Tin hoc 7

Tuén: 1 Ngay soan:31/8/2021

Tiet: 1 Ngay day:.../.../2021
ON TAP

LMUC TIEU

1. Kién thirc:

- Biét soan thao,chinh stra van ban, dinh dang van ban.
2. Ki niang: Reén luyén ki nang soan thdo,dinh dang van ban.
3.Thai dg: Thai do hoc tap nghiém tic, yéu thich mon hoc.
II. CHUAN BI
- HS: Sach gido khoa, v& ghi. Poc bai trude.
- GV: Giao an, Sgk
IIL.TIEN TRINH LEN LOP
1.Hoat dong khéi dong
a. On dinh
Gioi thi¢éu phwong phap hoc by mén: A
PHUONG PHAP HQC TAP BQO MON TIN
. Ly thuyét:
- Hoc sinh can ghi nhé mét sé diém chinh trong tam caa mdi bai hoc.
- Lam hét nhitng cau hoi va bai tap & mdi bai hoc dé cung cd, 6n lai cac kién thic, ki
nang ctia bai hoc ly thuyét
- Str dung céc phuong phap hoc tich cuc nhu giai quyét van dé, phuong phap truc
quan két hop véi may tinh

Il. Thuc hanh
- Hoc sinh can tim hiéu trudc ndi dung caa bai thuc hanh trong SGK

- ChU y cac thao tdc mau cua gido vién, sau d6 hoc sinh ¢6 y thic ty giac thuc hanh
bai hoc

- Rén k¥ ning thuc hanh thanh thao qua mai bai hoc.
- C6 thai @6 nghiém tuc khi hoc va lam viéc trén may tinh

- Boc thém sach va hoc hai ban.

b. Kiém tra : Két hop trong bai hoc
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2.Hoat dong hinh thanh kién thirc

Hoat Hoat | NO1 dung
dong | dong

cua cua
GV HS
I. On li thuyét
-GV 'DQC Cau 1: Soan thido van ban trén may tinh cé nhirng wu diém gi?
dua de
cau hot DAP AN:
veu | -Tra v' Dep va c6 nhiéu kiéu chuan x4c hon rat nhiéu so véi viét tay.
ciu 10 v Co nhjéu cach trinh bay d& hon so véi viét tay.
tirng cau v" Co¢ thé chinh stra, sao chép van ban dé dang.
HS tra | hoi
lo Cau 2: Trinh bay cach sao chép, cich di chuyén phan vin ban.
PAP AN:

a) Trinh bay cach sao chép phan viin ban:

Pé sao chép mot phén van ban da co6 vao 1 vi tri khéc, ta thuc hién:

Budc 1: Chon phén vin ban

Budc 2: Nhay chudt phai -> Chon 1énh Copy (Hodc Ctrl+C)

Budc 3: Pua con tro soan thao to1 vi tri méi

Budc 4: Nhay chudt phai -> Chon 1énh Paste (Hoac Ctrl+V)

b) Trinh bay cach di chuyén phin vin ban

bé di chuyén mot phén van ban da co6 vao 1 vi tri khac, ta thuc hién:

Budc 1: Chon phén vin ban

Budc 2: Nhay chudt phai -> Chon 1énh Cut (Hodc Ctrl+X)

Budc 3: Pua con trd soan thao to1 vi tri moi

Budc 4: Nhay chudt phai -> Chon 1énh Paste (Hoac Ctrl+V)

Céu 3: Thé nao la dinh dang viin bin ? Pinh dang vin ban nhim

muc dich gi ? C6 nhirng kiéu dinh dang viin ban nao ?

DAP AN:

- DPinh dang van ban la thay doi kiéu dang, vi tri cua cac ki tu (con
chi, s, ki hiéu) cac doan van ban va cac ddi tuong khac trén trang.

- DPinh dang van ban nham muc dich dé vin ban dé doc, trang van ban
6 bd cuc dep va ngudi doc dé ghi nhé cac ndi dung can thiét.

- DPinh dang van ban gé)m 2 loai: Pinh dang ki ty va dinh dang doan
van ban

I1. Bai tip tric nghiém

Cau 1: bé thoat khoi cira sb soan thao em chon nat 1énh :

-GV -HS
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néu |suy A = B. C.l= D. mtim
cau hoi | nghi | Cau 2: Str dung phim Backspace dé x6a tir TRONG, em can dit con tro
trac. trd | soan thao & dau?
nghiém | 1oi. | A Ngay trude chit O B. Ngay trudc chir T
C. Ngay trudc chit G D. Pit ¢ cudi tir TRONG
Cau 3: Em sir dung nat 1énh nao dudi day dé sao chép vin ban?
A. L& B. 2 c..L D. =2
b=,
CAau 4: Natlénh = dung dé lam gi?
A. Tang khoang céach thut 1¢ C. Gian cach dong trong doan van
B. Giam khoang céch thut 1& D. Cin 1¢
Cau 5: Muén khoi dong chuong trinh soan thao van ban Word, em nhay
dup chudt vao biéu tuong nao dudi day trén man hinh gén?
N o W] L D. i
3.Dan do:

- On lai kién thire d3 hoc

- Thuc hanh soan thao mot doan van ban tuy chon va thuc hién lai cac néi dung da
hoc trén doan van ban vira soan thao. (Néu c6 may tinh)
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Tu’?ln: 2 Ngay soan: 1/9/2021

Tiet: 2 Ngay day:.../.../2021
ON TAP (tt)

LMUC TIEU

1. Kién thirc:

- Biét soan thao,chinh stra van ban, dinh dang van ban.

2. Ki niang: Reén luyén ki nang soan thdo,dinh dang van ban.
3.Thai d¢: Thai do hoc tap nghiém tac, yéu thich mon hoc.
II. CHUAN BI

- GV: Gi4o an, Sgk, thiét bi day online

- HS: Sach giao khoa, vo ghi.

II.TIEN TRINH LEN LOP

1.Hoat dong khéi dong

a. On dinh

b. Kiém tra : Két hop trong bai hoc

2.Hoat dong hinh thanh kién thirc

Hoat Hoat | NO1 dung
dong | dong
cua cua
GV HS

I. On li thuyét
-GV -Doc | Cau 4: Thé nao 12 dinh dang ki tw ? Thudng thiy nhirng kiéu dinh

d}ra . de dang ki tw nao ? Néu cac kiéu cin 18 trong dinh dang doan vin?

cau héi PAP AN:

Yy Tra Dinh dang ki tu: ] ‘

cAu 15i ¢ DPinh dang Ki tw la thay doi dang vé ciia m¢t hay nhiéu nhom
tung cau Ki tu.

HS tra | hoi < Gom:

161 * Phong chir (font)

* C0 chir (font size)

« Kiéu chir (font style)

*  Mau chir (font color)
##xCéc kiéu cdn 18

QO Nutlénh — (Align Left): cin 1@ trai

O Nut Iénh
O Nt Iénh

(Center): can gitra
(Align Right) : ciin 1€ phai

U Nt Iénh (Justify): cin déu hai bén
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-GV
néu
cau hoi
tric
nghiém

-HS
suy
nghi
tra
10o1.

Cau 5: Néu sy giong nhau va khac nhau giit phim backspace va
phim delete
DAP AN:

v/ Giong nhau: c6 chirc ning x6a ki tw trong viin ban

v Khéc nhau:

o Phim Backspace: Xo6a ki tu dirng trude con tré

o Phim Delete: X0a ki tu dirng sau con tré

Cau 6: Cac nut Iénh va chirc ning twong wrng:

I T T

Mé& van ban mdi

= Me van ban d3 c¢é trén may tinh (trén dia)
id Lwvuvan ban

b= Dan dong van ban

Di chuyén phan van ban vao bé nhé clia may tinh

Sao chép phan van ban vao bd nhé cia may tinh

Dan phén van ban tir bd nhe (Clipboard) vaovi tri
@ con tro soan thao

) Hay bo thao tac vira lam

I1. Bai tap tric nghiém

Cau 1: Muc nao duéi diy sip xép theo thir tw don vi xir Iy vin ban
tir nhé dén 16m?

A. Ki tu - cau — tir - doan van ban

B. Ki tu - tir - cau - doan van ban

C. Ki tu - tir - doan van ban - cau

D. Tt - Ki tu - doan van ban - cau

Cau 2: Trong Microsoft Word, chirc nang ciia nut Iénh "7 tren
thanh cong cu dinh dang la:

A. Dung dé thay d6i ti 18 hién thi vin ban

B. Dung dé thay d6i mau chir

C. Dung dé thay doi ¢ chir

D. Dung dé thay dbi kiéu chi
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Cau 3: Nut lénh I dung dé?
A. Sao chép van ban. B. Di chuyén khdi vin ban.
C. M¢ van ban c6 san.  D. Luu ndi dung van ban .

Q

au 4: Theo thir tw tir trai qua phai, y nghia cia cac biéu twong
la:

A. Can 1@ trai, can 18 gilta, can 1& hai bén, can 18 phai

B. Can 1& phai, can 18 trai, can 18 gifra, can 1& hai bén

C. Can 18 trai, can 1& gilta, can 1é phai, can 1é hai bén

D. Can 1é phai, can 18 trai, can 1& déu hai bén, can 1& gilta

Cau 5: Pudi mé rong ctua phan mém soan thao Word 13 :
A. txt B. .doc C. .exe D. xls

3.Dan do

- On lai kién thire d3 hoc

- Thuc hanh soan thao mot doan van ban tuy chon va thuc hién lai cac noi dung da
hoc trén doan van ban vira soan thao. (Néu c6 may tinh )

- Tir tuan 3 ngay 20/9/2021 cac em s& bat dau hoc chuong trinh chinh thire SGK 16p 7

theo PPCT
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