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TUYEN BO BAN QUYEN
Tai liéu nay thudc loai sach gi4o trinh nén cac ngudn théng tin c6 thé dugc phép dung
nguyén ban hoic trich dung cho cac muc dich vé dao tao va tham khao.

Moi muc dich khac mang tinh 1éch lac hoac st dung véi muc dich kinh doanh thiéu lanh
manh s& bi nghiém cam.



LOI GIOI THIEU

Trong nhitng ndm qua, day nghé da c6 nhitng budc tién vuot bac ca vé sb lugng va chat
lwong, nham thuc hién nhiém vy dao tao ngudn nhan lec ki thuat truc tiép dap tng nhu cau
x& hoi. Cuing véi su phat trién caa khoa hoc cong nghé trén thé gioi, linh vuc Céng nghé théng
tin n6i chung va nghé Tin hoc vin phong ¢ Viét Nam néi riéng da c6 nhitng budc phat trién
dang ké.

Chuong trinh ddo tao nghé Tin hoc vin phong dd duoc xay dung trén co sé phan tich
nghé, phan k¥ thuat nghé duoc két cau theo cac moé dun. Pé tao diéu kién thuan loi cho céc
giang vién trong qué trinh thuc hién, viéc bién soan gi4o trinh ky thuat theo cac mo dun 1a cap
thiét hién nay.

Nham tao diéu kién cho ngudi hoc ¢6 mot b tai lieu tham khao mang tinh téng hop,
thdng nhat va mang tinh thyc tién sdu hon. Nhém ngudi day chung toi dé xuat va bién soan
Gido trinh SOAN THAO VAN BAN PIEN TU danh riéng cho ngudi hoc trinh d6 trung cap.

Noi dung cua gi&o trinh bao gém cac chwong sau:

Bai mo dau: 1am quen voi microsoft word

Bai 1: mét s6 thao tac co ban véi hé soan thao ms word
Bai 2: dinh dang van ban

Bai 3: chén cac dbi twong trong ms word

Bai 4: thao tac trén bang

Bai 5: cong cu vé trong ms word

Bai 6: tron tai liéu trong ms word

Bai 7: bao mat va in tai liéu trong ms word

Trong qua trinh bién soan, chung t6i da tham khao va trich dan tir nhiéu tai liéu duoc
liét ké tai muc Danh muc tai liéu tham khao. Chung téi chan thanh cam on céc tac gia cua cac
tai liéu ma ching t6i da tham khao.



Bén canh do, gi4o trinh ciing khong thé tranh khoi nhiing sai sot nhat dinh. Nhom tac
gia rat mong nhan duoc nhirng y kién dong gop, phan hdi tir quy dong nghiép, cac ban ngudi
hoc va ban doc.

Tran trong cam on./.
Pong Nai, ngdy thang nam 2021
Tham gia bién soan

1. Chu bién ThS. Nguyén Céng Danh
2. Ky su Tri¢u Thi Kim Phuong
3. ThS. Pham Thi Lé Thu
4. Ky su Dinh Kim Cang
5. Th.S. Nguyén Thi Liéu
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GIAO TRINH MON HQC
1. Tén mon hec: Soan thao van ban dién tir
2. Ma mén hoc: MD09
3. Vi tri, tinh chit, y nghia va vai trd cia mon hec:
3.1. Vi tri: Gio trinh danh cho ngudi hoc trinh d6 Trung cap tai trudng Cao dang Hoa Binh
Xuan Loc.
3.2. Tinh chat: La mon hoc k¥ thuat co s& chuyén mén nghé bét budc

3.3. Y nghia va vai tré cia mon hoc: mon hoc nay danh cho ddi twong 1a nguoi hoc thuoc
chuyén nganh Tin hoc van phong. Mon hoc nay da dugc dua vao giang day tai truong Cao
dang Hoa Binh Xuan Loc tir ndm 2021 dén nay. Noi dung chia yéu cia mén hoc nay nham
cung cap cac kién thic thudce linh vuc soan thao van ban dién tu: trinh bay duoc nhitng van
dé chung, khai quét lién quan dén viéc xay dung va sir dung md hinh soan thao vin ban dién
tir trong nghién cuiru, giai thich dwoc trinh soan thao van ban.

4. Muc tiéu caa mon hec:
4.1. Vé kién thuc:
Al. Trinh bay dugc nhitng van dé chung, khai quat lién quan dén viéc xay dung va sir
dung mé hinh soan thao van ban dién t trong nghién cau;
A2. Giai thich duoc trinh soan thao van ban.
4.2. V& Ky ning:
B1. Sir dung duoc phan mém soan thao vian ban Microsoft Word dé tao cac tai lidu dat
tiéu chuan theo quy dinh;
B2. Thao tac dugc voi cac cong cu trong bo phan mém Microsoft Word;
B3. Tao duoc cac van ban hoan thién.
4.3. V& ning luc tw chi va trach nhiém:
C1. Hinh thanh phuong phap lam viéc theo nhém, nhan thic van dé mot cach khoa hoc
logic.

5. N¢i dung ciia mon hoc



5.1. Chuwong trinh khung

Thoi gian hoc tap (gio)

MA sé Trong do
MH/ Tén mén hoc, mé dun tin Téng Thuc hanh/
MDb chi| & Ly | Thue tap/Thi | Kiém
thuyét | nghiém/Bai | tra
tap/Théao luan
I Cdc mon hoc chung 13 | 255 106 134 15
MH 01 | Gido duc Chinh tri 2 30| 15 13 2
MH 02 | Phép luat 1 15 9 5 1
MH 03 | Giéo duc thé chat 1 0| 4 24 2
MH 04 | Gigo duc qudc phong - An ninh 2 45| 21 21 3
MH 05 | Tin hoc 2 45| 15 29 1
MH 06 | Tiéng Anh 5 90| 42 42 6
I Cdc mén hoc, mé dun chuyén méon | 61 | 1460 | 437 949 74
[1.1 | Mon hoc, m6 dun co s& 19 | 420 148 250 22
MD 07 | K¥ thuat str dung ban phim 1 30 8 20 2
MH 08 | Véan ban phap qui 2 30 15 13 2
MD 09 | Soan thao van ban dién tir 3 60 20 37 3
MD 10 | Hé diéu hanh windows server 3 75 25 a7 3
MBD 11 | Thiét ké trinh dién trén may tinh 3 | 60 20 37 3
MD 12 [ Bang tinh dién tir 3 75 25 45 3)
MD 13 | Lép trinh can ban 2 45 15 28 2




MD 14 | Tiéng Anh chuyén nganh 2 45 20 23 2
1.2 | M6n hgoc, m6 dun chuyén mon 28 | 600 185 383 32
MB 15 Cai dat va str dung cac phan mém 3 60 15 42 3
van phong thong dung
MB 16 Z;lin crng may tinh + (Lip rap cai 3 60 15 42 3
MD 17 | Xt 1y anh bing Photoshop 4 90 20 67 3
MD 18 | Mang can ban 2 45 20 23 2
MD 19 | Lép trinh quan ly 4 90 30 54 6
MD 20 KS/ nang giao tiép va nghé thuat ing 5 30 15 13 5
XU

MD 21 | Internet 2 45 15 27 3
MD 22 | Lap trinh Macro trén MS office 2 45 15 27 3
MP 23 | Thiét ké d6 hoa bang Correl draw 3| 75 20 51 4
MBP 24 | Bao tri hé thong may tinh 3| 60 20 37 3
1.3 | Mon hoc, m6é dun tw chon 10 | 255 89 151 15
MD 25 | Thiét ké Web 3| 75 25 47 3
MDb 26 | H¢ quan tr1 CSDL SQL Server 3 75 25 47 3
MD 27 | Lap trinh tryc quan 3 75 25 47 3
MD 28 | K§ Nang Nghé Nghiép 1] 30 14 10 6
MBD 29 | Thyc tap tét nghiép 4 | 185 15 165 5
TONG CONG 74 | 1715 | 543 1083 89

6. Piéu kién thuc hién mén hec:




6.1. Phong hoc Ly thuyét/Thuc hanh: Pap ang phong hoc chuan
6.2. Trang thiét bi day hoc: Projetor, may vi tinh, bang, phan
6.3. Hoc liéu, dung cu, md hinh, phwong tién: Gido trinh, mé hinh hoc tap,...

6.4. Cac diéu kién khac: Ngudi hoc tim hiéu thyuc té vé cong tac xay dung phuong an khac
phuc va phong ngua rui ro tai doanh nghiép.

7. Ngi dung va phwong phap danh gia:
7.1. Noi dung:

- Vé kién thirc

+ Trinh by dugc nhitng van dé chung, khai quat lién quan dén viéc xay dung va st
dung mo hinh soan thao van ban dién tir trong nghién ciu;

+ Giai thich duoc trinh soan thao van ban.
- Vé ky nang

+ Sir dung dugc phan mém soan thao vian ban Microsoft Word dé tao céc tai lidu
dat tiéu chuan theo quy dinh;

+ Thao tac dugc véi cac cong cu trong bo phan mém Microsoft Word;

+ Tao duoc cac van ban hoan thién.

- V& ning lyc tu cha va trach nhiém:

+ Tham gia hoc tap dat 80% thoi gian ly thuyét va 100 % thoi gian thuc hanh quy
dinh caa mdn hoc.

+ Hinh thanh phuong phap lam viéc theo nhém, nhan thirc van dé mot cach khoa
hoc logic.

7.2. Phwong phap:
Nguoi hoc dugc danh gia tich lity mon hoc nhu sau:
7.2.1. Cach danh gia

- Ap dung quy ché dao tao Trung cip hé chinh quy ban hanh kém theo Thong tu s
09/2017/TT-LDTBXH, ngay 13/3/2017 cua B¢ truong Bo Lao dong — Thuong binh va Xa
hoi.



- Huéng dan thuc hién quy ché dao tao ap dung tai Trudng Cao dang Hoa Binh Xuan

L6c nhu sau:

Piém danh gia Trong sé

+ Piém kiém tra thuong xuyén (Hé s6 1)
40%

+ Diém kiém tra dinh ky (Hé sb 2)

+ Diém thi két thic mén hoc 60%

7.2.2. Phuong phap danh gia

Phwong phap | Phwong phap | Hinh thic Chuén dau ra S6 | Thoi diém

danh gia t6 chirc kiém tra danh gia cot | kiém tra
) Tu luan/ Al, A2
Viet/ )
Thuong xuyén \ Trac nghi¢m/ B1, B2, B3, 1 | Sau...gio.
Thuyeét trinh
Bao céo Cl
» Tu luan/
Viet/
Dlnh k}" i Tréc ngh|ém/ A]., BZ, C1 2 Sau... glb’
Thuyét trinh T
Bao cao
Al, A2
Két thiic mén g Tu luan va _
Viet . i Bl, B2, B3, 1 Sau... gio
hoc trac nghiém
Cl

7.2.3. Cach tinh diém

- Diém d4nh gi4 thanh phan va diém thi két thic mén hoc duoc cham theo thang diém
10 (tr 0 dén 10), lam tron dén mot chir s thap phan.

- Biém mdn hoc la tong diém cua tat ca diém danh gia thanh phan caa mon hoc nhan
Vi trong s6 tuong tmg. Piém mon hoc theo thang diém 10 lam tron dén maot chix s thap
phan, sau d6 duoc quy doi sang diém chir va diém s6 theo thang diém 4 theo quy dinh ciia Bo
Lao dong Thuong binh va X4 hoi vé dao tao theo nién ché.



8. Hwéng dan thuc hién mon hoc

8.1. Pham vi, déi twong ap dung: Péi twong Trung cap Tin hoc van phong
8.2. Phwong phap giang day, hoc tip mon hoc

8.2.1. Pbi véi nguoi day

* Ly thuyét: Ap dung phuong phap day hoc tich cuc bao gdm: thuyét trinh ngan, néu van dé,
huéng dan doc tai liéu, bai tap tinh huéng, cau hoi thao luan. ...

* Bai tap: Phan chia nhom nho thyc hién bai tap theo noi dung dé ra.

* Thao luan: Phan chia nhom nho thao luan theo noi dung dé ra.

* Hwéng din tu hoc theo nhdm: Nhém truéng phan cong cac thanh vién trong nhom tim
hiéu, nghién ctru theo yéu cau noi dung trong bai hoc, ca nhém thao luan, trinh bay néi dung,
ghi chép va viét bao c4o nhom.

8.2.2. Poi véi ngudi hoc: Ngudi hoc phai thyc hién cac nhiém vu nhu sau:

- Nghién ciu ki bai hoc tai nha trude khi dén 1op. Cac tai lidu tham khao s& duoc cung
cap nguon trude khi ngudi hoc vao hoc mén hoc nay (trang web, thu vién, tai liéu...)

- Tham dy t6i thiéu 70% céc budi giang ly thuyét. Néu ngudi hoc vang >30% s6 tiét ly
thuyét phai hoc lai mén hoc méi duoc tham duy ki thi lan sau.

- Tu hoc va thao luan nhém: 13 mét phuong phap hoc tap két hop gitra 1am viéc theo
nhom va lam viéc c& nhan. Mot nhém gom 8-10 ngudi hoc s& duoc cung cap cha dé thao luan
trudc khi hoc 1y thuyét, thuc hanh. Mdi nguoi hoc s& chiu trach nhiém vé 1 hoac mot sé noi
dung trong chu dé ma nhom da phan cong dé phét trién va hoan thién tét nhat toan bo chu dé
thao luan cia nhém.

- Tham duy du céc bai Kiém tra thuong xuyén, dinh ky.

- Tham du thi két thic mén hoc.

- Chu ddng t6 chuc thuc hién gio tu hoc.

9. Tai liéu tham khao:

(1) Ty Hoc Microsoft Word 2016 Danh Cho Nguoi Méi Bat Pau, VL - Comp, nha xuét ban
NXB Hdong Puc, Xuat ban nim 2016.

(2) Huéng dan Soan thao Vin ban Dién tir, Nguyén Vin Hoa, nha xut ban Dai hoc Kinh té
Quéc dan, xuat ban nam 2015.

(3) Gido trinh Soan thao Van ban Dién tir, Tran Thi Bich Hanh, nha xuat ban Pai hoc Bach
Khoa TP.HCM, xu4t ban nam 2016.
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(4) Soan thao Vian ban Pién tir: Ky thuat va ang dung, L& Minh Tuan, nha xuit ban Dai hoc
Su pham K3 thuat TP.HCM, xuét ban nam 2017.

(5) K§ thuat Soan thao va Quan 1y Vin ban Bién tr, Nguyén Thi Hong, nha xuét ban Pai hoc
Cong nghiép TP.HCM, xuit ban nim 2018.
(6) Soan thao Vian ban Dién tir va Quan ly Dir liéu, Pham Vian Hai, nha xuat ban Pai hoc Kinh
té TP.HCM, xuit ban nam 2018.
(7) Huéng dan Soan thao va Quan 1y Vian ban Dién tir, Tran Van An, nha xuét ban Pai hoc
Thay Loi, Xuat ban nam 2019.
(8) K¥ thuat Soan thao va Bao mat Vin ban Dién tir, Pinh Thi Mai, nha xuat ban Pai hoc
Khoa hoc Xa hgi va Nhan vin, xuat ban nam 2019.
(9) Soan thao Vian ban Dién tir trong Quan 1y va Kinh doanh, Hoang Vin Thang, nha xuat
ban Pai hoc An Ninh Nhan Dén, xuat ban nam 2020.
BAI MO PAU: LAM QUEN VOI MICROSOFT WORD
< GIOI THIEU BAI MO PAU
Microsoft Word la mét trong nhitng phan mém xir Iy van ban pho bién nhat trén thé
gidi. Pugc phat trién béi Microsoft, Word cung cap nhiéu cong cu va tinh nang manh
mg gitip ngudi ding tao, chinh sira va dinh dang tai lieu mot cach dé dang va chuyén
nghiép.
Microsoft Word 1a mét cong cu hitu ich cho bat Ky ai can xu 1y vin ban hang ngay.
Vi cac tinh nang da dang va giao dién than thién, Word gitip nguoi dung tao ra nhirng
tai liéu chuyén nghiép va hiéu qua. Viéc lam quen va sir dung thanh thao Microsoft
Word s& mang lai nhiéu lgi ich trong cong viéc va hoc tap.
< MUC TIEU BAI MO PAU
Sau khi hoc xong chwong nay, nguoi hoc ¢ kha nang:
> Vé kién thaec:
- Trinh bay dugc nhiing van dé chung, khai quat lién quan dén viéc xay dung va
su dung mé hinh soan thao van ban dién tir trong nghién cau;
- Giai thich duoc trinh soan thao vin ban;
> Véky ning:
- Phan tich dugc cac thao tac can ban trén mot tai liéu;
> Vé ndng lyc tw chi va trach nhigm:
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- Hinh thanh phuong phép lam viéc theo nhém, nhan thirc van dé mot cach khoa
hoc logic.

< PHUONG PHAP GIANG DAY VA HQC TAP BAI MO PAU

- Déi Véi nguoi day: sir dung phwong phdp giang giang day tich cuc (dién gidng, van
ddp, day hoc theo vdn dé); yéu cau nguoi hoc thyec hién cau héi thdo ludgn va bai tdp
bai mé dau (ca& nhan hogc nhom).

- Déi Véi nguwoi hoc: chii déng doc trudc gido trinh (bai mé dau) trréc budi hoc; hoan
thanh day di cau héi thao ludn va bai tdp tinh huéng bai m¢é dau theo ca nhan hodc
nhém va nép lai cho nguoi day ding thoi gian quy dinh.

< PIEU KIEN THUC HIEN BAI MO PAU

- Phong hoc chuyén mén héa/nha xwong: Khong

- Trang thiét bj may moc: May chiéu va céc thiét bi day hoc khac

- Hoc li¢u, dung cu, nguyén vit ligu: Chuong trinh mon hoc, gido trinh, tai liéu tham
khao, gido an, phim anh, va cac tai liéu lién quan.

- Cdc diéu kign khac: Khong c6

< KIEM TRA VA DANH GIA BAI MO DAU
- Noi dung:
Kién thirc: Kiém tra va danh gid tat cd néi dung da néu trong muc tiéu kién thirc

v
v’ Ky nang: Banh gid tat cd néi dung da néu trong muc tiéu Ky ndng.
v Ndang luc ty chi va trach nhiém: Trong qua trinh hoc tdp, nguoi hoc can:
+ Nghién citu bai trueée khi dén lop
+ Chudn bj day du tai liéu hoc tap.
+ Tham gia ddy d thoi lrong mon hoc.
+ Nghiém tlc trong qua trinh hoc tdp.

-  Phwong phap:
v' Diém Kiém tra thwong xuyén: 1 diém kiém tra (hinh thic: héi miéng)

v Kiém tra dinh ky: khdng co

12



< NOI DUNG BAI MO PAU
1. Giéi thigu vé trinh soan thao vin ban MS Word

Hé soan thao Winword 1a phan mém soan thao vin ban cao cip chay trong moi
truong Windows, thudc bo phan mém Microsoft Office 2019 cua hing Microsoft phuc vu
cho cong tac van phong. Phién ban 2019 ra sau duoc nang cip va cai tién tir cac phién ban
ra trude do, dic biét vé hé théng giao dién thuc don va cac cong cu trinh bay cho van ban.
V61 Microsoft Winword 2019, thanh Menu thong minh hon so véi1 cac phién ban trude do

nho vao kha nang thé hién cac 1énh trong Menu c6 chon lgc.

Hé soan thao Word d dugc str dung rong rai va pho bién trén toan thé gigi nho giao dién
dd hoa va céc chirc nang rat tién ich nhu:

e Churc nang soét 15i chinh ta tiéng Anh.
e Chiic ning tao bang biéu dep mat va dé sir dung.
e C0 kha ning giao tiép vai cac tmg dung khac trong moi truong Windows.
e Chirc ning tién ich khac ho tro cho soan thdo vin ban dang dic biét.
e Chuc ning hd trg cho sir dung mang: thu dién tir, trang Web trén Internet.
1. Khéi dong va thoat khoi MS Word
1.1. Khéi dong
- Mo nut Start/chon Programs/Microsoft office/Microsoft office Word2019.
- Hodc nhin dap vao biéu tugng MS-Word2019 néu c6 trén Desktop.
1.2. Thoat khéi MSWord
C6 thé chon céc cach sau:
» Kich chudt vao nut Close.
» Chon Office Button, chon Exit Word.
> Nhan t6 hop phim Alt + F4.

Néu 6 vin ban dang mo Microsoft Word s& hoi ¢6 luu lai hay khong. Lira chon

Yes dé luu, chon No dé khong luu, va Cancel dé quay trd vé soan thao.
2. Lam quen véi moi truong lam viée
2.1. Man hinh giao dién Word 2019:
a) Thanh tiéu dé (Title Bar): L& noi hién thi tén cua chuong trinh va tén cia van ban.

b) Thanh thyc don (Menu Bar): chira tdp hop cac 1énh lam viéc ciia Microsoft Word.
13



Khi ta kich chudt Ién tén nhom nhu Home hay Insert, Page Layout...; mdt danh sach
cac 1énh trong nhom s& hién ra ngay tai khung hién thi cac tuy chon ctia Menu va ta
chi can kich chon mot 1énh can thue hién.
Mot diém luu ¥ khi sir dung Menu Bar 12 khi ta di chudt dén mot vi tri ctia 1énh nao d6
ngay 1ap ttrc c6 su thay d6i mau sic va s& c6 mot Tip hudng dan hién ra gitp ta biét
duoc nhitng thong tin chung vé 1énh d6.

¢) Thanh cong cu:(Customize Quick Access Toolbar) La noi chtra cac biéu tuong cong

cu. Word 2019 ¢6 rat nhhiéu thanh céng cu thé hién cho nhitng nhém 1énh khéc

nhau. Trén thanh cong cu, mdi 1énh duoc thé hién dudi dang mot biéu tuong riéng.

D = H B ¥2 [@ =  Document6 [Compatibility Mode] - Word = — m]

File Develope‘l Insert | Design | Layout | Referenc| Mailings | Review | Wiew | Develope‘l Help | Quick A(| Q Tell me r!::-;_ Share

= Calibri (Body) 11 - =
D B I U - abe x, x* A& ==
- WA -Aa- A A D

lipboard = Font = Paragraph = Style_s =

v - [E 32 IE
o AaBbCeDe AaBbceDe AaBhC
=3 - _
- ?l o TMNormal | TMNo Spac.. Heading1 |+ 1 Y

ik

Hé& thdng bang
chon (Menu chinh)

1
Cac muc chon
trong tirng Menu |

: Clra so soan thao tai liéu

Thanh trang thai

]
Page 1 of 1 0 words English [United States) b=

Mot s6 1énh st dung thuong xuyén: New, Open, Save, Email, Print,
Print Preview, Spelling and Gramar, Cut, Copy, Paste, Format, undo, redo,
Insert Hyperlink, Table and Border, Column...

3.Thanh Ribbon

Microsoft Word 2019 c6 mot giao dién ctra s6 lam viéc hoan toan mdi.
Thay vi dung cac icon va menu, n6 c6 mot giao di¢n mai goi l1a Ribbon (dai
ruybing) véi cac thé va cac toolbar chinh, toolbar phu. Ta c6 thé truy xuat tat ca
cac chtrc nang ciia Word thong qua Ribbon nay.
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Insert Design Layout References Mailings Review View Developer Help Q Tell me }-4_ Share

= .- Sl ==y |le=as I
[TmesNewRo -[13-[ A" A" Aa~ | fo | == 7 —E = AaBbCcl | AaBbCcl| AaBbCel | | ¥ ‘
=== = o
Pavste ¥ B I U-~-aex. x* A~a. A~ ;‘:’ e AL q T Canhchi... | TNormal | TNo Spac... |+ Edltmg

Clipboard = Font = Paragraph ~ Styles

S i B U U T B R B i o i b COI M | e B 8 S L a0 B U By Lo p

Thanh : :
e blogkienthuctinhoc.com

DU I BRI HCer 3

Néu thay thanh Ribbon nay chiém quéa nhiéu khong gian trén man hinh 1am viéc, ta c6

thé tiy bién no, c6 thé chi cho no hién thi nhitng 1énh, chtrc ning thudng dung.

Véi thanh Ribbon, ta c6 thé gidu phan mo rong ctia nd bang cach nhan t6 hop phim
Ctrl+F1 hay nhan kép Ién tén thé dang mo. Trén thanh Ribbon sé& chi con phan Quick
Access Toolbar (thanh cong cu truy xuat nhanh) va cac thé. Khi nao can lam viéc lai véi
cac chuc nang Word, ta co thé cho xuét hién tré lai chi tiét cac thé, chi can 1ap lai thao
tac nay (nhan t6 hop phim Ctrl+F1 hay kich dup 1én the).

% TOM TAT BAI MO PAU

Trong chuong nay, mot s6 noi dung chinh dwgc gisi thigu:
Giai thiéu word

Khéi dong word

Lam quen word

Thanh Ribbon

> w e

< CAU HOI VA TINH HUONG THAO LUAN BAI MO PAU
Cau héi 1. ....
Cau héi 2. ....
Cauhéi3....
Cau héi 4: ....
Cau héi 5. ...

Tinh huong 6. ....BAI 1: MOT SO THAO TAC CO BAN VOI HE SOAN THAO MS
WORD

< GIOI THIEU BAI 1
Microsoft Word 1 phan mém soan thao vin ban théng dung va manh mg, hd trg nguoi

dung tao, chinh stra, va dinh dang vin ban mét cach dé dang. Trong bai hoc nay, chiing
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ta s& khdm pha mot sb thao tac co ban véi hé soan thao MS Word, nham gidp ban nim
viing cac k¥ niang can thiét dé st dung phan mém nay hiéu qua trong cbng viéc hang
ngay.

< MUC TIEUBAI 1

>

Sau khi hoc xong chuong nay, nguoi hoc ¢ khd nang:

Vé kién thic:

- Trinh bay duoc nhitng van dé chung, khai quat lién quan dén viéc xay dung va
s dung m6 hinh soan thao van ban dién tir trong nghién cuu;

- Giai thich duoc trinh soan thao van ban;

Vé ky ning:

- Phan tich duoc cac thao tac can ban trén mot tai liéu;

Vé néng luc tw chii va trach nhigm:

- Hinh thanh phuong phép lam viéc theo nhém, nhan thirc van dé mot cach khoa
hoc logic.

PHUONG PHAP GIANG DAY VA HQC TAP BAI 1

Doi Vi nguoi day: sir dung phwong phdp giang giang day tich cuc (dién gidng, van

ddp, day hoc theo van dé); yéu cau nguroi hoc thuc hién cau hdi thdo lugn va bai tdp bai 1 (ca
nhan hogc nhém).

Doi Véi nguoi hoc: chi dong doc tride gido trinh (bdi 1) triedc busi hoc; hoan thanh

day dii cau hai thao lugn va bai tdp tinh huéng bai 1 theo ca nhan hogc nhém va ngp lai cho

nguol day dung thoi gian quy dinh..

B

*

PIEU KIEN THUC HIEN BAI 1
Phong hgc chuyén mon héa/nha xwong: Khong

Trang thiét bi may mdc: May chiéu va cac thiét bi day hoc khac
Hoc liéu, dung cu, nguyén vat ligu: Chuong trinh mén hoc, gido trinh, tai liéu tham
khao, giao an, phim anh, va cac tai liéu lién quan.

Cic diéu kién khac: Khong co

KIEM TRA VA DPANH GIA BAI 1
Noi dung:

v’ Kién thirc: Kiém tra va danh gid tat cd néi dung da néu trong muc tiéu kién thic

Ky nang: Bdnh gia tat ca néi dung da néu trong muc tiéu ki ndng.
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v Ndang luc tw chu va trach nhiém: Trong qua trinh hoc tdp, nguoi hoc can:
+ Nghién citu bai truée khi dén 16p
+ Chudn bj day du tai liéu hoc tap.
+ Tham gia ddy du thoi lrong mon hoc.

+ Nghiém tdc trong qué trinh hoc tdp.

Phwong phap:
v' Diém Kiém tra thwong xuyén: 1 diém kiém tra (hinh thizc: héi miéng/ thuyét trinh)

v' Kiém tra dinh ky: khong c6

< NOQI DUNG BAI 1
1. Thao tac véi thuce don file
1.1. Tao tai liéu mai (tao 1 file méi)
Ghi chl: Mot tai liéu ¢ day c6 thé goi la 1 file (tép)
van ban. dé tao mét file méi: 3 cach

Nhan t6 hop phim Ctrl + N.

Chon File, chon New va nhén Create.

Kich chudt I&n biéu twong New trén thanh cong cu.
1.2. Mé tai liéu da ton tai trén dia
M tai liéu da ton tai trén dia chinh 1a mé 1 file da luu tri.
- Nhén t6 hop phim Ctrl + O.
- Chon File/ Open.
- Kich chudt I&n biéu twong Open trén thanh cong cu.

Tai liéu sau khi dugc soan thao trén Word duoc luu trén 6 cing dudi dang tép
tin co phﬁn mo rong la .DOC hodac .DOCX. DPé mo tai liéu Word da luu trén dia
chung ta c6 céc cach sau:

- Cach 1: M&é muc chon File | Open khi d6 ban ¢6 cac lya chon m¢ nhur:
Recent: (m¢ cac file ¢3 mai nhiing 1an gan day nhat).
This PC: Mo file tir 6 dia cting

Browse: Chon dudng dan mé file ma ching ta timg luu truée dé.
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Bai 01.docx - Word Signin @ @ ? = O X

@ Recent mé file 43 mé Documents  Folders
nhifng [an gan nhat
D MName
. OneDrive e
inne
i 2 e o . Pin files you want to easily find later. Click the
E@ This PC ma file tir & dia cung afile,
o Today
= Add aPlace
_ @ Doc7.docx
Documents

[~ Browse Tim tGi vj tri luu file

@ Bai 01.docx
Desktop » bai 01
Yesterday
Bai 01.docx

Documents

Older
== qdso1672qubnd0272019bar
= Desktop -
»

Céch 2: Nhan t6 hop phim tat Ctrl + O. Tuong ty nhu cach 1 sau khi ban nhéan t6 hop
phim Ctrl + O ban ciing s& c¢6 cac sur Iya chon nhu & cach Cach 3: Néu ban chua chay phan

mém Word va trong may tinh cta ban c6 luu tai liéu Word, ban c6 thé click dap dé mé tai
liéu. Thao tac nay dong thoi ciing cho phép ban khéi chay phan mém Word 1 cach dong
thoi.
1.3. Ghi tai li¢u 1én dia
C6 thé luu trir file theo 3 cach:
- Nhan phim Ctrl + S.

- Chon File / Save.

- Kich chudt I&n biéu twong Save trén thanh cong cu.
Néu tai liéu ban dang soan thao 14 tai liéu m&i ban chua timg luu thi khi d6 hop thoai Save
As s& xuét hién, cho phép ghi tai liéu nay béi 1 tép tin moi:

B1: Ban click chon Browse:
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©
ﬁh Home

[ New @ Recent

ZZ Open

Save As

@ OneDrive

This PC

Add a Place

[ Browse

Click chon Browse

B2: Hay xac dinh vi tri ban can luu file, sau d6 dit tén cho file (ban nén dit khong dau),

tdy chon phan mo rong néu ban mudn luu file sang dang khac va cudi cing nhan vao nat
Save la xong.

Il saveAs *
<« v P = > ThisPC > CDN (D) v & | Search CDN (D) P
Organize New folder - @

@ Leeutoccan  © Meme Date modified Type Size
© Viega cin ® 1. sieutoc.cdn 1 File folder
2. theduy sieutoc 1 File folder
© Mega cdn 1 DA moi 1 File folder
Program Files 4 File folder
@ tienmanh.cdn 9
@ tienmanh.cdn 1 File folder
@ OneDrive &5 trinhthuan.cdn File folder
Users File folder
I This PC
[ Desktop
[ Documents
4 Downloads
b Music
&= Pictures
B videos echgn vi tri luu
= 051G
- CDN (D)
= BK(E)
= Network Dat tén cho tai ligu (File)
& Homegroup J[
v
File name: | Doc7.docx =
Save as type: | Word Document (*.docx) ~
Authors: Windows User Tags: Addatag Title: Add a title
[IMaintain [ Save Thumbnail o
compatibility with Tuy chon phan md réng cho tai liéu nhu .DOC,
previous versions of .PDF Mac dinh la .DOCX
Word T
A Hide Folders Cuéi ciing nhan Save dé luu ﬁ* Cancel
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