TRUONG THCS NGUYEN PU’C CANH
TIN HOC KHOI 6
BAI 14: SOAN THAO VAN BAN PON GIAN

1. Céc thanh phan cua van ban
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1. Cac thanh phan cua vin ban

- Ki tu: La chi, s, ki hiéu,... Ki tu 1a thanh
phan co ban nhat cta van ban. Dau cach la ki
tw trong

Vidu:a3,B,¢c, @, &,1,2,3..

- Tlr soan thao: Mot tir |a cac ki tw g6 lién
nhau, thwong duoc cach nhau boi dau cach,
dau xuéng dong hodc mot dau tach cau (dau
phay (,), ddu cham (.), dau hai cham (:), dau
cham than (!),...)

Vi du: Tir “Tin” ¢6 3 ki tu.

- Dong: La tap hop cac ki tw nam trén clng
mot dwdng ngang tir |é trdi sang |é phai cha
mot trang.

- Doan van ban: Bao gobm mdt s6 ciu va
duorc két thic bang dau xuong dong. Phim
Enter dung dé két thic mot doan van ban va
xubng dong.

- Trang van ban: Phan van ban trén mot
trang goi la trang van ban.



2. Con tro soan thao
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Khi go van ban thi
con tro di chuyen
nhu thé nao?

Vung soan thae

- Con tré soan thao la mét vach dirng nhap
nhdy trén man hinh cho biét vj tri xuat hién
cua ki tw duoc gd vao.

- Khi soan thdo, né di chuyén tir trdi sang
phai va ty xuéng dong mai khi dén cudi
dong.

- Muén chén mét ki ty (d6i tugng) vao van
ban em phai di chuyén con trd soan thao tdi
vi tri can chén.




Con tro soan thao
vl con tro chuot
g1ong hay khac

Con tré soan thao Con tro chudt

La mét vach ding nhap Cé6 dang chir T in hoa
nhay trén man hinh hoac hinh miii tén



3. Quy tac gd van ban trong Word

e

- Pat sat vao tur dimg trudc no, sau no co
mot dau cach néu con no1 dung.

Cau nao dat
dau, dung quy

tac?

(1)Hém qua , troi mua rit to. ..

I (2)Hom qua ,troi mua rat to. ..
', (3)Hoém qua, troi mua rat to. ..
(4)Hém qua,troi mua rat to...

- Dau mo phai dat sat vao bén trdi ki tu dau
tién ctia tir bat dau. l)tiu dong phai dat sat
vao bén phai ki tu cudi cing cua tir két thuc.

Cau nao dat
déau, dung quy
tac?

(1)( Theo Vi Tu Nam )
(2)(Theo Vu Tu Nam)

o, (E)Mm cdu “chdi nay” Chl Cbc
(4)MJi cau “ choi nay ™ chi Cdc




- ¢) Phan céch tir va doan:

- D€ phan cach gitra cac tur ta chi dung mot
ki tur trong (g6 phim Spacebar)

- Nhan phim Enter mét lan dé két thuc mot

doan van ban.
(1) VietNam
(2) Viét Nam

4. GO van ban chir Viét

- Phan mém hd trg gd chir Viét pho bién

Phan mém Unikey
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* P& go chir Viét can tuy chinh Bang ma va kiéu gb
(ctia phan mém ho tro gd) va phong chir cho phu
hop vdi chuong trinh go.

* Can cac phong chit Viét cai san trén may tinh.
Vidu:VnTime, VnArial, ... VNI-Times, VNI-Helve,...
phéng chi¥ chudn Unicode d3 ho tro chit Viét:
Time New Roman, Arial, Tahoma,...

*Mudn go chir hoa ta cé thé nhan gilr phim Shift
khi go (khi dén Caps Lock khdng sang)

Dan do:
- Hoc hét va hoc ky bai ly thuyét da hoc.

- Thwc hanh lai trén may tinh.



- Bai tap.

1 Em hay cho biét chuong trinh soan thao van ban sé xéc dinh cau dudi day
gom bao nhiéu tir?
“Ngay nay,chting ta thuding st dung maytinh dé soan thio vinban”

2 Theo em lido gi dé ta chi nén dung moét ki tu trong dé phan cach giita hai tis
va chi nhdn phim Enter mét ldn dé phan céch cac doan van ban?

Hay thyuc hién bai tép sau trén may tinh

3 Nhap van ban

a) Khdi déng phan mém gé UnikKey va thiét dat ché do go chirViét: chon bang
ma Unicode, chon kiéu gé Telex (hoac VNI).

b) Khdi déng Word va soan thio van ban c6 ndi dung dudi day. Néu gé sai chua
can sifa 6i. Nhan gitr phim Shift trong khi g6 dé dugc chir hoa,

Bai t6i an ubng diéu d6 va lam viée ¢6 chung muc nén téi chéng idn Idm.
Chdng bao ldu t6i da trd thanh mot chang dé thanh nién cuong trdng. D6
cang t6i mdm bong. Nhiing cdi vuét & chdn, & khoeo ctt ciing ddn va nhon
hodt. Thinh thodng, muén thit sy Igi hai cda nhiing chiéc vubt, téi co cdng
Ién, dap phanh phdch vao cdc ngon ¢6. Nhing ngon c6 gay rap, y nhu ¢6
nhdt dao vira lia qua. i cdnh t6i, trude kia ngdn hin hodn bay gié thénh
cdi ao dai kin xuéng tdn chdm dudi,

(Theo T6 Hoai, DE mén phiéu luu ki)
¢) Pat con trd soan thio vao gilfa van ban da g6 rdi thuc hién céc thao tac

sau day. Quan sat sy thay ddi vi tri clia con trd soan thao trén van ban va
rat ra két luan.

* Nhan cac phim mdi tén (—, «, 1, 1)

* Nhan cac phim Home, End, PageUp, PageDown;

* Nhan déng théi cc phim Ctrl va Home, Ctrl va End.
d) Luu van ban vdi tén De men va két thic soan thao.

..... seessssiesis s TIM HIEU MGRQNG

1 Em hay tim hiéu tai sao khong nén dé dsu cach trudc cic diu chdm cau
hodc ngat cau (cling nhy cac ddu déng Ngodc va cac ddu dong nhay).

2 Hay hién thi bang diéu khién UniKey va tim hiéu cic tuy chon ctia phan mém,



