§15. LAM QUEN VOI MICROSOFT WORD 4 (2, 2, 0)

A - Muc dich, yéu cau
e Nim duoc cich khdi dong va két thic Word, biét cich tao vin ban
mdi, md vin ban di cd, luu van ban:
e Biét duoc y nghia cua mot s6 doi tugng chinh trén man hinh lam viéc
cua Word;
e Lam quen véi cdc bang chon, thanh cong cu;
e Biét cich gd van ban chir Viét va cdc thao tic bién tap van ban don gian.

Nhiing kién thic nay sé dugc cung cd trong cdc bai thuc hanh tiép theo.

B - Nhimg diém cén luu y va ggi y day hoc

1. HS da biét ciach khaoi dong mot ing dung trong phan thuc hanh vé hé dicu
hanh Windows. Bai viy, phian ddu cua tiét hoc tip trung vao viéc gidi thiéu
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man hinh lam viéc ciia Word. Nhitng thanh phin sau diay cin duge giai thich
rd: Thanh tiéu dé, thanh bang chon, cdc thanh cong cu (chuin, dinh dang),
thanh trang thdi. Do day la git li thuyét cé thé khong c¢6 mdy tinh, GV nén
dirng lai it phit cho HS quan sit hinh 47 trong SGK.

Noi dung cua thanh bang chon va thanh cong cu chi can gidi thiéu cho HS
biét, khong nén va khong thé bit cdc em nhd ngay tir bai niy. HS sé quay lai
tra ctfu sau nay trude khi cdc em quen dén véi cdc bang chon va cédc biéu tugng
trén thanh cong cu.

Piéu cdn nhan manh & day 1a c6 thé co | Ele i Edit View Insert F

nhiéu cich dé thuc hién mot lénh trong 'ﬁ Qpen... Ctr+0 |
Word. Thong thudng, ¢6 thé st dung mot :

trong cdc cach sau: Save fs...
e Cic lénh trong bang chon; Page Setup...
o Cdc niit lénh trén thanh cong cu; &p Pprint... Chrl4+P

e To hop phim tit (duoc chi ra bén canh
cdc muc twong dng trong bang chon,
ching han Ctr+O dé md& mot van ban,
Ctri+P d€ in mot vin ban, h. 22).

Hinh 22. Bang chon File

Ngoai ra con nhimng cdch ra 1énh khéc.

2. Trong muc luwu van ban, cin luu ¥ HS hai diém:
¢ Phai lam sao cho thu muc sé chia tép xudt hién trong 6 Save As...

e Khi dat tén tép, chi cin go phin tén, con phin md rong theo ngim
dinh luén la .doc.

3. Trong muc "Soan thao van ban don gian", yéu ciu HS phai phan biét con tro
van ban va con tro chudt. Khi gd van ban va nhat 1a khi sira chita nhitng 16i nho
trong van ban, can biét rd vi tri hién thoi clia con tro vin ban. HS mdi lam quen
véi soan thdo van ban thuong khong dé v dén diéu nay va két qua 1a nhimg ki
tu dugc go vao khong ¢ vi tri mong muon hoac nhitng ki tu khong cédn xod lai
bi x0d.

O phan "G& vin ban", GV luu ¥ HS co ché tr dong xudng dong trong cic
hé soan thao. Phim Enter diing dé bdo cho Word két thiic doan van ban.
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4. Mot trong nhitng ndi dung quan trong cua bai 1a cdc thao tic bién 1dp vdn
hdn, ¥ nghia cla timg thao tdc: sao chép, xod, cit, di chuyén; phan biét gifta cat
v xod ciling nhu nhé biéu twong cha cdc chic ning niy trén thanh cong cu vi
chiing rat hay dugc ding trong qud trinh soan thao. GV ¢é thé nhan manh ring
mdy khong tu dong lam nhitng gi ta muén, ma ngudi ding cin yéu ciu rd ring
khong nhimg thao tdc cin lam (sao chép, xod hay di chuyén,...) ma cd doi
titong (phin van ban) dugc tic dong dén, bang cdch chon nd.

C6 thé giai thich thém chifc nang ciia bd nhd dém Clipboard. Clipboard 1a bo
nhé tam thai ding chung cho céc ng dung cia Windows. Ching ta c6 thé sk
dung Clipboard dé sao chép cdc déi tugng gita nhimg tng dung khic nhau
hoac trong cung mot img dung nhu sao chép ciac doi tugng trong cung modt van
ban hodc trong nhimg van ban Word khidc nhau. Tuy nhién, cin nhd rang
Clipboard chi 14 bo nhé tam thii.

Mét s& cau hai thao luan

~ Vi sao ta khong ding phim Enter dé xuéng dong?

— Néu khong tuan thii quy ude soan thao thi c6 thé c6 nhimg diéu gi xay ra?

- Y nghia cua cdc phim soan thao Caps Lock, Shift, SpaceBar, Backspace,
Insert, Delete, Enter.

— Phén biét hai loai con tro? Phan biét hai ché do go? Khi st dung méi
ché do go cén phai luu § diéu gi?

— C6 nhitng cdch ra lénh nio trong Word? C6 su tuong tu véi lam viéc
trong Windows khong?

— C6 thé khong truc ti€p md& chuong trinh Word ma vin ma duge tép vin
bian da luu khong? Em biét nhitng cdch nio dé md lai mot tép van ban
madi1 vira lam viéc trudce do?

Y Kién thiic bo sung

Céac ché& db hién thi vin ban

Word hé trg nhiéu ch& dd hién thi van ban (h. 23):
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— Normal: Ché dé hién thi don gian ca Word. View | Insert Format  To
I
=i

— Web Layout: Ché d6 hién thi cac trang van ban nhu ﬁ ormal h—l
duyét mét trang web. 6 WebLayou
_ Print Layout: Ché dé hién thi cAc trang van ban nhu B
khi chiing dudc in ra. B Qutine
aF - o v 2 . ] - 1hm H‘I:lFm

~ Qutline: Ché dd hién thi dan bai cha van ban. .

4 3 Fulscreen
— Full Screen: Ché db hién thi toan man hinh. i
— Print Preview: Xem van ban trudc khi in. [ ¥

Hinh 23

Vé van dé tap go bang 10 ngén tay

Do khéng du thdi luong nén chudng trinh khéng yéu cdu HS gd bang 10 ngén
tay. Tuy nhién, GV ciling nén cho HS biét rang néu gdé dudc bang 10 ngdn tay thi sé
rat co Igi trong viéc giao tiép vdi may tinh vé sau va khuyén khich HS nao cb diéu

kién nén luyén dé co thé gb vai 10 ngdn. Sau day la so dé phan bé céac ngén tay phu
trach cac phim khi g béng 10 ngén.
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H[J]] Lo
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Tay hai Tay phdi Tay phdi
Hinh 24. Cach gé cac phim d hang gida Hinh 25. Cach gé cac phim d hang trén

va hang gira

Tﬂ}" fral Tay phél Tay trai Tay M

Hinh 26. Cach gé cac phim & hang dudi Hinh 27. Cach gé cac phim d hang sé
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