Bai thwce hanh 6 trang 106 SGK Tin hoc 10
Dé bai:
a) Khoi dong Word va tim hiéu cac thanh phan trén man hinh cia Word
b) Soan mot van ban don gian
¢) Bai thyc hanh gd tiéng Viét
Loi giai:
a) Khéi dong Word va tim hiéu cac thanh phén trén man hinh cia Word
al) Khoi dong Word

Tim biéu twong Word trén man hinh nén va nhay dup chuét dé khoi dong word:

a2) Phan biét thanh tiéu d¢, thanh bang chon, thanh trang théi, cac thanh cong cu trén man
hinh:

- Thanh tiéu dé:

- Thanh bang chon:

Trang dau Chén Thiét ké BS tri Tham khao G thu Xem lai Xem

- Thanh trang thai:
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- Cac thanh coéng cu trén man hinh:
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a3) Tim hiéu céc cach thuc hién 1énh trong Word.
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- Cac géch thuc hién 1énh trong Word, d6 1a: st dung I¢nh trong cac bang chon hodc stir dung
cac bicu tugng (nut 1énh) twong g trén cac thanh cong cu hodc cac t6 hop phim tat.

- Thyc hién I¢nh trong cac bang chon:

+ Mdi bang chon gdm céc 1énh ¢6 chirc ning cing nhém. Chéng han, thanh bang chon chira
tén cac bang chon, do6 1a: File, Edit, View, Insert, Format, Tools, Table, Windows, Help.

+ Khi chon muc File (cac I¢nh xtr li van ban) s€ xuét hién thue don doc, trong thuc don doc la
cac muc Iénh nhu: New, Open, Close, Save, Save As, ...

+ Khi muén thuc hién mot 1énh nao d6 ta chi viéc vao dong 1énh d6. - Thuc hi¢n 1énh bﬁng
cac biéu tugng (nut 1€nh) twong ung trén cac thanh cong cu.

+ Pé thuc hién mot 1énh nao d6 bang viée str dung cac biéu tuong, chang han 1énh Save (luu
van ban 1én dia) trén thanh cong cu ta chi nhap chudt 1én biéu tuong tuong ung thay vi thyuc
hién 1énh nay bang bang chon muc 1énh File/Save hoic bang to hop phim Ctrl+S.

- Thyc hién bang cac to hop phim tat:

+ Pé thuc hién mot 1énh nao do bang viéc st dung cac t6 hop phim tat, chéng han Iénh tao
tép van ban moi, ta dung t6 hop phim Ctrl+S thay vi thuc hién 1énh nay bang bang chon muc

1énh File/Save hodc nhap chudt 1én biéu twong Save trén thanh cong cu chuan.

- Nhu vy ta c6 thé thyuc hién 1énh trong Word bang mét trong ba cach vira néu trén. Ngoai ra
con nhitng cach ra 1énh khac.

a4) Tim hiéu mot sd chirc ning trong cac bang chon: ma, déng, luu tép, hién thi thudc do,
hién thi cac thanh cong cu (chuan, dinh dang, v& hinh).

- Churc ndng m¢ trong bang chon

+ Ta biét ring, thanh bang chon chura tén cac bang chon, do 1a: File, Edit, View, Insert,
Format, Tools, Table, Windows, Help.

+ Chtrc nang m¢ (Open) ¢ trong muc chon Tép(File). Trong thuc don doc 1a cac muc 1énh
nhu: Mé61, M6, Luu, Luu nhu....



+ Chirc nang mé 1a dé mé mot tép da c6 trong dia. Khi vao 1én nit 1énh M s& xuat hién hop
thoai Mo¢.
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- Chtrc nang dong trong bang chon.
+ Ciing nhu chirc ndng Open, chirc nang dong & trong muc chon T¢p (File)

+ Chtic nang dung dé dong tép dang mo. Ta ¢ thé dong tép van ban bang cach vao nut 1énh
Dong.




- Chtrc nang luu tép trong bang chon

Chtre ning nay & trong muc chon File va dugc dung dé ghi thong tin 1én dia. Luu tép van ban
1én dia c6 hai hinh thtc:

Luu tép van ban 1én dia lan dau:

Nhap chon menu Tép (hodc nhip chudt 1én biéu twong Save thanh céng cu chudn). Xuét hién
hop thoai Luu

- GO tén t€p van ban vao muc File name

- Tao dudng din dén thr muyc chira tép can luu

- Nhép nut Save hodc gd phim Enter.

Luu tép van ban 1én dia véi tén khac:

Nhép chon menu File/ Save As. Xuét hién hop thoai Save As.

Céc budc tiép theo twong tu nhu luu tép 1én dia 1an dau.
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- Chtrc nang hién thi thudc do trong bang chon: Chirc nang nay cho ta thy kich thudc hién
thi trén mot trang man hinh. Cé hai thudc trén man hinh Word, do 1a thude ngang (Hinh 70)
va thude doc.

- Chirc nang thanh cbng cu chuan (Standard): c6 chtre nang chira cac biéu twong (nut 1énh)
tuong unc céc 1énh trén thanh bang chon. Cac biéu tugng do 1a: New, Open, Save, Search,
Print, print Privew, Spelling and Grammar, Cut, Copy, Paste...

- Chirc nang thanh cong cu dinh dang (Formating): c6 chirc nang dé dinh dang chtr : dang chir
(style), kiéu chit (Font), ¢ chit (Size), in dam, in nghiéng, in gach chan; cin 18, ..



TimesNewRi~/13 ~ !/

Dan AL 3
- ¥ Bat Dinh dang B I U ~abex; X

Bang tam I Phéng

- Chirc ning thanh cong cu v& (Drawing): Thanh cong cu v& c¢6 chire ning dé tao cac hinh v&,
chon cac doi tuong v€, quay cac hinh, tao chit ngh¢ thuat, cac ché dd mau...

aS) Tim hiéu cac nut 1énh trén mot sb thanh cong cu

- Mot s0 nut Iénh cua co ban trén thanh cong cu chuan va tinh nang cta chung

Tén nut Iénh Tinh niang

New Tao tép mdi
Open M¢ tép da co
Save Luu tép dang mé
Print In t&€p dang mé

Print Review Xem vian ban trudc khi in
Spelling Kiém tra chinh ta va ngir phap (néu co)

Cut Cit doi tuong dugc danh dau va dat vao clipboard
Paste Dan (sao) ndi dung clipboard vao vi tri con trd van ban
Undo Huy bo thao tac vira lam
Redo Khéi phuc thao tac vira huy bo

- Mot s6 niit 1énh ctia co ban trén thanh céng cu dinh dang va tinh ning cta ching:

Tén nut Iénh Tinh niang
Bold In dam
Italic In nghiéng

Underline In gach chan
Align Left Cin 18 trai
Center Can gitra
Align Right Can 18 phai
Justify Can déu hai bén

Line Spacing Khoang cach gitra cac dong



Tén nut Iénh Tinh nang

Bulltets Danh déu ty dong

|
|
|
| Outside Boder

|

Numbering | Danh sb ty dong
|
|

Tao duong ké xung quanh

- Mot s0 nut Iénh cua co ban trén thanh cong cu v€ va tinh ndng ctia chung:

Tén nut Iénh Tinh nang

Font Color Chon mau chit

| |

‘ Draw ‘ Dinh dang, nhom céc ddi tuong
| Select Ojects | Chon céc ddi tugng

‘ AutoShapes ‘ Tao cac hinh, cac duong ké
‘ Line ‘ Tao dudng thing

\ Arraw \ Tao duong miii tén

| Rectangle | Tao hinh chit nhat

‘ Oval ‘ Tao hinh 6val

| Text box | Tao hinh c6 chir bén trong
| Insert WordArt | Chen chit ngh¢ thuét

| Insert Diagram or Organization Chart | Cheén biéu d6 hodc db thi

| Insert ClipArt | Chén anh

| |

| |

Line Style Tao dang cac duong ké

a6) Thyc hanh voi thanh doc va thanh cudn ngang dé di chuyén dén céc thanh phan khac
nhau cua van ban.
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b) Soan thao van ban don gian:

b1l) Nhap doan van sau:
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b2) Luu van ban véi t€n Don xin hoc

@) Luu Ny X
™ & = Local Disk(C:) » Users > Lust > Downloads » v O Search Downloads P
Organize ~ New folder

Name Date modified Type Size

| This PC

m Desktop Compressed 7837PM  Fil jer
4 Documents Documents 1/7/2018 1007 PM le told
& Downloads Music 8:37F olde
Progr. ¥33 AM fer
O Music Oorams
i Video 2( File lolder
« Pictures

8 Videos
2. Local Disk (C:)
«~ Linh tinh (D) Vi i€ >

Tén tép: i Don xin hod V]
Save as type: |Tai liéu Word v

Authors:  Lust fags:. Addatag

[J Luu Hinh thu nhd

~ Hide Folders Congecy ~ Cancel
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b3) Stra 13 chinh ta trng bai néu co.

b4) Thir g6 véi ca hai ché d6: ché d6 chén va ché do de.



- Kich hoat ché do chén hodc ché do de roi go van ban

Tuy chan Word ? p .
‘ Chisng ‘F A
‘ ] Tizy chon ning cao khi lAm vic vai Word,
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| Thaen cing ou Truy nindp Noaoh

b5) Tap di chuyén, x6a, sao chép phan van ban, dung ca ba cach: Lénh trong bang chon, nat
Iénh trén thanh cong cu va to hop phim tat.

Céch 1: Lénh trong bang chon:
Céch 2: Nut Iénh trén thanh cong cu:

- B6i den phan van ban muon thyc hién:

Xin tran trong cam on.
Dinh kém

1 gidy khai sinh — 1 hoc ba

- Chon 1 trong cac cong cu c6 trong bang chon dé cat, xda, sao chép va dan van ban.




Trang dau

- Xca

5 " B3 Sao chép
an
5 ¥ BGt Dinh dang

Bang tam r

Céch 3: Sir dung t6 hop phim tat:

- B6i den phan van ban muon thuc hién:

Pon xin nhép hoc

Kinh giri: Ong hiéu trrong trrong THPT Hiru Nghj

Toi tén la Nguyén Van Hing, c¢6 con la Nguyén Vin Diing nguyén la hoc sinh
trrong THPT Poan Két. Chau Diing vira qua da két thiic hoc ki I véi hanh kiém
t6t va duoc xép loai hoc tap kha.

Toi lam don nay kinh xin Ong Hiéu truong cho phép con tdi duoc tiép tuc vao
hoc 16p 10 tai trrdng THPT Hiru Nghi do gia dinh t6i mdi chuyén vé dia ban gan
trurong.

Xin tran trong cam on.
Dinh kém
1 gidy khai sinh — 1 hoc ba
- Sir dung t6 hop phim tit :
Ctrl + C: & copy vin ban
Ctrl + X: dé di chuyén vin ban.
Ctrl + V: dé dén van ban
Delete: Pé x6a van ban.
b6) Luu van ban da sta:
- Dung t6 hop phim Ctrl + S dé luu vin ban da stra

b7) Két thiic vin ban:



- Nhéin vao diu X trén thanh diéu khién dé thoat:

Dang nhéap ? — O X

- Hodc dung t6 hop phim Alt + F4 dé thoat.
¢) Bai thue hanh gé tiéng Viét
HO HOAN KIEM

Xua kia, hd ¢6 tén 1a Luc Thuy vi nuée hd xanh sudt bon mua. Thé ki XV, hd dugc doi tén
thanh hd Hoan Kiém (con goi 1a hd Guom), gin lién truyén thuyét tra guom than cho Rua
vang, ghi lai thing loi cua cudc ¢ déu 10 nam cua nhan dan Viét Nam chéng lai gidc Minh
duéi su lanh dao Lé Loi. Truyén thuyét ké rang Rua vang da cho Lé Loi muon kiém than
chéng giic, sau chién thing 6ng 1én 1am vua (vua Lé Thai T6) va tra lai Vang kiém than & ho
Guom.



