BAIl 11. PINH DANG VAN BAN
A. TOM TAT Li THUYET

Bién tap,
chinh sira e ———
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Tao va dinh
CHUCNANG ~  dang
Luu trlr — CO BAN
Ulnvan ban

Huwdng trang |
‘DINH DANG
VAN BAN

Pinh dang. ............
trang in va
_in van ban

Lé trang

In van ban & Tiéu hoc

Khoang cach:
Pinh dang Trén, duoi, gidn dong

Can 1&: Trai, phai, doan van

gitra, hai bén Thut 1&: Tang, giam [é trai,

I& phai, thut dau dong

B. BAlI TAP VA THUC HANH
11.1. Céc phén van ban duoc phan cach nhau bdi dau ngét doan dwoc goi la:
A. Dong. B. Trang. C. boan. D. Cau.

11.2. Thao tac nao khéng phai la thao tac dinh dang van ban?
A. Thay déi kiéu chii thanh ch nghiéng.

B. Chon cht mau xanh.

C. Cén gilra doan van ban.

D. Thém hinh anh vao van ban.

11.3. Viéc phai lam dau tién khi muédn thiét |ap dinh dang cho mét doan van
ban la:

A. Vao thé Home, chon nhém Iénh Paragraph.
B. Can phai chon toan bd doan van ban.
C. Pua con tré soan thao vao vi tri bat ki trong doan van ban.

D. Nhén phim Enter.
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11.4. Ghép tac dung clia Iénh & cét bén tréi vai maéi nut 1énh twong tng &
c6t bén phai cho phu hop.

1) Cén thang |é trai. —
a)

2) Can thang |1é phai. —
gy ==

3) Can thang hai lé. ——
c) —

4) Can gitra. —
) g ) =

11.5. Bé dat hwdng cho frang van ban, trén thé Page Layout vao nhém Iénh
Page Setup str dung Iénh:

A. Orientation. B. Size. C. Margins. D. Columns.
11.6. Bung dién B, sai dién S vao 6 twong tng frong bang sau:

Pang(D)/
Sai(S)

Phat biéu

a) Phan mém soan thao vén ban chi cé thé cai dat duoc
trén may tinh.

b) Cé nhiéu loai phan mém soan thao van ban khac nhau.

c) Em co thé lam viéc céng tac véi nguoi khac trén cung
mot van ban & bat cir dau.

d) Em khéng thé chinh stra lai van ban sau khi d& luu.

11.7. Bién ti hodc cum tr sau vao ché cham thich hop dé duoc cau dung:
tat ca; bon; ngang; Ié duoi, Ié trang.

a) Ta c6 thé chon hwdng trang dirng hodc huéng trang ......... cho mét
trang van ban.

b) Mét trang van ban gém cé: 1é trén, .........., |é trai, 1 phai.

c) Lé clia doan van ban dwgctinhtr ................. @&n mép (trai hodc phai)
clia doan van ban.

d) Viéc thiét dat 1& cho mét trang van ban sé tac déng dén ....... cac trang

con lai clia van ban dé.

11.8. Trong phan mém soan thao van ban Word 2010, Iénh Portrait dung dé
A. chon hwéng trang ding. B. chon hudng trang ngang.

C. chon |é trang. D. chon |& doan van ban.
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11.9. Ban Minh d& soan thao mét cau ca dao va dinh dang van bén‘ nhw
Hinh 11. Theo em, ban Minh da str dung nhi*ng Iénh nao dé can chinh I€ clia
cac doan van ban? Giai thich?

- - P R R N R N RN .

é.
Trong dam gi dep bang sen

Trong dam gi dep bang sen,

La xanh, béng trang lai chen nhuy vang.

Nhuy vang, béng trang, la xanh,

Gan bun ma chang héi tanh mui bun.

(Tuc ngir va ca dao Viét Nam)

Hinh 11
11.10. Lénh nao sau day la Iénh dung dé gian cach déng cho van ban?

il

A= B. o o

11.11. An da soan thdo xong phan van bén\"E)éc san Ha N6i”" nhw Hinh 12.
Theo em, An da st¥ dung nhiing lénh cén |€é doan van ban nao?

q ....... ]...,...1.......1.......;...,...g...,...(...F
PAC SAN HA NOI

Coém - Lang Vong: Nhac dén dac san Ha Néi thi du khach khéng
thé bé qua d4c san com Lang Vong, cém thuong duoc boc trong 1a
sen, an cling voi chudi chin. Mua thu tir thang 8 dén thang 10 la mua
thu hoach cém, néu dén Ha N6i vao thei gian nay, du khach sé duoc
ngtti thdy mui ¢dm thoang thodng khap céc con phé clia thu 6. Con
néu khéng dén Ha Néi dung vao mua cém thi du khach van cé thé
thudong thire nhitng dac san lam tir cém nhu banh cém, x6i cém, ...
Banh che lam Thach Xa: Banh ché lam |la moén an ddc san gian di
duoc rat nhidu nguoi dan Ha N8i yéu mén. Banh dwoc lam tir nhiing
nguyén liéu rat than thuéc véi ngudi dan thu dé nhu gao nép, méat
mia, girng, lac. Banh che lam Thach Xa la thuwong hiéu rat néi tiéng
ducoc khach du lich Viét Nam va nwédc ngoai biét d@én. An banh che
lam Thach Xa va uéng tra sen, du khach sé cam nhan duoc huong
vi ddng qué trong tirng miéng banh, ngum tra.

Banh chung Tranh Khuc: Lang Tranh Khue, huyén Thanh Tri, Ha
N&i Ia noi khai sinh ra mén dac san banh chung Tranh Khuc. Vao dip
Tét, mdi gia dinh & lang Tranh Khuc déu ndi Itra ngay dém lam banh
chung. Banh chung Tranh Khtic ngon vi banh duoc ché bién tir cac
nguyén liéu hao hang dugc tuyén chon rét ki luéng nhu gao nép Hai
Hau, dé xanh, thit lon, tiéu.

(Trich nguén Mttps:/hanoicreativecity.com/mon-ngon-ha-thanh-trong-ca-dao-tuc-ngy)
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11.12. Baq An dang dinh ip trang van ban “Pac san Ha Néi", theo em khi
dang & ché dd in, An cé the lam gi?

A. Xem tat ca cac trang trong vén ban.

B. Chi cé thé thay trang van ban ma An dang lam viéc.
C. Chi c6 thé thay céc trang khéng chira hinh anh.

D. Chi c6 thé thay trang dau tién clia van ban.

11.13. Thao tac nao sau day khéng thurc hién dugc sau khi dung I€énh File/Print
dé in van ban?

A. Nhép sb trang céan in.

B. Chon kho gidy in.

C. Thay déi |é ciia doan van ban.

D. Chon may in d@é in néu may tinh duoc cai dat nhiéu may in.

11.14. Theo em ¢6 can xem van ban trudc khi in hay khéng? Vi sao?

11.15. a) Em hay soan thao mét van ban gici thiéu cac moén an déc san cla
qué huong minh va thiee hién cac yéu cau dinh dang sau day:

— Pat |é trang van ban: |€ trén (2.5 cm), 1€ dwéi (2.5 cm), | trai (3 cm), 1€
phai (2 cm).

—bat hwdng trang dung.
— Dat khoang cach gilra cac dong trong van ban la 1.15 (Multiple 1.15).

— Can gilra cho tiéu dé cla van ban. Cac doan van ban con lai can thang
hai 1&.

— Lwu vén ban,

b) Em hay ma lai tép van ban da luu va thuc hién cac yéu cau sau:
— Chén thém hinh anh minh hoa cho tirng mén an dac san.

— Thue hién can chinh va sap xép dé vi tri cac birc anh hop Ii.

— Luwu van ban vira chinh stra.
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