PE CUONG ON TAP TIN HQC 6 - HK 2
Nim hoc: 2019-2020

Bai 13: LAM QUEN VOI SOAN THAO VAN BAN
1. Vin ban va phan mém sogn thdo vin ban

- Microsoft Word 1a phan mém soan thao vin ban rat théng dung do hdng Microsoft phat hanh chay trong

moi trudng hé diéu hanh Windows.

- Microsoft Word c6 rat nhiéu phién ban nhu :

Microsoft Word 95, Microsoft Word 2000,

Microsoft Word 2003, Microsoft Word 2007, Microsoft Word 2010

2. Khei dong word:

Céch 1: Nhip dup chuot vao biéu twong EEN trén man hinh.
Céch2: Nhap chuot vao trén man hinh Windows

+Chon (hodc Program)

+ Chon i Maosoft Office

+ Chon EREEESET
3. C6 gi trén cira sé cia Word?

a)Thanh bang chen (Thanh Menu): Gém nhiéu bang chon cho phép chiing ta lya chon cac chirc ning
lam viéc.

b) Céc thanh cong cu: Chira cac ndt Iénh cho phép 1am viéc truc tiép tir cac cong cu nay.

- Khu vuc soan thao : cho phép soan thao ndi dung van ban.

Ngoai ra con c6 con tro van ban, thanh cuén ngang, cuon doc, thanh trang thai

4. Mo va lwu van ban:

* Mé van ban:
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- Chon vao File

- Chon Open & )

- Xuét hién hop thoai open.

- Chon tén tép tin van ban chon open
* Luwu van ban:

- Chon File>Save.

(Chon nat & Trén thanh céng cu)
- Xuét hién hop thoai save as:

+ Look in: Chon 6 dia (duong dan)
+ File name: Pat tén cho van ban
+ Chon save.

* Két thuc:

- Chon vao File->Close

- Nhay chon nut X trén goc phai cia man hinh.
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Bai 14: SOAN THAO VAN BAN PON GIAN
1. Céc thanh phdan ciia vin ban
- Ki tu: & con chix, s6, ki hiéu.
- Dong: Tap hop cac ki ty nam trén cing mot dudng ngang tir 18 trai sang 18 phai.

- Poan: Nhiéu cau lién tiép, co lién quan véi nhau va hoan chinh vé ngit nghia nao d6 tao thanh mot doan

van ban. Nhan phim Enter dé két thic mot doan vin ban.
- Trang: Phan vin ban trén mot trang in dwoc goi 1a trang vin ban.
2. Con tro soan thdo

- Con tré soan thao: 1a mot vach ding nhap nhay trén man hinh. N6 cho biét vi tri xuat hién cua ki tu

duoc gb vao.

3. Quy téc gé vén ban trong Word ?

+ Céc ddu cau nhu: ?,!,; ... phai duoc dit sat vao tir ding trude no.

+ Céc dau ngoic phai duoc dat sat vao bén phai ky tu cudi ciing cua tir ngay trude do.
+ Giita cac tir chi dung maot ky tu trong dé phan cach.

+ An phim Enter dé két thuc doan vian ban chuyén sang doan vin ban mai.

<

i du:

Nudce Viét Nam ( tha do 1a Ha Noi).
= Nudc Viét Nam (thu d6 1a Ha Noi).
4. G6 van bdan chir Vigt

- PBé g duoc chir Viét bang ban phim ta phai dung chuong trinh hd tro. (VietKey hodc Unikey)
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Bai 15 : CHINH SUA VAN BAN

1. Xoa va chén thém van badn:
* Xoa van ban

- Backspace: x6a ky tu trudc con tro soan thao.
- Delete: x6a ky tu sau con tro soan thao.
* Chi y: Kiém tra ki noi dung trudc khi xo4.
* Chen thém van ban
- Di chuyén con tré soan soan vao vi tri can chén va gé thém noi dung vao
2. Chen phdn vin ban:
- Pua con tré chudt vao vi tri dau roi thuc hién kéo chudt dén cudi doan van ban can chon va tha chudt.

- Lun y: Néu qué trinh thuc hién bi sai hodc khong nhu ¥ mudn ta c6 thé khoi phuc lai trang thai ban dau

bang céch nhay lénh Undo “?  trén thanh cong cu.
3. Sao chép

- Chon doan vian ban can sao chép:

- Nhay chudt vao nut 1énh sao chép 52 Copy

- Pua con tré soan thao t6i vi tri can sao chép.

- Nhay chudt vao nat Iénh dan B Paste

4. Di chuyén

- Chon doan van ban can di chuyén:

- Nhay chuét vao nt [énh sao chép & Cut

- Pua con tré soan thao t6i vi tri can di chuyén dén.

- Nhay chudt vao nat Iénh dan B Paste
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Bai 16: PINH DANG VAN BAN
1. binh dang vin ban

Dinh dang vin ban 1a thay ddi kiéu dang, vi tri caa céc ki tu (con chit, s6, ki hiéu), cac doan vin ban va

cac ddi tuong khéc trén trang.

* Pinh dang vin ban gom 2 loai:

- binh dang ki tu.

- binh dang doan van ban.

2. Dinh dang Ki t.

- Pinh dang ki tu 1a thay d6i dang vé ctia mot hay mot nhom ki tu.

- C4c tinh chat phé bién bao gom:

- Phéng chit:Tha d6,THU PO , Thu d6

- Co chir: Tha do, Thudé Thu do

- Kiéu chit: Thu @6 ,Thit dé  Thii d,Thii @6 Thu do

-Mau sac: Tha do, Thu do

2. Dinh dang ki tw (tt)

* Chon phén vin ban

a) Sir dung céc nat Iénh:

- Thay doi phéng chit: nhay chudt tai hop Font -¥nTime *| (tam giac hudng xudng).
- Thay doi kich c& chir: nhay chuot tai hop Size 2 = (tam gidc hudng xudng)
- Tao chir dam: nhay chuét vao nat 1énh Bold B

- Tao chir nghiéng: nhay vao nit Iénh Italic £

- Tao chir ¢6 gach chan: nhay chuét vao nat Iénh Underline &

- Mau chit: Nhay chudt vao nat 1énh Font Color A vy chon mau thich hop.
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b) Sir dung hgp thoai Font:

Format=>Font.. & mé hop thoai Font.

- Font: Hién thi cac phdng chir c6 sin trong may. Chon phéng chit.
- Font Style: Chon kiéu chit.

+ Regular: chir thuong.

+ Italic: chir nghiéng.

+ Bold: chir dam.

+ Bold Italic: vira nghiéng vira dam

- Size: kich thudc to, nhoé cuaa chir.

- Font color: Chon mau sic.
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Bai 17: PINH DANG POAN VAN BAN
1. binh dang vin ban
Khai niém: La thay doi c4c tinh chat cia doan vin ban.

CAc tinh chét:

- Kiéu can 18.

- Vi tri 18 cua ca doan vin ban so véi toan trang.

- Khoang cach 1& ciia dong dau tién.

- Khoang cach dén doan van trén hodc dudi.

- Khoang céch gitra cac dong trong doan van

. 2. Sur dung nut Ignh dinh dang doan van ban.

- Pat con tro soan thao vao doan vin can dinh dang.

- Can 18: Nhay cac nut sau:

+E : Can 18 trai. + = Can gitia.

+ = Can 1& phai. +£.: (Can thang hai I8
- Thay doi I& ca doan van:
+ £8: Giam muc thut 12 trai cta ca doan.

+B8 :Taong muc thut 18 trai cua ca doan.

+EE: Khoang céch gitra cac doan

3. Sir dung hép thoai Paragraph dinh dang

- bat con tro soan thao vao doan vin can dinh dang.
- Nhay vao bang chon Format->Paragraph...

* Muc Spacing:

- O Before: Chon khoang céch so véi doan van trudc.
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- O After: Chon khoang céch so véi doan vin sau.

- O Line spacing: Chon khoang cach giira cac dong trong mot doan.
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Bai 18: TRINH BAY VAN BAN VA IN
1. Trinh bay trang vdan ban

- Trinh bay trang vin ban 13 xac dinh céc tham sé lién quan dén trang van ban: Kich thudc trang , dat I&

trang, chon hudng trang...
- C4c Y&u cau co ban khi trinh bay trang vin ban:
* Chon hudng trang
* Pt Ié trang
2. Chon hwéng trang va dat |é trang
- Vao File/Page Setup

*Vao thé Margins

- Orientation: Pinh hudng trang
+ bung:
+ Ngang:

- Can 1& tréi, phai, trén, dudi tai Margins (Left, Right, Top, Bottom).

* Vao thé Paper

- binh kho gidy in Paper size(As, As...)
- Nhay OK két thic
* Chd y: Vin ban ¢6 nhiéu trang , viéc tinh bay trang c6 tac dung dén moi trang vin ban.
3. In van ban
* Xem truwéc khi in:
Céch 1: Kich vao biéu tugng 2
trén thanh cong cu.

Cach 2: Vao File\ Print Preview.
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* In vin ban
- Nhay nut Print & in toan bo van ban.
- In ¢6 lya chon:
Vao File= Print
= Hop thoai Print xuat hién:
+All : Intat ca
+ Current page : In trang hién tai
+ Pages : In trang qui dinh.
+ Number of copies: Sé ban s& in

- Nhay OK dé in
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Bai 19: TIM KIEM VA THAY THE
1.Tim phdn vin ban
Dung bang chon:
Edit\Find (Tim kiém) xuét hién hop thoai Find and Replace (tim kiém va thay thé).
Find what: G6 noi dung can tim.
Find Next: Dé tim.
Cancel: Thoéat khoi hop thoai Find and Replace.
2. Thay thé
- Pé thay thé thi: Vao bang chon Edit-> Replace-> Hop thoai Find and Replace xuat hién
+ Find what: nhap noi dung can thay thé.
+ Replace with: Nhap noi dung thay thé.
+ Nhay Find next dé tim.
+ Nhay Replace dé thay thé noi dung tim duoc

+ Néu khéng mudn thay thé thi nhay Find next dé tim tiép hoic nhay Cancel dung.
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Bai 20: THEM HINH ANH MINH HQA
1.Chen hinh dnh vao vén ban:
- Hinh anh minh hoa thuong duoc dung trong van ban va lam cho ngi dung cua van ban trgc quan, sinh
dong hon,d& hiéu hon, vin ban dep hon
- Hinh anh thudng dugc vé hay tao ra tir truéc bang phan mém db hoa (paint)
hay anh dugc chup, anh duoc tai tir Internet. ..
- Hinh anh duoc luu dudi dang céc tép hinh anh (tép d6 hoa)
- Pé chén hinh dnh véo vin ban, ta thuc hién cdc buwdc sau day:

- Pua con tré soan thao vao vi tri can chén hinh anh

- Nhay dung lénh Picture trén dai lénh Insert, xuat hién hop thoai:
+ Chon thu muc luu hinh anh

+ Chon tép hinh anh

+ Nhay Insert

2.Thay dbi bé tri hinh dnh trén vin ban:

- Thong thuong hinh anh dugce chén vao van ban theo mét trong hai cach:
a)Trén dong vin ban.

b)Trén nén vin ban.

- Dé thay dbi cach bd tri hinh anh, ta thuc hién cac budc sau:

1. Nhay chuét chon hinh anh.

2. vao format -> picture (hoic format -> autoshape, .. tuy theo déi twong 1a hinh anh hay hinh v&), xuat

hién hop thoai format picture (hoac formatoutoshape) chon trang layout

3. Chon Inline with text (nam trén dong vin ban) hodc square (nim trén nén vin ban) va nhay OK
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Bai 21: TRINH BAY CO PONG BANG BANG
1. Tao bdang:
* Cdu tgo bdng
- Bang gom c6 céc hang va cac cot. Giao cua hang va cot goi 12 6.
* Tao bang:
- Pit con tré tai vi tri can chén
Céchl: Dung biéu twong trén thanh cong cu
B1: Chon nat = trén thanh cbng cu.
B2: Nhan giir phim trai chudt di chuyén dé chon sé hang va sé cot rdi tha chuot.
Cach 2: Dung Menu Iénh
- bat dau nhay tai vi tri can tao bang.
B1: Chon Table> Insert> Table->Xuat hién hop thoai Insert Table
B2: Number of columns: Chon sé cét.
+ Number of rows: Chon s6 dong.
B3: Chon OK ddng y va két thic.
2. Thay déi kich thwéc ciia cét va hang

- Pua con trd chudt vao dudng bién cua cot (hay hang) can thay d6i dén khi con tro ¢6 dang miii tén.
- Kéo tha chuot sang trai, phai (hoac 1én, xudng) dé diéu chinh d6 rong cua cot (hay do cao cua hang).

3.Chén thém cét hoac dong

- Bt con tro tai vi tri can chén cot hay dong.
- Vao Table -> Insert.
+ Columns to the left: Chén cot bén trai.
+ Columns to the right: Chen c6t bén phai.

+ Rows Above: Chen hang phia trén.
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+ Rows Below: Chén hang phia dudi.

* Chua y Pé chén thém dong vao cuéi bang mat cach nhanh chong thi ta theec hign:Bdt con tré vao

6 gée dudi bén phdi va nhan Tab trén ban phim.

4. Xoa hang, cét hoac bdng.

* Pé x0a hang, cgt hogc bang ta si# dung lgnh sau:
- Chon khéi vin ban can xo4.

- Vao Table -> Delete.

+ Table: Xo4 bang.

+ Columns: Xo04 cot.

+ Rows: xo0a hang.
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Deé 6n td@p hoc ki 2 mon Tin hoc lop 6

N>,

I/ PHAN TRAC NGHIEM

Chon cAu trd loi diing nhat réi dién va 6 bén duwdi:
Ciu 1. Pé khéi dong Word em nhay dip vao biéu twong nao:

A. @ B. W c.l’g! D. n

Cau 2. Cac thanh phan ciia vin ban la:

A. Dong, doan, trang B. Dong, doan
C. Ki ty, ttr, dong, doan, trang D. Ki tu, trang
Cau 3. Biéu twong nao la nat Iénh copy
A B L& clad D. .4 53 5
Cau 4. NGt Iénh nao 1a cin 1@ trai
A= | = D. =
Cau 5. Nhay lan lwot cac nit nao dé dwoc chir in dam va gach chan :
Al L8 i c.B. .o .
Céu 6.C6 bao nhiéu cich co ban dé dinh dang doan vin ban?
A. 1céach B. 2 cé&ch C. 3 cach D. 4 cach
Cau 7. Khi mé vin ban c6 sin, nhanh chéng luu ngi dung méi go vao ta Nhay nat:
Ald B. = c.lé D. L
Cau 8 Pé co thé go dwoc tiéng viét khi soan thao viin ban, may tinh can c6 thém phan mém nao sau:
A.Mario B.Unikey C. Ban phim D.Chuot
Céu 9: Céc tap tin soan thao van ban trong Word c6 dudi la:
A.DOCX B. XLS C.TXT D. BMP
Cau 10: Chon cau gd sai quy tic trong cic ciu sau day?
A. Oi, trang sang qua! B. Nudéc Viét Nam (tha d6 1a Ha Noi).
C. Troi nang, anh mit troi ruc ra. D. Truong em xanh, sach dep.
Céu 11: Chirc nang chinh cia Microsoft Word la gi?
A. Tinh toan va lap bang biéu. B. Soan thao vin ban.
C. Tao cac tép tin d6 hoa. D. Tao c4c tap tin thyc thi.

Céu 12: Théong thuwang khi soan thao vin ban thi vin ban bat dau tir vi tri:

A. Can gitra B. Con tr6 chuot C. L& bén trai D. L& bén phai.
Cau 13: Biéu twong ciia Microsoft Word 2010 1a ?

Al E= B/ @ C/ H D/ @

Céau 14: Lénh nao thyc hién thao tac lwu van ban?
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Al \j B/ _’:, C/ H D/LIQ3

Céu 15: Lénh nao thyc hién thao tac in van ban?

Al \j B/ ~—f} C/ H D/LI%ﬂ

CAu 16: Tap hop cac ki tw nam trén cing mdt dwong ngang tir 1¢ trai sang 1& phai ciia trang 13?

A/ Dong B/ Hang C/ Cot D/ Trang van ban
Céu 17: Phim Delete c6 tac dung?

A/ Xo6a ki tu trude con tré soan thao B/ X6a ki tu sau con tré soan thao

C/ Xoéa ki tu ca trude 1an sau D/ Ca A va B sai

Cau 18: Lénh thuec hién thao tic cin thing hai 18 1a?

Al

B/ C/
Cau 19: Trong MS word 2010, dé chén anh tir thw vién c6 sin chon Iénh:
A/ Tai thé Insert, chon nut Picture B/ Tai thé Insert, chon nut Smartart
C/ Tai thé Insert, chon nut Clip art D/ Tai thé Insert,chon nit Screenshot
Cau 20: Trong MS word 2010, chén anh tir cic ngudn suu tam ta chon Iénh:
A/ Tai thé Insert, chon nut Picture B/ Tai thé Insert, chon nut Smartart
C/ Tai thé Insert, chon nut Clip art D/ Tai thé Insert,chon ntt Screenshot
Cau 21: Chwong trinh nio sau day cho phép gé tiéng viét trong MS word 2010?
A/ Unikey B/ Vietkey 2000 C/ Unicode D/ Ca A va B ding
Cau 22:Pé gop cac 6 dang chon ciia 1 bang thanh 1 6?
A/ Tai thé Layout nhan Margin cells B/ Tai thé Layout nhan Split table
C/ Tai thé Layout nhan Merge cells D/ Tai thé Layout nhan Split cells
Cau 23:Pé chon hwéng trang nam ngang, ta chon thé Page Layout, chon:
A/ Portrait B/ Landscape C/ Setup D/ Margins
CAu 24:Pé chuyén con tré soan thio vé diu vin ban, ta nhan t6 hop phim:
A/ Ctrl+page up B/ Ctrl+end C/ Home D/ Ctrl+home

11/ PHAN TU LUAN

Cau 1 binh dang vin ban 1a gi? Muc dich? C6 may loai?

Cau 2 Néu nhiing diém giéng nhau va khac nhau vé chiic ning ctia phim Delete va Backspace?
Cau 3 Néu céc tinh chat pho bién cua dinh dang ki tu? C6 may cach dé dinh dang ki tu?

Cau 4 Néu céc thao tac dé sao chép, di Chuyén van ban?

Cau 5: Pinh dang doan vin ban 1a gi? Néu khai niém vé sao chép, di chuyén phan vin ban?
Cau 6: Trinh bay thao tac lwu van ban da c6 thanh mot van ban véi tén khac?

Cau 7: Néu cac budc chen hang va cot?

B. PHAN THUC HANH:

pé 1
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Soan thao noi dung, chinh sira, va dinh dang trang van ban theo mau, t6 mau chit theo y thich, sau d6

luru lai trén 6 dia D voi tén 1a: Tén em + Lop (Vi du: NgocHa — lop6).

LONG ME
Nhitng chiéu khi nang tat bén séng
Mau tim hoang hén ngap canh dong

Toi don me Vé noi cudi Xom

Cho chiéu tan me vé budc thong dong.

DANH SACH HOQC SINH

STT Ho va tén Nam sinh Lép
1 Ho Thi Nhung 18/08/1998 6
2

B. PHAN THUC HANH:

HS dénh ding vin bdn khong sai 16i chinh td dugc
Dinh dang noi dung vin ban ding theo mau dugc
Cheén dugc hinh 4nh ding theo miu dugc

HS tao dugc bang biéu dudc

Viét va trinh bay noi dung ding theo bang dugc

Luu vin ban ding vai tén la: Tén em + Lop (Vi du: NgocHa - lop6)
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DE 2:
Cau 1: Em hay g6 va dinh dang doan vin ban theo mau duéi day:
BIEN DEP
M ot budi chiéu lanh, ning tit sém. Nhitng dao xa lam nhat pha mau tring sita. Khong c6 gié ma séng van
vd déu, ri rAm. Nudc bién dang déy, quanh ddc mdt mau bac tréng, 14m tAm nhu bot phén trén da qua nhot.

-

Chiéu nang tan, mat diu. Bién trong veo mau manh trai. Dao xa tim pha hong. Nhimng con séng nhé nhe liém
trén bai cat, bot sim mau budi dao.
Lai dén mot budi chiéu gi6 mua dong bic vira dung. Bién lang doé duc, d'?ly nhu mam banh duc, loang thoang
nhiing con thuyén nhu nhimng hat lac ai dem ric 1én.
‘ (Theo Vii Tit Nam)
Yéu cau:
a) Tao tiéu dé (Bién dep) c6 mau chix (d6), kiéu chit (ddm), cin 1& (can giita). C& chir cia tiéu dé Ién hon so
Vi ¢& chix cua phan noi dung.
b) Céac doan ndi dung c6 mau chit (xanh), c6 dong dau thut I& va duoc cin thing hai 18. Poan cudi cung (Theo
Vii Ta Nam) c6 mau chir (d6), kiéu chit (nghiéng) va duoc cin 18 thang 1& phai.
c) Chén hinh anh vao vi tré gidng nhu trén hinh mau va can hinh vao giita (Puong dan luu hinh anh:
D:\KIEM TRATHK?2 LOP 6\bien dep)
d) Swr dung hop thoai Page Setup dé chon hudng trang (trang ding), 18 trang (Ié Trén: 2cm, 18 dwéi: 2cm, Ié
tréi: 2cm, 1@ phai: 2cm)
Cau 2: Em hay tao bang theo mau dudi day:

1 | Nguyén Vin An 8A Toan hoc | 8
2 | Tran Thi Bich 8B Tinhoc |9
3 | Nguyén Vin Tinh 8C Ly 8
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4 Phan Van Vinh 8D Van 5
5 | Nguyén Vin Bé 8E Su 9

Giéo vién: Nguyén Hung Nhién — SPT lién hé: 0971549739 — 0383804702



