CAU HOI ON TAP

A. Save (Ctrl+S)
B. New (Ctrl+N) [}

@Save As (F12) [E
D. Open (Ctrl+0) =




CAU HOI ON TAP

A. Chen thém am thanh
(B)Chén thém hinh anh

C. Chen thém Video
(D.V& va hiéu chinh hinh co ban



CAU HOI ON TAP

A. Open (Ctrl+0O)

B. Undo (Ctrl+2)

C. Nhap dup chudt Ién van ban dé
(D.)Ca 2 thao tac A va C déu dworc



CAU HOI ON TAP




Vay ciu tao cua
van ban bao
gom gi?

-

Quy tac gé van
ban nhu thé

2N

nao?
J






Muc tiéu
No1 dung bai hoc

1. Cac thanh phan cda van ban

2. Con tro soan thao

3. Quy tac gd van ban trong word

4. GO van ban chir Viét




1. Céc thanh phan ctia vin ban

Cac thanh phan
van ban bao gom
nhirng gi?




. Cac thanh phan cua van ban

Tw soan
thao

phan cla
van ban




1. Céc thanh phan ctia vin ban

Mot
dong

Bién dep

A A A « R 3 doan
buébm nau trén bién dwoc nang «°
chiéu vao héng ruc |1én nhuw dan

Mot
ki tw

/Iu’éfm mua lwon gitra troi -(\,
MOt tir

R6i mot niéi mua rao. [MUEGNAEngl v

Cé quing nang xuyén |

xudng bién dng anh dd mau: xanh |3
ma, tim phdt, héng, xanh biéc...



1. Céc thanh phan cta van ban

- Ki tw: La chi, sO, ki hiéu,... Ki tu la thanh
phan co ban nhat cta van ban. Dau cach 1a ki
tw trong

Vidu:a, B, c, @, &, 1, 2, 3...

- Ttr soan thao: Mot tir 1a cac ki tw go lién
nhau, thwong duoc cach nhau bdi dau cach,
dau xudng dong hoac mot dau tach cau (dau
phay (,), dau cham (.), dau hai cham (:), dau
cham than (!),...)

Vidu: Tv “Tin” c6 3 ki tu.



1. Céc thanh phan cua vin ban

- Dong: La tap hop cac ki tw nam trén cung
mot duwong ngang tir 1é trai sang |1é phai cla
mot trang.

- Doan van ban: Bao gobm mot sb cau va
duoc két thiuc bang ddu xudng dong. Phim
Enter dung dé két thic mét doan van ban va
xudng dong.

- Trang van ban: Phan van ban trén mot
trang goi la trang van ban.



2. Con tro soan thao

Co hinh dang
nhu thé nao?




2. Con tro soan thao
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: Khi g0 van ban thi
g con tro di chuyén
- / Con tro soan thao nhu. thé né()?
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2. Con tro soan thao:

- Con tro soan thao la mot vach dirng nhap
nhay trén man hinh cho biét vi tri xuat hién
cua ki tw dwoc go vao.

- Khi soan thao, nd di chuyén tir trdi sang
phai va tu xudng dong madi khi dén cuoi
dong.

- Muén chén mot ki tv (d6i twong) vao van
ban em phai di chuyén con tré soan thao toi
vi tri can chén.



2. Con tro soan thao

- Luu y: Pé di chuyén con tro soan
thao vin ban ta c6 thé sir dung con
chudt hay ban phim (cac phim mii
ten, phim HOME, END...)

Con tro soan thao
vO1 con tro chuot

giong hay khac




2. Con tro soan thao

- Luu y: Pé di chuyén con tro soan
thao vin ban ta c6 thé sir dung con
chudt hay ban phim (cac phim mii
ten, phim HOME, END...)

Con tro soan thao Con tro chuot

La mOt vach dirng nhap Co dang chir T in hoa
nhay trén man hinh hoac hinh mii tén



3. Quy tac gd van ban trong Word

GO van ban trong
word cO nhirng
quy tac nao

khong?




3. Quy tac gd van ban trong Word

- Pat sat vao tir ding trudc no, sau no co
mot dau cach néu con nd1 dung.

Cau nao dat
dau, daung quy
tic? = :
ua , tro1 mua rat to...

ua ,tro1 mua rat to...
ua, tro1 mua rat to. ..
ua,tro1 mua rat to...




3. Quy tac gd van ban trong Word
- b) Cac dau mé/dong ngodc, dau nhay:
- Dau mé phai dit sat vao bén trai ki tu dau
ti€n cua tu bat dau. Dau dong phai dat sat
vao bén phai ki tu cudi cung cua tur két thuc.

Cau nao dat
dau, dung quy
tac?




3. Quy tac gd van ban trong Word

- ¢) Phan cach tur va doan:

- Pé phan cach giita cac tir ta chi dung mot
ki tu trong (gd phim Spacebar)

- Nhan phim Enter mot lan dé két thuc mot
doan van ban.




Ta chi ¢c6 phan mém
soan thao li€u co go

dugc chir Viet khong?




D¢ go duoc van ban
tieng Viet ngoai phan
mém soan thao ta can

thém: Phong chit, phan
meém ho trg g0




4. GO van ban chtr Viét

Phan mém Unikey

5 UniKey 4.0 RC1 “

Biéu khién
Bang ma: |Urimde ~r| ¢ Biong
Suob ] o ) (-] @ cémic

Phim chuyén: @ CTAL + SHIFT () ALT+Z

4L WM& ring

(@ toimosin | || minawm | || ieamn |

Co 2 kiéu go pho bién la:




4. GO van ban chtr Viét

D&u - Chir Kigu gé Telex Vi du 'D&u - chir Ki€u g6 VNI Vi dy
séc s as — & s&c 1 al — a
huy&n f af — & huyén 2 a2z — a
héi r ar — & hoi 3 a3 — a
ngé X ax — & nga 4 a4 — &
nang i aj — a nang S as — a
& aa aam — am a ab abm — am
= ee eem — ém = eb ebm — ém
6 00 oom — O&m 0 o6 o6tm — Om
a aw awn — an o u7 b7 = fafr
u uw tuw — tu o] o7 o7n — on
d ow own — on a a8 aén — an
d dd ddi — di d do ddi — di
Xo6a déu 0 al — a Xba dau 0 a0 — a
T4t dau 96\'5p s T4t dau 96\'59 2{% B




4. GO van ban chtr Viét
Vi du: Kiéu goé VNI

Vi du: Kiéu gd TELEX

Co cOng mai sat co ngay nén kim

Col cobng mai2 sa8tl col ngay2 ne6n kim

Cos coong maif sawts cos ngayf neen kim TELEX




4. GO van ban chir Viét

D R o
2D AT
TR S 2. Nhay chon béng ma

hOMAm

S

S5 UniKey 4.0 RC1

Network Mozilla The

giay denghi= Slidel
Firefox  KMPlayer Bt khidn \ —
Bang mé: [Unicn-l:le v] ‘fy Blong
i 4 ‘ —— m i ﬁ h Vé
. O 4 ieu gd: :
g vajj g : 24 _J Kigu gd [VNI N v] @ Kétthic 4. N ay
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2010 11(mat) S 3 ) 41 M@ ring u
o dén
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MS ExcelUSE DS meges 1) e oG ) b
A iy

Adobe S OGS AN G TED )
Readerd 2010 ERTTETEL

A T Tl 1. Nhép dup vao bidu tuong cua phan mém
(Ctrl+Shift+F5)

3. Nhay chon kiéu gb




4. GO van ban chir Viet

Chuy:

* P& gb chir Viét can tuy chinh Bang m3 va kiéu go
(cia phan mém ho tro gd) va phong chi¥ cho phu
hop voi chuwong trinh go.

* Can cac phéng chir Viét cai san trén may tinh.

Vi du: VnTime, .VnArial, ... VNI-Times, VNI-Helve,...
phong chit chuan Unicode d3 ho trg chir Viét:
Time New Roman, Arial, Tahoma,...

*Mudn go chi¥ hoa ta cé thé nhan gilr phim Shift
khi go (khi den Caps Lock khong sang)




CAU HOI CUNG cO

A. Nhan phim Tab
(B,)Nhan phim Enter

C. Nhan phim Backspace
D. Nhan phim Ctrl




CAU HOI CUNG cO

A. Tr&i nang,anh Mat Troi ruc ro.

B.Troi nang, anh Mat Trévi ruc r&.
C. Tr&i nang, anh Mat Tro'i ruc ro .
D. Tr&i nang , anh Mat Trovi rue rd.

N




CAU HOI CUNG cO

A. Enter
B. Tab

o
=3
+




CAU HOI CUNG cO

Tra loi

Puwoc goi la: ki tw

T



CAU HOI CUNG CcO

Bai tap: Quan sat van ban sau va dién tlr vao cho trong

O U1 A W N =

Bién dep
Budi s&m nang sang. Nhirng canh budm nau trén bién duoc
nang chiéu vao hong ruc 1én nhu dan bwdm mua luon gitra troi xanh.
R6i mot ngay mua rao. Mua dang dang bon phia. Cé quang
nang xuyén xudng bién éng anh dd mau: xanh 1d ma, tim phét, hong,
xanh biéc,...

Van ban trén cé ..0.. dong?
Van ban trén cé ..2. doan?
Doan dau tién cd .2.. cau?

Vé e \ ? v ? ~ 4l 114
Ki tu cudi cung cua van ban [a ...
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HUONG DAN VE NHA

- Hoc hét va hoc ky bai ly thuyét da hoc.

- Xem trwéc bai tiép theo.



