da c6 tén ta chi viéc Nhay chon Iénh Save trén thanh cong cu.
6. Péng cira so:
C1: Chon File — Exit
C2: Nhay nut close (x) phia trén.
C3: Alt+F4



Bai 14 . SOAN THAO VAN BAN PON GIAN:
1. Cac thanh phan caa vin ban:
a) Ki tu:
-Lacacchtcaitt:A—>Z,a—>z
- C4c chir s6 tir:0 — 9
-Céckihigu:\":,>*$S@ 1 #% &“({[?+<...
Ki tu 1a thanh phan co ban nhit cua vin ban.
b) Tir (Sgk) 1a céc ki ty gd lién nhau. Céc tir soan thao thudng cach nhau bang dau
cach, diu xuéng dong hoac mot dau tach cau (., ;: ! ...).
c) Dong:
Dong la tap hop ca ki tu ndam cing trén mot dudng ngang tir 18 trai sang 1 phai.
d) Poan:
- Poan gom céc tir, cau co lién quan véi nhau va hoan thanh vé ngit nghia.
- Mbi doan dugc két thic bang g phim Enter.
e) Trang gidy:
Phan vin ban trén mot trang in duoc goi 1a trang van ban.
2. Con tré soan thao:
- Con tro soan thao 1a mot vach ding | nhap nhay trén man hinh, cho biét vi tri nhap
van ban.
- Con tro soan thao ty dong xudng dong khi nd dén vi tri cudi dong.
- Contro chuot: , |
* Di chuyén con tré soan thao:
"y Ahe ! Xudng 1 dong, sang phai 1 ki ty, 1én 1 dong, sang trai 1 ki tu
- Tab: Thut vao mot doan.
- Muén dén vi tri ndo thi nhay chudt vao vi tri do.
- Home: Pua con tro vé dau dong.
- End: Pua con trd vé cubi dong.
3. Quy tic gb vin ban trong Word:
* C4c dau ngat cau: Dau (., 3: 1?2} 1) “ ¢ phai duoc dit sat vao tir dang trudc né,
tiép theo la khoang tring néu con noi dung.

* Cac dau ma: Dau (“ © ( { [ duoc viét trudc n6 1a dau cach, sau no 1a ki tu.



4. G vin ban chir Viét;
* Kiéu g6 Telex, VN1: SGK trang 107
* Chil y: Bé gb duoc tiéng Viét ta phai chon bang ma sau d6 chon phdng chit twong
ung.
* Chon bang ma, phong chir:
B1) Nhay dup chudt vao biéu tugng Unikey
B2) Lua chon
* Kiéu gb: chon Telex hoic VNI
M Bo déu tu do

*Bang ma: | |

Chon bang mé trong khung trén

B3) Lua chon phéng chir & Word

Format — Font | |

B4) Chon phong chit & khung Font
B5) OK
Bai 15 CHINH SUA VAN BAN

1. X06a va chén thém vin ban:

- Phim Backspase (<) dung dé x6a ki tu ngay truéc con tr soan thao.

- Phim Delete dung dé xda ki tu ngay sau con tro soan thao.

- Bé chén thém dir liéu vao van ban ta chi viéc nhay chudt vao vi tri can chén va go
thém noi dung vao.

2. Chon phan vin ban:

* Nguyén tic:

- Bé thuc hién mot thao tac nhu: xo4, chén, di chuyén, sao chép,... ta phai tic dong
Ién phan van ban do.

* Thao tac chon:

C1: Nhay chudt tai vi tri bit ddu — kéo tha chudt dén cudi phan vian ban can chon.
C2: Nhay chudt tai vi tri bit dau + Gitr phim Shift + nhay chudt vao vi tri cudi can.
C3: - Chon mot tur: Nhay dup chudt Ién tir do.

- Chon mét cau: Crtl + nhay dtp chuot.



- Chon mot dong: dua chudt ra bién trai va nhay chudt

- Chon mot doan: dua chudt ra bién trai va nhay dap chuot
- Chon toan b van ban: Crtl + A

* Huy chon:

Nhay chuét ra khoi vung chon

* Khoi phuc hién trang (phuc hdi):

Cl.Crtl+Z

C2: Nhay nat Undo

3. Sao chép va di chuyén néi dung viin ban

a. Sao chép:
_ban can sao chép
Eey

B1) Chon phan va

B2) - C1: Nhay nat Copy.
-C2: Crtl +C
- C3: Nhay phai chuot — chd

Copy
B3) Nhay chuét vao vi tri can sao chép dén vanhay nit & Paste.

b. Di chuyén:
B1) Chon phan vén ban can di chuyén
B2) C1: Nhay nit® Cut.
C2:Crtl + X
C3: Nhay phai chuot — chdi  Cut
B3) Nhay chudt vao vj tri can di chuyén dén
B4) C1: Nhay nGf2  Paste.
C2:.Crtl+V
C3: Nhay phai chuot — chd® Paste.
4. Chinh sira nhanh- tim va thay thé
a) Tim kiém
- La cong cu tim kiém nhanh mét tir, mot cum tir trong vin ban.
B1) C1: Home — Find (trong nhom lénh Editing)— Xuat hién hop thoai Find and
Replace
C2:Ctrl+F
B2) G& tir can tim vao khung Find what



B3) Nhay Find Next dé tiép tuc tim.
B4) Nhay Close dé két thlic
b. Thay thé:
B1) C1: Chon Home — Replace (trong nhoém lénh Editing)— Xuat hién hop thoai
Find and Replace
C2: Ctrl +H — xuét hién hop thoai Find and Replace.

B2) Thuc hién cong viéc

- Find what: G6 noi dung can thay thé

- Replace With: G& noi dung thay thé
B3) - Nhay nut Replace Ia thay thé tirng tir
- Nhay nat Replace All 13 thay thé tat ca
- Find Next : Tiép tuc tim kiém
* Ghi nhé: - Tim kiém va thay thé 1a cong cu hd trg viéc tim kiém va thay thé nhanh
cum tur trong van ban.
- Tim va thay thé duoc thuc hién twong ng bang cac lenh.

Home — Find; Home — Replace (trong nhdm Iénh Editing)



Bai 16: PINH DANG VAN BAN
1. Pinh dang van ban:
- binh dang vin ban 13 lam thay doi kiéu dang, vi tri caa cac ki ty, tir, cau, doan va
cac ddi twong khac nhu: Hinh anh, hinh v&, cac ki hiéu,... trén trang man hinh sao
cho khi in ra c6 bé cuc dep va ngudi doc d& ghi nhé cac noi dung can thiét.
- binh dang vin ban gdom:

+ Dinh dang ki tu

+ Dinh dang doan van ban.

2. Pinh dang Ki tu:
- Lam thay d6i dang vé cua ki tu 1a:
+ Phong chi
+ Co chir
+ Kiéu chix
+ Mau chir
a. Swr dung cac nut Iénh:
* Cach dinh dang:
B1: Chon phan vin ban can dinh dang
B2: Nhay chon nat lénh can:
- Chon phdng chir: Nhdy nut Font va chon Font thich hop.
- Chon ¢& chir: Nhay nut Font Size va chon ¢& chix can thiét
- Chon kiéu chir:
+ Nhay nut B (Bold) chon chir dam
+ Nhay nut | (Italic) cho chir nghiéng
+ Nhay nat U (Underline) chon chit gach chan

+ Mau chir: Nhay nat Font Color va chon mau chi thich hop.

b. Sir dung hép thogi Font:

B1) Chon phan vin ban can

B2) Chon Home— Font — Xuét hién hop thoai Font:
B3) Lua chon



+ Font: Chon phong chir thich hop

+ Font Style: Chon kiéu chit thich hop

+ Size: Chon c& chi

+ Font color: Chon mau cho chir

* Chon kiéu dang ¢ Effects
* So sanh: Cé&c Iénh dinh dang Ki tu & hop thoai Font twong (rng v&i cdc nat 1énh
trén thanh cong cu.



BAI 17: PINH DANG POAN VAN BAN:
1. Pinh dang doan vin:

La lam thay d6i tinh chat cua toan doan vin ban.

* Thay doi c4c tinh chat:

- Can 1&: Left, Right, Center, Justify (Trai, phai, giira, déu).
- Vi tri I& ctia ca doan vin ban so véi toan trang.

- Khoang cach Ié cua dong dau tién.

- Khoang cach doan trén hoac doan dudi.

- Khoang céach gitra cac dong trong doan van ban.

* So sanh:
binh dang doan khac dinh dang ki tu:

binh dang doan binh dang ki tu
- tac dong 1én toan doan van: can 18, thut dau - Tac dong 18n phan van ban dugc
dong,... chon.
- Nhay chudt vao doan vin can dinh dang

2. Str dung c4c nat Iénh @é dinh dang doan vin:

B1) Nhay chudt vao doan van can dinh dang.

B2) Lua chon nit 1énh can dinh dang.

- Can 1&;
+ NGt 1énh (Left): Can 18 tréi
+ Nut Iénh (Center): Can gitra
+ Nt Iénh (Right): Cin 1& phai
+ NGt 1énh (Justify): Can déu hai bén

- Thay d6i 1& ca doan van:
+ Nat Iénh Increase Indent (In co ri gio in dan) ting muc thyt 18 trai
+ Nt Iénh Decrease Indent (di co ri gio in dan) giam muc thut 18 trai.

- Nt Iénh (Line Spacing) thay d6i khoang cach dong



3. Pinh dang doan vin bang hép thoai Paragraph:
B1) Nhay chudt vao doan van ban can dinh dang.
B2) Home — Chon Paragraph — Xuét hién hop thoai Paragraph
B3) Lua chon.
* General (re no ro): Can 18
- Alignment: Cin 1&: Tréi (Left), phai (Right), giita (Center), déu (Justify)
* Indentation (/n dan tay san): Khoang céch 18 cua ca doan
- Left, right, Special (so pe x6) thut 1& dong dau.
* Spacing (so pay sing): khoang cach doan van.
- Before (bi pho): Khoang cach doan trén
- After (ép to): Khoang cach doan dudi
* Line Spacing (lai so pay sing) Khoang céach gitra cac dong.
B4) OK



§18: TRINH BAY TRANG VAN BAN VA IN

1. Trinh bay trang van ban:
La dat huéng cho trang gidy va cac khoang céch 1& cho trang, c6 tac dong dén moi
trang.
- Chon hudng trang: Trang dtng hoic trang nam ngang.
- bat 1& trang: Lé&: Trai, phai, trén, dudi
2. Chon hwéng trang gidy va dit I trang gidy:
a) Chon hwéng trang va dit Ié trang:
B1: Page Layout — Page Setup
B2: Thiét dit thong sb.
* Margins: Dit I& trang
- Top: Lé trén
- Bottom: Lé dudi
- Left: Lé trai.
- Right: L& phai
* Orien tation: Chon hudng trang.
- Portrait: Trang dung
- Landscape: Gidy nam
B3: OK
* Chiy: Néu mudn dat ¢ dinh thdng sé nay cho ca céc l1an sau ta chon Default —
chon Yes
b) Panh sb trang vin ban:
B1: Insert — Page Numbers
B2: Lva chon
* Posi tion (PO si san): Xac dinh vi tri danh sé.
- Top: Pau trang
- Bottom: Cudi trang
* Alignment: Xac dinh vi tri danh sd.
- Left: Bén trai
- Right: Bén phai

- Center: Gitra



* Format: Chon kiéu sb
- Numbers Format: Chon kiéu s tuy .
* Start at: Dat trang dau tién bat dau te s6 may?
B3: OK
c) Tao tiéu dé dau, cudi trang:
B1: Insert — Header and Footer
B2: Tao tiéu deé.

* Header: G6 tiéu dé dau trang vao khung

B3: Close

3. In van ban:

a. Xem tai li¢u trwéc khi in:

B1) C1: Nhay chon nut Ienh[& (Print Preview)
C2: File > Print Preview

B2) Nhay chon nut Iénh Close

b. In van ban:

B1) C1: Nhay chon nit Ién=
C2: File — Print
C3:Ctrl+p

B2) Lua chon

* Page Range: Lua chon trang dé in

(Print)

- All: In toan b sé trang
- Page: In tir trang dén traig___1

+ Néu in céc trang lién ké thi gd vao khung: Trang dau-trang cudi can in.

Vi du: In tir trang 5 dén trang 20| = on

+ Néu in céc trang khdng lién ké mdi trang diroc cach nhau bai dau phay ()

NA011 1R




Vi du: In trang 4, trang 8, trang 11, trang 16

*Copies: Chon s6 to in cho mot trang van ban.
B3) OK

§19: THEM HINH ANH PE MINH HOA
1. Chen hinh anh vao vin ban:
- C6 thé chén céc hinh anhvao trong vin ban dé minh hoa ndi dung.
- Céc hinh anh duoc chén ¢ thé nim trén dong nhu 1a mot ki tu dic biét hay nim
trén nén vin ban.
B1: Nhay chudt vao vi tri can chen.
B2: Insert — Picture — From File — chon duong dan dén tép hinh anh.
B3: Chon tép hinh anh — nhay chon Insert
2. Chén d6i twgng Vé:
B1): Insert - Shape — chon d6i twong can Vé.

B2) Di chuyén chudt ra man hinh dé ve.

* Chon mau cho déi tweng:

B1: Nhay chon déi tugng

B2: Sir dung nat [énh trén tab 1énh Format
- Shape Fill: T mau nén
- Shape outliner: T6 duong bién

- Weight: Chon @6 dam, nhat cho duong bién.

* V& hinh tron, tam giac can, hinh vuéng:
B1: Chon ddi tuong Vé.
B2: Gitr Shift + di chuyén chudt dé va.

* \/& tam giac déu:

B1: Chon ddi tuong Vé.



B2: Giir Shift + Ctrl + di chuyén chuot dé vé&

3. Sao chép, di chuyén, xo4 hinh anh:
B1: Chon hinh anh can
B2: - Sir dung ndt 1énh Copy, Cut dé sao chép, di chuyén.
- Str dung phim Delete dé x0é

B3: Sir dung nut Iénh Paste dé déan
5. Thay d6i vi tri hinh anh trén vin ban:

a. Trén dong vin ban: Néu bd tri ndy hinh anh duoc xem nhu 1a mot ki tu dic
biét va dugc chen & vi tri con tro soan thao.

b. Trén nén vin ban:
B1: chon hinh anh can thay doi vj tri
B2: C1) St dung nat lénh text Wrapping trén thanh cong cu Picture — chon kiéu
hién thi.
C2) Format — Picture — chon muc Layout — chon kiéu

+ In line with text: Hinh nam trén dong vin ban.
+ Square: Hinh nam trén nén vin ban.

B3: OK
* Phong to thu nhé hinh anh:
B1: Chon d6i twong can thay doi kich thugc
B2: Pua chudt vao mot trong tdm 6 vudng bao quanh d6i tugng sao cho chudt co
dang <>,  di chuyén chudt chon kich thugc can.
* Thay doi vi tri:
Pua chudt vao ddi tuong can di chuyén sao cho chudt co dglkg  di chuyén chuot
kéo dén vi tri can — tha chuot



§20: TRINH BAY CO PONG BANG BANG

* Khi nao thi can sir dung bang dé nhap dix liéu?
- Pé 1am r6 sy so sanh ta nén sir dung bang.
- Can lya chon can than khi nao can sir dung bang vi: bang 1a hinh thuc trinh bay cd
dong, dé hiéu va dé& so sanh.
1. Tao bang:
C1: Nhay chon ndt Iénh Insert Table — di chuyén chuuot chon sé dong, cot can.
C2: B1) Table — Insert —» Table

B2) — Number of columns — gd s cot can

- Number of Rows — g6 s6 hang can.
B3) OK

* Di chuyén con tré soan thao trong 6 caa bang:

Phim Chtrc nang
Con tro - Nhay chuot vao 6
chuot can
Tab - Dén 6 ké tiép

- Xudng 1 dong, 1én 1
T L 5 < |dong, sang trai 16,

sang phai 1 6

Alt + Home | - V& 6 dau tién cua
dong

Alt+End |- V&6 cudi cua dong

Shift + Tab | - V& 6 truéc nd

2. Thay doi kich thwéc cia cot hay hang:

Diéu chinh kich thudc ta dua chudt vao bién cua cot hodc hang can sao cho chudt
c6 dang < ¢ Gitr chat chudt trai di chuyén chudt chon kich thuéc thich hop —
tha chuot.

3. Chén thém hang, cot:
a. Chen thém hang (Rows):



B1: Nhay chudt vao 1 6 caa hang can chén.
B2: Table — Insert —
- Rows Above: Chén hang phia trén con tro.
- Rows Below: Chén hang phia dudi con tro.
* Chy: Dé chén thén hang ¢ cudi bang ta dat con tré soan thao vao 6 cudi cua
bang — g6 phim Tab.

b. Chen thém c¢t (Columns):
B1: Nhay chudt vao 1 6 cua cot can chén.
B2: Table — Insert —
B3: Lya chon
- Columns to the left: Chén thém cot vé bén trai con tro.
- Columns to the Right: Chén thém cot vé bén phai con tro.
4. Xoéa hang, cot hoac bang:
B1: Nhay chudt vao 6 can xoa.
B2: Table — Delete
B3: Lya chon
- Cell: Xoa 6
- Rows: Xoa hang
- Columns: Xoa cot
- Table: Xoa toan bang
* Chi y: Nhan phim Delete khong xo4 duoc hang, cot hay bang ma chi xoa dugc
noi dung trong bang.
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