Truwong THCS Nguyén An Khwong

MON TIN HQC KHOI 6
Tuan 24 Bai 16
TEN BAI HOC: PINH DANG VAN BAN

Pinh dang van ban 1a trinh bay cac phan van ban nham muc dich cho van ban dugc 1o
rang va dep, nhan manh nhirng phan quan trong, giup ngudi doc nam bat dé hon cac
ndi dung chu yéu ctia van ban.

1. Dinh dang ki tw
* Céc buoc dinh dang ki tu:

- B1: Chon phﬁn van ban mudn dinh dang

- B2: Pinh dang phong chit, kiéu chit, ¢ chir.
* 2 cach dinh dang cac thudc tinh:

- Cach 1: chon Format — Font dé mo hop thoai Font
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- Céch 2: st dung cac nut 1énh trén thanh cong cu
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2. DPinh dang doan van ban
* Céc buoc dinh dang doan van ban:
- B1: x4c dinh doan vin ban can dinh dang
- B2: thuc hién dinh dang
« Cac cach xac dinh doan vin can dinh dang
- Céch 1: Bat con tro van ban vao trong doan van ban;
- Cach 2: Panh du mot phén doan van ban;
- Cach 3: Panh diu toan bo doan van ban.
* Céac cach thuc hi¢én dinh dang

- Cach 1: Sir dung l1énh Format — Paragraph dé mo hop thoai Paragraph
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- Céch 2: Str dung cac nut 1énh trén thanh cong cu
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- Céch 3: dung thudc ngang dé diéu chinh mot s6 thude tinh 1& ciia doan van.
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3. Dinh dang trang
- La viéc xac dinh 2 thuoc tinh:

+ Kich thudc cac 18
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- Thuc hién: chon File — Page Setup dé mé hop thoai Page Setup
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CAU HOI TRAC NGHIEM KIEM TRA KIEN THUC BAI HQC

Cau 1: Céac 1énh dinh dang van ban dugc chia thanh cac loai sau:
A. Dinh dang ki tu

B. Pinh dang doan van ban

C. Pinh dang trang

D.CaA,BvacC

CAu 2: Phat biéu nao dang khi n6i dén cac cach dé xac dinh doan vin ban can dinh

dang

A. Dit con tré vao trong doan van ban.
B. Panh ddu mot phén doan van ban.
C. Panh diu toan bd doan vén ban.

D. Hoac A hoac B hoac C.
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Cau 3: Pé dinh dang chit ddm cho mot nhom ki ty da chon. Ta can dung t6 hop phim
nao dudi day?

A. Ctrl + 1

B.Ctrl + L

C.Ctrl+E

D.Ctrl + B

CAu 4: Pé dinh dang trang, ta can thyc hién 1énh:
File— Page Setup...

B. Edit — Page Setup...

C. File — Print Setup...

D. Format — Page Setup...

NnTime - \
Cau 5: Nut Iénh trén thanh cong cu dinh dang dung dé?

A. Chon c& chir

B. Chon mau chix

C. Chon kiéu gach dudi D. Chon Font (phong chir)

CAu 6: Mot sd thudce tinh dinh dang ki tu co ban gom co:
A. Phong (Font) chir

B. Kiéu chit (Type)

C. C& chir va mau sic

D. Ca ba y trén déu ding

Cau 7: Pé dinh dang cum tir “Viét Nam” thanh “Vi¢t Nam”, sau khi chon cum tir do
ta can dung to hop phim nao duéi day?

A. Ctrl+U

B. Ctrl+l
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C. Ctrl+E

D. Ctrl+B

—_ ,
CAu 8: NGt 1énh ™ trén thanh cong cu dung dé:

A. Cin 1& giita cho doan vin ban

B. Can 18 trai cho doan véan ban

C. Cin déu hai bén cho doan vian ban

D. Can 1€ phai cho doan van ban

Cau 9: bé gach dudi mot tir hay cum tur, sau khi chon cum tir d6, ta thuc hién:
A. Nhay vao nut 1énh trén thanh cong cu

B. Nhan t6 hop phim Ctrl+]

C. Nhén t6 hop phim Ctrl+B

D. Nhay vao nut Iénh trén thanh cong cu

Cau 10: bé thay ddi ¢& chit cia mot nhom ki tu da chon. Ta thuc hién 1énh Format —
Font ... va chon cd chit trong 6:

A. Font Style
B. Font

C. Size

D. Small caps
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