PHIEU HUONG DAN HQC SINH TU HQC MON NGHE TIN HQC 8
BAI 5: PINH DANG LE CHO POAN VAN BAN
BAI 6: CHIA COT VAN BAN

Phiéu hwéng din hoc sinh tw hoc

NOI DUNG GHI CHU
Tén bai hoe/ chii dé Gi6i thi¢u word
Khéoi l6p Lop 8
Hoat dong 1: DPoc Tai liéu tham khao Thuc hanh nghé phéd théng Tin hoc 8 hoc tim
Poc tai li‘éu va thuc hién | hiéu:
céc yéu cau

- Tim hiéu cac thao tac dinh dang 1é cho doan vin ban

- Tim hi€u cach chia ¢t trong van ban.

Hoat dong 2: Qua bai hoc, hoc sinh lam céc thao tac sau:
Kiém tra danh gid qua
trinh tu hoc

- Pinh dang 1& trai cho dong dau tién trong doan
- Pinh dang ¢ trai cho cac dong con lai trir dong dau tién trong doan
- Thuc hién chia c6tt trong van ban, cach ngat cot sau khi chia.

1. Cac cau hoéi thac mac, cac tré ngai cia hoc sinh khi thwe hién cac nhiém vu hoc tap

Truong:
Lop:
Ho tén hoc sinh:
Mon hoc Noi dung hoc tip Cau héi cia hgc sinh
1 1

Nghé Tin Hoc 8

Bai ghi ctia hoc sinh
BAI5: PINH DANG LE CHO POAN VAN BAN
& Luu ¥ cach mad/tat thanh thude: Chon thyc don (ribbon) View = chon ¥ Ruler.
|. PINH DANG LE BANG BIEU TUONG TREN THANH THUOC NGANG:

Chon céc doan vin ban can dinh dang = dua con tro dén biéu tuong 1é trén thanh thuge >
Gitr va kéo ré chuot dé thay doi kich thudc leé.

Cic biéu twong 16 trén thanh thwéc:
@ ® 0 @

® First line: Thay doi khoang cach tir 1& trai dén dong dau tién ctia doan van ban.

@ Hanging: Thay d6i khoang cach tir 1& trai dén dong thr 2 tré di ctia doan van ban.
® Left: Thay doi _khoang cach tur 1 trai dén ca doan van ban.

@ Right: Thay d6i khoang cach tir 1& phai dén ca doan vin ban

I1. DINH DANG LE VAN BAN BANG HOP THOAI:




Chon cac doan vin ban can dinh dang = chon vao niit mé hdp thoai Paragraph > xuét
hién hop thoai, chon:

- Alignment: Chon canh 18 cho dit liéu.
e Left: canh tréai,
e Center: canh gitra
¢ Right: canh phai
e Justify: canh déu
- Indenation: Khai béo 1& cho doan van ban.
e Left: khai bdo chira 1& trai.
e Right: khai bao chira 1& phai.
e Special: Chon cac muc dic biét.
- Spacing: Khai b&o khoang céach gitra cac doan van ban.
e Before: Khai bao khoang cach so véi doan nam trén.
e After: Khai bao khoang cach so v6i doan nim dudi.
- Line spacing: chon céc kiéu khai bao giita cac dong.
e Single: binh thuong
e 1,5line: gap 1,5 lan khoang cach chuan.
e Double: gap dbi khoang cach chuan.

BAI 6: CHIA COT VAN BAN
(Column)

@ Luu ¥ trude khi chia cot: dua tré chudt dén vi tri diu doan van ban va cudi doan van ban

can chia nhan phim Enter 1 - 2 lan.

. SUDUNG CONG CU TREN THANH RIBBON:
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Chon khdi vin ban can chia c6t = chon thuc don Page Layout = chon cong cu Columns
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Cong cu Breaks dé ngét cot sau khi chia cot.

Cong cu Columns dé chia ¢t van ban.

I1. SUDUNG HOP THOAI:

Columns ﬂll
Chon khdi van ban can chia c¢dt = chon thuc don Page [r= — —
Layout - chon cong cu Columns -> chon More |; REQE R
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Columns = xuét hién hop thoai, chon:

Mumber of columns:
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width and spacing revie!
Presets: Chon céach chia cot Cole wih__ gping
A _ ) . . Lo [ & [asem H rzem
e One: 1 cot (gom van ban thanh 1 cot sau khi da [z e A3
chia thanh nhiéu cot) [ =l =
[+ Equal column width

Two: chia vin ban lam 2 ¢t bang nhau.
Three: chia van ban lam 3 ¢4t bang nhau

Apply to: wWhole docurnent - I~ start new column

Left: chia vin ban lam 2 c6t khong bang nhau. Cot trai nho hon ¢t phai.
Right: chia vin ban lam 2 cot khong bang nhau. Cot phai nhé hon cot trai.




- Number of column:, khai bao sb cot can chia.
- Line between: bat/tat duong gach gitra cac cot.
I11. NGAT COT: (Sau khi chia cdt bat bujc phdi ngat cot)

* Cach 1: str dung ban phim:
bat dau nhay tai phan can ngat c6t - Nhan phim Ctrl + Shift + Enter.

* Cach 2: su dung cong cu trén thanh Ribbon
bat dau nhay tai phan can ngat cét = chon thuc don Page Layout = chon cong cu
Break = chon Column.



