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CAU HOI ON TAP

Pé két thac lam viéc voi Word em str dung 1€nh

g1 sau day?

A.File -> Open
B.File -> Save As

@File -> (Close

D.File -> New



CAU HOI ON TAP

D¢ co thé soan thao van ban chit Viét, trén may

tinh can phai c6?

A. Phan mém soan thao van ban.

B. Chuong trinh hé trg go tiéng Viét va
bo phong chir Viét.

C. Chwong trinh hd tro gé tiéng Viét.
(D)Ca A va B diing.



CAU HOTI ON TAP

Hay tim cac 101 sa1 quy tac go van ban trong

doan van sau day?

Téi chui tot ngay vao hang ,)lén giudng

nam khénl,bit chan chit ngii. Bung ng

11

thu Vi:@déy tirc thi may cur torc, may g

e

v&r ddu may ra chd_gho di, nho dén dau
may ciing khong chui ndi vao to tao dﬁ@'



BAI 15:
CHINH SUA VAN BAN




BAI 15: CHINH SU'A VAN BAN
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D 4. Chinh stra nhanh - Tim va thay thé.




BAI 15: CHINH SU'A VAN BAN

1. X0a va chén thém noi dung.

= Dé x6a mot vai ki tu trong van ban ta dung phim
Backspace hoac Delete. [

l' Insert f PrntScr Delete ‘
M nao?
Xoa ky

Home

Xoa ki tu

ngay trudc | tuw ngay
con  tro 9 | sau con
soan thao. tro soan

thao.
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BAI 15: CHINH SU'A VAN BAN

1. X0a va chén thém noi dung.

= Luu y:

- Can nhan biét vi tri con tro soan thao va than
trong trudc khi xoa.

- NEéu can xdéa mot phan van ban I&n, ta nén chon
khoi phan van ban cadn xdéa va nhan phim
Backspace hoac Delete.

- N&u xda nham ta c6 thé nhan Ctrl+Z hoac nhan
nut Undo dé quay lai thao tac trwdc do
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BAI 15: CHINH SU'A VAN BAN

1. Xo0a va chen thém noi dung.

mot vi tri em
lam thé nao?



B�I H�C ���NG ��I ��U TI�N.doc

Pé chon ky tu
hay phan van
ban ta lam nhu
thé nao?




BAI 15: CHINH SU'A VAN BAN

1. X0a va chén thém noi dung.

2. Chon phan viin ban.
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BAI 15: CHINH SU'A VAN BAN

1. X0a va chén thém noi dung.
2. Chon phan viin ban.

= Dung chudt: Bua con tré chudt dén vi tri bat dau
va kéo tha chét dén vi tri két

= Dung phim: Di chuyén con tré soan thao bang miii
tén dén vj tri bat dau va nhan gilr phim Shift + Két
hop cac phim (mdi tén va phim Page Up, Page
Down, Home, End) dén vij tri két thuc.
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BAI 15: CHINH SU'A VAN BAN
Bai tap 2: (SGK/115)

Bai tap 2: (SGK/115)

Thuc h1en cac thao tac sau day va ghi la1 nhan Xet
ciia em vé két qua sau moi thao tac:
+ Nhay dup chuot 1én vung van ban;

1

+ Nhan giit phim Ctrl va nhay chudt trén ving vin
1

ban;
+ Nhan gitt Alt va kéo tha chuot;
+ Pua con tro chudt sang 1€ bén trar van ban dén

kh1 con tro0 c¢cO dadz va nhz’ly chuot, nh

dup chuot hoac nhay chuot lién tlep ba lan.

DI«J L 2 § uu LAN/11 \/t} Ua 141 il Ltvall UU al1l val 111.11 bul Uu\..l\/

chon.
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Huéng dan hoc é nha:

- Hoc va xem lai bai
- Thuc hanh bai1 tap 2, 3 (SGK/115)
- DPoc trude phan 3, 4 (SGK/112)



