Nghé pho théng I6p 11
Ngay soan: ....../.....
Ngay day: ....../.....

BAI1: LAM QUEN VOI NGHE TIN HQOC VAN PHONG

THPT NGUYEN CHI THANH
Tiét PPCT: 1
Tuan: 1

I. Muc tiéu
1. Kién thtc:
- Biét dugc vai tro, vi tri cta tin hoc van phong trong doi song.
- Biét duwgc muc tiéu, ndi dung chwong trinh nghé.
- Biét dugc phuong phap hoc tap nghe.
- Cac bién phap dam béo an toan va vé sinh moi truong.
2. Ky nang:
- Tim hiéu dugc thong tin vé ngheé tin hoc van phong.
3. Thai do:
- Hoc sinh yéu thich mén hoc, c6 y thitc van dung kién thitc vao cudc séng thue tién.
- Hinh thanh tac phong cong nghiép, lam viéc kién tri, khoa hoc.
- Co y thitc tim hiéu nghé.
II. Chuan bi
1. Gido vién: SGK nghé, gido an.
2. Hoc sinh: SGK nghé, va ghi.
III. Tién trinh bai giang
NQI DUNG
I.Giéi thiéu:

HOAT PONG CUA GV HOAT PONG CUA HS
Hoat dong 1: Gidi thiéu nghé
tin hoc van phong.

a. Muc tiéu:

- Biét duwgc vi tri,vai tro va
trién vong cua nghe.

b. Tién hanh:

» Nhac lai khai niém tin hoc
(SGK 10)?

1. Tin hoc va tng dung cua
tin hoc trong doi song:

» Tra loi: Tin hoc la mot
nganh khoa hoc c6 muc tiéu la
phét trién va st dung mdy tinh
dién tir dé nghién ctru cau truc,
tinh chat cua thong tin,
phuong phap thu thap, Ivu tri,
tim kiém, bién do6i, truyén
thong tin va tng dung vao cac
Iinh vwc khac nhau cta doi
» Hay néu nhitng ng dung | song xa hoi.
cta tin hoc trong doi song va

- Hién nay, trén pham vi toan
cau, cac cong cu ctia cong nghé
thong tin dang dan dan thay thé
nhitng cong cu truyén thong,
gop phan thic day su phat trién
trén tat ca cac linh vuc khoa
hoc, ki thuat, gido duc, kinh té,
xa hoi.

san xuat? (HD: khoa hoc, ki
thuat, gido duc, kinh t€, xa hoi)

» So sanh sy khac nhau gitta
van phong truvdc kia va van
phong ngay nay?

» Sau khi hoc sinh thao luan,
gido vién bo sung, két luan vé
nhitng ng dung cua tin hoc
trong doi song va san xuat.

» Y té, gido duc, thw vién. ...

» Nhom thao luan.

+ Van phong trudc day: may
chit, ta ho so, nhiéu gidy to,,
thu ti¢ chuyén theo duwong buu
dién,.v.v.

+Van phong ngay nay:
khong con hodc con rat it cac ta
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2. Tin hoc v6i cong tac van
phong:

_ Ciing nhv v6i cac linh vuc
khac, cong nghé thong tin co
anh huwdéng rat 16n dén cong
viéc trong cac van phong:

+Cac may vi tinh da thay
thé dong thoi cho mdy chi,
may tinh bam tay va cac ta lvu
ho so; Fax, thw dién tir thay thé
mot phan cac cong van di_dén
va cac cudc dién thoai duong
dai dat tién.

+ Cac phan mém soan théao
van ban va cac thiét bi in gan
v6i may tinh cho phép nhanh
chéng tao ra cac don tr , cong
van, quyét dinh,...Cac phan
mém bang tinh va quan tri co
s@ dir lieu ty dong hoa viéc
nhap, lvu trit, x 1i va trinh bay
so liéu.

+Nhiéu may tinh van
phong duwgc n6éi mang, cho
phép cac nhan vién dung chung
tai nguyén.

3. Vai tro caa tin hoc van
phong trong san xuat va doi
song:

_ Ngay nay, hau hét cac hoat
dong trong van phong déu lién
quan dén mdy vi tinh va cac
phdn mém van phong nhu:
soan thdo, x li van ban, bang
tinh dién t@, thw dién ta,...

_ Hang ngay, hang triéu nguoi
lam viéc trong cac van phong
trén thé gidi st dung cong nghé
thong tin dé lam cong viéc cta
ho mét cach hiéu qué hon, kinh
té hon.

» Nguoi lam cong viéc van
phong c¢6 mdt ¢ hau hét cac co
quan, nha may, xi nghiép, cac
td6 chirc kinh té, chinh tri, xa
hdéi. Hang ngay, hang triéu
nguwoi lam viéc trong cac van
phong trén thé gigi st dung
cong nghé thong tin dé lam
cong viéc cta ho mdt cach
hiéu qua hon, kinh té hon.

» Chiéu 1én bang.

» Ngay nay, nguoi lam cong
viéc van phong thuong xuyén
phdi lam viéc trén mdy tinh,
thwong xuyén phai tiép xtic
véi dién, do d6 viéc biét nhitng
nguyén tac an toan la rdt can
thiét.

» Chiéu Ién bang.

» Gidi thiéu cho HS biét vai
tro0 cta nghé tin hoc van
phong.

h6 so, cong van phan I6n
chuyén theo dwong mang, thw
dién t,.v.v.

» Quan sat, lang nghe, ghi
bai.

» Quan sat, lang nghe, ghi

bai.

» Quan sat, lang nghe.

» Quan sat, lang nghe, ghi
bai.
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II.Chuwong trinh nghe tin hoc
van phong: (SGK)

Hoat dong 2: Gi6i thiéu
chuong trinh nghé tin hoc van
phong.

a. Muc tiéu:

- Biét dugc cac kién thire, ki
nang, thai do va ndi dung cua
chuong trinh nghé tin hoc pho
thong.

b. Tién hanh:

- Gigi thiéu chuwong trinh nghé
tin hoc van phong.

c. Tiéu két:

ITI1.Phwong phap hoc tap
nghé:

_ Két hop hoc tap li thuyét véi
thue hanh, tan dung cac gio
thuc hanh trén may.

Hoat dong 3: Gi6i thiéu
phwong phéap hoc tap nghé tin
hoc van phong.

a. Muc tiéu:

- Biét dwgc cac cac phuong
phap hoc tap nghé tin hoc pho
thong.

b. Tién hanh:

- Giao vién néu phuwong phap
hoc tap nghé.

c. Tiéu két:

- Hoc tin hoc cling phai co
phuong phap.

» Quan sat, lang nghe, ghi
bai.

IV.An toan vé sinh lao dong:

- Trong nghé tin hoc van
phong, nhitng nguyén tac to6i
thiéu can tuan tha la:

+ Tu thé ngbi trudc may
tinh can thodi mai.Tay dat
ngang tam ban phim va khong
phdi vuon xa. Gilt khoang cach
tlr mat dén man hinh khoang 50
- 80 cm.

+ May tinh nén dat ¢ vi tri
sao cho anh sang khong chiéu
thang vao mat va man hinh.
Khong lam viéc qua lau véi
may tinh.

+ Hé thong day may tinh
phdi gon gang, dam bao an toan
vé dién.

+ St dung cac dung cu da
dugc cach dién.

+ Khi sta chita may tinh
phdi dung but thw dién dé

Hoat dong 4: Gidi thiéu nhitng
nguyén tac toi thiéu can tuan
tha trong nghé tin hoc van
phong.

a. Muc tiéu:

- Biét dugc cac cac nguyén tac
toi thiéu trong nghé tin hoc
pho thong.

b. Tién hanh:

- Gido vién néu cac nguyén tac
nghé tin hoc van phong va giai
thich.

c. Tiéu két:

- Khi ta lam viéc an toan la
trén hét.

» Quan sat, lang nghe, ghi
bai.
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phong tranh khi bi h& dién.

+ Co6 binh citu hod trong
phong lam viéc.

Tuan tha chdt ché cac quy tac
an toan trong lao dong

IV. Téng két, danh gia

- Vi tri, vai tro va trién vong ctia nghé.
- Muc tiéu, ndi dung va phuong phap hoc tap nghe.
- Péam bdo an toan lao dong va vé sinh moi trwdng trong nghé.

V. Dan do
- Xem trudce bai 2.

Gido vién: D6 Chi Tung 4
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Tiét PPCT: 2, 3
Tuan: 1

Nghé pho théng I6p 11
Ngay soan: ....../.....
Ngay day: ....../.....

BAI2 : NHUNG KIEN THUC CO SO CUA HPH WINDOWS

I. Muc tiéu
1. Kién thitc:

- Nam dugc cac thanh phan co ban cta giao dién HDH Windows.

2. Ky nang:

- Lam chu céc thao tac v6T chuot.
- Lam viéc trong méi truong Windows, phan biét cac dol twgng trong Windows.

II. Chuan bi

1. Gido vién: SGK nghé, gido an.

2. Hoc sinh: SGK nghé, va ghi.

III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cii
3. NGi dung bai méi

NOI DUNG

HOAT PONG CUA GV

HOAT PONG CUA HS

1. HPH va HPH Windows(SGK 12)

- HPH la tap hgp ca t6 chic cac CTr
thanh 1 HThong.

Nvu:

+ Dan bao giao tiép giita nguwol st
dung v61 MT.

+ Cung cap phuong tién va dich vu ->
dé dé dang thuyc hién CT.

+ Quan li & t6 chitc khai thac tai
nguyeén.

- HBH Windows la HDH cho MT ca
nhan caa hang pmém Microsft.
Cac HbH Windows déu c6 giao
dién do6 hoa dwa trén ctra s6
(Windows). C6 cac biéu tugng,
bang chon, hop thoal,... va co ché
chi dinh bang chugt.

Hoat dong 1:

HDH va HPH Windows

GV: yéu cau HS nhac lal HbH
la gi ma em da hoc & 16p
10?

GV: trinh chiéu (hodc phat
phiéu hoc tap — SGV P32)
dé kiém tra kién thitc.

GV: nhan xét -> bo sung ->
hoan chinh .

GV: Mu6n vao Microsoft Word
ta thue chién bang cach nao?
GV: vay chiing ta da thyc hién
dugc thao tac di chuyén & click
chuot.

HS: Tra loi.

HS: thye hién tra 161 theo
cac cau do.

HS:

HS: c6 2 cach.

- Di chuyén chu6t dén biéu
twgng “Microsoft Word” va
nhay chuot 21 nhanh.

-Di chuyén chudt dén trén
thanh cong viéc nhay chuot
vao Start\ ....\Microsoft
Word.

2.Thao tac chuot:

- Di chuyén chu6t (Mouse Move) : di
chuyén con tré chudt dén vi tri
nao doé trén man hinh.

- Nhay chuét (Click): nhan 1 lan nut
trai (ndat ngam dinh) r6I tha ngén
tay, con gol la kich chuot.

- Nhay chu6t phai(Click): nhan 1 lan
ntt phal rol tha ngoén tay.(ludn co
Menu di dong)

- Nhay dup chudt (Double click):nhay
nhanh lién tiép 2 lan nut trai

Hoat dong 2: Thao tac chugt
GV: Theo em khi click chudt thi
c6 may cach ? chitc nang?
GV:Click don c6 may loal?

GV: Em c6 thé di chuyén 1 dol
twgng nao dé trén man hinh
duogc khong?

néu dugc thi thye hién ntn?
GV: c6 thé vira giang vira thao

HS: click don, click doi.
(don dé chon, doi dé khai
dong 1 dol twong).

HS: loal click chuot bén
phal, click chudt bén trai.

HS: Pugc. click chudt trai -
> gilt va kéo di noi khac
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NOI DUNG

HOAT PONG CUA GV

HOAT PONG CUA HS

chuot.

- Kéo tha chudt (Drag and drop):
nhan & gitt chudt trai + di chuyén
chuot noi khac.

tac trén may.

3. Moi truong Windows:

a). Ctra s6 & bang chon:

KN: (HS ty dinh nghia do da ho roi)

- Céc thanh phan chung ctia mol cua
s6 trong Windows:thanh tiéu de,
Thanh bang chon(Menu), thanh
cong cy, thanh cudn, cac nut: thu
nho, diéu chinh, dong).

- Cac CTrinh tng dung.

- Cac bang chon.

- Y nghia ctia cac thanh phan trong
bang chon va cac nut lénh trén
thanh cong cu.

Hoat dong 3: Méi truong
Windows

GV: yéu cau HS quan sat SGK
hinh 2.2, 2.3, 2.4 hodac GV
trinh chiéu nhitng tranh do
lén may va gial thich. &
ting nol dung.

GV: Yéu cau HS nhac lal thé
nao la ctra s6 va bang chon
trong giao dién Windows ?

GV: O mdlI ctta s ludn c6
nhitng thanh phan chung
nao? (gan giong cac thanh
phan trén giao dién Word
ma em da hoc qua).

GV: ¢ day ngoai nhitng thanh
phan trén con c6 cac Ctr
ung dung, cac bang chon va
y nghia cua né. (Chi cho
HS quan sat)

HS: thue hién.

HS: nhac lai.

HS: nhin 1én giao dién va tra
1oT:

-Thanh bang chon(Menu),

thanh tiéu de, thanh cong

cu, thanh cudn, cac mit:

thu nho, diéu chinh,

déng).

b). Bang chon Start va thanh cong
viéc:

- Bang chon Start: chita cac nhém
lénh can thiét dé bat dau st dung
Windows va xudt hién khi click
chuot vao nut Start.

- Thanh c6ng viéc:

+ Thanh cong viéc la thanh c6 chira
ntt Start

+ Trong Windows cung 1 ldc c6 thé
ma& nhiéu ctra s6 cling nhu chay
nhiéu chwong trinh tng dung khac
nhau.

+ Khi chay 1 Ctr hay mé 1 cua s6, 1
ntt dal dién cho CTr hay ctia s6
do6 xuat hién trén thanh cong viéc.

GV: Dbau gio HS da thyc hién
qua thao tac “Khal dong Word”.
GV: Bang chon Start chda
nhitng gi? N6 xuat hién khi nao?
GV: cac muc ma HS néi chinh
la cac 1énh rat can dé bat
dau st dung Win. (GV:
giang va thuc hién truc tiép
trén may cho HS quan sat).
GV: Thanh cong viéc la thanh
chtra nut Start. Em c6 bao
gig cung 1 lic md nhiéu
cta s6. Khong? néu c6 hay
cho biét diéu gi xay ra trén
thanh cong viéc voa luc do.

HS: chita cac muc dé chay 1
Ctr va xuat hién khi click
doi chuot trai.

HS: Cé6. Khi ay sé c6 nhitng
0 HCN chita 1 phan
thanh tiéu dé dugc thu
nho lai

c. Chuyén dol cua so:

Mol thol diém chi ¢6 1 cta s6 lam
viéc, ban phim sé tac dong lén cta
s0 dang lam viéc ay. dé chuyén
dol ta thue hién:

+ Nhdy vao biéu twgng CTr twong
ung trén thanh cong viéc.

GV: yéu cau HS quan séat qua
SGK hodc may chiéu (néu
c6) ma GV thuc hién thao
tac chuyén cta s6. Néu
duwgc GV chi ludn cac dung
phim.

GV: md cung lic nhiéu cira s6

HS: thyc hién

Gido vién: D6 Chi Tung
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NOI DUNG HOAT PONG CUA GV HOAT PONG CUA HS
+ Nhday chudt vao vi tri bat ky trén ttau d6 yéu cau 1 HS 1én HS: thue hién.
ctra s6 muon kich hoat. thie hién xem.
+ Nhén gitt phim Alt va gé phim Tab | GV: thuc hién lal néu nhv HS
nhiéu lan cho t61 khi CTr twong lam dugc, con khong thi
tng dugc chon (thanh tiéu deé sé GV huéng dan.
sang lén).

IV. Téng két, danh gia
V. Din do

- HS vé nha xem va lam lai cac thao tdc hom nay da hoc.

Gido vién: D6 Chi Tung 7
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Tiét PPCT: 4, 5, 6 Ngay soan: ....../...../20.....
Tuan: 2 Ngay day: ....../...../20......

BAI 3: LAM VIEC VOI TEP VA THU MUC

I. Muc tiéu
1. Kién thtc:
+ Hiéu dwoc cach t6 chirc thong tin phan cdp trén dia
+ Nam dwoc cac thao tac véi tép va thuw muc
2. Ky nang:
+ Thanh thao céc thao tac: Xem, tao mdi, doi tén, x6a, sao chép,... tép va thw muc (TH)
+ Biét st dung nut phai chugt (TH)
3. Thai do:
+ Hoc tap dwgc cach sap xép cong viéc, tai liéu khoa hoc hon (giong may tinh)
II. Chuan bi
1. Gido vién: SGK nghe, gido an.
2. Hoc sinh: SGK nghé, vé ghi.
III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cii
3. No6i dung bai md&i
NOI DUNG | HOATDPONG CUAGV | HOAT PONG CUA HS
HDP1. Tim hiéu veé t6 chitc thong tin trong may tinh

I. To chitc thong tin trong may tinh
HDH luwu dit liéu trong cac thw muc, | + Gidi thiéu: HDH t6 chitc lwu | - HS xem sach tra 161 GV
thw muc dwgc t6 chirc phan cap (thw | trit trén dia trong cac thy muc
muc trén cung: thw muc goc) +Y/c HS trinh bay vé thv muc

+ Y/c HS xem h2.7 va nhan biét
thu muc me, con,...

HD2. Tim hiéu ve cac cach lam viéc véi Tép va The muc

I1. Lam viéc véi Tép va Thue muc

1/ Chon doi tugng *Luu y: Goi chung thw muc va
- Thw muc va tép dugc goi chung 14 | tép la do6i twgng
doi twgng (PT) + Muén lam viéc v6i mot doi | - HS doc sach tra 10i (chon
- Chon doi twgng dé lam viéc (doi | twgng? doi tugng)
twong bi doi mau) + Céc cach dé chon doi twgng? - HS doc sach tra 1oi
+ Chon 1 DT (Y/c HS néu r6 cach thuc hién) (Nhédp chuot, gitt Shift
+ Chon nhiéu DT lién tiép Chu y: Boi twgng bi doi mau tuy | nhay chudt, gitt Ctrl nhay
+ Chon nhiéu DT ko lién tiép giao dién ta st dung chudt)
- Bé chon: Nhay chudt bén ngoai doi
twong
+ Cach bé chon DT da chon - Poc sach tra 10i

Gido vién: D6 Chi Tung 8
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NOQI DUNG

HOAT PONG CUA GV

| HOAT PONG CUA HS

2/ Xem to chirc cdc tép va thw muc
trén dia
- M& My Computer

[13‘ Folders

- Nhay chuot vao Folder

+ Pé xem dugc tai nguyén cia
may, can gi?

+ Ngdn bén trai — cdau tric cac 6
dia va thv muc

*Luu y: Biéu twgng 00cody
nghia gi?

- (My Computer/Windows
Explorer)

- Xem h2.8

- Poc sach, trao doi — tra

~

101

3. Xem noi dung thw muc

- Nhay chudt vao tén thv muc ngan
bén trai hoac nhay dip chudt vao tén
thu muc

- Chon cach hién thi Elv

+ Dé xem ndi dung the muc?
+ Chon cach hién thi?

+Y/c néu y nghia dau | +|va E| ?

eBack i e i lﬁ

+ Y nghia
?

- HS trd loi

4/ Tao thw muc maoi
File - New Folder

+ Cac budc dé tao thw muc mai
(3 bude)?

- DPoc sach, thao luan - tra
loi

(Vao thv muc mudn tao
bén trong, File - New —
Folder, go téen moi <)

5/ Doi tén tép hodc thu muc
File —~ Rename

+ Céac budc doi tén DT (tép hodc
thv muc)?

- Théo luan, phéat biéu
(Chon, File —» Rename, go
tén mai <)

6/ Sao chép PT

Edit — Copy sau do Edit — Paste

- Sau khi sao chép: PT cii van con,
dong thoi tao thém mot BT mdi giong
nguyén mau.

- Néu da c6 doi twong cung ban chat
(déu la thv muc/ tép) clung tén -
HDH cho ta lya chon.

+ Can tao ban sao dé chia sé, dy
phong,...?

+ Y/c HS néu cac buwdc dé tao
bén sao cia mot BT

+ Gia st da c6 doi twgng cung
tén & noi can dit ban sao?

- Thao luan, phat biéu
(Chon DT, Edit - Copy,
chon noi Edit — Paste)

- Théo luan, tra 16i (Dé mat
doi twgng cli hodc nging
sao chép)

7/ Di chuyén doi twgng

- Sau khi di chuyén: BT bi doi sang
noi khac, ko con & noi cii.

* Thao tac nhanh: Dung chuot kéo tha
(gitr Ctrl: sao chép)

+ Néu ta muon di chuyén BT
sang noi khac?

+ Y/c HS tim hiéu thao tac di
chuyén

+ Thao tac nhanh?

- HS tim hiéu, phét biéu
(Twong tv Sao
Copy/Cut)

- Théo luan, phéat biéu
(Dung chudt kéo tha (Ctrl))

chép

8/ Xoa doi tuong
File - Delete (Yes/No)

+ Néu muon x6a PT da tao?
+ Y/c HS trd 10i cau héi trac

- Poc sach, thao luan - tra

N

loi
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NOI DUNG | HOATDPONG CUAGV | HOAT PONG CUA HS
nghiém (Chon DT, File - Delete,

Xac nhan Yes/No)

twong da bi xoa

hin PT

9/ Khéi phuc hodc xoa han doi

Vao Recycle Bin dé khoi phuc/xéa

+ Néu ta x6a nham?

+ Mubn loai bé han?

- Thao luan, trd 16i (Vao
Recycle Bin chon BT -
Restore)

- (X6a han trong Recycle
Bin)

HD3. Gioi

thiéu cach sit dung nit phai chud

t

don gian hon

II1. St¢ dung niit phai chuot
Giup thyc hién cac thao tadc nhanh,

+ Y/c HS nhan xét cach thuc
hién thong qua bang chon
(Menu)

+ Co6 cach nao khac tién loi,
nhanh hon?

+ Cach st dung (Y/c HS ty xem

SGK)

- Tra 10i (Thyc hién cham)

- Thao luan, trd 16i (Sw
dung nit phai chudt)

IV. Téng két, danh gia

+ Khi nhay chudt phdi vao DT, xudt hién bang chon. Gom nhitng muc nao va cé y nghia gi?

+ Gidi thiéu mot s6 muc khac trong bang chon tat (néu HS c6 yéu cau)

V. Dan do
+ Xem tredc bai 4

Gido vién: D6 Chi Tung
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Tiét PPCT: 7, 8, 9
Tuan: 3

Nghé pho théng I6p 11
Ngay soan: ....../...../20.....
Ngay day: ....../...../20......

BAI 4: MOT SO TiNH NANG KHAC TRONG WINDOWS

I. Muc tiéu
1. Kién thirc:
+ Hiéu khdi niém duwong tat.
2. Ky nang:

+ Bieat khoGi Aoang vag keat thuuc cauc chééng trinh.

+ Bieat taio A66@ng taét.

+ Naém A66ic moat soa tinh naéng khauc trong Windows: méd tagi liedu moui

mo&Ud gaan naay, tim teap vag thé muic.

3. Thai do:

+ Tich cdic, chaém chae, nghiedm tuuc.

II. Chuan bi
1. Gido vién: SGK nghé, gido an.
2. Hoc sinh: SGK nghé, va ghi.
III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cti
3. Noi dung bai méi

NOAI DUNG

HOAIT NOANG CUUA
GV

HOAIT NOANG HS

I/ KHOUI NOANG VAQ KEAT
THUUC CHOONG TRINH:
1. Khoili noang:

Cauch 1: Kholi fAoang baeng
cauch dugng baling choin Start

@ Nhauy Start 0 All Programs [
di chuyean chuoat fiedn tean
nhoum cou choéua choébng trinh
caan khoUi hoang.

@ Nhauy vago chdédng trinh
caan khoUi hoang.

wwwwwwwwww

Mwmw [BEF % e
Cauch 2: KholUi Aoang baeng
cauch nhauy Auup chuoat vago

biedu t66ing culia ch66ng trinh.

Hoait Aoang 1:
a. Muic tieau:

- Bieat khoGi fioang
vag kedt thuuc cauc
choong trinh.

b. Tiedn hagnh:

- Yeau caau HS nhaéc
laii cauc cauch kho(i
Aoang vag keat thuuc
trong Word.

- Tog caau trald |6gi
cula HS ruut ra cauch

kho(i foang vag keat
thuuc moat chodng
trinh.

- Théic hagnh trean
mauy cho HS quan saut.

- Trinh bagy cad hai
cauch kho(i Aoang cho
HS xem.

- Tral 10gi.

- Quan saut, laéng
nghe, ghi bagi.

Gido vién: D6 Chi Tung
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THPT NGUYEN CHI THANH

Nghé pho théng 16p 11

@® Khdédi fAoang Windows
Explorer

@ Nhauy Auup chuoat vago teap
chd6ng trinh caan khddi Aoang.

s, DEE 7 wyoomens

2. Keat thuuc:

Cauch 1: Nhauy File 0 Exit
( hoaéc File [ Close).

Cauch 2: Nhauy vago nuut
Close ¥

Cauch 3: Nhaly chuoat phadi
taii tean choéong trinh 60 trean
thanh coang vieac vag choin
Close.

Cauch 4: Nhaan toa hoip phim

Bd 0L A=

zaal

Alt + F4.

c.Tieau keat:

- Cou nhieau cauch
fieda mO0 vag foung
moat chdéong trinh. Chae
caan thagnh thaio moat
thao tauc.

1/ TAIO NOOONG TAET:

- N6b6gng taét (Shortcut) lag
biedu t66ing giuup ngddai dugng
truy caap nhanh vago nodi té66ing

Hoait Aoang 2:

a. Muic tieau:

- Hiedu khaui niedm
AO0O@Nng taét.

Gido vién: D6 Chi Tung
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THPT NGUYEN CHI THANH Nghé phé théng 16p 11
thdo@ng hay s6d duing. - Bieat taio A66@ng
- Cauch thoic hiean: taét.
® Nhauy nuut pha(i chuoat b. Tiean hagnh: - Trad 16gi.

vago khoaling troang trean magn
hinh Desktop [ New [ Shortcut [
Xuaat hiean colia soa Create
Shortcut.

@ Goo A66@Nng daan fiean
Aoai tdoing vago oa Type the
Location of the item [ Next [
god tean (nedu muodn fioai tean)
0 Finish.

- Cho HS nhaan xeut
vea hai cauch kho6di
Aoang trong phaan I.

- Tég caau tra( |0gi
cua HS ruut ra keat
luaan cogn moat cauch
kho(i fAoang chodng
trinh nhanh hén, fiou lag
nhauy Aulp vago biedu
to6ing choédbng trinh
trean magn hinh
Desktop (Shortcut
_Aob6gng taét). Nhoéng
fied soG duing caulch
nagy thi ta phali taio
Shortcut (Taio A66@ng
taét).

- H66ung daan HS
cauch taio A66@ng taét.

c. Tiedu keat:

Cauc biedu toding cula
A66@ng taét cou hinh
muoi tean .

- Quan saut, laéng
nghe, ghi bagi.

iy MOU MOAT TAQI
MOUI MOU GAAN NAAY:
- Ned mdG moat tagi liedu
moéui mo( gaan Aaay moat cauch
nhanh choung vag khoang phadi
nhou vo tri 16u cula teap, ta thoic
hiean nho sau:
Start 1 My Recent Documents [
Nhauy vago moat tean teap.

LIEAU

Hoait foadng 3:

a. Muic tieau:

- Biedt mol tagi liedu
moéui mol gaan Raay.

b. Tiedn hagnh:

- Nedu muodn modd
moat tagi lieau mOoui
mola gaan fAaay nhaat
moat  cauch nhanh
choung vag khoang
phaGi nhéu vo tri I6u
cula teap ta phadi lagm
sao sau?

- Hoo6ung daan HS.

c. Tiedu keat:

Soa cauc teap A6OiIC
[6u trong balng choin

con My Recent
Documents lag cou
gidui hain, tean cauc

teap moui hon sed NAOdIc
thay thea tean cauc

- TraG 10@i cadu

ho(i.

- Quan saut, laéng
nghe, ghi bagi

Gido vién: D6 Chi Tung
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THPT NGUYEN CHI THANH

Nghé pho théng 16p 11

teap cud.

IV/ TIM MOAT TEAP HAY THO
MUIC:

- Leanh Search (tim kiedm)
A6oic s60 duing fied tim moat
ch66ng trinh. Nea thoic hiean tim
kiedm:

@ Start 0 Search [ Xuaat
hiean hoap thoaii Search
Results.

@ Nhauy vago l6ia choin cho
vieac tim kieam. Hoap thoaii Ad0ic
mod ra. Ta caan cung caap tean
hoaéc moat phaan tean teap (tho
muic) lagm c6 s60 cho vieac tim
kiedm.

® Nhauy Search fied baét
Aaau vieac tim kieam.

Hoait hoang 4:

a. Muic tieau:

- Bieat tim moat teap
hay thé muic.

b. Tiean hagnh:

- Nedu muoan mod
moat tagi lieau naod taio
trobuc fnou mag ta
khoang nhdéu Ada chee
cula nou thi ta phadi

lagm sao? Khi nou ta
sed soU duing leanh
Search.
- Cauc boouc thoic
hiean?

- Hoo6ung daan HS.

c. Tiedu keat:

Cou thed hain ched
bout phaim vi tim kiedm

baeng cauch noda ra
cauc thoang tin chi
tiedt.

- Quan saut, laéng
nghe, ghi bagi.

- Tral 16gi.
- Quan saut, laéng
nghe, ghi bagi.

IV. Tong két, danh gia
+ Khaui nieam A66@ng taét.

+ Cauc cauch khédi Aioang vag keat thuuc cauc chééng trinh.

+ Cauch taio A66@ng taét.

+ Cauch mo60 tagi liedau méui moU gaan Raay, tim teap vag thé muic.

V. Din do

+Vea nhag thoic hagnh laii vag chuaan bo troduc bagi

Gido vién: D6 Chi Tung
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THPT NGUYEN CHI THANH Nghé phé théng 16p 11
Tiét PPCT: 10, 11, 12 Ngay soan: ....../...../20.....
Tuan: 4 Ngay day: ....../...../20......

BAI 5: CONTROL PANEL VA VIEC THIET PAT HE THONG

I. Muc tiéu
1. Kién thirc:
+ Hiedu nodic moat sod chduc naéng culia Control Panel
+ Naém Rdoic noai dung culla moat sod thieat naét hea thoang Aén gialn
2. Ky nang:
+ Thay fiodi A66ic moat soa tugy biedn fidn gialin culia Windows
+ Cou khal naéng cagi fiaét mauy in trong Windows
3. Théi do:
+ YU thouc hoic taap, toi regn luyean qua tieat théic hagnh, giuup 66 bain
beg.
II. Chuan bi
1. Gido vién: SGK nghé, gido an.
2. Hoc sinh: SGK nghé, va ghi.
III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cti
3. NGi dung bai méi

NOI DUNG HOAT PONG CUA GV HOAT PONG CUA HS
l. Control Panel Hoait fioang 1(12’)
1. Khaui nieam: a. |Muic tieau: Giuup hoic
Control Panel lag moat sinh bieat Adbic Control

taap hoip cauc choong trinh |Panel lag gi? Thoic hiean

dugng fead cagi Naét cauc  |nhodng chouc naéng

tham sod hed thoang nhé  |nago? Khodi Aoang, faét

phoang ch66, mauy in, hea thoang.

qualn Ii cauc phaan meanb. [a.Tiean hagnh:

oung duing Neau khaui nieam.

2. 2. Khoédi Aoang:d. [Khddi Aioang Control Panel

Stast Control Pgnel  thieat faét hed thoang.
nhauy chuoat vagi loaiie. |b.Keat thuuc vieac thieat

caan thieat Raét. RAaét: 3 cauch.

c. Tiedu keéat:

g. Naém nooic c6 baln hea

thodng Control Panel

h. [Thao tauc Aén giadln.

“Rea
e File —» Close
e Nhauy nuut Close(x)
e Alt+F 4
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Nghé pho théng 16p 11

NOI DUNG

HOAT PONG CUA GV

HOAT PONG CUA HS

Naét traing thaui nghae balo
vea magn hinh
Sreen saver - choin trong
danh muic
Setting: sola foai
Preview: xem tréouc
Wait: Aonh thogi gian
Choin OK
2.Thieat faét cauc thoang
soa khu vaic
Thao tauc: Control panel -
Date, Time, language and
regional, options
Il. Cagi Aaét mauy in
Start-printers and faxes- add
a printer-next

Hoaéc trean magn hinh
desktop nhaap phadi
chuoat choin properties
thoic hiean cauc thao
tauc trean

Thoic hiean cauc thao
tauc Adn giadn lagm vi
dui

Hoait noang 3(5’): Cagi
Aaét mauy in
muic
tiedu: naém n6dic quy
trinh cagi Aaét mauy
in
. tiedn
hagnh: cagi fiaét mauy
in tégng boduc Auung
quy cauch
tiedu
keat: thoic hiean vieac
cagi faét vag in thol

IV. Tong két, danh gia
+ Tieat hoic

+ Thogi 166ing kiean thoéuc

+ Thao tauc fAén gialn

Gido vién: D6 Chi Tung
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THPT NGUYEN CHI THANH Nghé phé théng 16p 11

Tiét PPCT: 13, 14, 15 Ngay soan: ....../...../20.....

Tuan: 5 Ngay day: ....../...../20......
BAI6: ON TAP VA THUC HANH TONG HOQP

I. Muc tiéu

1. Kién thitc:
+ Giuup hoic sinh oan laii cauc khaui nieam c6 baln vea hea fieau hagnh.
2. Ky nang:
+ Thagnh thaio moéat sod thao talic c6 badn fied lagm vieac trong hea fieau
hagnh Windows.
3. Thai do: Yeau thich moan tin hoic
II. Chuan bi
1. Gido vién: SGK nghé, gido an.
2. Hoc sinh: SGK nghé, va ghi.
III. Tién trinh bai giang

1. On dinh 16p
2. Kiém tra bai cl
3. Noi dung thuc hanh

Noai dung

Hoait hoang cutia GV

Hoait hoang cuda HS

a. Khédi Aoang
Windows?

b. cauich toa chouc
thoang tin trean mauy
tinh?

c. Lagm vieac voui teap,
thé muic vag tim kiedm
teap hoaéc thé muic?

d. Lagm vieac voui cauc
ch66ng trinh éung duing,
taio N66@ng taét cho
moat éung duing?

e. S60 duing Control
Panel fied thieat fiaét
moat sod tham soa hea
thoang, cagi Aaét mauy
in?

f. Noung taat cal calc
oung duing vag thoaut
khoGi Windows

Hoait hoang 1:noai
dung thdic hagnh vag
bagi taap 1

a.Muic tiedu:toa chéuc
cho HS oén taép laii hea
thoang cauc kiean théuc
c6 baln vea hea nieau
hea hagnh Windows
b.Tiedn trinh :cho HS
thalo luadn vag trad 16oi
cauc cadu hodi cuta GV
Nhaéc laii cauch khoi
Aoang mauy?

S60 duing Projector thoic
hiean

Nhaéc laii cauch taio
teap,tho muic?

Thoic hiean taio teap cou
tean, trong thé muic
Tim kiedm teap, tho
muic theo yeau caau
culia giauo viean
Taio A66@Nng taét:fiem
biedu t66ing display
trong Control Panel ra
magn hinh Desktop
Hady mb&d magn hinh

Tral 16gi

Khédi Aoang mauy
Trad 10gi.

Hoic sinh thoic hiean
Hoic sinh thoic hiean
Hoic sinh nhaéc laii
cauch lagm vag thdic
hiean

Hoic sinh nhaéc laii
cauch lagm vag thdic
hiean

Hoic sinh thoic hiean
Hoic sinh thoic hiean
Hoic sinh thoic hiean
Nhauy chuoat:choin Aoai

t66ing
Nhauy Auup chuoat:maod

Gido vién: D6 Chi Tung
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THPT NGUYEN CHI THANH

Nghé pho théng 16p 11

Noai dung

Hoait hoang culda GV

Hoait hoang culta HS

1.tiean trignh thoic hiean
a.YU nghéda cula cauc
thao tauic nhauy chuoat,
nhauy Auup
chuoat,nhauy phadi
chuoat

b. Giao diean cu(ia hea
Aieau hagnh Windows
c. Chouc naéng chinh
culia thanh coang vieac
d.Cauc cauch chuyean
fioai gitda calc cola soa
lagm vieac
khi cou nhieau cola
soa 6dic mol cugng
moat lutic

e. Thoang tin trong mauy
fodic toa chouc dooui
daing caay

f. Cauch khédi Aoang
moat chébéng trinh éung

duing

g. Moat soa chouc naéng
culia control panel

Bagi taap 2: noai dung
SGK(p 39)

Bagi taap 3:noai dung
SGK

Bagi taap4: noai dung

lagm vieac cula Word
Naét kiedu thogi gian
vag ngagy thaung, thay
fAoai magn hinh nean ?
Thoic hiean thao tauc
xem troouc khi in?

Neau yU nghda culia
cauc thao tauc nhauy
chuoat, nhauy Auup
chuoat,nhauy phadi
chuoat

Nhaéc laii Aaéc fileam
culia hea nieau hagnh
windows?

Giauo viean nhaéc laii

GV:yeau caau hoic sinh
nhaéc laii cauc thao tauc
chuyean fiodi gitda cauc
c60a soa lagm vieéac khi
cou nhieau c6a soa lagm
vieac cugng moat luuc
Thoang tin trong mauy
Ao6ic toa chouc déoui
daing nago? Dugng
coang cui nago?

c.Tiedu kedt:Naém
vOOng cauc thao tauc
lagm vieac vOui hea
Aieau hagnh Windows

Neau cauch khodi fioang
moat chébéng trinh éung
duing?

Neau moat soa choéuc
naéng cudla control
panel?

Hoait noang 2: bagi
taap2 vag bagi taap 3

GV daun hinh photo

c60a soa 6ung duing
Nhauy phadi chuoat:
choin cauc leanh
Hoic sinh trad 10gi.

Hoic sinh nhaéc laii

Hoic sinh trad
|6@i .Dugng coang cui
chuoat, bagn phim.

Start___setting___ control
panel.

Chouc naéng culia
control panel: fiodi magn
hinh nean, iodi muui
giog,...

Hoic sinh xem vag traG
[eY2]]

Hoic sinh thoic hiean taio
caay thé muic trean
mauy.

Hoic sinh thoic hiean

Hoic sinh thoic hiean

M6G colia soa Windows
Explorer __nhauy phadi
chuoat __ choin tégng
Aoai tooing

Hoic sinh thdic hiean

Gido vién: D6 Chi Tung
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THPT NGUYEN CHI THANH

Nghé pho théng 16p 11

Noai dung

Hoait hoang culda GV

Hoait hoang culta HS

SGK

Bagi taap 5: noai dung
SGK

Bagi taap 6:noai dung
SGK

Bagi taap 7,8,9: noai
dung SGK

phoung to bagi taap 2

GV daun hinh photo
phoung to bagi taap 3
Hoait noang 3: tég bagi
taap 4 nean bagi taap
9.

a.Muic tieau:giuup HS
oan laii cauc thao tauc
c6 balin fied lagm vieac
trong Win dows

Tim nhodng teap mag
tean cou choua cuim
to@ readme trean cauc
oa fida coung cuda
mauy?

Thoic hiean cauc thao
tauc trong bagi taap 57

GV hoébéung daan thdoic
hiean

Giauo viean xem vag

cheenh so(a

IV. Téng két, danh gia

+ Nhaan xeut quau trinh théic hiean cula hoic sinh neau nhédng loai tho6ang

gaép khi thoic hagnh.
V. Din do

+ Hoic bagi vag chuaan bo bagi kiém tra.
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THPT NGUYEN CHI THANH Nghé phé thong 16p 11
Tiét PPCT: 16 Ngay soan: ....../...../20.....
Tuan: 6 Ngay day: ....../...../20......

KIEM TRA 1 TIET

1/ Céc hé diéu hanh windows déu c6 giao dién do6 hoa dy trén khai niém:

a. Bang chon b. Ctta s6 c. Bang chon d. Hop thoai
2/ D€ chuyén doi ctra s6 lam viéc, thye hién:
a. Nhan giitr phim Alt va phim Tab b. Nhan gii* phim Alt va phim mdii tén
c. Nhan giit phim Ctrl va phim Tab d. Nhan gitt phim Shift va phim Tab
3/ Bé chon doi twgng ta:
a. Nhay chudt ¢ doi twgng do b. Nhay dup chudt
c. Rightclick d. Drag and drop

4/ Dé chon céac doi twgng khong lién tuc nhau trong cira s6 folder, ta phai dung thao tac nao trong cac thao tac
sau:
a. Nhay vao doi twgng dau, gitt phim Ctrl, nhay vao cac doi tuwgng
b. Nhday vao doi twgng dau, gitt phim Shift, nhay vao doi twgng cudi cung
c. Nhay vao doi twgng dau, gitt phim Alt, nhay vao doi trgng cudi cung
d. Nhay vao doi twgng dau, gitt phim Alt, dung cac phim mii
5/ D€ tao thw muc mdi, ta dung thao tac nao trong cac thao tac sau:
a. File—Folder b. Edit— New—Folder
c. File— New—Folderd. File— New—Text Document
6/ Dé doi tén tép hodc thv muc ta chon tép hoac thw muc mudn doéi va thyc hién:

a. File—new Rename b. Edit— Rename
c. File— New—Rename d. File— Rename

7/ D€ sao chép tép hodc thu muc ta chon tép hodc thw muc can sao chép, sau do thyre hién:
a. File—Copy b. Edit—Paste
c.Nhén t6 hgp phim Ctrl+V d. Nhan t6 hop phim Ctrl+C

8/ Dé di chuyén tép hodc thw muc ta chon tép hodc the muc can di chuyén, sau do thyc hién:
a. File—Copy—paste b. Edit—cut—paste
c.Nhan t6 hgp phim Ctrl+V d. Nhan t6 hgp phim Ctrl+X

9/ Bé khoi phuc cac tép va the muc da bi xda, ta nhay dip biéu twgng Recycle, chon do6i twgng mudn khoi
phuc va thyc hién:

a. File—Delete b. File—Restore

c. Edit—Restore d. File—=Undo
10/ Bé x6a han cac tép va thv muc da bi xda, ta nhdy dap biéu twgng Recycle, chon déi twgng mudn khoi
phuc va thyc hién:

a. File—Delete b. File—Restore
c. Edit—Restore d. File—=Undo
11/ D€ két thiic cac chwong trinh chay trong Windows, ta thyc hién:
a. File—Close b. Ctrl+F4 c. File—Exit D. Alt+F3
12/ Tai liéu mé& gan day nam trong bang chon:
a. Start—Documents b. Start— Programs c. Start—Settings d. Start— Run

13/ Bé tim mot tép hay mot thw muc ta thyc hién:
a. Start—Documents—Search b. Start—Documents

c. Start—Find d. Start—Search

14/ Dé khai dong Paint ta thyc hién:
a. Start— Programs— Accessories—Paint b. Start— Programs— Startup—Paint
c. Start— Programs—Paint d. Start— Accessories—Paint

15/ Bé khéi dong Control Panel ta thyc hién:
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THPT NGUYEN CHI THANH Nghé phé théng 16p 11

a. Start— Run b. Start—Settings— Control Panel
c. Start— Programs—Control Panel d. Control Panel
16/ Trong Windows, mudn cai dat cac thong s6 khu vie (ving mién), thye hién:
a. Start—Settings—Control Panel—Regional and Language Options
b. Start—Settings—Control Panel—System
c. Start—Search—For People
d. Start—Programs— Accessories

17/ Bé thay doi mot s6 thudce tinh man hinh nén ta thyc hién:

a. Start—Settings—Control Panel

b. Start—Settings—Control Panel—Display

c. Start— Settings—Control PanelDesktop

d. Start— Settings—Control Panel—Display—Screen Saver
18/ Bé thay doi man hinh nén ta thyc hién:

a. Start—Settings—Control Panel—Display—Settings

b. Start—Settings—Control Panel—-Display—Themes

c. Start— Settings—Control Panel—Display—Desktop

d. Start— Settings—Control Panel—Display—Screen Saver
19/ Dé sap xép cac doi twgng trong ctta so folder theo tén doi twgng, ta chon:

a. View—Arrange Icons—by Name b. View—Arrange Icons—by Type
c. View—Arrange Icons—by Size d. View—Arrange Icons—by Date
20/ Tinh chat nao dung dé xac dinh ky hiéu phan cach thap phan:
a. Decimal symbol. b. Digit grouping symbol
c. Negative sign symbol d. List sepatator
Cau |1 | 2|3 /4[5 |6|7 8|9 |10(11|12|13|14|15[16[17 181920
PA |bjaja|a|c|[d|b|d|b|c|c|d|d|b[c|[d|b|d|a]a
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THPT NGUYEN CHI THANH
Tiét PPCT: 17, 18, 19
Tudn: 6

Nghé pho théng I6p 11
Ngay soan: ....../...../20.....
Ngay day: ....../.....

BAI7: ON LAI MOT SO KHAI NIEM CO BAN

I. Muc tiéu
1. Kién thirc:
+ Hea thoang laii cauc khaui nieam c6 baln cula hea soain thalo VB.
+ Hieau cauc quy taéc cb badlin trong viedc soain tha(io vaén ba(n.
+ Hiedu fi6dic nodi dung calc thao talc biean taap VB, god VBch6d vieat cauc
ched foa hiean tho VB.
2. Ky nang:
+ Phaan bieat fn66ic cauc thagnh phaan c6 baln cula VB.
+ Thagnh thao cauc thao tauc: khédi Aoang vag keat thuuc Word, god vaén
balin,god ch6d vieat, s6da choda trong vaén baln, hiedan tho vaén baln trong
cauc chea noa khauc nhau.
3. Thai do:
+ Hoic taap nghieam tuuc, yeau thich moan hoic.
II. Chuan bi
1. Gido vién: SGK nghé, gido an.
2. Hoc sinh: SGK nghé, va ghi.
III. Tién trinh bai giang

1. On dinh 16p
2. Kiém tra bai cii
3. NGi dung bai méi

NQI DUNG

HOAT PONG CUA GV

HOAT PONG CUA HSO

I Nhaéc laii:

1. Ki toi , tog, caau,
dogng, noain, trang:

Hoait hoang 1:nhaéc
laii cauc khaui nieam
trong Word fiad hoic 604
[6up 10

- boic cauc caau sgk vag
goii hoic sinh Aiean vago
khoa(ing trodng

Cho vi dui 1 caau sai quy

Theo dodi tra( 10gi

taéc goo vaén baln Tral |6gi
2. Moat soa quy taéc Goii hoic sinh nhaan xeut | Noic
goo vaén badn: Noic quy taéc god vaén | Tra( l6gi
badn
3. Cauc thao tauc
biean taap vaén baln: | Nedu cauc cauch biean
0 Choin Aoai td0ing taap vaén baln
0 Copy(sao cheup) Thoic hiean
ICut(caét) S60 duing badng phui
IPaste(daun) kiedu L fied hoic sinh
gheup chduc naéng cauc
phim taét
4.Soain thalo vaén Trinh chieau thanh
baidn ch6o Vieat: coang cui vag ho(i HS yu | Trad 16gi
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Nghé pho théng 16p 11

NOI DUNG

HOAT PONG CUA GV

HOAT PONG CUA HSO®

Vieat
©Phoang choo Vieat

[I. Cauc ched foa hiean
tho vaén baln trean
magn hinh:

Web Lawvouk
Prink Layouk
Reading Lawouk

M~ S

outline

Normal(chuaan): hiedn
tho vaén baln daing
Aoln giadn

Print Layout: boa tri
trang

Outline: dagn bagi

Full sreen: toagn magn
hinh

Print Preview: xem
troduc khi in.

©Choéng trinh god ch6d

nghda cauc bieau t66ing
vag phim taét toéng
oung?

Nieau kiedn Aed soain
thalo choo vieat?

Hoait hoang 2:ched
fiod hiean tho cula vaén
badn:

Cou bao nhieau chea noa
hiean tho vaén ba(in?
S60 duing projector trinh
chiedu cauc dang fiea HS
trad 16@i?

Phoung to vaén badn
Aea HS quan saut vag
hodi baeng cauch nago
thoic hiean R66ic?

Phaan meam hoa troi
choo Vieat, Font ch00
Vieat.

2 daing

Xem vag tral 10gi

OA 100% treén thanh
coang cui

IV. Téng két, danh gia

Caau holi traéc nghieam:
1. Phim Enter cou tauc duing:
a) Keat thuuc moat caau.
b) Keat thuuc moat dogng
c) Keat thuuc moat fioain
2. Choin caau Auung:
a) Maau caau :"Toai yeau tin hoic”.
b) Maau caau : "Toai yeau tin hoic”
c) Maadu caau :"Toai yeau tin hoic.”
d) Maau caau: "Toai yeau tin hoic.”
3. Ctrl+ Shift 4 : cou tauc duingchon t6é@ vo tri con trod Aean:
a) Cuoai tog
b) Cuodi foain
¢) Cuoai dogng
4. Ned di chuyean moat fioan vaén baiin tog 1 trang qua trang khauc ta théic hiean:
a) Keuo vag tha(i chuoat
b) S64 dung Cut & Paste
c) Xoua vag good laii
d) Tim kieam vag thay thea
fiea xem vaé ba(in d66Ui daing dagn bagi ta xem 60 cheé fioa:
a) Web Layout
b) Out line
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c) Print Layout
d) Full Sreen
6. Ned choin toagn boa vaén baln ta nhaan toa hoip phim:
a) Ctrl +A
b) Ctrl + C
c) Ctrl +V
d) Ctrl + B
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Tiét PPCT: 20, 21, 22 Ngay soan: ....../...../20.....

Tuan: 7 Ngay day: ....../...../20......
BAI 8: DPINH DANG VAN BAN

I. Muc tiéu

1. Kién thic:
+ Hiedu noddic yu nghda cula vieac ionh daing vaén badn.
+ Bieat A00ic cauc noai dung nonh daing vaén baln c6 baln .
2. Ky nang:
+ Thaoic hiean A66ic Ainh daing ki téi,Adnh daing Aoain vaén baln theo maau.
+ Soain thalio A606iIc vaén badn Adn giadn.
3. Thai do:
+ Hoic sinh caan soain thalio vaén badlin fied taio ra nhoéng saln phaam
chuaan moic, nhaat quaun, toan troing ngdbgi fioic.
II. Chuan bi
1. Gido vién: SGK nghé, gido an.
2. Hoc sinh: SGK nghé, va ghi.
III. Tién trinh bai giang

1. On dinh 16p
2. Kiém tra bai cii
3. Noi dung bai md&i

NOAI DUNG

HOAIT NOANG CUUA
GV

HOAIT NOANG CUUA
HS

Hoait hodng 1:Nonh daing ki toi

Muic tieau: Hoic sinh thoic

hiean N60ic cauc thao tauc

nonh daing ki toi.

l. Nénh daing ki
toi: Cauc leanh nonh
daing ki toi trong
hodip thoaii font

Choin Formaty Font

_ Phoang chd6 (VNI

Times,...)

_ Kiedu choo (fiaam,

nghieang, ...)

_ Magu chdd

_ CO606 chdod (10pt, 12pt,

T

WiI-Stencill ~ [ETE—— ] -~
NI-Styhas

Fonk stye:
onderise

NI~ Svis5-C
WNI-Tekon

Fork golor

........

VHI-Times

Thiz 12 & TruaTypa fant, This Fort will ba used on both prirser ard screee

Tiedn hagnh:

GV:Cho vi dui A6n gialn
lag AGN xin nhaap hoic
chdéa Ainh daing

Theo em lagm thea nago
fied vaén baln fieip hon?

Gv:Muoan cou Nodic
Aieau nagy ta lagm sao?
GV: Taat cali cauc Aeau
trean nieau lagm NoOOIC
nhég phaan fionh daing
ki trong badn choin
Format.

Gv: Nonh daing ki toi cho
moat tég hoaéc cuim tog
em lagm thed nago?

GV: hédéung daan cho
hoic sinh thao tauc

GV chee cho hoic sinh
cauch lagm nhanh cauc

Hoic sinh khdGi Aoang
mauy
Hoic sinh chuu yu

Hoic sinh xem vag nhaan
xeut cheaenh séda vaén
baln theo yu minh
(haam, nghieang,toa
magu,...)

Hoic sinh suy nghd

Hoic sinh laéng nghe vag
tim hoaip thoaii Font

Choin tog hoaéc cuim
t0@ caan Aonh daing

Hoic sinh nhin vag thoic
hiedn cauc thao tauc.
Hoic sinh laéng nghe vag
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Nghé pho théng 16p 11

NOAI DUNG

HOAIT NOANG CUUA
GV

HOAIT NOANG CUUA
HS

thao tauc baeng cauc
phim taét

ghi bagi

baln.

Hoat déng 2: Nonh daing fioain vaén badin
Muic tieau: Hoic sinh thdic hiean Ad06ic cauc thao tauc Aonh daing Aoain vaén

Il. Nonh daing fhoain

Aonh daing Aoain

vaén baln trong baling
choin Format

Choin Format—»
Paragraph

Noai dung Aonh daing
Aoain vaén badn Aoic
SGK

Indents and Spacing | Line and Page Breaks

General

Algrenent: b Quthine level: Body text

Indentation

Left: 0 om v Special: By:

Right: 0 cm > (none) -
Spacing

Before: LL I Lige spacing: Ak

After: 0pt = Single ~

Preview

vaén badn: Cauc lednh

Paragraph ?)x)

‘Somgls Tos Sampi T St P Somghe Tt Sampls Toms Smpls T gl P
T Somphn T Toms Sl
S P Samgi T Sl P Somgls Tt S T Smmpls o e P

Tiedn hagnh:

“} Theo em Aonh daing
Aoain vaén baln lag
lagm nhodng gi?

cho moat vaén baln
chdéa Aonh daing Aoain
7 theo em sed Adnh
daing fioain vaén badn
nho thed nago?

< Khi god xong moat
Aoain vaén baln lagm
thed nago fied sang
Aoain moui?

» Treo bang phu

> Hooung daan cho
hoic sinh cauc kha(
naéng Aonh daing Aoain
vaén badn.

Hoic sinh suy nghé vag
trad 10gi

->Hoic nhin vag fda ra
cauch fied fionh daing
Thuit dogng Raau tiean,
caéng thadng hai lea,...
->Dugng phim enter

- Hoic sinh nhin vag ghi
laii cauch thoic hiean
nhanh cauc thao tauc
baeng tod hoip phim.
Hoic sinh laéng nghe
->ghi bagi

lII.Nonh daing trang
vaén bain:
choin File Page

Bottom: 2 cm
Right: 2em
Gutber position: |Left

COIEENET

Muic tiedu: Hoic sinh
biedt donh daing trang
vaén baln

Tiean hagnh :

7 hady cho bieat nhdédng
Aonh daing vaén badn
mag em bieat?

1 Theo em sed AoONh
daing nhédng phaan
nago trean trang vaén
baln ?

GV nhaan xeut vag choéat
laii cho hoic sinh

H66ung daan hoic sinh

- Hoic sinh suy nghd vag
traQ 10gi

>Nonh daing lea treéan,
lea doobui,lea traui, lea
phali,h6éung giady
AGung hoaéc naem
ngang

Hoic sinh ghi bagi

Hoic sinh laéng nghe vag
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NOAI DUNG HOAIT NOANG CUUA HOAIT NOANG CUUA
GV HS
thoic hiean cauc thao thoic hiean
tauc Aonh daing trang
vaén baln

IV. Téng két, danh gia

Caau holi traéc nghieam
1.Nea fonh daing ki t6i ta choin hoap thoaii

a. Page Setup b. Paragraph c. Font d. Cali 3 cau
Aeau sai
2. Toa hoip phim Ctrl+1 col tauc duing:
_a.in nghieang b. in Aaam C. gaich dooui d. Canh feau
3. Nea taéng kich c66 (size) ta dugng toa hoip phim :
a. Ctrl+] b. Ctrl+[ c. Ctrl+Shift +W d.Ctrl + P
4. Toa hoip phim Ctrl+) cou tauc duing :
a. Canh traui b. Canh gi6da c. Canh fieau d. Canh
phadi
5. Muoan fiodi chdd hoa sang ch6d thoéeng hoaéc ngdodic laii ta thoic hiean:
a. Shift +F3 b. Format _ Change Case c. Shift + F2 d.Cadla,b
Auung
6. Boai fen nhanh toagn boa vaén baln ta thdic hiean:
a. Ctrl+A b. Edit __ Clear c. Edit__ Select d.Caaua,c
Auung
V. Dan do

+ Vea hoic bagi vag xem tréouc bagi 9:"Taio Vag Lagm Vieac Voui Balng”

Gido vién: D6 Chi Tung 27



THPT NGUYEN CHI THANH Nghé phé théng 16p 11
Tiét PPCT: 23, 24, 25 Ngay soan: ....../...../20.....
Tuan: 8 Ngay day: ....../...../20......

BAI9: LAM VIEC VOI BANG TRONG VAN BAN

I. Muc tiéu
1. Kién thirc:

+ On laii calic khaui nieam liean quan fiedn baling trong soain thalio vaén
baln;

+ Bieat cauc chouc naéng trinh bagy balng.
2. K¥ nang:

+ Thaoic hiean taio balng, Aieau chaenh kich thoduc balng, fioa roang culia
cauc coat vag chieau cao culia cauc hagng, nhaap d6o lieau cho baling, caén chaenh
noai dung trong oa, goap oa vag vo tri baling trong trang;

+ Trinh bagy baling, kel A66@ng biean vag N66ang 166Ui;

+ Saép xeap trong balng theo yeau caau.

3. Thai do: chul yU nghe gia(ing, tich cdic tham gia phaut biedu yu kieén.
II. Chuan bi

1. Gido vién: SGK nghé, gido an.

2. Hoc sinh: SGK nghé, va ghi.
III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cti
3. NoGi dung bai méi

NOI DUNG HOAIT POANG CUA GV | HOAIT NOANG CUA HS
Hoat dong 1:Tim hiéu
cach tao bang
GV: 60 I6up 10 chuung
ta Aad tim hiedu vea taio
vag lagm vieac voui
baling. Baling cho pheup
tod chéuc thoéng tin
l. THAO TAC VOI BANG theo cauc hagng (Rows),

1.Taio baling: cauc coat (collumns),

-C;: table 0 insert [ table giao culia hagng vag

-C,: nuut leanh = coat taio thagnh oa(cell). | HS: cou 2 cauch:

_C5: taio badng téi do 4 | Tail modi, cou thea | -Tablel insert [ table

2. Thao tauc véui nhaap doo lieau lag soa, | -s(1 duing nuut lednh =
baiing: ki td6i hoaéc hinh ved...

Cagu holi: vaay hady | HS: Aiean vago.
nhaéc lali cou maay
cauch taio balng, fou

Niean vago cho& troang
cauc caau hoGi dooui

Aaay: I . adr 0
[Thay hoai fod roang gs_n Oﬁng cauc \Pago.\
cauc coat: : nhaan xeut, cou

-Dugng leanh table 1 theAa gr;]i bAqunhg X oas s
. g;aau oul:

table properties... 1 aoy hiean

N6a con troli chuoat|Ya20 choa troang cauc

vago Nooéeng viean

cula coit hay hagng ... | (Neau  khoang  cou
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NOI DUNG

HOAIT POANG CUA GV

HOAIT NOANG CUA HS

ICheon theam hoaéc
xoua 04, hagng, coat:
1.Naunh dadu oa, hagng
hay coat

2.Dugng leanh Table 1
delete vag table 1
insert

(Tauch hay goap cauc
oa:

1. Naunh dadu 08, hagng
hay coat

2.Dugng leanh table 1
split cells hay table 1
merge cells.

0 Nonh daing vb trong
oa:

1.Choin oa hoaéc naét
con tro soain thao bean
trong oa

2.Dugng nutt leanh [=
11.CAEN CHAENH VO TRi
CUUA TOAON BAUNG
TREAN TRANG

1.Choin toagn balng;
2.Choin tablel table
properties

3.Nhauy trang table vag
choin nuut tédéng oOung
trong oa Alignment
I1.KEU NOOONG BIEAN
VAG NOOONG LOOUI
CHO BAUNG

1.Choin Format [ Borders
and shading..

2.Choin trang Borders
3.Choin kiedu toa
4.Choinkiedu
biean

(Thao tauc nhanh:
(hinh 3.17 -SGK).
IV.SAEP XEAP:

A66ang

-Stt duing leanh Table 1
sort... trong hoap thoaii
Sort (hinh 3.18 SGK)

phogng mauy, dugng
balng phu)

Hoat dong 2:

GV: Khi nhauy vago
moat vo tri trong balng
vag Aonh daing Aoain vb
thi chae alnh ho6bdng
Aean vb trong oa.

Cadu  holi:Vady fea
chaenh vo tri cula toagn
balng trean trang ta
lagm sao?

Hoat dong 3:

GV: Hinh 3.16-SGK

GV: ngoawgi ra ta cou
thea sd thao talc ?
Hoat dong 4:

GV: filed saép xedp calc
hagng cula balng theo
thou toi taéng hay gialm
cua cauc sod lieau
trong moat coat nago
Aou.

Caau holi: chuung ta

HS: tral 10gi

HS: S60 duing nuut
lednh trean thanh table
and borders.

HS: Table [ sort...
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NOI DUNG

HOAIT POANG CUA GV

HOAIT NOANG CUA HS

1.Chee ra thou toi sod
duing cauc coat khi saép
xeap, nghdéa lag neadu
coat flaau tiean cou giau
tro0 nhé nhau thi saép
xedp theo coat thou hai
(toai fa lag 3 coat);
2.VOui moai coat mag
giau tro chuung tham gia
vago Ssaép xeap, choin
kiedu dod liedu: Number
(soa)

Text (ki tor)

Date
(ngagy)
Choin hoéung saép xeap:
Ascending (taéng)

cou thed sd lednh?

Caau holi: ngoagi cauch
tredn ta cou thed lagm
cauch nago nooa?

HS: nhaly nuut (taéng)
(giagm)

Descending(gialm)
3.Choin Header row (cou
dogng tieau Aea). Nedu
khoang Aaunh dadu choin
No header row.
4.Choin ok.

*Thao tauc nhanh:

-Nhaly nuut 2
xeap taéng

(saép

IV. Téng két, danh gia

-Naém Ao6ic coang duing culia badng.
-Biedt cauc thao tauc taio baling, saép xedp, canh cheaenh, trinh bagy noai dung
trong balng.

V. Dan do
- Vea nhag hoic bagi
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Tiét PPCT: 26, 27, 28
Tudn: 9

Nghé pho théng I6p 11
Ngay soan: ....../...../20.....
Ngay day: ....../...../20......

BAI 10: THUC HANH SOAN THAO VAN BAN

I. Muc tiéu
1. Kién thirc:
+ Bieat A00ic cauch trinh bagy moat sod vaén baln hagnh chinh thoang
duing.
2. Ky nang:
+ Soain thalio A66ic cauc vaén baln hagnh chinh thoang duing
+ Bieat s6U duing balng trong soain thalo vaén baln
3. Thai do:
+ Thoic hagnh nghieam tuuc, yeau thich moan hoic.
II. Chuan bi
1. Gido vién: SGK nghé, gido an, phong may.
2. Hoc sinh: SGK nghé, va ghi.
III. Tién trinh bai giang

1. On dinh 16p
2. Kiém tra bai cii
3. Noi dung bai méi

NOAI DUNG

HOAIT NOANG CUUA
GV

HOAIT NOANG CUUA
TROO

a.Moat sod vaén baln
hagnh chinh

+ Cauch Aonh daing

cho6o in

- S0606 duing
CapsLock

- Shift + F3

- Shift + téoeng ki
toi

+ Cauch Aonh daing

chd0 in haam

- Choin Menu
Format, Font,
Bold

- Choinchoo B
trean thanh
coang cui

- Nhaan toa hoip
phim Ctrl+B

+ Thao tauc I6u

vaén baln

- Choin Menu
File/Alt+F ,choi

Hoait nhoang 1: soain
thalio moat soa vaén
baln hagnh chinh
thoang duing

Muic tieau: soian No06ic
vaén baln hay Aén xin
vieac, hay moat coang
vaén nago nou.

Thoic hagnh:

- Nhaéc laii cauch nonh
daing ch6d in?

- Nonh daing chéd in
Aaam?

- Soian A6n xin pheup?

- Thao tauc l6u moat
vaén baln?

-S66 duing Caps Lock
hoiaéc Shift+F3 hoiaéc
Shift + téeng ki toi

- Choin Menu Format,
Font, Bold hay choin B
trean thanh coang cui
hoaéc nhaan toa hop
Ctri+B

- Thoic hiean

- Choin Menu File, save
as, flaunh tean caan l6u
hoaéc AlIt+F, save
as,choin 0d fAda, Aaunh
tean caan Iou

- Thoic hiean

- S60 duing coang cui
Aieam dogng(Tab Stop)
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b.Laap danh sauch
hoic sinh

Thao tauc taio balng
- S60 duing leanh
Table [ Insert [
Table
Hoiaéc s6U duing nuut
baling Insert Table
Thao talc thay foai
noa rodng cauc coat
- N6a con trol vago
A6O@Nng biean cula
coat hay hagng caan
thay fiodi cho fieédn khi
con troG tréa thagnh
<« Hoiaéc roai
keuo A06@Ng biean vea
phia caan moG roang
hoaéc thu heip

NOAI DUNG HOAIT NOANG CUUA HOAIT NOANG CUUA
GV TROO
n save as,choin
0a fida,Raunh )
tedn caan Iou - Nonh daing theo maau | - Thoic hiean
vag l6u A6n xin pheup - Thoic hieadn
trean noda
- Soian AdN xin viedc fied | - Thic hiean
Aaunh chdd: ngagy sinh, |- Thoic hiean

thaung, naém, taii cou
kho(iang traéng, so0
duing coang cui nago
fied Aaunh nhanh?

- Soain Aidn xin vieac?

- Nonh daing theo maau
vag |6u AdN xin vieac
vago nda?

- Soain Quyeat fionh?

- Nonh daing vag I6u
guyeat Aonh vago nda?
Tiedu keat: soian fi60ic
vaén baln hagnh chaunh
Hoiat noang 2 : taio
vaén bain thagnh
daing bao goam cauc
haeng cauc coat
Muic tieau: thagnh
thaio vieac taio baling
Tiean hagnh:

- Thao tauc cho taio
balng?

- Thay fioai loa roang
cauc coat?

- Taio baling danh sauch
30 hoic sinh goam hoi
tean hoic sinh, naém
sinh, phaui

- Taio ba(ing fiedam cuda
30 hoic sinh, goam hoi
teédn, fiiedm trung binh

- S60 duing leanh Table 0
Insert [ Table
Hoiaéc s60 duing nuut
balng Insert Table
- N6a con tro( vago
A06@gng biean culia coat
hay hagng caan thay foai
cho Aean khi chn tro( troG
thagnh

<« Hoiaéc roai keuo
A66gng biean vea phia
caan mod roang hoaéc thu
heip
- Thoic hiean

- Thoic hiean

- Thoic hiean
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NOAI DUNG

HOAIT NOANG CUUA
GV

HOAIT NOANG CUUA
TROO

c.Soian coang vaén

Tieau keat: taio f60ic
danh salch baling fiiedm
cula hoic sinh

Hoait hoang 3 : Soain
coang vaén

Muic tieau: nonh daing
vaén baln

Tiedan hagnh :

- Taio baling, soain
coang vaén

- Nonh daing vaén baln
theo maau

- Nonh daing Ad66@ng kel
mog khoang Addic in ra
Tieau keat: soian i60ic
coang vaén

- Menu Format [
Borders and Shading,
choin None

- Thoic hiean

IV. Tong két, danh gia

+ Hoic sinh bieat soian moat vaén baln hagnh chinh, soian moat ndén xin vieac,
hay soain A66ic moat coang vaén thagnh thao.
+ Bieat sol duing baling fied fionh daing moéat cauch khoa hoic, nhanh choung.

V. Din do

+ Xem tréduc bagi 11 moat sod chdouc naéng soian thalio naang cao.
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Tiét PPCT: 29, 30, 31 Ngay soan: ....../...../20.....
Tuan: 10 Ngay day: ....../...../20......

BAI 11: MOT SO CHUC NANG SOAN THAO NANG CAO

I. Muc tiéu
1. Kién thitc:
+ Biét dwgc muc tiéu va ndi dung ctia chitc nang: tao danh sach liét ké, tao chit cai 16n dau

doan van, dinh dang nhiéu c6t, sao chép dinh dang nhiéu cot va sao chép dinh dang.

2. Ky nang:
+ Thye hién dugc cac chitc nang trén, linh hoat trong xt ly tinh hudng.

3. Thai do:
+ Can than chinh xac khoa hoc, linh hoat,sang tao.

II. Chuan bi
1. Giao vién: SGK nghé, giao an, phong may.
2. Hoc sinh: SGK nghé, va ghi.
III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cii
3.N0Oi dung bai mai
NQI DUNG HOAT PONG CUA GV HOAT PONG CUA HS

I. Tao danh sach liét ké dang ki | Hoat dong 1: Tim hiéu chitc
hiéu va so thir ty. nang tao danh sach liét ké dang
ki hiéu va so thir tu.

Dat van dé: Trudc khi ghi bai vao | SO thi ti hodc ki hiéu
tdp thuong dau dong chiing ta ghi
cdi gi?

Trong Word c6 mdt chitc nang cho
ta tao ki hiéu nay rat nhanh ......
Tao danh sach liét ké c6 2 dang ki
hiéu va s6 thit tw

Yéu cau hoc sinh xem hinh 3.2 cho | Cdc dogn ngang nhau vai
biét khi nao str dung logi nao? tro nhu nhau thi dung ki
hiéu.

Co thir ty(sdp xép) = STT.

1. Cach tao nhanh: Dé tao danh sach liét ké thi click

Chon doan van ban can dinh dang. | vao nit i=

Nhdy chudt vao nit & £
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Luwu y: Word st dung ki hiéu ma ta
stt dung gan day nhat.

Mubn doi ki hiéu ta sang cach 2 c6

2. Pinh dang chi tiét: nhiéu lia chon hon. Chon déi tugng can dinh
-Chon doan van ban can dinh dang dang.

-Format=> Bullet and Trudc khi dinh dang cho doi tugng

Numbering... nao do ta phdi lam gi?

Dé c6 nhiéu tuy chon hon ta vao
-Chon trang tuwong tng (Bullet Format=» Bullet and Numbering | Quan sat ghi nhg.
hoac Numbered). Chon Bullet: ki hiéu

-Nhéy Custumize: d6i phong, kich | Chon Numbered: so thit tu.
thudc, hinh anh, kich thwéc dén le | Co thé thay doi hinh dang, kich
thwdc, hinh anh=» Customize.

Hoat dong 2: Tim hiéu chitc
nang tao chit cai l6n dau doan To, va ndm trén nhiéu dong
van ban:

Thdy trén nhirng to bdo, tap chi
chir hoa dau dong thuong cé dang

nhu thé nao? Vao menu Format

Dé dinh dang doan vdn ban vao
menu nao ? Nghe ghi nhd.
-Dit con tro vao doan van ban can | Ta thuc hién nhu sau:
dinh dang.
-Format=» DropCap
-Chon kiéu chit dau dong Co 2 kiéu :Dropped va In margin.
-Line to drop: s6 hang tha xudng
-Distance from text: khodng cach | Lwu y: Néu dinh dang ca tir dau
=>»van ban doan(chir céi trong tién Anh) phai
-OK. chon ca tr.(dat cau haéi)

Luwu y: phan biét tdng vdi tang Size
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Hoat dong 3: Tim hiéu chitc Suy nghi
nang dinh dang cot.
Thwong cac tap chi, bao chi trinh Ghi nho
bay doan van ban 2 hay nhiéu cot.
Tiét kiém gidy.(khong c6 chiéu
ngang)

Luwu y: Drop Cap va chia cot Vao menu View =Print

khong dugc sit dung cho van ban Layout.

hanh chinh.
Chuyén doi ché dp xem Print
-Chuyén sang ché d6 xem Print Layout thao tdc nhu thé nao?
layout. Ta thuce hién cac buéc sau: Quan sat ghi nho.

-Chon vung van bén can dinh dang.
-Vao : Format=»column Khi chon nén chon vira khit vGi

-Chon s6 lwgng c6t(gdo Number of | doan van ban(khéng bao dau

Column) Enter).
-Line between(chon): thém duong Quan sat ghi nhé.
ké gifta cac cot. Sau do c6 thé tuy chon cac thudc

-Width, Spacing: thay doi chiéu tinh sau: do rong cac cot, can bang
rong va khoang cach gitra cac cot. | cac cot.

-Equal column Width(chon): do
rong can bang cac cot Luwu y: Vi tri cia doan van ban
sang cot mdi dung chirc nang ngat
cot.(Chia nhung chi dugc 1 cot).
Dat con trd tai vi tri can chuyén
sang cOt tiép theo.

Insert=»Break=»Column Break.

Hoat dong 4: Tim hiéu chitc

nang sao chép dinh dang. Nghe suy nghi
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-Chon van ban da dinh dang.
-Nhay chuot: Format Painter
-Kéo tha (hodc nhay chuot trén
doan van ban can dinh dang).
-Lwu y: Nhay dup Format

Painter: dinh dang nhiéu lan

Vi du: Can dinh dang doan van
ban: c6 phong chit, kiéu chit, c&
chir....gidng véi doan van ban khéac
thi dé nhanh choéng ta dung sao
chép dinh dang.( chép dinh dang
cua doan van ban trudc ap dung
cho doan van ban sau).

Ta thuce hién cac buéc sau:

Luu y: Néu mudn dinh dang nhiéu
doan thi c6 thé nhay dup vao nut
Format Painter.

C6 thé 1am cho hoc sinh xem néu

¢6 hoc sinh yéu cau

Quan sat ghi nhé

Quan sat ghi nho.

IV. Téng két, danh gia

+ Hay néu cac budc can thye hién dé tao danh sach liét ké dang ki hiéu va dang s6 thi tu?

+ Tao chit cai 16n dau doan tién hanh nhw thé nao?

+ Dinh dang c6t dugc tién hanh nhw thé nao?

+ T6i da c6 thé dinh dang doan van ban bao nhiéu cat.

+ Sao chép dinh dang la gi? Tién hanh nhv thé nao?

V. Dan do

+ C6 diéu kién nén thuc hanh thém cho thanh thao, thao tic méi dwgc linh hoat

+ DPoc trwée bai 12.
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Tiét PPCT: 32, 33, 34
Tuan: 11

Nghé pho théng I6p 11
Ngay soan: ....../.....
Ngay day: ....../.....

BAI 12: CHEN MOT SO POI TUQNG PAC BIET

I. Muc tiéu
1. Kién thitc:

+ Hiéu tac dung cua cac doi twgng dac biét: dau ngat trang, so6 trang, tiéu dé trang.
+ Biét cac thao tac can thyc hién dé chen cac doi twgng dac biét noéi trén.

2. Ky nang:

+ Thuyc hién dugc cac thao tac chén dau ngat trang, so trang, tiéu deé trang, ki ty dac biét khong

g0 dugc t ban phim va hinh anh minh hoa.

II. Chuan bi

1. Gido vién: SGK nghé, gido an, phong may.
2. Hoc sinh: SGK nghé, va ghi.

III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cii
3. NGi dung bai méi

_ Chon lénh Insert->Break roi
chon Page break. Trong hop
thoai Break.

_ Nhay chudt vao OK

_ Trinh bay cac buwdc lam trén
trén may cho hoc sinh quan sat
lai.

_ Co thé thyc hién bang cach
nhan t6 hgp phim Ctrl+ Enter

NOI DUNG HOAT PONG CUA GV HOAT PONG CUA HS
1. Ngat trang. HD1: Ngat trang
1. Muc tiéu: Biét ngat trang.
i 2. Tién trinh:
Sl _ Puwa mot vi du vé van ban trinh | _ NX khong dep vé hinh thirc
O bay khong dep vé hinh thitc. Yéu | _ Chuyén d6i mdt s6 dong
85325;2: cau hoc sinh nhan xét-> cach sira | sang vi tri khac.
© 0dd page lai cho dep
_ NX-> két luan
_ Dit con tré vban & vi tri muon
ngat trang.

_ Hoc sinh quan sat GV thuc
hién.

2. Panh so trang:

HD?2: Panh s6 trang:
1. Muc tiéu: Panh so trang:
2. Tién trinh:
_ Cho hoc sinh xem s6 trang c6
trén sach.
_ Lam sao ta thue hién dugc.
_ Séch c6 nhiéu trang-> KL

_ Hoc sinh xem sach, thao
luan.

_ Danh tirng trang tr ban
phim?
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HOAT PONG CUA GV

HOAT PONG CUA HS

Page Mumbers

\ Position:
\| iottom of page (Fooker)

Preview

Vi tri (dau, cudi trang)

alignmenk:

Can 1é (tréi, giita, phai)

—-|Right vl

| [¥] show nurmber on First page

-~

Danh so6 trang dau tién

_ Chon Insert-> Page Numbers.

_ Trong hop thoai Pesition chon vi tri so trang: ¢ dau trang
(Header) hodc cudi trang ( Footer).

_ Trong hop thoai Alignment, chon cach can 1é cho so6 trang: Trai
(Left), phai (right), gifta (center).

_ Chon hodc bé show number on fist page dé hién thi hoac khong
hién thi s6 trang dau tién

_ GV thyec hién lai trén may
cho hoc sinh quan sat.
_ Hs quan sat.

3. Chén tiéu de trang: HD3: Cheén tiéu de trang:

1. Muc tiéu: Cheén tiéu dé trang:
2. Tién trinh:

_ Cho hoc sinh xem trén cac tai
liéu.

_ Nhaén xét?

_ Maoi trang nhw vay ta c6 danh
lai khong? Cach thuc hién dé
dugc nhu theé.

_ Tiéu dé trén cac trang co s
1ap lai

_ DPoc sgk?

vunng nhap cho Footer

_ Chon view-> Header and Footer

_ Nhap ndi dung dau trang vao 6 Header va cudi trang vao 6
Footer.

_ Nhap chon Close

_ GV thyec hién lai trén may
cho hoc sinh quan sat.
_ Hs quan sat.

4. Chén cac ki ty dac biét: HD4: Chen cac ki ty dac biét:
1. Muc tiéu: Chen cac ki tu dac
biét:

2. Tién trinh:

_ Chi vao cac ki ty dac biét yéu
cau hs tim trén ban phim.

_ Lam sao ta danh vao dwgc?

_ Chon Insert->Symbol

_ Chon ki t mu6n chen vao roi
chon Insert

_ Chon Close (hoac cancel)

_ Khong tim thay
_ DPoc sgk.

_ Hs quan sat.
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THPT NGUYEN CHI THANH
NOI DUNG HOAT PONG CUA GV HOAT PONG CUA HS
_ GV thuc hién lai cho hoc sinh
quan sat.
Symbols | Special Characters
Font: | (normal bext) v Subset: | Currency Symbols v
Chonkitw __—T Tl K| 7| D% t No|™ |2 | va|7|5| 76| & | A *
M=/ |V|eo|[|=|£|<|2]a||:|¢
JEIEIRIGI Sl el MU,
Recently used symbals:
elelv[e|®™£|#|<|z]+|x|oo[u[a]p
EURO SIGM Character code: |20AC from: |Unicode (hex) v
[ utocorrect... | [(shortcur key... | Shortcut key: At-CHI4E
Chon Insert Chon cancel
5. Cheén hinh anh: HD5: Chen hinh anh:
1. Muc tiéu: Biét chén hinh anh
vao van ban.
2. Tién trinh:
_ Cho hoc sinh xem nhitng hinh | - ?
_ Chon Insert -> Picture -> anh trong sach giao khoa.
Clip Art.(Hoac From file) _ Lam sao ta dwa cac anh nay
_ Chon hinh mu6n chen r6i vao trong van ban. _?
chon Insert _ Cach thyc hién.
( Hoac thyc hién copy-> paste ) | _ GV thuc hién lai cho hoc sinh
_ Quan sat GV thuc hién

Xer.

IV. Téng két, danh gia

1. Cau nao sau day thuc hién 1énh ngat trang:

a. Format-> Break->o0k
b. Insert-> Break->o0k

c. Insert-> Break->center.

d. Break-> Insert ->ok.

2. Cau nao sau day thuc hién 1énh chén tiéu dé trang:
a. view-> Header and Footer
b. Insert-> Header and Footer
c. Header and Footer ->Insert
d. Format-> Header and Footer
3. Cau nao sau day thuc hién 1énh Chen hinh anh
a. Picture -> Clip Art -> Insert
b. Format-> Picture -> Clip Art
c. Insert -> Picture -> Clip Art
d. Clip Art-> Insert -> Picture
4. Cau nao sau day thuc hién lénh: Chen cac ki tu dac biét
b. Chon view -> Symbol-> Insert

a. Chon Insert->Symbol
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c. Chon Format -> Symbol-> Insert d. Chon Insert->Symbol-> Insert
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Tiét PPCT: 35, 36, 37 Ngay soan: ....../...../20.....
Tuan: 12 Ngay day: ....../...../20......

BAI 13: CAC CONG CU TRQ GIUP

I. Muc tiéu
1. Kién thitc:

- Bieat tauc duing vag cauch s6d duing cauc tinh naéng tim kiedm vag thay
thea.

- Hiedu f66ic tinh naéng god taét vag calch thoéuc sod duing.

- Biedt nguyean taéc balio vea vaén baln baéng maat khaau.
2. Ky nang:

-Thoic hiean A6dic cauc thao tauc tim kieam vag thay thed trong vaén
balin, goo taét.

-Taio A6dic cauc dady kyu toi fieda god taét.
-Naét Addic cauc loaii maat khadu fied balio vea vaén badn.
3. Thai do: yéu thich mon hoc.

I1. Chuan bi
1. Gido vién: SGK nghé, gido an.
2. Hoc sinh: SGK nghé, v ghi.
III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cii
3. Noi dung bai md&i
NOAI DUNG BADI HOAIT NOANG CUUA HOAIT NOANG CUUA
GIAUNG GV HS
HOAIT NOANG 1: Tim hieau chduc naéng tim kieam
Trong soain thaiio vaén baiin chuung ta cou thea muoan tim vo tri
modt tée (cuim téo ) nago Aou hay cuéng cou thea caan thay thea
chuung baéng moat téoe hay cuim tée khauc. Coang cui Find (tim
kieam) vao Replace (thay thea) cuiia Word cho pheup thoic hiean
nieau nou moat cauch dea daong.
I. Tim kieam vag thay

thea : ? Haby nhaéc laii cauc |- HS tral 16gi

1. Tim kieam: thao tauc fied tim kiedm | + Choin lednh Edit >
+ Choin leanh Edit 2 moét tég hay modt cuim | Find hoaéc nhaan toa
Find hoaéc nhadan toa tég ta théic hiedn nhd | h6ip phim Ctrl+F
hoéip phim Ctrl+F thea nago? - Quan saut hinh 3.36

Find and Replace Sg k

Find }Rema[e\ @To |

Find what: ]

- Nhadp dady ki téi caan tim

Hore ¥ Cancel

— Nhatly Find next fied tim
? Toég caan tim seb Aodic | - Nnhaap vago
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NOAI DUNG BAOI
GIAUNG

HOAIT NOANG CUUA
GV

HOAIT NOANG CUUA
HS

nhadp vawgo fnaau trong
hoap thoaii.

? Ned tim tiedp ta choin
nuut nago

hoap Find What

- Ta choin nuut Find
Next

caan sooa chooa laii.

HOAIT NOANG 2:

Chuyean yu: ta cuéng cou thea thay thea modét tée hay cuim too
baéeng moat toe hay cuim tée khauc trong vaén bain moat cauch
nhanh choung, khi mag vaén bain cou nhieau trang vag nhieau too

2. Thay thea:

Choin Edit > Replace
hoaéc nhaan tod hoip
phim Ctrl+H

? Muoan thay thea moat
tég hay cuim tée baeng
moat tég hoaéc cuim tog
nago Aou ta thoic hiedn
nho thea nago?

Fnd  Replace ‘ GoTo ]

Find what: [

Replace wih: [ |

e ® | |

? Toég caan thay thea
nééic nhadp vaso naidu
trong hoap thoaii

? Too thay thea nhaap
vago naadu trong hoap
thoaii?

? Chéuc naéng cula nuut
Replace tredn hoép thoaii
? Chéuc naéng cula nuut
Replace All

- Nhauy vago Find next
fied tim tiedp vag khoang
thay thea.

- Choin Edit >
Replace hoaéc nhaan
toa héip phim Ctrl+H

-Quan saut hinh 3.37
sgk

= Nhadp dady ki t6i caan thay

' Nhadp dady ki (5 thay thed

- Nhaapvago oa Find
What

- Nhaap vago oa
Replace With

- Nedu muoan thay
thed 1 laan

- Nedu muoan thay
thed taat cal

HOAIT NOANG 3: Tim hieau Cauc khall naéng tim kiedm vag thay thea

chinh xauc hon:

Chuyean yu: Word cung caap moaét soa tusy choin giuup cho vieéac
tim kieam vap thay thea noédic chinh xauc hén.
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NOAI DUNG BAOI
GIAUNG

HOAIT NOANG CUUA
GV

HOAIT NOANG CUUA
HS

3. Cauc khal naéng
tim kieam vag thay
thea chinh xauc hon:
Nhauy vago nuut More
trong hoap thoaii Find
agn replace fed thieat
Naét moat soa tugy
choin théégng dugng:
+Match case: phaan
bieat in hoa, in th6égng.
+Find whole words only:
tog caan tim Auung lag
moat tog:

?
? Nhé6ng tugy choin cuda
tim kieam vag thay thea
cho pheup lag gi?

- Theo dodi sgk vag
traQ 16@i+<ghi bagi
- Quan saut

HOAIT NOANG 4: Tim hieau Tim kiedam theo ihonh daing vag ki téi

naéc bieat:

4. Tim theo nonh daing

vag ki toi naéc bieat:

+ Tim theo Ainh daing:
Ned fiiedm chegn vago 04
Find What, nhauy nuut

Format

+ Tim theo ki toi
bieat:
Specical

Raéc
Nhauy vago nuut

? Nhébng tuye choin
nago tim theo nronh
daing.

VD: Font, Paragraph...
+Muodn xoau bol Adnh
daing Aad choin, nhauy
nuut No Formatting

? Nhébéng tuye choin
nago tim theo ki tor

VD: Manual Page Break

- Find What

- Specical

HOAIT NOANG 5: Tim hieau chduc naéng goo taét

Chuyean yu: Ta cou thea thieat aét Word téi iodng sé66a sai. Ngoagi
ra ta coon cou thea thieat riaét codng viedc goob taét cho vieac soain
thaiio nhanh hén. Chouc naéng Auto Correct sed thoéic hiean toi
nodng thay thea baeng modét noai dung khauc khi keat thuuc téoo goo
taét baeng moat ki toi khoang phapi lag soa hoaéc ch66 hay daau

cauch .
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NOAI DUNG BAQI

HOAIT NOANG CUUA

HOAIT NOANG CUUA

_GIAUNG GV HS
1. GOO TAET: - Ngoagi chéuc naéng god | + Chuu yu laéng

Cauc tuyg choin:

+ Correct TWo INitial
CApitals: t6i noang
s60a chod caui thou hai
thagnh ch66 thédgng.

+Capitalize first
letter ofo sentences.
To6i flodng chuyean ch6o
caui naau caau thagnh
chdd in hoa.

+ Capitalize of day:
TOi iodng chuyean teén
ngagy (tieang Anh)
thagnh ch66 in hoa)

taét trong Auto Correct
cogn cou moat sod tuyg
choin .

-VD minh hoia

monday->Monday
monday-> MONDAY

nghe+ghi bagi

+Hoic sinh quan
saut+nghe gialing

1. Nea baat tinh|? Ned badt chélc naéng | - Theo dodi sgk vag
naéng goo taét : gob taét ta lasm nho | tral 16gi+<ghi bagi

- Choin Tools > Auto
Correct Option , méd

hoap thoaii Auto
Correct.
- Choin choin oa

Replace text as you
type.

2. Theam muic moui

vago AutoCorrect:

- Choin Tools > Auto
Correct Option

- Goo tog hay god sai
hoaéc vieat taét vago
oa Replace, god tog
Aad sO6Ga hay Aaay
Auld caan thay thea
vago oa With

- Nhauy chuoat vago
nuut Add vag OK

thea nago ?

0 o660 s
1 »

? hady

vago AutoCorrect

nedu thao tauc
thedm cauc Aaau muic

- Quan saut hoap thoaii
hinh 3.39

- Choin Tools = Auto
Correct

- Naunh dadu Choin
oa Replace text as you
type.

->Choin Tools = Auto
Correct Option

1. Goo tég hay god sai
hoaéc vieadt taét vago
oa Replace

2. Goo tog nad sola

hay faay Aul caan
thay thed vago oa
With

3. Nhauy chuoat vago
nuut Add
4. Nhauy nuut OK
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NOAI DUNG BA®I HOAIT NOANG CUUA | HOAIT NOANG CUUA
GIAUNG GV HS
Hoait hoang 6: Tim hieau vea balio vea vaén baiin
Chuung ta muoan baio vea vaén bain khoang cho ngééwi soa duing
khauc xem hoaéc soila noai dung vaén badn cuila minh thi chuung
caan phaii haét maat khaau .Nhé vaay hea haét maat khaau nhé
thea nago chuung chuyean sang phaan ke atieap.
II.LBAUO VEA VAEN | ?Muoan bado ved vaén | -Hoic sinh nghiean
BAUN: baln chuung ta seé lagm | couu sgk +tral 16gi
Ned faét maat | nhé thed nago
khadu cho vaén
baln ta thoic hiean:
1. Choin Tools — |Diean gialng: nhd vaay | -Ghi bagi.

Options.. chuung ta caan phadi
2. Nh,y trang | tiedn hagnh 5 boduc fied
Security flaét maat khaau.

3. NhEp mEt khEu
®0O mé v'n bin
4. NhEp mEt khEu
®0 sda v'n bin
5. Nh.y Ok

IV. Téng két, danh gia
- HS biOt s6 déng hai c«ng c6 théng ®ic ding trong c,c hO sotn thfo v'n bYn Ip txm
kiOm vy thay thO.
- BiOt s6 déng chgc n"ng ga t3at.
- BiOt ® £t mEt khEu cho v'n bn.

Moéuc foa haunh Bieat Hieau Vaan duing
giau

Caau l, Caau 3 Caau4, Caau 5 Caau 2, Cadu 6

COu 1: Gif s6 ta ®ang so*n th9o mét v'n bfn vu muen txm kiOm mét td hoc
cdm td thx ta thuc hiOn :
A) LOnh Edit/Replace... B) LOnh Edit/Find...
C) LOnh Edit/Goto... D) LOnh Edit/Undo Typing
H-y chan ph—-ng ,n ®4ng. )
C©u 2: Trong khi so*n thfo v'n bqn, gif so ta cCn thay thO ch+ “Gi,o vign”
thunh ch+ “ThCy gi,0” thx ta thuc hiOn:
A) Chan Edit/Find... B) Chan Edit/Replace...
C) Chan Edit/Goto... D) Chan Edit/Clear
H-y chdan ph—ng ,n ®0ng:
C©Ou 3: §0 sba Igi/ga t¥t ta thuc hiOn
A)LOnh Tools, chan AutoCorrect Options... Vu chan mo6c Replace text as you
type ®0 thiOt ® £t
B)LOnh Tools, chan Costumize...
C)LOnh Tools, chan Options...
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D)LONnh Edit, chan Replace...
H-y chan ph—-ng ,n ®4ng.
C©Ou 4:Trong c,c ph,t biOu dii ® ©y, ph,t biOu npo Iy sai?
A) NOu t6 ®ic ga vpo « Find what Iy “SAPA” thx tEt cf c,c t6 sau n®0u ®ic
txm thEy “Sa Pa”,”SAPA”, “sa pa”, “Sa pa”
B) Chac n"ng txm kiOm cho phbp mét t6 hoAEc mét com to
C)Chgc n"ng thay thO cho phbp thay mét t6 b»ng mét td ho&Lc mét com td vii
®iOu kiOn sé ling kY tu txm v thay thO phi b»ng nhau.
D)Chgc n"ng thay thO cho phDp x&a mét td hay mét cém td trong v 'n bin.
H-y chan ph—-ng ,n ®6ng.
C©u 5: C,c c«ng cob tri gidp so'n thYo, ®a Iu:

A) Txm kiOm vy thay thO B) Ga t¥t v soa Ici
C)CT1AvuB ®0u ®6ng D) CY AvuB ®0u sai s
C©u 6: Theo hxnh minh haa, cho phbp ngéi s6 dong S —
A) To viOt t¥st “vt”, “td”, “Ms” sl thay thO cho com | """ to
®Cy ®Ni |
“vo tro”, “Tr.i ®Et”, “Microsoft”
) B) Xda moOc nuo ®a& b»ng c,ch chdan moc ®& rai | v wn
nhEn nét Delete ‘ ) i
C) CT A) vu B) ®0u ®6ng 1 " 1
D) C1 A) vu B) ®0u sai_
H-y chan ph—-ng ,n ®4ng nhEt.

V. Dan do

+ Tra( 16@i caau hodi sgk vag hoic bagi 13
+ Vea nhag lagm bagi taap trong sbt bagi 13
+ Soain chuaan bo bagi 14 phaan tieap theo .
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Tiét PPCT: 38, 39, 40 Ngay soan: ....../...../20.....
Tuan: 13 ]  Ngayday: ....../..../20......
BAI 14: KIEU VA SU DUNG KIEU

I. Muc tiéu

1. Kién thitc:
+ Hiedu khaui niedm kiedu trong vaén ba(n, 16ii ich s60 duing kiedu trong
trinh bagy vaén badn.
+ Bieat nguyeén taéc ionh daing vaén balin baeng aup duing kiedu vag
2. Ky nang:
+ Thoic hiean f66ic cauc thao tauc s6( duing kiedu fied fidonh daing.
3. Thai do: Yéu thich m6n hoc
II. Chuén bj
1. Gido vién: SGK nghé, gido an.
2. Hoc sinh: SGK nghé, v ghi.
IIL. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cli
3. NoOi dung bai méi
NOAI DUNG

HOAIT NOANG cuda gv | HOAIT NOANG CUUA
HOAIT NOANG 1:
Tim hieau khaui niedm kieau
NAET VAAN NEA : Mo&i moat fioain vaén baln, hay moéat ki téi fieau col calch
trinh bagy vag fonh daing theo moat kiedu khauc nhau tuyg theo noai dung soain
thalio, Anodi voui HSTVB Word cho pheup ngd6gi soain thalio vaén baln trinh bagy
vaén balin nhanh chouing theo moat kieau madu ngaam fionh trong Word hoaéc

kiedu do ng606@i soain tha(io toi thieat faét.

l.__KHAUlI NIEAM VEA
KIEAU:

Kiedu (Style) lag moat
taap hoéip cacu Aaéc trong
Aonh daing AG6ic nhoum
goap doodui moat tean
kiedu.

- Cou hai loaii kiedu:Kiedu

? Vady kiedu vaén baln lag
gi?

Diean gialtng: Trong Word
col moat sod kiedu fidodic
thieat ked saun. Khi khoédi
Aoang Word ché6ng trinh toi
Aoang sao cheup moat soa
kiedu todi thiedu ( trong fou
cou kiedu Normal) vago vaén
baln troang. Nhédng dogng
vb ta god vago sed aup duing
kiedu Normal fiou.

- Cubng nh6 khaui nieam
Aonh daing ki téi hay fAonh

Kiedu (Style) lag moat
taap hoéip cau Aaéc
trong Aonh daing A66ic
nhoum goap doOUI
moat tean kiedu.

-Kiedu fioain vaén baln
vag kiedu ki toi.

- Kiedu fioain vaén lag
cauc kiedu xauc fonh

Aoain vaén baldn vag | daing ficain vaén baln, cauc | cauc Aonh daing fAoain
kiedu ki toi. kiedu cudng chia thagnh hai | vaén

- Kiedu foain vaén lag | nhoum. - Kiedu ki toi: lag kiedu
cauc kiedu xauc Aonh |? Vady em hady cho bieat hai | cou fiaéc trong fonh
cauc fAonh daing Aoain | nhoum trong kiedau lawg | daing ki toi.
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NOAI DUNG

HOAIT NOANG CUUA GV

HOAIT NOANG CUUA
HS

vaén

- Kiedu ki toi: lag kiedu
cou Naéc trong Aonh
daing ki toi.

nhééng nhoum nago?

? Kiedu rfioain vaén lag gi?
? Kieau ki toi lag gi?
+Nhaan xeut

Tim hieau cauch aup duing dea rnonh daing kieau:
Nho fiad noui 64 tredn trong Word cho pheup chuuing ta aup duing nhieau kiedu
khauic nhau trong fionh daing vaén baln vaay thao tauc fied théic hiean chuling

HOAIT NOANG 2:

nho thea nago chuung ta vago phaan Il.

1. AUP DUING KIEAU
NONH DAING
B1l: Naét con trol vago
Aoain vaén caan Aonh
daing
B2:Choin 1 trong 2 cauch
sau:

C1l.Nhauy chuoat mo(

- . M [+11pt =
hoap kiedu (=matfilP

trean thanh Aonh daing,
choin kieau thich héip.
C2.Choin leanh Format
> Styles and
Formatting....

? Col mady cauch fAea aup
duing kieau fiea fionh daing?
? hady nedu cauc calch rfiea
aup duing kiedu ried fonh
daing kieau.?

Diean gialtng:Choin cauch 1
khi kiedu flad cou trong vb
hiean thoégi, choin cauch 2
khig kiedu choda cou trong vb
hiean thogi.

? Ned aup duing cho kiedu ki
toi chuung ta phadi lasm
sao?

-> Cou hai cauch:

-HS nghiean coéuu sgk
+ trad 16gi

-> Caan phali choin
phaan vb caan thieét.

Tim hieau 16ii ich sé6i duing kieau:

HOAIT NOANG 3:

I11. LGOIl icH SO0 DUING

KIEAU:

- Thoic hiean moat thao
tauc nhong nait AGOIC
nhieau keat quald Aonh

daing.
- So60a fiodi trinh vaén
balln nhanh choung

hon nedu tréduc Aou
so0 duing kiedu fiead
Aonh daing.

- Vaén baln sed Ao6dic
Aonh daing moat cauch
nhaat quaun.

? S6U duing kieau cou 16ii ich
gi?

Diean giadng: Ngoagi
nhoédng 16ii ich mag chuung
ta voga neau thi nou cogn IGii
ich lag khi s60 duing kiedu
trinh bagy mag muodn sola
fiodi thi Aonh nghda laii vag
vaén baldn luuc Aou sed toi
fioding thay fodi theo fAonh
nghda moui.

- HS nghiean couu sgk
+ trad 16gi

Tim hieau Aonh daing theo kieau vae fionh daing tréic tieap.
- Ngoagi fionh daing theo kiedu ta thodegng s6( duing calc lednh fied fionh daing
troic tiedp phoang chdo culia moat phaan fiocain vaén baln A66ic choin. Cauc keat
qual Aonh daing troic tieap bao gidéeg cudng Addic du tiean nhaat.

HOAIT NOANG 4:
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HOAIT NOANG CUUA

NOAI DUNG HOAIT NOANG CUUA GV HS
IV. NONH DAING THEO |? Vady Lednh nago cho|-> Nghiedn couu sgk +
KIEAU VAQ NONH | pheltp chuting ta choin/boi | tra( 16gi:

DAING TROIC TIEAP:

- Choin toagn boa noain
vaén > nhadn toa hoip
phim CTRL+Q

fionh daing tréic tiedp kiedau
nhanh choung?

- Choin toagn boa
noain vaén = nhaan
toa héip  phim
CTRL+Q

Tim hieau moat soa kieau quan troing trong vaén badin.
-Ngoagi cauc kiedu chuling ta thieat faét cho vaén badn hiedn thogi cogn cou moéat

HOAIT NOANG 5:

soa kiedau quan troing fA66ic ngaam fAonh salin

V. MOAT SOA KIEAU
QUAN TROING TRONG
VAEN BAUN:

-Normal
-Heading 1,...., Heading 9
-TOC1,....... , TOC9

? Nhébéng kieau quan trong
nééic ngaam Aonh saln lag
nh6é6ng kiedu nago?

? Nhé6ng kiedu ngaam fionh
salin nééic Iéu 64 naau.
+Nhaan xeut

->HS nghiean couu sgk
+ tra( [6gi

-Normal

-Heading 1,...., Heading
9

-TOC 1,....... , TOC9
2> Léu trong tedp
Normal.dot

IV. Tong két, danh gia

+ Kiedu lag gi? Loii ich cu@ia s60 duing kiedu?

+

Cauch thouc s6( duing kiedu fionh daing

+ Nonh daing theo kiedu vag fidnh daing troic tiedp
+ Moéat sod kiedu quan troing.

V. Dan do

+ Tral 16gi cauc cadu holi cuodi bagi.
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Tiét PPCT: 41, 42, 43 Ngay soan: ....../...../20.....
Tuan: 14 Ngay day: ....../...../20......

BAI 15: CHUAN BI IN VA IN VAN BAN

I. Muc tiéu
1. Kién thirc:
+ Biét cac tham s6 thiét dat cho trang in va cac budc ca thyc hién dé in van ban.
2. Ky nang:
+ Thuyc hién dat cac tham s6:kho gidy, hwdng gidy, dat cac kich thuwdce cho Ié trang.
+ Xem van bén trude khi in va khoi dong qua trinh in van ban.
3. Thai do: Yéu thich mon hoc.
II. Chuan bi
1. Gido vién: SGK nghe, gido an.
2. Hoc sinh: SGK nghé, va ghi.
III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cii
3. No6i dung bai md&i

NOI DUNG | HOATDPONGCUAGV | HOATDONG CUAH

HOAT PONG 1: Tim hiéu cach dit kich thuéc trang in
a. Muc tiéu:
Biét cac tham so dat kich thitoc trang in
b. Tién hanh:
HS néu céac tham s6 dé thiét dat trang in
GV thuc hién thao tdc minh hoa
c. Tiéu két
Biét cac tham s6
Biét ky nang:dat 16, kho gidy va hudng giay

LPAT KiCH THUOC TRANG HS tra 10 theo SGK
IN
- Céc tham s thiét dit cho Quan saut, laéng nghe
trang in: Ghi bai

Lé trdi cua

2| | Leé phdi cda trang

—

R e e e, D WEE AT ST SRR AR T

Gido vién: D6 Chi Tung 51



THPT NGUYEN CHI THANH

Nghé pho théng 16p 11

Kho gidy va huéng gidy
Lé trén, 1é dudi, 1é trai, 1é
phai cda trang.Lé trang la
khoang cach tir mép giay dén
phan than van ban
Do cao cta céc tiéu dé trang
C6 phan biét trang chan
trang lé hay khong

- Thao tac thuc hién:

1.File->Page Setup

2. Thiét dat cac lé

3.Chon huwéng gidy

Lam cach nao dé dat 1é, kho
gidy va huéng gidy cho van
ban?

—>HS nghién cttu SGK+Tra
loi

Hoat dong 2 :Tim hiéu vé xem trwdc khi in va in van ban

II. XEM TRUOC KHI IN
VA IN VAN BAN

1.Xem truwoc khi in

Dé xem trude khi in ta thuc

hién cac thao tac sau:

Cach 1:stt dung nut 1énh

Print Preview o trén thanh
cong cu.

Cach 2:Chon File—> Print
Preview

2. In van ban:

Thure hién 1énh: File—> Print

( hoac nhan Ctrl+P)

=

Chon s6 trang in

Ngoai ra ta con c6 thé chon nut
lénh'j trén thanh cong cu.do6i

vGi nat 1énh nay khi ta chon thi
sé in toan bd cac trang van ban.

HS quan sat+ lang nghe+ ghi
bai

Clerieta e
[ manualcuple

Chon may in

Chon so trang in
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IV. Téng két, danh gia

Cau 1. Dé thiét dat hudng giay theo chiéu ngang ta thyc hién:
a. Nhap chon muc Paper-> Landscape—> Ok
b. Nhap chon muc Layout->Portrait—-> Ok
c. Nhap chon muc Margins—>Landscape-> Ok
d. Nhap chon muc Margins—> Portrait > Ok
Hay chon phuong 4n ding nhat
Cau 2: Dé thiét dat cac thudc tinh dinh dang trang ta thyc hién lénh:
a. File->Print...
b. File> Print Preview
c. File> Page Setup..
d. Ca 3y déusai
Cau 3. Dé thiét dat hwéng giay theo chiéu doc ta thyc hién:
a. Nhap chon muc Paper—> Portrait
b. Nhap chon muc Layout—> Portrait
c. Nhap chon muc Paper - Landscape
d. Nhap chon muc Margins—> Portrait
Hay chon phuong an ding nhat
Cau 4: Néu ta muodn in tat ca cac trang van ban thi ban chon muc Iénh File—>Print r6i chon:
a. Chon Curent page—> Ok
b. Chon Selection=> Ok
c. Chon Page r6i go s6 3> 0k
d. Chon All=> 0Ok
Cau 5: D€ xem van ban truedce khi in ta thue hién
a. Lénh View—>Normal
b. Lénh File=> Print Preview
c. File> Page Setup..
d. Nhap chudt Ién biéu twgng Print Preview 2 trén thanh cong cu.
Hay chon cac phuong an ding
Cau 6: D€ in van ban ta thyc hién 1énh:
a. File>Print...
b. File> Print Preview
c. Nhan t6 hgp phim Ctrl+P

d. Nhap chuot vao biéu twgng = trén thanh cong cu
Hay chon phuong an sai

V. Dan do

+ Hoc sinh hoc bai,lam bai tap va xem trudc bai 16.
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Tiét PPCT: 44, 45, 46 Ngay soan: ....../...../20.....
Tuan: 15 Ngay day: ....../...../20......

BAI 16: THUC HANH TONG HQOP

I. Muc tiéu
1. Kién thirc:
- Hoc sinh ndm va st dung bang trong soan thao, chon phéng chi, can déu va chen anh.
2. Ky nang:
- Dinh dang anh va trinh bay van ban cho néi bat va dep mat.
3. Thai d6: Thyc hanh nghiém tuc.
II. Chuan bi
1. Gido vién: SGK nghé, giao an, phong may
2. Hoc sinh: SGK nghé, va ghi.
III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cii
3. Noi dung thyc hanh

NOI DUNG HOAT PONG CUA GV HOAT PONG CUA HS
Hoat dong 1: Soan thao:
- Hs go van ban tho. - Quan sat
- Tao bang.

- Chen anh.

- Hiéu chinh (Y/c HS nhdac lai mét
sO kién thirc cii lién quan dén viéc | - Tién hanh thyc hanh cac cau
hiéu chinh trong VB nay). con lai.

- Luu van ban.

Thuyc hanh bai 1:
“SOAN TRANG BAO”
SGK trang 96-97
(thue hién 02 tiét)

Xoa anh trén vdn ban, yéu cau HS
chen dnh va hiéu chinh ding vi

Cung co: ,
9 tri.

-Hs thue hién va chdm theo nhém | - Chia nhém
(chdm ngdu nhién)

Hoat dong 2: Huéng dan soan
thao: - Lang nghe va nh¢ lai cac
- GO van ban kién thitc da hoc.

- Chén anh (anh bat ki ).
- Lwu van ban.

Thuc hanh bai 2:
“M¢i Di Du Lich Ha Ngi”

- Tién hanh thwc hanh.

Hs nhdc lai chén dnh, thay doi
Cung co: kich thuéc+dinh dang anh.
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IV. Tong két, danh gia

Cau hoéi trac nghiém:

1.Biéu twgng nao thé hién can déu van ban?

a) b) ) d)
2. Tao chit in dam, ta chon biéu twgng nao?

a)B b) I cou d) Ctrl + L
3. Mudn tao chit in nghién ta an t6 hgp phim nao?.

a) Ctrl + B b) Ctrl + 1 c) Ctrl + U

4. Cach nao sau day dé tao bang?
a) Nhay chudt vao Table =» Insert =» table
b) Nhay chudt vao Table =» Picture.
¢) St dung nut 1énh Insert table.
d) Cau a,c dang.
5.Céach nao sau day chen anh c6 san tir File anh.
a) Nhay chu0t vao Insert = Picture =» Word Art.
b) Nhay chuét vao Insert = Picture = Clip Art.
¢) Nhay chudt vao Table =» Insert =» table
d) Nhay chu6t vao Table =» Delete.
6. Cach nao sau day lwu van ban.
a) Nhdy chudt vao File =» Save.
b) Nhay chudt vao biéu twgng Save trén thanh cong cu.
c)An t6 hop Ctrl+S.
d) Tat ca deu diang
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Tiét PPCT: 47 Ngay soan: ....../...../20.....

Tuan: 16 Ngay day: ....../...../20......
ON TAP

I. Muc tiéu

1. Kién thitc:
+ On lai kién thitc vé hé soan thao cin ban.
2. Ky nang:
+ St dung thanh thao cong cu Microsoft word 2003 dé soan thao van ban
3. Thai do:
+ Yeéu thich mén hoc.
II. Chuan bi
1. Gido vién: Cau héi 6n tap.
2. Hoc sinh: On lai kién thic da hoc.
III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cti
3. NGi dung bai méi

Noi dung Hoat dong cua Giao vién Hoat dong cia Hoc sinh

0 GV cho cau héi trac nghiém [ HS thao luén tim déap an

1/ Cac thao tac doi véi chuot :
a. Nhay chuot, nhay dup chudt, nhay nuat chudt phai
b. Nhay chudt, nhay ddp chudt, nhay nit chudt phai, di chudt
c. Nhay chuot, nhay dup chudt, nhay nuat chudt phai, kéo tha
d. Mouse move, Click, Double click, Right click, Drag and drop
2/ Céc hé diéu hanh windows déu c6 giao dién do hoa dy trén khai niém:

a. Bang chon b. Ctta s0 c. Bang chon d. Hop thoai
3/ Bé chuyén doi ctra s6 lam viéc, thue hién:
a. Nhan gitt phim Alt va phim Tab b. Nhan giit phim Alt va phim mdii tén
c. Nhan giitr phim Ctrl va phim Tab d. Nhan gitt phim Shift va phim Tab
4/ Dé chon doi twgng ta:
a. Nhay chuot & doi twong do b. Nhay dap chuot  c. Right click d. Drag and drop

5/ Bé chon cac doi twgng lién tuc nhau trong ctra s6 folder, ta phai dung thao tac nao trong cac thao tac
sau:
a. Nhdy vao déi twgng dau, gitt phim Ctrl, nhay vao doi twgng cudi cung
b. Nhdy vao doi twgng dau, gitt phim Shift, nhay vao doi twgng cudi ciing
c. Nhay vao déi twgng dau, gitt phim Alt, nhay vao doi twgng cudi cung
d. Nhay vao doi twgng dau, gitt phim Alt, dung cac phim miii tén
6/ Dé chon céc doi twgng khong lién tuc nhau trong ctra so6 folder, ta phai dung thao tac nao trong céac
thao tac sau:
a. Nhdy vao déi twgng dau, gitt phim Ctrl, nhay vao cac doi twgng
b. Nhdy vao doi twgng dau, gitt phim Shift, nhay vao doi twgng cudi ciing
c. Nhay vao doi twgng dau, gitt phim Alt, nhay vao doi twgng cudi cung
d. Nhay vao doi twgng dau, gitt phim Alt, dung cac phim mii
7/ Bé tao thw muc mdi, ta dung thao tac nao trong céc thao tac sau:
a. File—Folder
b. Edit— New—Folder
c. File—» New—Folder
d. File— New—Text Document
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8/ Dé doi tén tép hodc thw muc ta chon tép hodc th muc mudn doéi va thye hién:

a. File—new Rename b. Edit— Rename c. File—= New—Rename d. File— Rename
9/ Dé sao chép tép hodc thw muc ta chon tép hodc thw muc can sao chép, sau doé thuc hién:

a. File—=Copy b. Edit—Paste c.Nhén t6 hgp phim Ctrl+V  d. Nhan t6 hgp phim Ctrl+C
10/ Bé di chuyén tép hoac thu muc ta chon tép hodc thv muc can di chuyén, sau do thuc hién:

a. File—Copy—paste

b. Edit—cut—paste

c. Nhén t6 hgp phim Ctrl+V

d. Nhan t6 hgp phim Ctrl+X
11/ D€ khoi phuc cac tép va the muc da bi x6a, ta nhdy dip biéu twgng Recycle, chon déi twgng mudn
khoi phuc va thuc hién:

a. File—Deleteb. File—Restore c. Edit—Restore d. File—=Undo

12/ D€ x6a han cac tép va thw muc da bi xba, ta nhdy dip biéu twgng Recycle, chon doi twgng mudn
khoi phuc va thyc hién:

a. File—Deleteb. File—Restore c. Edit—Restore d. File—=Undo
13/ D€ két thiic cac chuwong trinh chay trong Windows, ta thye hién:
a. File—Close b. Ctrl+F4 c. File—Exit D. Alt+F3
14/ Tai liéu mé& gan day nam trong bang chon:
a. Start—Documents b. Start— Programs c. Start—Settings d. Start— Run

15/ Bé tim mot tép hay mot the muc ta thyc hién:
a. Start—Documents—Search
b. Start—=Documents
c. Start—Find
d. Start—Search
16/ Dé tao duwong tat (Shortcut), ta thyc hién:
a. Nhay nut chudt phai 1én doi twgng—Send To—Desktop
b. Nhay nut chudt trai 1én doi twgng—Send To—Desktop
c. Nhay nut chudt phai 1én doi twgng—Desktop
d. Nhay ntit chuot phai 1én doi twgng—Send To— Shortcut
17/ Bé khéi dong Paint ta thyc hién:

a. Start— Programs— Accessories—Paint b. Start— Programs— Startup—Paint
c. Start— Programs—Paint d. Start— Accessories—Paint
18/ Bé khai dong Control Panel ta thuc hién:
a. Start— Run b. Start—Settings— Control Panel
c. Start— Programs—Control Panel d. Control Panel

19/ Trong Windows, mudn cai dat cac thong s6 khu vire (vung mién), thyc hién:
a. Start—Settings—Control Panel—Regional and Language Options
b. Start—Settings—Control Panel—System
c. Start—Search—For People
d. Start—Programs— Accessories
20/ Bé thay d6i mat so thudc tinh man hinh nén ta thye hién:
a. Start—Settings—Control Panel
b. Start—Settings—Control Panel—Display
c. Start— Settings—Control PanelDesktop
d. Start— Settings—Control Panel—-Display—Screen Saver
21/ Dé thay d6i man hinh nén ta thyc hién:
a. Start—Settings—Control Panel—Display—Settings
b. Start—Settings—Control Panel—=Display—Themes
c. Start— Settings—Control Panel—Display—Desktop
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d. Start— Settings—Control Panel—-Display—Screen Saver
22/ Dé sap xép cac doi twgng trong ctra so folder theo tén doi twgng, ta chon:

a. View—Arrange Icons—by Name b. View—Arrange Icons—by Type
c. View—Arrange Icons—by Size d. View—Arrange Icons—by Date
23/ Tinh chat nao dung dé xac dinh ky hiéu phan cach thap phan:
a. Decimal symbol. b. Digit grouping symbol
c. Negative sign symbol d. List sepatator
24/ Thanh phan co s@ trong van ban la:
a. Tw b. Ki tw c. Cau d. Poan

25/ Phim Enter chi dung khi:

a. Két thic cau  b. Két thuc doan c. Két thac tw d. Két thuc van ban
26/ T6 hgp phim Ctrl+A dung dé:
a. Chon 1 dong b. Chon 1 doan c. Chon nhiéu doan d. Chon toan b6 van
ban
27/ D€ chon mot ki tw bén phai nhan t6 hgp phim:
a. Shift + « b. Shift +— c. Ctrl + — d. Alt + —
28/ Dé chon twr vi tri con tré dén cudi dong nhan t6 hgp phim:
a. Ctrl+— b. Shift+ Home c. Shift + End d. Alt+ End
29/ Niit 1énh B2 twong ting 6 hop phim
a.Ctrl +V b. Shift + C c.Ctrl + C d. Alt+ C
30/ Nit lénh # twong t6 hgp phim
a.Ctrl +V b. Shift + C c.Ctrl + C d. Ctrl+ X
31/ Niit lénh B twong 6 hgp phim
a.Ctrl +V b. Shift + C c. Ctrl + C d. Ctrl+ X
32/ Nut 1énh *7? 6 y nghia:
a. Thye hién tién thao tac b. Thye hién lai thao tac vira roi

c. Khong thyc hién thao tac viraréi  d. Khong lam gi
33/ Nut lénh “* c6 y nghia:
a. Thuc hién tién thao tac b. Thuc hién lai thao tac vira roi
c. Khong thue hién thao tac vira roi d. Khong lam gi
34/ Mu6n dinh dang ki ty ta thyc hién:
a. Format—Font...
b. Insert—Fonts...
c. Edit—Font...
d. Format—Paragraph—Fonts
35/ Mu6n dinh dang kiéu chit nghiéng ta chon nut 1énh:

a. z b. B c. U d. 4
36/ Muon dinh doan van ban ta thuc hién:

a. Format—Paragraph b. Insert—Paragaph c. Edit—Paragaph d. File—Paragraph
37/ Nut 1énh B twong ¢ng t6 hgp phim:

a.Ctrl + B b. Ctrl + U c. Ctrl+A d. Ctrl + 1
38/ Nut Iénh = twong ting t6 hgp phim:

a.Ctul + E b. Ctrl + L c. Ctrl+J d. Ctul + R
39/ Nt Iénh = twong tng t6 hop phim:

a.Ctrl + E b. Ctrl + L c. Ctrl+J d. Ctrl + R
40/ Nut lénh = twong ting t6 hgp phim:

a. Ctrl + K b. Ctrl + L c. Ctrl+J d. Ctrl + P
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41/ Mubn lwu mot tap tin van ban cia Word da c6 trén dia sau khi m@ tap tin ta chon:

a. File — Save  b. File = Open c. File — Save as... d. File — Close

42/ Mubn md tap tin word c6 trén dia ta thyc hién;
a. File — Save b. File — Open c. File — Save as... d. File — Close

43/ Pé tao mot bang thye hién bang cach:

a. Table —Insert —Table... b. Table — Table->Insert...

c.Table —Insert —Cell... d. Table —Insert ->Column...
44/ Bé chon thanh phan ctia bang, ta thyc hién:

a. Table — Select —... b.Table — Cell c. Table — Table d. Table — Column

45/ Bé chén thém 6, hang, cot da chon ta thyc hién:
a. Table —Insert...
b. Table —InsertCell
c.Table —InsertColumn
d. Table —InsertRow
46/ Dé gop nhiéu 6 da chon trong Table thanh mot 6, ta thyc hién:
a. Table—Merge Cells b.Table—~Merge Column
c. Table-~Merge Row d.Table—~Merge Slipt Cells
47/Ké duong bién va duong ludi cho Table, ta thuc hién:
a. Format—Table...
b. Format—Borders and Shading...
c. Format—Cell...
d. Format—Row...
48/ D€ sap xép cac hang ctia mot bang theo thi ti tang (giam) ta thic hién lenh;
a. Format—Sort... b. Edit— Sort...  c. Table—Sort... d. Format—Table—Sort...
49/ Pé tao danh sach liét ké dang ki hiéu va so thit ty, ta st dung 1énh:
a. Insert — Bullets and Numbering... b. Format — Bullets and Numbering...
c. Edit— Bullets and Numbering... d. View — Bullets and Numbering...
50/ D€ tao chit céi 16n dau doan van, ta dung Iénh:
a. Format — Font b. Insert—Drop cap...
c. Format—Drop cap... d. File—=Drop cap...
51/ Bé dinh dang van bang theo cdt, ta dung 1énh:
a. Format — col b. Insert—Columns...
c. Format—Drop cap... d. Format—Columns...
52/ D€ chén dau ngat trang, ta thyc hién lénh:
a. Format — Break... b. Insert—Break...
c. Format—Break... d. Edit—Break...
53/ Bé danh so trang ta dung 1énh:
a. Insert — Page Numbers... b. File — Page Numbers...
c. Insert—=Numbers d. Insert—=Symbol...
54/ D€ tim mot tir,cum tir ta thue hién:
a. Edit -> Find.... b. Veiw-> Replace.... c.File ->Replace.... d. Edit -> Search....
55/ D€ thay thé mot tir hay cum tir bang mot tir hay cum ttw, ta thyc hién:
a. Edit->Replace... b. Edit -> Find.... c. File ->Replace.... d. Edit -> Search....
56/ Bé mad hop thoai AutoCorrect ta thyrc hién 1énh:
a. Tools-> AutoCorrect Options... b.Edit-> AutoCorrect Options...
c. Veiw-> AutoCorrect Options... d. Insert-> AutoCorrect Options...
57/ Dé chén cac ki hiéu dat biét nhu: <, A... ta thye hién:
a. Insert->Symbol b.Edit->Symbol
c. Format->Symbol d. Insert->Font->Symbol
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58/ Deé chén tép do hoa (hinh anh) vao van ban ta thyc hién:
a. Insert->Picture->From File... b. Insert->Picture->Clip Art...
c.Format->Picture->From File... d. Insert->Picture->Chart...
59/ Chen tiéu dé trang, ta thyc hién:
a. Insert—Header and Footer b. Header and Footer
c. Edit— Header and Footer d. View— Header and Footer
60/ Bé dat mat khau cho van ban ta thuc hién
a. Tools—Options... b. Tools—Options... —Security c. Tools—Security  d. Security
61/ Binh dang trang in :
a. File—Page setup... b. View—Page setup... c. File—Print d. File—Print—Page setup...

62/ Xem trudc khi in, stt dung nut 1énh:

a. L3 b. & c. 4 d. &
63/ D€ in van ban ta thirc hién lénh:
a. File—Page setup... b. View—Page setup...
c. File—Print d. File—Print—Page setup...
64/ D€ in van ban ta st dung nit 1énh:
a. 3 b. & c. 4 d. 3
65/ D€ chen cong thitc toan hoc ta thyc hién:
a. Insert—0Object—Microsoft Equation 3.0 b. File—»Microsoft Equation 3.0
c.Edit— Microsoft Equation 3.0 d. Tools—Microsoft Equation 3.0
IV. Dan do

+ Ve tiép tuc On tap tai nha.
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Tiét PPCT: 48, 49, 50
Tuan: 16,17

BAI 17: CAC KHAI NIEM CO BAN
I. Muc tiéu
1. Kién thic:

- Biét dugc cac tinh nang chung ctia chwong trinh bang tinh.

Nghé pho théng I6p 11

Ngay soan: ....../...../20.....
Ngay day: ....../...../20......

- Biét y nghia va phan biét cac doi twgng chinh cia man hinh excel.

- Biét khai niém vé dia chi caa cac 6 tinh.

2. Ky nang:
- Khéi dong va két thuc excel.
- Biét cach nhap dir liéu vao 6 tinh.
3. Thai do: Yéu thich mon hoc.
II. Chuan bi
1. Giao vién: SGK nghe, gido an.
2. Hoc sinh: SGK nghé, vé ghi.

III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cii
3. No6i dung bai md&i

NOQI DUNG

HOAT PONG CUA GV

HOAT PONG CUA HS

l. Vi dui vea baidng tinh

Vi du: cauc bang fiém trong
so Niém caa I6p hoc, bang
tong két két qua hoc tap,
houa Adn...

Hoat nong 1: gio6i thieaui
vea balng tinh.

- Y/c : HS cho vi dui minh
hoia vea baling tinh
( viedt baeng tay).

- Yeau caau hs choin
Auung sai balng dooui
Aaay? Vag nhaan thaay
nhoong baat tiean trong
cauch vieat tay.

- Gidui thieau phaan
meam cho pheup mauy
tinh biedu diedn d6d lieau
doéoui daing balng vag
thoic tinh toaun voui doo
liedu Aou AOGIC goii lag
chédng trinh balng tinh.
Sed lagm vieac hieau
qual hén

- Baat tiean nhaat

trong cauch séda

ch6oa, thedm do6o
liedu...

Il. Choong trinh bailing
tinh

Hoait hoang2: moat
soa nieam chung cé
balin cuda badng tinh:

HS quan saut.
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NOI DUNG

HOAT PONG CUA GV

HOAT PONG CUA HS

VD: Excel cula
hadngMicrosoft , Corel
Quattro Pro cula Corel
vaglLotus 1-2-3 cu(ia IBM.

- Cauc chodng trinh balng
tinh (CTBT) Aieau cou chung
moat soa fieam cd badn sau
Aaay:

a/ giao diean: lag daing
balng AG6ic chia thagnh
nhieau hagng,coat vag oa.
D066 lieau Ada vago Aodic 16u
giod vag hiean tho trong
nhodng oa nagay.
b/ D60 lieau:
- X60 li nhieau "66ic d6d
liedu khalic nhau, phoa bieén
nhaat lag d60 lieau soa vag
dod lieau daing vaén ba(ln.
c/ Khaii naéng so6u duing
coang thouc
CTBT cho pheup sd coang
thouc fied tinh toaun,khi dod
liedu thay fiodi thi keat qual
tinh toaun AG0ic caap nhaat
toi Aoang.
d/ khal naéng trinh bagy.
Cou raat nhieau kieadu
chd0, cauch caén chaenh,
fiea trinh bagy kiedu d6d
liedu. Viedc thay fioai cauch
hiean tho d60 liedau raat dea
dagng
e/ Dea dagng sola foai.
Deé dagng s6la foai, sao
cheup noai dung cauc o3,
theam hoaéc xoua cauc o0a,
hagng, coat vag cauc trang
tinh.
f/ Khall naéng saép xedp

a/ muic tieau:

Gibui thiedau moat soa
ché6ng trinh badng tinh
thoang duing,moat soa
fiieam chung vea ba(ing
tinh;

b/ tiean haonh:

-Gioui thiedu moat soa
ch6dng trinh balng tinh
thoang duing.

- Gioui thieau moat
soau nieam chung
cuda bailng tinh:

- Hoéung daan cui thea
. ( Trinh chiedu,

balng phui, hinh alnh)

- Gv mo6U badng tinh,

thoic hiean thao tauc

nhaap moat vagi kiedu

dod lieau cho HS thaay

khal naéng xo60 |i doo

lieau cuCia balng tinh.

-Thoic hiean moat soa
phelp toaun fied HS
thady soi tiean ich cula
balng tinh, thay fiodi dod
lieau thi kq pheup toaun
thay foai.

-Trinh chieau moat vagi
baling tinh Aad cou AdNh
daing cho HS thady soi
phong phuu trong baling
tinh.

+ Lady moat soa vd minh
hoia.
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NOI DUNG

HOAT PONG CUA GV

HOAT PONG CUA HS

vag loic doo lieau.

g/ Taio bieau foa.

-CTBT cou tinh naéng
saép xeap vag choin loic
cauc hagng, cauc coat
moat cauch nhanh
choung.

¢/ Tieau keat:

cauc khaui nieam chung
cula balng tinh.

I1l. Lagm quen voui
choéong trinh baidng tinh

1. Khoii hoang excel:
-Nhauy chuoat vago : start
/programs/microsoft Excel.
- Nhauy vago biedu t66ing
Excel trean thanh microsoft
office shortcut Bar.

- Nhauy Auup chuoat vago
biedu t66ing Excel tredn
magn hinh windows.
-Nhauy Auup chuoat trean
moat balng tinh baat ki cuGa
excel.

2.Magn hinh lagm vieic:

tinh,baling choin ( balng
choin Data), thanh coang cui
( thanh coang thouc)...

3. cauc thagnh phaan
chinh trean

trang tinh:

Hoait noang 3: lagm
quen voui choong trinh
bailing tinh:

a/ Muic tieau:

- Biedt khoéUi hoang Excel.
- Magn hinh lagm vieac.

- Cauc thagnh phaan
chinh.

- Cauch nhaap doéd lieau.
- L6u baling vag keéat
thuuc.

b/ Tiean hagnh:

-Yeau caau HS choin
Auung sai trong caau
hoiii “ fiea khéii
noang excel” (trang
108). Gv dugng mauy
chieau hay balng phui
fied ghi yedu caau fea
bagi.

* GV nhaan xeut keat
qual,vag gidui thieau
thedm nhieau cauch
khauc.

-yeau caau hs choin
Auung sai trong caau
hodi “ thasnh phaan
word, excel” (trang
110). Gv dugng mauy
chiedu hay badng phui
fied ghi yedu caau fiea
bagi.

-Nhauy chuoat

vago : start
/programs/microsoft
Excel.

- Nhauy vago biedu
to6ing Excel trean
thanh microsoft
office shortcut Bar.

- Hoic sinh choin
caau Auung vag Noa
ra nhaan xeut.

- Hoic sinh choin
caau Auung vag Noa
ra nhaan xeut.
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NOI DUNG

HOAT PONG CUA GV

HOAT PONG CUA HS

e Trang tinh: lag no6i
lagm vieac chinh.goam
cou cauc hagng, cauc
coat.

e Coat nooic ki hieau
lag: A,B...,AA,...Aean
V.

e Haeng ki hieau lag:
1,2...

e OAtinh lag vugng giao
gi6da moat coat vag
moat hagng trean moat
trang tinh.

Vd: oa Al(coat A, hagng

1)...

Ngoawi ra, cauc thagnh
phaan khauc nho:

-Nuut tean coat lag cauc
nuut magu xaum bean traui
moai hagng vag: N6dic Aaunh
sod thou toi baeng ch6d caui:
AB...

- Nuut tean hagng: lag
cauc nuut magu xaum bean
traui moai hagng vag: A60iIC
Aaunh soa thou toéi baeng
choo soa:1,2...

-Thanh coang thouc:
naem phia trean cauc nuut
tedn hagng. Hiean tho noai
dung cuda oa khi nhauy
chuoat trean oa tinh Aou.

-Hoap tean: lag 0a naem
00 bean traui thanh coang
théuc vag cho bieat tean fda
chae culia oa fang ABOIC
choin.

- Nhaon trang tinh: cauc
nhadn trang naem 60 bean
traui thanh cuodn ngang vag
cou tean duy nhaat cho moai
trang tinh( sheetl, sheet 2,..)
4. Nhaap doo lieau:

* Nhauy chuoat taii oa

caan kich hoait.

e Nhaap do6o lieau.

e Nhaan phim enter.

Lag miean lagm vieac
chinh trean magn hinh.
No6oic chia thagnh cauc
coat vag cauc
hagng.N66ic phaan bieat
baeng tean trean cauc
nhadn 60 phaan dooui
magn hinh.

-GV moa bailng tinh
Excel cho hoic sinh
quan saut vag hooung
daan téeng muic toong
oung.

* Xem vag cho bieat ki
hieau culia coat
vaghagng nho thed
nago?

*cho bieat oa tinh lag gi?
Neau vi dui?

* quan saut cho bieat
nuut tean coat ,dogng
thed hiean nho thed
nago?

* Trinh bagy Aaéc tinh
cula thanh coang
thouc ?

* Trinh bagy hoap tean,
nhadn trang tinh?

- Chuu yu laéng
nghe vag ghi bagy.

+ Coat noodic ki
hieau lag: A,B... AA,
...nedn V.

+ Haeng ki hiedu
lag: 1,2

+OAtinh lag vugng
giao gi60a moat coat

vag moat hagng
trean moat trang
tinh.

Vd: oa Al(coat A,
hagng 1)...

-Nuut tean coat lag
cauc nuut magu
xaum bean traui
moai hagng vag:
nooic naunh soa
thou toi baeng chod
caui: A,B...

- Nuut tean
haeng: lag calc
nuut
magu xaum bean
traui moai hagng
vag: N0oic Naunh
soa thou toi baeng
ch6d so4a:1,2...

Thanh coang
thouc:

naem phia trean
cauc nuut tean
hagng. Hiedn tho
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NOI DUNG

HOAT PONG CUA GV

HOAT PONG CUA HS

LOU YU:

+ Chea fioda ngaam rionh ghi

Aeg doo liedu:- Choin moat

0oa vag nhaap dod lieau, d6d

liedu moui sed ghi feg lean
d6d liedu Aad cou trong oa.
+ Nea séda déé liedu riaé
cou trong oa.( nhauy F2,
nhauy Aoai chuoat)

5. Lou baling tinh vag

keat thuuc:
-Tean culia balng tinh sau
khi [6u th66egng cou daing:
tean. XLS
vd: BT.XLS, Tho.XLS.
- Cauch I6u bailng tinh:

+ nhauy file/ save (save
as).

+ nhauy chuoat vago
biedu t66ing save.
- cauch keat thuuc:

+ Nhauy file / exit
(close).

+ Nhaluy vago biedu
t60ing close (X) 60 gouc
phali culia chédng trinh

- Neau cauch nhaap d6o
lieau?

- Nhaan xeut vag noda ra
keat qual cuoai cugng.

* Baling tinh lag teap do
choong trinh Excel taio ra
vag cou phaan Auoai

lag .XLS. moat baling
binh th66gng chdua raat
nhieau trang tinh.

* Yeau caau hs choin
Auung sai trong caau
ho(Gi “ thao tauc I6u
baling tinh vag keat

thuuc excel” (trang 112).

Gv dugng mauy chieau
hay ba(ing phui ied ghi
yeau caau fea bagai.

noai dung cuda oa
khi nhauy chuoat
trean oa tinh fou

-Hoap tean: lag
oa naem 60 bean
traui thanh coang
théuc vag cho bieat
tean Aoa chae cuda
oa Rang AGOIc choin.
- Nhaon trang
tinh: cauc nhadn
trang naem 60 bean
traui thanh cuodan
ngang vag cou tean
duy nhaat cho moai
trang tinh( sheetl,
sheet 2,..)

e Nhauy chuoat
taii oa caan
kich hoait.

e Nhaap d6o
lieau.

Nhaan phim enter

- Hoic sinh lagm vag
cou thed neéu
thedm vagi lednh

minh bieat.
Ngoagi ra, cauc thagnh *Cho bieat oa tinh lag gi? | + Hasng ki hieau
phaan khauc nho: Neau vi dui? lag: 1,2

-Nuut tean coat lag cauc
nuut magu xaum bean traui

moai hagng vag: N66ic Aaunh

+O0OAtinh lag vugng
giao gi6da moat coat
vag moat hagng
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AB...

- Nuut tean haegng: lag
cauc nuut magu xaum bean
traui moai hagng vag: AO0iC
Aaunh sod thou toi baeng
ch6o soa:1,2...

-Thanh coang thouc:
naem phia treadn cauc nuut
tedn hagng. Hiean tho noai
dung cula oa khi nhauy
chuoat trean oa tinh fAou.

-Hoap tean: lag oa naem
00 bean traui thanh coang
thouc vag cho bieat tean fida
cheae culia oa fhang RBOIC
choin.

- Nhaon trang tinh: cauc
nhadn trang naem 60 bean
traui thanh cuodn ngang vag
cou tean duy nhaat cho moai
trang tinh( sheetl, sheet 2,..)
4. Nhaap do6é lieau:

e Nhauy chuoat taii oa

caan kich hoait.

e Nhaap do6o lieau.

_* Nhaan phim enter.
LOU YU:

+ Chea fioda ngaam rionh ghi
neg doéo lieau:- Choin moat
0oa vag nhaap dod lieau, d6d
liedu moui sed ghi feg lean
d6d liedu Aad cou trong oa.
+ Nea séda déé liedu riaé
cou trong oa.( nhauy F2,
nhauy Aoai chuoat)

5. Lou baling tinh vag

keat thuuc:

-Tean cula balng tinh sau
khi [6u th66egng cou daing:
tean. XLS

Vd: BT.XLS, Tho.XLS.

soa thou toi baeng chod caui:

* Quan saut cho bieét
nuut tean coat ,dogng
thea hiedn nho thed
nago?

* Trinh bagy Aaéc tinh
cuda thanh coang
thouc ?

* Trinh bagy hoap tean,
nhadn trang tinh?

- Neau cauch nhaap d6o
lieau?

- Nhaan xeut vag ida ra
keat qual cuodi cugng.

* Baling tinh lag teap do
chébng trinh Excel taio ra
vag cou phaan Auoai

lag .XLS. moat balng
binh thébgng chbua raat
nhieau trang tinh.

trean moat trang
tinh.

Vd: 0a Al(coat A,
hagng 1)...

-Nuut tean coat lag
cauc nuut magu
xaum bean traui
moai hagng vag:
nooic naunh sod
thou toi baeng chod
caui: A,B...

- Nuut tean
haeng: lag calc
nuut
magu xaum bean
traui moai hagng
vag: N00ic Naunh
soa thou toi baeng
ch60o so4a:1,2...

Thanh coang
thouc:
naem phia trean
cauc nuut tean
hagng. Hiean tho
noai dung cuda oa
khi nhauy chuoat
trean oa tinh fiou
-Hoap tean: lag
oa naem 60 bean
traui thanh coang
thouc vag cho biedt
tean Aoa chae culia
oa Nang A6oic choin.
- Nhaon trang
tinh: cauc nhadn
trang naem 60U bean
traui thanh cuoan
ngang vag cou tean
duy nhaat cho moai
trang tinh( sheetl,
sheet 2,..)
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- Cauch I6u baidng tinh:
+ Nhauy file/ save (save
as).
+ Nhauy chuoat vago
biedu to6ing save.
- cauch keéat thuuc:
+ Nhauy file / exit
(close).
+ Nhauly vago biedu
toding close (X) 60U gouc
phali culia chééng trinh

* Yeau caau hs choin
Auung sai trong caau
ho(i “ thao tauc I6u
baling tinh vag keat

thuuc excel” (trang 112).

Gv dugng mauy chieau
hay ba(ing phui fied ghi
yeau caau fea bagai.

e Nhauy chuoat
taii oa caan
kich hoait.

e Nhaap d6o
lieau.

Nhaan phim enter

- Hoic sinh lagm vag
cou thed neéu
theam vagi leanh
minh bieat

IV. Téng két, danh gia

+ Khéi dong va két thiic excel.

+ Biét cach nhap dit liéu vao 6 tinh.

V. Dan do

+ Hoic bagi, xem tré66uc, chuaan bo noai dung théic hagnh.
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Tiét PPCT: 51, 52

Tuan: 17

Ngay soan: .
Ngay day: ..

BAI 18: DU LIEU TREN BANG TiNH

I. Muc tiéu
1. Kién thirc:

- Biét dugc cac kiéu dir liéu c6 thé tinh toan véi Excel.

2. Ky nang:

- Phan biét dugc cac kiéu dir liéu trén trang tinh.

- Thanh thao thao tac di chuyén va chon céac doi twgng trén trang tinh.

3. Thai do:
- Hoc tap tich cuc, chia dong, nghiém tic.
II. Chuan bi
1. Gido vién: SGK nghé, gido an.
2. Hoc sinh: SGK nghé, vé ghi.
III. Tién trinh bai giang
1. On dinh 16p
2. Kiém tra bai cii
3. No6i dung bai md&i

Nghé pho théng I6p 11

NOI DUNG

HOAT PONG CUA
GV

HOAT PONG CUA
HS

I. Cac kiéu dit liéu trén bang tinh
1. Dit liéu so:
- La day cac s6 tir 0 dén 9. Dau cong (+): chi so
dwong, dau trwe (-) chi s6 am, dau (%): chi phan
tram. Ngam dinh dit liéu s6 dugc cdng thdng lé

Hoat dong 1:

- Yéu cau HS phan chia
thanh 3 nhom. Moi
nhom dam nhéan viéc
trinh bay mot muc

- HS chia nhém va thédo
luan bai soan.
- HS trinh bay

phdi. trong sgk.
- VD: 24; +50; 33.4; 9,288.11
- Hién thj khdc: dang chit E, va dang ## ( do do
rong cot qua nho). Vi du: 2E+6 = 2.10°=2000000
Luu y (sgk)
2. Dt lieu ki tu: Hoat dong 2: - HS nhan xét
- La day céc chir céi, chit s6 va cac ki hiéu - Yéu cau cac nhém - HS lang nghe
khac.Ngam dinh dir liéu s6 dwgc cdng thdng Ié trdi. | nhan xét danh gia. - Ghi chép
- VD: Tong cong, Quy 1, Vinhlong - GV stta chita, bo
Luu y (sgk) sung.
- Giang giai
3.Dit liéu thoi gian: Hoat dong 3: - HS trinh bay
- La kiéu dit liéu s6 gom 2 loai: ngay thang va gio - Yéu cau HS trinh bay | - HS lang nghe
phuit. - Giang giai - Ghi chép
- Xét dir liéu ngay thdng: Quy wdc ngay 1 thang 1
nam 1900 twog (ng vGi s6 1 va moéi ngay tang 1 don
Vi.
VD:sgk.
II. Di chuyén trén trang tinh Hoat dong 4: - HS trinh bay

- La thay d6i 6 dugc kich hoat.

- St dung chudt va cac thanh cudn, cac phim miii
tén.

- Thao tdc nhanh: sgk

- Yéu cau HS trinh bay
- Giang giai

- HS lang nghe
- Ghi chép

Gido vién: D6 Chi Tung
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THPT NGUYEN CHI THANH Ngh# phé thong 16p 11
NQI DUNG HOAT PONG CUA | HOAT PONG CUA
GV HS
IT1. Chon céac d6i twgmg trén trang tinh Hoat dong 5: - HS trinh bay
- Yéu cau HS trinh bay

Chon Cach thue Minh hoa - Giang giai

hién
Mot 6 | Nhay chuot

wénodso | L T
Mot Nhay chugt
hang tai nit tén -

hang

A
2

Mét | Nhay chudt _g
cot tai nat tén 1

cot —

2

Trang | Nhay chugt | lopa % Sheetl ¢ Shest2 /
tinh ¢ nhan tén

cua trang

tinh do

- Thao tdc nhanh: sgk

IV. Téng két, danh gia

Cac kiéu dtt liéu trong Excel.
Cac thao tac di chuyén, cac phim tat gitp thyc hién nhanh.
Cach chon cac d6i twgng trong Excel.

Xem truwedc bai 19.
Tra 10i cac cau hoi cudi bai.

Gido vién: D6 Chi Tung




THPT NGUYEN CHI THANH Nghé phé théng 16p 11
Tiét PPCT: 53, 54 Ngay soan: ....../...../20.....
Tuan: 18 Ngay day: ....../...../20......

KIEM TRA HOC KY I

Gido vién: D6 Chi Tung 70
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