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Ch€hngqul 81 HMCDNG NGHDNG TI NNNCu B

©@ ™. cTeu

HXxc xong ch_ _ng n"y;, ng_yi hZXZc c¢- khd
- Tr3nh b"y L€ ¢ c8c kiJiln th_c ch bfl[n
tin trong m8y t2nh, mUng ch bln; c8§
m&8y t2nh v”° c¢clng ngh’ thtng tin;

- Nhdn bifJt L€ ¢ c8&c thiJjt b° ph¥fn c¢c_n
d., ng; tu®©n th, LY%ng c8c quy L nh tr
cng ngh thtng tin.

1.1. Ki/nth, ¢ c[h vQmay tinh
1.1.1. Thong tinva x ly thdng tin
1.1.1.1. Thong tin

Thudt ng.
Ch¥ng ta ti
khg&c. Vdy t

Thtng tin |~ s. hiWu biJJt ¢, a con ng+€
thing qua qu8 tr3nh nghi®°n ¢ _u, trao L

Thtng tin gi Y% ph8t tri Wn s, hi Wu bi Jt
v’ ¢ch s° LW con ng€ i L€a ra quy/t L nh
ngu ' n g ¢, L8&nh gi8&8 v° s d,ng thtng tir
thongt i n. Trong gi ai LoU4n hi ' n nay, ch¥ng

ithtng tind L€ c¢c s d,ng r,
Jp nhdn th'ng tin khi xXem trt
h*ng tin |~ g8?

cho vi ¢ nghi°n ¢c_.u tr° n°n kh- khtn hhn
| © thiJJu ch n | ¢ hoHc khlng L8ng tin cd;
trong h ¢ tdp, ¢c*ng vi ¢ v° cu,c s ng.
11.12.D liu
D. |Ii u |I'" thtng tin d€ i d4ng kT hi
dUdng t €hnmc t 5Zu4LUNdhGiao dt h Milioi ban hanh ngay 29/11/2005
Khg&i ni m d. 1i u ra L i c¥%¥ng v.i Vi ¢
thW cho rung d. |i " u |I'" h3nh th_ ¢ thW hi

nhblt L nh.



H

D. |li u ch”™ ¢+ thw tr th"nh thlng tin
r€e ¢ x 1T vQ mHt ng. nghoa, nh_ng nhdn
m t |l onh v, ¢ v~ c- m, ¢c L2ch c, thw m i t

1.1.1.3. X ly théng tin

X I'T thtng tin th"nh thitng tin khi L€
X I T vQ mHt ng. nghoa, nh._ ng nhdn th_ c
l onh v. ¢ v° ¢- m ¢ L2¢h ¢, thwW m i tr"  t

Qus tr3nh x I'T thtng tin tr°n m8y t2n

- Gi al Lot n ti Ap gbhgntthhhgttilp nhdn t

ngo" i v o m8y t2nh. n©y | © qus8 tr3nh
sang ddng biWu di_._n th'ng tin trong

- Giai Loun xlaqluls th3md tihhmyWn L i nh.

LW ¢c- L€ ¢ nh_ng thtng tin ph% h' p v

- Gi ai Lovn xlagu8ththghtiL®a c8c kIt qgu
ngo"i. hoy |~ qu§ tr3nh ng€ c¢c |U4i v,
s€ cRuUyWe8&8c thl'ng tin trong m8y t2nh
thongquacat hi Jt b°~  x u blt .

- Giai Loun | :agquButrBAinmgghinnh, | 4i
ghi nhdn LW ¢c- thW Lem ra s d_,ng tr

TIEP NHAN XU LY XUAT
THONG TIN THONG TIN THONG TIN
LU'U TRO? THONG TIN
Hinh1l. S LQ qu8§ tr®*nh xo | T th?ng
1.1.2.PFn c ng
11. 2. 1 .x iytrung t&m

L™ Lfu n«o trung t©m c,a m8y t2nh c- ¢
hoHic Li Qu khi Wn ¢c8c hodt L,  n @entalPmcesshy t 2 1
Unit).Hai nh” s[n xublt CPU | . n nhblt hi n na
gnbm C.

Kh Xi Li Zu-CortrolOmt). L@ C”" nh phfn ¢, a CPU c
d4°

khi x T v™ ghi k/Jt qul sau khi x |1

ch c¢c8c | nh c¢c,a ch€ehng tr3nh v~ LiQu Kk
Céac thanh ghi (RegistersfN s)mgay trong CPU, c¢- nhi m

~

KhXi t2nh to8n ALU:COAmid¢ hrmeng ct hogili L

Lhn v LiQu khiWn v~ x T t2n hi wu.



Chip cau Namt

Chip cau Bic cung tan nhiét
Khe cam AGP;

Khe cim PCI (x5)
Khe cdm chuan IDE

Khe cdm DRAM N R

“,

Jack cdm ngudn ATX N NN N N D
20 chan P < . N RS :

Pin CMOS

Piém 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

28888dee 2880868080808 000

‘ 4th Gen
L Intel® Core™ i7

Hinh 13. CPU Intel Core i7, thhiM4
1.1.2.2. Thil} b nhdp

Thi/Jt b nhdp | c¢c8c thiJt b L€ ¢ s’
ph2m, chu, t, bi l £tn (trackball ), blng ch
ng, c¢cfn LiQu khiWn (joystick), m8hudthi
s, microphone, m8y qu®t [nh (scanner).

3

- BanphimL®~ ¢! ng c. ch2nh LW nhdp d [

-

t8c v, trong m t ch€ehng tr3nh _ ng d,

c- m t s thifJt kJ ti n |I°i ch_ a c§
ph€hng ti n trong khm &/Jtdnpnng m8§y b?¢
qua ¢ ng PS/ 2, USB hoHc kJt n" i kht



/— Céc phim chircnang  Dén trang thai Céc phim sb

C] = C e e e o e e oo )] ke —\
PPEEELEL LD E BT T
"1 2 [3 |4 |5 |6 |7 (8 (9 [0 [. |= |Oechspece
mn-:'QWERTYU|°P \ mm'qm789’
Capstock|/A |S D (F |G |H [J (K |L |: |* |[eoee
shif zZ xJfcfvie v [mi< ?
0 e /r&h ‘\' 1 : : Ent
ol mu juu :u-ucu )‘- | { 0

Nhém phim t hop \— Phim di chuyén

Hinh 14. Ban phim may tinh

- Chuit m8y tD2mly CMols®U khiWn v~™ | " m
d. ng chu, t m8y t2nh nhblt thi /]t phrli
t a L, v thao t8&gc di chuyWn ¢, a ch
mdch ch, qua ¢ ng COM, PS/ 2, USB holt

Hinh1l5. Chuit m8y t2nh (Mouse)

- Bdng chuy m LTolcrh Phid )chuyWn chu, t d¥%n
tr°n m8y t2nh x8ch tay v, i hai ph2m
b"n v’™ n3lm de, i b"n ph?2zm.

L e e )
| | (=)
Hinh16. B9 ng chu m (Touchpad)

- B¥Wt chu ml"( St ywl ah) Jt b nhdp trilng gi
LW ch n hoHc k2ch hoUYYt m, t m, c tr°n

4



N

Hinh1l7. BY¥t chu m (Styl us)

- M"n h3nh:Led m, bnghi Jt b’ mB® ¢ 2sh ¢hom
thi i B ng thtng mi Mht ®mhh/]h3bh baw
th€ ng nh€ LCD hoHc LED v™ m t | _ p ¢
choc h umayvitinh.

Hinh18. M"n h3nh c¢cd m ong
- Ctn LiZu khli"Om, tj ahwstvlick) Lfu v o L€
tr, chhi video v° c¢tng ngh"  h, tr’
m ¢hon LJ], m t tay L,n (stick) v, i n
chuyWn bblt k8 h€ ng n”o.



Hinh19. Ct n Li Zu khi ®n (joystick)
May ghi hinh txc tidp (webcam)La o5 thi/ b ghi hinhk thuds L ‘&
Kinivi m8&8y WruyQ & atfp Hinh[nh n - "glénimtl €
website n/hmtLl -m8yhay nth k h 8§ cthgiiteonetl -t |
VQc hlnbvebcamging n hEhk8wds nh€eng &hh&ac
chc nitng,anddopmm@ c Hi tlr ° n QA&Khwivaxnh L
ly. Ngay nay, nhQu webcam con c6 ikt ¥ n \§fjuay phim, chpnhti | €u
vaomaytinhheb d¥ng trong c¢?! n@tlihiBhdnhadghini n h
I ‘& Jptrungtam kivh soatt x a hay d Y3 diénddhh@hinth i
gia ¢ o niv. hnhad.

4 logitech
W g

-

Hinh 110. M8y ghi h3nh tryxc tiAp (web
Microphone L” m, t l o9i c¢cIm bifn th, c hi n
sang t2n hi u Li n. Microphone L€ c
ttngh®©®m ng karaoke, tr° th2nh, thu I
thanh v™ truyQn h3nh, thiJt b thu @



Hinh 111 Micro
- M8y qu®t dnli (MBcdanrhedr/]t) b qu®t quan
tr°n gibly, ch_ viJJt tay hay vdt thw
th€ ng Li k™ m m t thifjt b Lfu ra |°~

Hinh112 M8y qu®t dnh (Scanners)
11.2.3. Thit b xubl
ThifJt b" xublt I nh_ng thift b L€ ¢ :
t2nh. Mt s° thiJt b xublt thlng d_ ng nh
nghe. Trong L-

- Man hinh may tinh (MonitorL.™ t hi Jt b" Li n t gdn
m,c L2ch hiWwn th v~™ giao til/lp gi_ a
m8y t2nh ¢c8 nhon (PC), m° n h3nh m8y
m8y t2nh x8ch tay (Il aptop)khm'nng ht3hnw t
r i, mt s m8&y t2nh x8ch tay s d_ 1
m n h3nh. nHc bi t m'n h3nh c¢c- thw d
c h,

Hinh 113. Man hinh may tinh (Monitor)



M8y chi Au:l(Pmotethov]} b c- phdn
sublt I . n, Li qua m t s° h" t ng x.
v o LW tYo ra h3nh [nh tr°n m'n chd
M&8y chiJu ph,c v, c8§c. mld trirdydhd@tinh h €:
LW t huw/Hto thr33nthh c8c ch<€hng tr3nh c¢c_ a
X em, m8&8y <chi/JJu thay thJ bl[ng phbin h:
t8c, xem phim t. m8y video.

b,
-

Hinh 114 M8y <chi Au (Projector)
May in (PrinteryL" t hi Jt b° L€ ¢ s d, ng LW f
nhau c8&8c n, i dung L€ ¢ soUn thlo hol
c§8§c chJ bln, m8y in cfn L€ ¢ kJt n i
hoHc th'ng qua c¢c8c kiiWu dr utylQW IJJt | n
t2nh qua ¢ ng LPT truyQn th  ng hoHc

nay LQu ¢+ kh[ ntng k/Jt n" i v,_,i ¢ nq
c- thw L€ ¢ kJt n" i v.,i mng m8y t 2
chungtrongmt m4ng LAN (hoHc c¢c:- thw |~ mt
s m8y in hi n nay L« h, tr° truyQn
L'i Qu n"y tYo thudn | i cho vi ¢ in

rblt ph” biJn hi n nay.

Hinh 115. May in (Printer)

loamaytinhL™ t hi Jt b d¥%ng LW ph8t ra ©Om
v’ gili tr2 c¢c_,a con ng€ i v,i m8y t?2
m8y t2nh thlng qua ¢ ng xublt audio c



Hinh 116. Loa may tinh

- TaingheL” thiJJt b g° m m t c8c |l oa phtgt
mang t2nh di L, ng th€ ng L€ ¢ LHt §
tai nghe nh€ lo4i ¢- dOy hoHc khlng

o

0
hoHc t ai nghe g m cl[ loa v° micro.

\
’ | &

-4

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

B nh, | = thiJt b’ | €@u tr_. thlng tin -t
B, nh, ®Bamhog tnmong 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 Il €u tr_. c8c ch<€ehn
khi Wn vi ¢ nhdp/ xublt. Thing tin L€
khtng b mblt ngay c¢c[ khi khlng c¢c- LI



Hinh118 Bi nha chZ LZc (ROM)

h

- RAMn€c s LdN ngu tr_. c8c s. ki n v~
thao t8c v t2nh to8n. RAM c¢- LHc Li
s€ mblt Li khi mblt Li n hoHc t bt m8y.
t2nh hi n nay thtng th€ Agcv o hkhah

n.a trong t<€hng | ai

Hinh119. Bi nha truy xumt ng_ u nhi®°n

B, nh, ngo”"i |~ thiJt b | €u tr_ thtln
mblt khi kh'ng c¢c- Li n, d. i u |I<€u tr°n
d,. ng x-a hoHc ghi L | °n. B, nh, ngo" i (
tinh.Hi "' n nay c¢- c¢c8c lo4i b, nh, ngo~i ph’

o

- noa cong (PAar di'Dilspka) ¢c. ng c¢c- duTBg | €
v ¢+ thW cao hhn n_a trong t<€hng | a

Hinh120. ngoa cong (Hard disk)
10



- noa quang (Qompact)tdbskpd¥%ng LW | €u
nh, ©m thanh v° th€ ng L€ c¢c s d,ng
(multimedia). C-: HKRaia ICOUI( dpmgMB)i€lm gl
v’ DVD (dung I1GB. ng kholng 4.7

| SONY

Hinh121lngoga quang

- C8c | ou i bi :NAaoa dpeg @ahitT knth§c ( Memory S
Flash Card), USB FlashDrive- dung | € ngGB h'r “bil/Pm.

SanDisk

Ultra

vBOMB/s'§gI

£ @©

128 =

SanJisk

Hinh122. Thi nha Hinh 123. USB Flash Drive
1.2. PHEFn mQn

Phfn mQm |~ ch€hng tr3nh m8y t2nh L€

ng!n ng. LW LiQu khiwn thi/Jt b s th ¢
by m t s lo4i phFn mQm ph” bi/Jn hi n n

1.2.1. PFn mQn h th" ng
L™ m t tdp h°p c¢c8c phfn mQm chuy°n d,

Mi crosoft Word, Mi crosoft Excel , Mi cr oso
d, d"ng t€ehng t8c v~ LiQu khiWn c8c thil]
h' t h” ngt fnthge tnr, ung gian gi.a ng+€ i s d.
c.ng m8y t2nh). Phfn mQm h' th  ng I 4i ¢c-
- H Li Qu h"nh (Operating System): L~
tr€ ng bao qgbuanphhoF rc §cc. nhicJto ph®p c 8§
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 c¢c.ng LQu th*ng qua H LiQu h"nh
vai tr, nhe m t fAtfngo trung gian gi
(Quln 1T t i nguy°n, cung cblp giao d
- Phfn mQm ti n 2ch (Utilities): L" <c8§
pho©n t2chh, tcbiu @uw¥ nhoHc blo tr3 <cho
ch€ehng tr3nh qu@tdpyitbhens kup®d_ Lba, un

ho8 v° gili m« d_. 1i u, theo d»i mUn
- PhfFn mQm Li Qu khiWn (Driver shi: tL,~ cch§
th€ ng tr¥% c¥%ng v, i h LiQu h” nh troc

gi.a c¢c8c thiJjt b phfn c¢c.ng cdm the°n
gi up cho c¢c8c thiJJt b phfn c¢c.ng n"y
c.a h  tthh.ng m8§y

- C8c b, chuyWn L i ng!'n ng. (Language
c©u | "nh L€ ¢ viJJt b3bng m t ng!'n ng.
ngln ng. m®™ m8y t2nh c¢c- thW hi Wu v~

1.2.2. PHhn m@n_ ng d ng

L° c¢c8c ch€ehng tr3nh m8y t2nh L€ ¢ thi
(end user) nh23m thol[ m«n nh_ng nhu cfu
mQm . ng d_ng c¢c- thW chia th” nh ba | o4i

Phfn mQm _ng d,_ng ch s° (Basic Applica
r€e ¢ s d_.ng trong hfu hJt c¢c8c ng" nh, 109
mQm x | T vin bln, phfn mQmhthuf/Jhgt g#fh
s° d i ué

-

Phfn mQm _ng d_,ng chuy®°n bi t (Speci al
chuy°n d,ng L€ ¢ s’ d., ng cho m t hoHc m

ap

L hol, CAD, NAXIMB, ©RCAD,

Phfn mQm _ng d,_ng tre°n thi/Jt b di L, n
L ng tr°n c¢c8c thiJt b Smartphone.

1.2.3.Mts phfnmQn_ng d ng thdng d ng

M t s’ ph¥fdn nmgQm hinngg d. nhgf rh imQm nxa'y InTh €
blfng t2nh, h" quln tr° c¢ch s° d. 1li wu, tr
phfn mQm kh8c. Trong L - :

- Phtn mZm xoL' Il Tm vt oBdinphfn mQm L€ c
c8§c vin bln Li n t . C- rblt nhiQu ch
VQ c¢c8c phfn mQm t h<€hng myi, ph’ b i
Mi crosoft. C8c ch€ehng tr3nh sg@dnnt hl
m th€ ng gHp bao g m: Writer (tron:

12



tr€ ng KDE) v~ AbiWord (trong mti t
ch€ehng tr3nh soUn thlfo viEn bl[n tr c

- Pht n mZm:bd nmg tt 2pnhhfn mQm _ ng d_, ng d?¥%
v | €eu tr_ d. li" u thtng qua c8c br[r
m:* ph, ng b3Jng mM8y t2nh ¢c8c blng t2n]
bfng t2nh ph” biJjn hi n wwéy,| n Mi cf
mQm ngu n m nh€ LibreOffice Calc,
bng t2nh d a tr°n nQn Web nh-+€: GocC

EditGrid.

- HM qud n t r [DatabasesManademenk Sydte®BMS): L p h £ n
mQm hay h° th ng L€ ¢ thi/ft kJ LW q
tr3nh n"y h, tr° kh[ ntng | €u tr_, s
m t ch s° d. |i u (CSDL). C8c h' qurl
bi JJt LJn nh & PodigreSQLL SQL Seneerg DB2.

- Phtn mZm tehechschidAmg LW t Yo c8§c b i
g i | slideshow, c¢c- thW L€ ¢ chiu

hi Wn th tr°n Web. Phfn mQm tr3nh ch

i  u ph©n ph8t cho kh§8in tghdy/Jtn ht m3gn h
li"  u kh8c c¢c- thw L€ ¢ s’ d. ng tror
Power Point, Lotus Freelance Graphics

c.a c8c chehng tr3nh phfn mQm tr3nh
ngu n nlibre@fffte8mpress, OpenOffice Impress.

- Phtn mzZm tWi_ | WbiY¥Mn pthd n mQm nh3I:m h, t
chuyWn v™ nhdn ¢c8c mXu thtng tin (ttf
t" h, tr° solUn txédha,y d Gu, ginhdrotSklEt d €
L'i n t LHtoWir°cn” im8§y t2nh ng€ i d¥%ng
Outl ook, phfn mQm th+€e Li n t° chUy t

- Tr3nh duyMmn, Wephfn mQm _ ng d, ng cho

v’ t<€ehng t8c v,i ¢8c vitn bln, h3nh T
tin kh@ct trrahmg web eh at Pt niYnmg ctho -
mdng n, i b, . M t s° tr3nh duy t Web

MozillaFi r ef ox, Mi crosoft Edge, Oper a,

1.2.4. PHFn mQn ngd’ n m

Phfn mQm ngu n m |~ phfn mQm v, i m«
gi bly ph®p ngu" " n m . Giby ph®p n"y cho pl
L i v c¢l[i ti/Jn phfn mQm cing nh€ pho®n p
thay L i

Khing gi ng nh<€ phfprhfmQmQmg u " hnehm'g mY
thu, ¢c bfn quyQn ¢, a t8c gi[ hoHc c8c h«n
13



C- quyQn bs8&n | Ui H LiQu h”"nh Microsoft
d. li u Oracle |~ ¢c8c v2 d, LiWn h3nh vC
1.3. BiW di_ n thdng tin trong may tinh
Tre ¢ khi t3¥m hiWu vQ thlng tin trong
ta cfn biJt vQ c&c h' L /m.
H LJm | " m t tdp c8c kI hi u v”™ quy t
v x8c L nh c¢c8c gi 8 tr° c¢c,a c8c s’
C- b"n h” LJm L€ic mglanad, ng ph” Dbi Jn h
- HM nh@ hmplyom ™ LJm ch s° hai) | " h" LJ
Mo AMLd. Ng€ i ta g i m t ch. s nh'
digi T (ch, s nh" phon). To"n b, m8y
Li " n t° c¢ch”™ ¢- ha{(nhe€logngh€dclEng
L nh t<€hng ng v.i hai m c¢c Li n 8§p
va 1.
- HM b8t hmlyore ., n g i |~ h° LJm ch s  8)
6, 7) LW biwu LUt gis§ tr s’
- HM thopPhe@yho©n, n g i |~ h LJm ch s 1
6, 7, 8, 9) LW biWu LUt gi§& tr s .
thdp igWOH nh v phfn thdp ph©n sau |
d¥%ng v, i dbbu LAW obgihVBuHiclr it A d €hngo h o Hc
- HM thop (lhay gh@n g i |~ h° LJm ch s’
4 5, 6, 7, 8, 9, A, B, C, D, E, F)
hi  n d%ng, L€ ¢c c'ng ty IBM gi.i thi
H  nh’ H Db§t H thdp|H thdp |
0000 0 0 0
0001 1 1 1
0010 2 2 2
0011 3 3 3
0100 4 4 4
0101 5 5 5

14



0111 n » »
1000 10 o o
1001 11 o o
1010 12 10 A
1011 13 11 B
1100 14 12 C
1101 15 13 D
1110 16 14 E
1111 17 15 F
Bdng 1.2. Bdng |iMt k° gi 8 trnl t__ n

1.3.1. BMJ di, n thdng tin trong may tinh
Bi ©Ou di KnSsXgugyuwy°m® m s~ nguy°n khtng
- SX nguy°n:khtng dmu

Gi [ s ta d¥%ng 8 bit LW biWu di, n cho
dblu 97 ta ¢c- thW chuywWn vQ h° nh° phon &

9-1, | 428 Iiz
]
“""‘9“----&*___‘_?(1% 12 2 }_ 2
~ T

Khi IJtdhprcéacsd€ t hoat on gt a cac phép chialiénip trén
s€chokiyqull ™ : 1100001. Tuy WHWdi mchalsonguyén trésh 22n g
(s trénchco 7 bitynéngnb sungthémmt b i t W0y wv'sde: LU} qif la
s nguyén 8 bit 01100001 chinhfash p h ©n th@hasgd 7 v~ L- clng
biwi di ntrong may tinh.cas 97 (khong dil). Ta cé thWwi/}: 01100001 = Ox2+ 1x®
+ 1X25 + 0x2* + OX2B + OX2 + Ox2L + 1xX =64 + 32 +1 = 97 (hc h' 18).

Dlibiwiding as 8bhitlat 0 Jjt255=3-1(255=11111111). Ddang nkh
ra,fu t tnggagi2855 rl °n 1 " hhhp3h Cknh it N3 AGNPO0GO0. t r
Tuy nhién, trong may tinhkhisd n g 8 WHW di n dho gia frs nguyén, thi khi
L -" 1S trén €b X/ rangoaicagiatrs k/fqullachco8s 0 ‘lcg 14 (va
giatrcas 256 t roghenaya®.Hin ~ngdaytrong may tinh gla tran
s vam t nha khoa'hc may tinh phi hiwi Qi may trong khidh t rVétranh nkh

15



nh ng | i khdng mong mun . Ch2 nh vi8 bitlcH c6 tivbiWdi n  vLlc€ic
gia tr nguyén khongHdlit 0 JJL255 ma tho6i (256&b tran $ va K} qul sai).

- SX nguy°®°n c¢- dmu

Gi['s tadung 8 bit nhp h ©wWhiWldi ncho S nguyén +97va's-9 7 . . cTiéne
taxem dibiWi di n¢ a8 bitnhphanyis nguyénco dlhcobWdin ‘lc®ais
trén hay khéng. Vi 8 bit nh phan c6 tibiwidi n  °lc€ho cac'st -2 8 /Jh 281
tclat -128n L+ 12 #y,v iBhitdh phan co tbiwidi n  ‘Lc€ho § -97
va+97. S +97 v bWidinging nhmghpwéBtcgiatinnp h©n tng€hng
s€1a: 01100001vis O fw t i Tibyladmsitdl (t r ogtgp niy 1&Es
d€ehng) .-97 &L & biwrdi nbagbu2¢ca + 9WEGS bm hai, talby [dbit
(0iLlth" Aithanh0)chosd €hn g _ hg&hargvil:-97 = 10011110
+1=10011111 (La M4 di n nh phan ¢a-97).

Bi ©u di KncsXhahyxc8ch biWu di, n s~ th, c
dblu chblm ¢ -Pdi mth NuFmbxeerds) W~ ng ( ébimtd blun
Numbers)C8 c h t h nholt o ©h disg gb processor)ka | T
nh. ng b, vi LcioQut rkohlilWnr )( mtiic.r €8 ch th_ ha

ch2nh x8c¢c cao. n" i v,i c¢c8ch biWu di_,n s’
theo gi 8§ tr’ c.a s th c.

Bi OQu di Kt Wkicut #ihWh béd 8% kT t nh<€ ch_,
s, c¢c8c kT hi u tr°n m8y t2nh v~ CcBEi ph*t€
| dp ra c8c b€ em«klW§¢ oBaugqdya v o vi ¢ ¢
di . n t[ kT t t€hng _ng.

B, m« th'ng d_ng nhblt hi n nay |~ h ¢
ASCI | (American Standard Code for I nfor
nh-m 7 bit hoHc 8 bit LW biWu di_ n t i L
l i °n tc,hc st hedb .

- B, m« ASCII 7 bit, m« h-a 128 kT t

0 Kyt . r.ng (NULL)
171 31 31kyt . L'i Qu Kkhi Wn

. Hi Wn th c¢c8c dblu |
3271 47 & 6 (-.) * + |
487 57 Kys™ t. O LJn 9
5871 64 C8c :kEHp? @
6571 90 C8c ch, in hoa t .
91i 96 csc AdlBlu [
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971 122 C8c ch, th<€ ng t._

123§ 127 c§c dblu { | } -~ DE
- B, m« ASCII 8 bit (ASCII m r., ng) c-
n°u tr°n g m c8c ch_, c¢c8i c¢c- dblu, c&§&c
L1i v™ m t s~ kI hi u LHc bi t.

Ngo " i ra, c¢,n c¢c- b, m« Unicode, LOy |~
tiJJng Vi Kyhi Bu X, TFong L - :

- 8bitUTR8 (t €hng t . m« ASCI8=p56kyt  kh[ nt
. 16bittUTFL 6 c- kh[ AEG5§36i&« ho§ 2

- 32bittUTF3 2 c¢- kh[ RRLrepno« L B6BEg24 t°

1. 3. 2. tmAmgv tinnyi nhdung | €

nhn v° Lo | € ng thing tin nh, Blhasyt ph

DigiT, |~ Lhn v’ nh, nhblt L€ ¢ d¥%nBTLIaV cbi W
bi Wwu di_ _n d€ i ddng s° nh° phon 0 v~ 1,
Ngo" i ra, thudt ng. Byte L€ ¢ d¥%ng LW

bit L€ ¢ biWu th" 256 kI t, kh8c nhau. N
v.v. |7 nh_ng Lhn v’ L€ ¢ d¥%ng trong | ¢on
| €@udtrli u v™ c¢c8c b, nh, h” th  ng khsgc.
- BITL" Lhn v nh, nhblt ¢c,a b, nh, m8y
trdng ths8i thing |~ ¢- hoHc khtlng.

- Byte 1 byte t€ehng L€ehng v, i 8 bit, 1

thing tin v™ n- c¢ch”™ ¢- thW bi Wu di

vV, o m t t_, 100 byte c¢c- thW t€ehng L€

- Kilobyte: 1 kilobyte t€ehng L€hng 1024 by

ngdn, 100 kilobyte t<€ehng L€ehng v, i 1

- Megabyte 1 megabyte b3ung 1024 kil obyte

megabyte L€ ¢ xem | mt | € ng d. |
c.ng ng’'y nay Terabytd A®) | hw Hic, t h™dmi ¢ h?2

hhn rblt nhiQu | fn so v,i th i m8y t 2

- Gigabyte 1 gigabyte xblp x° 1024 megabyt
ph” bi/Jn L€ ¢ s d,ng hi n nay khi L
M t gigabyte |I'" m t | € ng d. 1i u I,
Loga-ROM c - thw | €uctr t,hWL0®Gugitgabywt a
s8§ch c¢c,a c¢c[ m <t tfng th€e vi n.

- Terabyte 1 terabyte t<€hng L€ehng 1024 gi

n“y vxXXn ch<€a phlfi |I'" m t thudt ng. p
17



3,6 tri u b ¢ Fnh ¢c- k2ch the ¢ 300
300 gi~ chblt | € ng t t.

Petabyte 1 petabyte bng 1024 terabyte,
L ng h” sh loUYYtn4b¢B8nhaghcatif@awgl €u
bln in k2ch th€ ¢ chuXn. V.i |€ ng
tri u Loga mQm LW | €u tr

-

Exabyte 1 exabyte tpShtnagb yWteh.n gNgld®abiyle t a s
ch a L€ c¢c m<t | € ng t. t€hng L€hng Vv

Zettabyte 1 zettabyte b3Jng 1024 extabyte
Yottabyte 1 yottabyte b=ung 1024 1.000 ze¢e
Brontobyte 1 brontobyte b=xng 1024 yottahb
Geopbyte 1 geopbyte b3xng 1024 brontobyt

nvN

KY ThuNQG
\HI"'UrJhulNG ThuNG nhuNG V_ I S

Byte

b 8 bits | 1 byte

Kilobyte KB 1024 byteq 1 024 bytes

Megabyte| MB 1024 KB | 1 048 576 bytes

Gigabyte GB 1024 MB | 1 073 741 824 bytes

Terabyte B 1024 GB | 1099 511 627 776 bytes

Petabyte PB 1024 TB | 1 125 899 906 842 624 bytes

Exabyte EB 1024 PB | 1152 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 | 1237940 039 285 380 274 899 124 224

bytes

Geopbyte GB 1024 BB | 1267 650 600 228 229 401 496 703 205 3

bytes

Bingl13. nllLno yv g lutrén maytinh

Thing th€ ng, byte L€ ¢ d¥%ng LW bi Wu t
nhn v’ ¢, a btng thtng nh, nhblt cing L€ ¢
LW mt t[ t ¢ L, truyQn t[i d. 1li u c_, a t
thong.
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1.4.MUng ¢rh b
14.1.Nhng khdinim cn b

Mdng m8&y t2nh | " s, kJJt h ' p gi.a c8c n
kJt n" i mlng, ph<€ehng ti n truyQn thtng (
m8&8y t2nh n"y c¢c- kh[ ntng trao L i thlng

Mdng m8y t2nh c¢c- thwWw L€ ¢ cblu h3nh the
ph™ bifJn L- | 7:
- M ng ngang h" ig2PflPegnit o o Rigichdly nhQu
m8y t2nh chia Ttdp tin V' truy cdp c8c thilkb n h By imm" khong ¢n JJi
m8y ch haypfnm@nméych. ~ng d_ ng th€ ng gHp n
h"ng |~ chia sT tdp thi,n ht3bhith c[ln hc,§ cd _c

/ N
.

NI/
-

Hinh 124. MT h3nh mY ng ngang h"ng
- M ng m8ymE&yn §chviSererniaennt m! h3nh ph’

ming m8y t2nh, L€ ¢ &§p d,ng cho cé§&c
m t hoHc v'i m&y s€&€ L€ ¢ ch n LW LT
nguy°n L€ ¢ g i |° m8y ch, (Server),
re ¢ m8y kHKH&ch (Client). Trong L-, m
ph, c v, c¢c8c m8y kh8ch b3ng c8ch Li QL
trong mldng v, i m,c L2ch s’ d. ng chu
nguy°n do m8y ch_, cunigmagchp,. dut <@E nlhi
d. i " u L€ ¢ quln IT tdp trung, bTrlo
v:™ | . n.
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Hinh125. M! h3nh miim§y m&lvikser&h he nt

Ngo " i ra, d . a tr°n phUm vi, ng+€ i ta p
- Mu ng c(Docal Avela Network LAN)13]:L° m, t h° th ng |
LW kJt n"i c¢c8c m8y t2nh trong m t ph
h ¢c). C8c m8y t2nh trong mdng LAN c -
LiWn h3nh | " chia sT tdp tin, m8y ir

Hinh126. Mu ng cAc bi (LAN)

- Mt ng L' thn (MetroM/énI\l)Ltade:rquametwd
Iyl . n hhn LAN, phidm vi v o c©y s . N
ph,ng gfn nhau trong th”> nh ph”, ¢ t

000
0005
00"
000k

AN ﬁ\ﬁ;\p a;/gg\;

Hinh 127. M LT thn ( MAN)
20



M\ ng di Mn ring (IWVANeD-2Agear dlagwe tzk g

th€ ng cho qu ¢ gia hay ¢ | _ c L a,
s". M4ng di " n r,. ng bao g m tdp h'p
cho ng€ i d%ng, L€ ¢ g i |~ m8y ch,
mdng coet)subhi m v, c.a mldng <con |
( message) t._ m8y ¢ h, n"y sang m8y ch

Hinh128. MY ng di Mn ring ( WAN)

1.4.2. Internet, Intranet, Extranet

V.i s, gia ttng nhahhtehnag bBkhkutcfut k.
h.u 2ch cho h"ng Brin  eUmgp€ming |lotegnet
Extranet, ¢, thW:

- M ng I ndmrtneh’ th "  ng mdng to"n cfu I

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

- M ng I nAdmanemdng ri°ng trong m t do
Mdng Intranet c¢c- thW bao g  m nhi Qu |
th€ ng, m t mng n, i b, bao g° " m cé8§c
(gateway) m8y t2nh | i °n HKnh lo,teae rm ett
n, i b, | © LW chia sT thl'!ng tin c¢c!'!ng
nho©n vi°n. M, t mng n. i b, clng c- t
vi ¢ theo nh-m v”™ h,i ngh" t_. xa.

21



ERP
Servers

Legacy
systems

Bl E-mail
e~ servers

sl
B )
F=—1
jotis)
-
e [.J Web
Firewalls ser\,ers

Databases

Public/External
Internet Users

Hinh 129. M6 hinh m ng Intranet

- MU ng ExGir amge@ m t ming n, i b, nheng
so8t t._ b°n ngo” i L i wv.,i kh8ch h” ng¢
ng€ i kh&8c b°n ngo"i. Extranet |~ ph

lntranet t€© nhoen L€ ¢ xO©hyi al, g thhing
th€ehng mui Li n t°

Extranet

|
irewall E

Tunneling Internet

Intranet

Suppliers L3

"'h

Distributors Bl | VPN

J\)\ | — -
Customers i | F irew"“E _==r
Hinh 130. M6 hinh ming Extranet
1.4.3. TruyQh d_ |i utrén mlng
14.3.1. TruyQr d_ li' utrén mlng
Truy Qn d. i u ch2nh |~ s chuyWn gi ao
c- thw I " d_tkn bisu hobBtom t« L€ ¢ s’ h
14.32.Tc | truyQn
Trong th i LYi Internet, c.m t_. "t c¢c 1
Vdy t ¢ L, TEXaylQn tiruywy2r | © khd ntng chu

th® trong mit gi Oy
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1433.CacsLo (bps, Kbps, Mbps, Gbpsé)
nW L&8nh gi 8§ L€ ¢ hi u qul truyQn d_ 1
v’ Lo t ¢ L, L€ ng truyQn. C- hai |l oYi L
- Megabit tr°n giicMegabity Rerj@cont lkhy Mblt/S)LaMb p s
Lhn v Lo t ¢ L, truyQn dXmngaytdni u,

giay (Kbpsi KilobitsPer &cond) hay 1.000.000 Bittrén giay (bps) hay 0.001
Gigabit trén giay (Gbps$ Gi gabi t per second) . BLr
lnternet don d_ng th<€ ng L€ ¢c Lo b=un

- Megabyte tr°n gi©y (:€Clidd mdt Lhn MBps
truyQn dXxXn d. i u. Trong L - : 1 Meg
(1024 KBps) = 1024*1024 Bytes/s = 10
li" " u m8y t2nh L€ ¢ Lo b3yng MBI/ s.

CFn ch¥ VvaBltW_tr §nh nhfm | Xn gbps)ava Me g &
Megabyte trén giay (HEps) (1 MBps = 8 Mbps).
1.4.4.Ph€ing ti n truy Q1 thdng
14.4.1.Gjithi uvQp h ‘©h n gtruytQi théng
Ph€hng ti n truyQn thtng | " ph<€hng th.
tin LJn L i t€ ng c¢c., thW. Ch3ng hU4n tron,

ti n truyQn Qth? rtchpnhg}uiggachip "h€ mar knet i ng
khs&chhiing ti Qm nktng.

C& p h €mhiryQ théng ngy c'nghdnthinv ph§t h u gkhlln& n g
truyQn tfi thdng tin cBnh x&, hi u qul LU nigh®g. B¢ p h € truyQh thdng
ph bi/h hi n nay baogm: b8o ct?, truyQn kenh, Internet, qiingc8o , bdanbany L i
thod tr. c ti/Pp.

14. 4. 2. Bktng thtlng

Btng thtng (Bandwidth) I~ t" ¢ L, t i L
trong m t Lhn v th i gian, th€ ng |~ t?2

Trong |l onh v, c | €©u trthongse b sciht' e ,r ab tgnig it
| € ng t i La c,a c8c thing tin m websit
tr€ ng h p bktng th'ng c_,a website L« s’
L- s€ b b8&8o | ,i 509 Bandwi dtwe blsiinmiet cHxnc
r€e" ¢ m c¢c s d,.ng btng thing h"ng thgng L
cfu th ¢ t]].

14.4.3.Phan bit ¢ § ¢ p ht@&ph@ g¥ ¢oiday

Ph€hng ti n truyQn dXXn | " ph<€hng ti n
thifJt b mng. C- hai | o4i ph<€ehng ti n t
ph€e€hng ti n truyQn dXn khtng doOoy. M t s’
c§p xodin L!'i, c¢c&p L ng tr_c v" c8&8p quang
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ao

- C8p xo&nmlhiiiQu cHp doy L  ng xodn | Ui

X9 nhi_,u Li " n t.. Do gi§8 th”"nh thblp
hai | oU4i c¢c&p xodn L!'i L€ ¢ s d,ng r
- C8p xo0an L'i ¢c- VvY bXc chXn@ mhi Qu S
cHp xodn L€ ¢ ph., b°n ngo”i mt | _ p
L. p v, n~y c¢c- t 8¢ d_ ng ElecroMaggeticn h i
Interferencé E M1 ) t . ngo i v™ c¢ch  ng phgt xU
ph2 Ldt tiQn hhn c¢c8p khlng v, b ¢ ch

g~ —  SIP
: == SHIELDED TWISTED PRIR CABLE
“

Hinh131. C8p xo0an L!'i c¢c- VvY bXc chXng
- C8p xo0an L*i kh'ng c- vY bXZc chXng r
G mhi Qu cHp xodn nh€ c&p STP nh€ng k
Dogiat h" nh r T n°n L&nmhaoBMiclk 8§pg midm'g
chu, ng nhbit. T ¢ L, truyQn t¥%y thu, c

= UTP

_ UNSHIELDED TWISTED PRIR CABLE

Hinh132 C8p xo0an L!'i kh'ng c¢c- VvY bXc c

- C&8p LQng tr Ac:L¥ICo%hix ica8lp claiblne)v, i m t
b ¢ I'4i b°"i m t | . p Li n mti kht'ng ¢
m t |.p b n kim lo4i, ° ph2a ngo’ i
LJn t. vi' ¢ tblt ¢l c8&8c |, p c8p nlgQu
tr,c L€ c¢c s d_.ng trong c8c mng m§
thing tin |i°n | c v ©m thanh.

L&p vé nhua PVC L6p dién moi

CAU TAO CAP DONG TRUC | ¢p Iu6i chéng nhidu L&i ddng

Hinh133. Cmu tu o cva c8p LQng trAc

- Céapquang (Fiberopticsham, t | o4i c¢c8p vi_. n thtng
nh a, s’ d. ng 8nh s8ng LW truyQn t2r
24



c.a th,y tinh trong su’'t b3xng L€ ng
XJJp trong b- L€ ¢ g i | " c¢c8p quang Vv
kho[ng c8ch rblt xa. C8&8p quang 2t b’
xa hhn

Hinh 134. Cap quang
1.4.5. Download, Upload

C&c c. m t. "DownlL&ad" mvi 'hypgckhaithédc'tai d_ n
nguyéntrén internet. GBngcoynghoa nh€© sau:

- Downloadhay ¢, n g ,l "I Kht8fi nxu'mng€ ¢ s
c8c tdp tin t_. mUlng Internet vQ m8y
- Uploadhay c¢c,n gli kh&8tlrnilmnLe€ ¢ s d,

tdp tin t. m&8y ¢c8&8 nho©n | °n mUng I nte

1.5. Cac ng d ng ¢ a céng ngh théng tin i truy @ théng
15.1.Mts _ngd ng cong ngh thdng tin va_ ng d ng trong kinh doanh

M t s _ng d,ng ctng ngh’' thtng tin v~
nay nh<€e: th€hng myi Li " n t ng©n h"ng L
L "o tYYo tr ¢ tuy/Jn, L 0o tYYo t_. xa, | " m v

- Th_ _ng muB-ComimeM@ecdmmhayEEL” vi ¢ kinh d
phXm hay d c¢ch v, tr°n c¢c8c h° th”  ng
tinh.

- Ng©n h” " ndgBankilgnL" t m, { d ch v, m” c8c r
cho kh8ch h"ng th'ng qua Internet L\
kholn, chuyWn tiQn, thanh to8n h-.-a L
thoT, Ltng kT wvay tr ¢ tuyl/jin,bBt. ve tlr

truy cdp Internet n"o v’ v~ 0o bblt c.
qufy giao d ch c¢c.,a ng©n h”"ng.
- Ch2nh phE&GdverivnentL o s(. . ng d, ng citng n

truyQn th'ng LW c8c c¢ch quan ch2nh pl
v minh bYch hhn, cung cblp thing tir
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nghi ' p v° ¢8c t° c¢ch_c; LYng th™ i t 9
th ¢ hi"  n quyQn d©n ch, c¢c_,a m3nh tro
b"n ddng giao d ch Ch2nh ph, ni n t°
p h. vV, i doanh nghji v, (GeBjnhcphnh( G:
Vo ctng ch_ c, vi °n ch_ ¢ (G2E) .

- Gi 80 dAc EleygrgingtLuy mnt ( t hudt ng. mt
cing ngh’ thtng tin LW h, tr° cho Vi
v’ h ¢ LQu L€ ¢ th. ¢ hi " n tr, c tuylr
h ¢ thtng qua mUng m8y t2nh v~ . c8c t

- n” o tu oistanpdearrang){CDng gi “"ng nh<€ gi §o0 d,
khg&c bi t gi.a L0 to t_. xa v~ L"o
ng€ i h c¢c tuy ° L a LiWm kh8c nhau
LW nghe gifng ddy nh€ trong mJn K8p
ki Wm tra th3 ng€ i h ¢ phl[i c¢- mHt t
ki Wm tra L8nh gi8 cho m t min h ¢ n°~

- L"m vi Mc -wokinghbah(GTehl ¢ h. ¢ | "m vi ¢ m"
d. ng c*ng ngh  thtng tin v" c8c thi.
thw I "m vi ¢ t. xa thay v3 Li LJn ct

- Hii nghN Telecgrderendebahni ( ngh’ m” nh_ng n
" nh_ng L a LiWmc- khol[ng c8ch L a
v.i nhau trong th> i gian th,c. Trong
truyQn thtng La ph€hng ti n€ (ctisvi ,d_Lr
LW h, tr° kJt n" i c¢c8c L a LiWm v,i n
ngh , chia sT b8o ¢c8o vQ m t ch, LQ

1.52.Mts ngd ng ph bi/n Wién IYc, truyQn thdng

V, i S . ph8t tri Wn nhanh c¢ch-ng ¢, a c¢c!n
truyQn thtng ng 'y ¢~ r€e ¢c m i ng€ i s’
I

ao

ng
°n I'Yc, truyQn th'ng g m c-:
t

- Th_ L iEMal haty EFmafl): La m ph€hng th_ ¢ trao

”

nh._ ng ng€ i s d., ng c&8c thift b" Li’
ng€ i ¢c- thW g i m t b_c th€e t_i nhi
c§8§c th€e phln h”i trong th i giak mg:
theo c8c tdp tin c¢c,a c8c _.ng d, ng Kk
tr3nh v° c¢c8c t i 1i wu.

- DNch vA tin nShatmessaggeserviceb M&, t ph€hng
truyQn th*ng Li p vein bln gi_.a c8§c |
Li " n thodi di L, ng.
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- DNch vA nhan -tnstantMessengerlh yim, (I Mhfn mQ

ph®p ng€ i d¥%ng kJt n"i Internet LW
i  u, nh, video t_.i nh-m ng€ i d¥ng
- n"m t hov i gua gi a-oVoiteloeecl: Cmd epm®@p 1 ¥
d¥%ng th. ¢ hi n cu,c g i Li" " n tho4i,
m8y t2nh v" Internet thay v3 th, c hi
th€ ng L€ ¢ _ng d,ng trong c8c c'lng
g i gi_anc§§enbphphmd, gi.a c¢clng ty v

d,. ng VolP ph” bifJln hi°  n nay nh+e€e: Zal

- Ming Xl tii th ng thtng tin cung cblp
mdng c8c d ch v, | €©u tr_, cung cblp,
thing tin v,i nhau, bao g m d ch v,

L"n (forum), tr, chuwy s (©anh a th)a nthr, d "
h3nh th. ¢ d c¢ch v, t€hng t., kh8c. M t
la: Facebook, Twitter, v.v.

- Di Kn L " nL" ( fnchriumi)W cho ng<€ i d%ng I nt
t §n gXu Vv, i nhau. Ph<€hng th_c¢c th+¥€ ng
|l ng€ i Lfu ti°n g i I°n m <t ch, LOQ
tiJJp theo s& vilJt nh_tmaob Li ig-xpnlg, qtL
L -

- Cing LQng trxc tuyAn (Onl i neBaoogmmni

c8c th”"nh vi°n chia sT c8c s th2zch
Bung vi ¢ kJt n" i v,_,i tblt ¢ c8c th
t nguy°n th?ng tin v™ c¢8c |i°n kIJ
cacthanhviéntrong, ng L” ng.
1. 6. An tngvamfoV mbi LngtroBgsS d ng cdng ngh thdng
tin va truy @1 thong
1. 6.1. An,ngo"n | ao L
C¥%ng v,i s, gia tktng s~ 1€ ng ng€nig d?

phattrMiv imttc , ihanh ¢ h -Jmsglomdchgnhiu higSaul ©y |~
m t s vbln LQ s_c kh, e tthheo tqlupa nc H2] nT hse S
tr°n websiThe c_, a B, Y

- Ung thNg<€uiits d_ng m8y t2nh th<€ ng
cC- nguy c¢ch mdc b nh ung th€e L€ ng ru
d. ng. KJt qul nghi°n c¢c.u c,a Tr€ ng
thbly m t trong nh_ ng nguy® nt hn h@n vgdan
trong th i gian qug8 | ©u. TiJln sgo CI a
Anh qu ¢, cho biJJjt: ACh¥wng ta vdn L,
th€e L€ ng ru,t c¢c"ng gi[mo.
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nau MNh.mng ng€ i ng i h ng gi tr+€e c
tr, c tiflp LJn s_c¢c kh, e c¢c,a tim. Theo

ndi h> ¢ London, 67% ng€ i | "m vi c
tim.

TA m8hu:ng ng€ i | "m vi ¢ tr€ ¢ m8y t
nhi Qu kh[ nkng xublt hi n nh_ng ¢, c n
n"y | "m tktng nguy c¢ch ngh€&€n mUch ph’ i
BMNnNh b®&&cplkhuy°n gia vQ s.c kh, e
nh.ng ng€ i ng i qug§ | ©u, Vv,ng eo ¢
(cholesterol xblu) cao hhn. B8c so G
Queensl and, Australia cha rl33mg khh"on hn ¢
ph¥%t trong th i gian | "m vi ¢ clng g
nau IS'nd:i " u t. Hi p h,i Ch nh h3nh
chingtang” i hhn 10 gi° m t ng’'y tr€ ¢ n

Ss€ ¢- nguy c¢ch mdc b nh Lau | €ng.

Chong t©O©m t NYJohaq@td©nm|w iMt cm8y ts28mnhg s .
cho t i L°m khuya, ¢c- thW dXn LJn cft
thfn kinh. C8c nh” khoa h ¢ clng ch
vi ¢ hhn 55 gi "  /tufn c- Kk: nktkng v~ t
vi ¢ 41 gi°

nW gtifimwy ch mdc c&c b nh tr°n &hi |~

t htW

cmht B8  visae Lhn gi [n

ni Qu ch" nh t€© thJ ng” i cho L¥ng. Ng~
song Vv, i m° n h3nh m8y t2nh.

NJju phli ng€ ¢ | °n hoHc  ahdagtaréii Qg | i
ch " nh 1'4i L, cao c¢c_.,a m' n h3nh m8y 1t 2
tr°n b"n ph2m hay con chu, t.

Th. ¢ hi n co du.,i hoHc di chuyWn t h-€
chen v~ ¢~ . C- thW th ¢ hi " n trong k

tr€, ¢ v° sau. ba mEhkLt nmvt [Lfin .| Ui

nti &hung ta n°n Ltihatnhga nng8 yb., NJ/jhua yc -v 3
lau, chdngtac - t h'W L i ra ngo ‘changiant® nc Ir Vati . mc
kh, i m“n h3nh m8y t2nh m t | fn v~ n
ph,ng. C&ch n”"vy s& | Ngoaicahton gndd f i’ € rtu
L ng mdt th€ ng xuy°n LW gilm ch.  ng

Th' s©Ou clng c¢c- thW gi %p gi [CGhingtar es s
S€ tdp trung v o chinggu 'viig cm nthilQ& rhdhn
L.
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F Jﬂ7 Man hinh: canh trén

6hé: nén b ngang tdm mit B
he: Y I}n\ g}l'm' : va hoi nghiéng 15° | D=
tay gdc va co thé \ !

S i
Ly 5 3 . Y
diéu chinh do cao 1 J
: s R I

(3¢) TU THE sAl ) THEBINe (V)

Hinh135. T_. thA so dAng m8y t2nh

50cm - 75cm

Hinh136. K2 ch c¢cn b"n

16.2.Hov m! i " ngr €

S, b¥%ng n’ clng ngh' thtng tin dXn LIJi
ch-ng, vbln LQ LTm blo mti tr<€ ng khi s’
cfn xem x® m t c¢c8ch nghi°m t%¥c LW c!!ng

S d,.ng c8&8c thi/Jt b Li n t° hi u qufl

tay v o blfo v mti tr<€ ng22thfngrquéa. vi§i
n"i v,i m8y t2nh, m"n h3nh |~ thil/Jt b t
ntng ti °u th, m°n h3nh s€& gi¥%p Li n nktng
k W.

T8I chJ] c8c b, phdn m8y t2nh, pin, h, iy
xem |7 then thi n v,i mti tr<€ ng v3 n- n
th€e v c¢ch?® x©m nhdp v" 0o kh2 quyWn. Nhi Qu
nh@3cv”™ th_,y ng©n. Do L-, nJu x |I'T kht|
mii tr<€ ng.
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1.7.Cacvh Qan t o~ n t hlhkhgamtvi ov i may tinh
1.7.1. Kiwh soat truy nhdp, blo [ antoanchod li' u

Ki
n h blt

truy

Wm so8t truy nhdp v™ blo LIm an to"n
hi"  n nay khi hfu nh€ c8c holt L ng
nhdp t“ i khol[n v"™ an to”"n d i u c

hiuwm, t s khg&i ni m v" ph€ehng ph&§p sau |1

T°n ng_vyli d YrMgt nvg’ € nmio td Yknhgg u(user) |~
m t m8y t2nh hoHc c8c d ch v, mUng.

d¥%ng (user account) v’ L€ ¢ x8c L nh
(username). Trong L -:
T T°n ng€ i d%¥%mbg °hudercame) d_ ng LW

h th  ng m8y t2nh.

T Mdt khXu (®tadsps wo rpd)c:§c kT t. hoHc
d. ng LW truy c¢cdp v'o m t m8y t2nh
mUng. Password gi¥w%p LIm blfo c8c m§
truy cdp b°i nh_ng ng€ i L« L€ ¢ ¢

T yit@lam t h° th  ng an ninh ming, ph
mQm, L'i Qu khiWn | €u |1 € ng mng v~ o v

M t t€ ng | a (firewall) LiQu khi Wn
m t mUng th!ng qua m t. mi Qu3 mh yk icWmr
s. | €©eu thing ch”™ L€ c¢c ph®p ra v~ o n
t€ ng | a, tblt ¢l | €u | € ng kh§c s¢€

1.7.2. PHFn mQn k& hYi (malware)
Phfn mQm L, ¢ h4i |~ m t Il o4i phfn mQm
L2ch khai thgc |, h" ng tr°n m8y t2nh, tI
nh©n. Virus m8y t2nh, wor ms, trojan, spy

ph’

binjnnehyi. Trong L - :

Virus maytinnhLac 8¢ m« L, ¢ h4i hoHc c8&8c che€eh
tr°n m8y t2nh m" khing biJt v~ ng€

M ¢ L. nghi°m tr ng ¢c,a mt virus c¢:
nh€ I phiQn h” chorusg&oOy wsa tWdmgt im
bxéav”™ m, t s virus c¢c- kh[ ntng tdt m
|l ©y nhi_. m v o h' th ng v~™ sau L- t
LW | ©y |l an cho c¢c8c ng€ i d¥%ng khgc.

Sau may tinh (wormsham, t ch€hng tr3®nh m8y t 2n
bfn gi ng nh€e virus m8y t2nh. Trong
th nh m t phfn c¢c,a m« m8y t2nh LW c
ch€ehng tr3nh L, ¢c | dp kh®ng nchhb&hntgh it/
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M.

bl o

m&§y t2nh. S©u m8y t2nh th€ ng L€ ¢
thtng tin c¢c- tr°n nh_ng m8y t2nh c-
h"nh hoHc c%ng chdy m t phfn mQm mYr

Trojan:Lam, t |1 o4i phfn mQm L, ¢ hdi th<€ n
mQm h°  p ph&p. Trojan c¢c- thw L€ ¢ s’
chiJm L€ ¢ quyQn truy cdp v 0o h’ t h’
trojan ¢- thW cho ph®&p cvia ocnggd §m ss §t
x-a d_. |i u, chhrn d. i wu, s a L i d

c. a m§y t2nh hoHc mldng m8y t2nh. Kh?
trojan kh'ng thW t sao ch®p.

Pht n mzZm (spyv@ne)LdlioMigr phfn mQm chuy®°n
tin t. c8c m8y ch, (thtng th€ ng v?3

m” khing c- S nhdn biJJt v° c¢cho phe
spyware LiQu ph” i c¢c8c hoUt L, mgWn, a
c8§c d. |li u thtng tin LJn m t m8y k
b&n qulfng c80 hoHc c¢c,a c8c tin tHc)
t ¢ vQ L a ch”™ th€e Li n t , mdt khXu
AdwareLaphfn mQm gi &§n Li p theo d»i tr3
v ¢ thW c’"i Lk®Bycaoékihes _ la, & h4diM ttr

tin vein bln nh, cC:- chmatnh®mgLlLki bh_ oc
m t trang Web.

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

vl o1

C'i LKRt mt phfn mQm ch ng virus BTl

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

quan, tdp Lo"n | _ nt yxaw.cfTh khhining
ng"y, h3ung tufn hoHc theo L nh k8.

C'i LHt m t tr3nh duy t web an to"n
Opera v.v. C8c phfn mQm n"y s€&€ Il uln
L€ ¢ tlFi vQ hoHc c¢c“i LHt, vQ c8§c tra
m i tr3nh duynth?3m clf,inghlii nnam_, @i nh
Ngo " i ra clng kh'ng n°n ngay | dp t_

L2nh Kk m.
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1.8.M ts vbh Qt hlnb | i ° n/hphapdudttrohgs d, ng cdng ngh
thong tin
1.8.1. Hn quyQV/S h u tritu’
QuyQn t8c gi [ hay t 8§
n

gi I cho t8c phXm c_, a
thfn c¢c- t2nh chblt vin

. Vit Nam, Ludt S° h.u tr2 tu L€ ¢
29/11/2005 ¢c- hi u | ¢ thi h”"nh t. ng"y
guan LJJn blIn quyQn nh€ sau:

guyQn hoHc b[ln g

c
ge i n"y. QuyQn t 8
h-a (clng c,n L€ c

- Gimy ph®p phtn mZimm(softwalkie bLicenge
r~ng bu,c vQ mHt ph8p I T cho vi ¢ s’

- Th, a thudn cblp ph ®pserticgnBe agreetnéhEdLA)C u ~ i
hoHc th, a thudn Lablppph®pgphiFna mQoe |
ng€ i mua, thiJJt Idp quyQn c_. a ng<€ i

- Pht n mzZm mi Kn:Lgph3 n( fmrQame waor ea) t o" n mi

Khing gi ng nh€© c8c phfn mQm t h<€hng

h, i bblt k8 thanh to8n hoHc chi ph2 ¢

ph2, t8c gi [ vXn gi. bIn quyQng, clLi @

g3 v, phfn mQm mi_  n ph2 m” kh®ng L%

- Pht n mZm chi alLsipHfrmham@nwabraen) Lfu s (

nh€ng sau m t th i gian nhblt L nh n

ph2 hoHc ph[i x-a phfn mQm. Khl'ng gi

mQm chia sT th€ ng b’ hdn chJ/trenhg. c n

m t th i gian h4n chJ tr<€ ¢ khi y°u

nNW nhdn di " n m t phfnam@finc qulphnsguy @

(Licene number ) ° t. ng phfn mQm. S d. ng ph

cho ng€ i d%ng nh€e th€ ng xuy°n L€ ¢c cdp

vdy ¢c- thW gi%p m8y t2nh c¢c,a ng€ i d%¥%ng

tr€ ngngngl™dpg th i ¢ thw s d, ng m8§y t
1.8.2.Hov d li'u

Theo m ¢ 5, LiQu 4 Ludt Giao d ch Li r

d. li u I thtng tin d€ i d4ng kT hi u,
t €ehng t .

Vi ¢ blFlo v d. |i u clng ¢c- nh_ng m c
d. |i u. C8c t&c nho®n c¢c- thwWw g0y h4i L ]r

phfn c¢c.  ng, phfn mQm, virus m8y t2nh, s,
s, Tvic,a ng€ i d¥%ng.

32



Phg&p ludt Vi t Nam kh3ng L  nh trong B
b2 mdt ¢c8&8 nh©n, b2 mdt gia L3nh |~ bblt K
thu thdp, | €u gi., s d. ng, c¢ctng khai h
cctnhon phrli L€ ¢ ng€ i L- LYng T: vi c h
li°n quan LJn b2 mdt gia L3nh phl[i L€ c
l udt ¢ quy L  nh kh8co. Nh€e vdy, vQ ngu)
d.ng d. 1li u ¢c8 nhen th3 phli L€ ¢ s, L~

t
t

Ludt An to"n thtng tin mng 2015 clng
phs8t t §n, kinh doanh tr 8i ph8p |l udt th?r
L'i Wm yJJu ¢, a h th  ng thtng tin LW thu t
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AP ccc amicHing

- KiJjn th, ¢ ¢ch blIn vQ m8y t2nh: thtng
tinh.

- H th ng phfn mQm v~ c¢c&ch bi Wu di_ n

- Mdndh dGIn: c8&c kh&8t mnrumQnpUd€ehng wht
ph€hng ti ndotwndyo@md tvh?® ug,l oad d. | i

- C8c . ng d_ng c.,a c*ng ngh thtng tin

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

- Mt s vbin LQ ch bl[n li°n quan L/n p
tin nh€: bln quyQn, s° h_u tr2 tu v

- Khai thg8c v~ s d, ng c8c itmagydQnng hct,

@@ CAUH | ONTxP

Cau l:Phatb& n " o s a u/t Kh&@®niMneZmong bAN?

A. Lamth g * &x8y d ngtrong pm vi ma khdng cach gia cac may tinh nphh h n
10km

B. Lamth g * &x&y dngtrong pmvim tqu c gia
C. Lamth g ~ ¢x@y dngtrong pkm vi toan ¢u

D. Lamth g ~ ¢x& d ng trong plm vi ma khdgng cach gia cac may tinh phh h n
100km

Céau 2: Cac het ing cva may tinh gan nhung viM gi?

A. Ngdy gili ma | nh, vao/ra

B. X lys liungithchin c¢ h®@hhn g

C. Thchin ch<€ehngdvtao/fanh, ng

D. Tinhtoan K qul, | _luli' u, vao/ra

Cau 3: Cac thanh phn  cd n cva may tinh g2m nhung gi?
A. RAM, CPU,"” L o ang,®us lién Kt

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

C. H th'ngnh,b X ly, man hinh, chut

D. H thhngnh,b x ly,h th" ngvao/ra, Bus liénj
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Cau 4: HMVithXng nha cva may tinh gdm nhung gi?

A. Cache, b nh ngoai

B. B nh ngoai, ROM

C. B nh trong,b nh ngoai

D. ngoa Cbh trobg

Cau5:Thanhphn n"a@ d ©y kibkhXxo lyttrbng tam?

A. CU

B. ALU

C. Registers

D. RAM

Cau 6: Thanh phhn  n " @ d _Gig khK kady trung tam?
A. RAM

B. ROM

C. Cu

D. noangc

Cau 7:Lodima ngun id€hinaocédtOL 1c cTtsonglkhdng gay tacth cho
taikhimithat inlg n " oickichholt?

A.  Worm

B. Trojan Horse

C. Logic bomb

D. Stealth virus

Cau 8:Motkku n" o s aMhadké@ khd ghh ht?

A. Passwordl1l6

B. Themoon

C. !$altNgl8

D. LaT3r

Cau9:Bi nhalMn b ° n t r oiglacg?U L
A. ROM

B. DRAM

C. Cache

D. Buffer
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Cau 10:MAc L 2 wyhu cwalehinh sach an ninh thong tinea mi t tYchoc la gi?

A. Qunlyvi c fu. t acoémgty
B. Theo d&i va Kih soat thong tin_dli” u nhdy c[m
C. Mot hod | niykinh doanh

D. Thuthd théngtintht T n@

nN8p 8n:
Cau l: A Cau6: C
Cau 2: C Cau7:B
Cau 3:D Cau 8: C
Cau4: C Cau 9: C
Caus:D Cau 10: B
@= BAI TxP

BailD«y bit 01100010 01111001 01110100 01
d«y kT t n" o?

Baizzn" i c8c & qadlu ParoOge: Wvi7; 24; 125,90 1285
Bai3n" i c8c 6" <wahu ssand@d7ield B11A22610A101227 A
Bai4n'i t_. h° hexa sang K€ nh" phon: 7E; 5

Bai5n” ih't.nh " phon s an§o00LD1; h1e0diGL; 11001 011 1 0
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Ch€hng ONG BICY TENM Cu B

@ M C TIEU

HXc xong <ch ng n°"y ng_Vyi hc c¢- k hd r

A A

- Tr3nh by L€ ¢ mt s kil/fn ti0, cqucl[tn t

I T th€ m c¢c, tdp tin; phFn mQm ti n 2
trong m8y t2nh, s d,. ng m8y i n;

- Kh"i L, ng, tdt L€ ¢ m8&§y t2nh, m8§y i
vi ¢ quln IT th€e m c¢c, tdp tin; ¢ i

mQm ti n 2ch thtng d, ng.

2.1Windows la gi?

H L @ hanh (Operating Systejdah th ngpiFnmQnttbramt mA i yngr _
bao quanid ¢ §kb ptfh ¢ ng cho phép caPhfn mQ@n_ ng d ng hokb  nige
dngcoti d " ng t eHmkhiwic& thifb dhfincng n "~ ydy,hfhh € hwe
m ithaotdcca nig@ ngtréncacthib phfnc n g Qi théngquad L Qi hanh.
Hay néicachkhady L Qhanhc - vai _ trtfigdn h©umag ioann nggi€
v, icacthitb phfnc ng QU nly tai nguyén, cung'@ giao divh  ryigdung va chy
cacong d\ng).

H L @ hanh n/utheo géc nhin@hWoUlphfnc ngs d, ng €L ‘& chia thanh:
H L Q hanh cho may tinh h (Mainframe, h L @ hanh cho may ¢h(Servej, h
I’ Qu hanh cho may tinh ca nhan,lh@ hanh cho SmartPhone, H @ hanh cho céc
may chuyén bit é

H Li Qo/JJlbh"hheo g-¢c nh3n ¢c_a ng€ i s d
L'i Qu h"nh Lhn nhi " m m t ng€ i d¥%ng (cé8§c
h“nh La nhi m mt ng€ i d¥%ng (nhi Qu ch-®et
h™ LiQu hmnhhiunhp€ i d¥%ng (c- thW quli
c¥%ng m t m8y) .

H LiQu h"nh Windows |~ m t b, ch€ehng

version 3.0, Microsoft L« kh'!ng ng. ng cfl
L€ ¢ ho"n thi n, tdp h° p c8&8c ch€ehng tr3n
ch2nh nh-®e:

ni Qu khi Wn phfn c¢c. ng c¢c,a m8y t2nh. V2
g tihtng tin xublt ra m'n h3nh hoHc m8y in

37



L  m nQn cho c¢c8c ch€ehng tr3nh _ ng d, ng

x  I'T vin blFn, h3nh [nh, ©m thanhéé
Qulfn I T vi c I€u tr_ th'ng tin tre°n c&
Cung cblp kh[ ntng kJt n" i v~° trao L i
Windowscégiaod n L~ ihGraphicalGdJér | nterface). N-

t° LY h a nh€e biWu t€ ng (lcon), tr3nh L

cfn th ¢ hi n.
2.11.Kh' i | ng vathoat kh i Windows
2.11.1.Kh i , ng Windows

Windows L€ ¢ t, L, ng kh i L, ng sau khi
v o t i kholn (Username) v° mdt khXu (Pa
Ltng nhdp (Il ogging on).

Sign-in options

Hinh237. M" n h3nh Ltng nhop Windows

C- thW thiJJt Idp nhi Qu t i kholn tr®°n
m t tdp h p thing tin vQ c§8§c |, a ch n t
ch€ehng tr3nh t L ng chdy khi kh' i L, ng
d. nvy..).

2.11.2. Thoat kh i Windows
Khi mu” " n tho8cthihkghep W[ Wi hdogvst bit c¢c[ c8c

Nhblp oWu, bi Wu t€ ng Windows g-c d€ i b
+ F4, hoHc nChlp | «Hhu BEtPowere> Shut down
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Shut Down Windows

Apple Software Update
.

am Windows10

‘ What do you want the computer to do?

B& | B&O Play Audio Control

Shut down

Switch user
Sign out

“

Slegy
Restart
| oK Cancel Help

Hinh 2.2. Man hinh Shut down
Chuy:Tr€, ¢ khi thosg§t

kh, i Windows LW t d
ng d, ng Lang chdy s i

au L- tho8t kh, i Wi

n
ng d, ng m" tdt m8y t2nh ngay ths3 c¢c- thW
mblt v h WilnidQ@uwsh “pnhh[i ch" nh s a c8c tdp
t2nh tiJ]]p theo.

2.12. Desktop

O Type here to search

Gi ao di Mn Desktop
giao di " n | " m
X-a Vv~ th ¢ hi n

Wi ndows t Yo
chuyWn, tUYo,
Desktop.

vi ¢ nh€e m
c8c thao

2.13. Thanh tacy Taskbar

Taskbar c¢c,n g i | © thanh t&8c v, ch a
chdy, hoHc c8c biWu t€ ng L€ ¢c c¢c” i LHt
ch€ehng tr3nh. Taskbar c¢- v’ trz n3lum ° pr
thanhngand, fu ti °n lu*n | " n%t Start h3nh 1| o
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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§i
s’ d,. ng LW tat m8y hay |~ kh' i L, ng | Yi
SystemTr ay | ° nhi nh_ng _ ng d_ Wigdowsh 4y song
Ng€ i d%ng c¢c- thw L€a c8&8c biWu teing nm

chuyWn thammgTaskbaph?2ta 2t rnf i, nth*en tr §i h
2.14. Menu Start

MenuStari © m, t tghi“anoh dpih FmtromgMErosoft Wiktlowgk W
t Windows95% © tronhg mlitXEcN-" nbbung cblp m t Li"
trung t©m cho ¢c8c ch€ehng tr3nh m8y t2nh

Microsoft Azi

New

e Microsoft Edge

. Microsoft Office 2016 Tools

A,
Microsoft R Server N | '8  Microsoft Edge

New

Microsoft SQL Server 2017

New

. Microsoft SQL Server Tools 17

New

g{ Microsoft SQL Server Management...

‘:,i SQL Server Profiler 17

L New

ﬁ Microsoft Store
9 Mixed Reality Portal

(o}

b OneDrive

0% Outlook 2016

P

£ [type here to search

H3nh 2.5, Giao di Mn Menu Start
2.15.Kh'i  ngvathoatkhim t ngd ng

2.151.Khi ,ngmt ngd ng
C8ch 1: Kh' i L, ng thl'ng qua Menu Start
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A

AE Access 2016

\ Apple Software Update
-
New

B

B& | B&O Play Audio Control

C
E Calculator
l CCleaner

5] Connect
o Cortana

pe) rfype here to search

H3nh 2.6. C8c ong dAng trong Men
Cach2Nh blp L ¥Ya @ hlui Wu t € ng ch<€hng tr3nh

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

Hinh 2.8. Cacnitthao tad> - ng, trhun nhhada sY ong dAncg

C8ch 2: S d. ng menu | nh (t%y theo v~
/| Close hoHc t° hp ph2m tdt Alt + F4

2.16.Chuyw " ilgi acaccas _ngd ng

Windows cho ph®p ng+¥€ i d¥%»ng ch4dy nhi Qu

c¥%ng | Y%Yc. nW chuyWrhiatigtat Foua | Bj ngi ta bhp
<Tab>nhkegucd i, tc §c n¥%t t<€hng . ng tr°n tha
Tuy nhi°n, thao t8c n"y ch” thudn ti n
tr€ ng h' p c qug8 nhiQu c¢c a s~ ¢, a c¥%ng
Windows t., L, ng gom c8c n¥t tr°n tnhhabiph t
chu, t, L ¢ m t -utpr 3vn'h slarun Ld-Yncgh propc a s’
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H3nh 2.9. Thao t8c chuy®n LYi giva

HoHc nJju ¢- nhiQu t i |li " u L€ c¢c m tr
phli chuyWn sang . ng d, ng L- (th'ng qua
cfn x I1

217.Thunh mtc as, L - agmd ngdng

S’ d, ng c8c n¥Wt thay L i k2zch the€e ¢ c
(thing th€ ng n3m tr°n c%ng g-¢ phli <c¢. a
s’ c.a .ng d,ng.

H3nh 2.10. C8c n¥%t thao t8c: L-ng, tht
2.18.S d. ngchyt

Chu, t d¥%ng Li Qu khiWn con tr, chu, t t €
Chu,t th€ ng c¢c- 3 nYt:

- N%t tr8i (Left Button): N3_m ph2a b°n
s d,ng khi th ¢ hi n m t thao t8c c

- NYat phrli ( Ri ght Button): Nm ph2a b
d.ng LW m m t tr3nh Lhn (Menu) | nt
v tr2 con tr, hoHc ch€ehng tr3nh.

- N%t cu, n (Scroll Button): Th€ ng n3um
cu, n mn h3nh | °n/xu” " ng, trong m t s
d. ng ph-ng to/thu nh, (Zoom). N%it c 1

ch ¢ ntng n_a Vhgch%y bnhequylchnEhag tr
C&c h"nh L, ng m" chu,t th, ¢ hi n:

- Tr, LJgn L i t€ ng: r”° chu,t tre°n mH
tr, LJn L i t€ ng cfn x |1

- Nh blp (SimgieClick):D¥%ang LW ch n m t L i t€ 1
L i t<€ ng, nhbln nhanh v~ th[l[ n¥%t tr¢
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- R hoHpPragk®wng LW di ¢ hhuwoytWen glu @Gt tcé nng
t € .ng,, bng c8&ch tr, Ln L i t€ ng r
chu, t LW d i con tr, chu, t UDtap). v  tr

- Nh blp cphhu[Right-Click): Dang LW hi Wn th™ m t m
quan LJn m c L€ ¢c ch n, b3ng c&ch tr
phrli chu, t.

- Nh blp clh¥@@oubleClick):D¥ang LW k2ch hoUt ¢ h+e€eh
th d€e i dng m t biWu t€ ng tr°n m
nhblp nhanh v th[ n%t tr8i chu, t 2 |

22.Qun | T _tvya€p tm

2.2.1.Khainim t h_ € vandp tin

T ¢ tin (File):LAm, t tdp h  p c8c d i " u ¢c- i

-

theo m t cblu tlr€icc nl"@u Lt-r,. pthrefimgltopaBfmg ¢

- PhfnbDargn€ i ttdpd ki @ bao g m c8c kI t.
s t. 0 LJn 9, dblu glch d<€ i, kholng
hi u LHc bi t v3 th<€ ng gHp | i khi

- Phfn mThee daigng 3 kT t. ., phd@pttminc,K nhy
l o4i n"o; Thing th€ ng do ch€hng tr3
tdp tin.

- Gi_a t°n v’ phfn m r, ng ngtn c8ch n

} ~ = | File Exploser - ] x
B e e e o
T & 5 Quickaccess v e Quick access o
A 3 ’
o Quick access Frequent folders (8)
8 Desktop Desktop Downloads Documents
& Downloads # ! Thi & his ¥ 21 T
:| Documents # g
= Pictures * Pictures Nusic : Videos
D Music i J\ 5 ﬁ s
B Videos
g Windows 7 Windows 8.1 32 bit
indow ;
Windows 8.1
4@ OneDrive "
Recent files (13)
3 This PC
B Desk Windows 7 Professional x26 SP1_X17-53183.150
esktop
o Windows 8.1 32 bitvmx
5| Documents
& Oownloads BRl nNguti dep g6c Vidt 64ng vai chinh trong 'Ngudi van chuyéa.., |
Dow
I Music Bl smenGesture WIN10_64 VER405.5ip
= Pictures Serial.bt
B video: OALDB.iso ion
21 tems

H3nh 2.11. Coa sY Windows Expl ol

Th€e m, c (Thaod ad¢erd) nhit dp€uw égi m ¢ 8« h, L Q
s d,ng tYo I dp. T°n thetopeche€mg cktHugt h
m r.  ng.
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Windows 10c ho ph®p ng€ i nd¥%mg Ilc8§a ¢Mhunchith
Fol der nh€e Date modi fied, Type, Si ze, Da

“ Home Share View Manage
<« “ I am » ThisPC » Documents (E:)
MName T Size Column to Fit Type Size Date created Authors
7 Quick access . .
i P B tkdh Size All Columns to Fit 5PM  Microsoft Excel W... 14KB  12/10/2018 815 PM Admin
is
E Thietkedohoa MName TPM WinRAR archive 1,143KB 12/
DecuangTangeuc § Giaotrinh Tinhecwi| Date modified 13PM WinRAR archive 13342KB 1
== Documents (E) £ Gizotrinh Tin C210. Type 126 Microsoft Word D... 2791KB 1 HaBee
‘ Downloads Bz DCCT - NGUYEN LY v Size AM Microsoft Word 9., 226 KB 12/4/2 Admin
Thietkedohoa Bz DCCT - MH 09 - LAF B Dote created SAM  Microsoft Word 9... 27KB  12/11/201 ThanhTu
B CTK CD QUAN TRI T N WPM  Microsoft Word 9... 188KB  11/23/201 TCDOM
Onel uthors
‘& OneDrive Thietkedohoa - 7AM  File folder 12/4/2018
ags
[ This PC Gigo trinh 2 112 File folder 12/13/2018 1212 AM
. ~  Title | . e
I Desktop Bai tap M File folder 11/23/2018 5:41 PM
More...
|=| Documents ore

H3nh 2.12. C8c¢c thuic t2znh cva top
€ nX¥n(RAth)Lam t d«y c¢c8c the m,c bdt LF
h€ m, ¢ con n  i\tthig) pm nch alu nbgunsga ud blu”
h€ m ¢ L. _ng tr€e c. n&€dmpg tdbee mhc o X
hi Jttr . | €u

V2 d, : E: > Bhitapg hliuedhambd d . doc c h L€ r
thuchanhl.doc L€ ¢ | €u tr. trong th€ m, c
" Loa E.

2.2.2. Xem théng tin, di chuyt, tYo “Lngtds /L n hi _ 1 €€ c watdp

tin

2.2.2.1. Xem thdng tin
Nhblh[p chu,t v o th€ m,c¢c hoHc tdp tin

Bai tap Properties *

General  Sharing Securty 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: [m] Read-only (Only applies to files in folder)
[ Hidden Advanced...




Ch’

2.2.2.2.Dichupd t h €tdptin
n th€e m, c¢c hoHc tdp tin cfn di chuyW\
CachlkKéol " i t€ ng L« ch n LJgn nhi cfn

Cg&ch 2: Nhbn t° h' p ph2mh@prph@ Xclih
ch n Cut) LW ch®p v™o0o Clipboard, sau
t" h>p ph2m Ctrl + niblg hphHjei” Eadthit ht Pas

2223. T ‘Ingtd L nhi _ 1 K€ c thortin
Nhblp phfPncmunth3nh nQn, c¢ch n New/ ¢

Tr o n gfiType the locationoftheitem nhdp L€ ng dXn c
cfn tYo Inhblpt dlfyn, médskbc Br owse LW ch’ n

t€ ng (c- thW I " m t chehNhd@lpt Néxmuh t t
LW qua b<e ¢ kJJ til]lp.
Nhdp t°n cho | i tdt cfn tUYo.

Nhblp Ehomi$h LW ho"n th”nh.

223. T ,"iténtdp t i n yc', tthialyg thaiva hiwith thong tin
vQtdp tin

TUo t h€ mNdh HpFpil deery.:t v~ o NemhFolder. 2 ¢ f
n" i t°n: chtrdpcli® nth, ¢ h OFRlto b Eim o ha
ph[i Renamen Nhdp t°n m i, nhbln ph2m En
Thay L i trUY9Yng th8i v~ hiWn th" the°r

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

= small icons TE List == Details

1T Tiles := Content =

Layout

H3nh 2.14. C8c trung th8i hi®n thn

2.2.4.Chn, saochép,dichuptdp tin y¢ the€e m

Ch’

Ch’

224 . 1. Sao . clo@pdptinh€ m
n th€e m, ¢ hoHc tdp tin cfn sao ch®p
C&ch 1: Nhbln KébL ipht2@ rCgrll« véh n L Jn

C&ch 2: Nhbin t° h ' p ph2mN@®ipl ph[C (!
v c¢ch n Copy), sau L- c¢ch n nhi LJn v
Past eNhmbpricpoh¥i chunt Paste).

224.2.Di chu t h €vamalp tin
n th€ m,¢c hoHc tdp tin cfn di chuyW
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- CachlKéol " i t€ ng L« ch n LJn nhi cfn

- C8ch 2: NhbBin t° h°p ph2mhBprphRi Xc i
ch n Cut) LW ch®p v™ 0o Clipboard, sau
t" h°p ph2zm Ctr | + nblg hpohHjei® Eadthit ht Pa's

2.2.5.X0a, khdéiphctdp tin yc¢ th€e m
2.25.1X6at h€cwtdptin
- Ch n ¢c8c th€e m,¢c v° tdp tin cfn x-a.
- Ch n Filel Delete
horb: Nhbh phim Delete
hotb: Nhgb phi chu tva ch n m c Delete
- X8c nhdn c - xd&alay khong (YeshiNo) n
2.252.Phc i t hceva tptin

n"i t€ ng b x-a s€ L€ c L€a v o Recyc
I « xhimgta h ¢ hi n c8c thao t8&c sau LOy:

- NhHpphul,°tn bi Wu t<€ ng Recycle Bin.

- Ch n t°n L"i t€ ng cfn ph,c h™i

- Th. ¢ hi n | nhNRblpephRéstchiuegtmpldc Re

Ghich:NJJu mu  n x-a h3n c8c L i t€ ng, te
L i v.,i c¢c8c L~ i t+€ ng Xo6ah 3 ntgbltRecc[y ccl8c Bli’

Recycle BinNnblp ph[lli°®hm,ad¢ Recycle Bin v™ c¢ch n
226. Timkimtdp t i n y¢ th€e m

G» t°n tdp tin hoHc Typetereno searctfénthan® m Kk |
Taskbar
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Recent

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

= WordPad

Search suggestions

£ wo - See web results

Settings (2+)

L wold 2016

H3nh 2.15. Thanh t3m kilAm th®ng
2.3. S d. ng Control Panel
2.3.1.Khi  ng Control Panel

ControlPanel ©~ m, t t h MicrosofpWifdowsccy mmg c blp kh[ n
v’ thay L i c¢c8c thift I dp h  th ng.
Kh i L ng Control Panel

- Cg8ch 1: G» Control Panel v o ' T3Im Kk
- Cach2Nh blp edbru%tt x° xu'  ng b°n cUnh Thi s
- C8ch 3: M b=3ung h, p thoUi Run

7 Run % ¥ This PC » Documents (E5) » Baitap

Desktop

OneDrive
Admin
This PC

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

= resource, and Windows will open it for you.

Open: | Control Panel V‘ Libraries

Metwork

Control Panel

EE&Eep B

Cancel Browse...

Recycle Bin

DecuongTongcuc

H3nh 2.01&inggh&€ontrol RumamedPCb " ng coa s
2.3.2. Region and Language

nW thay L i c¢c8ch biWu di.n ng 'y, gi |,
Wi ndows. Ng€ i d¥%ng cfn th ¢ hi n c8c b€
- Kh"i L, ng Control Panel

- Nhblp who, bi \Wagioh a8d lmgguager °n ¢ a s~ Con


https://vi.wikipedia.org/wiki/Microsoft_Windows

- Trén trang Region\ h blp

valo it Additional settings.

z -
¥ Customize Format X ¥ Customize Format

MNumbers Currency Time Date

Example Example

Mumbers Currency Time Date

Positive: | 123,456,7859.00 Megative: | -123,456,785.00

Positive:

5123,456,780,00

| Negative: | (§123,456,785.00) |

Click Reset to restore the systern default settings for

Decimal symbol: | 1 v| Currency symbol: | B \/|
Mo. of digits after decimal: 2 . Paositive currency format: $1.1 ~
Digit groeuping symbol: | . \/| Megative currency format: (81.1) ~

Digit grouping: 123,456,789 E
Decimal symbaol: | . v|

Negative sign symbaok | - v|
. Mo. of digits after decimal: 2 ~

Negative number format: —1.1 a

Display leading zeros: 0.7 o
Digit grouping symbol: ~

List separator: . v
Digit grouping: 123,456,789 ~

Measurement system: u.s. a

Standard digits: 0123456789 o

Use native digits: Mever R

Click Reset to restore the systemn default settings for

Reset

numbers, currency, time, and date. - numbers, curtency, time, and date. —
H3nh 2.17. Coca sY LN0Onh dvung ng~ vy,
C a s Region
* Tab Number: Thay L°i L nh d4ng s’ , c
- Deci mal symbol Thay L i kT hi u phc
- No. of digits after deci mal Thay L°
- Digit grouping symbol Thay L i kT F
- Digit grouping: Thay L i s° kT s’ tr
- Negative sign symbol Thay L i kI hi
- Negative number for mat Thay L i dUr

h
Z

Hi Wn t
phon: 0.

- Display leadng zers :
phfn thdp

- Measur ement
- Li st
* Tab

system:
separator: Ch’

Currency: Thay

* Tab Time: Thay L i
ng"y theo chJj L, 12 gi°
* Tab Date: Thay

d. [ i u ng"y theo 1 ti?°
- Short

d.

dat e

ng " y/th8ng/ ntm

n
I

K
hay

lg( Dakenh

u

hay
hay

Ch’

khlng
7.

h™  t
dblu ph©n
i L nh
nh dUlng
24 gi’

dHogph®py chl
chuXn n”"o L-

n h” ng
c8ch ¢
ding ti

th" i gi

f or miayt :©. cch on hpdhp®pd _c H'in ug n

hoHc tt
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Quy <€ c:

- d/ D (date): d¥%ng LW ch" ng~ y.

- m/l 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 quflfn |IT Bkt nhe€Jtchiu, kJtm§g

nW ¢c“i LHt m8y in ng€ i ta | " m theo c &
B acChluXn b’

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

B o2c: TiJjn h”"nh c¢7i LHt nh+€© sau
C" i m8 y Localhos) tcén rhay tinh
- KJt n°i m8y in v,i m8y t2znh (s d, ng

t2nh b@RBB ¢ ng

- Xu blt hi n ¢ a s’ Ds=awv.i ces and Printer

s Devices and Printers
<« « 4 Ha > Control Panel » Hardwareand Sound » Devices and Printers

Add a device Add a printer

~ Devices (2)

2.4G Device ADMIN

~ Printers (4)

Fax Foxit Reader PDF Microsoft Print Microso ft XPS
Printer to PDF Document Writer

H3nh 2.18. Coca sY Devices and P
Ch’ n Aprther. a
- Bbldd alocalprinterL W ¢~ i LHt m8y kihda ngh g hil .a
mu ng tinhg.y
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HP

Ch’

€ = Add Printer

Choose a printer port

A printer port is a type of connection that allows your computer to exchange information with a printer.

(®) Use an existing port: LPT1: (Printer Port) w

(O Create a new port:

Local Port

Cance

H3nh 2.19. Coa sY chZIn c¢cYng m8y
n ¢ mgvk At mBY nihn,] "'mHé ng LLPHl1, a" ME®

P2014 gqgua ¢ ng USB.

Ch  n kJt n  i/New;tua ¢ ng USB
Manufacturer\c h™ n h«mg m8y

Printer\c h- n t °n m8y kihn Win". tr3nh Li Qu

X
€ o= 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 * || Printers t
m [=] Brother Color Leg Typel Class Driver

Canon = Brother Color Type3 Class Driver

EPSON = Brother Color Typed Class Driver

Fuji Xerox =) Brother Generic Jpeg Typel Class Driver

Lal ., v LI o PR RN DUUIPUPS. SO [P, AP, I ol PR o, YAy v
=] This driver s digitally signed. Windows Update Have Disk...

Tell me why driver signing is important
Cancel

H3nh 2.20. Coca sY chZIn |l ovi m8§y
Ch  n Have Disk LW tr, ii/Jn nhi ch_ a T

Ch  n Driver m8y in phhi%a h p, bblm Next

ni Qn t °n mWigtername,” rp Mlgxtb bImi JJp t heo xult
t h csali

C h " Do not share this printer: khong diing may in chung trémd n g ;

C h " Share this printer sa: dung chungmay intrém4n g .

QU



- Next, xublt hisam h, p thodUi

- Ch " n Print a test pagt@iclW in th , DbeE

2.3.4. Programs and Features

G. b, m t ch€ehng tr3nh L« L€ ¢ c¢c” i LH
Programs and Features, | a ch n ch€hng t

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 = 11510.0 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)

a Microsoft Onelrive _] Microsoft SOL Server 2012 Mative Client

EBIE| Microsoft 501 Server 2017 | Microsoft SQL Server 2017 (64-bit)

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

H3¥nh 2.21. Coa sY Programs and Featur e:c
2.4.M ts phfn mQnti nich

2.4.1. Pn mQn nén, gi’i nén tdp tin

Wi nRAR | 7 ch€ehng wi{nmnhn®ring;StWtad@Ph2 ¢h
néncad dipc- dung | € ngdipcn khémht c®cc nh, |
ti n trong vi ¢ | €u tr_ v" trao L i thtn

24.1.1.Néenmt t hcghoHntdp tin

Ch  n m t thdaph orbni @U@ bip cp hv[ i kb hux @t biIt  hi
Vo c8c ch_c¢c nktng sau:

Add to archive..M ch€hng tr3nhdph @®MRAR, iL WhhiYQu
khac.

Addto tént o pt I A.or atthdkipm ®n, L Ht t°n theo c¢hiJ
ch2nh L ich®€hng L€ ¢

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

H3nh 2.22. N®n top tin holc th_
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2.4.1.2. Gl
1:
cabtud @ n

C8ch
N h blp
t dpi n v~
nh blp

n®n,cftdp€n m
Gi d i n ®n

n®n,
th€ m,c cfn

C - [
k hi
gi i

c h oGtQK LW dhh =~ o .

X a
X U blt

n®n,

chZn
h i

n ¢
n h bin

a
v

B Extraction path and options

? x B Thietkedohoa.rar - O X
File Commands Tools Favorites Options Help
General  Advanced P
3 ¥ i B 41U
Destination path (will be created if does not exist) Display = . | < ) B b T
Add  EdractTe Test  View Delete  Find  Wiard  Infe | ViusScan Comment Protect — SFX
: \Thietkedohoa) h New folder
Thictkedohoa.rar Thietkedohoa - RAR archive, unpacked size 2,571,984 bytes v
Update mode B Deskiop & @ & np 2 s
~
@Extract and replace files @ £ OneDrive Name Size Packed Type Modified CRC32
(O Extract and update files G- @ Admin _i
4 I This PC [ 7- CAU TRUC M., 175,104 18,658 Microso ft Word 97...  12/4/2018 3:03 CA16833F
(OFresh existing fles anly Deskiop 0:18-MANG MAY T... 314320 35468 Microsoft Word 97... 12/4/20187:33 44065030
QOverwrite mode Documents 3 9-LAP TRINH C. 27,044 25,524 Microsoft Word D...  12/4/2018 3:06 ECO1F36C
£10- Cautruc du .. 25,627 22671 Microsoft Word D, 12/4/2012317  9CDBE670
Wi Downloads S X
® Askbefore overurite w1y Music @4 1-cOsG D L. 23577 20,776 Microsoft Word D...  12/4/2018257  DF9GTFAE
(O Overwrite without prompt Pictures [ 12- LAP RAP VA ... 181,760 18,192 Microso oft Word 97...  12/4/20183:03  OF879A21
(O Skip existing fles Videos #)13-Kynanglamvi... 25588 22662 Microsoft Word D...  12/4/2018351  AFDBT4DE
(ORename automatically Windows (C2) §2)14-TiengAnh2.d 24270 21,391 Microsoft Word D...  12/4/2013849  DSC2F49D
Software (0) BE)15-M5 thudt co .. 30424 26880 Microsoft Word D...  12/5/20187:31  336E23F7
Miscellaneous Documents () m: 16-NGUYEN LY . 54,270 50448 Microsoft Word D, 12/4/20188:40  OTF76EC
Extract archives to subfolders Libraries HLW' VEK‘(THU,?. 40,917 37960 Microsoft Word D...  12/4/2018 2:58 ATFF8981
¥ @%)18-TAC CAC BA... 39,143 36060 Microsoft Word D, 12/4/2012842  9C82C3B1
DKEED broken fles + d emork @19 - XU LY ANH 367,246 365,930 M ft Word D. 12/4/2018 3:06 165D2D8F
N T DecuongTonacuc . x 1 icrosoft Word D...  12/4/
[pisplay files in Explorer {20- CHE BAN Dl... 238502 34087 Microsoft Word 97... 12/4/20187:33  DA200CSF
@5)21-ThietkeWeb.... 50423 47084 Microsoft Word D, 12/5/20187:27  CBFOS4C
Save settings )22 - TAO HINH .. 25,924 27,121 Microsoft Word D...  12/4/2012306  257700F1 v
(=L Total 2,571,984 bytes in 28 files
Cancel Help

C8&ch
Nh Bpph [ i

m, C

k hXu

2

ExtractFiles...L€u h ! ng
cfn |

Extract here: Gi b ®n

Extract
theo tént dtipn ® n

H3nh 2.
Gi d | n ®n
c h liph ®n "~

2 3.
nhanh
c h’

n

o

ti gi

eu ;
t i

v

LW th ¢ hi n vi

2.4.2. PHFn mQn di t virus

Ph¥fn
k h duc
c blp

tinh,
nong
nw LUt
t h€ ng
Ki Wm
nhdn

Ph§gt
Vi

mQm

hodUt

rus

l@p h fn emQ@ni ¢ nh
ph, ¢c (m t phfn
LW nhdn bi J]t
L€ ¢ c&c m, t i
L ng tr?®° cS8c
tratdou®i phggchi
ddng vQ virus c,.
hi n c8c h”"nh L,
hoHc c¢c8c phfn

c 8c

o

C
n

Gid i

h o Hic

n:

[

n L.

c

ntng

n ®n

n ®n

ng
gitlhdipltn&®nc; bn[Jou v
. H E g i r i

ho-

| oYi

u t

nguy°n |1

n
a

ng ¢

c8c
c h¥ng.

mQm L

top

\VARNe}

I tadigrh®n L(am¥gn d €U a
t 0o:Ch €htnrg3dnph_ tti,

t Yo

n®n .

p hviBus mdy i
n to”
Virus

t hi Wu

n

C
Virus

a
Cc

c 8c
hgi
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https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m
https://vi.wikipedia.org/wiki/Virus_(m%C3%A1y_t%C3%ADnh)
https://vi.wikipedia.org/wiki/Virus_(m%C3%A1y_t%C3%ADnh)
https://vi.wikipedia.org/wiki/T%E1%BA%ADp_tin

Vv
h

H

- 3
|

n nay c¢c- rblt nhi Qu phfn mQm di t vi

rus thing d,ng v~ L€ ¢c wmhilQnmgegg § Itr°
u:

H

Kaspersky AntiVirus:  Phfn mQm m,_ i L€ ¢ phgt tr
khtng ¢c- | ¢ch s nh€ c8c LUi gia kbh
danh s8ch c8c phfn mQm Kdspersky vR hrfurs Q@i
khing mi.,n ph2, tuy nhi°n clng c¢c- pt

¥. Kaspersky Internet Security KASPERSKYS ? e X

Your computer is protected

1 9 =
R~/
Scan Database Update Safe Money
@ i g
Privacy Protection Parental Control Protection for all
devices
G 0_ Other products My Kaspersky  License: 351 days remaining

H3nh 2.24. Giao diMn phtn mZm vi r

McAfee:. Phfn mQm di t virus v~™ c8c phf¥
ph8t triWn kh§ | ©u v™ c¢- uy t2n. nOy

Norton AntiVirus Phfn mQm di t virus v’ c 8§
hangSymante¢ L€ ¢ ph&t triwWn t. khg§ | ©u,
mQm t h€hng mYi

BKAV: Phfn mQm di t virus v" c8c phf

BKAV, L€ ¢ phg&t triwWn ho"n to"n b'i

khing thua k®&m c¢c8c s[n phXm c¥%ng | ot
he

Windows Defendem €° tc2 ¢ h p sJ/un tr°n Windows
nQn, qu®t c8c tdp tin Kkhingech %myd ¥hg
ch¥%ng. Ngay khi ph8t hi ' n c&c ph¥fn n
bdt | °n th!'ng b§o nigva |iwadfen gd etaeuc tle-d
kiWm tra v" fAti°u di to c8c phfn mQr
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https://vi.wikipedia.org/w/index.php?title=Kaspersky_Anti-Virus&action=edit&redlink=1
https://vi.wikipedia.org/wiki/Kaspersky_Lab
https://vi.wikipedia.org/w/index.php?title=McAfee&action=edit&redlink=1
https://vi.wikipedia.org/w/index.php?title=Norton_AntiVirus&action=edit&redlink=1
https://vi.wikipedia.org/wiki/Symantec

2.5.S d ngti/hg Vi t
2.5.1. Cac b ma ti/jhg vi t

M, i m t blng m« s€&€ Li k m v, i m t font
Vi t, phli c¢ch  n font ch., ph% h ' p v.i brln
nhdp v o s€ khtng L€ ¢ hiWn th nh€e 1T mu

- Unicode: Unicode | " m« font chii®tec s’
g i nh_ng kT t  m« Uni codneg uaxmhad nl
nhdn L€ ¢ L¥%ng h3nh d&8ng c_,a kT t I
kK hi c i LHt Wi ndows.

- VNI Windows:Bf mx n~"y c¢- b, font <c¢h, khg L
ch,, t°n font <c¢h, bt Lfu b=ng ch_ '\

- TCVN3 (ABC):n© " b, font chuXn c¢c.,a qu ¢ g
kT t.  "." (dblu chblm).

- Vietware:B, f ont ¢ h. c.a blng m« Vietware
bat Lfu b=ng ch., SVN I h font c¢h,
ch, VN I " h font 2 byte.

B Fontch Blng ma Font ch thdng 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 c nhdp ti/jhg vi t
Hai ki Wu g» thing d,ng nhblt hi n nay I
Quyt bc g» c8§c t° h p ph2m cho ki Wu g» T

Kyt a é 0 h e t L
KiW Telex | aa ee o0 |Ow;[|uw;w;]| aw dd
KiW VNI a6 e6 06 o7 u7 a8 do
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Dbl sde¢ | huyQv| hi ngd | nHag

KiW Telex S f r X ]

KiWi VNI 1 2 3 4 5

Dblu c- thWilD® o atthmmguy°n ©m hoHc sau |
b, dblu sai th3 c¢ch” c¢cfn b, dblu | 4i ch_ kh

V2 d,: mufmwmhhg» ch_ ¢

Ki Wu Tel ex: caanf thow hoHc caafn t ho\

Ki Wu VNI : ca6bn2 tho7 hoHc ca62n tho?

2.5.3. Ch n phfn mQn ti/jhg vi t

nW s~ d,ng ti/Jjng Vi t trong Windows c¢f¥f
g» tiJlng Vi t. C8c phfn mQm thtng d, ng F
g» tiJjng Vi t phli c¢ch  n blfng m« ph¥% h' p
FontUnicoé t h€ ng L€ ¢ t2ch trong Windows.

Hi " n nay th<€ ng ph’ bi Jn s’ d. ng phfn
L€ ¢ c¢c i ° c¢hlJ] LlconUknikeyli€ Lc nlgHhta n his Trads.ik W r t
Mkhi Unikey Lang ° clElxhi “bdth/Jtit]ng i tt
ra,Unikeyc T ng c- thW Ml Ee€cc&d indg, 6 dgmd Bighps c ¢t

¢ h uvyao shortcutUnikey sl © man hinh desktop o Hic t. menu St
Programs/Unikey.
.- UniKey 40 RC2

g::gk;fn (unicode v l“ Do ]

Kiéu go: [Telex—vl

Phim chuyén: CTRL + SHIFT @ ALT+Z 2 Thunhd

Tuy chon khac

[7] Cho phép g6 tw do [¥] B4t kiém tra chinh ta

["| ét déu oa, uy (thay vi da, Gy) [Z] Tw déing kndi phuc phim voi tiy sai

[7] Luén si¥ dung clipboard cho unicode

Tly chon gd tat Hé théng

[Z] cho phép g5 tat 7 Bat hdi thoai nay khi khéi dong
[] cho phép gb tat ca khi tat tiéng Viét [¥] Khéi ddng cling Windows
@J [¥] Vietnamese interface

‘ @ Hubng dén

Théng tin ‘ ‘ Mac dinh ’

H3nh 2.25. Giao di Mn pht n mZm Un
2.6. Chuyd " iU 'nH dUng tdp tin
Tdp tin c- r Bitngnkih@uw Inchthi@.ddc, todhe §d, Wridn b [

am thanth o Hic  (v.mp@,&mp4,*wma,*wmv,é) , dUng *pd nphg, [ n h
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*gi f),vwé nW chuyWn L i L nh ddng m t tdp
mQm chuyWn LHc t h?v.

Hi " n nay, ng€ i d%ng c- thW s d_ng c§
L i L nh dng tdp tin. M t s trang chuy

https://convertio.co/vn/
https://www.zamzar.com/

https://www.freefileconvert.com/
2. 7. na ph<€ehng ti

Tr3nh La lph€ehntg tthudt ng.phfrac mQnicdis8W ct
ch ¢ ntng ttdpla itmhi€ha@dui hdJt c8&c tr3nh L
tr° m t s c¢c8c L nh dUng t daudio@mthan®ad i a,
video.

M t s tr3nh La ph€ehng ti n 149i ch’™ toec
hoHc video, v~ L€ c tgnhiaudit@@dionpgayer) ndginh v . i
videolvi deo player). Nh_ng nh” s[n xublt r a
V' o Vi ¢ cung cblp cho ng+¥€ i d¥ng nh_ng t
tdp trung h€e ng LJ/n.

Tr3nh La ph€hng ti n qucen tthhWawWiwows/n nh
Media Playel’ € ¢ t 2 ¢ h Microgoft Wifdowst r ° n

|3 Windows Media Player — [m} X

G » Library » Music » All music Play Burn Sync

Organize v  Stream v  Create playlist + = v [ Sear 2 @ ldsavelist

&) 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 b 4

Drag items here
to create a playlist

¢ 0 7Q7 » —e e
H3nh 2. 26. Giao di Mn Windows Medi
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https://convertio.co/vn/
https://www.zamzar.com/
https://www.freefileconvert.com/
https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m
https://vi.wikipedia.org/wiki/T%E1%BA%ADp_tin
https://vi.wikipedia.org/wiki/Multimedia
https://vi.wikipedia.org/w/index.php?title=Tr%C3%ACnh_audio&action=edit&redlink=1
https://vi.wikipedia.org/w/index.php?title=Tr%C3%ACnh_video&action=edit&redlink=1
https://vi.wikipedia.org/w/index.php?title=Tr%C3%ACnh_video&action=edit&redlink=1
https://vi.wikipedia.org/wiki/Windows_Media_Player
https://vi.wikipedia.org/wiki/Windows_Media_Player
https://vi.wikipedia.org/wiki/Microsoft_Windows

2.8.S d, ng may in

R

2.8.1.L ach nmay in

NJ]u

n h

m8y
b ung

t2nh L€ c
c8ch ch /n

c h Sat as Default Printer.

H3nh 2.27. H i

2.8.2.In
B_ acVadFilec h Print ( h o Hic
B acT®y: ch"  nh c8c
- CopiesS'1 € ng b[l[n |
- Print Al Pages Tr ong

t blt

t 2y ch’

c nhi Qu m8y in, t
oty a s De fnahlblpt P [inn Fed

~- -
=2 See what's printing

Micro! /' Set as default printer
Dacumi o
Printing preferences

Printer properties
crosoft XP Create shortcut

Troubleshoot

Remove device

efault
soft XPS Docum
Er

p thovui |l xa chZn chA L

bblm tCrlfP)p ph2m t dt
thi gt |dp:
n (t%y c¢ch n).

Printer Propertiess T%y c¢h  n m8y in cho vi ¢ i

m, ¢ n~y ©erint Al lPAfjesinh™ n |
cl c8c tr aRrigt CorreatPage(nc hb [m )i rh ocHac
n) wagek hdeli dgnd¥%ng L&HRh s’

Print OneSide( i n 1 mHt) hoHc Print on Both

t %2y m8y in ¢c- t2nh nkng in 2 mHt hay
- Collated( i n theo tdp): Ch. c nktng n"vy d?¥%i
khi mu" n in v,i s~ 1€ ng |.n hoHc in
- Portrait/ LandscapeOrientation:L,. a c¢ch  n b[n in d ¢ h¢
- Ad/letter: Ch n 1l oUi k2ch th€e ¢ ph% h' p
- Margins: L. a ch n ctn I Q cho bln in c¢-
vV, ctn 1 Q 4 b°n 1" hoHc Narrow cktn
Pagepersheet L, a c¢ch n in g, p c8c trang in

thw I

B.

a3clL

a

a

ch n in 2/4/6 hoHc 8 trang g,

ch'Pint | * nh



’ CEC gMICHINH

H L'i Qu h"  nicacWh8d ows mm0: c8c th” " nh ph
ntng ch b[ln.

C8§c thiJJjt Idp h aneél ,ngc 8a omhgfF M@am@m ot
n®n, di t virus.

Ki Wu g» Telex v™ blfng m« Unicode.

- TYo, thay L i t°n, c¢ch n, sao ch®p, x
- C"i LHtgvithsdnhdthYo dcB.c phfn mQOm t i’
- C"i LKt m8y in v’ in bin.

@@ CAUH | ONTxP

Caul:Kytxn”™ o s au Lo@yn gk hKihtégblisin?

A @
B. &
C. %
D. >

Cau2:Kytxn”" o s au Lo@yn gk hihn gt EsnAic? h m

o

~

Cau 3:nOchuyan chALi vitchénthanhvit L 1e Fitrong chALl so nti o
v £ An, & dAng phim nao?

A. Shift
B Insert
C. Citrl
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D. Caps Lock

Cau 4:nGbit d uimgmittoptin, thxc hivh n hAnao® h
A. Nhbb pHichu tvaotdptin, ch n Send TéDesktop

B. Nhbp phichu tvaotdp tin, ch n Properties

C. Nhpb pHhichu tvaotdptin, ch n Create Shortcut

D. Nhbp pHichu tvaotd tin, ch n Sharing and Security

Caus5:Phatby n”" o sau LOy | ° L¥ng?
A. H L@hanhchquin | T _ d Knd&g adn ly tdp tin

B. The€coothideh a t hc€onmad tin

C. H L@hanhchqun | T _aghce) m

D. H LQhanhkhénggin | T c &cont&CG® m

Cau6:Trongmit t Accdécetpa hai Act hconm A Vi~ tB°, nAckehhi. L'm
thanh B thi may tinh ttxyc hivh  n hAnao® h

A. Hn ra thtngnthg8o t°n L« t

B. T L ngxéat h€c mB L « ¢ -

C. TLng ghi ¢ Ath®omBhf«mc -

D. Thchinvic il t°n nhesg b3nh the
Cau7:Thanhpin n~ @ d _©y kibdéoamsyt h_RaPm

A. Thanh Téhg thai

B. Thanh Qi °u L

C. ThanhThc L hn

D. Clba ph<€ehngu 8inYartg °n L

Cau8:Phatbidu n"a@ d ©y EZKML u¥aniy may tinh?

A. LaphfnmQnpHi  dAmayltinh cé thvhod | nigy

B. La phfn mQn cai 9 trong mi may tinh

C. LaphnmQn k ht’rcg tlh€@rgng may tinh

D. Lapffnm@n do c¢c! ng t gquydi xayrdogva phtt tii
Cau 9:Cach tychoc t K¢ vatoptin theo ML Zu hanh Windows khdng cho phép
L Zu gi?

A. Trongmt t hce€didt i n v, ccdnh€ m

B. Tdlomttdtincécha t hc@€onm

C. Mt L oangcodth\ ‘& phanchiathanhn@” L goga | ogi c
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D. Th€cmc ha yvccontchté& trimgnhau

Cau 10:Céactop tins a u  k tighzn axdab’ ng tY hi p phim Shift+Delete Bn h _
thAnao?

A. CO thW ‘& khdi ph ¢ khi m Recycle Bin

B. CO thAL ‘& khéi ph ¢ khi M Computer

C. Khong thwkhoi ph ¢ 1Y

D. Chcotdtinv £ in.DOC la céd thikhoi ph ¢

Cau 1l:Hip Zr1khign d Y@®phondto, thu nky, L -casyl cc gsila gi?

A. Dialog box
B. List box

C. Control box
D. Textbox

Céau 12:nGch y mi t ong d\ng trong Windows, tkc hiMi n hAnaof h

A. NheppHichutv ™ o ¢ h€hngd ngrichmBpen

B. NhgppHichutv ™ o ¢ h€©hngd ngrich mRroperties

C. NhbbpHichutv " o ¢ h€hngd ngrich m Explore

D. Cfba t haoQt 8lc¥antg °n L

Cau 13:Thanh pH n nao cho phép thit lop  m?* yng &m viM trén Windove?
A. Display

B. Screenswver

C. Control Panel

D. Help and Support

Cau 14:Khi may tinhhgt ing,PMLZu h~" nbnpd v o LOu?

A. RAM

B. B nh ngoai

C. B nh trong

D. ROM

Cau15:Khi LanMdwi " Wi ~do®@smticBoccatbp t i n Aic”
t r ° n elcgaay,naom

A. Computer héb Windows Explorer

B. Computer héb Recycle Bin

C

Windows Explorer hbb Recycle Bin
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D. Network hdb Recycle Bin
Caul6é:scding ch_ _ng var Wnhdo@genlgtbp Lt i n Ac? t h_

A. Microsoft Office

B. Accessories

C. Control Panel

D. Windows Explorer

Caul7:Phatb@u n" o sau I"@y | ° L¥ng nh

A. H L @ hanhlapin mQn_ngd ng
B. H L Q hanhlapAh m@nh th ng
C. H L @ hanhlaphn mQnti nich

D. Clbaphatbid t Qf nL ¥n g

Cau 18:PH n mZm ong d\ng nao khéng thiic hML Zu hanh Windows 10?

A. Microsoft Excel

B. Calculator

C. Wordpad

D. Notepad

Cau 19:Phatb&u n" o sau LO©y | ° L%¥ng?

Trong Wi ndows 10, YWSHhloged Wkuy comhanmghoa |~
Trong Windows 10, Shorittctue dcBntimdnoa |
hinh
C. Trong Windows 10, Shordscluang -mnghoa |~
D. Cfba ph€ehngusg8in tr °n L

Cau 20:Tr ong Wi ndb wdiddn§ man lhinh vao b nha Clipboard, ©
dAng phim nao?

A. Ctrl+C
B. Citrl + Insert

C. Print Screen

D. ESC

ngp 8n:

Caul:D Céau 6:A Cau 11: C Céau 16: D
Cau 2: A Cau7:D Cau 12: A Cau l7: B
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Cau 3: B Cau 8: A Cau 13: C Cau 18: A

Cau 4B Cau 9: B Cau 14: A Cau 19: A
Cau5:B Cau 10: C Cau 15: A Cau 20: C
@2 BAI TxP

Bai 1: C "~ iruvd chia Tmay in qua rihg LAN.
Bai 2: Kh' i  nig Control Panel va chh cac tlly chn trong Control Panel theo cac yéu
cfu sau

- Ch'nhsangayvagic ah th ng
- n inQ cho Desktop

- C" itbcH]L, b[ov man hinh: Thi} Id Screenseer dthg hinh lac Vi  t
Nam L ang,thigiangch B phyt

- Cac tly chn vQmouse:
1 nQchnhfc , Nhgh L Yaghu tc acon chut

f Thayibiii "ng cho c $ag NommalnSelectHelp Select,
Workinginbackg ound, é

1 n & n BV drichu tkhinhgb phim Control (show location)

Tl v t dai (b / trails) khi di chuy chy t

C" iHuicho Windowscochl, ind * ngo ( Hi bernat e)
- Cho hw th/ tdbVolume Control trén khay hth” ng (System tray)

- C7 irbs Id, ng cac phim’s(Numpad) thay tHcho con chut
- T4 va xo6a User Account:
! T useraccountmicoténga si nh vi ° n jacsoanunay -
I Xda user account c6 tén sinh viénavttb
- CAc tuy chn vQRegional Setting:
f Ch nthTD a t \thrih ki ¢ a Short date la dd/mm/yyyy
f Ch nthTTi mWl ildthg hiwi th h th" ngla 24 g
f CAnthGCu r r eWd I kythi utigh 1a VND

Céac tuy chn vQFont ch : M vatham kiffom ts m)u ¢ a cac font ch

Bai 3: Windows Explorer
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Cau 1: Krei i ng Windows Explorer va thc hiM:

- SPhxPp c8c,cgheRimght WiddAhd:o ws
1 Large Icons
1 List
9 Details
M Tiles
I Content

- S xPpc as ¢ aRight Windows theo tht :
1 By Name
1 By Date nodified

i By Type
i1 By Size
Cau2:To cOyAictthYLom D: nh_ sau:
4 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 MGOAI NGU
TOEC

Cau3: Thxchivh il t °n adc th m
- ni t° ncNGOANGW thanh ENGLISH
- ni t ° ncEXBEEthanhXU LY BANG TINH
- n'i t° ncWORBthamhXU LY BAN BAN
- n'i t° ncWINDewsthanhHDH MICROSOFT

COlu 4: Saoxkch®p t h_ m
- Ch®p _tcW@&RDm " o }clERGLISH

- Ch®p _tchCEICm ™ o fchri® HOC
- Ch®p _tchiIMH@®C v ' qcMAN&MAY TINH

de
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- Ch®p _tclO®v mo fcHETHUAT LAP TRINH

Cau5:Dichuyah t I\¢ m
- Dichuywt t hc®/ORDvV © o | ciLAP TRINH DI DONG
- Dichuywt t hc@INFHOCVQt h€cgrcca L o a
Cau 6: Xéavaphchd t Ac m
- X- a thTe HOC
- Phchi t _hc®INMHOC v axoba

COu TMtthuid@ t 2 nh ®ho th_ m

- Ganthuctinhchll ¢ ( Read Onl ycMANGIMAY JINH ta€ m
TIN HOC

- Gan thu c tinhXp KY THUAT LAP TINH
- G b cacthuctinhchl ¢ ¢ h o, cINHOCmM

COu 8 : YiTupan (Option) va Windows Explorer
- n Q chnhwWindows Exploresao cho khongWhbycacth t i n &~ t h
A
- CO6 nhch xétgi Wt h ©c ki THUAT LAP TRINH

- H« y QiehnhWindows Exploret’We6 tiwkemcacdh t i n Xy t h€

- T€ehnyg M«Qychithiwindows Exploreisao cho khong ty phfn m
rnggacactgpt i n. S@ohnhlbtinhtthg nh<@u.ban L

Bai 4: Windows Explorer
Caul: To c©yAict nh_m s¥aw a( tDr:°)n

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

Cau 2: Chuya vZt h _Ac WC:\Windows, thxc hiMh cac yéucu:
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- Sao chépcaebtincopfnm r ngla.init C\WWi ndows s anb<€uh
tr.

- Sao chépcaap tincopfnm r ngla.bmptCWi ndows s ang t
DO HOA

Cau 3: Chuyah vZY D:\ thxc hiMh c4c yéu tu sau:
- Tr ong,_ ctBAEAPWIN HOCtdhb t h ° mc GHWENGNTRINH

- ChépHic[cactptincoOpfnm r ngla.exetC\WWi ndows sang t
CHUONG TRINH v a tb

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

- Dungchcn t n g: WinRarlWh ® n  t hCGAUONG TRINH. XemlY

d u n gng ka@khi nén

- X- a t ©GRUGNG TRINH

- Gi[inén b tin CHUONG TRINHrarv "HuL t r o n@TINNHO®& m
COu ¥ : trtthyictihh, x6a thd ¢ tinh, xéava pi\c ht h _Ac m

- ni t° ncthamhe tén ¢ asinhvién

- nhthu ctinhchlc (read onkVNHOEho t h€ m

- nkthu ctinhXy (Hi dden)cLWHRWRU t h€ m

- G (x6a)cacthuctinhva HL cho ¢&8c the€e m

- X- a t &©GTWMCO BAN vaphcRild t hc® amdatrong thing
rac
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Ch€ehng., Lhl VIDN B 4wiNB

HXc xong c¢ch__ng n"y, ng_yl hc c¢- khd

- Tr3nh by L€ ¢ mt s kifJjln th_ ¢ ch
b[ n, S d . MigrospftWord20d@®mong sod4n thTlo

xXublt v’ ph©n ph' i vin b[n;
- SoYn thlo L€ ¢ vin bln blFlo L[m L¥%ng
bfn h"nh ch2nh; in bln v° ph®n ph’ i v
3.1.Khainim vifnvaxX |' T vihn b
31.1.Khainim v ifn b
Vein blfn | ° ¢c&c t~ i 1i wu, giby t° L€ ¢
Lo"n thw, c¢c8c t° c¢ch_ ¢ x« h,i. Vtn bl[n n-
L4t thi'ng tin b3lbng m t ng'n ng. (hay kI
ca L°i s"ng x« h,i v qulfn IT nh” ne€e c
khac nhau.
312.Khdinimx | T vhn b
X T vin Dblfn I~ s d,.ng c8c phfn mQr
Writer, Mi crosoft Word LW bi®°n tdp n, i (o
mQm x| T vin bl[n mi._n ph2 kh8c nh€e Abi w

3.2.S d. ng Microsoft Word
3.2.1. Gj i thi" u Microsoft Word
3.21.1. M, L-ng Microsoft Word
- M Microsoft Word

 CachiNhblp chun Et\"(a Al | MigrpssftWord (trén
Windows 10)

f Cach2Nhblp tho, bi ﬁ trén@nam kgnh (desktop)
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wg

WasEE

o [F
RecycISBITINE SWerkoint
Hinh3.1Khei Li ng MibrosoftWprd201923 n h

- n-ng Microsoft Wordn‘Chg-nc vt ro® nb i cWhan g
man hinhMicrosoftWord h o Hc nhbin t° h ' p ph2zm A

Hinh3.2n- ng ch_ _ng tr3nh
3.2.1.2. Gji thi’ u giao di n Microsoft Word

Sau khi MidosdftWordngn " n h3nh | "m vi ¢ nhe€
Quick Access Toolbar Title Bar Ribbon
(Thanh truy ep nhanh) ( ThanhQt (ThTRibbon)
H v = Document] onrd Preview Sign in [Eal — O *
Home Insert Design Layout References Mailings Review View vHel[:l Q Tell me Q_ Share
. ot (Body - -
Y (:“h; ‘B;di]abe < x H,, AaBbCcDe AaBbCeDe AaBbCe - ;:)
Pavste ~ A - 3. A - Aa- Ao TMormal = TMNoSpac.. Heading1 |+ EdIEmg
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 vi c) (Thanh cun)
— Ruler
- ( Thanh) C]L, hiw th

Page 1 of 1 0 words English (United States)

Hinh 3.3.Man hinh lanv i Mc
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3.2.2. Thao tac vi tdp tin Microsoft Word
3.2.2.1.M m, ttdptin co s

- Ch tabFile- ch  n Open (Ctrl +0 hoHc Ctrl| +F
@ Recent
& COneDrive
El;l This PC
\é: Add a Place
Browse
Hinh3.4Me file vitn bdn
- Cacttych  n m'
f Recent: Mt dpHanhm c8§e¢c€ ¢c LOy
f OneDrive MdipL€ ¢ | €©u tr°n OneDrive, p
OneDrive m i s d,ng L€ ¢ t2nh ntr
Open
@ Recent OneDrive - Personal
= OneDrive - Pe | Marme T
tE% ngr:;en:::negtheuiffgjutlmk.cqm
Attachments
E;' e b Hinh anh
'{Té} Add a Place Tai ligu
Browse
Hinh35Meg top tin | _u truvu trxc tuyAn t
9 This PCIpLMia | €u tr °n Loa m8y t
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f Browse: Ch ntHdftneomdgXnhm®@® m c tr°n

- H p thoUi Op€h’ muBI€ mg dXn ch_ a tc
(DAWORD), c¢ch ™  n tdp tin vin bln cfn m
LW m" .CaNhcbénl LW h_,y b, thao t §c.

(W] Open X

1 < SUNS(D:) » WORD v O Search WORD 2

Organize * Mew folder \ CH n * L’nw«] 0

P ~ .
“J 3D Objects Name Ch. a tcp tin Type

I Desktop Microsoft]

SUNNGUYEN.docx

El Documents Tyde: Microsoft Word Document
; Downloads Authors: MGUYEN DAMG THE VINH
Sizg: 123 KB

J’ Music Dafe modified: 12/08/2018 10:428 PM
= Pictures N .
m Videos Ch n th tln

. <
e WIN1D (C) munm
- SUNS (D) v < 5

File name: | SUNNGUYEM.docx ~ | All Word Documents (*.docg™.c ~

Hinh36Hi p t houvui Open
3.222. Tom ttdptinm_ i

- Tdp vtkinn b[ rChttabkieg:ch n New, c¢ch n Bl a
(hoHc Ctr | +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)

Hinh3.7Tu o fil e mai
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Tdpmtintheo

m X

u <« thi gt |

dp:

T Ch tabFile- ch n NemXuchbin k8 LW s
d. ng h, p t3m ki Jm, t3m m t mXu
n i i nternet) .

| Search for online templates L0 ‘
Suggested searches:  Business Cards Flyers Education Resumes and Cover Letters Holiday Letters
oo oo
YN YN
L . A . A
Caover letter (blue) Polished resume, desig... == Polished cover letter, de...
Hinh38Th_  vi Mn file m,u c-
. ~ . P . .
T Sau khic h mi¥ u , X U blt h i n giao di n,
ht
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 sizes 174 KB
L] » = ﬂ
b st ninm [ Create
Hinh3.9TY o mai vi&in bdn L« chZn tp
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T VEn
ch’™ vi

bl n

m i L« L€ ¢ tUo v

x x

c midunghépm 1K Jt

OBIECTIVE

Ta gwt aiarted, click
plocebholdes text and sinrt
typing. Ea boel: oo ox bwe
sanbeniom.

Double-click the table cells in
thae [ccsar io edd your conzast
ndz (o delets e colomoa

oo dem 't wasd).

SKILLS

|
Explein wrhat youo'sw
sape=ially good ab. Whet asta
oo apact? Tas your cwo

language—seol jecgem.

EMAIL

Hinh3.10M u L «

EXPERIENCE

I3E TITLE ~ COMIPANY - DATES FROM - TO

Eu=nmarize vour key ssapomai=ilsien, lesdership, eng ok xiallas
accomplishmesita. Demn't lixt evecything; keep il ralewass and
mciode doto thot shows the tnpact oo mwds.

I3E TITLE + COMIPANY - DATES FROM - TO
Think obaout e 3ixe of the wamm yoo led, the embar of projects
you kalazowd, or the numbes of axclay you wrobe.

EDUCATION
|
DEGAREE - WATE EARMED ~ SCHOIL

¥eax sighi wans fo include yous CFA ond o sommary of relewank
coeramwark awerdy, and bomara

DEGAREE - WATE EARMED ~ SCHOIL
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.
TWITTER HANDLE TELEPH ONIE LINHEMN URL

3. 2. 2. HptnLLu t
Ch’ tabFile- Save NhdHc chuntbi Wu Httr@thath Sav

Qui ck

Access

Tool bar ( hoHc

chn tp th_ vi Mn

mx u

Onl

Ctr | +
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- H p thoUi Savhe nmAsl € arbht achXd p , ttiongd mu ™ n
File Name nhdp v~ o t°n (fiehchnng |teuc miun n
Save LW CaucelNhlbW h_,y b, thao t §c.

(W] save As X
- v 4 « SUMS (D) » WORD « @ | Search WORD y]
Organize = New folder =z v e
&=/ Pictures 2 Mame CH n L‘nw« Type
B videos EW .etp tlrt
w WIN1O ()
- SUNS (D)
=¥ Network Nth tén tp tln
v < >
v o LO
File name: | SUNNGUYEN.doox € | -
Save as type:  Word Document (*.docx) ~
Authors: SUN Tags: Add atag
[ 5ave Thumbnail
4 Hide Folders Tools  ~ Cancel
Hinh3.11Hi p t hou i Save As

- Sau khi | ©u tdp tin, nJlu mutabFilel-€u v
Save As, ch'  n L€ ng dX%n ch_a tdp tin

- Leu 1T nW tr&nh mblt d. | i u khi gHp
th ¢ hi n nhiQutft@engt kho & GotHac( @ thp b/HS
ch. ¢ ntng t.  Qh tabFilel-6up ttidopn st,i nx:u blt  hi
Word Options,b™ n Save, tick ch n ASave Aut
thift I dp th i gian t L, ng | € vin
phut).

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 . \ . ; P
Customiss Ribbon location: Chldsers\SUNAppDatatRoamingiM Browse...
™ Default file location: Chldsers\SUN\Documents', Browse.., W
Cancel
H3nh 3.12. L_u tx Ling vin bdn
3. 2. 2. 4dptim - ng t
Ch tabFile- Cl ose (hoHc Ctrl +W)
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Ch’

== = =2 =2

Hinh3.13n- ng file wvkin
3. 2.8Bh.dinng VvInn

3. 2. 3nhHdin gn v (Texb

n (t?

Times Mew Bo ~ |12

B I U ~abe X, X°

Times Mew Rom =

12 -,

Ch n

A A Ttng

b

Len)

Ch’

bd n

v £ rn cbhl tabHome- mhdimh Fonth d Y n ¢
- A A Aa-  PRe BiwW "nhge
m r, ng
A-¥-A- chc nt
Font E/
Hinh3.14Nh- m choc nktng Font

n ki Wu c¢h,
k2ch the ¢ (c_.) c¢h,
v gilm k2ch the ¢ c¢ch,
Case): ChuyWwWn L i hoa t1I

A" Change
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T2nh nt Coéng d ng Vid,
Sentence case Ch h o &u dbng nguynvitn a Nguyn v&in
lowercase Chthe NGUYWN VI Nnguynvin a
UPPERCASE Ch hoa nguynv £t n a NGUYWN VI N
Capitalize Each Worf Ch hoa ky t Lfu nguynvtn aNguynVin A
tOGGLE cASE Chuywi hoa nrga vf"thlf-'lq Nguy nVEn AnGUYWNV I N
T “(Clear Formatting): x-a L nh dUn
9 B(Bold): In Ldm (hoHc Ctrl +B)
T £(ltalic) I n nghi°ng (hoHc Ctrl +
¢ Y(Underline): GYch d€ i (hoHc Ctr
f #(Strikethrough): N®t glch Lhn gi
f *(Subscript): Chy) s de€ i (hoHc C
f ¥(Superscript): ISHft+) s tr°n ( hoHc
q "(Text Effects): Hi wu ng ch_, (s¢
T (Text Highlight Color): M u nQn
1 é'( Font Color): M"u c¢h,
- C8c ch_ c nktng kh8c: Ch  n biWu t€ ng
t hoUi
Font ? x
Font  Advanced
Font: Font style: Size:
Times New Raman Regular 12
Tekton Pro ~ 8 ~
Tekton Pro Cond Ttalic g
Tekton Pro Ext Bold 10
Tempus Sans ITC Bold Italic 11
[Tmes New Roman 12__Id
Font color: Underline style: Underline color:
Automatic ~ | | (none) e Automatic
Effects
[ strikethrough [ small caps
[ Double strikethrough [ Al caps
[ superscript [ Hidden
[ subscript
Preview
Nguvén 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 hovu i Font
- TabFont:X8 ¢ L nh dlng ch_., ki Wu c¢h,_
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¥ FontCh - n font c¢ch_, c¢cfn s d_,ng
f FontstyleKi Wu c¢ch. (Regular: th<€ ng, |t
1 SizeeK2ch the ¢ (c.) ch,
1 FontcolorM™ u ¢ h
f UnderlinestyleC8 ¢ ki Wu glch ch®©n ¢, a c¢h,
f UnderlinecolorM™ u c¢c_ a L€ ng glch chon
 EffectssM, t s~  hi u ng khsgc
Hi u_ng Cong q ng Vid,
Strikethrough nétdc h L lach gi| H2ag
Double strikethrough nétgc h L &ach gi|H=ag
Superscript ch's trén X2
Subscript chs d@ H,O
Small caps Ch hoanh hag | HANG
All caps Ch hoaln hag | HANG
Hidden X1 n idung
f PreviewXem tr<€ ¢ L nh dUng
¥ AdvancednW x8c L nh khol[ng c¢c8ch v~ v’
3. 2. 3nh2ngnUtiov £ n
3.2.3.2.1 h d n g uii(Paragraph)
- noYn vin (Paragraph) bao g m m t ho
nhbln ph2zm enter.
- Ch  n LoUn v &in -nouh tabHBmen mhéeh Banagraph
e— _a— — = = A
T T iz v AT | EE iR ,.:l T
BiW " nge
=== 1= & - m r ng
chc nt
Paragraph L4
Hinh3.16Nh- m choc nktng Paragraph
‘ﬂg(Align Text Left): Canh tr §i ( hc
1 E(Center): Canh gi_a (hoHc Ctrl +E
T =(Align Text Right): Canh phr[i (h
‘HE(Justify): Canh LQu (hoHc Ctrl +1J
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b=
T **(Line

and Paragraph Spacing): Gi
dong)
C8c ch._¢c ntng m r, ng: ch n biWu t+€
hi " n h, p thodUi
Paragraph ? =
General
Alignment: Left e
Outline level: |Body Text R
Indentation
Left: 0am = Spedial: By:
Right: 0cm = First line ~| |1am |5
[ Mirror indents
Spacing
Before: Opt = Line spacing: Al
After: opt z Single ~ =
] Don't add space between paragraphs of the same style
Prewview
Tabs... Set As Default Cancel
Hinh3.17Hi p t hou i Paragraph
TablIndents and Spacing:
1 General
A Alignment:Canh | Q vin bln, Left (tr§gi)
Centered (gi. a)
A OutlinelevelThi Jt | dp LQ m, ¢ chblp L, (trec
t h w)
1 Indentaton Kho[ng c¢c8ch | Q vin bf[n
ALeft: Khol[ng c8ch t_. 1 Q tr§i
A Right: Khol[ng c8ch t_. 1 Q phri
A Special:
V None: Khéng
VFirst line: Th,t Lfu d,ng (ch’
gi 8§ tr° (gi & tr° L€ ¢ x8c L nh
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V Hanging: Th_,t Lfu d,ng (tr_ d,
tr° (gi & tr° L€ ¢ x8c L  nh tro

T Spacing: Kholng c8ch c¢c8c d, ng

A Before: Khol[ng c8ch tr°n m i LoUn

A After: Kholng c8ch d€ i m i LoUn

A LineSpacing: Khol[ng c8ch gi_a c8c d
gidn dong)

3.2.3.2.2 [mh d' ng Bullets, Numbering
- n " nh dlng Bullets

f Ch ™ n LoUn vin b[ ntabkHenme- tnhom PaBagrbphe t .

~ch n bil = BuleB-nch” n ki Wu Bullet mu
Bullet Library
*
Mone ® O) | + i:’#

> v

Document Bullets

® v O u ® -
| O -

Define Mew Bullet...

Hinh 3.18 Bullet Library

-

_Cc, ¢
, X u blt
, ¢ch n Symbol é sau L- c¢ch n Kk

9 NJu mu' n ch  n ki Wu Bullet k-
Bullets- ch n Define New Bull et
Bul | et
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Define Mew Bullet 7 hod

Bullet character

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

Cancel

H3nh 3.19. nMfnh nghoa mit Bull el
nh ddng Numbering

T Ch  n LoUYn viEn bl[n cfn L8&nh s’

T Ch" tab Home - nhom Paragraphr ¢ h™ n bi W&

i

="t € n
Numbering 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 t %y chXn choc nktng Number

C NJu mu'  n ch n ki Wu Number kr?:c, ct
Numbering- Ch™ n Define New Number Form
Define New Number For mat , trong m
thiJjgt I dp (1, 2, 3¢é, I, 1 11 é,
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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 Fc«
3.2.3.2.3Thi& lop @nhidpng (Tab)
- nW LHt L€ ¢ tab tr°n vin bl[n, ch¥ng
thanh th<€e ¢ tr°n vmnmmBsHow, Niclnhn nt ¥l o)
Ruler.

- ni Qu ch" nh I o4i tab c¢Rnblp Hgkdhvagthanh t r 2
th€ ¢ ngang LW LHt tab.

n Qi chnh n Hutab vao trén
cac I tab t hanh 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_aoc ngang
- Mt s 1o4i tab

Ll Left Tab (tabtrai):V tr2 bdt Lfu t. tr8i seé

“Ri ght TabV(ttarb2 pbhditi )L:fu t_. ph[li s

tiDeci mal Tab @trmatbb wh t pho©hBlu phOr
phan.

T
 “Center TalNJIMmtgb,  giva)tr2z LHt tab.
T
T
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¢ WBarTab:® n thanh th3ng L. ng t4di v’
cho text).

Sau khi thi/fJt | dp c¢8c Nhadip/aph dvritot Hak h

k8 tab n"o L« thilJJt | dp

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

N — v

L - 3 4 L 5 = 8 g 10 11 12 13 14 1 15 s
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 hXa 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
QK Cancel
Hinh3.24Hi p thovui Tabs
Tab stop position: Gi &8 tr c8c Vv’

Al i gnment: Canh | Q tab

LeaderKi Wu hi Wn th  gi_._a c¢c8c v  tr?
N¥%t Set LW thiJJt | dp c¢ "I LHt m, t
Nwut Clear LW x-a tab L€ ¢ ch n,

=2 =2 =2 =4 A =2
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3.2.3.2.4 [mh d' ng khung va rZn (Borders and Shading)

- Ch n n,i dung c¢f

n L " nh dUng

- Ch  tabDesign- nhom Page Background ¢ h™ n b jl Page€’ n g

Borders, xublt hi n h,p thoYi
T Borders: ThilJjt | 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
|: ox _ =
|: Shadow ——————————— y
gull:lr: = —
E 0 Automatic w
Width: i b
%: CQStDITI 1fa I:It Apphl, o
Paragraph w
Options...
Horizontal Line... Cancel
Hinh3.25Hi p t hovu i Bor d BabBordasnd Shading
A Setting: X8&c L nh dlng L€ ng viQ
AStyle: Ch n kiWu L€ ng viQn
A Color: M u L€ ng viQn
AWidth: n, d°"y ¢, a viQn
A Preview:Xemt €, ¢ thi Jt | dph, LC&aqg c¢®nh
L€ ng vi Qn
A Applyto:Ap d_, ng tr °n Plaxt(avgtrm pbh[ n()L o YUn
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T Shading: ThiJt | 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 hovu i Bor d BabShadmgqhd Shading
AFill: Ch  n m'u nQn
A Patterns: Ch  n kiWu nQn L€ ¢ ¢~
APreview: Xem tr<€ c¢c thil/Jt | dp

A Apply to: Cp d,ng tr°@extParagraph

1T Page Border: n"nh ddng khung cho

Borders and Shading ? >

Borders Page Border  Shading

Setting: Style: Preview

~ Click on diagram below ar
use buttons to apply borders

Shadow

{0 | [ | (09 | | g
|

w I
colon |
3D Automatic ~
Width: i
Custom % pt v
Apply to:
At Whaole document W
[none) o -
Options...
Hinh3.27Hi p t hovu i Bor dEabPagedBarder Shadi ng
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A Setting, Style v° Preview c- t&§&c
LoUn
A Apply to: PhYm vi 8§p d,

ng L-ng Kk
3.2.3.3. KM dang (Style)

Ki Wu d&ngs8cstyha)dldng L€ ¢ thift | dp s
ch_¢&

-

- Cp d, ng style cho vin Dbln

f T Ch  n n,i dung vtn bl[n cfn 8p d_, ng
g 1 2
Nguyén Vin A
Hinh328ChzZn nii dung c¢ctn 8p dAng
! Ch tabHome- nhémStyles ch n style c¢cfn s’ C
Title)

AaBbCcDc | AaBbCcDe AaBhCe

aasbcel | AAD | assbcer aaBbeed: aaBbeed:
TMormal | TMeo Spac.. Heading 1

Heading 2 Title Subtitle  Subtle Em... Emphasis

AaBbCcD: AaBbCcd AaBbCcD: AaBbCcD: ALBECCDC AABBCCDL AaBbCcld AaBbCcDe

Intense E... Strong Cuote Intense Ch...  Subtle Ref...

Intense R... Book Title T List Para...
A4 Create a Style

Clear Formatting

= Apply Styles...

Hinh329Danh s8ch c¢c8c ki ®u d8ng c-
9 KJt qul style Title L€ c 8§p d, ng

g 3 5
Nguyén Van A
Hinh3.30Ki ©Gu d8ng Title L._

1 c 8p dAnq
- H y b, style L« §p d,

ng
T Ch  n ven bln L« 8p d,ng style c¥fn
E 5
Nguyéen Van A
Hinh331. @ Xn nii dung ctn hvy bY sty
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! Ch tabHome- nhémStyles ch  n Cl ear For matti

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

4, Apply Styles...

Hinh3.32T %y c¢chxZn Clear Formatting
T KJt qul sau khi h,y b, style L« §

g 1 2
Nguyén Vin A

Hinh3.33vtn bd n L« hvy 8p dAng styl e
- Hi "u ch" nh style

1 RightNhblp eho, style ¢cfn hi u ch”™nh,

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

Hinh334Chxn style c¢ctn hiMu ch=nh
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f Xublt hi " n h, p thoUYi Modify Styl e,
ddng nh€e: font ch_, k2ch th+€e ¢ ch,
kholng c8ch ¢c8c d, ng. Chi til/JJt hhr

Font, Paragraph, T&mu Bdrdéri, uNwm
OK LW thay L i style.
Maodify Style ? *
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 -

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

Shortcut key... Automatically update

Text Effects... New documents based on this template

Hinh3.35Hi p t hou i Modi fy Style
- S d. ng ctng ¢, sao ch®p L nh dUng
T Ch n ven blfn c¢cfn sao ch®p L nh dy

> 1 2 2

ok 5

oL = - o5
< Nguyen Van A ¢
mmamnssssnrsnnannmedh

Hinh3.36VLtn bd n c¢ctn sao ch®p LM0Onh du

C h tabHome- nhomClipboard ¢ h™ Nh Hp )X ha?! ZdFoenat Painter).

NW sao ch®p L nh dUng cho nhibipQuoh wotén bi §va
t e JSgFormat Painter). Sau L- ch n v~ o L«
ding 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 (t@swrdnvicrmEcb L
3.2.3.41. Bl ng (Table)
- TYo m i m t blng (table)
T Cblu tr%c blfng g m nhiQu c¢c,t (Colu
c.a ¢, t v,i d,ng g i I 1 (Cell).
f Ch  tabinsert- nhémTables ch™ n b i o Table” oly n
|l nsert Table, xublt hi ' n h, p thodi
Insert Table ? X
Table size
Mumber of columns: o ¥
Mumber of rows: 2 —
AutoFit behavior
(®) Fixed column width: | Auto =
() AutoFit to contents
() AutoFit to window
[ ] rRemember dimensions for new tables
oK Cancel
Hinh3.38Hi p thoui Tabl e
A Table size
V Number of columns: S ¢, t c¢cfn t(Y
V Number of rows: S d,ng cfn tUYo
A AutoFit behavior
VFixed column width: C° L nh chiQ
V AutoFit to contents: Chi Qu r ., ng
V AutoFit to window: Chi Qu r, ng c,
- Dichuywn v~ thao t&8ablenhdp | i u trong T
1 Di chuyWn con tRhimghotec xu ng d, ng
1 Di chuyWn con tr, sanfRp2mh[Tabh &y Hxe
+ Tab.
9 nW nhdp ph2m Tab (tYo nh_ ng L€ ng
Ctrl + Tab.
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f NJu Lang °~ ' cu'i c¢c¥%ng, ph2m Tab «
vdy, ¢+ thW ch¥%ng ta kh'ng cfn x8c

Table.
f Thay L i c¢chiQu r, ng v°™ chiQu cao
A Nhbln gi. v° di chuyWn chu,t tr°n nh
bfng LW thay L i c¢chiQu r, ng ¢, t/ <c¢h
u i
STT Hg tén Pia chi
1 | Nguyén Vian 3
A (]
2 | Nguyén Vian
B

Hinh3.39Mi nh hXa thay LYi Li ring ci
A Tr°n thanh Ruler clng xublt hi n c§&c
c8ch ¢, t/ d,ng. C- thW di chuyWn <ch
chirQung ¢, t/ c¢chi Qu cao d, ng.

# = 2 3 E s &3

e

STT Hg tén Pia chi
1 | Nguyén Vian
A

2 Nguyén Van
B

Hinh3.40Mi nh hXa thay LYi Li ring cit (
- Tr3nh b "y v’ L TabLaygd)lng trong blng (
f Ch " n blng, ctabtayduhgY €h-m Tabl e,
“(Select Table), c¢c- c8c t¥%y ch n
A SelectcellCh™ n
A Selectcolumn: 8 n ¢ t
A Selectrow:®@ n d, ng
A SelectTable:8° n to"n b, blng

s

Select  View Properties
= Gridlines

Table
Hinh 3.41.Nhém Table
- Ch n th°m d,ng, c¢c,t v~ o Tabl e
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f nHt con tr, tYi v tr2 mu'n ch™ n

c,t, ' phli ch n tr <€ tablLcaS8yco wt, nYg,n hc
Rows & Columns

9 Ch n v o nh_ng biWu t€ ng t<€hng _r

X -

4 o

T e &1 P
i |

Insert  Insert Insert Insert

Above Below Left Right

Fows & Columns s

Hinh 3.42. Cac tuy &n chén dong,id
A lnsert Above: Ch n tr°n d, ng Lang c
Alnsert Below: Ch n d€ i d,ng Lang
Alnsert Left: Ch n c¢c,t b°n tr§i
Alnsert Right: Ch™ n b°n phrli

a c8c ', d,ng, c, 6t

1T Ch " n c¢c8c ', d, ngtablLcaytoudf nyY xn-ha.m (R
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vng, di chuyWn LiWm n"y s€ tYo ra r

oo\,
N>

Hinh3.108Bi An LYi shape
- Xoay v° Idt L°i t+€ ng

1T Ch n v~ gi chu, t tr8i v~™0 h3nh tr

-
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(o o)
N

O

Hinh3.109Chn LXi t_1ng c¢ct n xoay
1 Di chuyWn chu, t theo h€ ng cfn xo
@

0]

Hinh3.110n Xi t_ 1 ng sau khi Xoay

f Ch¥“ng ta c¢c- thW ch n v o 1 trong ¢
L i t<€ ng.

f HoHc c¢- thW xoay v' Idt L i t€ ng
t € n g, tab&drmat{Drawing Tools)- ¢ h™ n b VAt e
(Rotate), c¢c- c8c t¥»y ch n

“k Rotate Right 90"
A" Rotate Left 90°
= Flip Vertical

di.  Flip Honzontal

H More Rotation Options...

Hinh 3.111C8c t %y c¢chXZn choc nktng Rotat

f RotateRight9® Quay L i t€ ng g-c 900 b°
f RotatelLeft98: Quay L i t€ ng g-c 900 b°
T Flip Vertical: Ldt L i t€ ng theo
f FIlip Horizontal: Ldt L i t€ ng the
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T T2nh ntng n"y s d,ng t t nhblt tro
L i Xx.ng
—
Hinh 3112.Flip Horizontal
Thay L i v tr2 hiWn th gi_a c¢c8c L’
T Ch  n L i taFormat(Drawiihg Tools) nhom Arrange
ch™ n bi J¢BringEorwagl) vi O (Send Backward)
.1 Bring Forward - 0 Send Backward -
.1 Bring Forward O Send Backward
", Bring to Front O Send to Back
L_'... Bring in Front of Text |:..|.I' Send Behind Text
Hinh3.113.C8c¢c t %y c¢chXn choc nktng Bring Foryv
 BringForwardn€a L i t€ ng ph2a sau ra p
f BringtoFrontn€a | °n tr°n c8c L i t€ ng |
 BringinFrontof Textn€a L i t<€ ng n3¥xm tr°n v
f SendBackwardp€a L i t€ ng ph2a tr€ c ra
1 SendtoBackn€a ra sau c8c L i t€ ng khst
1

SendBehindTexn€a L i t+€© ng n31m ph2a sau

Hinh3.114T2 nh ntng Send Backward

Nh-m nhi Qu L i:Cth®€®nngc8tchlni m& ng (g
ch  n t_. ng L tabFotm& (Drayving Toash nhom Arrange

ch’ n Gr oruhpbl hpohH¢in cch&ic tL" i t € ng L€ ¢
Group).

B.
(Drawing Tools} nhomArrange ¢ h™ n Un grnhblp @ ot
phli, c¢h Ungrdep)o up

nh-m c8§c L i t€ ng L« gtamFormat - m:
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3.235.Hp v fm(Tekt Box)
- TYo Toexx tm,Bi

f Ch tabinsert- nhémText- ch™ n Db |(Tetxt€|§o><t)-g
ch n Draw Text Box

Built-in -
' e || .
Simple Text Box Austin Quote Austin Sidebar
|
Banded Cuote Banded Sidebar Facet Cluote -
@ More Text Boxes from Office.com »
Draw Text Box

Hinh 3.115T %2y chZox Text B

1 Di chuyWn chu, fTextBgm gi_  tchucfntlB
Bo x , sau L - n MekpBoxn | dung v~ o

| -p%NGUYEfWANA%

o

Hinh 3.116VBva ntop ni i dungText Box
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- S dJextBoxt . th<€ vi n c¢c- sJun

f Ch’ tablnsert- nhomText- ch’™ n b (TetxtEl§o><t)-g

Xxublt hi n TexhB&, vt hnnc B1¥ AustnQuoted ¥%2n g
Built-in -
o I
Simple Text Box Austin Quote Austin Sidebar
|
Banded Cluote Banded Sidebar Facet Cuote -

@ Maore Text Boxes from Office.com
Draw Text Box

Hinh 3.117Ch 2 n m, u AustnxXuoteB o X
f Sau khi c¢ch’  n mXu

cfn s TektBoxg hter 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 {dextBoxt r ong t h_ vi Mn
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T Nhdp v " oTextBox dung

NGUYEN VAN A

Hinh 3.119.Ni i  deutriy

- n nh T@dByg Ch n text beo>x hctgoForntat nh d!
nhém Shape Styles

T TYUo TexPBox: 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

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

MOLISA | = | MOLISA
9 Khing ch n m"u nQn: Ch n No Fill

MOLISA | = | MOLISA

T Ch  n nQn | " h3nh [nh: Ch n Pictur

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

MOLISA | = | MOLISA

T NQn |~ Texture: Ch n Texture, ch |

MOLISA | = | MOLISA -

TOo TVektBox CZ((nShape Outline), xublt hi

Theme Colors

Standard Colors

HE EEEEN
Mo Qutline

vy More Outline Colors...

Hinh 3.121Shape Outline

f Ch - n mu viQn: Ch n mu viQn tron
More Outline Colors

MOLISA | =  MOLISA

1 Khtng ch n viQn: Ch n No Outline
MOLISA | = MOLISA
f Thay L i L., r,ng viQn: Ch n Wei ght

MOLISA | = | MOLISA
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f Thay L i kiWu viQn: Ch n Dashes

____________________________

MOLISA | = @ MOLISA

- L €eliext Box
f Th ¢ hTextBoxt UohextBoxv . a -t o tablnsert
nhémText c¢h™ n b gJ(TEb(t‘BE)X)’I g

’ MOLISA

Hinh 3.122Text BDbxct n | u

f Ch n Save Selection to Text Box Gz

: Drraw Text Box
E Save Selection to Text Box Gallery

Hinh3 1 2 3 TextlBoxu

Xublt hi"  n h,p thoUi HACreat em Ne waBnei |
(MOLISA) , ch' n OK.

Create Mew Building Block [4 >
Mame: MOLISA

Gallery: Text Boxes W
Category: General e

SUM NGUYEN

Description:

Save im: Building Blocks W
Options: Insert content only e

OK Cancel
Hinh3.124Hi p t houi Create New Building
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KJt qul tronfextBdx&€hvingnt §«veca t Yo

General

MOLISA
@ More Text Boxes from Office.com

Draw Text Box

vpa tuo L« hio©n thn t

Hinh 3.125T e xt Bo X

3.2.3.6. Tham chiu (Reference)

Trong qus8 tr3nh x I

dung di, n gi i c.a chv t
bIn (Endnote)

TYUo Footnote [ 2]
t9Y0o ch% th2ch cho t.

T vin bln, ch¥%ng t
h2ch ¢c- t hW tr 3

=13
T

! Chlng téimu " n
fFootnot eo

Footnote|1a gi?

trY sau tp ctn ch n F

Hinh 3.126n1t con
Y nh-m Footnote Y ¢

f Ch tabRef erences
ABl Uiy Insert Endnote

ﬁg Mext Footnote -
Insert

Footnote El Show Motes
Footnotes 7

Hinh 3.127Insert Footnote
c h n Hfho3d@®3n ot e

f BOy gi cu' i trang
chungtéic h®™ vi ¢ nhdp v o n,i dung cf¥f

1 ! Nhap néi dung cén chi thich
Hinh3.128Nhop nii dung ct n ch% th2ch
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T Sau khi nhdp xong n,

S t h_ t c.a ch¥ t

Footnote! la gi?

i Fdouontgn octhe/o t xhi?
h2ch

v a tUYo.

Hinh3.129n« c¢ch n Footnote

Xb6a Footnote [2]

H

f Changtéich™ vi ¢ ch n
Footnote (s” 1), n,.

v
[

0]

v’

tr2

dung ch¥%

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

Hinh 3.130X6a Footnote
TYUo Endnote [ 2]

f Chingtdimu"  n t Yo c¢ch¥% th2ch

fFootnot eo

Endnotg]

Hinh3.131n1t con trY sau t
f Ch tabRef erences Y nh-

.,.['i'] Insert Endnote

ﬁg Mext Footnote -
Insert
Footnate = Show Notes

Footnotes -

Hinh 3.132Insert Endnote

1 C8§c thao t8&c c¢c.n | Yij

5

cu’

th2ch L€ ¢ ch ™ n v o
S€ naym ° cu' i vin b[n

M t s° thu, c t2nh c_ a

Footnote

f Ch tabRef erences Y nh-

tén)m’ r.ng cltng c,

m Footnote

p

cho t_

L « C
t h2

N
m

ctn ch n E

t €ehng t

Vin

Y

n h €

bl n

a trang 7

and E

m Footnote Y

f Location (v trz2z L Ht)

Footnotes: cu i trang
Endnotes: cu' i vin brTl
1 Footnote layout

Col umns: ch n c8ch hi

n

Wn

(c-

t

h

Footnot e

15 tr

c h¥
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 Format:

Number for mat ch n kiWu s~ ghi chv
Custom mark: T, L  nh nghoa kT t , ho
Start at: bdt Lfu L&nh s t_
Numbering: (Continuous: L&nh s° t_ L
L§nh s t_.ng section ri°ng bi t)
Footnote and Endnote ? =
Location
@ Footnotes:: | 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 Endno
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3.2.3.7.Hoantl v Enn b
3.2.3.71. CFrZtoanli vt An b

H

Sau khi ho"n tbit vi ¢ nhdp | i u, c¢h?%noq

=
Align Left (Ctrl + L) (Canh tréi) = 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.Canh Z vin bdn

= Align Right (Ctrl + R) (Canh pfi) Justify (cCtm

3.2.3.72. Thém, b ngbtrang (Page break)

Ch. ¢ nktng Page break d¥»»ng LW ngdt n, i
d. ng ph2m enter nhi Qu | fn.

- Th°m ngdt trang
f nHit con tr, chu, t t4di v tr2z 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 gitp ngudi khac ti tim 14y cau tra 1oi.

Hinh3.135n'1t con trY tu] vil tr2z ctn n

=
f Ch’ tabinsert- nhémPages ¢ h™ n b i [ l(PageSBraal,
boy gi® vin bln L« L€ ¢c ngdt sang
T Ngo i ra, c¢ch¥%Wng ta c- thw s’ d, ng
tabLayout- nhomPageSetup ch™ n Brceha kns Page.

- B, n g dt trang

EH

T nW th. ¢ hi " n L€ ¢ vi ¢ n"y, ch¥ng
l °n v’ x-a. nW hi Wn tabHome -d lBhom n g dt

Paragraph ch n Db .%(Sl‘e‘bwlg Hi de) , X U blt
trang Page Break ngay t4Yi v trz2

Néu-t6i-nhin-deoc-diém-so-thip-hon mwdi, t6i-s&-don thuin tra 16i:Xin-cam-on!-
Ban-co-gol v-gi-giiptoi-cai thiénban than khong 7" ¢

RN -7 3 1= . |

Hinh 3.136Hi ©®©n t hM dmu ngat trang

f nW x-a b,, ch n v o dblu ngdt trang

Néu-t6i-nhin-deoc-difm so-thip-hon muwdi, t6i-s&-don thuin tra 16 Xin-cam-on!-
Ban-c6-goi v-gi-ghiptoi-cai thién ban thin khéng?” 9

Hinh3.137D™ u ngat trang L_1c¢c chZXZn
3.2373. Mo t ¥ttang (Header& Footer)

- T9o ti°u LQ Lfu trang

f Ch tablinsert- nhom Header & Footer ch™ n b '..jl t €

(Header), ch n mXu trong danh s8§c|
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Built-in
Blank

[Type heen]

Blank (Three Columns)

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

@ More Headers from Office.com
[ Edit Header

|_=;.; Bernove Header

Hinh 3.138TY o0 mai Header

f Nhdp v " o n,i dung Header cfn tUYo,
gi hadung vin bln 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

Hinh3.139Ni i dung header

- TYo ti°u LQ cu'i trang

f Ch  tablInsert- nhom Header & Footer ch n bi \.F::EJ t €
(Footer), c¢ch n mXu trong danh s§8c|

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 o0 ma i Footer
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Footer -Section 1-

f Nhdp v" o n,i dung Footer cfn t Yo,
gi . a n_ i dung viEn b[n v"™ Footer.
""" Newavama
Hinh3.141INi i dung Footer
Th°m s° trang v o Footer (ch ™ n v~™o \
T nHit con tr, t 4i v’ t r tabDesign {(Header c f n
& Footer Tools} nhémHeader& Footer c h™ n b i ﬂ'(Pagee" ng
Number hj xublt§c t %y ch’ n
B Topof Page »
:@ Eottorn of Page »
= Page Margins »
[¥] Current Position *
Ehlﬂ Eormat Page Murnbers..,
BL; Bemove Page Murnbers
Hinh 3.142T %y c¢chxXn Page Number
T Top of Page: Ch n ph2za tr°n c¢c_, a t.
T Bottom of Page: Ch n ph2za d€e, i ¢,
1T Page Margi ns: Ch n v o | Q tr §i C.
f Current Position: Ch n v’'o con tr,
f Ch QurrentPosi tion, xublt hi n danh s 8§
Number
Simple =
Plain Number
Page X
Accent Bar 1
Accent Bar 2
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Hinh3.143T %y c¢chXn Current

Position

ch n v’ o g-

f KJt qul, s° trang L€ c
""" NewenvanA  Tamgdd]
Hinh3.144Ch n sX trang
ThaylL" i n, i dung Header & Footer

f Ch’ tablinsert-

nhém Header & Footer ¢ h°

n bi'jl

t

HeaderQHElmd-lIcer, ch n Edi't Header h
n . i dung c¢cfn hi u ch" nh, nhdp n._ i
Xo6a Header & Footer
f Ch  tablInsert- nhom Header & Footer ch  n b ‘,j,l t €
HeaderQHE\cocHIcer, ch n Remove Header

TUo Header

T Ch¥ng t a
nh€e sau.

T nHt <con
! Ch tabLayout-

& Footer kh&§8c

nhau

mu & Ftoba eHe adearng 2 kh§8c

tr, t4i cu’ i tr

ang 1.

nh-m Page Setup. Ch n
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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.

b i

il

Continuous

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
9 BOY gi° con tr, L« n3m sang trang

! Ch  tablnsert- nhom Header & Footer ¢ h™ n deHmawaFooter
-ch n Edit Header hoHc Edit Foot e

1 TréntabHeader & Footer, nh-m Navoi gat. i
LW b, i °n kJt LJn trang 1
Header & Footer Tools
Wailings Review View Help Design Q Tell me what you want to do
[S14 Previous DDiﬁerentFirstPage .+ Header from Top: | 1.27 cm
5 [Eip Mest DDifferentOdd&EvenPages "+ Footer from Bottom: |1.27 cm -
oto §
Fonterw Show Docurment Text Insert Alignment Tab
Mavigation Options Pasition
§ 1 2 3 4 5 [ 7 ] 3 10 i1 12 13 14 15 s 1
Nguyén Vin B

Hinh3.146BY c¢chXn Link to Previous
T Sau L - nhdp n, i dung Header kh§c
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Header & Footer Tools

Mailings Review View Help Design Q Tell me what you want to do
[Z14 Previous [] Different First Page ot Header from Top: |1.27ecm
5 [Eip Mext ["] Different Odd & Even Pages "'t Footer from Bottom: |1.27 cm -
oto .

: Footer :n Link to Previous Show Document Text Insert Alignment Tab

Mavigation Cptions Position
g 1 2 3 4 5 [ 7 : 9 10 11 12 13 14 15 s 1

Nguyén Vin C

Hinh3.147Thay LYi Header kh§c
- nW tYo Footer kh8c nhau, thao t&c t ¢

f Thay L i L nh dlng s° trang: Ch n
c £ n t ha ytabDesign (Heater &Footer Tools) nhom Header
& Footer- Page Number For mat Page Number s, Xx
Page Mumber Format ? x

Mumber format: |1,

[ tndude chap -=§r .- ' r

a b, o ..
Chapter startys B C, ...

Use separator? = ITYOmEr]

Examples: 1-1, 1-A

Page numbering
@ Continue from previous section
i) Start at: o

cance

Hinh3.148Hi p t hov i Page Number For mat
f NumberformatCh™ n ddng s hoHc kT t. c¥fn
T I'nclude chapter number: S’ trang |

-

§ Continue from previoussectio: trang L€ ¢ tiJp n
L -

1 StartatKh a i b8o s trang bdt Lfu t. g
3.2.4. [hn vin b
- Thi gt 1 dp kh" gi bly
! Ch tabLayout- nh- m Page Setup, c¢ch n bi W

@ @ IE 'ﬁ Breaks -

; ) ) i [ Line Numbers -
Margins Orientation  5ize Columns
= > > - bt Hyphenation -
Page Setup ﬂ
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Hinh3.149ChXn bi ©®u t_1 ng me ring Page
f Xublt hi n htabPapkoli tromgnm, c Paper
A5, A4, A3é t¥»y thu, c v" o m8y i n,
ph% h°p, thtng th€ ng c8c m8§8y in \

Page Setup ? x

Margins

Paper size:

A4

width: |21cm

a4l £

Height: |29.7 cm

Paper source

First page: QOther pages:
Default tray (Main Paper Tray) Default tray (Main Paper Tray)
Main Paper Tray Main Paper Tray

Preview

Apply to: | This section ~ Print Options...

Set As Default Cancel

Hinh 3.150.TabPaper
T Thi gt 1 dp | Q gi btgbMarginsh€, ng gi bly: (
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Page Setup 7 x
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 ~

Set Az Default Cancel

Hinh 3.151.TabMargins
1 Margins

Top: LQ tr°n

Bott om: LQ de, i

Left: LQ tr 8i

Ri ght: LQ phT[i

Gutter: BQ tring iphFn g8y
Gutter Position: V tr2 L Ht

f Orientation: X8c L nh he

Portrait: D ¢
Landscape: Ngang

Inbln t “Gh tabFilew Print (Ctrl +

g8y t i
ng gi bly
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 - P rparaa
1 Print the entire document e
Pages: i H-:,",y_,i{f -
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 v e T
A4 .
210 mrm x 296.98 mm
| Custom Margins -
j 1 Page Per Sheet -
w
Page Setup
SIS 3 ofs6 28% (=)—-0—— =
Hinh 3.152C8c t %y c¢chxZn choc nktng
1  Copies: ch n s bln c¢cfn in
T Printer ch  n t°n m8y in (nJu
1 Settings:
Print Al Pages: Il n to" " n b, viEn
Print Selection: Iln vin bln L€ c
Print Current Page: In trang hi
Print Custom Range: I'n m t Vvi¥ng
Only Print Odd Pages: In trang |
Only Print Even Pages: I n trang
Page: Nhdp s trang cfn in
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as

Collated: In sdp xJJp theo b (ch”™ 8p

”

Uncol |l at ed: I n khlng sdp xJ]p theo b,

Portrait Orientation: Ch n h<€ ng gi bl
Orientation (ngang)

Ch  n trang gibly in: A3, A4, A5¢é

Ch  n IQ trang in: Ch n c¢c8c kiWu I Q L
I n nhi Qu trang tr°n 1 trang gi bly: 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 &kt (in 16 trang vao 1 trang).

ngg(Print): t h,

3

c hi n in
3.2.5. Phan phi vEin b
L€u viEn bln v, i c8c ki Wu kh8c nhau, k
: m, c Save as type, ch n v" o c¢c8c ki Wu
(W] Save As x
— v 4 » ThisPC » SUNS(D:) » WORD » v O Search WORD pel
Organize = MNew folder == = 9
I This PC ~ Mame Date modified Type
I Desktop Images 16/09/2018 2:33 PM  File folder
Iﬂ Documents M= eT1 13/08/201811:28 ... Microsoft Word D...
= BT2 13, 01811:27 ... Microsoft Word D...
;Downloads .
. = ss 12/09/2018 11:22 ... Microsoft Word D...
J‘& Music " .
SUMNGUYEM 12/09/2018 10:48 ...  Microsoft Word D...
&= Pictures
B videos
e WINTO (C)
- SUNS (D:) v < >
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¢chXZn | _u c¢c8c ki @u LMNnh duvu ng
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- Word Document n"nh ddng file docx (
- Word9%72 003 Document L€eu L nh ddng h,
- Rich Text Format: n nh d4ng file rtf
- PDF: n  nh d4ng file pdf
- Plain Text: n nh ding t xt
- nHt mdt khXu cho fil e:
f Trong h, p thodi Save as, ch n Tool
(W] Save As >
— v « SUNS (D) » WORD ] Search WORD el
Organize * Mew folder SR 0
| Pictures 2 Mame - Type ™
E Videos Images File fol
G WINTO (C3) @s BT Micros
— SUNS (D) @ sT2 Micros
05 ss ’ Micros
¥ Network ] SUNNGUYEN 12/09/2018 10:48 ... Micros o
LU 4 >
FilEﬂamE:| “
Save as type: | Word Document ~
Authors:  SUN NGUYEN Tags: Add atag
[ 5ave Thumbnail
~ Hide Folders |Tools v| | Save | Cancel
Hinh 3.154T %y c¢chXZn Tool s
1T Ch - n General Options
Map Metwork Drive...
Save Options...
General Options... I
Web Options...
Compress Pictures...
Hinh3.155n1t mot khx u cho file
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f Xublt hi " n h, p thoUi General Opti ol

s

mdt khXu m file), m c¢c Password t
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.

Cancel
Hinh3.156Hi p t hovui General Options
- n2nh k m tdp tin v™ 0o email
f Ch'tabFi |l e Y Share Y Email Y ch n Se

File Insert Design Layout References Mailings Review View Helg

©

SUNMGUYEN

Share

SUNNGUYEN Email

D: = WORD 2019

Share b=
£
.. i Send as
P Share with People Attachment
s Email

E@ Present Online

Hinh3.157n2nh k m file v'o0o email
f Xublt hi "  n giao di n Ltng nhdp t i
Next
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f Truy c¢cdp Vv~ 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
T T Giao di n khai b8o c8c thitng tin
Your Name: Nhdp t°n
Emai | Address: Nhdp t 7 kholn email

Password v Retype Password: Nhdp v

X

Add Account

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
ERRRRRRRRRS

Password:

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
T KiwWm tra v"™ x8c¢c th ¢ thlng tin t
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j Searching for your mail server settings...

‘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|
. | LI llL]} |
Remember my credentials
< Back Mext > Cancel

Hinh3.160X8c¢c thyxc t"i khodn

1 X8c th, ¢ th"nh c¢c?ng, 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.X8c thyxc th"nh c¢clng

f Xublt hi " n h,p thoUi giao di n soy
soUn tgh@dmaivl nh€ thing th<€ ng

To: Nhdp thing tin ng€ i nhdn emai l

Sbject: Ti°u LQ email

Attached: File L« L€ ¢c LI'2nh k m

Nhdp n, i dung emagielmavl dh .n Send LW
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File Message Insert Options Format Text

“ - -
D Calibri (Boc= 111~ A A

Paste aky _ - |
- * Format Painter B I U 4 -

Clipboard P Easic Text

From « nguyendangthevinh@outlook.com

o | | |

(e

=1

Send

Subject | |

a—| SUNNGUYEM.docx

Attached I5 KR

Hinh3.162Fi Il e L« L_1 ¢ L2nh k m trong tr3nh

Leu tr vein bln tr ¢ tuyl/]n

-

f Ch'tabFi |l e Y Save/ Save As Y ch n Or

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.

(0

= 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 OnebD

f XubBiti " n h, p thoUt« HBhdpg kTi ckhoMnc
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 email
T Nhdp mdt khXu, ch’  n Sign in

B® Microsoft

< nguyendangthevinh@outlook.com

Enter password

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

Forgot my password

©2018 Microsoft  Terms ofuse  Privacy & cookies

Hinh3.1656Nhop mot khx u
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f ntng nhdp th"nh c!iBersbhal v oh On
OneDrivei Personal.

Save As

@ Recent OneDrive - Personal

OneDrive - Personal
nguyendangthevinh@outlook.com

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

v:io 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 w
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

Hinh3.167Hi p thouvi | _u truv file | °n Or

326.S4n thing bi§o, the m

Khi ng€mu gdtth€ tri ©n kh&8ch h%vingd. hhyi
thlfoéThpadyivin ra nhiQu the (LWctngngynh,|
ch " éy€EvviJt tay v o nh_ng thlng tin L-
ctng s._. c.

S d_ng ctng d_YoMaihl€ Mernge [loWt c- n, i
khicnhau m t s  thicng tthiwa,t Uog€ ai hd Yrgg nig " n
ch¥“ng Li. C8c b€ ¢ th ¢ hi n nh€e sau:
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B€ cTUWb: danh s&§ch Mch$ftlk creli ct-r trf n

STT H tén Ch cv nhn v
1 |Nguyn Vin A Gi §mc L Congty TNHH A
2 |T¥EnTh B Gi §mc L Coéngty C phfn B
3 |Phanvtn C Gi §nt L congty C
4 |LyTh D Gi §nt L Congty D
5 |[LeVitn E T r' & Phong Congty C phfn E
6 |VoVin F Gi §ihc L congty TNHH F

Bd 8g 1. Danh s8ch kh&8ch
B€ ¢ 2: SoUn file th€e m i AThu

- M file the 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

Hinh 3.169M u t h_ my i

my i
mo i
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L ]
- Ch tabMailings- nhém Start MailMerge ¢ h™ n b &% sele@” n g

=

Recipients ¢ h'[CuseanEx i st i ng Listé

- Xu blt hi "  n h, p
danhsach. x| sx
vao nat Open.

t hoUYi Sel ect

Dat a

S (

(file L« tYoNhbpechul

\

EE| Select Data Source >
= v « SUMS (D:) » WORD 2019 » w | Q) Search WORD 2019 y
Organize - Mew folder =~ ™ @
D Music ™ Name Date modified Type ™
W= L [ETETE T TN ET R I X T e I s
&= Pict
== Tietre 0= BTZ2 13/00/2018 11:27 ...  Micros
B Videos BL| danhsach 18/11/2018 11:40 . Micros
= WINTD () 0= header 0411720181012 ... Micros
= SUNS ED::] nﬂi— CIHIKIRLST I NG R ala i aaaa b Ra L Fate Nl KAl o
R ¢ >
Mew Source...
File name: | danhsach v| All Data Sources W
Hinh3.170Chxn L_yng d, n choa file danh
- Ch  n sheet ch_a thlng tin cfn ch n
Select Table ? >
Mame Description  Modified Created Type

L4

Sheet1s

28/06/2018 3:2%14 PM  28/06/2018 3:29:14 PM  TABLE

First row

of data contains column headers

Hinh 3.171Ch X n

Sheet choa th'ng
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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 Vv I tr?2 ct n ch n

- Ch tabMailings- ch n b \ﬁ.ﬂ ns& rmtg Merge Fi el d

tblt ¢c[ c8c t°n ¢, t n3aum trong file de
ch™ n, ch n fields c¢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 hovu i |l nsert Merge Fiel
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- Sau khi ch n xong c¢c8c field, file tF

Hinh3.174n« c¢ch n Lty Lv th!'ng tin ctn v

- Sau Nbhblp bhWwut t €Fimigh&Merge- ch™ n bi Wu t
LW th, ¢ hi n vkJgtult.r n
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