CHUONG 4: SOAN THAO VAN BAN

BAI 13: LAM QUEN VOI SOAN THAO VAN BAN

I. Vin ban va phian mém soan thio viin ban:

- Hoat dong tao ra van ban thuong dugc goi la soan thao van ban.
- Céac phan mém gilp tao ra vin ban trén may tinh dugc goi chung 1a phadn mém soan thao vin ban.
1. Khéi dong Word:

Céch 1: Nhay doi chuét vao biéu trong ciia phan mém Word (c6 chit W) trén man hinh Desktop.

Céch 2: Nhay chudt vao nat Start (goc dwéi bén trai man hinh) - All program - Microsoft
Office = Microsoft Word 2010.

111. C6 gi trén cira s6 Word?

- Khu vyc trén ciing man hinh gom tén van ban — tén phan mém, cac nat 1énh thu nho - phéng to
man hinh, dong chuong trinh,..

- Dai Iénh: dai Iénh File, Home, Insert,...

- Con tro soan thao.

1V. Tao vin ban méi va mé vin ban da co

« Tao van ban méi:
Cach 1: nhan t6 hop phim Ctrl + N.
Céach 2: File > New - Blank Document hoac Create.
* Md van ban da co:
Céch 1: Nhan t6 hop phim Ctrl + O
Céch 2: File > Open, khi d6 hop thoai Open s& xuit hién, ta thuc hién cac budc sau:
B1: Chon thu muc chira tép tin cin mo.
B2: Nhip chon tép tin can ma.
B3: Nhip ndt Open dé mo.

V. Lwu van ban



Céch 1: nhan té hop phim Ctrl + S.
Cach 2: File > Save, khi d6 hop thoai Save As xuét hién:
B1: Chon thu muc dé luu vin ban
B2: GO tén cho tap tin van ban
B3: Nhap nat Save dé luu lai.
Luu y: Néu vin ban da luu trude d6 thi khi bam File > Save thi hop thoai Save As sé khong xuat
hién.
VI. Két thic
Pong vin ban nhung khong két thiic phién 1am viéc véi Word: File = Close.
Két thic 1am viéc véi Word: Nhéay nt X phia trén bén phai man hinh Word.
BAI TAP

Em mé& phan mém soan thao Microsoft Word va thuc hién go néi dung sau: giéi thiéu vé ban than
em (ho tén, tudi, qué, mon hoc yéu thich, mén in yéu thich nhit ciia em). Sau d6 hru bai lai véi tén

gioithieubanthan.docx va két thac lam vigc véi Word.



BAI 14: SOAN THAO VAN BAN PON GIAN

Céc thanh phan ciaia vin ban:

Khi soan thao vin ban em phan biét cac thanh phan sau caa van ban: ki tu, tir sogn thao, dong,
doan van ban va trang van ban (hinh 4.10 va hinh 4.11 trang 104)
Luu y:

*  Ddu céch duoc goi 1a ki tir trang.

% Két thuc doan van ban: nhan phim Enter

Con troé soan thao:

Con tré soan thao: 1a mot vach mau den ding nhay nhay trén man hinh - vi tri caa ki tu duoc gd vao tur

ban phim.

Quy tic g6 vin ban trong Word:

Céc dau ngat cau phai duoc dat sat vao tir ding trudc nd (dau cham, dau phay, dau chdm phay,
dau cham than, dau cham hoi).
Céc diu mé ngoic va dau ma nhay ({,[, ¢, < phai dugc dit sat vao ki tw dau tién cua tir tiép theo.

Déu dong ),},],”,” phai duoc dat sat vao bén phai ki ty cudi ciing cia tir trude do.

IV. Gb vin béan chir Viét:

- May tinh can cai dat phan mém Unikey = mé phan mém

- Bang mé: chon Unicode

- Kiéu gd: TELEX hoic VNI

Dau Kiéu TELEX Kiéu VNI
Sic S 1
Huyén F 2
Hoi R 3
Ng4 X 4
Nang J 5
AEO Aa, Ee, Oo A6, E6, 06
A Aw A8




b

Dd

D9

U,0

Uw, Ow

u7, 07

Bai tap vé nha:

1. Em hay khoi dong phan mém Unikey dé chon kiéu go 12 VNI hoic TELEX, bang ma Unicode.
Sau do, dé ché do go 1a chix | vl
Em hay khai dong Microsoft Word 2010 rdi gb vin ban sau day theo diing quy tic gd vin ban

tiéng Viét. Luu lai voi tén tap tin 1a biendep.docx:

Bién dep

Budi sém ning sang. Nhitng canh budm nau trén bién duoc nang chiéu vao hong ruc 1én nhu dan
budm mua luon gita troi xanh.

Lai dén mot budi chiéu, gié mua dong bac vira ding. Bién ling, do duc, diy nhu mam banh dic,
lodng thoang nhirng con thuyén nhu nhitng hat lac ai dem rac Ién.

R&i mot ngay mua rao. Mua ding ding bén phia. C6 qudng ning xuyén xudng bién 6ng anh du

mau: xanh |4 ma, tim phét, hong, xanh biéc. ..

(Theo Vi Tu Nam)




