PHIEU HUONG DAN HQC SINH TU HQC MON NGHE TIN HQC 8
BAI 1: GIOI THIEU WORD (tt)

1. Phiéu hwéng dan hoc sinh tu hoc

NOI DUNG GHI CHU
Tén bai hoc/ chi daé Giéi thiéu word
Khoi lop Lép 8
Hoat déng 1: Poc Tai liéu tham khao Thuc hanh nghé phd thong Tin hoc 8 hoc tim

Doc tai lidu va thyc hién | hiéu:
cac yeu cau - Cira s6 chuong trinh Word gdm nhitng phan chinh nao?
- Nhap dir liéu vao chuong trinh Word

- Cac thao téc trén tip tin

ant dong 2: Qua bai hoc, hoc sinh 1am cac thao tac sau:
Kiém tra danh gia qua han dit Liéu theo vau A
trinh tur hoc - Nhap dir liéu theo yéu cau

- 3 cach dong chuong trinh Word
- Thyc hién cac thao tac trén tap tin word

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

Truong:
Lop:
Ho tén hoc sinh:
Moén hoc Noi dung hoc tap Cau héi ciia hoc sinh
1. 1

Nghé Tin Hoc 8

Bai ghi cia hoc sinh

BAI 1: GIOI THIEU WORD (tt)

IV. CUA SO CHUONG TRINH MICROSOFT WORD 2010
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V. NHAP DU LIEU:

1. Khai niém:
a. Tir: gdm mot hodc nhiéu ky tu va duoc cach nhau boi ky ty khoang tring.
b. Cau: gdm mot hodc nhiéu tir va duoc két thuc bai ddu chdm cau.
c. Poan: gdbm mot hoic nhiéu ciu va dugc két thiic boi phim Enter.

o Luu y: Dé xudng dong ma khong tao ra doan méi: nhan phim Shift+Enter.
2. Nhap dir liéu:
- Chon Style: Normal
- Chon Font: Times New Roman, Arial, Tahoma...
- Chon Size: 12214
- Khong chon chitr dam, nghiéng, gach duoi.
- Chon mau chir la Automatic

3. Mot s6 lwu y khi nhap dir liéu:

a, Doi don vi trén thanh thwéc tir Incher sang Centimet:
Chon File >chon Options - chon dong 1énh Advanced = tim va ddi tir incher sang
centimet = chon OK.

b, Cach xdéa nhitng dwond dach chian mau dé, mau xanh phia dwdi vin ban (bao 14i

chinh td, van pham trong tiéng Anh):

Chon File >chon Options = chon dong 1énh Proofing = tdt cdc ddu:
M Check spelling as your type
M Check grammar with spelling > chon OK

¢, Canh 1é vin bdn:
Chon kho gidy A4, huéng in ding, I€ trén, dudi, trai, phai: 2 cm

* Mot s6 phim tit can luu v:

New: Tao mot van ban méi. (Ctrl+N)
Open: M¢ tap tin van ban. (Ctrl+O)
Save: Luu tap tin van ban hién hanh (Ctrl+S)

Print: In mot tap tin van ban (Ctrl+ P)
Spelling: Kiém tra 1i chinh ta.
Cut: Cit mot doan van ban dang chon. (Ctrl+X)
Copy: Sao chép mdt van ban dang chon.(Ctrl+C)

Paste: Cheén (dan) ndi dung dugc luu trir vao vi tri con trd.(Ctrl+V)
Format Painter: sao chép kiéu dinh dang.(Ctrl+Shift+C)
Undo: Bo qua (phuc hoi) 1 1énh, 1 thao tAc vira thuc hién. (Ctrl+2)
Redo: Bo qua thao tac vira Undo. (Ctrl+Y)

Font: Chon kiéu chit.(Ctrl + shift + F )

Font size: Chon kich ¢& chir.(Ctrl + shift + P)

Bold: Chon kiéu chit ¢dam.(Ctr] + B)

Italic: Chon kiéu chit nghiéng.(Ctrl + I)

Underline: Chon chir ¢6 gach chan.(Ctrl + U)

Align Text Left: Canh trai dir li¢u.(Ctrl + L)

Center: Canh gitra dit li¢u.(Ctrl + E )

Align Text Right: Canh phai dit li¢u.(Ctrl + R )

Justify: Canh déu dir liéu.(Ctrl +7J )

Find: tim kiém tir, cum tir trong vén ban (Ctrl+F)



Replace: thay thé tir, cum tir trong van ban (Ctrl+H)
Tang kich c¢& chir (Ctrl +1])

Giam kich ¢& chir (Ctrl +[)

Dong tap tin (Ctrl + F4)

boéng chuong trinh (Alt + F4)

Thay doi chir thuong, chir in hoa (Shift + F3)

BAI 2: CAC THAO TAC TREN TAP TIN

1. Tao m§t van bin méi:
Cach 1: Chon thue don File - New - chon Blank Document = chon Create
Cach 2: Nhan t6 hop phim Ctrl+N

2. Luu tap tin 1in dau hoic lru cip nhat:
Céch 1: Chon cong cu Save trén thanh cong cu (hodc nhin t6 hop phim Ctrl+S)
Céch 2: Chon File = Save - xuit hién hop thoai Save As, chon nhu sau:

%0 Chon 6 dia, thu muc noi chia tap tin can
= ® o Tai hop File name: Nhap tén can luu

TRAN 8.1 11 015 849 PM File folder A b
“‘]u\f\u TRINH NGHE PHO THOMNG 2010 (1) 10, 2016 8: M Microsoft rdd 1 ChO ta‘p tln

/o Chon vao nit Save dé luu.

4 < Lwu y: Khi luu cép nhat man hinh s&
[RE— khong xuat hién hop thoai Save As

3. Luu tap tin v6i tén khac hodc luu vao noi khac:
Chon thuc don File = chon Save As xuat hién hop thoai

- Néu luu tap tin v6i tén khac thi chon thay doi trong muyc File name.
- Néuluu tap tin vao noi khac thi thay ddi trong Chon 6 dia, thu muc.
4. M¢ tap tin da luu trén dia:

Céch 1: Chon thue don File > chon Open
Céch 2: Nhan t6 hgp phim Ctrl+O -> xuat hién hop thoai, Chon nhu sau:

(] open ]

\7/\/ [0 » Computer » New Wolume (D:) » DULIEU » Tbepl L Seqh DU iU o] A 4 A . A
P —— —» 0 Chon 0 dia, thuy muc chua tap tin can
—_— +| Neme h e (\ Type mé..

51 bocaments Dulieuusb 1 12/22/20158:28 PM  File folder N

Du lieu usb 2 12/22/20158:29 PM_ File folder A : A 2
31 ’i‘gfi ] BAO CAO TONG KET MON CONG NGHE - —— - » O ChQn ten tln can mo
= Pictures A 9
B v o Chon Open dé mo

+& Homegroup 1 /
8 Computer i
&L Local Disk (C)
< Mew Volume (D3
- Mew Volume (E) _ = 5
File name: BAO CAO TONG KET MON CONG NGHE 201 = Al Word Docgsfénts |

5. Péng tap tin:
Céach 1: Chon File = chon Close
Céch 2: Nhan phim Ctrl + F4
< Luwu y: Néu tip tin chua duoc luu 14n cudi thi man hinh s& dua ra hop thong bao nhic
nhé: Néu chon Yes: Luu tap tin; Néu chon No: Khoéng luu tap tin; Néu chon Cencel: bo
qua thao tac vira chon.




