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1.1. KiJhth. ¢ clhvQmay tinh
1.1.1. Théng tin va x ly théng tin
1.1.1.1. Thong tin
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Ch¥ng ta ti
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THONG TIN THONG TIN THONG TIN
LU TR(Y THONG TIN
Hinh1l. S. LQ qu§ tr3nh xo | T thtng
1.1.2. PFn ¢ ng

11 . 2. 1.x lytiumg tdm

L™ Lfu n«o trung t©m c¢c, a m8y t2nh c-
hoHc Li Qu khiWn c¢c8c hoUt L, ng oCemdral m§y
Processingunit. Hai nh” s[n xublt CPU | ., n nhblt hi
phfn c¢c,a CPU g m c-:

Kh Xi Li Zu-Chrtrol @) LAICW" nh phfn ¢, a CPU c
d"ch c¢c8c | nh c¢c_,a ch€ehng tr3nh v~ LiQu |
Céc thanh ghi (Registers s)mgay trong CPU, c¢- nhi m
khi x 1T v™ ghi k/Jt qul sau khi x° I1



Kh Xi t2nh to8n ALU:QGAHhj thméemigc thogi di

c.a Lhn v LiQu khiwn v™ x I'T t2n hi u.
Chip cau Béic cung tan nhiét Ehig Gy Naost Khe cém PCI (x5)
Khe cadm chuén IDE
Khe cdm DRAM | _o 8 Qe 1 .
Jack cim ngudn ATX E - \ O
20 chan < \ “
Pin CMOS
Diém dung
gan quat tan
nhiét cho
CPU Céng két néi cac thiét bi ngoai vi:
PS/2 - Ban phim, chuét), Serial,
Parallel, USB, Ethernet, Audio
Hinh 12. VI'tri cva CPU trong bo nch chy
4th Gen
‘, L Intel® Core™ i7
Hinh 13. CPU Intel Core i7, tAhM4
1.1.2.2. Thit b nhdp
Thi/Jt b" nhdp | " c¢c8c thift b L€ ¢ s’
b n ph2m, (cthruactk,bablil )l,tnbo[ng chU4m (touchp
clim _ ng, cfn LiQu khiWn (joystick), m8§
k: thudt s, microphone, m8y qu®t [ nh (s
- BanphimL™ c¢*ng ¢, c¢ch2nh LW nhdp d. i’
t8c v, trong m t ch€ehng tr3nh _ ng d,
c- mt s thifjt kJ ti n 1I°i c¢ch_ a c¢



ph€hng ti n trong khi s d_ng m8y t
qua ¢ ng PS/ 2, USB hoHc kJt n" i kh?

/_ Céc phim chircnang  Dén trang théi Céc phim sb
la_l@"—\l o [ f e L JLre [ [ Lo JLow [reree [ [ e | Mo _\
T EEEELELILE ] Bl T T
11 2 (3 |4 |5 [6 [7 [8 |9 [0 [- |[= |Beckspece
m,._ao W IE R IT Y [U (I [0 P |{ [} l ou [| wa [[rgnefl| 7 [l 8 [ 9 .
c:uMA S ID[F |G [H |J [K |L ’ : :: sl sl s
Shift Z |X [C |V B IN M ?

o j g / ron r\ 1 : : Ent
o | ™ 0
= /< = ) el \&
Nhom phim td hop Phim di chuyén

Hinh 14. Ban phim may tinh
- Chuit m8y tDmly CModks &Qu khi Wn v~ | "n
s d,ng chu,t m8y t2nh nhblt thil]Jt p
s8t t a Ldi veihuywwWo ¢8& chu, t tr°n m
bo mdch c¢ch, qua ¢ ng COM, PS/ 2, USB

Hinh1l5. Chuit m8y t2nh (Mouse)
- Bdng chuym :LTob¢hPadd) chuyWn chu, t d?

chu, t tr°n m8y t2nh x8ch tay v, i h a
t2nh LW b"n v™ n3um de€ i b"n ph2zm.
N E O E [ O D O EE
[ | ]

Hinh16. Bd ng chu m (Touchpad)

4



- B¥%t chu mL"( Sm ytl utshi Jt b’ nhdp trlng
d. ng LW ch n hoHc k2ch hoUdt m t m, c
ng.

N\

Hinh 17. B¥%t chum (Styl us)

- M"n h3nh:Lted m pnghi /Jt b  mg¥ t28h HoH
thi i B ng thlng miNMht Mmhmn/Jh3bdh bhiaw
th€ ng nh€e LCD hoHc LED v°™ m t | . p
t h J] c & lupayvi tinh.

Hinh18. M" n h3nh c¢cd9 m ong
- Ctn LiZu khiL"®nm, (tj otyhsit/jtc kB~ Lfu v o
k hi Wn tr, chhi videot#arih.c!@fyn nlgihQu
g m mmh®n LJ, m t tay L,n (stick) v,

5

L€ ¢ di chuyWn bblt k8 h€ ng n”o.



Hinh19. Ct n Li Zu khi ®n (joystick)

- May ghi hinh tgc tidp (webcam)La 04 thiJp b ghi hinh k thud s L ‘&

Kinivi m8y WruyQ & atifp hinhfnh n - " gl@&imtl €

website n/hotl m8yhay nlh k h § cthgridntemet.l’ -t

VQc h[nowebcamging nh@hkghyds nhe€ng’ shdc

chc ntng,anhdophhm@n cHi tlr °n @&hwivaixnh Li

ly. Ngay nay, nh@ webcam con c6 YWd %2n gquay phim, chp [nh T i

|l €u v~ o m8yd¥%wrtgh ht rhoong ¢ n@ fith®cfnhan n i

n- g hci /flttuBy tm Kivh soatt x a hay d Arbgiéndtb € t h

hinh[nhgi a ¢ o'niv. hnha@.

N logitech)
\\ 4

Hinh110. M8y ghi h3nh trxc tiAp (wetk

- MicrophoneL™ m, t | oUi cfm biJjn th, ¢ hi n
sang t2n hi " u Li n. Microphonlei [n€ c
t hoUi ,,hitthngngonmkaraoke, tr° th2nh, th
phg8t thanh v™ truyQn h3nh, thi/t b’



Hinh 111 Micro
M8y qu®t dnli (MSaanrhgujahdg h qu@&t3nh [
tr°n gibly, c¢ch_ viJt tay hay vdt thyV
qu®t th€ ng Li k™ m m t thiJt b LFfu

Hinh 112 M8y qu®t d nh (Scanners)
1.1.2.3. Thit b’ xubt

Thi JJt bnh_xnubltt hliJt b L€ ¢ s d, ng LW
t2nh. M t s’ thi/Jt b xublt thtng d,ng n

nghe. Trong L-:

H

Man hinh may tinh (Monitor.™ t hi Jt b° Li n t g dn
m,c HewWh th v~ giao tiJ]lp gi.a ng®€
m8y t2nh ¢c8 nh©n (PC), m"n h3nh mS8y
m8y t2nh x8ch tay (laptop) m"n h3nh

t§ch r> i, m t s m8y t2nh x8ch tay
r i m'n h3nh. nHc bi t m'n h3nh c-
m8&y ch,

Hinh 113. Man hinh may tinh (Monitor)



M8y chi Au:lCPmojtectthar/)t b c¢c- b, phd

3

clng sublt | . n, Li qua m t s  h t h’
hi u LFu v o LW tY9o ra h3nh [nh tr°®
b3Jbng mdt . M8y <chiJJu ph_,c v, c8c m, c
trong m8y t2nthdd Wasdtrhluydj8c talk@tng tr°
nhi Qu ng+¥€ i c%ng xem, m8y <chiJju t ha

tay v,i blfng t€hng t8c, xem phim t.

Hinh 114 M8y <chi Au (Projector)

May in (Printery L" t hi JJt dh ' ngL®€W tshW hi n r a
nhau c8c n,i dung L€ ¢ soUYn thlo ho
c8§c chJ blfn, m8&y in cfn L€ ¢ kJt n’
hoHc th'ng qua c¢c8c ki Wu truyQn d. I
t2nh qua ¢ ng LPT truyQn th  ng hoHc
nay LQu c¢c- kh[ ntng kJt n" i v_i ¢ n
c- thw L€ ¢ kJt n"i v.,i mlng m8y t 2
chung trong m t mng LAN (hoHc c- t
s m8y in hi ' n nay L« h, tr° truyQn
L'i Qu n"y tUYo thudn I i c¢cho vi ¢ in
rblt ph” DbiJn hi n nay.

Hinh 115. May in (Printer)
Loa may tinhL™ t hi JJt b’ d¥%ng LW ph8t ra C

vi ¢ v’ gili tr2 c¢c,a con ng<€ i v, i
n’ i vV, i m8y t2nh thl'ng qua ¢ ng xul
tinh.



Hinh 116. Loa may tinh
- TaingheL™ thi/JJt b° g°  m m t c8c | oa ph§8i
mang t2nh di L, ng th€ ng L€ ¢ LHt §
tai nghe nh€e |l o4i c¢- dO©y hopibdhkhtag
hoHc tai nghe g m cl loa v"™ micro.

\
’ | &

-4

Hinh 117. Tai nghe
1.1.2.4.B nh, vathi/tb | €u tr

B, nh, | thift b I ©u tr_ thlng tin
B, nh, ®Bamhog tm:ong v.° bi nha ngo i

B, nh, trong bao g m b, nh, c¢ch”™ L ¢ R
Xublt ngXu nhi°n RAM (Random Access Memor

- ROMn€ ¢ s d_ng LW |I€u tr_. c8c ch¢€h
L'i Qu khiWn vi ¢ nhdp/ xublt. Thtng ti
L i, khtng b mblt ngay c¢c[ khi khtlng



s
tees
.....

Hinh118 Bi nha ch=z LXc (ROM)
- RAMn€c s LW negu tr. c8c s . ki n v~
thao t8c v°™ t2nh to8n. RAM c¢c- LHKHc L
S€ mblt Li khi mblt Li " n hoHc tdt m8§y
t2nh hi ' n nay thi'ng th€ ng v o khoTl
n.,a trong t<€hng | ai

-

Hinh119. Bi nha truy xumt ng,u nhi®°n

B, nh, ngo”"i | " thiJjt b |1 €©u tr_ thtn
mblt khi khtng c¢- Li " n, d. |li " u | €u tr°n
d. ng x-a hoHc ghi L I °n B, nh, ngo" i

t2nh. Hi ' n nay c¢c- c8c lo4i b, nh, ngo"i

- noga cong (PHardWi Diktlk) c._ ng c- duaBg | €
v ¢+ thW cao hhn n_a trong t<€hng |

Hinh120. noa cong (Hard di sk)
10



- ngoga quang (:Catmpia/gtt Wi skieng LW | €u t
nh, ©m thanh v° th€ ng L€ ¢ s d_n
ti n (multimedia).: ChloahaCD | @dlaing hl «
700MB) v DVD (dungGB).€ ng kholng 4.7

DVD-R

I SONY

Hinhl1l21noa quang

- C8c | oui bi :Nhoth@egahi kih8&§c ( Memory
Flash Card), USB FlashDrive- dung | € ngGBph'r “bil/Im.

SanDisk

Ultra

. 80 MB/s ;g .

1288

SanJisk

Hinh122 Thi nha Hinh 123. USB Flash Drive

1.2. PHn mQn

Phfn mQm | " ch€ehng tr3nh m8y t2nh L€
ng'n ng. LW LiQu khiwn thi/Jt b s~ th =c
tr3nh by m t sbifJmUhi phfmamQmg pm c - :

1.2.1. PHFn mQn h th" ng

o

L™ m t tdp h  p c&8c phfn mQm chuy®°n d,
Mi crosoft Wor d, Mi crosoft Excel, Mi cr os
t hw d, d" " ng t€hng t8c v~ LiQu khiWn c8c
mQm h’ th " ng nh€e m t tfng trung gian gi
phfn ¢c. ng m8y t2nh). Phfn mQm h' th ng |

H

- H Li Qu h"nh (Operating System): L~
tr€ ng bao duanphhofF nc &c ntghic/hto ph®p ¢ §
hoHc ng€ i s d,.ng c¢c- thw d, d"'ng t
c.ng n"y. Nh€e vdy, hfu nh€e m i thao

11



phfn ¢ . ng LQu thtng qua H LiQu h"n|
vai tr, nh€e m t Atfngo trung gian (¢
(Quln |I'T t"i nguy°n, cung cblp giao
- Phfn mQm ti n 2ch (Utilities): L ¢
vi ¢ pho©nht2¢thj e€&bBuhb¥e bl[o tr3 cho
ch€hng tr3nh qu®tdpvithhanck um®a_. Llgia, u ,n

ho8 v~ gi [i m« d. i u, t heo d»i mY |
- Phfn mQm LiQu khiWn (Drivers)hi L", c
chy th+€ ng tr% c%ng v.,i h LiQu h-

khi Wn gi_a c8c thil/]Jt b’ phfn ¢ ng ¢
Li Qu h"nh gi %p cho c¢c8c thiJt b ph¥
phfn c¢c,n | 4Yi teh.a h° th  ng m8y
- C8c b, chuywn L ng!'n ng. (Languaog
c§c c©u | nh L€ ¢ viJJt b=yxng m t ng?t
sang ng!'!n ng. m°™ m8y t2nh c¢c- .t hW hi'
1.2.2. PAn mQn_ngd ng

L” c8c ch€ehng tr3nh m8y t2nh L€ ¢ thi
(end wuser) nh3um thol m«n nh_ ng nhu c¢cfu
mQm _ng d_.ng c¢c- thW chia th” nh ba | oUi

Phfn mQm _ng d,ng ch s° (Basic Appli

d, ng L€ ¢ s’ d., ng trong hfu hJJt c¢c8c ng" I
phfn mQm x| T vin bln, phfn mMQOmt hhoyg/t
T ch s° d. 1i ué

Phfn mQm _~ng d,ng chuy°n bi t (Speci

mQm chuy®°n d_ ng Le ¢ s d., ng cho m t ho!

x I'T LY hoU, CKATLABCEN, ORCAD,

Phfn mQm . ng d.,ng tr°n thifjt b di L,
hoUdt L, ng tr°n c8c thiJt b Smartphone.
1.2.3.M ts phfnmQn_ngd ngthdong d ng

M t s° phfdnp ngQm himg d_ nhgf nhimQm nxay Inlh €
bfng t2nh, h quln tr° c¢ch s° d_ i u, ¢t
phfn mQm kh8§c. Trong L-:

- Phtn xniZzm T :btnmbtd nl o4i phfn mQm L€ ¢

c8§c vin blfn Li n t . C- rblt nhiQu c¢
VQ c¢c8c phfn mQm th€ehng mUi, ph’ b i
Mi crosoft. C8c ch€ehng tr3nh soln th

m  th€ ng gHp bao g m: Writer (tron

12



g
L
t

tr€ ng KDE) v~ AbiWord (trong mti |
ch€hng tr3nh soUn th[fo vin bl[n tr ¢

Phtn mZm :hd nmg, tt 2mhfn mQm . ng d_, ng d
t2ch v° |1 <€u tr_ d. |i u th'ng qua c
nh€ |I'° m* ph, ng bng m8y t2nh c¢c8c b
d, ng blng t2nh ph” bi/Jn hi n nay |~
phfn mQOm ngu n m nh€e LibreoOffice C:
s blfng t2nh d a tr°n nQn Web nhe€:
EditGrid.

HM qud n tr N (Database Manabhemerit SysterDBMS): La
phfn mQm hay h° th ng L€ ¢ thil/lt KkJ
ch€hng tr3nh n"y h, tr° kh[ ntng | €

tin trong m t ¢ch s° d. 1i u (CSDL).
nhi Qu ng<€ i biJt LJn nh€: MySQL, Or
Phtn mZm tréimch schidung LW tYo c¢c8§c b
re ¢ g i |~ slideshow, ¢+ thw L€ c
chiJJu hoHc hiWn th  tr°n Web. Phfn
t4Yo ra c¢c8c t~ i 1i u ph®©n phg8t cho k
tr3nh v° c¢c8c t"i Ii" u kh8c c¢c- thw I

Microsoft PowerPoint, Lotus Freelance Graphics va Corel Presentations la
nh_ ng v2 d, c.a c¢c8c chehng tr3nh ph
tr3nh chi/JJu m« ngu" n m nh€: LibreOf

Phtn mzZm tlhi_ | BIYMn phfn mQm nh3:m h, t
chuyWn v° nhdn c¢c8c mXu th'ng tin (1t
t° h, tr° soUn t xofway gl €u oqihdng§d  tc
the Li n LtHt Ita®in oig8iy t2nh ng€ i db?
Mi crosoft Outlook, phfn mQm the Li’
Mail (Gmail).

Tr3nh dibyMm, Wephfn mQm _ ng d_ ng cho

v " t€ehng t8c v, i c8c vin bl,'ﬁ, h3nh
thing tinmkh8trangrweb ebatmn mUmag
cfu hoHc mUng n, i b, . M t s° tr3nh

Google ChromeMozillaFi r ef o x , Mi crosoft Edge,

1.2.4. PHFn mQn ngd’ n m

Phfn mQm ngu - n m | phfn mQm v, i m«
i bBly ph®p ngu"n m". Gibly ph®p n"y cho p
T v'® cli tiJn phfn mQm cing nh€® phon |
hay L i

13



Khing gi ng

nh€ phpmfmQmQmgu "hrehm'g mY

thu, ¢ bfn quyQn c¢c_,a t8c gil hoHc c8c h«
C - quyQn b8n | Yj H' Li Qu h”"nh Microsof
s d. li u Oracle | " c¢c8c v2 d, LiWn h3nt
1.3. BMJ di. n théng tin trong may tinh
Tr €k oi t¥m hiWu vQ th'ng tin trong m
ch¥%ng ta cfn biJJjt vQ c&c h' L Jm.
H LJm | " m t tdp c8c kI hi u v" quy
v x8c L nh c¢c8c gi 8§ tr  c,a c8c s’
C- b"n h LJm L€ic mslanad, ng ph” bi JJn h
- HM nhQ hmty©rh™ LJm ch s° hai) | h° L
amo mMmd. Ng€ i ta g i mt ch. s~ nt
Binary digi T (ch, s nh ph®n). To-~
linh ki n Li n t ch’  (rch€ hcatin gt rtldcg
theoquyl. " nh t €hng ng v.,i hai m ¢ Li n
logic 1a O va 1.
- HM b8t hmply©re ., n g i |~ h' LJm ch s 8
5, 6, 7) LW biWu LUt gi§& tr s’
- HM t hophgpyhwoa, n g i |~ h LJm ch s’
5, 6, 7, 8, 9) LW biwu LUt gi§ tr’
c8ch thHdw gh@m v phfn thdp ph©©n sa
L€ ¢ d¥%ng v, io dibW bAi+Wu hlotHbc oii &8 tr -~ A
- HM thop (lhay mgh@ng i |~ h LJm ch s’
4 5, 6, 7, 8, 9, A, B, C, D, E, F
ph©n hi ' n d%ng, L€ c¢c cing ty |IBM gi,.
H  pHan H  bg&t | H thdp | H thdp
0000 0 0 0
0001 1 1 1
0100 4 4 4

14



0110 6 6 6
0111 . . .
1000 10 g g
1001 11 9 9
1010 12 10 A
1011 13 11 B
1100 14 12 C
1101 15 13 D
1110 16 14 E
111 17 15 F
Bdng 1.2. Bdng |IiMt k° gi 8 trl t_ _n

1.3.1. B\ di n théng tin trong may tinh
Bi Ou di KnSsXgnugdyn°m: m s~ nguy°n khtng
- BY QIX\rQ NK{QJ G-X

Gi[ s ta d¥%ng 8 bit LWIbiWui d$s nnghy
dblu 97 ta ¢c- thW chuyWn vQ h nh° phon I

97|7
ﬁHh

[

}_‘ 2

Khi Ithhpcéacsd€ t heat on gt€t acéac phép chia liénp trén
s€chokqul " : 1100001. Tuy Wbiwidfmchodsmguyéatréd ¥2n g
(s tréenchco 7 bit) nénEnb sungthémmt bi t 2a@ &§ & UFqgila
s nguyén 8 bit 01100001 chinhfash p h ©n  tngthasg® 7 v~ L- cl ng
biW di n trong may tinh_ca $ 97 (khdng ¢hh). Ta c6 tNWiJ}: 01100001 = Ox2+
1X2 + 1x2 + Ox2* + Ox2Z + Ox2 + Ox2 + 1xX =64 + 32 +1 = 97 (hc h' 18).

DiibiWdingas 8bhitlat 0 /JL255 = 8-1 (255 = 11111111). Ddang
nhdhra, du ttngcai 855 rl1l °n 1 ‘tnhph®hi tnNBlang i 8§
100000000. Tuy nhién, trong may tinh khign g 8 WiV di n ¢ho gia frs
nguy®°n, t h3trérkshbi §lia-ngosicagiatrs k/fgulachcé8s 0

15
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&g 14 (vagiatrcas 256 t r oghg ndy fa6). Hin " ngéhay trong
may tinh gi la tran S va m t nha khoa'hc may tinh phi hii Qi may trong khidp
t r 3Wranh tilkh nh ng|ikhongmongmun. Ch2 nh M8bitthlcottMo L -
biwi dj n  °Lc€Ac gia trnguyén khéngHit 0 JJ'255 ma thoi (2568 tran § va
kJT qul sai).
- 6Y QIX\rQ:Fy G-X

Gi['s ta dung 8 bit nhp h ©WbiWdi n cho S nguyén +97 va's-9 7. .cTr €
tién ta xem i biWi di n ¢ a 8 bit nh phan yi s nguyén c6 8 cé bW din  ‘lc€
hai $ trén hay khéng. Vi 8 bit nh phan co6 ti\biw di n  “lc€ho cac'st -2 8/hL
+281tclat -128h L+ 12 #,v ilM hit@h phan cé tbii dj n  “Lc€ho
S -97 va+97.5+97 wa bMidinging n heg hip tré@tc gia tr nh phan
t €hmg<la: 01100001vis 0 fW t i thyldn®ditdl (t roqlgp t r €
naylasd€hng) .-97 &1L & brdinbagbi2¢ca + 9W46 S ba hai, ta
IBf [ bi't ¢ & WHitharthp)cosd€hng hg&€henngvil:-97 =
10011110 + 1 =10011111 (LaWidj n nh phan ¢ca-97).

Bi Ou di KncsXhuahxec8ch biWu di_ n s° th,
c- dblu chblm-Roi nit nhu nfbFei rxse)d Lv, "n gs ~ ( febird adt blun

Numbers)C8c h t h n htbit o n.g€” rh _driZan g b procassor) ka |
nh. ng b, vi IlcioQu rloHilWmr )( milcr o« C8&ch th_  ha

ch2nh x8c cao. n i v_i c8ch biWu di_,  n s
theo gi § tr’ c.a s th c.
Bi Ou di Kf Wkicutgihwih ba8 kT t. . nh€e ch,

i
s, c8c k hi u tr°n m8y t2nh v~° ch8fci ph-
| dp ra c8§ b€ m«khg§c onBaugdya v o Vi ¢

T
C
LW di, n t[ kT t, t+<€hng . ng.

B, m« thtng d,ng nhblt hi n nay |~ h’
M: ASCII (American Standard Code for | nf
nh-m 7 bit hoHc 8 bit LW biWu di,n t i
t li°n t_c theo ch s’ 16.

- B, m« ASCII 7 bit, m« h-a 128 kI t,
0 Kyt r.ng (NULL)
171 31 31lkyt | Li Qu khi Wn
. Hi Wn th  c¢c8c dblu k
321 47 6 ( )+ 4
487 57 Kys” t. O L/Jn 9
5871 64 C8c :;kble? @
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6571 90 C8c <c¢ch i n hoa t_

-

917 96 Csc HBIU |
9771 122 C§c ch., th€ ng t.
123§ 127 c8c dblu { | } ~ DE
- B, m« ASCII 8 bit (ASCII m r,ng) ¢
t n°u tr°n g m c8c ch_, c¢8i <c¢- dblu,

khung L*i v™ m t s° kT hi " u LHc bi 1

Ngo " i ra, c.,n c- b m« Uni code, Loy |

5

ti Jng Vi kyhi Bu JM'X,ldTliéong L
- 8bi:tUTR8 (t €hng t m« ASCPRB+266kgt- kh[ nt
. 16bitUTF1 6 c- kh[ HE66536knt« .ho§ 2
. 32bitUTR32 c- kh[ ®tepno«lLEnhgg24 t°
1. 3. 2. thmhAmgvtinnydbnhdung | €
nhn v’ Lo | € ng th'ng tin nh, Bidaslt ph

DigiT, |~ Lhn v nh, nhblt L€ ¢ d¥%BgLEeWcbi V
bi Wu di_n d€ i dlng s° nh" pho©n 0 v~ 1,

Ngo"i ra, thudt ng, Byte L€ ¢ d%ng LW
bit L€ ¢ biWu th 256 kT t. kh8&8c nhau.
(TB) , V. V. L€ eh dAgpglhmowng | onh v c m§y
khtng gian | €u tr_ d. i "u v" c¢c8c b, nt

thling tin nh€e sau:

- BIT:L" Lhn v’ nh, nhblt ¢, a b, nh, m§y
trdng th8hokKdhllhmg:thg. c -

- Byte 1 byte t€hng L€ehng v, i 8 bit, 1
thtng tin v n- c¢ch” ¢- thW biWu di,
v, i m t t_., 100 byte c¢c:- thwW t<€ehng L

- Kilobyte 1 kilobyte t€hng L€ehng 1024 b
ng dn, 100 kil obyte t€ehng L€hng v, i ‘

- Megabyte 1 megabyte b3ng 1024 kil obyt ¢

megabyte L€ ¢ xem I m t | € ng d. |
c.ng ng'y nay Taerabyteft "B/) | AhoaHet , t hdimi c h?
hhn rblt nhiQu | fn so v,i th i m8y t°:

- Gigabyte 1 gigabyte xblp x° 1024 megabyt
ph” bi/Jn L€ ¢c s d.ng hi"  n nay khi
tr.. M t gigabyte |~ m t |€ ng d_ |
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m°™ m t -ROMx cCD thwW I €u tr_, 100 gigab
| € ng s8§ch c¢c,a ¢l mt tfng the vi’

- Terabyte 1 terabyte t€ehng L€ehng 10214
hi " n n"y vXn ch<€a phli | " m t thudt
kholng 3,6 tri u b ¢ [nh c¢c- k2ch
| € ng khol[ng 300 gi° <chblt | € ng

- Petabyte 1 petabyte b2xng 1024 terabyte
t. L. ng hY sh | &@Hi bfFnc el ch frang KV
vein bln in k2ch the ¢ chuXn. V., i
500 tri u Loa mQm LW | €u tr.

- Exabyte 1 exabyte tp&Hnag ylt'®hn gNglShdiwe t a
ch a L€ c¢c mt |€ ng t. t€ehng L€hng

- Zettabyte 1 zettabyte b3Jung 1024 extabyte

- Yottabyte 1 yottabyte b=ng 1024 1.000

- Brontobyte 1 brontobyte b3usng 1024 yottab

- Geopbyte 1 geopbyte b3lng 1024 brontobyt

KY ThuNCGC ,
nuN \'HI"UnthG ThuNG nhuyNG V_ 1 S
Byte b 8 bits 1 byte
Kilobyte KB 1024 bytes 1 024 bytes
Megabyte MB 1024 KB | 1 048 576 bytes
Gigabyte GB 1024 MB | 1 073 741 824 bytes
Terabyte TB 1024 GB | 1 099 511 627 776 bytes
Petabyte PB 1024 TB | 1125 899 906 842 624 bytes
Exabyte EB 1024 PB | 1 152 921 504 606 846 976 bytes
Zetabyte ZB 1024 EB | 1180591 620 717 411 303 424 bytes
Yottabyte YB 1024 ZB | 1208 925 819 614 629 174 706 176 bytes
Brontobyte BB 1024 YB | 1 237 940 039 285 380 274 899 1224 bytes
Geopbyte GB 1024 BB | 1 267 650 600 228 229 401 496 703 205 37€
bytes
Bingl1l3. nllno yvi g |utrén maytinh

18



Thing th€ ng, byte L€ ¢ d¥%ng LW bi Wu
i " u. nhn v’ c.,a btngb®hgnhynk,. dhblngck
d¥%ng LW mt t[ t ¢ L, truyQn t[i d_ i u
mdng vi_. n thlng.

1.4 Mg €mh b
1.4.1.Nh ngkhdinim cFn b

Mdng m8&y t2nh |~ s kJjt h  p gi_.a cé&c
b kJt n"i mng, ph€ehng ti n truyQn th?i
c8c m8y t2nh n"y ¢+ kh[ nktng trao L i t}

Mdng m8&y t2nh c¢c- thw L€ ¢ cblu h3nh t
th ¢ ph” bi/Jn - | ":
- M ng ngang h” ngP2P)P.é mbthg ni' © r ® e gai hay
nhiQu m8y t2nh chia $tdp tin V' truy oo 8¢ thit b n h By imm" khong

cfn /iLm8 ch haypgfn mn mych. ~ng d,. ng th<€ ng
mdng ngang h”"ng | " chia sT tdp tin
d. i u, ...

- —
Hinh124. M* h3nh m' ng ngang h"ng

- MU ng m8yi mBly§acthvi fe@drniLamtt hminh ph’ b
trong mdng m8y t2nh, re ¢ &§p d, ng c¢

n“y, m <t hoHc v'i m8&y s€& L€ c¢c ch n

t i nguy°n L€ c¢c g i |~ m8y ch, (Ser
n"y L€ ¢ g i |'" m8y kh8ch (Client).
vi ¢ ph_,c v, c8c m8y kh8ch b3ng c8c!
num trong mUng v, i m, c L2ch s d. ng
t" i nguy°n do m8y <ch_ icruSwyg cchhlp.c -M1€u
I d. i " u L€ ¢ quln IT tdp trung,

b3nh v™ | _  n.
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Q= S=r
Hinh125. M®! h3nh mimgy m&lvikSer&l ihe nt
Ngo"i ra, d a tr°n phUm vi,6 samg€ i ta |
- Mu ng c(Qacal Aréa Network LAN)13]: L° m, t h' t h’  n
d¥%ng LW k/JJt n°i c8c m8y t2nh trong |

tr€ ng h ¢c). C8c m8y t2nh trong mUn
nhau, m” Li Wn th3nnh n8y dmi av s Tn ttdps "’

Hinh126. MY ng c¢cAc bi (LAN)
- Mung L' thh0 (Metr oMdAN) Lt amé nAgr @ ay letw
Iyl . n hhn LAN, phdm vi v o c©y s . |
ph.,ng gfn nhau trong th"nh ph", ¢ 1

I aooo(0d f | L

’Ir” -\‘— ooloo 7: DDDD I | —a oooo| A%

L a 0 ‘ oooof— B
oooolog oo 00 uu }g
ﬂﬂﬂﬂ

L
,,,,,,

o I J\ﬁ g\g @;/Xi I

Hinh 127.  Mu Lt thn ( MAN)
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MU ng di Mn ring (ITWAN®Y%“Ag etar dNred wo %2k g

th€ ng cho qu ¢ gia hay ¢l | _ ¢ L a,
s". MYng di " n r, ng bao g m tdp h'p
cho ng€ i d%¥%ng, L€ ¢ g i |~ m8y ch,
mng con (subnet), nhi m v, ¢, a mUr
(message) t. m8y ¢ h, n"y sang m8y c|

Hinh128 MuY ng di Mn ring ( WAN)

1.4.2. Internet,Intranet, Extranet

V. i s, gia ttng nhahmt ethnetg lhdut c'fut K
h.u 2ch cho h" ng tBrrin wnh€ niling Idhtreg net
v’ Extranet, c, t h W:

- Mu ng lxarertneh th ng mlng to"n cfu

c§c t° ch_c¢c ch2nh ph,, c8c tr+<€ ng,
i °n kJJt v, i nhau.

- Mt ng Inamanemlng ri°ng trong m t do
Mdng I ntranet c¢c- thW bao g m nhi Qu
th€ ng, m t mng n. i b, bao g" m c8&c
c ng (gateway) m8y t2nh |li°n kIt I
m t mUng n., i b, | LW chia sT thtng
gi.a c8c nh©n vi°n. M, t mUlng n, i b,
ki n I "m vi ¢ theo nh-m v" h,i ngh’
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ERP
Servers

Legacy

systems

E-mail
5 servers

aIa
- w
= P
-
- W we
Firewalls servers

Databases

Public/External
Internet Users

Hinh 129. M6 hinh mng Intranet

- Mi ng ExGiramzed m t mUng n, i b nheng
so8t t. b°n ngo”"i L°i v,i koBBchnh n
ng€ i khg8c b°n ngo”i. Extranet | - [

mng I ntranet t€© nhon L€ ¢ x©O©y d. ng
tin v™ th€ehng m4di Li n t°

Extranet

Intranet __

irewall 8 ] l '
=y

Suppliers |

=

Bivll]

Tunneling Internet

| Intranet —
Firewall E 7_,_{?;_;»_ :
=

Hinh 130. M6 hinh mng Extranet

Distributors Il | VPN
=)

VPN

*

Customers _ ; ]
==

1.4.3.Truy@ d il utrén mtng
14.3.1. TruyQr d_li' u trén mtng

TruyQn d. |i u ch2nh | " s, chuyWn gia
L©@y c¢- thW | " td®n lhii uw sanahooHgc Lm tL€ ¢ s’
14.32.Tc | ttuy@
Trong th i LUYi I nternet, ¢, m t_. "t c
Vdy t ¢ L, iTTXayQihn 1fugZ2r |~ khd ntng ch

cA th® tr.ong mit gi ©Oy
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1433.CacslLo (bps, Kbps, Mbps, Gbpsé)
nW L&8nh gi§ L€ ¢ hi u qul truyQn d I

Lhn v Lo t ¢ L. L€ ng truyQn. C- hai |
d, ng:

- Megabit tr°n gii@AegalfisvPer/econd hay Mbit/s)Lta Mb p s
Lhn v Lo t ¢ Ltehngy Qehd ¥nr@ndg@dy0 0 i Ki
trén giay (Kbpsi Kilobits Per cond) hay 1.000.000 Bit trén giay (bps)
hay 0.001 Gigabit trén giay (GbpsGi ga b i t per second) .
d " ch v, Internet d©on d,ng th+¥€ ng L€

- Megabyte tr°n gi©y (GCinjg mdt UKn MBp
truyQn dXn d. i u. Trong L-: 1 Me:
(1024 KBps) = 1024*1024 Bytes/s = 1
d. i u m8y t2nh L€ ¢ Lo b3ang MB/ s.

CFn ch¥bvVvaBIlcW_tr &8§nh nhfm | Xn ghlps)ad Meg
Megabyte trén giay (Kps) (1 MBps = 8 Mbps).
1.4.4.Ph€ng ti n truy Q1 thong
14.4.1. Gj ithi uvQp h ‘€©h nmtruyt@i thdng
Ph€hng ti n truyQn thtng | " ph€ehng th.

tintQn L°i t€ ng c. thW. Ch3ng hUn trong
ph€hng ti n truyQfi tthhilpngyi dirgom chihr Glyge
mar ket i Bcghrnig]nt ik@m nitng.

C& p h€htruyQrthdng ngy c'nghonthinv ph§t h ugkhln® ng
truyQn i théng tin cAnh X&, hi u qu LUh  nigh®g. G¢  p h € h mugQn théing
ph bi/h hi n nay bao“gm: bSo ct?, truyQh kenh, Internet, ging S0, bdhay L
I "in thdd tr c ti/p.

14. 4. 2. Btng th'ng

Btng thtng (Bandwidth) |~ t ¢ L, t i
b trong m t Lhn v th i gian, th+€ ng |°

Trong lonh v, c | €u trthongwebsiht er abigng i
| € ng t i La c¢c,a c8c thtng tin m" websi
tr€ ng h p btng thing c,a website L« s’
website L- s€& b’ bg8o | . i 509 Bandwi dth
x8§c L " nh L€ ¢ m c¢c s d,ng btng thing h"
h p v.i nhu cfu th, c¢c tJ.

14.4.3. Phanbit c §c p ht@yQ @ oo day

Ph€hng ti n truyQn dXn |~ ph€ehng ti n

c8c thilJt b’ mUng. C- hai |l o4i ph€ehng t
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d©Oy
bi /]n

v’ ph€hng ti n truyQn dX%Xn kh'ng doy

nh€ c¢8&8p xodn L'i, c¢c&p L ng tr_c v~
Cg&§p xo6nhmhiiQu cHp doO©y L  ng xodn | Yi
x4 nhi,u Li " n t.. Do gi8§8 th”"nh thblp
hai |l oUi c¢c&8p xodn L!'i L€ ¢ s d,ng |
C8§p xo0an L'i c¢- VvY bXc chXngGnmi Ku
nhi Qu cHp xodn L€ ¢ ph, b°n ngo i
vV, nhau. L. p vV, n"vy C - t 8c d,. n
(ElectroM agneticlnterferencée EMI ) t_. ngo”i Vv~ c¢ch’  ng

trong. C8p n"y <chi ph2z Ldt tiQn hhn
truyQn ¢+ thwW 500Mbps.

g~ —  SIP
3 == SHIELDED TWISTED PAIR CABLE
e —

Hinh131. C8p xo0an L'i c¢- vY bXc chXng
C8p xo0an L1t khtng ¢c- VvY bXc chXng
G mhi Qu cHp xodn nh€ c8§p STP nh+¥eng
nhi_ u.t®Donhgi®lt n°n L&nmhdmMiclk-8§pg mY
L€ cch@a ng nhblt. T ¢ L., truyQn t %y t

100 Mbps.
~=

N ‘\\‘f( ~ UNSHIELDED TWISTED PRIR CABLE

Hinh132 C8p xoan L'i kh®'ng c¢c- VvY bXZc ¢

C8p LQng t cable Lal @Ha xica8lp Li n v, i m t
b>c¢c 14 b i m t | _.p Li n mti khtng
m t | . p b n kim lo4i, ° ph2a ngo"i
LJn t. vi ¢ tblt ¢l c&c | . p c&p LQu
tr_.c L€ ¢ s’ d. ng trong c8c mUlng m§
thing tin Ii°n I'Yc v° ©m thanh.
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Lép vé nhya PVC

Lép dién moi

S T > 4 DY “
“~ N
CAu TAO CAP DONG TRUC | gp Iwsi chéng nhiéu L&i dong

Hinh133. Cmu tuvu o cva c8p LQng trAc

- Cap quang (Fiber optlcs)_am t | o Ui c8p vi, n th?tn
hoHc nh a, s d, ng 8nh s8ng LW truy
phfn c_ga th_y tinh trong su ' t b3ung
sdp xJp trong b- L€ c¢c g i |~ c¢c8&p qu
trong khol[ng c8ch rblt xa. C8p quang
truyQn xa hhn.

Hinh 134. Cap quang
1.4.5. Download, Upload

C&8c c¢c. m t. "Downl€®€ad"mvi Hyekhathadta d_  n
nguyéntrén internet. Gngcoyngh oa nh<€ sau:
- Downloadhay ¢, n g jl "I "kht§ii niu'mg € ¢ s’
| bly c¢c8c tdp tin t. ming I nternet v
mUng.
- Uploadhay ¢, n g,li" lkhsgti[inil o L€ ¢ s’ d
m t tdp tin t. m8y c¢c8 nho©n | °n mUng

1.5. Cac_ ng d ng ¢ a cong ngh théng tin i truy Qv thong
1.5.1.Mts _ ngd ng céng ngh théng tin va_ ng d. ng trong kinh doanh

M, t s _ngngdh ngt hcttnmgg tin v° _ng d_ng
hi " n nay nh€e: th€ehng mUi Li n t , ng©n
tuy/n, Lo tYo tr, c tuy/n, Lo tYo t_  x

L.
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Th__ ng mu (E-Cothindvbgeconom hay EEL” vi ¢ ki nh
sfn phXm hay d c¢ch v, tr°n c¢c8c h  tF
may tinh.

Ng©n h" n &Bdhkingt,™ tm, { d ch v, m” c¢c8c |
cho kh8ch h"ng th'ng qua Internet L
kholn, chuyWn tiQn, thanh to8n h-. a
m thUT, Ltng kT wvay tr c tuyl/n, Vv.vV

Li Wm truy c¢cdp I nternet n"o v v o b
L/Jn c8c qufy giao d ch c¢c,a ngo©n h” ni
Ch2znh ph®&Gdvernvhent t" o s( ~ng d_, ng <ctng I

truyQn th*ng LW c8c c¢ch quan ch2nh p

v mi nh b4Ych hhn, cung cblp thlng ti
nghi p v™ ¢8c t° c¢ch_c; LYng th™ i t4
th ¢ hi n quyQn d©n ch, c¢c_.a m3nh tr
b"n dlng giao d ch Ch2nh ph, ni n
ch2nh ph, v_,i doanh nghi p (G2B),
ch2nh ph, vV, clng ch_c, vi °n ch_ ¢ |

Gi 80 dAc Elkexgmung:ittuy ant (t hudt ng. mt t
clng ngh” thtng tin LW h, tr° cho v
v’ h ¢ LQu L€ ¢ th ¢ hi ' n tr c¢c tuy]
h ¢ thing qua mUlng m8y t2nh v~ c8c I

n"o tu o istanrelearaing(d ng gi "ng nh€ gi §o

L'i Wm kh&c bi t gi_._a L 0o tYo t. xa v
nh-m ng€ i h ¢ tuy ° L a LiWm khs§c

Li Wm LW nghe gilng ddy nh€e trong m,
LJn k8 kiWm tra th3 ng€ i h ¢ phrli

th” nh Db"i ki Wm tra L8nh gi 8 cho m t
L m vi Mc -wokingxleah¢ ial ¢ h_ ¢ | "m vi ¢ m”
d. ng c*ng ngh" thtng tin v"™ c8c thi
thw I "m vi ¢ t. xa thay v3 Li LJn c!
Hi i ngh M TelecgnéerendeltMni (ngh’ ngn€ inht mam

nh.ng L a LiWm c- khol[ng c¢c8ch L a
tin v,i nhau trong th i gian th, c.
ph€hng ti n truyQn thtng La phehng
Il nternet) L€ ¢ s d,ng LW h, tr° kI
nh. ng ng<€ i tham gia h, i ngh chi a
c8ch d, d" ng.
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1.5.2.Mts _ngd ngph bi/h Wién IS, truyQh thdng

V., i s, ph8t tri Wn nhanh c¢ch-ng ¢, a c¢tn
truyQn thing ng"y c¢c"ng L€ ¢ m i ng€ i s
LW Ii°n | Yc, truyQn thtng g m c-:

Th_ L iEMal hayEma{): Lam, t ph€ehng th_c¢ trao

nh. ng ng€ i s d. ng c8c thilfJt b" Li
ng€ i ¢c- thwW g i m t b_c th€e t.,i nl
re ¢ c8&c th€e phln h™i trong th i gi
k m theo ¢c8c¢c tdp tin c¢c,a c¢c8c¢c _ ng d
ch€hng tr3nh v~° c¢8c t i |1i 5 wu.

DMch vA tin +Shaotmessagessarvich)SM&E t ph€ehng
truyQn thtng Li p vin bln gi_a c8c
Li n thoYi di L. 6 ng.

DMch vA nhan -tnstamt MessengetLhym, | Mhfn mQ

ph®p ng€ i d¥%ng kJJt n" i Internet LW
li " u, [nh, video t.i nh-m ng+€ i d2¥%n
n"m thovi gua gi a-o/oide overcl: Chnot epr n@&@pt N g
d¥%ng th ¢ hi n cu,c g i Li " n thodi,
mdng m8y t2nh v~™ Internet thay v3 t
Vol P th€ ng L€ ¢ ng d,ng trong c&§c
cu, ¢ g i gi_a c8c b, phdn vitn ph,ng

ng d,ng VolP ph” bi/Jjn hi° ' n nay nh®e
Ming xlk thii th  ng thtng tin cung cblp

mdng c¢c8c d c¢ch v, | €©u tr_, cung cblp,
thtng tin v,i nhau, bao g m d ch v,
L“n (forum), tr, chuy n (chat) tr c
h3nh th ¢ d ch v, t<€hng t kh§gc. M.
nay la: Facebook, Twitter, v.v.

Di Kn L oL ( fndhium)W cho ng+¥€ i d¥%%ng I nt
t8§n gXu v.,i nhau. Ph€hng th_c¢c th<€ n
|~ ng€ i Lfu ti°n g i | °n m t ch, |
ng€ i tiJJlp theo s€& viJJt nh_ng b7i

guanh ch, LQ L-.
Cing LQng trxc tuyAn (Onlin®a@ogimmn

c8c th” nh vi°n chia sT c8c s th2ch
Bng vi ¢ kJt n"i wv,i tblt ¢ c8c th
t nguy°n thtng tin v™ ¢8c I|Ii°n kIJ

, @9

c8c th"nh vi°n trong ¢, ng L ng.
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1. 6. An tngvamfoV ed i @ ngtreBgs d, ng céng ngh théng
tin va truy Qn théng

1. 6.1. Anngo"n | ao L

C%ng v.,i s, gia ttng s~ | € ng ngthg d:
phattrMi v imttc  BHhanh c¢h-/nglongdohgnhiy nigSaul ©y
l > m t s vbln LQ s ¢ kh,teheéo °mUmuam2 LTJme
Ltng tr°n welBsite c_, a B, Y
.ng m8y t2nh th<€ ng

- Ung t hNg<€uii ts  d,
c- nguy c¢ch mdc b  nh ung the L€ ng r
ghi°n ¢ u c_,a Tr<€ ng
n

d, ng. KJt qul n .

thbly m t trong h. ng nguy°n nhon go
trong th™ i gian qug§ | ©u. Til/Jn sgo ClI
th€ Anh qu ¢, cho biJJjt: fACh¥ng ta v

ung th€e L€ ng ru,t c¢c"ng gi[mo.

- nau Nhmng ng€ i ng i h'ng gi  tr€e
h€ ng tr. . c tiJp LJn s_ ¢ kh, e c¢c, a ti
Tr€ ng nYYi h ¢ London, 67% ng<€ i |~
mdic b nh ti m.

- TN mghu:ng ng€ i | "m vi ¢ tr€ ¢ m8y
C - nhi Qu kh[ ntng Xxublt hi " n nh_ng ¢
nNi Qu n"y | "m ttng nguy ch ngh€&n mUc|

- BMnh b®&&cphkhuy°n gia vQ s.c kh, e
nh.ng ng€ i ng i qug§ | ©u, v,ng eo
(chol esterol X blu) cao hhn. B8c s C
Queensl and, Australia cho r?33ng h"nh
m t ph¥%t trong th" i gian | "m vi ¢ c

- nau IS'ngl:i u t. Hi p h,i Ch nh h3nh
nJ/janingtan g™ i hhn 10 gi° m t ng 'y tr€ c

| i S€ ¢c- nguy c¢ch mdc b nh Lau | €ng.

- Chong tOm t Nfjohingtd©nm Iwi iMtcm&y ts28mhg s .
cho t.i L°m khuya, tchfn hpth @mXnl il Jjtn hcc
thfn kinh. C8c nh” khoa h ¢ clng ch
vi ¢ hhn 55 gi° /tufn ¢c- k: nkng v~
vi ¢ 41 gi’

nW gtifimjwy ch mdc c8&c b nh tre°n dohi |

t tWwi cmht 8" visac Lhn gi[n

- niQu ch" nh t€ thJ]] ng i cho L¥ng. Ng

song song Vv, i m'"n h3nh m8y t2nh.
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- NJJu phli ng€ c¢c | °n hoHc,chimMgtanéiii Qg |
ch"nh 14i L, cao c¢c,a m' n h3nh m8y t
LHt tr°n b"n ph2m hay con chu, t.

- Th, ¢ hi n co du,i hoHc di chuyWn tnh

‘ ‘ |
|

tay, ch®©n v°™ ¢ . C- thW th «c¢ hi n t
Lvng tr€e c¢c v~ séaa. npghWwtg rm °tn Ivfn.Li I
- nti ckhh*sinng ta n°n ULihatnlgampByh, NtJjluay -v:
lau, changtac - t hW Li ra ngo'chidngrten®© nc h%t . m
k h, i m°n h3nh m8y t2nh m t l fn v~ r
ph.ng. C8ch n”"y s€ | Ngoaimhon gmdtf nl € hcu
I ng mdt th€ ng xuy°n LW gilm ch_ ng

- Th° s©u clng c¢c- thW gi %p gi [@hingtr es
tas€ tdp trung Vv o chingtu 'vig cm,nthilQ@ rh
Lfy L.

33 - r T8N Man hinh: canh trén “ { ’:
i L : ngang tdm mit
Y A Ghe: nén ¢ lung tua, ; va hai nghiéng 15° i e

tay gdc va co thé \ i

diéu chinh dd cao

() TU THE sAl ) TwmEpiNe (V)

Hinh135. T_ thA so dAng m8y t2nh

50cm - 75cm

Hinh136. K2 ch c¢cn b"n
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1.6.2.Hov m! i * ngr €

S. b¥%ng n° c¢ctng ngh thtng tin dXn L/
ch-ng, vbln LQ LTm blo m*i tr<€ ng khi s’
cfn xem x®t m t c¢c8ch nghi°m t%¥%c LW clng

S d¢&®ag thifgt b Li" " n t° hi u qul LW
chung tay v o blo v ' mti tr€,niglithtagt g
thijgt b . n"i v,i m8y t2nh, m"n h3nh |~
gifm Li " n ntng ti°u th, m'n h3nh s€& giV
m t c¢c8ch L8ng KkW.

T8i c¢chJ c¢c8c b, phdn m8y t2nh, pin, h,

xem |7 thon thi n v,i mii tr<€ ng v3 n-
th€ v°™ c¢ch3 xOm nhdp v" o kh?2 quyWn. Nhi Qi
nh€ ch3 v~ th_,y ng®©n. Do L-, nJu x |IT

mti tr<€ ng.
1.7.Cacwkh Qan t o~ n t HAkhigamwiicn i nsantinib
1.7.1. KiVkh soat truy nhdp, b[o [ antoanchod li u

Ki Wm so8t truy nhdp v~ blfo L[m an to°
t ©m nhblt hi n nay khi hfu nh€ c&c holyt |
Vi ¢ truy nhdp t"i khol[n v" an to"n d.
cFn t3m hiWu m <t s~ kh&i ni m v™ ph€ehng

- T°n ng_yi d¥»mMgtng€ motd¥nhypr ( user) |~
m t m8y t2nh hoHc c¢c8c d ch v, mlng.

ng€ i d¥%ng (user account) v~ L€ ¢

ng€ i d¥ng (username). Trong L-:
XT°n ng€ i dvmhg°fuse€rcame) d,_ng LW
h™ th  ng m8y t2nh.

X Mdt khXu (&tadsps vworpd)c:§c kI t. hoHec
d. ng LW truy ¢cdp v o m t m8y t2nh
mUng. Password gi Y% LIm blo c8c 1
L€ ¢ truy c¢cdp b°i nh_ng ng€ i L«
cdp.

- T yloglLam, t h' th ng an ninh ming, p h
mQm, LiQu khiwWn I <€u 1€ ng mng v o

tdc. Mt t€ ng | a (firewall) LiQu
c.a mt mldng thlng qua m t m! h3nh
rung s. | €©u thitng ch”™ L€ ¢ ph®p r a
s§ch t€ ng | a, tblt ¢l | €u | € ng kh:
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1.7.2. PEn m@n | k& h4 (malware)

Phfn mQm L, c¢c h4i | m t | oYi nphh3em nmQEm
L2ch khai th8c |, h°ng tr°n m8y t2nh, t
nh©n. Virus m8y t2nh, worms, trojan, sp

ph’

bi jn hi " n nay. Trong L -:

Virus may tinhLac 8¢ m« L, ¢ hYi hoHc c8c <chte€
LHt tr°n m8y t2nh m" Kkhlng bil]Jt v~

d, ng. M ¢ L, nghi°m tr ng c¢c,a m t Y
ch” d€ ng nh€e | " phiQn mhs g®y ng<€td
h, ng hxéawé Im t s virus c¢c- kh[ ntng
c.ng. Virus | © nhi_m v o h th'  ng

tr3nh hay tdp tin LW I ©y | an cho c§&

Sau may tinh (wormsham, t ch<€hng tr3nh m8y t2n
bln gi ng nh€© virus m8y t2nh. Trong
th”nh m t phfn c,a m« m8y t2nh LW c
ch€hng tr3nh L, c¢c I dp kh'ng nhblt thi
tr3nh m8y t2nh. S©u m8y t2nh th¥€ ng
truyQn th'ng tin c¢c- tr°n nh_ ng m8y
L'i Qu h"nh hoHc c¥%ng chdy m t phfn m

TrojanLlam, t 1 oY9i phfn mQOm L. c h4i th€ 71
mQm h° ' p ph&p. Trojan c¢c- thw L€ ¢ s’

chi/Jm L€ ¢ quyQn truy cdp v o h t h
trojan c¢c- thW cho ph®p vi ¢ gi &m s§

x-a d. 1li u, chHHn d. i u, s a L i
L. ng c,a m8y t2nh hoHc mUlng m8&y t 2n
t2nh, trojan kh!'!ng thW t sao ch®p.

Pht n mzZm @py8are) L8 Mdi phfn mQm chuy®
thing tin t. c¢c8c m8y ch, (thtng the

|l nternet m™ khlng c¢c- s, nhdn biJJt v
LHt, spyware LiQu ph" i c¢c8c hoUt L,  n
chuywWn c¢c8c d. i u thtng tin LJn m

chuy°n b8n qulng c80o hoHc c_,a c8c t
thdp tin t_ ¢ vQ L a ch”™ the Li n t
Adware Laphfn mQm gi §n Li p theo d»i t
d¥%»ng v~° c¢- thW c¢c” im&ytt 2crolo kd e H' .c
m t tdp tin vin bln nh, an, tonhh ®an  tLh?
t.ng LJJn m t trang Web.
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M t s° ph€ehng ph8&8p h_u hi " u ng€ i d%¥n
virus, phfn mQm gi &n Li p, phFn mQm L, c
re ¢ blfo v L. 1 7:

- C"i LKt m t phfn mQm ch  ng virus BJ

Bkav Pro, CMC Antivirus, Kaspersky, Symantec, Avast, AVG, BitDefender
c- blfn quyQn LW L€ ¢ h, tr° di t vi

guan, tdp Lo"n |, n, y°u cfu Kkh[ nt
hng ng"y, h=3xng tufn hoHc theo L nh
- C"i LHt mt tr3nh duy t web an to"n
Opera v.v. C8c phfn mQm n"y s€ |l uln
re ¢ t[i vQ hoHc c¢c” i LHt, vQ c8c tr
nhdt m i tr3nh duy t t L ng |i°n t
Internet.

- Ngo" i ra clng khtng n°n ngay | dp t.

L2nh k m.

1.8.M ts vbh Q& h[nb | i ° n/h phéapduak trdng s d, ng cong ngh
thong tin

1.8.1. Hn quyQ/S h utritu’

QuyQn t8c gil hay t8c quyQn hoHc bfln
t§c gil cho t&c phXm c.a ng€ i n"y. Quy
tinh thfn c¢c- t2znh chblt vin h-a (cing c,
quy Qn.

. Vi t Nam, Ludt S° h. u tr2 tu’ L€ c
29/11/2005 ¢- hi wu |, c thi h"nh t. ng- vy
guanbCLhWnquyQn nh€ sau:

- Gimy ph®p phtn mZibAm( $oftt"warld Iui ccaums
tdc r"ng bu,c vQ mHt phg&p IT cho vi

- Th, a thudn c¢blp ph Guserlicens® agreedeEUJA) c U~ |
hoHc th, a thudn Lalipp pbh™®mpg phif.na mQge€
ng€ i mua, thiJt | dp quyQn c, a ng+¥€ |

- Phtn mZm mi Kn:LpmBfn fm@rewhoéenh to" " n r
d, ng. Khtng gi " ng nh€© c¢c8c phfn mQm
khing bBblf k8ithanh to8&n hoHc chi ph

MHc d% mi_n ph2, t8c gil vXn gi. b
| " m bblt c. Li Qu g v, i phfn mQm mi
gi [.

- Phtn mZm chialsiplfsmam@mwabah Lfu s
ph2, nh€eng sau m t th i gian nhblt L
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kholn ph2 hoHc phTli Xx-a phfn mQm. K
ph2, phfn mQm chia sT th<€ ng b" hin

d.ng trong m t th i gian hU4n chJ tr-

NW nhdn di n m t phfnam@Qfmncquéfns uymR
(Licene number) ° t_ ng phfn mQm. S d_ ng [
L'i Wm cho ng€ i d%ng nh€© th€ ng xuy°n L€
h«ng, do vdy c¢c- thW gi¥“%p m8y t2nh ¢, a n
m i c¢c.,a mti tr€ ng _ng d,ng, LY ng th i

1.8.2.Bov d liu
Theo m,c¢c 5, LiQu 4 Ludt Giao d ch Li

d. i " u |'" thtng tin d€ i d4ng kT hi u,
t €ehng t .

Vi c blo v d. |i " u clng ¢+ nh_ng m c
c.a d., |i wu. C&8c t&c nh®©n c¢c- thW goOy hyj
vQ phfn c¢. ng, phfn mQm, virus m8y t2nh,
tHc, s. v T c¢,a ng€ i d¥%ng.

Phg§p |l udt Vi t Nam kh33ng L nh trong E
b2 mdt ¢8&8 nhon, b2 mdt gia L3nh |~ bblt
ivi ¢ thu thdp, | €u gi., s d_ng, ct'ng
b2 mdt ¢§& nhon phli L€ ¢ ng€ i L- Lng
thtng tin |i°n quan LJ/jn b2 mdt gia L3nh
tr€ ng h p ludt ¢- quy L nh kh8co. Nhe
tiJ]p cdn, s d,ng d. li u ¢c& nhon ths3 pt

Ludt An to " n20hS5nglbhgnnegBingm cblm h" nh
ph8t t8n, ki nh doanh tr 8i ph8p |l udt th?
Li Wm yJJu c¢c,a h th ng thtng tin LW thu t
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AP ccc aMICHINH

- KiJJn t h_ cm8yh tk?[nnh:vQ htng tin v~
tinh.

3

- H th "  ng phfn mQm v~™ c¢c8ch biWu di,
"t h

- Mdndr dFn: c8&8c kh8¢ niumQn pta€hhg
ph€hng ti ndowmby@n thH!mg,| oad d.

- C8c _ng d,ng c¢c,a ctng ngh' thtng

n

.
t

- An to"n lao L ng, c¢c8c vbln LQ vQ an

- Mt s vbin ILQ c¢ch bln |li°n quan
thing tin nh€: bln quyQn, s° h_u

LJ]n
tr:

- Khai th8c v~ s d. ng c8citngy®nnyght,

@2 CAUH, I ONTxP

Cau 1: PhatbiKX QjR VDX  BkhaiKaRIE Lm )ng LAN?

A. Lamth g * ¢x8 dng trong pkm vi ma khdgng cach gia cac may tinh ph
hhn 10km

B. Lamth g * &x& dng trongphtm vim t qu c gia
C. Lamth g * ¢x&y d ng trong pkm vi toan §u

D. Lamth g ¢ x8y dng trong pm vi ma khdng cach gia cac may tinh nh
hhn 100km

Céau 2: Cac ho Wawy c@ may tinh glm nhwng vi © gi?

A. Ngdy gili ma | nh, vao/ra

B. X lys liunghthchin ¢ h#@hhng

C. Thchin ch<€hnoghyvasrdanh, ng

D. Tinhtoan K qu, | _@uli u, vaolra

Cau 3: Cac thanh pi Q F mE @ may tinh gim nhvng gi?
A. RAM, CPU, L o ang,®us lién K

B. H th ngnh, Bus lién K}, ROM, ban phim

C. H thhngnh,b X ly, man hinh, chu

D. H thhngnh,b X ly, h th" ng vaol/ra, Bus liénJ
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Cau 4: HQh Yhg nh cc a may tinh gilm nhwng gi?

A. Cache, bnh ngoai

B. B nh ngoai, ROM

C. B, nh trong, b nh ngoai

D. noa Ciih, trofy

Cau 5:Thanh ph/Q QjRclGgik\ NK{@KhWxu¥ trung tam?
A. CU

B. ALU

C. Regqisters

D. RAM

Cau 6: Thanh ph/ Q QjRclG fik\ &K Xx uly trung tam?
A. RAM

B. ROM

C. Cu

D. noangc

Cau 7:Lo)i ma ngu[ Q a h)i nao co thKy ikF F jR spng khéng gay tac h cho
takhimaho)Wa®@J QjR ykighiho)t?

A. Worm

B. TrojanHorse

C. Logic bomb

D. Stealth virus

Cau8:Mkh1X QjR VDX @& kackémkho pha nht?
A. Passwordl6

B. Themoon

C. !$alLtNg18

D. LaT3r

Cau9:Banhcy® ErQ WURQ & Qif8gipi
A. ROM

B. DRAM

C. Cache

D. Buffer
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Cau 10:M nF ytF KWyBK @ chinh sach an ninh théng tin @@ mdt]ch o la gi?

A. Qunlyvic fu. t axomgty
B. Theo d6i va Rivh soéat théng tin dli” u nhdy c[m
C. Mot hod | ng kinh doanh
D. Thu thd théng tin tht T n@

iS iQ
Caul: A Cau6: C
Cau2:C Cau7:B
Cau 3:D Cau8: C
Cau 4. C Cau9: C
Caus5:D Céau 10: B
@= BAITxP

BailLD«y bit 01100010 01111001 01110100 O
d«y kT t n"o0?

Baizn i c8c 4 sau 9aowe: 7v17; 24 125 00128

Bai3n’ i c8c &° €£du sS an@l6165B11182t B10122 7 A
Bai4n'i t. h’' hexa sang @ nh' phon: 7E;
Bai5n  iht_.nh" phon s ankpo0hDl; 1016101311011 101110

ldul
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Ch€hng DNG BCY TENN Cu B

© ™ cTieu

Hxc xong ch_ _ng n"y ng_vyi hZc c¢- khd |
- Trinhb”"y L€ ¢ m t s  kilfn th_ c10c hg b[m
IT th€e m c¢c, tdp tin; phfn mQm ti n
trong m8y t2nh, s d,ng m8y in;

- Kh°i L ng, tdt L€ ¢ m8§y t2nh, m8y i
vi ¢ qulfn IT th€e m, c, tdp tin:; c¢’i
mQm ti n 2ch th'ng d_ ng.

2.1Windows la gi?

H L @ hanh (Operating Systejdah th ngpfFn m@nttbramt mA i yngr _
bao quand ¢ FJcb phFind ng cho phép caBhfn mQ@n ng d nghotb  nig€
dngcotWwd d”" ng t €HmlkhWtc&dhib plfncng n~" yd, huh € v
nh €itmao thc ca nig@] ngtrén cac tht b phfn ¢ n g Qi théng quad’ L Qu
hanh. Hay noi cach khadd L @ hanhc - v ai _t tfgo nhru mgceani an
n g ¥ icéacthif b phfn ¢ ng QU n ly tai nguyén, cund@ giao dMh  ryigduing
va cH y cacong d\ng).

H L @ hanh n/u theo géc nhin @thwloY phfn c ng s d ng €L & chia
thanh: H L @ hanh cho may tinh h (Mainframe, h L @ hanh cho may ch
(Serve), h L' @ hanh cho may tinh ca nhan, lh@ hanh cho SmartPhone, H Q
hanh cho cac may chuyén bié

H LiQu/Jbh " mnheo g-¢c nh3n c¢c_,a ng€ i s’
H LiQu h"nh Lhn nhi m m t ng<€ i d¥%ng (
h™ LiQu h”"nh La nhi " m m <t ng€ i d¥%ng (1
L ng th> i), h LiQu h"nh La nhi m nhi Qu
d¥%ng tr°n c*¥»ng m t m8y).

H  LiQu h"nh Windows |~ m t b, ch<€ehng
version 3.0, Mi crosoft L« kh'ng ng. ng ¢

c"ng L€ ¢ ho"n thi n, tdp h  p c8c che€ehr
ch._ ¢ nktng ch2nh nh-®e€:

ni Qu khi Wn phfn c¢c. ng c¢c,a m8y t2nh. V2
vag tihtng tin xublt ra m°n h3nh hoHc m8y i
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L " m nQn cho ¢c8c ch€©ehng tr*nh _ ng d,ng

X  I'T vkn bln, h3nh [nh, ©m thanhd¢é
Qulfn IT vi' c | €u tr_, thtng tin tr°n c
Cung cblp kh[ ntng kJt n" i v~™ trao L i
Windows cé giaoid™ n LY  h Graphi¢alG4#t Interface). N6 dung cac
phfn t° LY h a nh€® biWu t€ ng (lcon), t
c8§c | " nh ¢cfn th, ¢ hi n.

2.11. Kh' i , nj vathoat kh i Windows
2.11.1.Kh i  ni§ Windows

Windows L€ ¢ t. L, ng kh' i L ng sau k|
nhdp v ™o t i kholn (Username) v~ mdt Kkh:
g i | Ltng nhdp (l ogging on).

Sign-in options

Hinh237. M"n h3®nh Litng nhop Wi ndows

C- thw thiJjt | dp nhi Qu t " khol[n tr°n
m t tdp h p thtng tin vQ c¢c8c | a ch n t
c8c ch€ehng tr3nh t L ng ch4dy khi kh i 1
s d, ng, v.v...).

2.11.2. Thoat kh i Windows
Khi mu”  n thoS8thingtay hi [ iWiln-dnogvst,blt c¢c[ c8§c

Nhblp n¥u, bi Wu t€ ng Windows g-c d€ i
Al't + F4, honhblpCtrinl ntPomfeseShu down
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Shut Down Windows

7 Apple Software Update
- e

am Windows10

‘ What do you want the computer to do?

RS | B&O Play Audio Control

Shut down

Switch user
Sign out

“

Slegy
Restart
| oK Cancel Help

Hinh 2.2. Man hinh Shut down
Chay: Tre, ¢ khi thot8t
ng tang ch4dy sau L- tho8&8t kh, i Wi
ng d,ng m" tdt m8y t2nh ngay th?3
b mblt v° h° LiQu h”"nh
m8y t2nh tilJlp theo.
2.12. Desktop

Kh, i Wi ndows LW td
ndows

c- th
Windows phli c¢ch’

H O Type here to search

Gi ao di Mn Desktop

ao di " n | "m vi ¢ nh€e m
X-a Vv th ¢ hi n c8c thao

Wi ndows tUYo gi
chuyWwn, t Yo,
Desktop.

2.13. Thanh tacy Taskbar

Taskbar ¢, n g i | " thanh t8&8c v, <c¢ch_a
chy, hoHc c¢c8&c biWu t€ ng L€ ¢ c” i LHt
ch€©ehng tr3nh. Taskbar c¢- v’ tr2z n3um ° p
thanh ngang, Lfu ti°n lutn |~ n%t Start
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E O Type here to search

Hinh 2.4. Thanh Taskbar

n€ c¢c chia | " m 2 phfn r» r t. B°n tr§
th€ ng s d,ng LW tdt m8&y hay |7 kh'i L.
phpystemTr ay | ° nhi nh. ng . ng d_Wigdows.hdy son
Ng€ i d¥xigacc8§chWi Wu t€ ng m i ghim

t hdW chuyWn skaghcEas kph2tar 2t rmf, ni, nbh°@ t r §i
2.14. Menu Start

MenuStarli © m, t tghi"anoh dpih FnrirongdVli€rosoft Wiirdowgk W
t Windows95v © tronhg nmlitqklcM-" nhhung cblp m, t Li
trung t©m cho c¢c8c ch€ehng tr3®nh m8y t2nh

Microsoft Az

New

e Microsoft Edge

. Microsoft Office 2016 Tools

=\
Microsoft R Server N | '8  Microsoft Edge
New

Microsoft SQL Server 2017

New
Microsoft SQL Server Tools 17

New
g{ Microsoft SQL Server Management...

r_li SQL Server Profiler 17

U New

ﬂ Microsoft Store
9 Mixed Reality Portal

(o}

b OneDrive

0% Outlook 2016

P

£ [fype here to search

H®nh 2.5. Giao di Mn Menu Start
2.15.Kh' i , nigvathoatkhim t ngd ng
2.151.Kh"i  ngmt_ngd ng
C8ch 1: Kh' i L, ng th!'ng qua Menu Star!
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Access 2016

.% Apple Software Update
New

)6 | B&O Play Audio Control

Calculator
CCleaner

E,“j Connect
o Cortana

£ [fype here to search

H®nh 2.6. C8c ong dAng trong Men
Cach2Nh blp L YAp” oc hbui Wu t € ng ch€hng tr3nh

H3nh 2. 7. Bi ©u t_1ng Word 2019
2.15.2. Thoatkh im t_ ngd ng
C&ch 1: S d,ng n%t L-ng tr°n ¢ a s’
- X

Hinh 2.8. Cacnatthaotad: - ng, thun nhada sY ong dAng

Cg&ch 2: S d,.ng menu | nh (t%y theo v
File / Close hoHc t° h p ph2zm tdt Alt +

2.16. Chuywt " ilgi acaccas ngd ng

Wi ndows cho ph®p ng¥€ i d¥%ng chdy nhi (
m, c c¥%ng | Y%c. nW chuyhlingtde Fin gua dl Wig d¢i .
<Alt>-< Tab > nhhbdp-lct K, t 8¢ n¥%t t€hng . ng tr°n

Tuy nhi°n, thao t8&8c n"y ch” thudn ti
v.i tr€ ng h p ¢- qug8 nhiQu ¢ a s ¢, a
hhn. Wi ndows t | L., ng gom c8c n%t tr°n t
phfoihisihu, t, L ¢ m t-utpr ¥rihshhnlLdUredp mop a

3
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H®nh 2.9. Thao t&8c chuy®n LYi giva
HoHc n/JJju ¢ nhiQu t i 1i u L€ ¢c m tr
phEFhuyWn sang . ng d, ng L- (thtng qua <c¢h
i u cfn x |1
2.17.Thunh mtc as, L -agm¢ ngd ng
S d. ng c8c nw¥%Wt thay L i k2ch the€e ¢ c
(thing th€ ng n3m tr°n c%ng g-c¢ phrli C.
c a s c¢c,a _.ng d_ng.
H3¥nh 2.10. C8c¢c n%¥%t thao t8c: L-ng, tht
2.18.S d. ngchut
Chu, t d¥%ng Li Qu khiWn con tr, chu, t t
hsnh. Chu,t th<€ ng c¢c- 3 nbYt:
- N%t tr 8i (Left Button): Num phza b°
r€e ¢ s d,ng khi th_ ¢ hi " n mt thao
L -
- N¥%t phTli (Right Button): N_m ph2a b
d,ng LW m" m t tr3nh Lhn (Menu) | n
v tr2z con tr, hoHc ch€ehng tr3nh.
- N%t cu, n (Scroll Button): Th<€ ng n?
d, ng cu, n m"n h3nh | °n/xu" " ng, trong
c- t8c d,ng ph-ng to/thu nh, (Zoom’
th°m m t ch_ ¢ nktng n_a v~™ c¢ch_quyntng
L nh.
C&c h"nh L, ng m' chu,t th ¢ hi n
- Trln L°i t€ ng: r” chu,t tr°n mHit
tr, LJn L°i t€ ng cfn x I T .
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- Nh blp
L7

(SimgleClick): DYang LW ch  n m t L i t €
t€ ng, nhbn nhanh v~° th[ n%¥t tr:

- R° hoHpPragk@®»ng LW di cthwyWwn qlu'®t tc® mg

t € .n.

c hu,

- Nh blp
quan
n Yt

- Nh blp
t h'
n h blp

22.Qudn |1

g, bung c8&ch tr, LJn L i t€ ng
t LW d i con tr, chu, t (Dm) v  t
cphhulRight-Click): DYang LW hi Wn t h’ m t m
LJn m,c L€ ¢ ch n, b33ng c&ch t
phirli chu, t.

c lh¥%(@aubleClick): D¥ang LW k2ch hoUt c¢h€h
d€ i dUng m t biWu t€ ng tr°n n
nhanh v° th[ n%Wt tr8i chu, t 2 |

. Cvap tim

2.2.1.Khdinim t h_ € vartdp tin

T @tn(File):Lam, t tdp h p c8&c d l i u ¢

theo m t

o

) Co
cblu tEt®ccnl ®ultr. the€thglLpoh<€tng

phf¥fn:

- PhfnbDdngn€ i tdPbitia bao g m c8§c kT t.
s t. O LJn 9, dblu glch d<€ i, khofln
kT hi u LHc bi t v3 th<€ ng gHp |, i |

- Phfn mThr€ angng 3 kT t., phHdptianc, n
thw lo9i n"o; Thing th€ ng do ch<€hn,
l dp tdp tin.

- Gi_a t°n v" phfn m r.ng ngtn c8ch I
i "~ = | File Exploser - [u] %

“ Mome Share e
™ &5 Q )
o Quick access Frequent folders (8) 2
I Desitop Desktop Downloads E Documents
&Ecwnlcadj ! Thi & . A5 7
= Pictures Pictures Music Videcs
D Music -— ' J\ o ﬂ e
B Videos : ¢ i
Vindow Windows 7 /,nf!n\ 132 bit
Window A
- Recent files (13)
B This PC Windows 7 Professional »86 SP1_X17-59183
? Ei‘:::; Windows 8.1 32 bitvmx )
# Downbieds Bal nNguti dep g6 Vidt 8ong vai chinh trong 'Ngudi van chuyéa,., |
N Music a SmartGesture WIN10_64_VERAO5.zip
:' Pictures Serial.ot

B Video:
21 tems

OCALDB.iso

H3nh 2.11. Coga sY Windows Expl ol
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Th€e m, ¢ (The d¢ed) nhit dipethegi m ¢ 8c h, L Q
s d,ng tYo I dp. T°n th€e tndpnh8ng khHtn gt
pPhfn m r ng.

Windows 10c ho ph®p ng€ i nd¥hg kt§8a thunchi
Folder nh€e Date modified, Type, Size, D ¢

“ Home Share View Manage
<« “ I am » ThisPC » Documents (E:)
MName Size Column o Bt Type Size Date created Authors
7 Quick access . .
B tkdh Size All Columns to Fit 5PM  Microsoft Excel W... 14KB  12/10/2018 &15PM Admin
= ThisPC | B
ETh\e‘ckedohoa MName PM WinRAR archive L143KE 12/
DecuengTengeuc 8= i trinh Tin hoc v | P 13PM  WinRAR archive 13542KB 12/
= Documents (E) i Gidotinh TinC210. _, Type 126 Microsoft Word D... 2701KE 12/ HaBee
; Downloads B DCCT - NGUYEN LY v Size AM Microsoft Word 9., 226 KB 12/4/20 Admin
Thietkedohea Bz DCCT - MH 09 - LAF 9AM  Microsoft Word 9... 227KB 12 ThanhTu
~  Date created
& OneDii [ CTK CB QUAN TRI T . WPM  Microsoft Word 9., 188KB  11/2 TCDN
uthors
nesme Thietkedohoa : 7AM  File folder 12/4/2
[ This PC Gido trinh b M2 File folder 12/13/2018 12:12 AM
X  Title . e e
I Desktop Bai tap ' PM File folder 11/23/2018 5:41 PM
o More...
=| Docurnents

H3¥nh 2.12. C8c¢c thuic t2nh cva top

- n€ ngh(Rath)y)Lam, t d«y c8§8§c th€e m,c bdt LFf
th€ m,c con n  i\tthi€p, rchadu nlgusg ud Hiu
th€ m ¢ L ng tr€ c. n€tdptt®mmechb” t o
c8c thithgt .b" | €u

V 2 d. : E: >\Bditape huedahbda. doc ch’ L€
thuchanhl.doc L€ ¢c | €u tr. trong th€ m,
" Loa E.

2.2.2. Xem thoéng tin, di chuyd, tdo  “In@tdb /)L nhi . t €€ c ar

tdp tin

2.2.2.1. Xem thong tin
Nhbin[p chu, t v o th€e m,¢c hoHc tdp tin
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sau.

Ch’

Bai tap Properties =

General Sharng Security Previous Versions Customize

Bai tap
Type: File folder
Location: EM
Size: 308 KB (316,185 bytes)

Size on disk: 316 KB {323,584 bytes)

Contains: 2 Files, 0 Folders
Created: Friday, November 23, 2018, 5:41:28 PM

Attributes: [®] Read-only (Only applies to files in folder)
[ Hidden Advanced...

Cancel

H3nh 2.13. Th'ng tin cva th_ m
2.2.2.2. Dichuyd t h €tdortin

n th€ m, c hoHc tdp tin drbngcadcachc huy

Cach1Kéol " i t€ ng L« ch  n LJn nhi c¢cfn

C&§ch 2: Nhbin t° h° p ph2mEp rghM Xc hu
ch n Cut) LW ch®p v~ o Clipboard, sz
nhbin t° h° p ph2m CtrilnhblpVplk Fi6 HlaHhiE i
Paste).

2223.To “In§tb /)L n hi _ tl H2@ c wortin
Nhblp phlffncmunth3nh nQn, c¢ch n New/

.

Tr o n gfiType the location of theiteth nhdp L€ ng dXn
cfn tYo Inhblp tdwm, thetlc Browse LW ch n

t€ ng (c- thW I~ m t cheNhBlptHN&taht 1
LW qua be ¢ kJ til]lp.
Nhdp t°n cho | i tdat cfn tUo.

Nhblp Ehomi $h LW ho"n th”"nh.

223. T, iténtd t i n yc¢, tthh@aYmg thai va hiwi th thdng
tin vQtdp tin

TYUo the m NhbER§Ii derh)u; t v~ "o Wew tr 2

Folder.

n"i t°n: ch nhdpdfeh ml 'ci htoH,h o ihHblp p h

c huphtl[ i ReneBmen Nhdp t°n m, i, nthiblnn ;p h 2 m
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- Thay L i tr4Yng th8i v~° hiWwWn th  th°

8| Extra large icons [&=| Large icons == Medium icons

= small icons TE List == Details

1T Tiles := Content =
Layout

H®nh 2.14. C8c trung th8i hio©n thrl
2.2.4.Chn,saochép,dichumitdp t i n yc¢ t h€ m
224 . 1. Sao _cho®pptnh€ m

Ch n th€ m, ¢ hoHc tdp tin cfn sao chd
sau:

- C8ch 1: NhbIn KgoL ™ ipht2en nCgt rll« véh™ n LJn

- C8ch 2: Nhbn t° h ' p ph2mNEBpl ph[iC ¢
v ¢ch n Copy), sau L- ch n nhi L/n
Edit/ Phshlp mhofWic chuntPaste).

224.2. DichupM t h ©va i tin

Ch  n th€ m,¢c hoHc tdp tin cfn di chuy
sau:

- Cach1lKéol " i t€ ng L« ch  n LJn nhi cfn

- C8ch 2: Nhbin t° h° p ph2mEp rghM Xc hu
ch n Cut) LW ch®p v"o Clipboard, S &
nhbin t° h° p ph2m CtrilnhblpVplk Fi6 HlaHhiE i
Paste).

2.2.5. X06a, khéiphctdo t i n y¢ th€ m
2.2.5.1.X6at h € c v td tin
- Ch n ¢c8c th€e m,c v™ tdp tin cfn x-a.
- Ch ' n Filel Delete
horb: Nhbah phim Delete
hotb: Nhib pHi chu t va ch n m) ¢ Delete
- X8c¢c nhdn c - xéaHay kbong(Yes/ma)  n
2.252.PhchRi t hcevatdp tin

n"i t€ ng b x-a s& L€ ¢ L€a v' o Rec
t € ng dhangtd-ha,c hi n c8&c thao t&c sau LOy

- Nh Hp/Zphu °th bi Wu t€ ng Recycle Bin.

- Ch  n t°n LphH, ¢ €™ nig. cfn
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- Th, ¢ hi n | nhNIFblp ep h\Riescturet moducRe s

Ghicht:NJJu mu° n x-a h3n c¢c8c L i t+€ ng, t.
L i v.,i c¢c8c L i t€ ng “x6ahriamng blRe cyc lce§ cE
trong Recycle BinNnblp p h[li°® chm, ¢ Recycle Bin v~ <ch
Bin.

226. TimkiMtdp tin yc th€e m

G» t°n tdp tin hoHc Type®eremg searctarEmthanh® m Kk
Taskbar

Recent

@5 Giao trinh Tin C2 10-12-2018
@5 Noi dung gop y hoi thao (1)
m: CTDT CD THIETKEDOHOAfinal
Apps

= WordPad

Search suggestions

£ wo - See web results

Settings (2+)

H®nh 2.15. Thanh t3®m kiAm thng
2.3. S d, ng Control Panel
2.3.1.Kh i ., ng Control Panel

ControlPanel ©= m, t t h MicrbsofpWindowsccunag cblp kh[ n
v thay L i c¢c8c thiJjt Idp h" th'  ng.

Kh i L, ng Control Panel

- C8ch 1: G» Control Panel v" o ' T3m |

- Cach2Nh blp wabru%utt x° xu”  ng b°n cUYYnh Thi
- C8ch 3: M b=3xng h, p thoUi Run
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= |

resource, and W

Type the name of a program, folder, docurment, or Internet

indows will open it for you.

“ This PC » Documents (E:) » Baitap

8]

Heop H

(Pl Control Panl

> ‘

Cancel

Browse...

= @R

Desktop

neDrive

Admin

This PC
Libraries
Metwork
Control Panel
Recycle Bin

DecuongTongeuc

H3 nh

2.3.2. Region

nw
ndows.

Kh' i
N h blp

Wi

t hay

and Language

L" i c8ch
Ng€ i d¥n

L., ng Cont

¢ ho bi Wagioh a8d Lmrnguader ° n

bi Wu
g cfn
r ol

d

Pan

t h,

i n
c

el

Trén trang Regior\ h blp cabniit Atditional settings.

2i1&i ngh&€ontr ol RuRwmanmkeidPCb " ng

.9,
c8c b
s’ Con

¥ Customize Format

MNumbers  Currency Time Date

Example

Decimal symbol:

No. of digits after decimal:
Digit greuping symbol:
Digit grouping:

Negative sign symbol:
Megative number format:
Display leading zeros:

List separator:
Measurement system:
Standard digits:

Use native digits:

Positive: | 123,436,728.00 Megative: | -123,456,785.00

Click Reset to restore the system default settings for

*

2

|r V|

123,456,789
E o

11

0.7

U.S.

0123456789

Mever

¥ Customize Format

Mumbers Currency Time — Date
Example
Positive: | 5123,456,789.00

| Negative: |(s123,455,739.oo)

Currency symbol:
Positive currency format:

Megative currency format:

Decimal symbol:

Mo, of digits after decimal:

Digit grouping symbaol:

Digit grouping:

E

11

(51.1)

123,456,739

Click Reset to restore the systern default settings for

ng"

u

s

p h

Thay

numbers, currency, time, and date. Reset nummbers, currency, time, and date. Reset
Cancel pyorn Cancel prry
H3nh 2.17. Coga sY LMNOnh duYng
C a s Region
* Tab Number Thay L i L nh dUng
S
- Deci mal symbol Thay L° i kT hi
- No. of digits after deci mal
- Digit grouping symbol Thay L i
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Digit grouping: Thay L i s” kT s° t
- Negative sign symbol: Thay L i kT hi

Negative number format: Thay L i dUy

Display leadng zere : Hi Wn th ™ hay khlng hi Wn
phfn thdp ph©n: 0.7 hay . 7.

- Measurement system: Ch n h  th ng L«
- List separator: Ch n dblu ph©n c¢c8ch
* Tab Currency: Thay L i L nh dUng ti f

* Tab Time: Thay L i L nh d4ng th® i g
ng"y theo chJ L., 12 gi° hay 24 gi°

* Tab Date: Thay Y(Datenh dKogph®pych

d. [ u ng"y theo 1 ti°u chuXn n"o L-
- Short date formgt€ chohplp®pP._ ch’inuqgn
V2 d, : ng " y/th8ng/ntm (d/ m/yy) hoHc t|
Quy <€, c:

- d/ D (date): d%ng LW ch ™ ng y.

- m/ M (month): d¥%ng LW ch" th8ng.

- y/ Y (year): d¥%ng LW ch" ntm.

2.3.3. Devices and Printers

Hi Wn th™ v" quln | T 2cnghc nthh@:JJtc hbu  tk,JJtms§

nW ¢c”i LHt m8y in ng€ i ta | "m theo c:
B acChlu:Xn b’

TFi tr3nh LiQu khiwn (driver) ph% h' p
khi mua);

B ®2c TiJn h”"nh c¢”i LHt nh+€ sau

Ci m§8 y Looalhasj trén nay tink

- KAt n" i m8y in v, i m8lyasternjhet( sP 2 0dl, 4r
m8y t2nhUSBlung ¢ ng

- Xublt hi n ¢ a s° DBavices and Printel
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Ch’

Ch’
HP P2014

s Devices and Printers

« v 4 Fa » Control Panel » Hardware and Sound » Devices and Printers

Add a device Add a printer

~ Devices (2)

243G Device

ADMIN
~ Printers (4)

*

Fax Foxit Reader PDF Microsoft Print Microsoft XPS
Printer to PDF Document Writer
H:¥nh 2.18. Coa

n

Arohtdr. a

B blrAdd a local printer L W ¢~ i L Hut

sY Devices and

m8 y( ki hn* ncgh Jjc hLi,

o ,
tr°n mitimg mS8y
x
€ = Add Printer
Choose a printer port
A printer port is a type of connection that allows your computer to exchange information with a printer.
(® Usean existing port: LPT1: (Printer Port) ~
(O Create a new port:
Local Port
Conce
H®nh 2.19. Coca sY chXZn c¢cYng m8y

n ¢ ‘mgvkIit m&y nihn |l

gua ¢ ng USB.
Ch  n kJJt n " i/lNegtua c ng
Manufacturer\c h™ n hdmg m8y

Printer\c h - n t°n m8ykhhnWna?

"mHC ng

LPGL, a mBE€

USB

tr3nh Li Qu
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€ = Add Printer

Install the printer driver

. Choose your printer from the list. Click Windows Update to see more models.
<=

To install the driver from an installation CD, click Have Disk.

Manufacturer A || Printers K
m [=] Brother Color Leg Typel Class Driver

Canon = Brother Color Type3 Class Driver

EPSON = Brother Color Typed Class Driver

Fuji Xerox v = Brother Generic Jpeg Typel Class Driver v
Lal ., LI o PR RN DUUIPUPS. SO [P, AP, I ol PR o, YAy

= This driver is digitally signed. Windows Update Have Disk...

Tell me why driver signing is important

Cance

H3nh 2.20. Coga sY chZn |l ovi m8y
- Ch  n Have Disk LW tr, ifJn nhi c¢ch_ a |
- Ch  n Driver m8y in phhi¥hnh’ p, bblim Nex:

- ni Qn t °n me@nnteriname, rp hiYertb bIMi JJp t heo x
h, p sabmo4i

- Ch’ Do not share this printer. khéng dung may in chung trémd n g ;

- C h’ Share this printer sa dung chung may intrém4n g .

- Next, xublt hisaun h, p t hodUi

- Ch n Print a test pagt®c. LW in th , bl
2.3.4. Programs and Features

G. b, m t chehaygi tERNhr & «ki e cm8§y t 2n
Progr ams and Features, | a ch n c h€ehr
Uninstall/Change.
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Organize = | Uninstall/Change

C e e e [e—— e L it St

r Uninstall or change this program.
J"ICICIvaanvar kinfo 7.8.3

‘. Google Chrome = 1510.0 Express

| = |Java & Update 191 (64-bit) E‘E_ﬂ K-Lite Codec Pack 14.2.0 Full

EBE| Microsoft .NET Framework 4.5.1 Multi-... [FIE| Microsoft NET Framework 4.5.1 Multi-...

== Microsoft Azure Authoring Tools - v2.9, == Microsoft Azure Compute Emulator - v...

.
@ Microsoft Help Viewer 2.2 ahﬂicmsuf‘t MPI (7.0.12437.8)

Yy Microsoft Onelrive _] Microsoft SOL Server 2012 Mative Client

§E icroso ENVEr Icroso ENVEr ] -bit
- B ft SOL S 2007 Il ft SOL 5 2017 (6d-bit)

i Microsoft SCL Server 2017 T-5CL Langu... _] Microsoft SGL Server 20017 T-5CL Langu...

H3nh 2.21. Coa sY Programs and Featur e:
2.4 . Mts phfnmQnti nich
2.4.1. PHn mQn nén,gi[i nén tdp tin

Wi nRAR | © ch€ehng gr fnhnetkinmg;8 Eriyt ca @n2 ovh
néncad dipc- dung | € ngdipc-n Kzhémht k®€cc nh,
ti " n trong vi ¢ | €©u tr_ v" trao L i thtr

24.1.1.Nénmt t hchoHntdo tin

Ch"'n m t thayhoha Quh@hbhp cphvli kb&hu xtublt
Menu v _ i c8c ch. ¢ ntng sau:

Add to archive...M’ ch€©ehng tr3nh didinm®RMAR . i W nthY oC
ch n khsg§c.

Addto 'tént o pt 1: Al or atthdtippm ® n , LHt t°n theo c¢ch]
ch2nh L ichenng L€ c

g Add to archive...
E Add to "Hoc Corar”

H®nh 2.22. N®n top tin holc th_
2.4.1.2. Gfi ne®n,_ citdpdh m

C8§ch 1: Gidi n®n c¢c- | xa chZn

Nhblp weabtudp n n®n, khi xublt hi n ¢ a s’
tdipin v™ the m,c cfn gili n®n, nhbln v~ o
nay,nh blp ¢ hoitQK LW dhh | o .
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& Edraction path and options ? X B Thietkedohoa.rar - D X
File Commands Tools Favorites Options Help
General Advanced P
= J ° ™
Destination path {will be created if does not exist) Display 3 s » .y B 0 X’
Add  EdractTo Tet  View Delete  Fin VirusScan Comment Pretect  SFX
\Thietkedohoa v New folder
Updote mod [l [B ThietkedohoaranThietkedohoa - RAR archive, unpacked size 2,571,984 bytes -
pdate mode =
Desktop ~ . P
® Extract and repiace fies s oo Name Size Packed Type Modified cRC32
() Extract and update files - Admin B Lot D
—D This PC [ 7- CAU TRUC M., 175,104 18,658 Microsof ft Word 97...  12/4/2018 3:03 CA16833F
(OFresh existing fies anly : Desktop 18- MANG MAY T... 314820 35468 Microseft Word 07.. 124/20137:33 44065030
Overwrite mode Documents ZL 9 - LAP TRINH C. 27,044 25,524 Microsoft Word D...  12/4/2018 3:06 ECO1F36C
10- Cau truc du . 25,627 22671 Microsoft Word D...  12/4/2013317  9CDBS670
" Dowrloads ITTEC 3
@ Askbefore overvrite Music 8511-cosG DLl 23577 20,776 Microsoft Word D..  12/4/20182:57  DF9G1FAE
O Overwite without prompt Pictures 112- LAP RAP VA . 181,760 18,192 Microsoft Word 97.. 12/4/2018303  OF879421
() 5kip existing fies Videos 81 13-Kynanglarmi. 25,588 22662 Microsoft Word D... 12/4/2018351  AFDE14DE
() Rename automatically Windaws (C2) )14 TiengAnh2 24,270 21391 Microsoft Word D..  12/4/2018849  D5C2F49D
Saftware (D) 8215-M thudt co'.. 30484 26230 Microsoft Word D...  12/5/2018731  336E23F7
Miscellaneous Documents (E:) ﬂt TE-N?U‘{EN LVV.. 54,270 50,448 Microsoft Word D...  12/4/2018 8:40 O7F76E0B
Extract archives to subfolders 4oy Libraries G217 VE 7 THUA.. 20917 37360 Microsoft Word D...  12/4/2018256  ATFFesel
ke broken fles =2 Netwark 8216-TAO CACBA.. 3143 3058 Micosoft Word 0., 1242013842 SCB2C3R1
) ' | | DecuongTongauc @19 - XU LY ANH. 367,246 365,930 Microsoft Word D...  12/4/20183:06  165D2D8F
[ IDisplay files in Explorer 1 20- CHE BAN Di... 23850 34987 Microsoft Word 97.. 12/4/20187:33  DA2SCSF
@Z21-ThietkeWeb.... 50423 47,084 Microsoft Word D...  12/5/2018 7:27 CBFD944C
Save settings 8522 - TAG HINH .. 28,924 27,121 Microsoft Word D...  12/4/2018306  257700F1 v
EL] Total 2,571,384 bytes in 28 files
Cancel Help

H¥nh 2.23. Gidi n®n top tin
C8&ch 2: Gi d | nN®n nhanh

Nhiph[[i chuadiph®w " 9" ch n:

- ExtractFiles....L€uh*ng tin gi [i n®n v o L a
m, c cfn | €u;

- Extracthere:Gi f®n t Yi L tadipnh®n L(acngn gl @€u a c

- Extract toCh®emnmgdphtin L, ng tYo t he€
" nh tthdipn &n° nv "~ gitldipLne®rc; bl Hu v , c§
mdt khXu LW th ¢ hi " n vi ¢ gili n®n.

2.4.2. PHFn mQn di t virus

Phfn mQm laphftn emmQrmuédnh ntng phiBuismagi n,
tinh, khdc ph_,c (m t phfn hoHc ho"n to”"n)
L€ ¢ n©ng cblp LW nhdn biJt c8c |l oUi vir.:

4

nw LUt L€ ¢ c8&c m,c ti°u t i thiWu ti
virus th€ ng hoUt L ng tr°n c¢c&8c nguy°n |

- Ki Wm tratdguWipmphg8chi n c¢c8c virus L
nhdn ddng vQ virus c¢c,a ch¥%ng.

- Ph&8t hi n c¢c8c h"nh L, ng c,a c8c phf¥
virus hoHc c8c phfn mQm L, c hyj

Hi " n nay c¢c- rblt nhiQu phfn mQm di t v
di "t virus thtng d,ng v’ L€ clB8mihQgi g€
h. u hi u:

- Kaspersky AntVirus: Phfn mQm m, i L€ ¢ phgt t
khing c¢c- | c¢ch s’ nh€ c8c LUi gia kh
danh s8ch c8c phfn mQm &aspetsky v iPrhf :n
mQm kh*ng mi_n ph?, tuy nhi°n clng
tuyl/Jln.
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¥. Kaspersky Internet Security KASPERSKYS ? = X

-

Your computer is protected

L S
R/
Scan Database Update Safe Money
@ i Ed
Privacy Protection Parental Control Protection for all
devices
{D Q Other products My Kaspersky  License: 351 days remaining

H®nh 2.24. Giao di Mn phtn mZm vi r

3

- McAfeee Phfn mQm di t virus v’™ c¢c8c pht
phg8t triWn kh8 | ©u v c¢- uy t2n. no:

- Norton AntiVius Phfn mQm di t virus v~ ¢ &
hdngSymantec L€ ¢ ph&t triWn t. kh§ | ©u
phfn mQm t h€hng myi

- BKAV: Phfn mQm di t virus v° c¢c8c phi
BKAV, L€ ¢ ph&8t triWn ho"n to"n b
khtng thua k®m ¢c8c¢c s[n phXm c¥%ng | o

- Windows Defendern€’  tc2ch h° p sJ/un tr°n Windo
trong nQn, qu®t c8c tdp tinghi dki
m  ch¥%ng. Ngay khi ph8t hi " n c8c phi
ch” bdt I °n thtng b8g€iMab®Rage Sdeat ¢
I ng kiWm tra v" f@dti°u di to c8&c phj

2.5.S d ngting Vi t

2.5.1.Cacb matihgvi t

M, i m, t blfng m« s& Li K m v _ i m t f ol
tiJng Vi t, phli c¢ch n font ch, ph%¥% h’ p
c8§c t. nhdp v ots€ kh€endg Mm@ o. hiC@c bl ng
nay la:

- Unicode: Unicode | " m« font chingtac s’

g i nh_ng kT t. m« Uni code€guaX¥mhainl
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~

nhdn L€ ¢ L¥%ng h3nh d&ng c,a kT t.

khi ¢"i LHt Wi ndows.

- VNI Windows:B[ nngg n" "y ¢ - b, font c h. k h§
font c¢ch_, t°n font ch, bdat Lfu b3ng

- TCVN3 (ABC):n©V "~ b, font chuXn c¢c.,a qu c
bung kT t., "." (dblu chbim).

- Vietware:B . f ont ¢ h_ c.a blfng m« Vietware
bat Lfu b3ung ch, SVN | ° h’ font c¢h,
bng c¢ch, VN I ° h font 2 byte.

B, Fontch Blhg ma Font ch théng d ng

VNI VNI Windows VNI-Times

Vietware_X (2 byte) Vietware VNtimes new roman

Vietware_F (1 byte) Vietware SVNtimes new roman

TCVN3 TCVN3 VnTime

Unicode Unicode Times New Roman,

Arial

2.5.2. Cach th ¢ nhdp ti/hg vi t
Haiki Wu g» thtng d,ng nhblt hi n nay |~

o

Quyt dbc g» c8c t h  p ph2m cho ki Wu g¢g»

Kyt ale | 8| n e |t |t

KiW Telex | aa ee o0 [Ow;[| uw;w;] | aw dd

KiWi VNI a6 | e6 | 06 o7 u7 a8 | d9
Dhl sda | huyQ| hi ngda | nHag

KiW Telex S f r X |

KiWi VNI 1 2 3 4 5

Dblu ¢c- thWiQ8 sauhhmuy°n ©m hoHc sau
b, dblu sai th3 ch” c¢cfn b, dblu I 4Yi ch_  kt
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V2 d,: mufmhg» ch_ ¢

Ki Wu Tel ex: @afratmv t how hoHc

Ki Wu VNI ca6bn2 tho7 hoHc ca62n thov?
2.5.3. Ch n phfn mQn ti/hg vi t

nW s d,ng tiJjng Vi t trong Windows ¢
mQm g» tiJng Vi t. C8&8c phfn mQm thtng d,
Khi g» tiJng Vi t phli c¢ch n blfng m« phV¥
nay b, Font Unicode th€ ng L€ ¢ t2ch trc

Hi " n nay th<€ ng ph’ bi Jn s d. ng phfn
L€ ¢ c”i ° chJ LllconUnikeyl €Lc'nigtut a n H's Thalk k Wa

t ik hi Unikey Lang clENk hli_ ‘bdeth Jt il]n gt om
Ngoaira,Unikeyc T ng c¢- t hW nthé& cc &ch' ingl, dignbblgh §
L %p h uvad shortcutUnikeyﬁé!‘ man hinh desktopn o Hic t . menu St
Programs/Unikey.
7+ UniKey 4.0 RC2

T 0

Khugt [ o (@ Kétnic |

Phimchuyén: @) CTRL+SHIFT @ ALT+Z T

Tuy chon khac
[¥] cho phép gb tw do
[7] Dt ddu oa, uy (thay vi da, Gy)

[ Ludn s dung clipboard cho unicode

Tiy chon g tat
[7] cho phép o6 tat
[] cho phép g tat ca khi tat tiéng Viét

Bang g6 tat...

[¥] B4t kiém tra chinh ta

| Tw ddng khdi phuc phim véi tiv sai

Hé théng
| Bat hdi thoai nay khi khéi dong
V| Kh&i dong cling Windows

| Vietnamese interface

[Q Hwéng din

" Théng tin ] ‘

Mac dinh ]

H®nh 2.25.

2.6. Chuyit " il "nli dbng tdp tin
Tdp tin c-

din g th@nnh o Hic (v.mpd,& mp4,*.wma,*.wmv, € ) ,

*png,*.gi f), vve
c8c phfn mQm chuyW

Hi " n nay, ng+¥€ i
chuywn L i L nh dy

https://convertio.co/vn/

https://www.zamzar.com/

nW chuyWn L i L°
n LHc t h?v¥.

d¥%%ng c-
ng tdp ti

Gi ao di Mn

mZm Un

rbl¥nghk Q8c | mMa (:Hocaikn é&l) ,v £ n
dUdng *Jpg nh
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https://www.freefileconvert.com/
2.7. na mh<€hng ti

Tr3nh La phemng tihudt ng. phia mQ¥ Ing
tihhc - ch_ ¢ ntntgdptlh ignht&hin gF8d hMt c8&c tr3n
LQu h, tr° m t s° c¢c8&c L nh dUmgudib@m t i n
thanh)vavideo.

Mt s tr3nh La ph€ehng ti n | Yudio)h  t
hoHc video, v L €’ ¢ triph audida@ite rppyer) variph v | i
vidleo(vi deo player). Nh_ng nh” s[n xublt r a
v o Vi ¢ cung cblp cho ng€ i d%¥%ng nh_ng
tdp trung h<€e ng LJIn.

Tr3nh La ph€©hng ti n guwen tthiNWddows Jlin n |
Media Playet’ €° ¢ t 2 ¢ h Microsoft Eindlows t r ° n

|3 Windows Media Player [m] X

(W) » Lbrary » Music » Al music Play Burn Sync

Organize v Stream v  Create playlist ~ = o 2 <@ Idsavelist P

) Rong nho
) Playlists
v Jd Music ?

Artist There are no items in your Music library.
Album Click Organize, and then click Manage libraries to include folders in your library.
Genre

{8 Videos

&=/ Pictures

<« Unsaved list

Drag items here
to create a playlist

¢ O wg ] ) ——& =
Hinh 2.26. Giaal i Mn Wi ndows Medi a Pl ayer

2.8.S d, ng may in
2.8.1. L. ach nmayin

NJu m8y t2nh L€ ¢ c¢”i nhiQu m8y in, t
L " nh b33ng c8ch ch n nSBeyt ians LDe frahiblpc Wiy i
c h uc, ht Set adDefault Printer.
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C/
.|
== See what's printing

Micros | Set as default printer
Dacum| o
Printing preferences

Printer properties

crosoft XP Create shortcut efault
soft XPS Docum

Troubleshoot L

Remove device

[—
Properties

H3nh 2.27. Hip thovui | xa chXZn chA L

2.8.2. In

B acvadFilec h'Print ( hoHc bbim tCtrl#hP)p ph2m t dt
B acT¥: ch nh c¢c8c thi/t | dp:

- CopiesS’Il € ng blfn in (t%y ch n).

- Printer Propertiess T %y ¢ hé mo m&iy d ni n bin.

- Print Al Pages Trong m, c n”y [rint Al Ragesimoh n
t blt cl c8c tr anRynt Current Ragef c b T m) i h o kub
trang t¥%y ch ®gesv d®hii 4285 d¥%mg L8nh
n hs,..3

- Print OneSide( i n 1 mHt) hoHc Print on Both
t %2y m8y in c¢- t2nh nktng in 2 mHt ha

- Collated( i n theo tdp): Ch. ¢c nktng n"y d¥
khi mu n in v,_,i s 1€ ng |I.n hoHc i
- Portrait/ LandscapeQrientation:L. a c¢ch n b[n in d ¢ h:

- Ad/letter: Ch  n 1T o4i k2ch th€e ¢ ph%¥% h'p

- Margins: L a ch n ctn I Q cho blfn in c¢-

vV, o ctn | Q 4 b°n 1" hoHc Narrow cktn
- Pagepersheet L. a ch n in g, p c8c trang in
thw | a ch n in 2/4/6 hoHc 8 trang g,

B oBcL, a chPrint | nh
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AP ccc aMICHINH

3

- H L'i Qu h" nhCadKihndowsi 1 : c8§c th” nh
ch. ¢ nktkng ch bln.

- Cact hi Jt | dp h' tanenlg, ta® o gp ConytinmM@rh t
n®n, di t virus.

- KiWu g» Telex v™ blng m« Unicode.

- TYo, thay L°i t°n, c¢ch n, sao ch®p,
- C"i LHtgvihsnhdthUo &«8c phfFn mQm ¢t i
- C"i LHt m8&y in v~ ™ in bin.

@2 CAUH, I ONTxP

Cau 1:Kyty QjR VDX yk\ udKQQ N R ténitH tin?

A @
B. &
C. %
D. >
Cau2:Kyty QjR VDX yk\ WKOQ NBW WrQm¥Kfi P
A <
B. #
c. !
D. -~

Cau 3: Kchuyk chGyavi Gchen thanh viGN yq Y jc Qidtfong chGyaso)n
th+R Y @, &d mg phim nao?

A. Shift

B. Insert

C. Citrl

D. Caps Lock

Cau4: KoiGNV G X @&d nGiit Ptin, thyc hi@ Q K ihabX
A. Nhbp pHi chu t vaotdp tin, ch n Send TtDesktop
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B. Nhbp pHi chu t vaotd tin, ch n Properties

C. Nhhb pHi chu t vaotdptin, ch n Create Shortcut

D. Nhbp pHi chu t vaotdp tin, ch n Sharing and Security
Cau 5:PhatbikX QjR VDX yk\ Oj y~QJ"

A. H L@ hanhchgun | T _ o Kndag qin ly tdo tin
B. Th€caobtiveh a t hc€onmad tin

C. H L@Qhanhchqgun | T _agrc€) b

D. H L@hanhkhéngdgin | T c &con¢tahCE m

Cau 6: Trong mawW W KoicokRrhgD KDL WHKAERRQ $ Yj Vb WKQY RVKA P
thanh B thi may tinh thyc hi@Q Q K hau’X

A. Hin ra thtnognthg8o t°n L« t
B. T L ngxéat h€c mB L« c -

C. TLng ghi & Ath*o mBh£«mc -

D. Thchinvic il t°n nhmM@ b3nh the
Cau 7:Thanh ph/Q QjRclGfik\ NK{@twsKW K fraP
Thanh Tkhg thai

Thanh Qri °u L

C. ThanhThc L hn

D. Clba ph<€ehn@ 8in¥ntgr °n L

Céau 8:PhatbikKX QjRclG ¥ k\ Oj {1k QyduYianh may tinh?
A. LapHnmQnpHi  dAmay kinh co tilhot | niy

B. La pHn mQn cai gb trong mi may tinh

C. LapHnmQ@n k ht’rcg tlhi@rgng may tinh

D. LapfbnmQn do c¢c! ng toquy@ixay dogsaophat thid

Cau 9: Cach t] chgF WKma vt % tin theo hOy lu hanh Windows khéng cho
SKp Su g

A. Trongmt t hc€@dmdt i n v, ccanh€ m

B. Tdbmttdtincdécha t hc€onm

C. Mt L oang o tW ‘& phanchiathanhn@i" Loa | ogi ¢
D. Th€cmc ha w'contdté@ trimg nhau

Cau 10:Cact® tin VD X N Kelchyfiva x6a b 9g t] h kp phim Shift+Delete &
Q K i Grag?

A. Co6th\L & khdi ph c khi m Recycle Bin

w >

(o]V)



B. COth\ ‘& khéi ph ¢ khim Computer

C. Khdng thAkhdi ph ¢ 1Y

D. Chcoiptinv £ fin .DOC la co thkhéi ph ¢

Cau 11:H aS yukhi KQ G+ Qghdng to, thu nhW yy Qua gF y flc glla gi?

A. Dialog box
B. List box

C. Control box
D. Text box

Cau 12: kch)y ma ogng dmg trong Windows, thec hi@Q Q K fhat'’X

A. NhgppHichutv ™ o ¢ h€hmgd ngtr i ch n @pen

B. NhippHichutv = o ¢ h€hnmyd ngtr rch n Properties

C. NhgppHichutv ™ o ¢ h€©hnmyd ngtrich n Bxplore

D. C[ba t haoQt 8cantgr °n L

Cau 13:Thanh ph/n nao cho phép thitl 5S P {L avg & vi© trén Windove?
A. Display

B. Screenaver

C. Control Panel

D. Help and Support

Cau 14:Khi may tinh ho)Wag, hOy LX KjQKcywiS YR ykX"
A. RAM

B. B, nh ngoai

C. B nh trong

D. ROM

Cau 15: .KL yDQJ OYPLYLQGRZ¥emt]ichqg cacttS WLQ YmWKA P
WUrQ ‘geinsphao?

A. Computer hbb Windows Explorer

B. Computer hbb Recycle Bin

C. Windows Explorer heb Recycle Bin

D. Network hdb Recycle Bin

Cau 16:SudmQJ FKATQJ W WDQK QGR AU Iyt5S WLQ YpWKIA P
A. Microsoft Office

B. Accessories
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C. Control Panel

D. WindowsExplorer

Céau 17:PhatbikKX QjR VDX yk\ &? y~QJ QK

A. H L@ hanhlapfn mQn, ng d ng

B. H L@ hanhlapfnh mQnh th ng

C. H L@ hanhlapfn mQnti nich

D. CIrbaphatbiM t Q° nL “n g

Cau 18:Ph/n mIim ogng dmg nao khong thua h Oy lu hanh Windows 10?
A. Microsoft Excel

B. Calculator

C. Wordpad

D. Notepad

Cau 19:Phat bikk QjR VDX yk\ Oj y~QJ"
A. Trong Windows 10, %S Hmfdt Wtuytcdb chanhnghoa | -

B. Trong Windows 10, Shoritciudg ¢eénthmihoa |
hinh

C. Trong Windows 10, Shoratsdatngec m nghoa |

D. Cflba ph€ehn@s&n tr°n L

Cau 20: 7TURQJ :L QG RKO/M Xa @ing man hinh vao kanh cClipboard, su
d mg phim nao?

A. Ctrl+C
Ctrl + Insert

B
C. Print Screen
D

ESC

iS iQ
Caul1:D Cau 6:A Cau 11: C Cau 16: D
Cau 2: A Cau7:D Cau 12: A Cau 17:B
Cau 3: B Cau 8: A Cau 13: C Cau 18: A
Cau 4B Cau9: B Cau 14: A Cau 19: A
Cau 5B Cau 10: C Cau 15: A Cau 20: C
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@= BAITxP

Bai 1: C "~ iHuva’chia ®may in qua rihg LAN.

Bai 2: Kh i _ ny Control Panel va&h'nh céc tly chn trong Control Panel theo cac
yéu du sau

- Chnhsangayvagic ah th ng;
- n" inQ cho Desktop

- C" itucH]L, bfo v man hinh: Thi} I Screensser d-hg hinh I&°c Vi' t
Nam L ang,thigianch 8 ghit

- Céc tuy chn vQmouse:
x n Q@chnhfc  Nhehl Yghu tg acon chut

x Thayi bW "n€® cho c 8¢ NommalnSelegtHelp Select,
Workinginbackg ound, é

X n 8§ n BV & chu t khi nhgd phim Control (show location)

x T v t dai (dali / trails) khi di chuyd chu t
C" iHuchb Windowscochl, ind * ngo ( Hi bernat e)
- Cho hMmi th/ tcbVolume Control trén khay hth’ ng (System tray)

- C" itbs Id, ng cac phim’'s(Numpad) thay tAcho con chut
- Tl va xdéa User Account:
x T user accountmcéténga si nh vi ° njacceumtnayl -
x Xba user account co tén sinh viérautb
- Céc tuy chn vQRegional Setting:
x Ch nthTD a t \th'nh kiwi ¢ a Short date la dd/mm/yyyy
X Ch nthGT i mWl idthg hwi th h th ng 1a 24 gi
X ChnthtCu r r eWt ¢ kylhi u tiQh t 1& VND

Céac tly chn vQFont ch: M vatham kijo m t s mXu ¢ a cac font ch

Bai 3: Windows Explorer
Cau 1: KhgL aig Windows Explorer va thc hi @:
- SPhPxp c8c,ctdeRimght Widihgtows d-€
X Large Icons

x List
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x Details
x Tiles
x Content
- S xp ¢ as ¢ aRight Windows theo tht :
x By Name

x By Date nodified

X By Type
x By Size
Cau2: T)R Fk\ WhKtii Py-D ' QKA VDX
] HOC TAP
4 || NGANH CNTT
KY THUAT LAP TRINH
4 | LAP TRINH DI DONG
ANDROID

105

MAMG MAY TINH

4 TIN HOC
EXCEL
POWER POINT
WINDOWS
WORD
4 MGOALI MGU
TOEC

Cau3: Thyc hidQ L WrQ FiRaWKif P
- ni t° ncNGOANGW thanh ENGLISH
- ni t ° ncBXGEEthamhXU LY BANG TINH
- ni t ° ncWAaREthanhXU LY BAN BAN
- ni t ° ncwiNDewsthanhHDH MICROSOFT

& k X 6DR FKmS WKni P
- Ch®p _tcW&RDm " o {cERGLIBH
- Ch®p _tchCEICm”™ 0o (ciHHOGC
- Ch®p _cHIEH@®MC v~ qcMAN&MAY TINH
- Ch®p .clO® mo [chKETHOUAT LAP TRINH
Cau 5: Di chuykQ WK P
- Dichuywt t hc®ORDvV ©~ 0o jchLAP TRINH DI DONG

- Dichud t hcGINMROCVQt h€cgrtga L oga
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Cau 6: Xéavaphoh[L WK P

- X- a t hTeN HOC

- Phchi t hco®INMOCYV axda
&kX 12thuaF WtQK FKR WK#A P

- Ganthyctinnchlc ( Read Onl yc)MANGWMAY ZINH \@€ m

TIN HOC
- Gan thuc tinhXq KY THUAT LAP TINH
- G h cacthuctinhchl ¢ ¢ h o, cTIN KBOCm

& k X 7 KJiRdy §h W (Option) ca Windows Explorer
- n @ chnh Windows Explorersao cho khéng iwMhb} cac tp
m, c X
- CoOnhhxétgi Wt h ecki THUAT LAP TRINH

- H« y Qi €hinhWindows Exploret!\W6 th\kem cacdp  t i n

n v

- T€ehng M «QychrnhWindows Explorersao cho khong #y phfn m
rnggacacept i n. S@chnhlYtiphtdhig nh$®u.ban L

Bai 4: Windows Explorer
Caul: T)R Fk\ Wk AiQKA VDXy-\BUrQ

4 BAI TAP TIM HOC
LUU TRU
4 TIN HOC
4 CHUYEM DE
DO HOA
LAP TRINH
4 CNTT CO BAN
IMNTERMET CO BAM
MAY TINH CO BAM
AU LY VAM BAN CO BAN
4 CNTT MANG CAQ
EXCEL NANG CAOQ
POWER POINT MAMG CAD
WORD NAMNG CAQ

Céau 2: Chuyk vI W K o B C:\Windows, thyc hi @ cac yéu du:
- Sao chép caa tinco pffn m r ngla.nit C\WWi ndows
| €u
tr

-

- Sao chép caadp tin cé pffn m r ngla .bompt C\Wi ndows
DO HOA

s.&ng

s,.ang
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Cau 3: Chuyk vI ] D:\ th yc hi @ cac yéu du sau:
- Tr on g, ctBAMEAPTINHOCtY t h ° mc GHW@ENGHTRINH

- ChépHic[cac thtincoépffnm rngla .exetC\Wi ndows sang
m. ¢
CHUONG TRINH v a tb

- Chobif(xem)tng dumggal €h€hng tr3nh
Cau 4: Nén va gt nén

- Dungchcn t n g: WinRarlWh ® n  { chCEIUOGNG TRINH. XemlY

d u n gng ka&khi nén

- X a t hCGRIUGNG TRINH

- Gi[inén tp tin CHUONG TRINHrarv "Hi L t r o n@TINNHO®€ m
&k X ]JL W rTxhuy tinh, x6a thua tinh, xéava phm h[i W K flm P

- n i t ° ncthahhé témg a sinh vién

- nHthyctinhchlc (read ontHNHOEho t h€ m

- nHthy ctinhXy (Hi dden cLUWHRU t h€ m

- G (x6a)cacthuctinhva HL cho ¢8c t h€ m

- X- a t&GITMCO BANvaphchild t hc® awda trong thing
rac
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Ch€ehng., LhIl VIdW BEWINB

© ™ cTieu

HXc xong ch_ _ng n"y, ng_yi hZc c¢- khd

- Tr3nh by L€ c¢c mt s kiJJn th_ c¢ ch
bl n, s d . MigrosgfttNord2009Qmong soUYn thlo

xublt v pho©n ph i vin bln;
- So4n thlo L€ ¢ vin Dbln blo LTm L%¥ng
vein bln h”"nh c¢ch2nh; in bn v’ phon p
t hudt .
31.Khdinim vimvak | T vikhn b
3.1.1.Khdinim v itn b
Vin blfn |7 ¢8c t~i i u, giby t° L€ c
c8§c Lo"n thw, <c¢c8c t° ch ¢ x« h, i. Vin I
truyQn LYYt thlng tin b3xng m t ngtn ng.
v. c ¢, thwWw c_,a L"i s ng x« h,i v’" qufn |
n, i dung kh8c nhau.
31.2.Khdinimx | T vhn b
X I'T vein blfn | s d,.ng c8c phfn mQ
Writer, Mi crosoft Word LW bi°n tdp n, i
mQm x| T vkin bln mi,n ph2 kh8&8c nh€e Abi
3.2.S d, ng Microsoft Word
3.2.1. Gj i thi" u Microsoft Word
321.1.M, L-ng Microsoft Word
- M Microsoft Word
x Céch 1:N h blp ch‘u,ntEt\"(arAll aviicsoft Word

(trén Windows 10)

X Cach2Nh blp khuo, bi @ tréen@amhgnh (desktop)
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wg

WasEE

o [F
RecycISBITINE SWerkoint
Hinh3.1.K h ¢ i Li ng Mibrosoftn\gprd201923 n h

- n-ng Microsoft Wordn‘Crg‘-rc M T3 nbic\Wan g
man hinlMicrosoft Word ho Hc nhbin t° h® " p ph2zm A

Hinh3.2n- ng c¢ch_ _ng tr3nh
3.2.1.2. Gj i thi’ u giao di n Microsoft Word

Sau khi MNidwosoftwéird ngn" n h3nh | "m vi ¢ nhe
Quick Access Toolbar Title Bar Ribbon
(Thanh truy ep nhanh) (ThanhQ t (ThGRibbon)
H v = Document] onrd Preview Sign in [Eal — O *
Home Insert Design Layout References Mailings Review View vHel[:l Q Tell me Q_ Share
— alibri (Body’ - M
Y (;lhf ‘Budjabe o H,, AaBbCcDe AaBbCeDe AaBbCe - L
Pavste ~ A - a}"/_- A - A;v Ao TMormal = TMNoSpac.. Heading1 |+ Edilv:ing
Clipboard Font P Paragraph P Styles [P A
L 3 2 1 AE 1 2 3 4 5 & 7 8 9 10 11 12 13 14 L -
Text Area /
- Scroll Bar
. (Vung lam vic) (Thanh cun)
— Ruler
. ( Thanhb) Ch/L, hiw th

Page 1 of 1 0 words English (United States)

Hinh 3.3.Man hinhlanv i Mc
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3.2.2. Thao tac vi tdp tin Microsoft Word
3.2.2.1.M m ttdptincod g
- Ch'tabFleoch n Open

(Ctrl +0O hoHc

& COneDrive
El:l This PC

i

Add a Place

Y? L/

Browse

Hinh 3.4Mg f i

- Cacttych™ n m

| e

vin bd

n

Xx Recent: Mtdphianm cfc€e ¢ LOy
X OneDrive M'dmlL€ ¢ | €u tr°n One
khol[n OneDrive m i s d,ng

Open
@ Recent OneDrive - Personal
== OneDrive - Personal Mame T
tE% nguyendangthevinh@outlook.com
Attachments

(L hispC Hinh anh
%} Add a Place Tai ligu

Browse

Hinh35Meg top tin | _u truv tryxc
X This RGpLMia | €u tr°n L o a

tuy An

ms8y
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X Browse: Ch ntdU€t mgmg Xnh® m, c

H p thodi Op€nh” xuBI€ nhg dXn ch._

(D\WORD) , ch n tdp tin vin b[n

« .
Open LW @Gancd&hblbW h_ vy b, t hao
(W] Open X
4N <« SUNS (D) » WORD v O Search WORD 2
Organize = Mew folder \ Ch n : I-,an-] 0
3D Object - - .
| jects Mame Ch a tcp tln Type
I Desktop SUNNGUYEN. docx e Microsoft
[/ Documents Tye: Microsoft Word Document
3 Downloads Aufhors: NGUYEN DANG THE VINH
Sizg: 12.3 KB
J’ Music Dafe modified: 12/09/2018 10:48 PM
=/ Pictures R B
m Videos Ch n th tln
e WINTD (C) munm
- SUNS (D) v £ z
File name: | SUNNGUYEM.docx V| All Word Documents (*.docg™.c ~

Hinh36Hi p t hovu i Open
32.22. T mttd tinm, i

Tdp vttinn bl €httab&kirgp:ch n New, c¢ch’
(hoHc Ctrl +N)

Document] - Ward

New

Search for online templates pel

Suggested searches: Business Cards Flyers Education Resumes and Cover Letters Letters Holiday

Aa
Take a tour
Blank document Welcome to Word Single spaced (blank)

Hinh3.7.Tu o fil e mai

tr?°

a

cfn

t 8c.
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Tdpmtintheo

X Ch tabFile o c h
s d.
kgt n" i i

New

ng h,

mXu L« thilJt

"n NemXuchbln k
p t3m ki JJjm,
nternet) .

| Search for online templates

o

Suggested searches:  Business  Cards

Flyers

Education Resumes and Cover Letters  Holiday

Letters

| dp:
LW s

8

t®m m,

Caover letter (blue)

Polished resume, desig... ==

BuBnnnl

¥

FEETY

Hinh
X Sau khic h ' miX u ,

Mn file

hi n gi

3.8T h _ Vi
X U blt

ao

k3

Polished resume, designed =
by MOO

Provided by: Microsoft Corporation

Created in partnership with digital print and design
company, MOQ, this resume or CV is a modern
temnplate that will showcase professionalism - with
flair. Remember, this accessible template is
customizable to your needs! You can change the
color scheme in the Design tab of the ribbon.

Download size: 174 KB

[]

Create

Hinh 3.9.Tuv o

mao i vin

t

m,u c-

di

chXn

n

t

71

S

Y

d,

m X u

En

On



xVekn bln m i L« L€ ¢ tUYo v,i mX¥Xu c
ch” vi ¢ hidwnghd frh tlHiifgt
OBIECTIVE EXPERIEMCE
Ta gws sinriwd, elick: I3E TITLE ~ COMIPANY - DATES FROM - TO
ploceboldes texl end ater Su=rmaorize yoor key ssapomathilsties, levdesahip, end ot sémlla-
typing. Ea boel: oo ox bwe accomplishmesita. Demn't lixt evecything; keep il ralewass and
EL Bl S mciode doto thot shows the tnpact oo mwds.
Dianble-click the kbls cells in
the [occter iz pdd yous contact I3E TITLE + COMIPANY - DATES FROM - TO
inlz far delete the solomea Think obaout e 3ixe of the wamm yoo led, the embar of projects
you den't wasi). you kalazowd, or the numbes of axclay you wrobe.
SKILLS EDUCATION
| |
Expluin wrhat yoo'm= DEGAREE - WATE EARMED ~ SCHOIL
sape=ially good ab. Whet asta ¥eax sighi wans fo include yous CFA ond o sommary of relewank
yoo apact? Tam your owe coerswwrack, awerdy, and bonara
guage—matimge. DEGREE - DATE EARNED - SCHOOL
Oz the Hoos ek of the ribkon, check cut Siyles bo apply the
farmuolng yors need with joat a click.
VOLUNTEER EXPERIENCE OR LEADERSHIP
|
Diid yoo menoge a beam for your cluk, lead & peoject Jar yous
faworiie chaority, or w45 your acheoal newapapes? Oo ahesd aod
describs sxpass Ehat Il your L thip ahilstiea.
O
-] w L in
EMAIL TWITTER HANDLE TELEPH ONIE LINHEMN URL
Hinh3.10M, u L« chXn tp th_ vi Mn Online

3.2. 2. 3tnL€u t
Ch tabFile o Save NhdaHec chuntbi Wu Httr@thardh Sav

Qui ck

Access

Tool bar ( hoHc

Ctrl +

S A

y
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p thoUi Savhe rPAsl & arblt achXrdp, ftiong mu’
File Name nhdp v~ o t° nfilecchfZm gl, €l In
ch  n Save Camc¢e&u. L Whiblny b, thao t8c.

H.
1

(W] save As X
“ v P <« SUNS (D:) » WORD v O Search WORD P
Organize = New folder =z v e

S Q
&= Pictures " Name Ch n L’nwh Type
B video: LW €edp tirt
m WINTO ()
- SUMS (D:)
= Network thp tén o tin
v € . , >
v: o LO®
File name: | SUNNGUYEN.docx ~
Save as type:  Word Document (*.docx) ~
Authors: SUN Tags: Add atag
[ 5ave Thumbnail
A Hide Folders Tools = Cancel

Hinh3.11Hi p t hovui Save As
Sau khi | €©u tdp tin, nJu mu tabFile €u v
oSave As, ch n L€ ng dXn ch_ a tdp t

Leu 1T nNW tr8&nh mblt d_. | i u khi gHy
n°n th, ¢ hi n nhiQuohfnkhhasodllBct b
thi Ap ch_ ¢ ntng Ch tibFieg Ob€uondp K u bl

h p t hodi Wohr' dn Cpatvieo,n st i cck ch n q!
i nformation everyo thilt Il dp t h i C
trong kHROphatyg t . 5
Word Options ? ®
- A
General H Customize how documents are saved.
Display
Proofing Save documents
Save Save files in this format: ‘Word Document (*.dood) e
Language I Save AutoRecover information every |10 = minutesl
Keep the last autosaved version if | close without saving
Advanced AutoRecover file
_ . location: Chldsers\SUNAppDatatRoamingiM Browse...
Customize Ribbon
™ Default file location: Chldsers\SUN\Documents', Browse.., W
Cancel
H®nh 3.212. L_u tx Ling vin bdn
3. 2. 2. 4dotinn - ng t
Ch tabFileoCl ose (hoHc Ctrl +W)

]



Ch’

Hinh3.13n- ng f i |
3. 2. 8hddng vilon
3. 2. 3nhdth gn v (Texh

n (t?

b

Len)

Times Mew Bo ~ |12

B I U ~abkex, x> A~ 3

Times New Rom ~ |

12 - N
: Ch n

A Ttng

Ch’

e vin

bd n

v £ o cthtabHoma 0 mhémtFomt h  d Un
- A A Aa- Fe Bi\{\d “nge
m r.ng
v chc nt
Font E/
Hinh3.14Nh - m choc ntng Font

n ki Wu c¢h,
k2ch the ¢ (c.) ch,
v gi[m k2ch th€e ¢ c¢ch,
Case): ChuyWn L i hoa t

Aa"( Change
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T2nh nt Céng d ng Vid,
Sentence case Ch h o &u ding nguynvitn a|Nguyn vVv&in
lowercase Ch t hg NGUYWN VI Nfnguynvin a
UPPERCASE Ch hoa nguynvitn a|NGUYWN VI N
Capitalize EaciWord | Ch hoa ky t Lfu nguynvitn a|NguynVin A
tOGGLE cASE Chuyd h oa nrga vidl4@| NguynVin A{nGUYWNvV I N
[l . . .
x “(Clear Formatting): x-a L nh dUr
x B(Bold): In Ldm (hoHc Ctrl +B)
x{ (ltalic): I n nghi°ng (hoHc Ctrl +
x (Underline): GYYch d<€ i (hoHc Ctr
X ®# (Strikethrough): N®t glch Lhn gi
X *(Subscript): Cl¥ s d€e i (hoHc C
X X(Superscript): |ISit+) s~ tr°n (hoHc
X “"(Text Effects): Hi wu ng ch_, (
Art)
x Y(Text Highlight Color): M u nQn
x&'(Font Color): M"u ch,
- C8c ch, ¢ ntng kh8c: Ch n biWu t€ ng
h, p thodi
Font ? >
Font Advanced
Font: Font style: Size:
Times New Roman Regular 12
Tekton Pro s 3 A
Tekton Pro Cond Italic 9
Tekton Pro Ext Bold 10
Tempus Sans ITC Bold Italic 11
[Tmes NewRoman _ [Rd 12
Font color: Underline style: Underline color:
Automatic ~ | |(none) ~ Automatic
Effects
[ strikethrough [ 5mall caps
[ Double strikethrough [ all caps
[ superscript [ Hidden
[ subscript
Preview
Nguyén Ding Thé Vinh
This is & TrueType font. This font will be used on both printer and screen.
Set As Default Text Effects... Cancel
Hinh3.15Hi p t hou i Font
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- TabFont:X8c¢c L nh dUng ch_., ki Wu c¢ch,
X FontCh" n fons cH, ngfn
X FontstyleKi Wu ¢ h ( Regul ar : t h€ ng, |t
Xx SizeK2ch the, ¢ (c_.) c¢h,
X FontcolorM™ u ¢ h_
x UnderlinestyleC&8 ¢ ki Wu glch ch®©n ¢, a ch,
X UnderlinecolorM”" u ¢, a L€ ng glch chon
x EffectsM t s° hi u _ ng khégc

Hi'u_ ng Céngd, ng Vid,
Strikethrough nétdgt h L. laech gi |H=ag
Double strikethrough nétgt h Lach gi |H3%g
Superscript ch's trén X?2
Subscript ch's d@ H.0O
Small caps Ch hoanh h=ag | HANG
All caps Ch hoa]n h=ag | HANG
Hidden X n idung

X PreviewXem tr<€, ¢ L nh dUng
x AdvancednW x8c L nh khol[ng c¢c8ch v’ v’
3. 2. 3nh@th gnUti ov £ n

3.2.3.2.1 Bhd)QJ jnRParagraph)

- noYYn vin (Paragraph) bao g° m m t ho
nhbln ph2m enter.

- Ch "  n LoUn vitn omth tabHdme a hhénd Raragraph

e S e = =
=oEoE EE T
o — ae A e BiW " nge
=== = & - m 1. ng
chc nt
Paragraph D/

Hinh3.16Nh- m choc ntng Paragraph

X (Al'ign Text Left): Canh tr 8i ( h

X (Center): Canh gi_a (hoHc Ctr | +E

X (Al'ign Text Right): Canh phT[li ( h
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X

(Justify): Canh LQu (hoHc Ctrl +1J

b=
*(Line and Paragraph Spacing): G
dong)

- C8c c¢ch._ ¢ ntng m r.ng: ch n bi Wu t
xublt hi " n h,p tho(j

Paragraph 7 >

Indents and Spacing ;  Line and Page Breaks

General
Alignment: Left A
Outling level: |Body Text o
Indentation
Left: 0am = Spedial: By:
Right: 0cm = First line ~| |1am |5
] Mirror indents
Spacing
Before: Opt = Line spacing: Al
After: 0pt = Single ~ =

] Don't add space between paragraphs of the same style

Preview

Tabs... Set As Default Cancel

Hinh3.17Hi p t hovui Paragraph

- TablIndents and Spacing:

~ S — X

General

Alignment:Canh | Q vitn bl n, Left (tr8i)
Centered (gi. a)

Outline level:Thi Jt | dp LQ m,c cblp L, (tr
t h W)

Indentaton Kholng c¢c8ch | Q vin bfl[n
Left: Kholng c8ch t. l Q tr §i
Right: cRe&w[nhg | Q phTl[i

Special:

9 None: Khong
9First line: Th,t Lfu d,ng (ch

5

gi 8 tr° (gi & tr L€ c x8c L nt
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9 Hanging: Th_,t Lfu d,ng (tr. d

5

gi 8§ tr° (gi & tr° L€ ¢ x8§c L nt
X Spacing: Kho[ng c8ch c¢c8c d, ng

5

fBefore: Kholng c¢c8ch tr°n m, i L oUYn
fAfter: Khol[ng c8ch d€ i m i LoUn
f LneSpaci ng: Kholng c¢c8ch gi_a c¢c8c ¢
gian dong)

3.2.3.2.2 Bh d)ng Bullets, Numbering
- n nh dlng Bull ets

X Ch  n LoUYn vin bl ntabéidgine o hhdmo PaBgraph e t .

och  n bil =" BuleBorch” n ki Wu Bullet mt

Bullet Library

\/
Mone ® O) | + i:’#
> v

Document Bullets

e V. O wm o 4
O -

Define Mew Bullet...

Hinh 3.18 Bullet Library

X NJu mu' n ch  n kiWu Bull et K=5¢c, ¢
Buletsoch n Define New Bullet, X U blt
Bullet, c¢ch n Symbolé sau L- <c¢ch n
Font.
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Define Mew Bullet 7 hod

Bullet character

Symbol. .. Picture... Font...
Alignment:
Left ~
Preview

Cancel

H3nh 3.19. nMflnh nghoa mit Bull e
- n nh ddng Numbering

XxCh  n LoY9Yn vin bl[n cfn L8&nh s’

-

Ii"__| o
x Ch’ tab Home o nhom Paragrapho ch™ n bi W=1 t € n
Numberingo Ch™ n ki Wu Numbering mu  n th
Document Number Formats

21 a. i.
22 b. ii.
23 C. iii.

4.1.
42
4.3

Define New Mumber Format...

Hinh3.20C8c¢c t %y chXn choc nktng Number
XNJu mu" " n ch n kiWu Number khgc,
=

—_—

Numberingo Ch™ n Defi ne New Number Fc
t hoUi Define New Number For mat , t
cfn thifgt I dp (1, 2, 3¢, I, [ I
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Define Mew Mumber Format ? >

Mumber format
Mumber style:
1,2, 3, ... e Font...

Mumber format:
1.

Alignment:
Left w

Preview

Cancel

Hinh3.21Hi p t hovu i Define New Number F«
3.2.3.2.3Thi &l 5S ¥hdsg (Tab)
- nW LHt L€ ¢ tab tr°n vin bln, ch¥%ng

thanh th<€e ¢ tr°n wohhom 8hpwo, Nhcelnth'nn t @b o
Ruler.

- ni Qu ch " nh 1 o0oY4i tab c¢f NhBpLt ocdivwaot t
thanh th€e ¢ ngang LW LHt tab.

n Q chnh n Hutab vao trén
cac I tab thanh t

@ DRI T RS SRS AERIREDS AL ENRTE. £ RN KNS KNI TN SIS v G T C s RN + AN
=T T T T T T T T

Hinh3.22Thanh th_ac ngang
- Mt s° l1o4Yi tab

X

LiLeft Tab (tabtrai): V. tr2 bdt Lfu t. tr8i s:
X *HCenter TalNJmtgb, giva)tr2 LHt tab
4 Ri ght TabV (ttalk® pohdfti )l:Fu t. phli ¢

x = Decimal Tab ftmb wh trp2h©hBlu phOr
phan.

X
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.......

X WBarTab:® n thanh th3ng L. ng t4i v’
cho text).

- Sau khi thift | dp c8c NhBIp“phumat han
bblt k8 tab n"o L« thiJt | dp

Tab gi a (Center) || Tab trai (Left) Tab pHi (Right)

e — v

i 3 oS & 8 E e
STT Ho tén bia chi

1 Ngu}'én Vin A 123 Hung Viong, P3, Q3

2 Nguyén Van B 345 Lac Hong, P3, Q6

Hinh3.23V2 dA minh hXZa Tabs
- Xublt hi " n h,p thoUi Tabs.

Tahs 7 o
Tab stop position: Default tab stops:
1cm 1.27 cm =
1
2 $ Tab stops to be deared:
10,5 cm
Alignment
(O Left (®) Center () Right
() Decimal () Bar
Leader
(® 1None . - —
Oa___
Set Clear Clear All
oK Cancel
Hinh3.24Hi p t houi Tabs
x Tab stop position: Gi 8 tr° c¢c8c Vv’

x Default tab stops: Kholng c8ch d¥
X Al i gnment : Canh | Q tab

x LeaderKi Wu hi Wn t h’ gi.a c8c Vv’ tr?2
Xx N“at Set LW thil/JJt | dp c"i LHt m t
X Nt Clear LW x-a tab L€ ¢ ch n, C
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3.2.3.2.4 8h d)ng khung va nin (Borders and Shading)

- Ch n n,i dung cfn

L  nh dUng

- Ch ' tabDesign o nhom Page Background c h™ n b J.l Page€’ n g

Borders, xublt hi "  n h, p thodUi
xBorders: ThiJJt | dp khung vi Qn
Borders and Shading 7 >
{Borders | Page Border  Shading
Setting Style: Preview
A Click on diagram below or use
Mone buttons to apply borders
|: Box _ ="
SEE | R—— e
E . oo e
- Automatic v
3_ Width: 2 b
T e Apply to:
Paragraph w
Options...
Horizontal Line... Cancel
Hinh3.25Hi p t hou i Bor dEbBordasnd Shading
fSetting: X8c L  nh dlng L€ ng vi Q
fStyle: Ch  n kiWu L€ ng viQn
fColor: M u L€ ng viQn
fWidth: n, d"y c¢c,a viQn
f Preview:Xemt €, ¢ t hi JJt | dpb, LC &cg ctthn h
L€ ng vi Qn
f Applyto:Ap d_ ng tr°n HAext(agrmampH n)LolUn
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x Shading: Thi/Jt | dp nQn
Borders and Shading ? *
Borders  Page Border  Shading
Fill Preview
Patterns
Style: |:|Clear ~
Color: Automatic
Apply to:
Paragraph -
Horizontal Line. .. QK Cancel
Hinh3.26Hi p t hou i Bor dBabShadmghd Shadi ng
f Fill Ch’ m”>u nQn
fPatterns: Ch n kiWu nQn L€ ¢ ¢ i
fPreview: Xem tr€ ¢ thilJJt | dp
fApply to: Cp d,ng tre°tex)Paragraph
x Page Border n"nh dldng khung cho
Borders and Shading ? >
Borders Page Border  Shading
Setting: Style: Preview
Click on diagram below ar
j Hone use buttans to apply borders
D Box || - ==
[l Shadow ———————————
colon |
D 3D Automatic
Width: i
E—.u Custom % pt
e Apply to:
At Whaole document W
[none)
Options...
Hinh3.27Hi p t hou i Bor dEBabPage®Border Shadi ng
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f Setting, Style v~ Preview c- t 8§
LoUn
fApply to: PhU4m vi 8p d,ng L-ng Kk
3.2.3.3. KM4 dang (Style)
Ki Wu d8&ng §(cstlylneh) diing L€ ¢ thil/Jt 1dp
m-u ch_é
- Cp d_.ng style cho vin bfl[n

XCh n n,i dung vin bl[n cfn 8p d_ng
g 1 2
NguyénVﬁnA
Hinh3.28ChXn nii dung ct n 8p dAng

X Ch tabHome o nhdm Styles ch n style c¢cfn s
Title)

AaBbCcDe| AaBbCeDe AaBh(Ct AsBbCcel /—\aB AaBbCcC AaBbCcDi AaBbCcDi

TMormal | TMo Spac.. Headingl  Heading 2 Title Subtitle  Subtle Em... Emphasis

AaBbCcD: AaBbCcd AaBbCcD: AaBbCcD: ALBECCDC AABBCCDL AaBbCcld AaBbCcDe

Strong Cuote Intense C... Subtle Ref.. IntenseR.. BookTitle T List Para..

Intense E...
A4 Create a Style
P9  Clear Formatting

M, Apply Styles...
Hinh3.29Danh s8ch c¢c8c ki ©Ou d8ng c-
x KJt qul style Title L€ ¢c §p d_ng
g 3 4 5
Nguyén Van A
Hinh3.30Ki @Gu d8ng Title L_1c 8p dAng
- H, y b, style L« 8p d_, ng
XCh n vin bln L« 8p d, ng style cfn
g 1 2 3 4 5
Nguyéen Van A
Hinh3.31.@=Xn nii dung ct n hvy bY sty
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X Ch tabHomeo nhdmStyleoch n Cl ear For mat t i

maBbCcDe AaBbCede AaBbCe AaBbCcl A QB azebcer aasbeene aaBbeeD:
TMormal  TMNo Spac.. Heading1 Heading 2 Title Subtitle  Subtle Em... Emphasis

AgBbCcDt AaBbCcDc AgBbCcDt AaBbCcD: AMBBCCDC AABBCCDL AaBbCcDe AaBbCcDe
Intense E... Strong Cuote Intense Q... Subtle Ref... IntenseR... BookTitle T List Para..

A4 Create a Style
A Clear Formatting

24, Apply Styles...

Hinh3.32T %y c¢hxn Clear Formatting
x KJt qul sau khi h.,y b, style L« 8
g 1 2
Nguyén Vin A

Hinh3.33vEtn bdn L« hvy 8p dAng styl e
- Hi"u ch" nh style

x RightNhblp ¢ha, s$tyle c¢c¥fn hi u ch

Emphasis Update Heading 1 to Match Selection itle T Mo Spaci... =
[ Modity..

O R R I Select All 2 Instance(s) T 7]
Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Hinh3.34Chxn stylcéd =athn hi Mu
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X Xublt hi n h,p tho4i Modify Styl e,
L " nh dddng nh€e: font c¢ch_, k2ch th
gi . a, L Qu, kho[ng c8ch c¢c8c d, ng.

5

LW L " nh d4ddng Font, Paragraph, Tab
ch"nh, ¢ch n OK LW thay L i style.
Modify Style 7 X
Properties
Mame: Heading 1
Style type: Linked {paragraph and character)
Style based on: T Mormal ~
Style for following paragraph: | T Normal w
Formatting

Franklin GothicMed|~ | |16 |~|| B 7 U | NN -

= — = H= W= i= =
= =S = W= A= = =

Language... Franklin Gothic Medium), 16 pt, Font color: Accent 1, Space
next, Keep lines together, Level 1, Style: Linked, Quick Style

MNumbering...
Shortcut key... Automatically update

Text Effects... Mew documents based on this template

Hinh3.35Hi p t hou i Modi fy Style
- S d,ng c¢ctng ¢, sao ch®p L nh dUng

XxCh  n vin bl[n c¢cfn sao ch®p L nh dy
g 1 2 A
LLe 4

oL = - o5
< Nguyen Van A ¢
mmamnssssnrsnnannmedh

Hinh3.36VLtn bd n c¢ctn sao ch®p LMNnh du

Ch’ tab Home o nhom Clipboardo ¢ h™ Mh Bph ¢, tc ! n¥ (Farmat
Painter). nW sao ch®p L nh dU4ngnhsliihlep nhi
chu "to bi VWV (FeXr mgyt Painter). Sau L- ch n
sao ch®p L nh dlng L-

e

s

= (T
Nguyén Vin B == ¢ Nguyén Vin B ¢

(L

Hinh3.37KAt qud sao ch®p LMNnh dv ng
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3.2.3.4. Ch™ni ‘(nlénsverofn)vten§cb L
3.2.3.41. B g (Table)
- T4o m i m t blng (tabl e)

X Chblu tr¥%c blfng g m nhiQu c¢c,t (Colu
c,.a ¢, t v,i d,ng g i |7 t (Cell).

5

X Ch™ tabInsert o nhéom Table® ch™ n bi “J Table’'on g
ch > n Insert Table, xublt hi n h,p

Insert Table ? -
Table size
Mumber of columns: 5 =
Mumber of rows: 2 =
AutoFit behavior

(®) Fixed column width: | Auto

1 F

() AutoFit to contents
() AutoFit to window

[ ] rRemember dimensions for new tables

K, Cancel
Hinh3.38Hi p t houi Tabl e
f Table size
9 Number of columns: S ¢, t c¢cfn t{

9 Number of rows: S’ d. ng cfn tUYo
f AutoFit behavior

9Fi xed column widt h: C’ L " nh <chi
L™ nh

9 AutoFittocont ents: Chi Qu r, ng c¢, t t %)\
9 AutoFit to window: Chi Qu r_  ng c,

- Dichuywn v~ thao t 8ablenhdp | i u trong T
x Di chuyWn con tPhinChéHg¢ xu ng d,ng
X Di chuyWn con tr, sangPhpm[iTabhawno
Shift + Tab.

XNW nhdp ph2m Tab (tYo nh_ng L€ n;q
phim Ctrl + Tab.

e



XxCh n blng,
t € wi(gSel ect

f SelectcellCh™ n 1

Table), c-

f Selectcolumn: @ n ¢ t

f Selectrow:@ n d, ng

f SelectTable:&8 n to"n b, blng
R =
Select  View Properties
= (Gridlines
Table
Hinh 3.41.Nhém Table
Ch n th°m d,ng, c¢c,t v~'o

c8c t Yy

Tabl e

88

x NJu Lang ° ' cu'i c¢c¥%¥ng, ph2m Tab
vdy, ¢- thW ch¥%¥»ng ta khtng cfn x8§
t 4o Tabl e.
Xx Thay L i c¢chiQu r ng v"™ c¢chiQu cao
f Nhbln gi_. v° di chuyWn chu, t tr°n
blfng LW thay L i c¢chiQu r,  ng ¢, t/ <ct
STT Hg tén Dia chi
1 | Nguyén Vian 3
A (4]
2 | Nguyén Vian
B
Hinh3.39Mi nh hXa thay LYi Li ring ci
fTr°n thanh Ruler c¢lng hiutlt clBic' r€c &
c8ch ¢, t/ d,ng. C- thw di chuyWn ¢
L i chn@Quc,t/ chiQu cao d,ng.
# = 2 3 E s &3
e
STT Ho tén Pia chi
1 NguyénVa‘m
A —
2 | Nguyén Van
B
Hinh3.40Mi nh hXa thay LYi Li ring cit (
Tr3nh by v" L TadlayouYng trong blng (

c tablL aydountg:Y Chhnm Tabl e

ch’



XnHt con tr t49i v tr2 mu'n ch ™ n

c,t, * ph[i c¢ch  n tr € c tacl8ay odytn gy,
nhom Rows & Columns

XCh  n v o nh_ng biWu t€ ng t<€hng

Insert  Insert Insert Insert
Above Below Left Right

Fows & Columns s

Hinh 3.42. Cac tuy &n chen dong, id
flInsert Above: Ch n tr°n d,ng Lang

5

flnsert Below: Ch n d€e i d,ng Lanc
flnsert Left: Ch n ¢, t b°n tr§i
flnsert Right: Ch n b°n phT[i
X-a c¢c8c ', d,ng, <c, 6 t
XxCh n c¢c8c 1, d, ngtabLa ytout Frw¥ »»xn-ha.m R
Columns Y ch'ﬂ(Dbléte/Vable) € ng
EF“ Delete Cells...
% Delete Columns
=% Delete Rows
% Delete Table
Hinh343C&8c t %y c¢chXn c¢ch n d,ng, cit
f Delete Cells: X6a 6
f Del ete Columns: X-a c¢,6 t
f Delete Rows: X6a dong
f Del ete Table: X-a blng
Tr ., n cell ('): ChitabLagoutt YFfmhitm,6 Ke
ch n bi T2 (M€rgg CenhbiphEHuvstc c¥%ng ch
ch n Merge Cell s)
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I I
I I
Merge Split  Split
Cells  Cell:  Table

Merge
Hinh3.44Trin cell (1)
- T&8ch Cell (1): CtHbLmyoue¢fr’y tnhecm Meh

bi Wu Tﬁﬂ @pl it Cehlblph)huhadbcc%ng ch n
Merge Cells)

Split Cells ? >

LI

Mumber of columns: |2

1k

Mumber of rows: 1

Merge cells before split

OK Cancel
Hinh3.45Hi p thouvui Split Cells
x Number of columnsS | € ng c, t.
x NumberofrowsS | € ng d, ng.

- Chia m t Table thDhhchayWiabbe t7T]
t8§ch sang TathhLeaytoht X. n@h mn Mer geY
Split Table.

- Thay L i h€, ng ch, trong bfng: Ch n
ch'tabLayout Y nh-m Alignment Y ch n
h€ ng ch_)

(@]

EIEE A3 SUN 7

HEE Text Cell %

= = = Direction Margins %
Alignment s

Hinh3.46Nh - m Al i gnment v~ v2 dA
- Canh ch" nh d. Chicoeltlr o(ntg @eflnl w@n)h: c

==
===
Layout Y nh-m Alignment '=E==trhngo
ng
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SUN

NS

:

Tr3nh b’

Xx Thay
h3nh

&

Hinh 3.47Can h

.dyl'-:l n\/g..
L°
4

c8c
mli t°

LZu c

t Ir” dakdiDesion) n g
K

ki Wu

n g -

el |

(

n h

c tr

STT

Ho tén

Dia chi

1

Nguyén Vin A

Nguyén Van B

X Ch  n
Optio

Hinh 3.48C h

blng

ns, ch n

>n bdng

ki Wu

Header Row First Column

L

Taotal Row

[ ] Last Column

Banded Rows [ | Banded Columns
Table Style Options

TUo nQn

X Ch n
X U blt

£2

Table 5tyles

Hinh 3.49.Table Styles

v:® kT

cel |
h3n

c8c

hi n

khung

(') h
h ml i

cho

cfn tabbayi gn i Yy

blng

o Huc
t °n

STT

Ho tén

Dia chi

1

] Nguyén Vin A
Nguyén Vian B

Hinh 3.50C h Z n

cel |

()

o

Tabl

m"

()

dUng
n be°e

nh-
cfn

i
)
Shading

-

e

t abl
u

e
L

bl ng
n tr 8§

m Tal
t hay

, di

en, L
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)
i)
Shading

x Ch’ tabDesign nhém Table Style Options h™ n bi ... ,t € n¢
ch n m"u nQn

X Ch  n bi %% tehingn L€ ng viQn cfn kT

. o 12 pt = v .
XCh n biVv.. . _ BWw thay t1.pt.....u Vi (
. L# Pen Color ~ N . a
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Ch  n ch, LQ cfn s d. ng [nh (ch n A
ch n [nh ¢cfn ch " n, ch n Insert

93



Online Pictures © ®
&~ /O Search Bing ‘

Powered by [» Bing

N M Creative Commons only

You are responsible for respecting others' rights, including Insert (1) Cancel
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x Top and Bottom: V&n bln n3m tr*°n

x

x

Xx Behind text: 4nh n3um d+€ i vein Db[n
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Hinh 3.77.0nline 3D Models Animals
f KAt qul
Q O 0O

O

Hinh3.78 nh L_1 ¢ ch n

X Hi "u ch”"nh T[nh 3D: Ch'tamForfhat 3D c f n
Model Tools) Y nh-m 3D Model View

Y | ® ‘ g  » SR
r Y T oy w9
W M T W T 0

Hinh 3.79.3D Model Views
103



X Xoay, I dt L i t€ ng:
gi . chu, t tr 8i v’ t h
mu’ n.

Hinh 3.80Xoay, bt X L 1 hg
3.2.3.43. Chén chwngh Qhu 3 (WordArt)

- TYo ch., ngh" thudt
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X Nh._ ng ch, ¢ ntng kh8c trong nh-m S
fShapeFillCh n ki Wu nQn
f Shape OutlineCh™ n ki Wu vi Qn

E

f Shape EffectsCh™ n ki Wu hi u _ ng ch k h

-
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.IE.\ B 1 3
my Beve e
;
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Hinh3.103Shape L_1c¢c chZXn
Thay L i c¢c8c L nh dUdng Shapes
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nhéomShape Styleo ch™ n bi Wu tH2 ng m' r.ng
+ 23 ShapeFill -
Abc ﬁ “ - L# Shape Outline -
T o Shape Effects -
Shape Styles 3
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THIS WAY

Hinh3.106n_ a text v~" 0 shape

- Thay L i shape: Ch’ n L tabFormaDmavwng mu  n
Tools) o nhém Insert Shapes ch™ n v™ o bi Wu oacéh'ng E
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xCh¥%ng ta c¢c- thW ch n v 0o 1 trong
L i t<€ ng.
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H More Rotation Options...
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chu, t ph[i oUngioupn Group
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Bo x ,

tchuctf nt L&

sau L- nhedt@Boxn, i dung v~ o

=) % NGUYEN VAN A

o

Hinh 3.116VBva niop ni i dungText Box

%
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- S dTexiBoxt . t h€e vi'

n ¢ - s Jun
X Ch tablnsert o nhém Texto ¢ h~

n bi A (Text@oxnag
xublt hi’

n TextBe®, vé h'nn

c @ ¥ Austin Quote)d Y2n g
Built-in

FY

iy ——
| -8
— ==l ST —

Simple Text Box Austin Quote Austin Sidebar
g
Banded Cluote Banded Sidebar Facet CQuote -
@ Maore Text Boxes from Office.com »
Draw Text Box

Hinh 3.117Ch Z n

ml
Xx Sau khi

u AdsenxQtioteB o x

ch  n mXu cfn s TedtBoxgh<®€r on
m¥u L« ch’ n.
O O Q
[Grab your reader’s attention with a great quote
from the document or use this space to emphasize a
key point. To place this text box anywhere on the
page, just drag it.]
o O o)

Hinh3.1B.M_ {dextBxt r ong t h_ vi Mn
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X Nhdp v " oTemtBax dung

NGUYEN VAN A

Hinh 3.119.Ni i  dextibyg

- n nh TéBog Ch n text box hddvRormatonh d
nhom Shape Styles

x TUo TexDBox: c@(nShape Fill), xublt hi’

Theme Colors

Standard Colors

o N EEEERN
Mo Fill

vy More Fill Colors...

Picture...

[l Gradient o

Texture »

Hinh 3.120Shape Fill

XCh n mu nQn: Ch n m"u nQn trong
More Outline Colors

MOLISA | = | MOLISA
xKhing ch n m u nQn: Ch n No Fill
MOLISA | = | MOLISA
XxCh n nQn | " h3nh [nh: Ch n Pictur

MOLISA
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x NQn |~ hi " u _ng t! m'u chuyWn sdc

MOLISA | = | MOLISA

Xx NQn | © Texture: Ch n Texture, ch’

MOLISA | = | MOLISA -

TUo TektBom: CE(nShape Outline), xublt hi

Theme Colors

Standard Colors

HE EEEEN
Mo Qutline

vy More Outline Colors...
— Weight 3

zzzz [Dashes »

Hinh 3.121Shape Outline

XCh n mu viQn: Ch n m"u viQn tron
More Outline Colors

MOLISA | =  MOLISA

xKhtng ch n viQn: Ch n No Outline
MOLISA | = MOLISA
x Thay L i L, r_ng viQn: Ch n Weigh

MOLISA | = | MOLISA
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x Thay L i ki Wu vi

- L €Tlext Box

________

MOLISA | = @ MOLISA

X Th ¢ hTextBoxt YoText Boxv  a ot clho tabInserto
nhomTextoc h™ n b QJ(Tet(tBéx)n g

’ MOLISA

Hinh 3.122Text Bxc t

n | u

X Ch n Save Selection to Text Box G

: Drraw Text Box
g S

ave Selection to Text Box Gallery

Hinh3 1 2 3 TextlBoxu
Xublt hi " n h,p thoUi @ACreaten NeWabBei

(MOLISA) , OK. n

Create Mew Building Block

Mame: MOLISA
Gallery: Text Boxes

Category: General

SUM NGUYEN
Description:
Save im: Building Blocks
Options: Insert content only

? x

Ok

Cancel

Hinh3.124Hi p t hov i

Create New Building
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KJt qul tr onTextBokeeh Wrng nt & «v _ca

General

MOLISA

IE:;! More Text Boxes from Office.com k

Draw Text Box

Hinh 3.125T e x t

Box vpa tuo L«

3.2.3.6. Tham chiy (Reference)

hi ©n

t Yo

t hn

Trong qus8 tr3nh x’ | Tc hvtd nt hk?[cnh, cchhoYanng, t
dung di, n gi [i c.a ch¥ th2ch c- thw tr?3
bln (Endnote)

- TYo Footnote [ 2]

X Chingtdimu” " n t Yo c¢ch¥% th2ch cho t_ i F
AFootnoteo
Footnote|1a gi?
Hinh3.126n1t con trY sau top n ch n F
x Ch'tabRef erences Y nh-m Footnote Y
ABl Uiy Insert Endnote
ﬁg Mext Footnote -
Insert
Footnote El show Motes
Footnotes Fl
Hinh 3.127Insert Footnote
x Bey gi° cu’ i trang ch nHnR&d0Bnot e
changtéic h® vi ¢ nhdp v o n,i dung c¢f
1 ! Nhap néi dung cén chi thich
Hinh3.128Nhop nii dung c¢ct n ch%% th2ch
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x Sau khi nhdp xong n, i fAdwmodg noh Bot
hi " n s~ th 't c¢c.a ch¥% th2ch v_ a

Footnote! la gi?

Hinh3.129n« c¢ch n Footnote
- Xoba Footnote [2]

x Changtéich”™ vi ¢ c¢ch n v o v tr2 L«
Footnote (s° 1), n.,i dung ch¥ th?

Footnote! 1a gi? _, | Footnote|la gi?

Hinh 3.130X6a Footnote
- TYo Endnote [ 2]

x Ching toimu”" n t Yo c¢ch¥% th2ch cho t_
AFootnoteo

Endnotg]

Hinh3.131n1t con trY sau tp ctn ch n E
X Ch'tabRef erences Y nh-m Footnote Y

o
m

.,.['i'] Insert Endnote

ﬁg Mext Footnote -
Insert
Footnate = Show Notes

Footnotes

Hinh 3.132Insert Endnote
x C8c thao t8&8c c,n |MKoottnahtngg, tch nhk

th2ch L€ ¢ ch™ n v’ o cu'i vin bf[n
S€ n3um cu i vin bln c,a trang 7
- Mt s’ thu ¢ t2nh ¢, a Footnote and |

X Ch tabRef erences Y nh-m Footnote Y
tén)m’ r.ng cltng c, Footnote

X Location (v trz L Ht)
Footnotes: cu’ i trang
Endnotes: cu i vin b[n (c- 15 trang,

x Footnote layout
Col umns: ch  n c¢c8ch hiWn th’ chv¥ t hzc
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X Format:

Number for mat ch n kiWu s° gh
Custom mark: T L nh nghoa kI
Start at bat Lfu L&nh s° t.
Numberi ng: (Continuous: L8nh
section: L8nh s° t_ng section
Footnote and Endnote ? =
Location
@ifostnotes] | Bottom of page
l:::lgndncutes: End of document e
Convert...
Footnote layout
Colummns: 2 column e
Format
Number format: 1, 2. 3, .. e
Custom mark: I:I Symbaol...
Start at: 1 -
Numbering: Continuous H
Apply changes
Apply changes to: | Whole document e
Insert Cancel Apply
Hinh3.133Hi p t hov i Footnote and

i c h¥
t h o
s’ t

ri°ng
Endno
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3.2.3.7.Hoanu  VbEnn
3.23.71 & Qto@n bay¥Y Q+E

Sau khi ho"n tblt vi ¢ nhdp Ivit'nu,b[ah ¥%n

Align Left (Ctrl + L) (Canh trai) Center (Ctrl + E) (Canh ga)

CAC BIEN PHAP KHAC PHUC HAN ‘:'L]f CA NHAN
an ché 1: Qua ty tin

¢ Trude hét: t6i s& hoi nhiing ngudi ¢ cd tinh manh m&. T6i s& hoi mot vai cdu lién“
quan dén nhimg linh vic ma t6i dang cé ging cai thién Vi du- “Gan day. toi ¢ to
ra budng binh khéng?” hodc: “Gan ddy. t61 d3 quan tim dén moi ngudi du chura?”
va tbi s& nh& ngudi chdm diém cho minh méi tudn theo thang diém tir 1 dén 10.
Néu t6i nhin duoe didm sb thip hom mudi, téi s& don thudn tra 1&4- “Xin cam on!
Ban co goi ¥ gi gitp toi cai thién ban than khong?™”.

o T6i s& théi khong to ra ngoan cb nita. Vi du, khi t6i khéng dbng tinh véi nguoi
khéc, t61 sé tap trung lang nghe va cb gang tim hiéu cam giac va quan diém cia ho,
thay vi lap titc bac bo nhimg quan diédm Ay. Va néu c6 ai héi vé quan diém cia t6i,
t61 & hoi lai ho vai cdu chir khong ty dwa ra cdu tra 1. Cach lam nay s& giup toi
khong cé vé qua ap dat va gitp ngwdi khéc tw tim 1dy cdu tra lai.

* T6i s& chu déng hon trong viée tim hidu quan diém cia nhitng ngudi c6 tu duy

khéac minh. Vi du, méi khi thye hién ¥ twéng mdi, t61 s& tham khao ¥ kién tir nhiimg

ngudi co thé dwa ra cdc cdu hoi gai goc.

o (Source: The Flip Side (Flip Flippen))

Hinh3.134.Canth Z v tn bdn

il
Ml

Align Right (Ctrl + R) (Canh pfi) Justify (Ca

3.2.3.72. Thém, b ngdbtrang (Page break)

Ch. ¢ ntng Page break d¥ng LW ngdt n, i
d. ng ph2Zm enter nhi Qu I fn.

- Th°m ngdt trang

XnHt con tr, chuwang t4Yi v° tr2 cfn
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Néu tdi nhén duoc diém s6 thip hon mudi, t61 s& don thudn tra 1&i- “Xin cam on!
Ban co goi ¥ gi gitp toi cai thién ban than khéng?”.

[Ce>iToi s& thoi khong t6 ra ngoan cb nira. Vi du, khi t6i khong dong tinh véi nguoi
khéc, toi s& tip trung ling nghe va cd ging tim hiéu cam gidc va quan diém cua ho,
thay vi ldp titc bac bo nhing quan diém dy. Va néu co ai hoi vé quan diém cua t6i,

tdi s& hoi lai ho vai cdu chi khong tw dva ra cdu tra 16i. Cach lam nay s& giap toi

khéng cé vé qua ap dat va gitip ngudi khic tir tim 14y ciu tra 1oi.

Hinh3.135n1t con trY tui vIl tr2 ctn noq

—|
x Ch tablnsert o nhém Page c h™ n b i ' I(PageSraak),
boy gi° vin bl[n L« L€ ¢ ngdt sang

Xx Ngo“i ra, ch%»Wng ta ¢c- thW s’ d. ng
tabLayout o nhdm Page Setup c h™ n Borceha kns Page.
- B, ngadt trang

EH

XxXnW th ¢ hi'n L€ ¢ vi ¢ n"y, ch¥%ng
l °n v"™ x-a. nW hi Wn talht Home o &dm n g dit
Paragrapho c h™ n b _1T-1($h86w/g Hi de) , X U blt
trang Page Break ngay tUYi v’ tr?2

Néu-téi-nhin-deoc-diém-so-thip-hon mudi, t6i-s&-don thuan tra 161:“Xin-cam-on!-

Banc-goi ¥ gigiip t6i caithién ban thin khong?"

Hinh 3.136Hi ©n t hM dmu ngat trang
XnNW x-a b,, ch n v o dblu ngdt trang

Néu-t6i-nhin-deoc-diém so-thip-hon muwdi, t6i-s&-don thuin tra 161 Xin-cam-on!-
Ban-c6-goi v-gi-giiptoi-cai thién ban thin khong?”

Hinh3.137Dm u ngat trang L_1c¢c chZn
3.2.3.73. T)R W UtrAngy (Header& Footer)

- TYo ti °tanglL Q L f u

X Ch’ tablInsert o nhom Header & Footem c h™ n b 'jl t e
(Header), ch n mXu trong danh s8c
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Built-in
Blank

[Type heen]

Blank (Three Columns)

[Type ham| [ Typm bhanrm] [Type heen|

@ More Headers from Office.com 3
[ Edit Header

|_=;.; Bernove Header

Hinh 3.138TY o0 ma i Header

X Nhdp v7™o0o n, i dung Header c¢cfn t Yo,
bi tn giiung vin blfn v° Header

3'I'Z'I'l'l'E'I'l'l'l'l'3'I'4'I'5'I'5'I'?'I'&-_'Ll'g'l'la'l'11'I'12'I'13'I'14'I'15'I'Q'_I"l?'l'
Microsoft Word 2019
[Heaaer ]

Hinh3.139Ni i dung header
- TYo ti°u LQ cu' i trang

Xx Ch’ tabInsert o nhdm Header & Footeo c h™ n b ‘F%EJ t
(Footer), ch n mXu trong danh s§c

Built-in -
Blank
ITypehere]
Blank (Three Columns)
[Type ham| | Ty bamem] [iypr hrer|
@ Muore Footers from Office.com 3
I [ Edit Footer I

|_:5‘.;; Bemove Footer

Hinh 3.140TY o ma i Footer
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Footer -Section 1-

X Nhdp v" o n,i dung Footer c¢cfn tUYo,
gi . a n, i dung vin bln v"™ Footer.
""" Newavaa
Hinh3.141Ni i dung Footer
Th°m s EKFoatngr v(oh n v~ o v  tr2 L[ Ht

X

x

x

n Ht

con tr,

t Ui

v  t r tabDEsmmw (Header ¢ £ n

& Footer Tools) o nhom Header & Footelo ¢ h°
(Page Numbiern ,c & bttty

B Topof Page

: [# Bottom of Page

= Page Margins

[¥] Current Position

Ehlﬂ Eormat Page Murnbers..,
BL; Bemove Page Murnbers

Hinh 3.142T %y
Page:

Top of
Bottom of
Page
Current

Ch QurrentP o s i
Number

Simple

Page:

Posi

ti

chXn
Ch n

Mar gi ns:

ti

on

k

k

k

¥

Page
ph?
Ch n

Ch n v~

on:.

Ch
X U blt

[

Plain Number

Page X
Accent Bar 1

1 Pape

Accent Bar 2

FYTEL

n bi "l
ch n
Number
a tr°n c,
ph2a d+e€e, i
o | Q tr 8i
n v 0 con
hi n danh
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Hinh3.143T %y c¢chXZn Current Position

x KJt qul, s’ trang L€ ¢ ch n v o g
""" NewenvanA  Tamgdd]
Hinh3.144Ch n s X trang
ThayL" i n, i dung Header & Footer
X Ch’ tablInsert o nhom Header & Footeom c h™ n b ',j,l t
HeaderQM®¢mer, ch n Edit Header h
n,i dung c¢cfn hi u ch" nh, nhdp n, i
Xo6a Header & Footer
X Ch’ tabInsert o nhdm Header & Footeom ch™ n b ‘,j,l t
I4eadeLQmmGMEr, ch n Remove Header
TYo Header & Footer kh8c nhau
Xx Ch¥%ng ta mu'& Ftobwd eeddemg 2 khs§c
nh€ sau.
XnHt con tr, tYi cu’' i trang 1.
x Ch tablLayout o nh- m Page Setup. Ch n B

Page
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Page Breaks

Page i
Mark the point at which one page ends
and the next page begins. |

-

i) )|

Column
Indicate that the text following the column I
break will begin in the next column.

Text Wrapping
Separate text around objects on web |
pages, such as caption text from body text.

Section Breaks

MNext Page
Insert a section break and start the new
section on the next page.

il

Continuous

I Insert a section break and start the new
— section on the same page.

Even Page

Insert a section break and start the new
section on the next even-numbered page.

[

-

li

0Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

Hinh 3.145Page Breaks

X BOy
1)

i con tr, L« n3__m sang trang

v

(o]

x Ch’ tablnsert o nhdm Header & Footep ¢ h™ n deHhayaFooter
och  n Edit Header hoHc Edit Foote

x TréntabHe ader & Footer, nh- m Nawi gat
LW b, l'i°n kJt LJn trang 1

Header & Footer Tools

Mailings Review View Help Design Q Tell me what you want te do
514 Previous [] Different First Page o+ Header from Top: | 1.27 cm
iy Mext [] Different Odd & Even Pages "+ Footer from Bottom: |1.27cm &
EDDD:; Show Document Text Insert Alignment Tab
Mavigation Options Pasition
g 1 2 3 4 5 [ 7 8 9 10 11 12 13 14 15 - 1
Nguyén Vin B

Hinh3.146BY c¢chXn Link to Previous
xSau L nhdp n, i dung Header Kkh§8c
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3.

Header & Footer Tools

131

Mailings Review View Help Design Q Tell me what you want to do
[Z14 Previous DDif‘ferentFirstPage ot Header from Top: |1.27ecm
6ot [Eip Mext DDif‘ferentOdd&E\renPages "'t Footer from Bottom: |1.27 cm -
Foootzr :n Link to Previous Show Document Text Insert Alignment Tab
Mavigation Cptions Position
g 1 2 3 4 5 3 7 g E 1011 2. 13 4.1 15 A
Nguyéan‘mC
Hinh3.147Thay LYi Header khS§c
nW t Yo Footer kh8c nhau, thao tS8c t-
x Thay L i L nh ddng s° trang: Ch n
cfn thay tabDdsign (Hehdern& Footer Toolsdp nhom
Header & Footero Page Numbem For mat Page Number
h p thodi
Page Mumber Format ? .
Mumber format: |1, 2, 3, ...
[ tncude |:ha|:|_ r - r -3~
Chapter startyp
Use separator .iriirl" = TTYOTeEr)
Examples: 1-1, 1-A
Page numbering
@ Continue from previous section
() Start at: =
conce
Hinh3.148Hi p t hov i Page Number For mat
X NumberformatCh® n d4dng s~ hoHc kT t  cfn
Xl nclude chapter number S trang
x Continue from previous sectiol® trang L€ ¢ til]p
tre, ¢ L-
x Start atKh a i b8o s~ trang bdt Lfu g
2.4. Thn vin b
ThiJjt | dp kh" gi bly
X Ch tabLayoutonh-m Page Setup, ch n bi W



@ @ IE 'ﬁ Breaks -

} ) ) i [ Line Numbers -
Margins Orientation Size Columns
= > > - bt Hyphenation -

Page Setup ﬂ
Hinh3.149Chn bi ®u t_1ng meg ring Page
X Xublt hi n htapPatphearqi ,t rcongn m, ¢ Pap
gi bly A5, A4, A3é t¥%»y thu, c v~ 0 m§
cho ph% h  p, thtng th€ ng c8c m§)
A4.

Page Setup ? X

Margins Layout

Paper size:

A4

<

width: |21cm

4F 4K

Height: |29.7 cm

Paper source
First page: Other pages:

ay (Main Pa i

Main Paper Tray

Main Paper Tray

Preview

Apply to: | This section w Print Oplions...

Set As Default Cancel

Hinh 3.150.TabPaper
x ThiJJt |1 dp | Q gi HabMarginsh<€, ng gi bly:
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Page Setup ? >
[Margins | Paper  Layout
Margins
Top: 2cm = Bottom: 2cm =
Left: 3cm = Right: 2cm =
Gutter: 0cm = Gutter position: Left e
Crientation
Portrait Landscape
Pages
Multiple pages: Mormal w
Preview
Apply to: | This section w
Set Az Default Cancel
Hinh 3.151 TabMargins
X Margins

Top: LQ tr °n

Bottom: LQ d<e, i

Left: LQ tr 8i

Ri ght: LQ phrli

Gutter: BQtr ind iphifn g8y

Gutter Position: V tr2 LHt g8y t i
x Orientation: X8c L nh h€e ng gi bly
Portrait: D c

Landscape: Ngang

- Inbln t “dh tabFilew Pri nt (Ctrl + P), xublt
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Print -
@ Copies: 1 -
Print
Printer i
é‘_,:-g HP Laserlet Professional P1... .
Ready
Printer Properties
Settings
% Print All Pages . e e e e et e 2 i
1 Print the entire document e
B A STTs o 1l
PEEIEE: i Tk g i s g (50 T T
Print One Sided . h'._: L_:_;%jl'; Gt st o
Cnly print on one side of th.., 5‘==:ﬂ1‘:':‘;_":':'“i“‘;““‘-’;“'“
AN D
DD Collated . Tmﬁ“m -
123 123 123 =
j Portrait Orientation - P e
A4 .
210 mm x 296.98 mm
| Custom Margins -
j 1 Page Per Sheet -
w
Page Setup
SIS 3 ofs6 28% (=)—-0—— =
Hinh 3.152C8c¢c t %y chXn choc nktng Prinj
x Copies: ch n s blfn c¢cfn in
X Printer ch  n t°n m8y in (nJu c-
X Settings:
Print Al Pages: Il n to"n b, vein bf[n
Print Selection: In vin bln L€ ¢ ch’
Print Current Page: I n trang hi n La
Print Custom Range: I n m t wv¥ng tron
Only Print Odd Pages: Il n trang | T
Only Print Even Pages: |l n trang ¢ hlJun
Page: Nhdp s° trang c¢cfn in
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as

Collated: In sdp xJJp thedénb, (ch”™ §p
Uncol |l at ed: Il n khlng sdp xJJp theo b,

Portrait Orientation: Ch n h€ ng git
Orientation (ngang)

Ch " n trang gibly in: A3, A4, A5¢
Ch  n IQ trang in: Ch n c8c kiWu I Q L

I n nhiQu trang tr°n 1 trang gibly: 1
Sheet (in 2 trang vao 1 trang), 4 Pages Per Sheet (in 4 trang vao 1 trang), 6

Pages Per Sheet (in 6 trang vao 1 trang), 8 Pages Per Sheet (in 8 trang vao 1
trang), 16 Pages Per Sheet (in 16 trang vao 1 trang).

L@ﬂ(Print): th ¢ hi n in
3.25.Phanphi VvEwmn b

L€u vin bln v _ i c8c ki Wu kh8c nhau, k
, m,c Save as type, ch n v"o c8c ki Wu
(W] Save As x
— v 4 » ThisPC » SUNS(D:) » WORD » v O Search WORD pel
Organize = MNew folder == = 9
A -
I This PC Mame Type
I Desktop Images File folder
. L ST
[ Documents = BT1 Microsoft Word D...
= BT2 Microsoft Word D...
;Downloads .
. =|ss 122 .. Microsoft Word D...
J‘& Music " . )
SUNMNGUYEN 12/09/2018 10:48 ...  Microsoft Word D...
&= Pictures
B videos
2 WINTO (C)
- 3UNS (D:) v o< >
File name: | SUNNGUYEN V]
Save as type: |Word Document ~
Authors: Word Document
PO \word Macro-Enabled Document
Word 97-2003 Document
Word Template
Word Macro-Enabled Template
Word 97-2003 Template
» Hide Folders PDF
PS5 Document
Single File Web Page i
Web Page
Web Page, Filtered
Rich Text Format
Plain Text
Word XML Document
Word 2003 XML Document
OpenDocument Text

Hinh3.153T %y c¢chxn | _u c¢c8c ki @Pu LMNnh dv ng
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- Word Document: n nh dlng file docx |
- Word972 003 Document: L<€u L  nh d4ng h,
- Rich Text Format: n nh dlng file rt/
- PDF: n nh dUlng file pdf

- Plain Text: n nh dUng txt

- nHt mdt khXu cho fil e:

Xx Trong h, p thoUdi Save as, c¢ch n Too
(W] Save As >
— v « SUNS (D) » WORD ] Search WORD el
Organize * Mew folder =z - 0
| Pictures -~ Mame Date modified Type ™
E Videos Images 16/06/2018 233 PM  Filefol
S WINTD (C) @5 BT 13/09/2078 11:28..  Micros
S OV Y i . o
= SUNS (D‘:) mE BT?_ 13,-;.;_-:_..,1811.:_. e r'\-'1ICI'C_
0 == 12/09/2018 11:22 .. Micros
¥ Network SUNNGUVEN 12/09/2018 10:48 ...  Micros
LU 4 >
File name: | EYNTVENTEN »
Save as type: | Word Document ~
Authors:  SUN NGUYEN Tags: Add atag
[ 5ave Thumbnail
~ Hide Folders |Tools v| | Save | Cancel
Hinh 3.154T %2y c¢chxXn Tool s
XCh n Gener al Options
Map Metwork Drive...
Save Options...
General Options... I
Web Options...
Compress Pictures...
Hinh3.155n1t mot khx u cho file
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X Xublt hi n h, p thoYi General Optio

mdt khXu m filepdi myc( Pesswmdt dkh
file).

General Options ? X

General Options

File encryption options for this document

I Password to open: AR RBERERRRRS I

File sharing options for this document
I Password to modify: seesss I

[] read-only recommended
Protect Document. ..

Macro security

Adjust the security level for opening files that might Macro Security. ..
contain macro viruses and specify the names of =
trusted macro developers.

Carcel

Hinh3.156Hi p t hou i General Options
- n2nh k m tdp tin v"'o email

X Ch'tabFi l e Y Share Y Email Y ch n S

File Insert Design Layout References Mailings Review View Helg

©

SUNMGUYEN

Share

SUNNGUYEN Email

D: = WORD 2019

Share ILUJ_—l

8% Share with People Send as
““ £ Attachment

[% Email

E@ Present Online

Hinh3.157n2 nh k m file v™o0o email

X Xublt hi n giao di nMilctrnogs orfhtd pOutt”lic
Next
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X Truy c¢cdp v~ s d. ng t“ i khol[n L«

Microsoft Qutlook Account Setup *

Add an Email Account

Use Outlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Qutlook also works with POP, IMAP, and Exchange ActiveSync
accounts,

Do you want to set up Outlook to connect to an email account?

Hinh3.158Th°m t " i khod n email
Xx Giao di n khai b8o c8c thtng tin
Your Name: Nhdp t°n
Email Address: Nhdp t"i kholn email

Password v°™ Retype Password: Nhdp v~

Add Account X

Auto Account Setup
Qutlook can automatically configure many email accounts,

Your Mame: Mr Nguyén Bing Thé Vinh
Example: Ellen Adams

Email Address: nguyendangthevinh@ outlook.com

Example: ellen@contoso.com

Password: EEARERARRAS

Retype Password; |*resssssses

Type the password your Internet service provider has given you.

O Manual setup or additional server types

< Back Cancel

Hinh 3.159 Add Account
XKiWm tra v"™ x8c th, ¢ thtng tin t
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Searching for your mail server settings...

j

‘Configuring

. . Windows Security s
Outlook is completing the setup fo

+" Establishing network ca Microsoft Outlook

=» Searching for nguyenda  Connecting to nguyendangthevinh@outlook.com

Logging on to the mail

| nguyendangthe\rinh@outlook.com|

[eoeeenseces |

Remember my credentials

Cancel

< Back Mext > Cancel

Hinh3.160X8c t hyxc t " i khodn
X X8c th, ¢ th"nh ¢cltng, c¢ch n Finish

Add Account x

Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes.
+" Establishing network connection
+»" Searching for nguyendangthevinh@outlook.com settings

+" Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

Dghange account settings
[J&et up Outlook Mobile on my phone, too: Add another account...

< Back Cancel

Hinh3.161.X8¢c t hxc th”" nh clng

X Xublt hi" " n h,p thoUi giao di n sot
son tghédmaivll nh€© thtng th<€ ng

To: Nhdp thtng tin ng€ i nhdn email

Sbhject: Ti°u LQ email

Attached: File L« L€ ¢ L2nh k™ m

Nhdp n, i dung engaeiimavi ¢h.n Send LW
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File Message Insert Options Format Text

& - -
D Calibri (Bot =111~ A A
Paste aby _ - |
- ' Format Painter B I U 7 A -

Clipboard P Easic Text

From + nguyendangthevinh@outlook.com

o | | |

(e

=1

Send

Subject | |

a—| SUNNGUYEM.docx

Attached I5 KR

Hinh3.162Fi |l e L« L_1c¢ L2nh k m trong tr3nh
L€eu tr vein bln tr ¢ tuyl/]]n

-

X Ch'tabFi l e Y Save/ Save As Y ch n O

File [LE Design Layout References Mailings Review View Help 2 Tell me what you want to do

SUNMNGUYEN [Compatibility Mode] - Word Preview

Save As

@ .
@ emt OneDrive

Use OneDrive to access your files from anywhere and share with anyone.

:@ OneDrive

= Ty seece,

El:l This PC « .

4 AddaPlace I:I D |:|
c_______________ 1

Browse

Learn more

Sign up

&
=5
Sign In

Account

Hinh3.163L_u truv trxc tuyAn tr°n OneD

X Xulbiti " n h, p thoUi« hhrdg kT ickdaoMnh:
Next
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% Microsoft
Sign in

nguyendangthevinh@outlook.com X

Mo account? Create one!

Next

©2018 Microsoft  Privacy statement

Hinh3.164Nhop t " i khod n emai l
X Nhdp mdt khXu, ch n Sign in

B® Microsoft

< nguyendangthevinh@outlook.com

Enter password

..........O|

Forgot my password

©2018 Microsoft  Terms ofuse  Privacy & cookies

Hinh3.165Nhop mot Kkhx u

141



Xntng nhdp th" nh c!hRer xcdnal ,v oh On
OneDrivei Personal.

Save As

@ Recent OneDrive - Personal

OneDrive - Personal
nguyendangthevinh@outlook.com

Hinh3.166nt ng nhop v" 0o OneDrive
x Xublt hi n h, p thoUi Save As, ch n

vio t°n file (File Name), c¢ch n Sa
B save As X
UN « https... » bd8aal8ad710c... » v O Search bdBaaB8ad710cThe o
Organize + MNew folder s - (7]
~ ~
[ This PC
Attachments
[ Desktop
|if| Documents
* Downloads Documents
J‘a Music
&= Pictures Images
B Videns e v

File name: | SUNNGUYEN

Save as typer Word Document -
Authors  MGUYEN DANG THE V... Tags: Addatag
[] Maintain [] Save Thumbnail

compatibility with
previcus versions of
Word

~ Hide Folders Tools = Cancel

Hinh 3.167Hi p thovui | _u truv file | °n Or

326.S6h thtng biSo, th€e m

Khi ngemi gdétmg tri ©n kh8ch h™ingd, hhayi
th[foéThayivin ra nhiQu the (LWeitmgngynh
ch"  éy€vviJt tay v o nh_ng thlng tin L.-
clng s. c.

S d,ng clng ¢ YoMaihle Mémge | Wt c- n, i
khicnhau m t s° thetngthWwnt Uog€ai hd¥eogg ng ™ n
ch¥%ng Li. C8c b€ ¢ th ¢ hi ' n nh€e sau:
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B€ cTUb: danh s §ch MiclodftBcelmdtérfi d arfmsach. x|

STT H tén Ch cv nhn v
1 |[Nguyn Vitn A Gi §he L Cong ty TNHH A
2 |TfnTh B Gi 8§he L Céngty C phfn B
3 |Phanvitn C Gi §he L Congty C
4 |LyTh D Gi §he L Congty D
5 |LéeVEn E T r' & Phong congty C phfn E
6 |V6vin F Gi §he L Congty TNHH F

Bd g 1. Danh s8ch kh8ch myi
B€ ¢ 2: SoUn file th€e m i AThu moi

- M file th€e m i

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - T do - Hanh phuc
GIAY MOI
BAN TO CHUC
HOI THAO VE TRI TUE NHAN TAO 2018
Tran trong kinh mao1

f}ng (ba):
Chirc vu:
Pon vi:
dén tham dur
HOI THAO VE TRI TUE NHAN TAO 2018

“Tri tué nhin tao, sy phat trién va thay thé con ngwdi trong
twromg lai”
Thai gian: 8h00, ngay 08 thang 12 ndm 2018 (Tha Bay)
Pia diém: Sun Galaxy, 777 ABCD, Q7, Tp.HCM
Tran trong kinh moi!

Tp.HCM, ngay 02 thang 12 nam 2018
TM. BAN TO CHUC

Nguyen Vian X

Hinh3.169M  u t h_ my i
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- Ch  tab Mailings o nhém Start Mail Mergeo ¢ h™ n
Select Recipient® ¢ h CluseanExi st i n g

hi’n h
S X

- Xu blt
danhsach.
vao nat Open.

X |

P

7

Listeée

Sel ect D

L «

t hoUi
(file

b i ‘E t €

at a

I

S

t YoNh bIB € ltu .1

EE| Select Data Source >
= v e SUNS (D:) » WORD 2019 » w | Q) Search WORD 2019 pal
Organize - Mew folder =~ ™ @
D Music ™ Name Date modified Type ™
W= L [ETETE T TN ET R I X T e I s
&=| Pictures
= @=| B12 13/08/201811:27 .. Micros
B Videos BL| danhsach 18/11/2018 11:40 . Micros
= WINTD () 0= header 0411720181012 ... Micros
= SUNS ED::] nﬂﬂ_— CIHIKIRLST I NG R ala i aaaa b Ra L Fate Nl KAl o
w £ >
Mew Source...
File name: | danhsach v| All Data Sources W
Hinh 3.170C h Z n yng d n choa file danh
- Ch" ' n sheet c¢ch_a thtng tin cfn ch n
Select Table ? >
Mame Description  Modified Created Type
28/06/2018 3:23:14 PM  28/06/2018 3:29:14 PM  TABLE
< >
First row of data contains column headers Cancel )

Hinh 3.171Ch % n

Sheet

choa thtng tin
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- nHt con tr, tYi v tr2 c¢cfn ch n c8c

BAN TO CHUC
HOI THAO VE TRI TUE NHAN TAO 2018
Tran trong kinh m&

f}ng (ba):
Chirc vu:
Pon vi:

Hinh3.172Ch Xn v tr?2 c¢ctn c¢ch n

- Ch  tabMailings 0o ¢ h™ n bi\ﬁﬂ nse rntg Merge Fi el c

tblt ¢c[ c8c t°n ¢, t n3um trong file d
ch™ n, ch n fields ¢cfn ch n trong h, |
Insert Merge Field ? >
Insert:
() Address Fields (@) Database Fields
Fields:
Ho tén
Chirc vy
BPan vi
Match Fields... Insert Cancel
Hinh3.173Hi p t hov i I nsert Merge Fiel
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- Sau khi c¢ch n xong c8c field, file t|

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phiic
GIAY MOI
BAN TO CHUC
HOI THAO VE TRI TUE NHAN TAO 2018
Tran trong kinh moi

Ong (ba): «Ho tém»

Chire vu: «Chirc_vu»

Pon vi: «Don_vi»

dén tham dur
HOI THAO VE TRI TUE NHAN TAO 2018
“Tri tué nhan tao, sy phat trién va thay thé con ngudi
trong twrong lai”
Thai gian: 8h00, ngay 08 thang 12 nam 2018 (Thwr Bay)
Pia diém: Sun Galaxy, 777 ABCD, Q7, Tp.HCM
Tran trong kinh moi!
Tp.HCM, ngay 02 thang 12 ndm 2018
TM. BAN TO CHUC

Nguyén Vin X

Hinh3.174n « c¢ch nt hlnyg Ltvin ct n v 0o th_ m

- Sau Nbhblp bhWwut '}"Filmigh&Mergeo ch > n bi Wu t
ED Edit Individual Documents... LW th ¢ hi ' n v K fnt(ﬂ Ftr. n
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32.7.S6hvax | T ikhlanhkchinh mxu
Sau LO©y | h€ ng dXn tw clL hnh nd%n8gc hm t
h" " nh ch2nh theo mXu

Son viEn bln sau:

VI N
C. NG
noc i
S

VI v
nghaQ

H N,

K2 nh

B, T"

B . L
X®t
Ve n

nghi’

Gi ao
ng n
86/ 2
h™ ¢
h™ ¢
Vin
c8c
Nhi
Nh €
Th,
Cs8c
Cs8c
VPCP
TTnT
L €eu:
KT,
PHC¢
(N«
Nguy

a

PHAdNG CHENH PH,

HdA Xé H,_ I CH, NGHQA VI T NAM
MdpidHHd nh p h Yc

90 3KGMNX PCP

ve€ ng mdc trong th ¢ hi n ch2nh s§ch n
nghi p.

I, ng"y 20 thg8ng 09 ntm 2018

g i

i Ch2nh;

ao Thehagmg binh v™ X« h, i.

b8o c8o c¢c.,a B, T i -eEBNhngYy 2Bnt hEngs8§
g mdc trong th. ¢ hi' n ch2nh s8ch mi,  n
p v° LQ xublt, kiJn ngh” , Ph- Th, € ng
B, LTam€eHngngbinh v X« h, i theo thXm gt
h Ili°n quan h€ ng dXn chi tift vi ¢ t’
O/ Mgy 02 th8ng 10 ntm 2015 c_, a |[Ch2n
ph2 L"i v.,i ¢ch s° gi8o d,c thu, c h th

ph2, h, tr° chi igpha6hlgnt dp202lh ot @B0RBROC
ph, ng Ch2nh ph, tihhegpnb8bi bW B  Kajohl ]

B,, c¢ch quan | i°n ng"nh biJJt, th, c¢c hi n.
nhdn:

tr°n;

te ng Ch2nh ph, (LW b/ c);

P h Th, t€ ng: V€hng n3nh Hu , VI n_ c n
B, GDnT, TP;

: BTCN, c8c PCN: Nguy, n Vitn T?¥ng, Ngu
, ¢c8c V,: KTTH, QHnP;

VT, KGVX (2).Shn 11
B. TRh, NG, CH, NHI =~ M
CH., NHI =~ M

k1)

n Vitn TYng

Vin bdriohthtedgu Qn vin bd n:
http://vanban.chinhphu.vn/portal/page/portal/chinhphu/hethongvanban?class_id=2& page=
1&mode=detail&document_id=194831)
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- Th, ¢ hi " n L nh dlng vin bl[n theo

VAN PHONG CHINH PHU CONG HOA XA HQI CHU NGHIA VIETNAM
- Dic lip ~ Ty do - Hanh phic

Sé: 9054 /VPCP-KGVX Ha Ngi, ngay 20 thing 9 nam 2018
Vv vuéng mic trong thye hién chinh sach
mién hoe phi theo quy dinh cua Lujt gido dyc
nghe nghifp.

Kinh giri:
- B Tai chinh;
- By Lao dong - Thuong binh va X2 hdi.

Xét bdo cho ctia B§ Tai chinh tai vin ban s6 10292/BTC-HCSN ngiy 23
thing 8 nim 2018 vé vuéng miic trong thire hign chinh sich mién hoe phi theo quy
dinh ciia Ludt gido dyc nghé nghiép va dé xudt, kién nghi, Phé Thi tuéng
Vil Birec Pam ¢6 ¥ kién nhu sau:

Giao Bg Lao dong - Thuong binh va X4 hji theo thim quyén ch tri, phdi
hop vai cac Bo, nganh lién quan hudng déin chi tiét viée td chire thue hién khoan
13 diéu 7 cia Nghj dinh sé 86/2015/ND-CP ngay 02 thang 10 ndm 2015 cda
Chinh phii quy dinh vé co ché thu, quan Iy hoc phi déi véi co s& gido duc thuge
hé thong gido duc qudc dan va chinh sdch mién, giam hoc phi, hé trg chi phi hoc
tép tlr ndm hoc 2015 - 2016 dén ndm hoc 2020 - 2021.

Vin phong Chinh phi théng bdo dé Bé Lao dong - Thuong binh va X3 hoi,
B Tai chinh va cic B, co quan lién quan biét, thye hign./.

Noi nhin: KT. BQ TRUONG, CHU NHIEM
- Nhu tréa; PHO CHU NHIEM
- Thi nséng Chinh phi (d€ bic); .
- Céc Pho Thit uréng: Vwong Dinh Hug, Da ky)
Vii Dirc Dam (46 bic); <
- Ciic Bo: GDDT, TP; Nguyén Vin Tung

- VPCP: BTCN, cdc PCN: Nguyén Vin Ting,
Nguyén S§ Hiép, Trg Iy TTg, TGP Céng TTHT,
cic Vy: KTTH, QHDP;

- Luu: VT, KGVX (2).Son A4

VbEn bd n theo m u

m X

http://vanban.chinhphu.vn/portal/page/portal/chinhphu/hethongvénban?class_id:Z&_page:

1&mode=detail&document_id=194831)
- nW th, ¢ hi " n L nh dlng, ch¥%ng t a
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VAN PHONG CHINH PHU CONG HOA XA HQI CHU NGHIA VIETNAM
- Dic Iip ~ T do - Hanh phic

S6: 9054 /VPCP-KGVX Ha Ngi, ngay 20 thang 9 nam 2018
Vv viéng mic trong thye higa chinh sich
mién hoe phi theo quy dinh cia Lujt gido dyc @
nghe nghifp.
Kinh gini:
- B& Tai chinh;
- B§ Lao dong - Thuong binh va X2 héi. @

Xét bdo cho cia Bo Té'! chinh tai vin ban sé 10292/BTC-HCSN ngay 23
thing 8 nim 2018 vé vuéng mic trong thirc hign chinh sich min hoc phi theo quy
dinh ciia Ludt gido dyc nghé nghiép va dé xudt, kién nghi, Phé Thi ruémg
Vil Bitc Pam ¢6 ¥ kién nhur sau:

Giao By Lao dong - Thuong binh va Xa hdi theo thdm quyén chii tri, phéi
hop véi cac BY, nganh lién quan hudng din chi tiét viéc td chirc thuc hién khoan
13 dieu 7 cia Nghj dinh so 86/2015/ND-CP ngiy 02 thang 10 nam 2015 cda
Chinh phii quy dinh vé co ché thu, quan Iy hoc phi déi véi co s& gido duc thuge
hé thong gido duc qudc dan va chinh sdch mién, giam hoc phi, hé trg chi phi hoc
tip tr néim hoc 2015 - 2016 dén nim hoc 2020 - 2021.

Vin phong Chinh phil thong béo dé B4 Lao ddng - Thuong binh va X3 héi, @

B Tai chinh va cic B, co quan lién quan biét, thye hién./.

Nori nhiin: KT. BQ TRUONG, CHU NHIEM
= Niie tréa; ) PHO CHU NHIEM
- Thit twémg Chinh phi (dé bic); .
- Céc Pho Thit uréng: Vwong Dinh Hug, (Da ky)
Vi Birc Dam (4€ bic), <
- Ciic Bo: GDDT, TP; ) Nguyén Vin Tung
- VPCP: BTCN, cdc PCN: Nguyén Vian Ting,
Nguyén 8§ Higp, Trg Iy TTg, TGD Cng TTHT,
cic Vy: KTTH, QHPP;
- Luu: VT, KGVX (2).Son A4 @
Hinh3.15. Ph©n chia | "m 4 phtn
%iAckF 7TKLGW O5S WUuDQJ
- Thay L i Lhn v’ sfhnd_vng mHic® nl wnthn th
Word 2019 la inches. Ty nhiént " i | $  udnig Lhni@ft |
| dp cho c¢c8c | Q c.,a vihaplh. iVihundy,
sang c¢cm, th ¢ hi n nh€ sau:
x Ch tabFi le Y c¢ch n Options, xublt hi
ch n Advanced, tsm LJJn m, c AShow
Lhn v | 7 c¢cm.
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Hinh3.18.Thay L Yilnches angGemtimeteps
- Ch  n kh™ gibly: A4

x TabLayout Y nh-m Page Setup,tach n
Page Setup (h3nh mii t°n ° g-c de€

Hinh3.17.Me ring t2nh ntng Page Setuj

H

x Xublt hi " n h, p thoUi, c¢ch n Paper Y
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