TIN HOC 6: TUAN 23
A.LY THUYET:
BAI 15: CHINH SUA VAN BAN (tiét 2)

3. Sao chép va di chuyén ndi dung vin ban

a. Sao chép :

- Sao chép 1a giir nguyén phan vin ban ¢ vi tri gc, ddng thoi sao chép ndi
dung do vao vi tri khac

B1 : Chon phan vin ban can sao chép — chon 1énh Copy trong nhém
Clipboard trén dai 1énh Home (hodc Ctrl + C)

B2 : Pua con trd soan thao téi vi tri can sao chép — chon Iénh Paste trong
nhom Clipboard trén dai Iénh Home (hoac Ctrl + V)

b. Di chuyén

- Di chuyén 1a sao chép ndi dung phan van ban vao vi tri khac, déng thoi x6a
phan vin ban d6 & vi tri gbc

B1 : Chon phan vin ban can di chuyén —

chon 1énh Cut trong nhém Clipboard trén dai 1énh Home (hodc Ctrl + X)

B2 : Pua con tro soan thao téi vi tri méi —

chon 1énh Paste trong nhom Clipboard trén dai Iénh Home (hoac Ctrl + V)

* Khi di chuyén thi phan vin ban & vi tri cii s& khong con.

Ta c6 thé phuc hoi trang thai cia van ban khi thuc hién thao tadc ma két qua
khong nhu ¥ mudn bang cach nhay nat 1énh Undo

4. Chinh sira nhanh — tim va thay thé

Chon Iénh Replace trong nhom Editing trén dai 1énh Home

a) Tim phan vin ban: Gitp tim nhanh mot tir (hodc day ky tu) trong van ban.
B1: Nhay chu¢t m¢ trang Find

B2: G6 ndi dung can tim trong 6 Find what

B3: Nhay nit Find Next dé tim hodc nhay niit Cancel dé két thic.

b) Thay thé: Giup tim nhanh mot hay mot day ky tu va thay thé bang noi
dung khéc.

B1: Nhay chudt m¢ trang Replace

B2: G6 noi dung can thay thé trong 6 Find what

B3: G6 ndi dung dugc thay thé trong 6 Replace with

B4: Nhay nat Replace dé thay thé tmg cum tir hodc nhay nut Replace All dé
thay thé tit ca cac cum tir tim duoc



B. BAI TAP:

1/ Mé& van ban méi va go bai tho dwéi day. Quan sat cac cau tho 1ap lai
deé sao chép nhanh ndi dung. Stra cac 10i go sai sau khi da go xong noi
dung.

Trang oi
Trang oi tir dau dén?
Hay tur canh rung xa
Trang hong nhu qua chin
Lung lo 1én trudc nha
Trang o1 tir dau dén?
Hay bién xanh di¢u ki
Trang tron nhu mat ca
Chang bao gi¢ chdp mi
Trang oi tir dau dén?
Hay tir mdt san choi
Trang bay nhu qua bong

Ban nao da 1én troi

2/ Lwu van ban véi tén Trang oi

TIN HQOC 6: TUAN 24

A.LY THUYET:
BAI 16: PINH DANG VAN BAN

1. Dinh dang van ban:

La thay doi kiéu dang, bd tri ctia cac thanh phan trong vin ban.
Dinh dang van ban nham muc dich dé c6 trang van ban dep, dé doc va dé
ghi nhé.
Gdm hai loai:
Dinh dang ki tu
Pinh dang doan van ban.



2. Pinh dang ky tu:

- La thay doi dang vé cua cac ki tu trong vin ban
- Pinh dang ky tu bao gom:

+ Dinh dang phong chir.

+ Pinh dang ¢ chir.

+ Pinh dang kiéu chit.

+ Pinh dang mau chir.

a) St dung cac Iénh trong nhém Font trén dai 1énh Home:
* Chon phan vin ban can dinh dang
- Phong chir: nhdy miii tén bén phai hop Font va chon phong chir thich hop
- C0 chit: nhay miii tén bén phai hop Font Size va chon c& chit thich hop
- Kiéu chir:
+ NGt Bold B (Chir ddm) hodc Ctrl+B
+ Nt Italic £ (Chir nghiéng) hodc Ctrl+]
+ Nut Underline © (Chix gach chan) hodc Ctrl+U
- Mau chit: nhdy mli tén bén phai hop Font Color &
hop

-

va chon mau thich

a) Sir dung hop thoai Font: (giam tai, HS ty tim hiéu trong SGK)

B. BAI TAP:
1/ Mé van ban méi va go bai tho dwdi day.
AO THU

Ao thu lgnh léo nuoc trong veo
Mgt chiéc thuyén cau bé téo teo
S6ng biéc theo lan hoi gon ti

La vang truoc gio khé dira veo
Tang may lo liing troi xanh ngat
Ng6 tric quanh co khéch vang teo
Twa goi 6m can lau chang duwoc

Ca dau dop dong duoi chan beo.

NGUYEN KHUYEN



2/ Pinh dang bai tho theo yéu céu sau:
- Font chit: Time New Roman
- Tiéu dé “Ao Thu”; ¢& chit 20, in ddm, mau do
- Noi dung va tén tac gid: c¢o chir 14, in nghiéng



