PHIEU HUONG DAN HQC SINH TU HOC MON NGHE TIN HOQC 8
Phén 2: Microsoft Word
BAI 1: GIOI THIEU WORD

1. Phiéu huéng din hoc sinh tw hoc

NOI DUNG GHI CHU

Tén bai hoc/ chit d& | Giéi thiéu word

Khoi 16p Lép 8
Hoat dong 1: DPoc Tai liéu tham khao Thuc hanh nghé phd thong Tin hoc 8

Poc tai liéu va thuc | hoc tim hiéu:
hi¢n cac yéu cau - Cac cach khoi dong chuong trinh Word

- Céac cach dong chuong trinh Word

- Mot s0 diéu can biét khi bo dau tiéng viét kiéu go Telex,
kiéu go Vni

Hoat dong 2: Qua bai hoc, hoc sinh lam cac thao tac sau:
Kiém tra déanh gia
qua trinh tu hoc

- 3 cach khaé1 dong chuong trinh Word

- 3 cach dong chuong trinh Word

- M6 vin bang Word nhap vin bang tiéng viét bang kiéu go
Telex, kiéu g& Vni

2. Cac cau hoi thac miac, cac tré ngai cua hoc sinh khi thue hién cac nhiém vu hoc tap

Truong:
Lop:
Ho tén hoc sinh:

Mon hoc Noi dung hoc tap Cau héi cia hoc sinh

=

1.
Nghé Tin Hoc 8 2. 2.

Bai ghi caa hoc sinh

Phan 2: Microsoft Word

BAI 1: GIOI THIEU WORD
|. GIOI THIEU:
Word la 1 chuong trinh Gng dung thi hanh trén moi truong Window, 1a 1 thanh phan ciia
bo Office do hang Microsoft san xuat, cho phép nguoi su dung c6 thé soan thao va dinh
dang van ban mot cach nhanh nhat.

II. CACH KHOI PONG:




Céch 1: Nhip dap vao biéu twong Word trén man hinh nén.
Cach 2: Chon vao nut Start = Microsoft Office > Micro’soft OfficeWord
Céach_3: Chon vao nut Start = nhap chir WinWord—-> nhan Enter

I11. CACH THOAT KHOI CHUONG TRINH:
1. Chon vao nut [X] (Close) ¢ goc trén bén phai man hinh
2. Vao thuc don File 2 chon EXxit.
3. Nhan phim Alt + F4.

* Mot so dieu can biét khi bo dau tiéng viét:

1. Sir dung kiéu gd tiéng viét:

* Kiéu Vni:

Dau | Sidc | Huyén | Héi Ngd | Ning | A, O,E|U,0| A
S6 1 2 3 4 5 6 7 8

©o Y

* Kiéu Telex:

Diu | Sic |Huyén | Hoéi | Ngd |Nang | A, O, E | U,O A b

- AA, OO, ow,
Chir S F R X J EE UW AW | DD

2. Mé biang ma UniKey dé chon tiéng viét:

M¢ bang ma UniKey bang cach nhap dip vao bleu tugng Unikey trén man hinh nén.
Hoic nhap nut phai chudt tai biéu twong chit V nam & phia dudi géc phai man hinh >
chon muc Bang diéu khién.. JCS+F5]

e Bdng ma: chon Unicode (thuong st dung cac Font: Time New Romand,

Arial,Tahoma, Verdana... khi nhép van ban Word)
o Kiéu g26: chon Vni hoac Telex.
- Chon vao nit Pong dé dong bang ma Unikey




