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1. SAO CHEP, DI CHUYEN MOT PHAN VAN BAN

@ Khi soan thdo van bdn trén mdy tinh cé nhing phdn van badn 1ap Igi,
em chi cdn gd mot 18n rdi sao chép dé cd nhing phdn gidhg nhau ma
khéng can gd Iai.

Vi du: Cau Trang di... tU ddu dén? & badi tho trén ducc 1ap lai nhiéu 1an, em

cd thé i duna thao tac sao chéo dé soan thdo nhanh haon.

Trang oi... tlr dau dén? Trang oi... tir dau dén?
(Theo Tran Pang Khoa) (Theo Tran Bang Khoa)

Tréng oi... tlr dau dén?
Hinh 44. Sao chép phan van bdn

D



@ C6 nhing frudng hop phén van bdn dé & vi tri chua hdp I, em cé thé di chuyén
phan van bAn dé dén vj tri hop If ma khéng can phdi go lai.

Vi du, di chuyén phan van ba&n (Theo Tran Bang Khoa) dén vj tri cudi doan tho.

Trang di... tu dau dén? Trdng di... 1t déu dén?
(Theo Tran Bang Kho
Trdng di... 10 déu dén?

Trang di... 1 déu dén? Hay tU cénh ring xo
Hay fu canh rung xa Tradng hong nhu qud chin
Tradng hong nhu qud chin L{Ng IS 1én trudc nha.,

L{ng IS [én trudc nha., \
(Theo Tran Bang Khoa)

Hinh 45. Di chuyén van bdn dén vi tri
moi
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Trong hinh 43, hinh &nh anh frdng da dudc chén vao van ban dé minh hoa cho
bdi tha tr&ng oi tU déu dén tuong tu nhu tao bai tinh chiéu em cé thé chén hinh
anh phd hop dé van bdn thém sinh ddng va hdp dédn cac thao té&c chén hinh
Anh trong phdn mém soan thdo van bdn sé& dugc hudng dan trong cac phdn
thuc hanh

LBl ¢ 6 thé su dung cadc thao tac sao chép, di chuyén mét phan
vdn bén dé soan thdo nhanh va haop li. Em ciing c6 thé chén

thém hinh dé vdn ban sinh déng va hdp dan hon.
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Hay ghép moi thao tac & cot A v8i mot mod t& 3 cdt B cho phu

hnm
A B
1. Sao chép a) Minh hoa cho ndi dung van ban thém sinh déng va
hap dan.
2. Di chuyén b) Tao thém phdn van bdan & vi tri knae gidng hét phan
da chon.
3.Chénhinh dnh  ¢©) Pua phdn van ban tU vi i cG dén vi tri mdai.

2. THUC HANH
NHIEM VU

Em thuc hién cac yéu cAu sau:

) P



Em thuec hién cdc yéu cau sau:

a) M3 tép Bail frong thu muc tén cla em da tao 3 phan Luyén tap clia Bdi 10.
b) Sao chép van ban, gd thém céu tha, di chuyén van bdn dé dudc két qud
nhu minh hoa trong Hinh 43.

c) Chén hinh &dnh phu hgp vdo van bdn. Luu tép véi tén mdi Ia Bai2.,

vo1 (N0c sine

Huéng dan:

Hinh 45. o) M3 tép Bail

Budc 1: Khdi ddng phan mém soan thdo van bdan Word.

BuSc 2: Chon Iénh Open frong b&ng chon File. Clia s6 Open mda ra. Thuc hién 18n luct
cac thoao téac tuong tu nhu sau dé mdé tép Bail



1. Chon thu muc
chda tép van

bAn

2. Chon tép van

bdAn

All Word Documents
7@pm - Cancel

Hinh 46. MG tép van ban da c6 frén may tink Nhdy chudt vao

nut IEnh Open

@)

b) Sao chép van ban, gd thém céu thd, di chuyén van bdn

T

Budc 1: Em hdy thuc hién céc thao tac sau dé sao chép céu Trang di ...t dau
dén? cho khd tho thd hai clia bai tho.
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2. Nhdy chudt vao nudt |énh

Bai1 - Word (Product Acti

WPS PDF Q Tell me what you want to do..|

Insert Design Layout References Mailings Review View

iZriz-ir &3= Bl T | aaBbcend| AsBbCend AaRb(

B L Calibri (Body}~|11 ~ A A | Aa~ A 3=
pacte 1 COPY .
ste - 2 A-WL AL === - I, i
- O EermER Al B I U -akex: X [ 2 B=E == E b T Normal | T No Spac... Heading
Clipboard [ Font 5 Paragraph e
Navigation M
Search document »p -

Headings  Pages Results

= PR ——
Create an interactive outline of your document. Trang of... tir dau dén?

It's a great way to keep track of where you are or quickly (Theo Tran Déng Khoa)

move your content around.

To get started, go to the Home tab and apply Heading
styles to the headings in your document.

Tréng oi... tir dau dén?
Hay tlr canh rirng xa
Tring hdng nhuw qua chin

Lirng lo' 1én trwde nha.

1. Chon doan van bdan cdn sao chép

4. Nhay chudt vao ndt [énh

Insert Design Layout References

i Calibri (Body; ~ |11 =/ A A Aa-

Mailings

B =

L Copy
Paste < 2 M-y, A .=
- ¥ Format Painter B I U-akex x A - .
Clipboard F1 Font 7]
Navigation T
Search document L~

Headings _ Pages Results

Trang oi... tir dau dén?

(Theo Tran Déng Khoa)

Trang oi... tir ddu dén?
Hay tlr canh rirng xa
Trang héng nhu qua chin
Lirng lo 18n trude nha.

Trang oi... tir dau dén?

K&t qud sao chép

Hinh 47. Sco chép phan van bdn

Review View

=-w-lEs Al
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voi cudc sOne

Bail - Word (Product Activation Failed)

WPS PDF

L
-
1l
4
1
4

Paragraph F]

Tring oi... tir d3u dén?

(Theo Tran Dang Khoa)

Tring oi... tir diu dén?
Hay tlr canh rirng xa
Trang héng nhu qua chin

Lirng lo 1&n trweére nha.

Q Tell me what you want to do...

T Normal | TNo Spac... Heading 1

-

AaBbCcDd| AaBbCcDd AaBhC( AaBbCcl

Heading 2

3. bua con trd soan

thdo dén vj trf cdn sao

chép



BUSC 2: G ti8p ba ddng cudi clia khd tha thd hai.

BuSc 3: Di chuyén cum U (Theo Trén Bang Khoa) xuéng cudi khd tho thd hai. Thuc

hién tuong tu nhu budc 1, nhung thay nut I8nh Copy bAng NUt Iénh ( Trang oi... tir dau dén?

c) Chén hinh dnh pht hgp vao van bdn va luu tép vai tén mdi

A Bai2.

BuSc 1. Bat con trd soan thdo VAo vj 7 ~ & Axn~ /s s TeAn

BERoX croryARNSRHPiehde fong dai
i&nh Insert. Clia sO InsertPicture md&
ra.Thuc hién thao téc sau dé chén anh

minh hoa
K&t qud van ban dugc minh hoa nhu

Hinh 49.
Budc 3: Chon Iénh Save As frong bdng
chon File. Clla s6 Save As xudt hién, em

7 thuc hién cac thao tac sau dé Iuu véi
t 1A cETR

1. Chon thu muc

chaa tép hinh énh 2. Chon tép hinh anh

T L

a4

3. Nhdy chuét vao nat Iénh Insert

Hinh 48. Chén anh vao van ban

Trang oi... tir dau dén?
Hay tl¥ canh rirng xa
Trang hong nhu qua chin
Lirng lo 1&n tredrc nha.

Trang oi... tir dau dén?
Hay bien xanh digu ki
Trang tron nhw mat ca
Chang bao gi& chap mi.

(Theo Tran Bang Khoa)

e .

Hinh 49. Két qud
chén hinh dnh
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™ LUYEN TAP

KET NI TRI THUE
voI cudc sdne

1. Em hay ghép mdi bidu tuong & cot A véi ¥ nghia clia ching 3 cot B cho phil hop..

A

B |
/a} Hinh anh cda con trd chudt khi bat dau thao tac chon

il

/van ban.

[l

, B

_b) Lénh sao chép phan van ban duoc chon.

“¢t) L&nh dan phan van ban d& cat hoac sao chép.

—~d) Lénh cat phan van ban dwoc chon.




2. Em hdy quan sat ba khd tha

a) Nhidng 1 ndo 18p lai nhiéu 1dn? Em dung cach ndo dé
knong phdi go Iai nhdng 1 ndy? (NhGng tU dudc 1Gp lai: cdy;
cum tU: Ai trong cdy; Em trdng céy. Bé khéng phdi gb Iai ta
dung |énh Copy, Paste)

b) HAy gd nhing khd thao frén vao phdn mém soan thdo van
bdn.

c) Hay chén hinh dnh minh hoa cho badi tho.

d) Hay luu tép van bdn v&i tén Bai3 vdo thu muc tén cda em.

ohdn van bdn dugc chon.

Ai tréng cay

MNgudi do co bong mat
Trong vom cay

Quén nang xa dwéng dai.

Ai tréng cay

MNguwei do co hanh phoc
Mong cho cay

Mau I&n 1En trng ngay.

Ai tréng cay...
Em trong cay...
Em trong cay...

(Theo Bé Kién Qudc)

3. Em hdy néu su khac nhau cla hai thao tac sao chép va di chuyén déi véi

T



VAN DUNG

1. Em hay md lai tép da luu & phan Van dung Bai 10 va chén thém hinh anh

phU hdp vao van badn. Luu lai tép van bdn vdi tén mdi.
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KET NOI TRI THUE
vai cudc sdne
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