Dé dong van ban em s dung lénh gi sau
day? Chon nhirng phuwong an dung.

A. File = Close (Ctrl+C)

(B.)Nhan Alt + F4
C. Save As (F12)

Nha'y nut === & goc trén bén phai




- May noi gi?
- Lay chi, ém néi gi dag ?)
R6i D& Chodt Iii vao.

- Chai h4 ? Théi nay! Chéinag .)
M®i cau “chdi nay ”xhi Cac lai



A. BO go tiéng Viét va phong chi¥ VNI

B. Phan mém Unikey va bang ma Unicode

C. B0 gob Vietkey va kiéu gd Telex hay VNI
(D.Phan mém ho tro g6 chir Viét va phong

chi? Viét cai san trén mdy tinh



(A)Unicode dwng san
B. TCVN3 (ABC)

C. VNI Windows

D. Bang ma khac




" A
1 UniKey 4.0 RC1 = 3
Bigu khién
Bang ma: | Unicode - | J Bong
X ™
Kieu go: |Tejex v| | | @ Kétthic
Phim chuyén: CTRL + SHIFT T ALT+Z
4L W& rong

| @ Huwéng dan

‘ Thang tin | | Mic dinh

A. Sai2 Gon?2

(B)Saif Gonf < felex




Ta c6 doan van ban sau:
MOoi cauu “ ch@i nay” chi5 Céc la5i gidng mot mé
xudng. Mo3 CAc nnhu cai zdu2i sat, choc xuyén ca
dat. Rac vaaso trong hang ma bj tring hai mo,
Choac queo swong so1ng lanrakéeu vang

Van ban viét trén
giay néu sai thi sira
kho khan va lam
van ban khong dep

Vay trén may

tinh ta lam
nhu thé nao




Ta c6 thé thay thé

mot tu hay cum tu

nao do trong word
duoc khong?

Va lam nhu
thé nao?







Muc tieu
No61 dung bai hoc

1. X6a va chen thém ndi dung
2. Chon phan van ban

3. Sao chép va di chuyén ndi dung van
ban
4. Chinh stra nhanh — Tim va thay thé




1. X6a va chen thém ndi1 dung

Pé x6a ndi dung
trong van ban ta
dung phim nao?




1. X6a va chen thém ndi1 dung

Pé xda ndi dung trong van ban ta dung phim: Delete va Backspace




1. Xo6a va cheén thém nd1 dung

- a) X0a van ban:

: X0a ki tu ngay sau con tro soan thao

: X0a ki tu ngay trudc con tro soan thao

Nhan phim Backspace

Troi|wa

Troi niu’a

Nhan phim Delete



1. Xo6a va cheén thém nd1 dung

Lwu v:

- Can nhan biét vi tri con tré soan thao va
than trong trwdc khi xoa.

- Néu can x6a 1 phan van ban Idn, ta nén
chon khoi phan van ban can xda va nhan
phim Delete hoac Backspace.

- Néu xda nham ta cd thé nhan Ctrl+Z hoac
nhan ndt Undo “- dé quay lai thao tac
truwdc do.




1. X6a va chen thém no1 dung

Dé chén thém
no1 dung ta lam
nhu thé nao?

Muon chen thém nd1 dung vao mot vi tri, em di
chuyén con tro soan thao dén vi tri do va go tiép




Vay dé chon ky

tu hay phan vin

ban ta lam nhu
thé nao?

Co6 may cach?




2. Chon phan vin ban

‘ Bang phim
Chon phan
van ban

Bang chudt

Pé chon phan van ban ta c6 thé dung: Phim va chuot




2. Chon phan vin ban:

- Dung chudt: Pua con tré chudt dén vi tri bat dau
va kéo tha chudt dén vi tri két thac.

- Dung phim: Di chuyén trd soan thao bang phim
m{i tén dén vi tri chon bat dau va nhan giltt phim
Shift + két hgp cac phim (miii tén va phim Page
up, Page Down, Home, End) dén vi tri két thuc.
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2. Chon phan vin ban:

- Lwru v: Ta ¢ thé chon toan b van ban bang
Ctrl+A hay nhdy 3 Ian chudt trii. Va cling cé thé
chon nhirng phan van ban khéng lién tuc vdi nhau
bang cach nhan gilr phim Ctrl két ho'p chuot.

- Khi muén thuc hién mot thao tac (xda, di
chuyén vi tri, thay d6i cach trinh bay,...) tac
dong dén mot phan van ban hay doi twong
nao do, trudc hét can chon phan van ban
hay doi twgng do (con goi la danh dau, chon
khoi)



CO nhirng nd1
dung van ban lap
la1 nhiéu lan?

C6 cach nao dé
khong can phai go
la1 khong?




3. Sao chép va di chuyén ndi dung vin ban

- a) Sao chép van ban

Sao chep phan van ban la gitr nguyén phan van
ban do ¢ vi tri goc, dong thot sao chép nd1 dung
do vao vi tri khac.

+ B1: Chon phan vin ban muon sao chép: -
= Cach 1: Chon lénh trong nhom Home [T
Clipboard trén dai 1énh Home. =1] # ¢
= Cach 2: Nhay phai chuot tai vi tri do
chon 1énh hodc nhan ( )

+ B2: Pua con trd soan thao tdi vi tri can
sao chép va chon 1énh B

Clipboard M




3. Sao chép va di chuyén ndi dung vin ban

- b) Di chuyén vin ban

Di chuyén phan van ban la sao chép nd1 dung do
dén v1 tri khac, dong tho1 x6a phan van ban do ¢
v1 tri goc.

+ B1: Chon phan van ban mudn di chuyén: -
= Cach 1: Chon lénh Etrong nhom Home P
Clipboard trén dai 1énh Home. =1][# ¢
= Cach 2: Nhay phai chuot tai vi tri do
chon 1énh hoic nhan ( )

+ B2: Pua con trd soan thao tdi vi tri can
sao chép va chon 1énh B

Clipboard M




3. Sao chép va di chuyén noi dung vin ban

Undo: Thuc hién khoi
phuc lai hanh dong
trwoc do (nhan miii tén

. ; Redo: Lap lai hanh don
de co tuy bien) Ctrl + Z 1P 18 S

trueoc. Quay lai thao tac
cua Undo Ctrl +Y

Luwu y rang néu hanh déng truéc 1a Undo, thi Ctrl + Y sé
thuc hién hanh dong khoi phuc

& ARG (Chire nédng copy dinh dang




4. Chinh sira nhanh — Tim va thay thé

- b) Thay thé:

La cong cu thay thé day ki tr tim duogc bang mot ndi dung khac,

+ B1: Chon Iénh trong trén dai 1énh
Home. Xuat hién hop thoai . Chon trang
+ B2: G& noi dung can thay thé vao 6 va g0 noi
dung thay thé vao 6
+ B3: Nhay nut de tim.
+ B4: Nhay nut dé thay thé.
rFind and Replace M1
Replace | GoTo
Find what: |ﬁ |z|
Nhép Ki tw can tim
Replace with: | . i |ZI
Nhap ki tu can thay the
[ Replace ] [ Replace Al ] l Find Next I [ Cancel ]

34 Find -

aac Replace

Wi Select -
Editing




4. Chinh sira nhanh — Tim va thay thé

- Ung dung rat 16n 1a c6 thé thay thé dé sua

nhitng 10i khéng dung quy tac van ban, hay can
thay thé mot tir hoac nhicu tur cung Iuc.
- Tiet kiém nhicu tho1 gian va cong strc cho nguoi

o[V]g[o}




CAU HOI CUNG cO

A. Nhay nut Cut
B. Nhay nut Paste
C. Nhan phim Backspace

(D, Chon phan vin ban




CAU HOI CUNG cO

A. Ctrl + C

B.Ctrl + A

C.Ctrl+V
D. Alt + F4

N




CAU HOI CUNG ¢

A. Find @4 Find ~
B. Select s Select -

C. Replace a Replace
D.Replace All (=== |

A




CAU HOI CUNG CcO
Hay dién vao chd trdng.

a) Phim Delete dung dé xéa ki tw
..J3gay..sal.. con tro soan thao

b) Phim BackSpace dung dé xéa ki tw
ngay.trixdc con tro soan thao

c) Nuat Iénh 9 - (Undo) dung dé
khdiphye.lai thao tac trwdc dé.
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HUONG DAN VE NHA

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

- Xem trwéc bai tiép theo.



