TRUONG THCS NGUYEN PUC CANH
TIN HQC KHOI 6

BAI THUC HANH SO 5:

VAN BAN DAU TIEN CUA EM
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- Lam quen va tim hieu cwa so lam viéc cua Word, cac bang
chon, mot so nit lénh.

- Bwéc dau tao valwu mot van ban chir Viét don gian.

vNﬁi dung cin nho

1. Cach khoi dong Word:
Cach 1:

Nhay dup chudt vao biéu twong E frén man hinh
Desktop.

Cach 2:

Nhay chudt vao nut Start/Chon All Programs/Chon Microsoft
Office/Chon Microsoft Word

2. Mo va lwu van ban:
M¢& van ban moi: _

Nhay chudt vao lénh New trong File.
M¢& van ban da lwu trong may:

Nhay chudt vao lIénh [ open trong File.
Lwu van ban:

Nhay chudt vaolénh |4 sae trong File.



VNﬁi dung thwc hanh:

a. Khéi dong Word va tim hiéu mét s6 thanh phan trén man
hinh cia Word
b. Soan thio mét van ban don gian.

Cach mo UniKey:
Nhay dup vao biéu twong
trong Start

@ CTRL + SHFT ALT + Z

[gnuﬁnguinll Théng tin | | Mdc dinh ‘

Chon Kiéu gé: Telex. Bang ma: Unicode. Nhan Déng

Cach me UniKey:




Quy tic gb vin ban chit Viét

Kiéu go Telex Kiéu go VNI
Dau - chif Ki€u go Telex Vi dy D&u - Chir Ki&u g6 VNI Vi du
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hoi | : = hoi | 3 - &
nga | X - & ng& _ 4 _ 34 — &
nang j j — 3 nang S5 15 — a
a aa aam — am & ab abm — am
e ee eem - ém = eb ebm — ém
[ 00 oom — &m o 06 obm — Om
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b. Soan thao mét vin ban don gian.
(G0 noi dung van ban Bién dep sgk/109 hoiac mot van ban van
hoc, tho bat ky)

VD: Thwc hién g6 ndi dung sau va lwu lai bang tén cua
minh:

Tre xanh
Xanh tw bao gi¢

Chuyén ngay xwa da co bo tre xanh?



Lwu van ban:
Nhay File / chon Save 1. Vi trilwu

.i. Home ] (W) Save As

O(_/ [cy » Computer » Local Disk-€ » v [ 65 |[ Search Locat Disk-4 )
[ u Save ] Organize ~  New folder = - @
2. Recent Places & Narr & ¢ - .
B save As
w9 Libraries . M
o g ety ;K aum
.7 Open . il L Hinh dnh
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File name: SRS =
Recent : ~ '
Save as type: | Word Document (*.docx) )
fAthors: Microsoft Cop. Tage Add atag
New Seve Thumbeail
e fook ~ Conct]
Print

3. Chon Save dé Iwu/

c.Tim hiéu cach di chuyén con tré soan thao va
cach hién thivan ban

Hoc sgk/110

Hwéng dan thwe hanh:

Tw thwe hanh lai cac néi dung twong tw sgk



