BAI 5. THU'C HANH TONG HQP VE SOAN THAO VAN BAN
1. Cac chirc niing dic trung ciia phin mém soan thio vin ban
Phan mém soan thao van ban nao ciing cho nguoi dung:
- Nhéap va luu van ban.
- Sira d6i van ban.
- Trinh bay van ban.
- In van ban.
Bai 1: Tim cong cu phuc vu tirng chirc nang dac trung

Em hay cho biét modi cong cu sau day phuc vu chirc ndng nao trong bon chirc nang ké trén
cua phan mém soan thdo van ban: Tim kiém va Thay thé; Pinh dang doan; DPinh dang
trang; Chon s0 ban in va tén may in.

Huoéng din:

Cong cu phuc vu cho céc chirc ning ciia phan mém soan thao vin ban 1a:

- Cong cu Tim kiém va Thay thé — Stra d6i van ban.

- binh dang doan, dinh dang trang — Trinh bay van ban, nhap va luu van ban.
- Chon sd ban in va tén may in — In vén ban.

2. Sir dung cac cong cu dinh dang va trinh bay trang in

Bai 2: Soan thao don xin phép nghi hoc

Em hiy soan thio mot don xin phép nghi hoc theo mau sau va in ra.

CONG HOA XA HOLCHU NGHIA VIET NAM

Poc lap — Tw do — Hanh phac

DON XIN PHEP NGHI HOC
Kinh gari: C6 giio cha nhaiém lap I'mrémg THCS
I'én em la hoc sinh ldp
Em vicét don nay xin phép ¢6 cho em duge nghi hoc ngay hom nay (thir .. ngay thang

nim ). Li do em xin nghi hoc 1a

Em xin him s¢ hoc v Lim bdn 1ap day du céc bin hoc em di khing dén 1op hoc duoc

Em xin chiin thanh cam on cb
nedn theang ricmm
Hoc sinh viet don

(Ho va tén hoc sinh)

Yéu céu

1) Pé duoc van ban dep va hop li, em hay tuy chon thudc tinh cho cac dinh dang: dinh
dang trang, dinh dang ki tu, dinh dang doan.

2) Luu tép voi tén t&p 1a “Pon xin phép nghi hoc” va in ra.

Huoéng din thue hién:

Budce 1: Mo tép van ban mai.

Budc 2: Chon ¢d gidy va can 1€.
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Vao thé Layout, chon Margins dé can 18, chon Size dé chon ¢& gidy.
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Budc 3: Nhap ndi1 dung.

Budc 4: Pinh dang doan va trinh bay van ban.

Budce 5: Luu va in van ban.

- Cach 1: Vao file — Save

- Cach 2: Ctrl + S.

3. Tao bang trong van ban

Bai 3: Soan thao thdi khoa biéu cua em

1) Tao thoi khoa biéu ctia em theo mau sau day va dit tén tép 1a “Thoi khoa biéu”.
2) Néu céach in thoi khoa biéu.

3) C6 nhiing cach ndo em biét dugc co bon tiét Toan trong mdt tuan?
Huéng din thye hién:

Budce 1: Tao bang mai

- Viét hai dong tiéu dé cua bang, dinh dang phong chit cho cac dong nay.

TRUONG THCS ......cooeeoreieressimssesmsesssmsssssssosssnesses NAM hOC ..o,
THO1 KHOA BIEU LOP ...~ HQCKIi |

Tiét | ThirHai | ThirBa | ThiTw | Thir Nim | Thir Sau | Thir Bay

1
2
3
4
5

- Chén bang, xac dinh bang gom sb cot va sd hang theo thoi khoa biéu.
Budc 2: Nhap noi1 dung cho bang.

Budce 3: Pinh dang bang va can bién.
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- Thay d6i d6 rong ciia cot cho pht hop; can bién gilta cho noi dung tat ca cac o.
Budc 4: Trang tri lai bang.
- Chén anh vao bang dé bang hap dan hon.

Budc 5: St dung cong cu Tim kiém dé xem c6 bao nhiéu tir “Toan”.

- Vo thé Hone, chon Find — Nhap tir “Toan” vao 6 tim kiém

Navigation v X
3% Replace Toan| 8o

ﬁ: Select ~ |

Editing

3 results ol | hd

Headings Pages Results

Budce 6: Luu va in van ban.
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