Tuin : 26 Ngay soan: 25/04/2020
(Tir ngay 04/05/2020 dén 10/05/2020)
BAI 18: TRINH BAY TRANG VAN BAN VA IN AN
I. MUC TIEU
1. Kién thirc:
- Biét cach trinh bay trang vin ban khac nhau.
- Biét cach chon hudng trang, dit 1& trang, va in vin ban
2. Ki nang:
- Hoc sinh thyc hién duogc thao tdc xem van ban trude khi in, chon hudng giéy Invain.
3. Thai do:
- Rén tu duy sang tao, tinh can than cho HS, tir d6 giup cho HS yéu thich mén hoc.
II. PHUONG PHAP
- Néu vén deé, goi mé, dién giang va thyc hanh truc quan.
- HS tu hoc tu tim hiéu
II1. TIEN TRINH LEN LOP
1. On dinh 16p, kiém tra si s6: (3 phut)
2. Kiém tra bai cii: (7 phit)
?7Co méy loai dinh dang van ban, co m:?iy cach dinh dang ki tu va doan van.
3. Bai moi:
Gidi thiéu bai méi: Khi danh vin ban xong dé dé quan st thi ta can phai in vin ban
ra. Nhung mudn c6 duge van ban in ra dep thi ta can trinh bay va thiét dat lai trang in. bé

lam dugc diéu nay thi ta s€ hoc bai “Trinh bay trang van ban va in”

HOAT PONG GIAO VIEN HOAT PONG HOQC SINH | NOI DUNG NOI DUNG

Hoat dong 1: Trinh bay trang vin ban (20 phut)

- Trinh bay trang, 1a cac em chon | - Lang nghe va quan sat. 1. Trinh bay trang van

trang dng hay nam, dat 18 trang. ban:

- Quan sat va tra 1o1.




? Quan sat 2 trang in xem dau la
trang gidy dimg va nam, trang gidy
nao dep hon?

- Tuy theo van ban ma cac em nén
chon trang gidy ding hay nam.

- Gido vién luu y hoc sinh

- Lang nghe va ghi bai.

- Chon hudng trang: la
trang ding hay trang
nam.

- Pat 18 trang: 1a dat 18
trai, 1& phai, 18 trén, 18

dudi.

Hoat dong 2: Chon huéng trang va dat 1& trang(

10 phut)

- Pé chon hudng trang, dit 1é trang
thi ta phai mé hdp thoai Page Setup.
- Muén chon huéng trang ta mo
trang Page.

? Quan sat SGK va cho biét mudn
chon gidy ngang ta chon muc nao?
- Nhin xét: Ta chon muc
Landscape: hudéng gidy ngang,

Portrait: gidy dimng.

- Quan sat ling nghe.

- Quan sat.

- Chon Landscape.

- Lang nghe va ghi bai.

2. Chgn huéng trang va
dat Ié trang:
a) Chon huéng gidy:
- Vao File/Page
setup/chon Page

+ Portrait: trang ding.

+ Landscape: trang

N
-

nam

4. Ciing cb: (3 phut)

? Pé trinh bay trang vin ban ta lam gi?

5. Hwéng din vé nha: (2 phit)

- V& nha hoc bai va 1am bai tap SGK
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- Biét cach trinh bay trang vin ban khac nhau.

- Biét cach chon hudng trang, dat 18 trang, va in van ban

2. Ki nang:

- Hoc sinh thyc hi¢n dugc thao tdc xem van ban trude khi in, chon hudéng giay in vain .

3. Thai do:

- Rén tu duy sang tao, tinh can than cho HS, tir d6 gitip cho HS yéu thich mén hoc.

II. PHUONG PHAP

- Néu van de¢, goi md, dien gidng va thuc hanh tryc quan.

- HS tu tim hiéu, tham khao SGK dé nam bai tot hon.

III. TIEN TRINH LEN LOP

1. On dinh 16p, kiém tra si so: (5 phit)

2. Kiém tra bai cii: Khong kiém tra

3. Bai moi:

HOAT PONG GIAO VIEN

HOAT PONG HQC SINH

NOI DUNG NOI DUNG

Hoat ddng 2: Chon hudng trang va dit 18 trang (20 phit)

- Mudn dit 1& tang in ta mo

trang Margins.

? Quan sat va néu dau la I¢

trén, 1€ duoi, 1€ trai, 1€ phai?

- Quan sat.

2. Chgn hwéng trang va dat
1é trang:
b) Pat Ié trang:
- Vao File/Page setup/chon
Margins.

+ Top: 18 trén

+ Botoom: 1& dudi




- Nhan xét: Top: 1é& trén,
Botoom: 1& dudi, Left: 18 trai,

Right: 1& phai.

- Top: 1& trén, Botoom: 1&
duéi, Left: 1& trai, Right: 18
phai.

- Lang nghe va ghi bai.

+ Left: 18 trai.

+ Right: 1& phai

Hoat dong 3: In vdn ban(15 phut)

- Sau khi chon huéng trang va
datl1é trang thi em vaochon in
dé in van ban.

- Em ¢4 thé chon in bﬁng 1énh
in theo 2 cach nhay Print trén
thanh cong cu hoac vao File
chon Print.

? Néu mudn in duoc vin ban
thi can c6 gi?

- Nhén xét: Can c6 mdy in
ndi voi may tinh.

- Cac em luu y néu in bang
biéu tuong trén thanh cong cu
thi s€ in toan by van ban em

co.

- Quan sat, lang nghe.

- Quan sét ghi bai.

- Can c6 may in.

- Lang nghe.

- Lang nghe va ghi bai.

3.In van ban:

Co 2 cachin:

- Nhay nuat 1énh Print trén
thanh cong cu.

- Vao File/Print

. Ciing cd: (3 phut)

? Dé trinh bay trang vin ban ta lam gi?

? D€ in van ban ta c6 may cach? Néu ra?

. Hwéng din vé nha: (2 phiit)

- V& nha hoc bai va 1am bai tdp SGK




