@ Bai tap va thuc hanh 6

LAM QUEN VOI WORD

1. Muc dich, yéu cau
e Phan biét cic bang chon chinh trén man hinh Word;
e Sir dung tot cdc lénh bién tap cua Word: cat, dédn, xod, sao chép;

e Quen véi vi tri cdc phim trén ban phim va biét soan thao van ban
chir Viét theo mot trong hai cach go chir Viét,

2. Noi dung
a) Chudn bi

Pay 1a bai thuc hainh Word diu tién, chac chian HS c6 nhiéu b ngd, vi vay
GV nén lam ki cong tic chudn bi dé tranh mat thoi gian. Cu thé:

e Kiém tra rang trén mdy cua HS da c6 mot s6 phong hé tro chir Viét.
Ngoai ra néu c¢6 thém phong Unicode thi tét (trén cdc mdy cai hé diéu
hanh tir Windows 2000 tro di da c6 san phong Unicode, néu chua cé
thi GV ¢6 thé cai thém).

e Dim bio di ¢6 phidn mém hé tro gd chir Viét, hd tro cidc bang ma
khdc nhau trong dé ¢é Unicode, chiang han Unikey hay Vietkey.,

e Dam bao ring cic thiét dat trong Word da duge chudn bi dé:

0 Hién thi thanh cong cu chudn, thanh céng cu dinh dang (khong
hién thi thém cdc thanh c¢ong cu ndo khic vi s& lam HS r6i). Dé
lam diéu nay, st dung bang chon View (h. 28). Vi muc dich su pham,
GV ciing ¢6 thé giam bdt cdc nit 1énh trén thanh cong cu bang lénh
Add or Remove Buttons (h. 29) trong bang chon khi nhay nit hinh
tam gidc nho ¢ bén phai nhit thanh cong cu.
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. Hinh 29. Lénh Add or Remove
Hinh 28. Bang chon View Buttons

0 Hién thi thudc (Ruler) bing cdch chon muc Ruler trong bing chon View
(h. 28). Luu ¥ don vi do nén chon la cm (Chon Tools—Options..., trang
General, chon Centimeters, hinh 30a).
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Hinh 30. Hop thoai Options

e Trén man hinh Word ngodi cdc ki tu van ban con ¢6 thé cé céc ki tu diéu
khién khdc. GV nén luu y "tit" viéc hién thi cdc ki ty diéu khién do,
bing cdch xod cdc didnh didu & phiin Formatting marks trong trang View
cua hop thoai Options (h. 30b).
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e Chudn bi mot vin ban khoang vii trang dé HS ¢6 thé ding cdc thanh
cuén hién thi cdc phin khdc nhau ctia viin ban nay.

e Xod ché do kiém tra 16i chinh ta tiéng Anh.

¢ Tuy SGK khong néi dén nhung GV nén chi ¥ dén ché do hién thi van
ban trén man hinh cua HS. Nén théng nhit dé ché do Print Layout
(View—Print Layout).

e Cing nén nhic nhd HS ring khi van bin dwge go lin diu tién ta
khong cdn mat nhiéu thii gian cho viée stra chita nhitng 16i nho hoidc
cho viéc trinh bay. Cic cong viéc nay sé duge lam vé sau.

¢ Hudng din HS:

— Phin biét con tro van ban va con tro chuot. HS méi lam quen véi soan
thao thuong khong phai lic ndo cing phéan biét dugc hai loai con tro.

— Phan biét ché€ do chén va ché do de, ¥ nghia cia timg loai.

— Phin biét tinh ndng cta cdc phim Delete va Backspace.

b) Cin luu ¥ HS vé viéc sir dung phim Enter. Co thé kiém tra viéc xuong dong
clia HS bing cdch nhay nit 9T trén thanh cong cu chudn. Hinh 31 minh hoa van
ban duge hién thi binh thuomg (h. 31a) va sau khi nhdy nit ¥ (h. 31b).

Ban oi hdy dén qué hicong chiing t6i Ban-oi-héy-dén-qué-hwong-chiing-16i%
Ngdm mdt bién xanh xa tit chan troi— Ngdm-mdt-bién-xanh-xa-tit-chan-trorfl
a) b}

Hinh 31. Hién thi van ban cung céac ki tu én
¢) Mot diém nita cin luu ¥, nhat 14 khi HS mdi bat ddu soan thao, dé la chiing

ta luén ¢6 thé khoi phuc cdc thao tic vira thuc hién biing cdch sir dung nit Iénh
Undo (khoi phuc) va nit Iénh Redo (1am lai) trén thanh céng cu chuén (h. 32).

Nut Undo Edt Vew [sert Format ]
‘ I—ﬂ Undo Clear  Ctr+Z
©) - 4> NUtRedo € Redo Typing  Ctri+Y

Hinh 32. Cac nat 1énh Undo va Redo
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Thong thudmg nhimg HS mdi bit diu lam quen vdi viéc soan thdo trén mdy
tinh rit hay ling ting trong gid thuc hanh do chua quen véi bo tri ban phim, chua
thudc cich gd chir Viét, khong dé § ché do gb (c6 khi vo tinh bat sang ché do go
dé ma khong biét), khong dé ¥ dén Caps Lock c6 dang siang hay khong,... GV nén
lwu ¥ cic em vé nhitng diém nay trude va trong khi thuc hanh. O bai nay toc do gd
khong quan trong, viéc gd chuén xdc duoc vu tién hon,

d) Cudi cung, huéng din mbi HS tao thu muc cho riéng minh va luu vin ban
cua minh.

Trong bai tip va thuc hanh 6 c6 hai bai go chir Viét. Yéu cau HS phai go
duoc diy di bai thif nhat va luu trén dia dé sir dung lai trong bai dinh dang viin
ban tiép theo. Bai go chir Viét thit hai chi yéu ciu HS lam trong truong hop co
ddy du mdy tinh cho moéi HS thuc hinh sao cho moi HS déu di hoan thanh bai
thit nhat.



