TRUONG THCS PHAN CONG HON

MON TIN HQC - KHOI 6

I.LY THUYET
Bai 14:
SOAN THAO VAN BAN DON GIAN

1. Cac thanh phan ciia vin ban

- Ki tu: con chit, sd, ki hiéu...

- Tur: tap hop céc ki tu, cach nhau boi khoang trang.

- CAu: tap hop céc tir, két thic bai dau . 2 1 ...

- Dong: tap hop céc ki tuw nam tir 18 trai dén 18 phai.

- Poan: gom nhiéu céu, két thic boi dau Enter.
2. Con tré soan thao

- Con tré soan thao: 1a mot vach ding nhap nhay trén man hinh.

- Khi g vin ban, con tré soan thao s& di chuyén tir trai sang phai va ty dong xudng dong mai néu

dén cudi dong.

- N§u mudn chén mot ddi twong vao van ban, ta phai di chuyén con tré soan thao téi vi tri can chén
3. Quy tac g6 van ban trong Word

- Cé4c dau ngat cau . , : ; ! ? phai dugc dat sat vao tir dimg trudc no, tiép theo Ia dau cach.

-Céc dau ([ {<*“>1}]) phai duoc dit sat vao tir diing ké no.

- Giira cac tir chi ding maot ki tu trong dé phan cach.

- Dung phim Enter dé két thiic mot doan van ban.,
4. G6 van ban chir Viét

Chir Telex Vni
a aw a8

a aa ab

d dd d9

é ee e6

0 00 06
o ow, [ o7
u uw,] u7

Dau

S4C s 1
huyén f 2
hoi r 3
nga X 4
nang ] 5

Pé gb duogc chir Viét, can phai c6 hai diéu kién:
- C6 phan mém ho trg go tieng Viét
- Co6 font chix Viét

* Ghi cht: Cac em hoc sinh ghi bai 14 vao vé Tin hoc ly thuyét
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I1. BAl TAP MAU

On bai cii: Bai Thuc Hanh 5

LAM QUEN VOI CHUONG TRINH SOAN THAO (WORD)
1. Cong cu hd tro gd dau tiéng Viét: -

fuj i
B1: Nhay 2 lan chuét trai vao biéu tuong B ™ M trén man hinh
B2: Chon Bang ma: Unicode hay VNI Windows
Kiéu go: Telex hay VNI

B3: Nhay chon Péng

2. Khéi ddng phan mém

Nhéy 2 1an chuét trai vao biéu tuong W, I tren man hinh
3. Tao thu muc
B1:Vao 6 (1) _D:\___ Hoic b (2) E:\
B2: Nhan chuot (3) _ phai__ vao khoang tréng
B3:Chon(4)  New_
B4: Chon(5) _ Folder___ - hién Thu muc va nhap tén thu muc (6) __ ( LOP)
B5: Nhay (7) __ Enter
4. Lwu bai: (Lwu Tép)
B1: Nhay chon (8)  File_ > chon(9) _ Save As__
B2: Chon dudng dan dén noi can luu tép (ta chon 6 dia luu bai D:\)
B3: G& tén tép vao khung (10) __ File Name_(gd khong dau): (LOP_STT_HO VA TEN_TEN BAI)
B4: Nhay chon(11) _ Save
5. Mé bai cé sin: (Mé Tép cb sin)
Céach 1: Tim dén thu muc luu Bai (t&p) va nhay 2 chudt vao biéu tuong cua Bai (tép) do.
Céch 2:
B1: Nhay chon(1) File = chon(2) Open (Ctrl + O)
B2: Chon dudng dan dén noi can ma (3) Bai (tép)
B3: Nhay chon(4) Open.
6. Pong bai: (Pong Tép):

Nhay chon nat Close ﬂ trén thanh tiéu dé hoic chon File > chon Exit
Luu y:
+ Luu 1an 1 - chon Save As (Save c6 duong dan)
+ Luu 1an 2 > chon Save (khi thoat bai)
+ Stra tén Save: chon file minh muén stra tén = nhay chudt phai vao bai > chon Rename - Enter

I11. BAl TAP VE NHA

Luu bai vao 6 D:\6?2\LOP_STT_HO VA TEN_Font Times
Y/c: Font: Times New Roman, size tiéu d¢: 22, size noi dung: 12

HE PIEU HANH WINDOWS XP

— La hé diéu hanh giao dién do hoa.
—  MBoi trudng lam viéc caa Windows rat thuan loi, dep mat va dé sir dung.
—  Windows cho phép chay nhiéu tng dung cting 1 Iic, mdi tng dung chay trong 1 khung ctra s6.
Chinh vi ly do nay c6 thé mang tén 1a Windows.
Khai dong Windows: chi can bat cong tac nguon, Windows s& tu khai dong.
Thoat khéi Windows: click vao nut Start, muc Tunr Off Computer.
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Moi thac mac PHHS va HS vui 1ong lién hé theo GVBM giang day cua lop:

1.COY

2. Co Thao

3. Thay Hiéu
4. Thay Hoang

- zalo 0786771441
- zalo 0907254518
- zalo 0901486242
- zalo 0913701769
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