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BAI 11: PINH DANG VAN BAN
CHU PE 5: UNG DUNG TIN HQC

MON: TIN HOC - KET NOI TRI THUC VOI CUQC SONG - LOP 6
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Ly thuyét dinh dang vin ban Tin hoc 6 Két néi tri thirc
1. Phan mém soan thio vin ban
- Phian mém soan thao vin ban co thé dugc cai dat trén may tinh hodc chay truc tuyén trén Internet,...
- C6 nhiéu loai phin mém soan thao vin ban khac nhau, chiing déu c6 cac chirc ning co ban sau day:
+ Tao va dinh dang van ban.
+ Bién tap, chinh stra ndi dung.
+ Luu trir van ban.
+ In van ban.
+ Xem lai va theo doi sy thay doi cua tai ligu.

+ Luu trit tai lidu trén ddm may dé co thé dong bo va 1ay tai lidu tir may tinh, dién thoai di dong hay may

tinh bang.
+ Lam viéc cdng tac voi nguoi khac trén cung mét tai liéu moi lic moi noi.
2. Pinh dang vian ban va in
Pinh dang van ban:
- Pinh dang ki ty (Hoc ¢ Tiéu hoc)
- PBinh dang doan van ban
- Binh dang trang van ban
- In van ban
a. Pinh dang doan van ban
Céc 1énh dinh dang doan van ban nam trong thé¢ Home, & nhoém 1énh Paragraph:

+ Cin thang 18 trai
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. +Canthing léphai

+ Can gilta

+ Can thang hai 18

+ Tang/giam khoang cach thut 18 trai

+ Khoang cach gitra cac dong trong doan, gitra cac doan.

b. Pinh dang trang van ban

- Céc 1énh dinh dang trang vin ban nam trong thé Page Layout, & nhom 1énh Page Setup.

- C4c yéu cau co ban khi trinh trang vin ban bao gom:
+ Chon huéng trang (Orientation): Trang dung (Portrait) hay trang nim ngang (Landscape).
+ Pit 18 trang (Margins): L& trai (Left), 18 phai Right), 1& trén (Top), 1& dudi (Bottom).
+ Lua chon kho gidy (Size): Kho gidy phd bién 1a A4.

C. In van ban

bé thuc hién viéc in van ban, trong thé File, em chon 1énh Print.

3. Thuc hanh

Hoan thanh bai tap thuc hanh trong SGK/51, 52:

1. Nhap ndi dung van ban va chén hinh anh.

2. Can 18 cac doan vin ban.

3. Chon huéng trang va chon 1& trang.

4. Xem trang in dé diéu chinh lai viéc can 1& doan va cin 18 trang (néu can).

5. Luu tép van ban.
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