PHIEU HUONG DAN HOQC SINH TU HQC MON NGHE TIN HQC 8
Bai 7: CHEN KY TU PAC BIET VA SO THU TU VAO PAU POAN
VAN BAN
Bai 8 CHEN KY TU PAC BIET VAO VAN BAN
Bai 9: TAO KY TU ROI O PAU POAN VAN BAN

Phiéu hwéng din hoc sinh tw hoc

NOI DUNG GHI CHU

Tén bai hoc/ chit & | Giéi thi¢u word
Khbi 16p Lop 8

Hoat dong 1: Poc Tai liéu tham khao Thuc hanh nghé phd théng Tin hoc 8 hoc tim hiéu:
Poc tai liéu va thuc
hién cac yéu cau

- Tim hiéu thao tac chén s thir ty va ky tu ddc biét vao ddu doan vin ban
- Tim hiéu thao tac chén ky tu dac biét vao van ban.

- Tim hiéu thao tac tao ky tu roi & dau doan van ban.

Hoat dong 2: Qua bai hoc, hoc sinh lam cac thao tac sau:
Kiém tra danh gia quéa o e s
trinh tu hoc - Chén so thu ty va ky tu dédc biét vao dau doan van ban

- Chén ky ty dac biét vao van ban.

- Tao ky tu roi ¢ dau doan van ban.

1. Cac cau hoéi thac mac, cac tré ngai cia hoc sinh khi thwe hién cac nhiém vu hoc tap

Truong:
Lop:
Ho tén hoc sinh:
Mon hoc Noi dung hoc tap Cau héi cia hgc sinh
1 1

Nghé Tin Hoc 8

Bai ghi ctia hoc sinh

Bai 7: CHENKY TU PAC BIET VA SO THU TU
VAO PAU POAN VAN BAN
(Bullet - Numbering)

I.SUDUNG CONG CU TREN THANH RIBBON:

Chon céc doan vin ban can dinh dang - chon thuc don Home
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:= Bullet: chén / khong chen ky tu dac biét vao d4u doan van ban.
= Numbering: chen / khong chén so thir ty vao dau doan van ban.

I1. SUDUNG HOP THOAI:




1. Chén kv tu dic biét vao dau doan vin ban:

Chon céc doan van ban can chén ky tu dac biét = chon thyc don Home = chon vao nat mii
tén trén cong cu Bullets = chon 1énh Define New Bullet = xuat hién hdp thoai:

Define New Bullet

Bullet character

Ok

| [ cancel

- Chon vao nut Symbol (c}}Qn Font 1a Symbol,
Webding, Wing ding) dé tim cac ky tu phu hop.

2. Cheén so0 thir tw vao dau doan van ban:

Chon céc doan van ban can chén s thi ty = chon thuc don Home - chon vao nit miii tén
trén cong cu Numbering = chon 1énh Define New Number Format - xuat hién hop thoai:

Define New Number Format

[ e |

MNumber format
Mumber style:
1,2, 3, .

Mumber format:

[ Ceme ||

1.

Alignment:
Left

[=]

J [ Cancel ]

_» Co thé thay doi kiéu dinh dang trong Number format

Bai §:

CHEN KY TU PAC BIET VAO VAN BAN

(Symbol)

Dit dau nhay tai vi tri cép chén = chon thuc don Insert - chon Symbol - chon
More Symbols... = xuat hién hop thoai symbol, chon nhu sau:

- Tai myc Font, chon Font la Symbol hodc Winfiings hodc Webdings.
- Chon vao ky tu can chén = chon nut Insert d¢ chén ky tu = chon vao nut Close d¢ két

thuc.



Bai 9: TAO KY TU ROI O PAU POAN VAN BAN
(Drop cap)

Dit ddu nhay tai vi tri cn tao ky tu roi —> chon thuc don Insert - chon Drop Cap -
chon Drop Cap Options... = xuat hién hop thoai, chon nhu sau:

Drop Cap X
FPaosikion
Mone Drapped In margin
Qpkions
Eonk:
J¥MI-Times ~|
Lines ko drop: |3 E‘
Diskance From bexk: 0 cm =
| (a4 I Cancel I

- None: khong tao ky tu roi.
- Dropped: tao ky tu roi theo dong.
- In margin: tao ky tu roi theo 1é trang in.
- Font: chon kiéu chit cho ky tu roi
- Line to drop: khai bao s6 dong cho ky tu roi.
- Chon OK dé két thuc.
& Luuy:
- Ky tu roi phai 1a 1ky ty dau tién caa dong
- Néu ky tu roi 1a 1 tir thi cling chi tao ky tu roi cho ky tu dau tién sau d6 dua chudt vao
ky tu roi vira tao xong va nhdp cac ky tur tiép theo cua tir do.

- Ky tu roi sau khi tao xong s& nam trong 1 khung bao va duogc xem la 1 d6i twong. Vi vay
c6 thé dinh dang nhu ké khung, t6 mau nén... cho ky tu roi.



