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Moi cac ban cung tham khdo huéng dan giai bai tdp SGK Tin hoc Bai 15: Lam
quen v6i Microsoft Word 16p 10 duoc chung toi chon loc va gidi thiéu ngay dudi
day nham gitp cac em hoc sinh tiép thu kién thirc va cing c¢d bai hoc ctia minh
trong qué trinh hoc tap moén Tin hoc.

Soan SGK Tin Hoc I6p 10 Bai 15: Lam quen vdi Microsoft Word

Ly thuyét Tin hoc 10 Bai 15

a) Khoi dong Word va tim hiéu cc thanh phan trén man hinh ctia Word
b) Soan mgt van ban don gian

c) Bai thyc hanh gd tiéng Viét

Loi giai:

a) Khoi dong Word va tim hiéu cdc thanh phan trén man hinh cia Word
al) Khéi dong Word

Tim biéu tugng Word trén man hinh nén va nhay dap chudt dé khoi dong word:

a2) Phan biét thanh tiéu dé, thanh bang chon, thanh trang thai, cac thanh cong cu
trén man hinh:
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- Thanh tiéu dé:

- Thanh bang chon:

Trang d&u Chén Thiét k& Batri  Tham khdo  Glithy  Xem lai Xem

- Thanh trang thai:

- Cac thanh cong cu trén man hinh:

Bl AalibCe| MalbCc A Aab Lallbles Anfb o Aty
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a3) Tim hiéu cac cach thue hién 1énh trong Word.

- Céc céach thuc hién 1énh trong Word, do la: st dung 1énh trong cac bang chon
hodc str dung cac bicu tuong (nut 1¢nh) twong Ung trén cac thanh cong cu hodc cac
t0 hop phim tat.

- Thuc hién 1énh trong cac bang chon:

+ Mbi bang chon gom cac 1énh ¢ chirc ning cing nhom. Ching han, thanh bang
chon chira tén cac bang chon, d6 la: File, Edit, View, Insert, Format, Tools, Table,
Windows, Help.

+ Khi chon muc File (cac I¢nh xtr i van ban) sé xuét hién thuc don doc, trong thuc
don doc 1a cac muc 1€nh nhu: New, Open, Close, Save, Save As, ...

+ Khi muén thuc hién mét 1énh ndo do ta chi viéc vao dong 1énh dé. - Thyc hién
1énh bang cac biéu tuong (nut 1énh) twong tng trén cc thanh cong cu.

+ Pé thyc hién mot 1énh nao d6 bé‘mg viéc sir dung cac biéu tuong, chéng han 1énh
Save (luu van ban 18n dia) trén thanh coéng cu ta chi nhap chudt 1én biéu tugng
tuong ung thay vi thuc hién 1énh nay bé‘mg bang chon muc 1énh File/Save hoac
bang t6 hop phim Ctrl+S.

- Thyc hién bang céc to hop phim tt:
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+ Pé thuc hién mot 1énh nao do béng viéc st dung cac to hop phim tét, chéng han
1énh tao tép vin ban mdi, ta dung td hop phim Ctrl+S thay vi thuc hién 1énh nay
b:?mg bang chon muc 1énh File/Save hoac nhép chudt 1én biéu tuong Save trén
thanh cong cu chuén.

- Nhu vay ta co thé thuc hién 1énh trong Word béng mot trong ba cach vira néu
trén. Ngoai ra con nhiing cach ra 1énh khac.

ad) Tim hiéu mot sd chitc ning trong cac bang chon: mo, dong, luu tép, hién thi
thudc do, hién thi cac thanh cong cu (chuan, dinh dang, vé hinh).

- Chtrc nang m¢ trong bang chon

+ Ta biét rr?mg, thanh bang chon chtra tén cac bang chon, do la: File, Edit, View,
Insert, Format, Tools, Table, Windows, Help.

+ Chtrc nang mo (Open) & trong muc chon Tép(File). Trong thuc don doc 1a céac
muc 1énh nhu: M61, Mo, Luu, Luu nhu.. ..

+ Chlrc nang mé la dé mé mot tép da co trong dia. Khi vao lén nit 1énh M¢& s€ XuAt
hién hdp thoai Mo.
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- Thanh tiéu dé:

Chén Thiét k& B& tri Tham khdo G thu

- Thanh trang thai:

- Cac thanh cong cu trén man hinh:
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- Chtrc nang dong trong bang chon.
+ Cling nhu chtrc nang Open, chiic nang dong ¢ trong muc chon Tép (File)

+ Chtrc nang dung dé dong tép dang mo. Ta c6 thé dong tép van ban bang cach vao
nut 1énh Pong.

- Churc nang luu tép trong bang chon

Chtic nang nay & trong muc chon File va duoc dung dé ghi thong tin 1én dia. Luu
tép van ban lén dia c6 hai hinh thuc:
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Luu tép van ban 1én dia lan dau:

Nh.‘?:lp chon menu Tép (hodc nhap chudt 1én biéu twong Save thanh cong cu chuan).
Xuat hién hop thoai Luu

- GO tén t¢p van ban vao muc File name

- Tao dudng dan dén tha myc chua tep can luu

- Nhép nt Save hodc gd phim Enter.

Luu tép van ban 1én dia véi tén khéc:

Nhép chon menu File/ Save As. Xuit hién hop thoai Save As.

Cac budc tiép theo twong tw nhu luu tép 1én dia lan dau.

- Chirc nang hién thi thudc do trong bang chon: Chirc ning nay cho ta thay kich
thudc hién thi trén mdt trang man hinh. Co6 hai thudc trén man hinh Word, do la
thudc ngang (Hinh 70) va thude doc.

- Chirc ning thanh cdng cu chuan (Standard): c6 chirc nang chura cac biéu tuong
(nat 1énh) twong tnc cac 1énh trén thanh bang chon. Cac bi€u tugng do 1a: New,
Open, Save, Search, Print, print Privew, Spelling and Grammar, Cut, Copy, Paste...

- Chirc ning thanh cong cu dinh dang (Formating): c6 chuic nang dé dinh dang chir

: dang chir (style), kiéu chit (Font), ¢& chit (Size), in dam, in nghiéng, in gach chan;
can lé,...
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Times NewRi= 13 = | {

Dan ] i
- ¥ Bt Binh dang B I U -abs X; X

Bang tam - Phing

- Chirc nang thanh coéng cu v& (Drawing): Thanh cong cu v& c6 chiic ning dé tao
cac hinh v&, chon cac doi tugng v€, quay cac hinh, tao chir nghé thuat, cac ché do
maul...

A A Aa- A

A~ . A

a5) Tim hi€u cac nit I€énh trén mét so thanh cong cu
- Mt s0 nut 1énh cua co ban trén thanh cong cu chuédn va tinh ndng cia ching

Tén nut Iénh Tinh nang

New Tao tép mai
Open Mo tép da co
Save Luu tép dang m&
Print In tép dang mo&

Print Review Xem van ban trudc khi in

Spelling Kiém tra chinh ta va ngi* phap (néu cd)

Cut Cat d6i twong dugc danh dau va dat vao clipboard
Paste Dan (sao) ndi dung clipboard vao vi tri con tré van ban
Undo Hay bod thao tac vira lam

Redo Khoi phuc thao tac vira hiy bo

- Mot sd nit 1énh ciia co ban trén thanh cong cu dinh dang va tinh ning cta chung:
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Tén nuatlénh Tinh nang

Bold In dam
Italic In nghiéng
Underline In gach chan

Align Left Can lé trai

Center Can giira

Align Right  Can |é phai

Justify Can déu hai bén

Line Spacing Khoang céach gilra cac dong
Numbering  Danh sé tu dong

Bulltets Panh diu tu dong

Outside Boder Tao duong ké xung quanh

- M6t s6 nut 1énh ctia co ban trén thanh cong cu ve€ va tinh nang cua ching:

Tén nut lénh Tinh nang

Draw Dinh dang, nhdm céc déi twong
Select Ojects Chon céac déi tuwong
AutoShapes Tao céac hinh, cac duong ké
Line Tao dudng thang

Arraw Tao dwong mii tén

Rectangle Tao hinh chit nhat

Oval Tao hinh 6val

Text box Tao hinh c6 chit bén trong
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Insert WordArt Chen chit nghé thuat

Insert Diagram or Organization Chart Chén biéu d6 hoac db thi

Insert ClipArt Chén anh
Font Color Chon mau chi¥
Line Style Tao dang cac duong ké

a6) Thyuc hanh vé6i thanh doc va thanh cudn ngang dé di chuyén dén cac thanh phan
khéac nhau cua van ban.

= it £ ke 5 07 | aanbec| aabbic Aag Gl Al AaBb

thanh cuwim mgamg
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b) Soan thdo van ban don gian:

b1) Nhap doan van sau:
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b2) Luwu van ban vai tén Don xin hoc
] Luw Wb *
4 & = Local Disk (C) » Users * Lust * Downloads » w Search Dawnloads 0
Organize = Mew folder = =
B This BC -~ Mame Type Size
m Desktop Compressed File folder
A Documents Documents File falder
& Downloads Music File folder
P File folder
i Music rograms
. Video 82272017 83T PM  File folder
= Pictures
B Videos
2 Local Disk ()
we Linh tinh (Dx) v £ ¥
Tén tép: | Don xin n-od w |
Save as type: [ Tai liéu Word ~|

Authors:  Lust Tags: Add a tag

[] Lufu Hinh thu nhd

A Hide Folders Congey Cancel

(@ -0®@--  Gwmeww  Owee B - 0 X
b3) Sira 16i chinh ta trng bai néu c6.

b4) Thir g6 véi ca hai ché d@9: ché do chén va ché do de.

Trang cha: https://tailieu.com/ | Email: info@tailieu.com | https://www.facebook.com/KhoDeThiTaiLieuCom



https://tailieu.com/
https://www.facebook.com/KhoDeThiTaiLieuCom

[ ] [ 4
Ea [ Lleu'com Thur vién tai li¢u hoc tap, tham khao online 16n nhat

- Kich hoat ché d¢ chén hodc ché do dé roi gé van ban

Tiry cream ViAsrd ¥ =

Ming cao

b5) Tap di chuyén, x6a, sao chép phan vin ban, dung ca ba cach: Lénh trong
bang chon, nut Iénh trén thanh cong cu va to hop phim tat.

Cach 1: Lénh trong bang chon:
Céch 2: Nut 1énh trén thanh cong cu:

- B61 den phan van ban muon thuc hién:

Pon xin nhip hoc
Kinh giri: Ong hiéu tnréng tredéng THPT Hiru Nghi
Téi tén la Nguyén Van Hung, ¢6 con la Nguyén Vin Diing nguyén la hoc sinh

treong THPT Poan Két. Chdu Diing vira qua da két thiic hoc ki I véi hanh kiém
tot va dwoc xép loai hoc tap kha.

Téi lam don nay kinh xin Ong Hiéu trirong cho phép con toi dwoc tiép tuc vao
hoc 16p 10 tai trrong THPT Hiru Nghi do gia dinh t6i méi chuyén vé dia ban gan
tnromg.

Xin tran trong cam on.

Pinh kem

1 giay khai sinh — 1 hoc ba

- Chon 1 trong cac cong cu c6 trong bang chon dé cit, xoa, sao chép va dan van
ban.
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Trang d3u

= b Cht

' B sao chép
Dan
. ¥ Bat Binh dang

Bang tam M

Céch 3: Sr dung t6 hop phim tit:

- B6i den phan van ban muon thyuc hién:

Pon xin nhip hoc
Kinh giri: Ong hiéu treémg trrdmg THPT Hiru Nghi

T6i tén 1a Nguyén Van Hing, ¢6 con la Nguyén Vin Diing nguyén la hoc sinh
trrong THPT Poan Két. Chau Diing vira qua da két thiic hoc ki I véi hanh kiém
tf)tvéduqcxép loai hoc tap kha.

T6i lam don nay kinh xin Ong Hiéu trirong cho phép con toi dwoc tiép tuc vao
hoc 16p 10 tai trudmg THPT Hiru Nghi do gia dinh t6i méi chuyén vé dia ban gan
trrong.
XIn tran trong cam omn.
Binh kém
| gidy khai sinh — 1 hoc ba

- Str dung t6 hop phim tat :

Ctrl + C: dé copy vin ban

Ctrl + X: dé di chuyén vin ban.

Ctrl + V: dé dan vin ban

Delete: D€ x6a van ban.

b6) Luwu van ban da sira:
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- Dung t6 hop phim Ctrl + S dé Iuu vin ban di sira
b7) Két thiic viin ban:

- Nhén vao diu X trén thanh diéu khién dé thoat:

Pang nhap ? — ] X

- Hoic dung t6 hop phim Alt + F4 dé thoat.
¢) Bai thuc hanh gé tiéng Viét

Ho Hoan Kiém

Xira kia, ho ¢6 tén 13 Lyc Thay vi mrde hd xanh sudt bén mua. Thé ki XV
ho duge doi tén thanh ho Hoan Kiém (con dwge goi 14 hd Guom), gin lién vii
truyén thuyét trd gwom than cho Riia vang, ghi lai thing lgi ciia cude chién diu
10 nam cua nhin din Viét Nam chong lai gidc Minh dudi sir linh dao cua Lé Loi.
Truyén thuyét ké rdng Riia vang dd cho Lé Loi mwon kiém than dé chong gidc,
sau chién thing dng lén lam vua (vua Lé Thai T6) va tra lai kiém than cho Rua
vang & Ho Guom.

(Theo Tir dién Bdch khoa Viét Nam)

CLICK NGAY vao TAI VE dudi ddy dé download giai bai tap Tin hoc Bai 15:
Lam quen véi Microsoft Word SGK 16p 10 hay nhat file word, pdf hoan toan
mién phi.
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