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Bai 3: THU'C HANH TIM KIEM, THAY THE VA PINH DANG VAN BAN

1 Thwec hién céc bai tap theo hwéong dan:

Bai 1. Tao mot sdan phdm véin ban hodn chinh

Em hay thuc hién lan hrot cac viéc sau:

1) Soan thao cau chuyén duoi day.

2) Pinh dang vin ban va cin lé trang dé vin ban duoc trinh bay dep va hop li hon.
3) Luu vin ban véi tén tép la “Chuyén tham quan dang nhé””.

4) In van ban.

CHUYEN THAM QUAN PANG NHO

Ty c6 30 000 ddng la tién thiea danh dum dwoc sau nhitng ldn me cho tién dn
sang hodc mua sdch, bao. O ché tham quan, Ty co thé mua mét cdi rubik rit
dep, gid 20 000 ddng hodc mua chiéc quat cim tay nhin rdt lg, gid 26 000 dong.
Ty thich chiéc quat hon. Ty con dinh mua mét tim thé hew niém nho xinh dé hic
vé s& tang me. Tdm thé nay gid 3 500 dong.

Liic chudn bi mua chiéc quat, Ty béng thdy ban Téo dimg nhin chiéc quat vé
mudn mua. Thi ra ban Téo chi cdm di ¢ 20 000 déng nén khéng di tién mua
no. Ty quyét dinh cho ban Téo 6 000 ddng dé co di tién mua chide quat, con
minh mua cdi rubik. S6 tién con lai van @i d@é Ty mua tdm thé ting me.

Bay la chuyén tham quan ma ca Ty va Téo nhé mdi vi cd hai déu mua duoc
do choi ma minh thich va rat vui khi ciing choi chung voéi nhau.



Huwéng dan thwc hién

Bucdrce 1. Soan thao cdu chuyén

(Khéng can thuc hién dinh dang van ban va trinh bay trang ngay.)

Budc 2. Thuc hién dinh dang véin bdn va cdn lé trang

Dinh dang ki tw

Phong Times New Roman, in nghiéng, chit mau xanh; tiéu dé cé chit mau d6, cin
bién chinh giita trang; chon cac tir “rubik”, “chiéc quat”, “tam thé luu niém” trong
doan thit nhat dé dinh dang chit dam va gach chan nét don; chon cac s6 dé dinh dang
in dam.

Binh dang doan

Swr dung cac lénh trong nhom Paragraph dé: chon dong tiéu dé va chon do dan
dong 1,5; chon tat ca cac doan duéi dong tiéu dé dé cin bién déu hai bén, dan dong
1,15; thém do dan cach cac doan (ding Add Space Before Paragraph va Add
Space After Paragraph).

Dinh dang trang

— Str dung céac lénh trong nhom Page Setup.

— Chon mét mau lé phu hop.

Budrce 3. Luu van ban

Luu vin ban véi tén tép la “Chuyén tham quan dang nhé”.

Buce 4. In van ban

Nhay bang chon File dé mé ving chon in va nhay lénh Print dé in.

Bai 2. Chinh svra nhanh trong vin ban

MGé tép vin ban “Chuyén tham quan dang nhé” va thuc hién cac viéc sau:

1) Thay tat ca cac tir “Ty” bang cum tir “ban Ty” dé nhan vat Ty dwoc nhic dén
mot cach triu mén trong cau chuyén.

2) Luwu van ban.

Huwéng dan thwe hién

Thay méi tir “Ty” bang cum tir “ban Ty

— Nhay chuét vao lénh Replace & cuéi dai lénh Home.

— Trong hop thoai Find and Replace, nhap tir “Ty” trong 6 Find what va nhap tir
“ban Ty trong 6 Replace with, san d6 nhay nat 1énh Replace All dé thay thé tat ca
nhimmg tir tim dwoc (Hinh 7).



, Bai 4: TRINH BAY THONG TIN DUOI DANG BANG
1 Kien thc ghi nhé:
Nhiéu phan mém soan thao vin ban con c¢6 chitc ning tao bang. Dung lénh Table
trong dai lénh Insert dé tao bang.

Cic bwéc tao bang Insert l Page layout  References
Butc 1. Dit con tré soan thao vao == I CRTD
vi tri can chén bang méi. R = 0 “hopes Seae
Bude 2. Trong dai lénh Inmsert, 4x3 Table e
nhéy chuét vao lénh Table. Khi d6 RN
ving tao bang xuat hién (Hinh 1). N O0000
Bude 3. Trong ving tao bang, st %E%%%%%%%
dung thao tac kéo tha chudt dé xac OO0O0000000
dinh so hang va so cot ciia bang. %%%%%%%E%%

Hinh 1. Chén bdang mdn

Nhay chuét vao timg 6 ciia bang dé nhap néi dung. Néi dung trong céac 6 ciia bang
cing dugc dinh dang nhw khi chiing dwoc nhap ¢ bén ngoai bang.

Cac thao tac véi bang

Nhom lénh Rows & Dai lénh Table Tools
Columns va nhanh Layout
(1™ B R I WA \ TKE L6 - Microsoft Word

Home Insert age Layout References ifings Review View

i E=lECIEEL]
i "l | ‘ -
i "-””;;.\_‘ Properties \ Delete Insert  Insert  Insert
! | = Above Below  Left
' & Columns

Hinh 4. Nhém lénh Rows & Colummns ciia ddi lénh Table Tools (nhinh Layout)

Hi

‘ ¢ || Heign D45 cm

Merge  Split  Split —]
Cells Cells Table

Merge

AU'OF" = width: [2.41 cm

Cel Size

Dé chén thém hodc xoa hang hay c6t ciia bang, ddt con tré soan thao vao mét 6 bat
ki cua hang hay cét do roi nhay chuot vao lénh xoa hay chén twong wng trong nhom
Rows & Columns.



Lénh chén Lénh chén
mot hang méi bén tren mot hang méi bén
o hin thai | @/ et 6 1ty
/[?ii Insert ;nsert Insert El%\ it cf;:fléll:)é:l phii
A 743 v Above Below Left ght
L?“}:,;:::;:ng Rows & Columns \ B | 0 lnén thot
Lénh chén
mot cot mo1 bén trar
0 hién thot
Hinh §. Céc lénh chén, xod hang va cft
; ® :

Nam hoc S0 lu " Nim hoc §0 lugng
2017-2018 5373639 2017- 2018 5373639
2018 - 2019 5455 875 2018 - 2019 5 455 875

Céch chon mdt 6 Cach chon ¢d bdng
5 ; 3 m)
Nim hoc $0 hegng Nimhoe . Séhr%; )
@ 2017-2018 5373639 2017- 2018 5373639
2018 - 2019 5 455 875 2018 - 2019 5 455 875
Cach chon mdt hang Cdch chon mt cdt

Hinh 6. Cde thao tdc chon d6i tuong ctla bang



2 Bai tap thuc hanh:
Bai 2. Soan thdo don xin phép nghi hoc

Em héy soan thao moét don xin phép nghi hoc theo mau sau day va in ra.

CONC HOA XA HOI CHU NGHIA VIET NAM
Dac Lip — Tw do — Hanh phuc

DON XIN PHEP NGHI HOC
Kinh gui: Cé giao chti nhiém 16p. , Trwong THCS
Ténemla 5 . ,hoc sinh 1ap

Em viét don nay xin pheép cd cho em duoc ngln hoc ngay hom nay (thw ... ngay ... thang
nam .. ) Li do em xin nghi hocla

Em xin hita sé€ hoc va lam bai tap day di cac bai hoc em dd khong dén lop hoc duoc

Em xn chén thanh cadm on ¢o
, ngay .. thang .. nam
Hoc sinh viét don
(Ho va tén hoc sinh)
Yeéu caun

1) DBé duwoc vin ban dep va hop li, em hay tuy chon thuéc tinh cho cac dinh dang:
dinh dang trang, dinh dang ki tw, dinh dang doan.
2) Luu tép voi tén tép la “Pon xin phép nghi hoc” va in ra.
Bai 3. Soan thao then khoad biéu cua em
1) Tao théi khoa biéu ciia em theo mau san day va dat tén tép la “Thoi khoa biéu”.
2) Néu cach in thoi khoa biéu.
3) C6 nhitng cach nao em biét dwoc c6 bon tiét mon Toan trong mét tuan?

TRUONG THCS .ccooncocnisicsssssonsins IR oot et o[ ) 1 —
THOI KHOA BIEU LOP....-HOCKI I

Tiet | Tha Hai | Tha Ba | ThaTw | Tha Nam | Thit Sau | Tha Bay
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