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May tinh dé ban May tinh x4ch tay

- Gitip ban lam quen, san sangva ty tin

khi st dung mdy tinh. - Thanh phan co ban ctia may tinh;

- Ném virng kién thirc may tinh co ban
12 budc dau dé gitp ban két ndi véi rat
nhiéu tién ich nhu: capnhattin tuc, tim
hiéu khoa hoc, cac khéa hoc, tim viée, | | - Lam viéc voi Hé diéu hanh
giai tri... va thuc hién rat nhiéu cac
hoat dong, cong viéc tur xa.

- Céc hiéu bi¢t co ban dé bat daulam viéc
vOi1 may tinh;

- Mot s0 phan mém tién ich;

- Quan ly thu muc va tép
Sau khéa hoc, ban c6 thé: - Str dung tiéng Viét trén mdy tinh

- Nhén dién cac bo phan co ban, can
thiét cia may tinh

- C6 thé thuc hién mot sb thao tac don
gian véi may tinh va két néi Internet

— Ban cin chuin bi nhirng gi
- Bo may tinh day du c6 kétndi voi ngudn dién. Hay hoi don vi to chirc
boi dudng tap huén néu ban tham giatap huén, bdi dudng truc tiép.

— - Tai liéu hudng dan sir dung;

- But, giay hodc so tai li¢u (n€u can)

- Thiét bi truy cp internet, hé théng nghe nhin (tai nghe, mic,
webcam...)
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CPU | Central Processing Unit B6 xtr ly trung tam

GPU | Graphics Processing Unit Bo xtr 1y do hoa

HDD | Hard Disk Drive O cing luu trix

HDMI | High-Definition Multimedia Interface | Cap két nbi da phuong tién dung luong 16n
LCD | Liquid-Crystal Display Man hinh tinh thé 16ng

RAM | Random Access Memory Bo nhé truy cap ngiu nhién

SSD Solid State Drive 0 cung luu trir dang ddc hodc thé ran
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® BAI 1: MAY TiINH VA CAC THANH PHAN CO BAN CUA MAY TiNH

1.1. Cac loai may tinh phé bién

- )
May tinh dé ban May tinh xich tay May tinh bang
Phéan biét cac loai may tinh
May tinh dé ban May tinh x4ch tay | My tinh bing
Kich thude Lén Nho Nho
Trong lugng Nang Hop 1y dé xach tay | Nhe

Tinh di dong

Can dit trén ban lam
viéc, ban khong thé
mang theo bén minh

Dé dang mang theo

D¢ dang mang theo

Kha ndng nang cap

D& dang nang cap
cac bg phan

Kho nang cap

Kho nang cap

Céc bo phan may | Man hinh roi, 16n Tat ca cac bo phan | Tat ca cac bd phan

Ban phim, chudt roi cua may tinh dugc | cia may tinh dugc
., . |chra tong moét| chira trong mot

Cac bo phan 1ap dat | i4 bi. Man hinh, | thiét bi, man hinh,
b?n tgonig tl}an me}y ban phim gin lién | gdn lién may, ban
c6 thé dé dang thio may phim a0
doi

Hé diéu hanh Windows hoac Windows hoac Android hoac
MacOS hoac MacOS hoac 10S hoac
Linux Linux hoac 1PadOS hoac

Chrome OS...

ChromeOS ...
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May tinh, man hinh
méay tinh can duoc
cam vao ngudn dién
lién tyc trong sudt

qua trinh str dung

May tinh c6 pin tich hop giip chung cé
thé hoat dong trong mot khoang thoi gian
nhat dinh ma khong can cdm vao ngudn
dién. Tuy nhién, hay kiém tra tinh trang
pin dé bao dam hoat dong cia may.
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1.2. Cac bo phan co ban cia may tinh

= ni 5 %
END| | S CPUE-
Q) | L | B £
I lll
v KAt ndi O ngudn at tan Bo mach chu RAM
Dy ket noi gu CPU Qu}.l. !
nguon di¢n nhiét
Cac bo phan co ban 9 éL I—_-—_—\
cua may tinh Cardddhoa | -
0 dia cling Chubt Banphim | Man hinh

B¢ phdan  Hinh dang Chirc nang
nhan biét

CPU Bo6 xir 1y trung tdm (Central Processing Unit) 14 thiét bi vat
1y duoc lap dit bén trong may tinh, hoat dong nhu noi chta
“bd ndo” ctia may tinh, chi dao hoat dong cua céc bd phan

va phan mém may tinh.

Cac CPU déu co6 quy ude dat tén.

Vi du: Intel quy dinh: nhan hiéu — Tir sira d6i b6 sung nhin
hiéu — s6 hiéu thé hé CPU- S6 md hinh SKU — Pic tinh san
pham

f \ @

| i

Thsong hiku — nhn sia phsm Thong tin b sung vi ohan higs MoK ThEhgw SShibu  Dac tint
xitly  snpham

S trong chudi cang cao mdy tinh cang “khoe” dé xir 1y cac
tac vu

Luu y: Dbi vai dong Chip Intel, Intel Core i5 va sé-ri AMD
Ryzen 5 thich hop cho vi¢c st dung hang ngay; sé-ri i3
thudng wu tién vé ngan sach va sé-ri i7, i9 thich hop cho
chinh stra tro chot va video va anh.

RAM ’ B6 nhd truy cap ngau nhién (RAM) 1a thiét bi vat 1y duoc
lip dit bén trong may tinh, dong vai tro nhu bo nhd ngin
han cua may tinh. Thiét bj ctia ban cang nhi &u bd nho, cang
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B¢ phdn  Hinh dang Chirc nang

nhan biét

¢6 thé lam nhiéu viéc cung mot lic ma khong bi cham lai
vé hiéu suit.

Luu y:

- Néu chu yéu duyét web, 1am viéc trén tai liéu hodc phat
truc tuyén video. Ban nén str dung bd nhd it nhéat 13 RAM
4GB nhung nén str dung RAM 8GB dé giit cho thiét bi cua
ban chay lau dai.

- Néu ban hay c6 nhu cau chinh stra anh va video hodc lam

viéc trén cac du an can hi¢u suat cao, nén str dung RAM tur
16 GB tré lén.

Mainboard Bo mach cha (Mainboard) 1a mot trong nhitng thanh phan
co ban ctiia may tinh, duoc lap dit bén trong than may, co

anh hudng 16n dén hi¢u nang va tinh nang ctia may.

Mainboard c6 nhitng chirc nang, vai tro chinh nhu sau:

- Két n6i cac bo phan khic ctia may tinh véi nhau nhu CPU,
RAM, 6 cing, card man hinh, card am thanh, card mang,
cong USB, cong HDML, v.v.

- Piéu phdi viéc truyén dir liéu gitta cac bd phan trén
Mainboard va gitta Mainboard véi céc thi étbi ngoai Vvi.

- Cung cép ngudn dién cho cac bd phan trén Mainboard va
diéu chinh dién ap phu hop voi timng bd phan.

- Quyét dinh dén su tuong thich, on dinh va tudi tho cua
may tinh.

O cirng hay O clig hay 0 dia cirng 1a thiét bi vat 1y duoc lap dit bén
trong than may, dung dé luu trir dir liéu. Thong thuong cd
02 loai:

0 dia cung

- Loai HDD, phé bién & cac thiét bi may tinh cii hon

- Loai SDD thuong co thiét ké nho hon, hoat dong nhanh
hon 6 HDD

Luu y:
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B¢ phdn  Hinh dang Chirc nang

nhan biét

- Néu ban chu yéu str dung PC dé duyét web va lam viéc
nhe, ban c6 thé khong cannhiéu dung luong luu trir.

- Néu ban 1am viéc véi céc video hodc tép 16n, ban ¢o thé
mudn c¢6 thém dung luwong luu trit.

- Néu ban sir dung Odich vy luu trir dam may khac cho anh
va tép, ban co thé can it dung lugng luu trir hon trén thiét bi
cua minh.

Man hinh _ Main hinh may tinh 1a mot thiét bi vat 1y diit bén ngoai than
méy, dung dé hién thi thong tin va hinh anh tir may tinh hoic

céc thiét bi dugc két ndi dén.

- Kich ¢ man hinh dugc do theo duong chéo, véi kich co

phd bién tir 12 dén 15 inch (khoang 30,48 cm dén 38,1 cm).

Man hinh 16n cang 16n s& cho phép ban xem dugc nhiéu cira

s6 va nhiéu ing dung ciing mot lic.

- D6 phan giai do s6 diém anh hién thi trén man hinh, man

hinh cang c6 nhiéu diém anh thi cang sic nét.

Hién nay, do phan giai cao day du hoic HD (1920 x 1080

pixel); 4K hay Ultra HD (3840 x 2160 pixel).

Ban phim . Ban phim 13 mot thiét bi vat Iy dit bén ngoai than may,

= 3 | duoc két ndi voi may tinh dé tuong tac gitra ngudi véi may

LR | tinh thong qua cac hoat dong nhu gd chit cai, sd va ky tu.
MB®i 1an nhan phim trén ban phim, cac chir ky, s6 va ky tu
nay s€ dugc may tinh xir ly

Chudt may ‘ ‘ Chudt may tinh 13 mot thiét bi vat ly dit bén ngoai than
tinh ’ may, dung dé twong tac v&i cac muyc hién thi trén man hinh.
- Khi chudt dugc di chuyén, mot con tro trén man hinh ciing
di chuyén, thye hién hoat dong ctia may tinh.
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BAI 2: CAC HIEU BIET CO BAN PE BAT PAU LAM VIEC VOI
MAY TiNH

2.1.Trinh ty thong thwong khi sir dung may tinh

Bwoc 1 Kiém tra ket noi gitra cac by phan, két n61i may tinh véi nguon dién.

- Néu la mdy tinh @é ban, hay kiém tra két noi bang day dién két nbi giita man
hinh va than may (bo phan chta cc thiét bi phan ciing, hinh hop duoc nbi voi
man hinh may tinh), giita thin may véi nguon dién (lwu y: ban s& khong thé bat
méy néu khong cam dién trudc).

- Néu la may tinh xdch tay (laptop), may co thé hoat dong khong can két ndi
Vo1 nguén dién trudce do pin da dugc thiét lap san. Ban nén cam dién (béng day
dién dugc cap kém may) dé han ché tinh trang pin yéu hay nhiing van dé khac
khi khoi dong.

Buoc 2 Bat may tinh |
Tim nat ngudn cta mdy tinh: Nut ngudn thuong cé biéu tuong O

Vi trf ctia ntit ngudn khéc nhau tiy theo may tinh, nhung thong thuong s& nam
0 mot trong nhitng vi tri sau:

- Néu la mdy tinh dé ban, nat ngudén thuong nam bén phai hodc & gitra mat
trude cta than may tinh. Nut ngudn c6 thé c6 dang nit bam tron hoac hinh
vudng, hoic co thé tich hop véi dén LED bao ngudn.

Mot sO6 may tinh d€ ban iMac c6 nut nguon nam ¢ dang sau man hinh hoac
ban phim.

Bdt man hinh mdy tinh: vi tri cu thé cta nit ngudn s& khac nhau tuy loai
man hinh, tuy nhién thuong ndm & canh dugi phia trude hodc canh bén cua
man hinh.

- Néu la may tinh xdch tay (laptop), nlit ngudn thudng nam & bén trai hodc
bén phai than may. P6i khi nit ngudn ciing dwoc thiét ké tuong tu mot
phim bam khu vire phia trén/duéi ban phim.

Buéc 3 Ping nhip vao hé diéu hanh

Ding nhap vao hé diéu hanh 1a quy trinh xac minh danh tinh cta ban dé chic
chin Ban 1a ngudi c6 quyén truy cap vao thiét bi. Quy trinh nay gitp bao vé
thong tin bén trong may tinh va “khéda” khong cho st dung trai phép.
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C6 nhiéu cach dé dang nhap: st dung mat khau; st dung ma PIN; sur dung dir
liéu sinh trac hoc nhu diu van tay hodc nhan dién khuén mat (luu y: céc thong
tin nay can dugc thiét 1ap, luu trude lan dang nhap va khong phai may tinh nao
cling day du cac cach nay, hiy hoi ngudi ban hodc ngudi dung trude dé duoc
huéng dan).

Khi may tinh yéu cau nhdp mat khau hodc ma PIN dé truy cap, ban thyc hi¢n
cac budc sau:
- Nhip chudt vao biéu twgng tai khoan. Néu ban 1a nguoi dung duy nhat,
tai khoan cua ban sé dugc chon theo mac dinh.

- Nhap mat khau hodc ma PIN ctia ban néu da thiét lap trude do

Sau khi ban di nhap dung thong tin, nhan Enter hodc bam vao mili tén
dang nhap dé truy nhap vao hé diéu hanh.
Néu ban gap su ¢d khi dang nhép, ban c6 thé dat lai mat khau hodc ma
PIN tur man hinh dang nhap. Tim kiém “quén mat khau” hoic t6i quén
lién két ma PIN dé bat dau qua trinh dat lai.
Ban c6 thé su dung tinh nang nhan dang khuén mat, diu van tay hodc ma PIN
thay vi mat khau dé dang nhap nhanh hon va an toan hon.

Bworc 4

Mé va lam viéce véi irng dung hoic chwong trinh: Bim vao biéu tugng tng
dung trén man hinh hodc tim kiém tén tng dung thong qua thanh tim kiém
(search) thuong hién thi phia dudi trén man hinh may tinh hodc nhin vao biéu
tuong ctia hé didu hanh dé im tng dung (dé dang nhat véi cac ung dung,
chuong trinh méi dugc sir dung gan day trén thiét bi).

Vi du: néu ban muodn viét van ban, ban s€ md mot trinh soan thao van
ban nhu Microsoft Word hodc Google Docs.

Ban c6 thé md va lam viéc voi nhiéu ing dung hodc chuong trinh ciing mot
lic, tuy nhién can luu y rang viéc m& qua nhiéu tmg dung ciing mot luc c6 thé
lam giam hiéu suat may tinh ctia ban. Néu ban thay rang may tinh ctia ban dang
cham, hiy déng mot s6 (mg dung ma ban khong st dung.

Bworc 5

Dong ing dung

Sau khi hoan thanh cong viéc, hdy chic chin cac tuong tac vua thuc hién da
duoc luu lai (béng cach lua chon Luu lai/Save hodc su dung t0 hop phim tat
Ctrl+S dé luu lai).

Tiép theo, ban dong rng dung bang cach nhan vao biéu tuong dong (thudng co
ky hiéu X hodc st dung cac phim tit twong Gng).
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Vi du: Alt+F4 trén Windows hoac Command + Q Trén MacOS

Trong trwong hop g dung bi treo, khong thé tit bang cach trén, ban co thé
dong (g dung bang céch:

Trén hé diéu hanh Windows:

- Nhap chudt phai vao biéu tuong ctia chwong trinh ng dung trén thanh nhiém
vu (Taskbar), Chon Péng cira s6 (Close Windows) hoiic Pong cic cira so
(Close all Windows).

- Néu chuong trinh tng dung khong phan hdi,

+ Mo Task Manager (Trinh quan 1y tac vu) bang cach nhan dong thoi “Ctrl +
Shift + Esc” hoac “Ctrl + Alt + Del” trén ban phim va nhap chuot vao Task
Manager

- Chon Chi tiét (Details).

- Chon chuong trinh tng dung bi treo va nhip vao nat Két thic tac vu ( End
Task).

Trén hé dieu hanh Mac OS

- Nhép chudt phai vao biéu trong cia chuong trinh irng dung trén thanh Dock
va chon Budc thoat (Force Quit)

Hoac

- M¢ Trinh theo dbi hoat dong (Activity Monitor) bang cach nhin dong thoi
Cmd + Space trén ban phim va tim kiém "Activity Monitor".

- Chon tAll Processes (Tt ca tién trinh).

- Chon chuong trinh trng dung bi treo va nhap vao nit Budc thoat (Force Quit).
Trén h¢ diéu hanh Linux:

- M6 trinh don Terminal (Ctra s6 1énh).

- Sir dung 1énh killall -9 <tén chuong trinh ng dung> (thay thé <tén chuong
trinh ing dung> bang tén thyc té ciia chwong trinh (rng dung bi treo)

Budc 6

Tat may tinh: Néu ban di hoan thanh cong viéc va khong can st dung may
tinh nita, dong tit ca cac tmg dung, sau d6 thuc hién thao tac tit may tinh bang
mdt trong cac cach sau:

Trén hé dieu hanh Windows:
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- Nhép vao nut Bat dau (Start) hodc nut biéu twong Windows, chon Nguon
(Power) hoic biéu tuong tat

- Chon Tit may (Shut down) hodc Khoi dong lai (Restart).

Trén hé dieu hanh Mac OS

- Nhép vao biéu twong Apple (5 O goc trén bén trai man hinh.
Chon Tét may (Shut Down) hodc Restart Khoi dong lai (Restart).
Trén h¢ diéu hanh Linux:

- M6 trinh don Terminal (Ctra s6 1énh).

- Nhép 1énh sudo shutdown now va nhén Enter (Enter)
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2.2. Cac lvu y str dung may tinh ding cach, an toan

Quy tac dim bao an toan dién

‘ Nén str dung 6n 4p dé cung cip dién ap 6n dinh cho may
w KHU et tinh, tranh nhiing ton hai do sut 4p hodc qué ap

Nén str dung 6 cam c6 chirc ning chdng sét va bao vé
qué dong. Piéu nay giup bao vé may tinh khoi nhiing tac
dong bat ngo tr sy ¢ sét danh hodc cac dong dién bat
thuong.

. KHUYEN NGH|
v

Khéng cim qué nhiéu thiét bj vao cing mot 6 cim hodc st
dung 6 cam c6 cong suat khong di. Piéunay c6 thé dan dén
tinh trang qua tai nguén dién, lam hdng cac thiét bi dién,
bao gdm may tinh.

DPam bao rang tat ca day dién va cap két ndi déu khong
bi hu hai, ran nit hoac bi 1o héa. Thay thé cac day dién A

hong dé tranh nguy co chéap dién.

‘ Nén str dung sac va ddy sac chinh hing dugc ban cung thiét
g KHUYEN NGH| bl
Tranh st dung sac khong phai cua may hoac day sac hong
héc.

Buiban co thé tich tu va gy ra van dé vé nhiét hodc thim ‘
chi 1a chap dién. V& sinh thuong xuyén giup may tinh '}' KHUYEN NGHI
hoat dong 6n dinh hon va an toan hon.

Quy tac dim bdo an toan chay no

Str dung thiét bi dd duoc kiém dinh an toan

. KHUYEN NGH|
_- /3

‘ Dit thiét b trén bé mat cung, béng phéng, chic chén,
Q’ KHUYEN G khong dat thiét bi trén bé mat vai mém nhu giuong,
ghé sofa, tham hodc tAm tham trai san.

Néu sir dung ké, gia ké thiét bi, hdy dam bao rang d6
la k¢, gia ké chuyén dung.




Str dung may tinh co ban MO -PUN 1

Viéc han ché ludng khong khi ¢6 thé 1am hong may tinh hodc gay
chay, do do:

- Khong xép chong hoac dit thiét bi qua gan nhau dé dam bao ludng
khong khi tuan hoan.

- Khong cat gitt may tinh xach tay ctia ban trong mi trudong c6 ludng
khéng khi thap, chang han nhu hop dung hodc cip dong kin trong
khi may tinh dang bat

-Khong dat may gan mdi truong c6 nhiét do cao nhu bép gas, 10
sSudi,... hodc truc tiép dudi anh néng mat troi (trén 40 d6 C).

- Hay chira mot khoang trong t6i thiéu 10,2 trén tt ca cac mit c6 16
thong hoi ciia may tinh dé cho phép ludng khong khi can thiét dé
thong gi6 thich hop.

cta thiét bi. Lam nhu vay co thé gay ra hdéa hoan hodc dién

g Khong dua, ddy bat ky vat nao vao 13 thong hoi hoic 16 mo
giat do chdp mach céc thanh phan bén trong.

chang han nhu gan bon tam, bon rua hodc ho boi hodc trong

Khong st dung thiét bi cta ban trong méi truong am udt, g
tang hAm am w6t

g Khong lam d6 thire an hodc chat 16ng lén thiét bi cua ban.

Trong trudng hop lam d6, dé vé sinh thiét bi, hay tit may,
ngat kétndi thiét bi khoi ngudn dién. V& sinh thiét bi bang vai
mém thdm nudc. Khong st dung chét 1ong hodc chat tay rira
dang xit vi ching c6 thé chira cac chat dé chay. Lam kho trudc
khi khoi dong lai thiét b

V¢é sinh man hinh béng vai mém, sach. ThAm nuédc vao vai,
sau d6 vudt vai trén man hinh theo mot huéng, di chuyén
tir trén xuéng dudi man hinh. Nhanh chong loai bo do am
khoi man hinh va giit cho man hinh khoé rdo. Tiép xtc 1au
dai v6i d6 am c6 thé 1am hong man hinh. Khong st dung
chét tay rira cira s6 thuong mai dé vé sinh man hinh.

/ KHUYEN NGH|
*'a; v

tat may dé pin giam nhiét d6 va kiém tra, thay pin m&i (néu

g Khi may c6 hién tuong nong bat thuong & khu vyc pin, cin
can).
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Khi khong sir dung may tinh, hiy tit méy tinh hodc dua
vao ché do ngl cia may tinh dé giam nguy co chay nd tir

viéc sur dung lién tuc.

- KHUYEN NGH|
*'a; v

KHUYEN NGHI

T4t may va rit phich cim ctia may tinh dé ban khi khong sir
dung trong mqt thoi gian dai.

Doc k§y huong dan va khuyén céo str dung cianha san xuat

KHUYEN NGH|

Quy tic dam bio an toan lao dong

Chon va diéu chinh ban

ghé khi ngoi 1am viéc véi
may tinh

bam béo khuyu tay cta ban

thang vai, vudng goéc voi mat

ban, cang tay duoc tha 1ong

trén bé mit lam viée khi lam viée trén may
tinh.

Pam bao ban chan dit phang trén san hodc
dau gbi cao hon héng mot chit. Ban ¢6 thé
su dung vat ké chan dé dam bao noi dung
nay.

Giir lung thang hodic str dung ghé co tua lung
dé hd tro cot séng ctia ban. Ghé tua lung cé
thé diéu chinh d6 nghiéng phuhop dé ban cé
thé tim dugc vi tri thoai mai nhat.

Mat ban br?mg ph:?mg, da rong dé dat duoc
cac bo phan can thiét ctia may tinh va cac vat
dung can thiét khac (néu can)

bam bao khoang cach thoai mai gitra dui va
mat ban lam viéc

Pam bao ban lam viéc gon gang, cung cip
du khong gian dé ban c6 thé di chuyén tay va
chan thoai mai. Tranh dé cac vat cung hoac

Chon va dat man hinh may tinh

$
P

& Phan trén cung ctia man hinh

phai ngang tdm mat hoic ngay

dudi tam mat, ddm bao ban khéng gap co,
cong c0 hodc cti cdm khinhin vao man hinh

‘% Dbat man hinh trén bé

phang, truéc mit nguoi ding.

mat

Khoang cach gilta ban va man hinh cach
khoang mot sai tay

Lua chon khoang cach gitta ban va man hinh
phu hop véi thi lyc cua ban va kich thudc
man hinh

Néu stir dung may tinh x4ch tay, hiy nang
may tinh 1én sao cho phan trén man hinh
ngang tam mat dé dam bao ban co thé giir
dau va vai & tu thé thoai mai (khong nén cii
ngudi hodc nhin xubng). Ban nén sir dung
ban phimva chudtriéng trong truonghop su
dung qua lau.

Ban phim va chudt may tinh ddt cung trén
mit phang, ngay trudc mat dam bao hd tro
t6t cho cang tay khi sir dung may tinh
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sac nhon gan khu vuc di chuyén thuong
xuyén cua tay va chan.

Chudtnén datsong song véiban phim va gitr
cd hai canh tay gan voi co thé dé tranh cang
cd va vai.

DPam bao anh sang khi lam roi

bam bao khu vuc lam viéc cuia ban duoc du
4nh sang. Vi tri chd ngdi nén gan cura s6
bam bdo 4nh sang khong giy choi hoac
khong bi phan chiéu qua man hinh may tinh,
di€u nay co the gay hai cho mat.

Nghi ngoi va tap thé duc thwong xuyén

Thudng xuyén nghi giai lao ngan dé roi khoi
ban 1am viéc va cd ging thay ddi tu thé sau
mdi 30 phut.

Tim nhing cach tich cyc hon dé ting cudng
van dong trong ngay nhu

bat may in, may quét, may photocopy va
thung rac cach xa ban lam viéc déban co thé
di bo dén chd chung.

Thay ddi nhiém vu cong viéc cua ban dé ban
thay d6i tu thé va sir dung cac bo phan khac
nhau cua co thé.

2.3. St dung ban phim duang cach

DV
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Chure nang chinh ctia ban phim 1a nhap véan ban
va sb liéu vao may tinh. Bang cach nhén cac
phim khac nhau trén ban phim, ngudi dung cé
thé tao ra cac ky tu, chit s6 va ky hiéu dé giao
tiép v4i may tinh va thyc hién cac tac vu.

Ngoai ra, mot s6 chirc nang ho trg khac nhu:

- cho phép ban diéu khién 4m luong, d6 sang va
do tuong phan ctia may tinh.

- Thuc hién cac phim tat: Nhiéu chuong trinh
may tinh st dung cdc phim tat dé thuc hién cac
tac vu nhanh chéng. Ban phim c6 thé duoc st
dung dé nhan cac phim tat nay.

Mot s6 ban phim c6 chirc nang di chuyén con tré
chudt, nhap chudt trdi/phai va cudn trang hodc
hd tro choi tro choi dién tir

Cau tric ctia ban phim

Tuy thudc vao loai may tinh dé ban hoic may tinh xach tay maban c6, ban phim thong
thuong duge thiét ké phu hop dé tuong tac vai hé diéu hanh Windows (nhu Dell, HP,
Acer, Asus va Microsoft) hoac hé diéu hanh MacOS (nhu iMac va Macbook). khong
chic chin vé loai ban phim ctia minh, hdy nhin vao phim & bén trdi cia Thanh déu
cach (Spacebar — Thanh dai nhét trén ban phim).

Néu phim hién thi chi
Alt, thi duong nhu quy vi
c6 mot ban phim
Windows

R Néu phim hién thi chir
¥ command, thi duong nhu
commai quy vi c6 mdt ban phim
Apple

Alt

Phim Windows thuong - Phim Option thudng nam
E nam dudi cing bén trai dudi cung bén trai

HEEEEnRE Tiﬂ [
HEPPHBREENBEEN
BoDooann T [;D
amnnan gﬁJigfLLLﬂ )| DL
SEO0O0O00D00HHHES
T | T BT

Day phim chirc nang
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Céc phim chuc nang dugc st dung dé thuc hién céc tac vu cu thé, duge ghi trén ban

phim 1a F1, F2, F3, .... Chirc ning cic phim nay khac nhau giita cac hé diéu hanh, giira
cac loai may. Thong thuong cac phim nay thuong dugc thiét ké trén cing ciia ban phim.

E0EEDEDEDEDEE

F1

M6 man hinh Tro gitp

F2

Stra tén t¢p hodc thu muc
da chon

kiém tra chinh ta va ngir
phap cua tai liéu trong
Microsoft Apps (vi du:
Word

Mo tinh ning tim kiém cho
mot ing dung dang hoat
dong tai thoi diém hién tai

nhan phim F8 ngay khi
laptop vira khoi dong dé
khai dong laptop & ché do
Safe Mode.

M¢ thanh dia chi trén
Windows  Explorer va
Internet Explorer.

Lam mdi tai li¢u trong
Microsoft Word va gtri va
nhéan email trong Outlook

5

lam méi hodc tai lai trang
hodc ctra so tai liéu

Kich hoat thanh menu cua
ung dung dang md

T T L
(@)) e w

Di chuyén con tré dén
thanh dia chi trong hau hét
cac trinh duyét Internet

Str dung phim F11 ¢é mo
ché d6 toan man hinh trén
cac trinh duyét pho bién
(IE, Firefox, Google
Chrome...).

Mo hop thoai Luu du6i
dang trong Microsoft
Word.

Mo chirc ndng xem ma
ngudn website trén bat ky
trinh duyét nao.

Diy phim sb
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Thuong nam & hang phia trén cac chir cai, gom cacsé tu 1 —9 véiso 0 (0) nam & ngoai
cung bén phai. Mgt s6 ban phim l6n hon con c6 ban phim s6 ndm & phia bén phai ban

Cac phim chir cai

Céc chir cai khong theo thir ty bang chit cai. B6 cuc ban phim phd bién nhat duoc goi la
ban phim QWERTY , do sau chit cai dau tién xuat hién tir phia trén bén trai.

Dé gd dugc 10 ngén thi dau tién 1a ban can phai ghi nhé duoc vi tri dit ngon tay trén
ban phim cling nhu nhiém vu cua tung ngén. Ngon tro tay trai dat & phim F, Ngon tréd
tay phai dat ¢ phim J.

—

Ctrl

Cac phim thong dung khac

Phim Esc (viét tit ciia tir escape) c6 tic dung dimg (stop)

Esc
hodc thoat (quit) mot chuong trinh hoac hoat dong.

Phim Esc ciing gitip déng cac menu chudt phai va co thé
dung dé loai bo mot s6 hop bat lén.
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Phim Tab dé di chuyén con tro dén trudng tiép theo trén
mot biéu mau.

Hodc cho phép ban thut 1& van ban khi g0 van ban

Phim Caps Lock cho phép quy vi gd céc chir cai IN HOA

Caps Lock (UPPERCASE).

Nhén phim nay mot lan dé bat dau sir dung chir viét hoa va
mot 1an nita dé quay lai chit thuong.

Di chuyén xudng xa hon vé phia tay trai chung ta tim thay
phim Shift. Néu nhan cting mét ltic phim Shift va mot phim
chir c4i, quy vi c6 thé bién chir cai d6 thanh mot chit in hoa.
Néu nhan phim Shift va mot trong cac phim s & trén cling
ban phim, quy vi ¢ thé g0 ky hiéu xudt hién bén canh sd
do. Vidu

Shift + 2 s& cho phép ban gd @
Shift + 5 s& cho phép ban go %.

Phim Delete (hay Del) cho phép x6a ky tu (chit, s6, khoang
tréng hodc ky tu, tap tin) dugc chon.

Delefte

Ngoai ra, phim Delete con c6 mot s6 chirc nang khac nhu:

- Khéi dong lai may tinh: Nhan va gitr Delete khi khoi dong | | 5 : )
may tinh co thé truy cap vao BIOS hodc menu khoi dong.

- Xoa dir lidu khoi 6 cimg: Mot sé chuong trinh cho phép
ban st dung Delete dé xoa dix liéu khoi 6 cirng mét cach an
toan.

- Thyc hién cac phim tat: Mot s6 phim tit yéu cau nhan
Delete két hop véi cac phim khéc.

Phim Backspace cho phép x6a ky tu (chit, s6, khoang trong
hozc ky tu cudi ciing ) & bén trai ctiia dudng thang dimgnhap
nhdy, hay con tro, trén man hinh may tinh.

Backspace
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Phim Enter hodc Return dé bt diu mot dong moi khi ban
dang gd mot tai liéu hodc bat dau tim kiém khi duyét trang
mang (trong trudng hop duyét trang web, ban c6 thé sir dung
n6 thay con chudt dé nhan nat Tim kiém (Search) trén man
hinh may tinh)

Céc phim miii tén (arrow) gitp di chuyén xung quanh va
diéu hudng.

Ban c6 thé str dung cac phim miii tén dé di chuyén con tro
duong thang dimg nhap nhay trén mot tai liéu khi gé. St
dung cic mili tén dé di 1én va xudng gitta cac dong vin ban
hodc sang trai va phai gitra cac ky ty trong mot cau.

O du6i cung ban phim 14 Thanh dau cach (Spacebar). Phim
nay c6 thé khong co bat cr chit cai hoic s6 nao trén d6 hoic

hai ngén tay cai déu phai dat trén phim cach), thuong & dudi
cung cua ban phim.

Thanh d4u cach cho phép tao mot khoang trong & bén phai
ctia con tro dudng thang duing nhap nhdy trén man hinh khi
ban dang soan thao vin ban dé tao khoang trdng giira céc tir

c6 chit “Space”, day la phim dai nhat trén ban phim (vi ca | [

TITTITIT Y

Luu y: Windows c6 mdt cdong cu Trg ning tich hop san c6 tén 13 Ban phim do (OSK)

c6 thé dugc sir dung thay cho ban phim vat 1y.

Ban khong nhat thiét phai sir dung man hinh cam tng dé sir dung OSK. OSK dugc thiét
ké dé hién thi truc quan voi tat ca cac phim chuén, ban c6 thé sir dung chut may tinh
dé chon phim. Néu may tinh ban c¢6 man hinh cam tng thi chac chan ban c6 thé dung
ban phim cam Ung. Ban phim cdm ung s€ xuat hién khi ban cham vao hop vin ban khi

PC ctia ban ¢ ché d6 may tinh bang.

Pé md Ban phim 4o trén man hinh:

- Di chuyén chudt dén Bat dau (Starts), chon Cai dat (Settings)

- Chon Tiép can (Accessibility)
- Chon Ban phim (keyboard

- Tai myc Ban phim 4o (On-Screen Keyboard) va trugt sang ché do Bat (On)

hozc 4n ddng thoi cac phim Windows + Ctrl + O
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Mot ban phim c6 thé dugc st dung dé di chuyén xung quanh man hinh va nhap vin ban
s& xuat hién trén man hinh. Ban phim s& van & trén man hinh cho dén khi ban déng né
lai.

2.4. St dung chudgt may tinh ding cach

——
<3

TYPEA

Chudt may tinh dugc st dung dé chon céc vi tri trén man hinh va hudng dan may
tinh thuc hién cac tac vu. Chudt cé it nhat hai nat, duoc goi lanat chudt trai va nit chudt
phai. Hau hét cic mau chudt bao gdm mot banh xe cudn cho phép ban d& dang cudn 1én
trén hodc xudng dudi.

C6 02 loai chudt may tinh:

- Chudt may tinh c6 day: loai nay thuong gan kém theo day cap nho, dau cim
thuong 14 cong USB (luu ¥: loai chudt may tinh nay khong can cam dién, ban chi can
cim vao may tinh thong qua cong USB). Néu may tinh cta ban co cong USB ¢ mit
trude cia vé may, ban co thé théy thudn tién khi cdm chudt vao day. Néu khong, ban c6
thé tim thdy cong USB ¢ mit sau ctia than may tinh. Sau khi két ndi, ban c6 thé sir dung
chudt dé tré vao cac muc trén man hinh va nhap vao ching.

- Chuot may tinh khong day: chudt may tinh cua ban dugc cung
cap kém mot mau thiét bi c6 hinh cong USB, hiy cim thiét bi d6 véi
may tinh ctia ban thong qua cong USB ¢ mit trudc hodc mit sau than
may tinh.

Mot s6 mau chudt may tinh khong ddy ciing c6 thé két ndi véi may tinh cua ban
bang Bluetooth. Dbi vai lan dau két ndi hoidc khi kiém tra két ndi, ban hay thyc hién cac
thao tac sau:

Bit dau (Start)> Cai dit (Settings)> Bluetooth> Bt (On)

Tiép theo, ban c6 thé lya chon chudt may tinh ctia ban tir danh sach cac thiét bi
c¢6 san hodc chon thém (Add) dé thuc hién thao tac tim kiém két ndi.
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4
Open Link in New Tab

Open Link in New Window

G Bluetooth & Devices

Open Link in New Private Window

Bookmark Link...
* BluetOOth ON () | Save Link As..

Save Link to Pocket

Copy Link
Connecta new device m Copy Link Withot Site Tracking

I Search Google for "V/v chuyén muc ..."
I

Khi chudt may tinh ctia ban dugc két noi, ban s€ thay e fopens
Inspect (Q)

mot mii tén (hoac mot ky hi¢u nhu chir I hodc 1 biéu tuong
nhd) trén man hinh dugc goi l1a con tré chuot.

Khi ban di chuyén con chudt trén mit phang, con tré chudt sé dich chuyén theo

hudng twong tmg dén cac phan khac nhau ctia man hinh. Vi du, di chuyén chudt sang
trai s& lam cho con tro di chuyén sang trai.

Néuban di chuyén hodc di con tré qua mot phén tir co thé nhép vao con tré chuot
c6 thé thay doi tir hinh dang mili tén thanh hinh ban tay, cho biét ban c¢6 thé nhap vao
phan tir do.

Hanh dong nhap chudt phai dugc thuc hién bang cach nhap maot 1an vao nat
chudt phai. Tuy thudc vao ndi dung ban nhap vao, nhap chudt phai thudong lam xuét hién
mot menu c6 nhiéu tuy chon chirc ndng dugc hién thi.

Vi du: nhip chudt phai vao anh hodc van ban trén trang web c6 thé cung cép cho
ban céc tuy chon dé luu ban sao cua hinh anh, in hodc tham chi dich ndi dung sang ngdn
ngtt khac.

Nhép chudt trai hodc nhap dip chudt trai: chirc ning nay dugc thay doi tiy thudce
vao chuong trinh ban dang tuong tac, thong thuong nhu:

Chon: Nhép chuét trai vao mot ddi tuong dé chon.

Mo: Nhip chudt trai hai 1an vao mot tép hodc thu muc dé
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Kéo: Nhap chudt trai va gitr, sau d6 di chuyén chuot dé kéo déi tuong.
Tha: Nhap chuot trai dé tha ddi tuong ban dang kéo.

Click chudt trai: Nhap chudt trdi mot 1an nhanh chong.

Nhap dap chudt trai: Nhap chudt trai hai 1an nhanh chéng.

Nhép chudt trai va giti: Nhap chudt trdi va gitt ntit chudt trong vai gidy.

Ngoai ra, nut chudt tréi c6 thé duoc sir dung két hop vai cac phim khéc trén ban
phim dé thuc hién cac hanh dong khac nhau. Vi du:

Ctrl + nhap chuot trai: M& mot lién két trong tab mai.
Shift + nhap chudt trai: Chon mot nhom doi twgng lién ké.

Alt + nhép chudt trai: Mo menu ngit canh cho mot ddi tuong.

Tay phai

Lo o . Doi v6i nhitng nguoi thuan tay phai
Doi véi nhitng nguoi thuén tay trai g neu antay p

« Néu ban thuin tay trai, ban co thé doi chic nang cua nut chuot trai
va phai trong muc cai dat chudt cua minh.

« Ban co thé diéu chinh téc do nhe”ip chuét va toc dd cudn cua chudt
trong cai dat chudt ciia minh.

« Mot s6 chuot may tinh ¢6 cac nit bo sung cé thé duogc 14p trinh dé
thyc hién cdc churc nang cu thé.

Cuon bdng banh xe trén chuot

Ban c6 thé cudn mot trang web hodc tai liéu nhiéu trang béng con lan trén chudt.
Xoay banh xe bang ngén tré khi dang & trén trang web dé di chuyén ndi dung ciia trang
1én hodc xudng. Sau do, ban co thé xem nodi dung trén cac phan cua trang khong vira véi
man hinh.
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Luén dit chudt nam phang trén ban & vi tri thoai mai. Khéng nén dé
chudt qué gan co thé.

Meo

bat tay lén chuft va dat nhe long ban tay 1én mat sau chut, ngon
tré dat trén nat bén trai.

C6 gang khong bop hodc 4n chudt xudng vi diéu nay sé& khién viéc
di chuyén chu6t tré nén kho khan hon.

Cang tay ctia ban phai song song vdi san khi sir dung chudt.

Cach sir dung bang cham (touchpad) trén may tinh xach tay

Bang cham (touchpad) 1a mot bd phan cdm ng trén may tinh xach tay cho phép
ban di chuyén con tro chudt va thuc hién cac thao tac béng cach cham hodc vudt ngdén

HJ

B

Céc thao tac trén bang cham co thé khac nhau tiy theo nha san xuét, duéi day 1a
mot s6 thao tac co ban dé di chuyén con tré chudt:

- Di chuyén mét ngon tay: Di chuyén ngén tay trén bang cham theo hudng ban
mudn di chuyén con tré chudt.

- Nhép chudt trai: Nhin nhe vao bang cham bang mot ngon tay.
- Nhép chudt phai: Nhan vao bang cham bang hai ngon tay.

- Kéo tha: Nhan va gitt mot ngon tay trén bang cham, sau d6 di chuyén ngon tay
dé kéo ddi trong. Nhic ngon tay 1én dé tha ddi tuong.

- Cudn: Vudt hai ngén tay 1én hodc xudng trén bang cham dé cudn trang.

- Phéng to/Thu nhé: Chym hai ngdn tay vao nhau hoac kéo hai ngon tay ra xa
nhau trén bang cham dé phéng to hodc thu nho.
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BAI 3: LAM VIEC VOI HE PIEU HANH

H¢ diéu hanh (Operating System - OS) 1a chuong trinh quan Iy va diéu hanh

dong vai tro trung gian giita phan cing va
chuong trinh hé thong va tién ich dé quan
chuong trinh mdt cach tién lgi va hi¢u qua.

nguoi st dung cac chuong trinh Ung ung,
ly tai nguyén, quan ly viéc thuc hién céac

TAt ca cac thiét bi dién ti nhu: dién thoai, may tinh, may tinh bang, déng ho thong
minh, ... déu can mot hé diéu hanh. Hé diéu hanh dugc khoi dong ngay sau khi bat may
vatrudce khi may tinh lam viéc voi cac chuong trinh khac. H¢ diéu hanh ludn ludn hoat

dong cho toi khi cho may tat.

H¢ diéu hanh phai tra phi pho bién nhat'
1. Windows (ctia Microsoft)

2. MacOS (cua Appp

H¢é diéu hanh mién phi pho bién nhét
1. Linux (tao ra boi Linus Torvalds)

2. Chrome OS (cua Google)

Céc hé diéu hanh thuong xuyén duogc cap nhat dé va 16i bao mat, cai thién hiéu
nang va bo sung cac tinh niang mdi, tuy nhién hay kiém tra xem phan cimg thiét bi cta
ban c6 di diéu kién dé cap nhat phién ban méi nhat khong nhé!

KHUYEN NGHI

Nén thuong xuyén kiém tra ban cap nhat hé diéu hanh cho
thiét bi ctia ban va cai dit néu c6 thé.

Str dung céc thiét bi tir cc nha san xuét uy tin c6 cam két
hd trg cap nhat hé diéu hanh lau dai.

Sao luu dit liéu thuong xuyén dé dé phong truong hop xay
ra su ¢ sau khi cap nhat.

3.1. H¢ diéu hanh Windows

Windows 1.0 (1985)

WINDOWS

Windows 2.0 (1987)

Windows 3.0 (1990)

! Theo théng ké cua Sgatistita 02/2024, Hé diéu hanh Windows chiém 72,17% thi phén may tinh, H¢ didu hanh
MacOS 15,42% thi phan, Linux 4,03%, Chrome OS 2,27%
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MICROSOI'T
WINDOWS

Windows NT 3.1 (1993)

Windows 95 (1995)

Windows 98 (1998)

Windows 2000 (2000)

Microsoft

Windows*

Windows XP (2001)

»n
&7

WindO\;vs Vista

Windows Vista (2007)

Windows 7

Windows 8
Windows 8.1

Windows 10 (2015)

Windows 11

Mot s hé diéu hanh Windows trudec Windows 10 d3 duoc cai dat trude trén thiét
bi ctia ban ¢6 thé van hoat dong duogc, nhung khong dugc khuyén khich st dung vi

nhitng 1y do sau:

- Hét hd tro tir phia nha cung cip: Microsoft da két thuc hd tro cho cac phién ban
Windows cii hon Windows 10. Diéu nay c6 nghia 1 ho khong con cung cp cac ban cap
nhat bao mat hodc ban va 13i cho cac hé diéu hanh nay. Viéc st dung h¢ diéuhanh khong
duoc hd tro khién thiét bi ciia ban dé bi tin cong bdi virus, phén mém doc hai va tin tic.

- Tdn tai mot s6 18i bao mat: Cac hé diéu hanh cii hon Windows 10 ¢6 thé chia
16 hong bao mat di duoc va trong cac phién ban méi hon. Stir dung hé diéu hanh c6 15

hong bao mat khién thiét bi ctia ban dé bi tan cong va danh cap dir lidu.
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- Thiéu tinh ning: Cac hé diéu hanh cii hon Windows 10 thiéu nhiéu tinh ning
moi duge bo sung trong cac phién ban méi hon.

- Hiéu suét: Cac hé diéu hanh cii hon Windows 10 ¢6 thé chay chdm hon va it
hi€u qua hon so v&i cac phién ban mai hon.

- Kha ning tuong thich: Mot sé chuwong trinh tng dung va tién ich khong twrong
thich v6i cac hé diéu hanh cii hon Windows 10. Viéc str dung hé diéu hanh cii c6 thé
khién ban gap kho khan khi cai dat va st dung cac phan mém moi.

Pé kiém tra ban cap nhat:
Meo

- Chon Bit dau (Start) > Cai dit (Setting) > Windows Update ,

-T iép theo, chon Kiém tra ban cap nhat. Néu c6 ban cap nhat, ban
c6 thé chon cai dat

Dé tim hiéu cac phién ban mdi nhat dang dwge hé tro, hay truy cdp:
https ://support.microsoft.com/vi-vn/windows (lwu y: doc ky yéu cau
vé hé thong va théng sé ky thudt dé dam bdo thiét bi ciia ban phi
hop dé ning cdp, két noi Internet trong qud trinh cdp nhdt).

3.1.1 Man hinh Desktop

Man hinh dau tién ban nhin thiy trén man hinh khi may tinh khai dong duoc goi 1a man
hinh nén (destop). P6i khi né dwoc goi 1a Méi trudng may tinh, day 12 noi hién thi thong
tin vé cac hoat dong hién thoi cua ban v6i may tinh nhu viét thu, gui email, duyét
Internet. ..

Trén man hinh destop, ban sé& thuong thay

- Thanh nhiém vu Taskbar: dugc Microsoft tich hgp vao Windows dé hién thi
biéu tuong cac phan mém dang chay trén may. Thong thudng, Taskbar s& dugc bd tri
nam ngang & phan dudi ciing ctia man hinh hién thi. Cum bén phai Taskbar 14 noi hién
thi thoi gian, ngay thang, trang thai 4m thanh va cac tng dung dang chay ngam.
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- Biéu twong (Icons) trén man hinh Desktop 1a nhitng hinh anh nho dai dién cho
cac chuong trinh, t&p tin, thu muc hodc cac doi tuong khac trén may tinh giip nguoi
dung dé dang xac dinh va truy cap cac dbi tuong mong muén ma khong can phai ghi
nho tén hoac vi tri chinh xac

Mot vai cach tan dung hiéu qua Taskbar

Ghim ¢ dinh biéu twong ung dung 1én Taskbar: Viéc ghim c¢é dinh biéu tuong tng
dung lén thanh Taskbar s& gitip ban khong phai mat cong tim kiém g dung trén man
hinh desktop, laptop hoic trong thu muc khi mubn sir dung. Cé hai cach don gian dé
ban ghim biéu trong tng dung vao Taskbar:

- Céch 1: Ciing 1a cach don gian nhat, ban giir chudt tri vao biéu trong tGng
dung d6 161 kéo tha vao thanh Taskbar.
- Céach 2: Ban mé ung dyng can ghim 1én, click chuot phai khi biéu tugng Gng
dung hién & thanh Taskbar r6i chon Pin this program to Taskbar.
G& mot g dung da ghim trén thanh Taskbar: Thao tdc g& ghim twong tu nhu khi
ban ghim mot tng dung. Ban hiy click chudt phai vao biéu twong tng dung can g&
khéi Taskbar va chon Unpin this program from taskbar.

3.1.2. C4u hinh man hinh 1am viéc

Dé cau hinh man hinh lam viéc trén hé diéu hanh Windows, ban thuc hién cac budc sau

Budc 1 | Chon biéu twong Windows hoic niit Start (bit dau) %=
Buéc 2 | Tim biéu bi¢u twgng hinh rang cua nhé va nhap chudt @
vao biéu tugng
Settings

Budc 3 | Curaso cai dath¢ thong sé dugce hién thi dé ban lya chon
1% Home

_— Recommended settings s

@  Bluetooth & devices T BT e s

o SR Cloud storage

W Network & internet e

#  Personalization Fg Default apps >

i fops Sign in to OneDrive

& Account S oy 4

M Time & language

‘ ) sound > Bluetooth devices
~o A Manage, add, and remove devices
'ﬂ' Accessibility
Privacy & secur it v Bluetoath
) B Y L p— on @D
) Never lose access to your account SRS
@® Windows Update

Add a recovery phone number to make sure you can always get in to

MX Master 35
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Buéc 4 Nhap chudt vao Hé thong (System)
Budce 5 Nhép chudt vao muc Hién thi (Display)
Budc 6 Lya chon tinh nang hién thi
t Brightness Ban c6 thé théy mot thanh truot diéu
Ll + < R
= o - Diéu chinh d6 sang cua khién
-, ~ , ’
N may tinh o —

Khi ban kéo truwot sang phai, mau xanh
hién thi nhiéu hon, man hinh sang hon;
kéo trwgt sang trai, mau xanh hién thi
it hon, man hinh t6i hon.

Néu ban hoan toan khong nhin thay thanh
trugt diéu khién, c6 nghia 1a may tinh cta
quy vi khong thé diéu chinh do sang man
hinh.

Néu trudong hop ndy x4y ra, ding lo lang!
Day chi 1a cach thiét 1ap anh sang phu hop
cho man hinh. Ban hiy kiém tra va st
dung cac nut diéu khién trén man hinh, rat
nhiéu man hinh da thiét ké sin cac phim
co, tim va doc hudng dan su dung di kem
v6i man hinh d€ tim hi€u chinh xéc cach

chung hoat dong.
%L Night light Nhan vao biéu tuong hoic kéo thanh trugt
*‘O" Anh séng ban dém d'e tang do sang man hl.nh, dicu ngy s€
' gitp han ché tac dong ti€u cuc khi ban
lam viéc trong diéu kién thiéu anh sang.
= j Scale Lua chon ty 1¢ kich c& sao cho ban théy
J Tang giam kich ¢& cua thoai mai nhat

ky tu, biéu twong tGng
dung va cac muc khac
trén man hinh destop
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~ ™
—

Chinh stra d6 phan giai
man hinh phu hop véi
kich c& cua thiét bi

Display resolution Do phan giai tot nhat cho man hinh cta

ban 13 d6 phan giai duoc khuyén nghi
(duoc danh ddu 1a recommended). Do
phan giai nay s& cung cap hinh anh r&
rang va sic nét nhat.

Vi¢e sir dung @6 phan giai thap hon c6 thé
khién van ban va hinh dnh bi mo.

Vi¢e st dung do phan gidi cao hon co thé
khién vin ban va hinh anh tré nén nho va
kho doc.

rea
=

hinh

Tinh nang xoay man

Display orientation Ché d6 Landscape cung cip nhiéu khong

gian hién thi hon so vdi ché d6 Portrait,
do d6 ban c6 thé xem nhiéu noi dung hon
cung mot lac. Pidu nay dic biét hitu ich
cho cac tng dung nhu bang tinh, trinh
duyét web va céc cong cu chinh stra van
ban.

3.1.3 Cai dat ngay gio va ngdn ngit hién thi

Trén ctra s6 diéu khién Cai dt (Settings), nhap vao biéu tuong co tén Thoi gian & Ngon
nglr (Time & Language), mot menu ¢ bén trai xuét hién

o

Date & Time
(ngay va gio)

a) Cai dat ngay gio tu dong

Tim nut Cai dat mui gio ty dong (Set time zone
automatically) trén man hinh. Di chuyén hodc lwa
chon dé & Bat (On). Thiét bi cua ban s& chuyén
sang On va nat trugt ¢6 mau xanh duong.

May tinh s& tyr dong chuyén doi mui gid khi ban
di chuyén dén qudc gia khac néu ban da bat cai
dat " Ty dong dat mui gio"'.

Ban c6 thé chuyén sang ché d6 Off dé cai dat thu
cong.

b) Cai dat ngay gio thu cong

Buoc 1: chon Time Zone (Mui gio) la (ITC+
07:00) Bangk ok, Hanoi, Jakarta khi ban & bat ky
déau trén lanh thd Viét Nam.
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Burée 2: Tiép tuc kéo xudng va xem bén dudi Cai
dat ngay va gio thu cong (Set the date and time
manually) va nhap vao ntit Thay d6i (Change).
Mot cira s6 hoi thoai bat 1én hién thi ngay va gio
hién tai.

Buwée 3: Nhap chudt vao ting 6 ngay, thang va
nam dé chon ngay tir danh sach xuat hién.

Burée 4: Nhap vao 6 gid va phit dé chon gid.
Buoc 5: Khi ban da hai long vdi ngay va gio dugc
nhap, Nhép thay d6i (Change) dé cai dit hodc
nhap hay (Cancel) dé hity viéc cai dit.

Language &

@_._' Region (Ngon
Aq- ngt va khu

vuc)

Trong menu bén phai, nhap chudt vao Language
& Region (Ngon ngir va khu vuc)

Tai O bén canh hodc bén duéi cuia Ngon ngir hién
thi (Windows Display Language), ban ¢ thé Iya
chon ngon nglr dugc goi y.

Dé thay d6i n6 sang mot ngdn ngir khac

1. Tim hinh vuéng c6 ddu cong bén canh Thém
mdt ngdn ngir va thich (Add a Preferred language)
trong Windows 10 hodac Thém mdt ngén ngtr (Add
a language) trong Windows 11 va nhip vao do.

2. Mot hop bat 1én yéu cau quy vi Chon ngdn ngit
dé

cai dat (Choose a language to install). Kéo xudng
danh sach dé tim tén ngdn ngit hoic nhap ngdn
ngtlr can tim kiém.

3. Nhap vao ngdn ngir roi nhap vao nat Tiép theo
(Next).

4. Trong 6 tiép theo, nhap Cai dat 1am ngdn ngir

hién thi cua toi (Set as my Windows display
language), dé an dinh ngdn ngir ndy st dung cho
may tinh ctia ban. Sau d6 nhp Cai dat (Install).
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Hop hoi thoai bién mat va quay trd lai man hinh
trude khi cai dat ngon ngir. Bay giongdn ngir ban
Iwra chon da dwoc thiét 1ap.

Country or | Lwa chon “Vietnam” hodc batky qudc gia nio ban

Region mong mudn

(Quéc gia hoic

khu vuc)

Regional Lua chon tiéng Viét (Vietnamese (Vietnam)) hodc
@-l—. format ngdn ngit ban mudn st dung

AT

Pé kiém tra xem dinh dang khu vyc cua ban da
thiét 1ap c6 dung hay khong, xem thong tin bén
dudi Binh dang khu vuc (Regional format data).
Quy vi sé& thiy rang ngay va gio dugc viét theo
cach cua Viét Nam ngay/thang/nam. Vi du

Calendar: Duong Lich

First day of week:  Thud Hai

Short date: 17/06/2024

Long date: 17 Thang Sau 2024
Short time: 12:15 CH

Long time: 12:15:46 CH
Standard digits: 0123456789

3.1.4 Cai dat hinh nén, giao dién

Trén cura s6 di€u khién Cai dat (Settings), nhap vao biéu twong c6 tén cd nhan hoa
(Personalization), mdt menu ¢ bén trai xuat hién

R

Background
nén)

(hinh

1. chon kiéu hinh nén mong muén

Picture: hinh nén dang anh

Solid Color: hinh nén dang m{t mau
Slideshow: hinh nén dang nhiéu anh néi tiép

Windows Spotlight: hién thi hinh anh dep va
quang cdo tur Bing Images
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2. Chon hinh nén tir hinh anh mic dinh cua
Windows hoac tir hinh dnh trén may tinh cua ban
(Browse photos)

3. Chon céch hién thi hinh nén:
- Fill: kéo dai theo kich ¢& man hinh, bt ké ty 1
khung hinh cta hinh anh c¢6 khép véi man hinh
hay khong
- Fit: diéu chinh kich thudc hinh anh dé vira van
v6i man hinh ma khong lam thay doi ty 1¢ khung
hinh

- Center: ddt hinh anh & gifta man hinh va gitr
nguyén ty 1¢ khung hinh

Stretch: kéo dai hinh anh dé1ap day toan bd man
hinh, bat ké ty 1¢ khung hinh ctia hinh anh c6
khép v61 man hinh hay khong

-Tile: Lap lai hinh anh nhiéu 1an dé 1ap day toan
bd man hinh

4. Nhap Apply dé luu thay doi.

3.1.5 Cai dat, g& bé phan mém, ung dung
Ciach 1: Cai dit phan mém, vng dung tir Microsoft Store:
Bucorc 1: Mo Microsoft Store
Céch 1: Start-> Nhap chudt vao Microsoft Store
Cach 2: Nhan phim Windows
Buée 2: Tim kiém tng dung: Nhép tén ing dung ban muén tim kiém vao thanh tim kiém
& dau man hinh.
Buée 3: Chon tng dung: Khi ban tim thay (mg dung ban mudn, hiy nhap vao no.

Buoc 4: Nhép vao Nhan hodc Cai dat: Gia cua ing dung s€ duoc hién thi & day. Néu
ung dung mién phi, nut s& 1a Nhan. Nhép vao nut dé bat dau tai xuéng va cai dat ing
dung.

Buée 5: Lam theo hudng dan: Sau khi tai xuéng, ung dung s€ tu dong cai dat. Ban co
thé dugc nhic khai dong lai may tinh cia minh dé hoan tat cai dat.

Cach 2: Cai dat tir tép cai dat (.exe):
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Mot s6 Gng dung khéng co san trong Microsoft Store va ban can tai xudng tép cai dat
(.exe) tir trang web ctia nha phat trién.

Cach thuc hién:

Tdi xuong tép cai dat: Truy cap trang web clia nha phat trién tmg dung va tai xubng tép
cai dat (.exe) cho phién ban Windows cua ban.

Chay tép cai dat: Nhap dup vao tép cai dat da tai xudng.

Lam theo huong dan: Trinh cai dit s& huéng dan ban qua quy trinh cai dat. Chon cac
tily chon mong mudn va nhép vao Tiép theo dé tiép tuc.

Hoan tat cai dat: Khi cai dat hoan tit, ban c6 thé khai dong ung dung tir menu Bit dau
hodc man hinh nén.

Trude khi cai dat bat ky ung dung nao, hiy dam bao rang ban tai
xubng ung dung tir ngudn dang tin cay. Viéc tai xuéng ung dung
tir cac trang web khong déng tin cdy c6 thé khién may tinh ctia ban
bi nhiém phﬁn mém ddc hai.

Mot s6 tmg dung c6 thé yéu cau quyén truy cap vao cdc tinh ning
hodc dir liéu trén may tinh ctia ban. Hay can than khi cap quyén
cho bat ky tmg dung nao va chi cip quyén cho nhimg tmg dung
ban tin tuéng.

G0 bo va quan ly ung dung

Trén cira s6 diéu khién Cai dat (Settings), nhap vao biéu tugng c6 tén Ung dung (Apps),
mot menu & bén trai xuét hién

Installed Apps (Céc | 1. Nhap chudt vao Installed apps

Q— ﬁ{lg dyng dugc cai 2. Nhép tén ing dung ban mudn g& bo hoic
g dat) tim kiém trong danh sach duoc liét ké
3. Nhép chuot phai vao dau“...”, lua chon
uninstall
4. Xéac nhan Uninstall khi hop hdi thoai md
ra

5. Lya chon “Yes” néu ban mudn g0 bo va
tiép tuc thyc hién theo hudng dan
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Startups 1. Nhép chudt vao Installed apps
| ! (Ung dung khoi dong | 2. Truot sang ché d6 Off néu ban khong
o khi may tinh khdi | mudn ing dung khoi dong ciing may tinh;
dong) ché do On véi cac ung dung da cai dat trén
Danh sich cic img | ™&Y V3 ban mudn khai dong khi may tinh
khoi dong

dung sé& hién thi, cho
biét tmg dung nao s&
tu dong khoi dong khi
ban bat may tinh

3.1.6. Kiém tra thong tin hé thng
Cach 1:

Nhép thong tin vao hop tim kiém trén thanh tic vu cua ban, sau d6 chon Thong tin hé
thong (System Information)

n System Information
-_—

Desktop app

Cach 2:
- Nhan Windows + R dé mé hop thoai Run.
- Nhép msinfo32 va nhén Enter.

Cong cu System Information s& mo ra, hién thi thong tin chi tiét vé tt ca cac thanh
phan phan cimg va phan mém trén may tinh cta ban.

Cdch 3:
- Nhén biéu twong Window
- Nhép chudt vao Cai dat (settings)
- Nhép chudt vao hé thdng Systems trén thanh menu xuat hién bén trai man hinh

- Nhép chudt vao gidi thidu (About) xuat hién trén menu bén phai man hinh

3.2. Hé diéu hanh MacOS
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MacOS (viét tit ciia Macintosh Operating System) 1a hé diéu hanh danh riéng cho may
tinh ctia Apple. Ra mit 1an dau vao nim 2001, macOS 13 hé diéu hanh phd bién th hai
cho may tinh c4 nhan sau Windows, dugc danh gid cao bdi sy on dinh, muot ma, giao
dién dep mat va than thién voi nguoi dung.

3.2.1 Man hinh Desktop

Man hinh nén 14 noi ban thuc hién cong viéc cia minh

NE0e=808a @80 "0FTERE0 &

Theo mic dinh, desktop dugc thiét ké nhu sau:

- Phia trén man hinh destop 14 thanh menu. Thanh menu nim doc phia trén cling cua
man hinh trén may Mac.
4
Thanh menu chtra menu Apple ', cac menu tmg dung va nhiéu menu trang thai,

N
vi du nhu Wi-Fi - , Spotlight Qvé Siri ° Ban c6 thé tuy chinh nhitng muc

trang thai nao dwgc hién thi trong cai dat Trung tim diéu khién. Trung tdm diéu khién
() . .
@Dva Trung tam thong bao (bam vao ngay va gio) luon c6 san trong thanh menu.

- Phia cuéi man hinh la Dock: Dock hién thi cac ung dung, chuong trinh ban c6
thé st dung hang ngay theo lwa chon ctia nguoi dung, ngoai ra Dock ¢6 thé hién thi tdi
daba trng dung dugc su dung gén nhét chua c6 trén Dock va mét thu muc cho cic muc
ban tai vé tir internet.
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Thu muc Tai vé

3.2.2 C4u hinh man hinh lam viéc

g
Dé cai dt, thay d6i cai dat trén man hinh lam viéc, hay chon menu Apple ' > Cai dat

hé théng, sau d6 bam vao Man hinh g trong thanh bén. (Co thé ban can phai cudn
xudng).

D0 sang man hinh | Céch 1: Bat “Tu dong diéu chinh d6 sang”.

Khi bat tinh nang nay, may tinh cta ban s€ ty dong diéu chinh do
sang man hinh va mirc mau den dua trén cac diéu kién anh sang
xung quanh hién tai.

Céch 2: Kéo thanh trugt 46 sang & bén phai dé diéu chinh do sang
ctia man hinh.

Luu ¥: kiém tra tai liéu di kém v&i man hinh dé c6 thong tin cu thé
vé do sang phtt hgp voi man hinh ctia ban

D0 phan giai Chon murc d6 chi tiét ma man hinh cta ban hién thi. Chon Mic
dinh dé tu dong sir dung do phan giai thich hop nhat cho man
hinh hoac chon mot tiy chon khac dé chon thu cong gilra van
ban 16n hon hodc nhiéu khéng gian hon trén man hinh.

3.2.3 Cai dat ngay gio va ngdn ngit hién thi

Budc 1 ® Finder File Edit View Go Nhap chudt vao biéu tuong Apple
About This Mac trén man hinh, chon Cai dat hé

thong (System Settings...) trén

App Store... menu hién thi
Recent Items >
Force Quit... ARHD

Cai dat ngay, gio
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Budc 2 G @ AirDrop & Handoff Nhap chudt vao bi¢u twong cai dat
£ sluetooth B Login ttems chung (General), chon Ngay &
Network Thoi gian (Date & Time) trén
= Language & Region .
3 Notifications bang menu bén tréai
Sound Date & Time
Focus
B Screen Time 4 Sharing
~ .
Budc 3 | < Dpate&Time Dén muc “Pat gio va ngay tu
Set time and date automatically *I’ déng” (Set time and Date
Source Apple (time.apple.com.) t automatlcally) , tI’u’O’t thanh tmot
Date and time 6/6/2023, 1:57:44 pm de bﬁt ché d6 tu déng cai dﬁt
24-hour time . N ~
Khi thanh trugt mau xanh nghia
Set time zone automatically using your current location ( @) méy tinh Cﬁa ban dang dét ngé.y Vé.
gi0 dua trén viéc ty dong nhan
dién vi trd cua ban.

Néu ban muén thiét 1ap tha cong, nhap vao thanh trugt vé phia trai dé
chuyén sang mau xam

hop thoai yéu cau nhap mat khau. Pay chinh 1a mat khau tai khoan may tinh
ban sir dung dé md khéa mdy tinh. Tén ngudi dung da dugc dién san nén
ban chi can nhdp mat khau vao 6. Khi hoan tit, hay nhép vao M¢ khoa
(Unlock).

Bay gid, dé thay d6i ngay va gid trén may tinh ctia ban, hiy nhap thong tin
vé Ngay va gio, sau d6 nhap vao nut Dt (Set) & bén phai. Mot hop bat 1én
s& xut hién hién thi cai ¢t Ngay va Gio hién tai ctia banva lam theo 10i
nhic dé thay d6i chiing theo cach thi cong.

Bat nut canh 6 thoi gian 24 gio (24 hour time) dé dit thoi gian & ché do
24h.

Cai dit ngon ngir hién thi
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Chon mot hinh nén tir cac danh muc c¢6 san:

- Hinh nén dong: Nhitng hinh anh nay thay doi 6 sang va t6i dyua theo thoi
gian trong ngay tai vi tri hién tai ctia ban.

- Hinh anh: Chon hinh anh tir thu vién anh cua ban hoac tir cac thu muc

Budc 2 Nhép chudt vao biéu twong cai dat
chung (General), chon Ngbén ngit
Language & Region & Khu vuc (Language & Region)
* trén bang menu bén trai
Buéc 3 Click vao ddu + & phan Preferred
Languages, tai muc tim kiém
(search) trén hdp thoai vira dugc
bat, nhap “Tiéng Viét”, chon Add
Xac nhan lai ngon ngir chinh Ia
tiéng Viét
Budc 4 Tai muc Vung (Region), lva chon
H Vietn
Region ietnam
2.2.4 Cai dat hinh nén, giao dién
Budce 1 ® Finder File FEdit View Go Nhap chudt vao biéu trong Apple
About This Mac trén man hinh, chon Cai dat hé
thong (System Settings...) trén
App Store... * menu hién thi
Recent Items >
Force Quit... XHD
Budc 2 | Nhip vao Hinh nén (Wallpaper) trong thanh bén.

khéc trén may Mac.

- Mau sac: Chon mot mau don gidn lam hinh nén.

Ban ciing c6 thé diéu chinh cach hinh anh duoc hién thi trén man hinh cua
minh. Vi du: ban c6 thé chon dé hinh anh duoc ty 1& phu hop, 1ap ddy man

hinh hodc dugc dat ¢ trung tam.
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3.2.5 Cai dat, gd bo phan mém, ung dung
Cai dat ung dung
Trén may tinh, hay lya chon céc thao tac sau day:

- Pdi voi cac tmg dung duoc tai xudng tir internet: Trong thu muc Tai xudng ,
bam dap vao anh dia hoidc tép goi (trong gidng nhu mot hop mo). Néu trinh cai dat duoc
cung cip khong tu dong md, hiy mo no rdi lam theo hudng dan trén man hinh.

- Pé cai dat lai tng dung ban da tai xudng tir App Store, hiy xem Cai dit giao
dich mua tir App Store .

G0 cai dat wng dung

Trén may Mac cua ban, hay bam vao biéu tuong Finder trén Dock, sau d6 bam
vao Ung dung (applications) trén thanh Finder.

Tiép theo, lya chon cac thao tac sau day:

- Néu chuong trinh, tmg dung di c6 trong thu muc: Mé thu muc chira tng dung
dé kiém tra. Néu G& cai dat (Uninstall) hién thi, hdy nhip dGp vao n6 réi lam theo
huéng dan trén man hinh.

- Néu chuong trinh, tmg dung chua ¢6 trong thu muyc hoic khong xuat hién G&
cai dit (Uninstaller): Kéo tng dung tir muc Ung dung vao thung rac (Trash) ¢ cudi thanh
Dock.

Luu y: Ung dung sé& bi x6a vinh vién khoi may khi ban don Thung rac. Trong
trurong hop nay, néu ban ¢6 cac tép ban da tao béng ung dung, ban c6 thé khong mo
dugc chung lai. Néu ban quyét dinh mudn gitr lai ung dung, hiy ly lai tng dung do
trude khi don sach Thung rdc. Chon ing dung trong Thung rac, sau d6 chon Tép > DPua
tro lai (Restore)

3.2.6 Kiém tra thong tin hé thong
Cach 1:

- M6 Terminal dé mé hop thoai.

- Nhap system_profiler va nhan Enter.

Cong cu System Information s& mo ra, hién thi thong tin chi tiét vé tt ca cac thanh
phan phan cimg va phan mém trén may tinh cta ban.

Cdch 2:
- Nhén biéu twong Apple
- Nhép chudt vao Cai diit (settings)

- Nhép chudt vao Gidi thiéu (About) xuit hién trén menu bén phai man hinh
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BAI 4: QUAN LY THU MUC VA TEP TREN MAY TiNH

Quan ly thu muc va tép tin trén may tinh hiéu qua 1a motky nang quan trong gitp
ban tim kiém thong tin nhanh chéng va bdo v¢ dir 1iéu an toan. Dudi day 1a mot sb cach
don gian dé ban ap dung:

4.1. Tao ciu tric thu muc ré rang va hop ly

Tao mjt thw muc trén man hinh nén

Buwde 1. Nhap chudt phai vao man hinh nén dé hién thj menu

Buoc 2. Pua con tro chudt 1€n trén ity chon M i (New) and va nhap chudt. Mot
menu khac s& xuét hién bén canh Menu dau tién.

Buwée 3. O trén cing ciia menu ndy, nhap Thu muc (Folder). Mot thu muc méi s&
xuat hién trén man hinh nén va phan tén s& hién thi mau xanh.

Burée 4. Nhap tén moi cho thu muc va 4n phim Enter dé hoan thanh.

Mt s6 luu y khi tao va dat tén thu nuc

Phdn logi theo chii dé: Ping phanloai theo dinh dang file ma hay phan theo cong
dung, chtric ndng, loai ndi dung.

Tao cac thu muc chinh theo chi dé& nhu: Tai liéu, Hinh anh, Am nhac, Video,
Chuong trinh, Dy 4n,..., trong mdi thu muc chinh, tiép tuc chia nho thanh cac thu muc
con (néu céan) theo thoi gian hodc theo chu dé nho. Luu ¥: Viéc phan chia thu muc con
chi nén phan chia & mirc do vira phai, t6i da khoang 4-5 16p thu muyc.

Vi du:

e Thu muc: Tai liéu:
o Taili€uhoc tap
o Tai ligu cong viéc
o Tailiéu canhan

e Thu muc: Hinh anh:
o Anh gia dinh (2023)
o Anh du lich (2022)

Str dung thu muc chung cho cdc tép tam thoi

Tao mot thu muc riéng biét cho cac tép tam thoi hodc tép can xo0a sau khi sir
dung. Thudng xuyén kiém tra va don dep thu muc nay dé giir hé théng gon gang.

Dung co dinh mot cach sap xép trén moi mdy cua ban, ké ca may
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4.2. Pit tén file theo mdt quy chuin chung, don gian, dé nhé

- Sir dung tir khéa: Bao gdm cac tir khoa mo ta ndi dung tép tin.

- Scip xép theo thir t: St dung s6 tht ty hodic ngay thang dé sip xép cac tép tin
¢ cung chu dé. Néu ban c6 nhiéu phién ban ctia mot tép tin, su dung h¢ théng danh sb
(v1, v2, v3,...) dé theo ddi cac thay d6i va phién ban.

- Tranh ky tw ddc biét: Chi nén str dung ddu gach dudi () hodc dau gach ngang
) dé phan cach cac tur.

Vi du:
e Bado cdo-Quy-1-2023.docx
o Hinh 4nh gia dinh 01.pg

4.3. Sir dung céng cu tim kiém

Tim kiém nhanh: Hau hét cac hé diéu hanh déu c6 cong cu tim kiém tich hop.
Ban ¢6 thé tim kiém theo tén t€p, ndi dung, hoac loai tép.

Loc két qua: Str dung céc tiy chon loc dé thu hep pham vi tim kiém.

4.4. Sit dung phin mém quan 1y tép

Tiang hiéu qua: Mot s6 phan mém quan 1y tép cung cap nhiéu tinh ning ning cao nhu:
Chia tab; So sanh thu muc; Ty dong hoa tac vu.

4.5. Sao lwu dir li€éu thuwong xuyén

o Bao vé dir liéu: Sao luu dir li€u 1én cac thiét bi luu trir khac nhu 6 ciing ngoai,
USB, hoac dich vy dam may.

Pinh ky don dep: Nén x6a bo cac tép tin khong can
thiét dé giai phong dung lugng 6 cing.

‘ KHUYEN NGH|
"-%L <4

Loi khuyén bé sung: | St dung cic cdng cu nén: Nén céac tép tin 16n dé tiét
kiém khong gian luu trr.

Tao cac thu muc tam: Sir dung cac thu muc tam dé luu
trir cac tép tin dang lam viéc.

Chia sé voi nguoi khac: Néu can, ban co thé tao cac
thu muyc chia sé dé cho phép nguoi khac truy cap vao dir
liéu cua minh.
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Luwu y: Viéc quan ly thu muc va tép tin 1a mot qua trinh
lién tuc. Ban nén thuong xuyén xem xét va diéu chinh
lai cAu trac thu myc dé dam béo tinh hiéu qua
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BAI 5: MOT SO PHAN MEM TIEN iCH

Unikey 1 chuong trinh ban phim tiéng

ful]i] Viét phé bién nhét trén Windows. Phin 15i
: xur 1y tiéng Viét UniKey Input Engine ciing
I] 2 r \ \
' dugc str dung trong cac chuong trinh ban

phim mac dinh cia céac hé diéu hanh Linux,
Unikey — Ban phim tiéng Vigt | Mac OS X va dic biét Ia tat ca céc thiét bi
) ) ding iOS (iPhone, iPad).
(mién phi) .
Unikey.org la website chinh thirc duy nhat
ctia phan mém UniKey. Phién ban trén
Store cua Microsoft dugc dong goéi tu
Unikey.org.

beé tii veé may tinh cua ban:

1. Truy cap: https://apps.microsoft.com/detail/9n4sdqch559b?hl=vi-vn& gl=VN

2. Nhan vao biéu tuong

dé tai xuong may tinh cua ban

Anh ciia Microsoft gitip ban quan 1y tat ca cac
anh va video duogc Iuu trir trén may tinh; goi
nhd cac ky niém qua cac bd suu tép, theo thoi
gian; luu trir dong thoi trén may tinh va trén
dam may (n éu lua chon); mo, xem tung anh,
video; so sanh mot s6 anh va video trong cling
Xem anh mot cira s6 Umg dung bang ché do nhiéu dang
(mién phi) xem; Cit va xoay anh, diéu chinh 4nh sang va
mau séc, thém bd loc va cac hiéu ung khéc; tao
anh ctia riéng ban theo cac goi y co san hodc
theo chu dé dugc goi y

Ung dung may tinh di dwoc cai dit sin trén may tinh sir dung hé diéu hanh
Windows

Néu chwra c6, dé tai vé may tinh ciia ban
Cach 1:
1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Microsoft Photos” va nhan vao biéu tugng

3. Nhén vao “Cai dat” hodc “Install” hodc “Open”
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Cach 2:
1. Truy cép link: https://apps.microsoft.com/detail/9wzdncrfjbh4?hl=vi-vn& gl=VN

2. Lua chon “Cai dat” hoac “Install” hoac “Open”

Ung dung nay cho phép ban chup man hinh
ctia ban mot cach dé dang; ghi lai man hinh ctia
ban bé'mg am thanh; chinh stra va chu thich anh
chup man hinh cua ban; chinh stra hodc sao chép
phan ndi dung van ban

Cit va Phac thio

(mién phi)

Pé cai dit trén may tinh ciia ban:

Poi v6i phién ban Window 8.1 tré 1én

Cach 1:

1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Snip&Share ” va nhan vao biéu tugng

3. Nhén vao “Cai dat” hodc “Install” hodc “Open”

Cach 2:

1. Truy cép link: https://apps.microsoft.com/detail/9wzdncrdrl p8?hl=vi-vn&gl=VN
2. Lya chon “Cai dat” hoac “Install” hoac “Open”

Poi voi phién ban Window 11 tré 1én: di dwoc cai dit sin trén may tinh
Chuyp anh man hinh bang tng dung hoic phim tit (phim logo #Shift + S)

St dung chudt, cam mg hodc but dé chinh sira anh chup man hinh.

Cit cac hinh anh ctia ban va danh déu bang muyc va ving sang.

Luu hoac sao chép anh chup man hinh ctia ban dé chia sé chiing & moi noi.

May tinh cho phép ban Thyc hién tinh toan toan
hoc co ban mét cach dé dang; str dung cac chirc
nang may tinh tay khoa hoc; Chuyén doi co so &
ché d¢ lap trinh; Chuyén d6i nhanh chéng giira
cac don vi khac nhau

May tinh
(mién phi)

Ung dung may tinh di dwoc cai dit sin trén may tinh sir dung hé diéu hanh
Windows
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Néu chua co, dé Cai dat may tinh cia ban

Cach1:

1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Caculator” va nhan vio biéu tuong

3. Nhén vao “Cai dit” hodc “Install” hodc “Open”

Cach 2:

1. Truy cép link: https://apps.microsoft.com/detail/9wzdncrfthvnS ?hl=vi-vn&gl=VN

2. Lya chon “Cai dat” hoac “Install” hoac “Open”

" Trinh phat da phwong tién (Media Player) dugc
thiét ké dé 1am cho viéc nghe va xem noi dung da
phuong tién cua ban tré nén thi vi hon.

Media Player 1a mdt thu vién nhac dﬁy du tinh
nang cho phép ban duy¢t va phat nhac mét cach
nhanh chéng, cling nhu tao va quan 1y danh sach
phat. Tat ca ndi dung cua ban trong thu muc nhac
va video c6 san trén may tinh sé& ty dong xuat hién
trong thu vién cua ban.

Trinh phat da phuwong tién
(mién phi)

Ung dung may tinh di dwoc cai dit sin trén may tinh sir dung hé diéu hanh
Windows

Néu chua cé, dé tai vé may tinh ciia ban

Cach1:

1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Media Player” va nhan vao biéu tuong

3. Nhén vao “Cai dat” hodc “Install” hodc “Open”

Cach 2:

1. Truy cép link: https://apps.microsoft.com/detail/9wzdncrfj3pt?hl=vi-vn&gl=VN

2. Lya chon “Cai dat” hoac “Install” hoac “Open”

PDF X 1a trinh doc & chinh stra PDF hi¢u qua
danh cho windows.

- Xem PDF; ché d6 cudn ngang hodc cudn doc, mot
trang hodc cudn lién tuc; Tim kiém van ban, phong
to, thu nhé & Ché do trinh bay; Mo cac tép PDF;

View & Edit

Xem va chinh stra tép PDF
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(c6 02 phién ban: Chia sé va in tai liéu PDF; Thu nho; Panh dau cac
trang hodc phan cu thé ctia PDF

- Cha thich PDF: Thém chu thich, x6a chu thich,
chinh stra chu thich; Panh dau bang to sang, gach
chan, gach dau dong; Thém nhan xét van ban, hop
van ban va siéu lién két vao tép PDF; Viét va vé tu
do; Dién vio cac biéu mau PDF; Chit ky; Chir ky
anh

mién phi va tra phi)

- Bién vao cac biéu mau PDF: Pién vao cac biéu
mau PDF; Dién va ky vao biéu mau PDF

- Trinh chin h stra trang: Hop nhét PDF; Tach PDF;
Giainén; N6i - Chén mot tép khéac (toan bo tép hoic
pham vi trang cu thé) vao tép hién c6; Xoay va x6a
céc trang

- Chuyén d6i PDF: Chuyén d6i PDF sang Word
(PDF sang Docx); Chuyén doi PDF sang Excel
(PDF sang XIs); Chuyén d6i PDF sang PNG (PDF
sang hinh anh); Chuyén d6i PDF sang JPEG (PDF
sang Hinh anh); Chuyén d6i PDF sang RTF;
Chuyén d6i PDF sang vin ban (PDF sang TXT);
Chuyén d6i PDF sang Trang Web (PDF sang
HTML); Chuyén d6i PDF sang XML

- Chuyén d6i sang PDF: Chuyén Word sang PDF
(Docx sang PDF); Chuyén doi Excel sang PDF (Xls
sang PDF); Chuyén d6i PowerPoint sang PDF
(PPT sang PDF); Chuyén d6i PNG sang PDF (Hinh
anh sang PDF); Chuyén d6i JPEG sang PDF (Hinh
anh sang PDF); Chuyén RTF sang PDF; Chuyén
d6i van ban sang PDF (TXT sang PDF)

Ban mién phi cho phép ngudi dung sir dung tinh
nang xem, chu thich, dién mau, chinh sira va thyuc
hién mét s churc nang thunghiém c6 “watermark”.
Déi v6i phién ban tra phi: 29,99 USD/ndm (twong
duong khoang 765.000 ddng/nam) hoic 49,99 USD
tron doi (twong duong khoang 1.300.000
ddng/nam)

Ung dung may tinh di dwoc cai dit sin trén may tinh sir dung hé diéu hanh
Windows
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Néu chwra c6, dé tai vé may tinh ciia ban

Cach 1:

1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “PDF X: PDF Editor & PDF Reade” va nhan vao biéu tuong

3. Nhén vao “Cai dit” hodc “Install” hodc “Open”

Cach 2:

1. Truy cép link: https://apps.microsoft.com/detail/9wzdncrfj3pt?hl=vi-vn&gl=VN

2. Lya chon “Cai dat” hoac “Install” hoac “Open”

Microsoft Sticky Notes gitip nguoi ding c6 thé tao
ghi chu, thém anh, thém dinh dang vin ban, dan
1én man hinh nén cua may tinh dé ghi chu, dong
bo trén cac thiét bi va ung dung nhu OneNote
Mobile, Microsoft Launcher for Android va
Outlook for Windows.

Ghi chi dan nhéan
(mién phi)

Ung dung may tinh di dwoc cai dit sin trén may tinh sir dung hé diéu hanh
Windows

Néu chua cé, dé tai vé may tinh ciia ban

Cach 1:

1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Microsoft Sticky Notes” va nhan vao biéu tuong
3. Nhén vao “Cai dat” hodc “Install” hodc “Open”

Cach 2:

1. Truy cap link:
https://apps.microsoft.com/detail/9nblgghd4qghw?activetab=pivot%3 Aoverviewtab&
hl=vi-vn&gl=VN

2. Nhéan vao “Cai dat” hodc “Install” hodc “Open”

Coc Coc 1a trinh duyét Viét Nam, cho phép ban
ludt web tée do cao vi cac tinh nang ndi bat nhu
chan quang céo ddc hai, lam phién khi ban luét
web; tdi nhac va video ma khong can cai thém cac
cong cu hd tro; ghi video dé tiép tuc xem trong
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| 'ﬁgy ctra s noi trén man hinh khi ban dang str dung
V a gy chuong trinh khac; cho phép ngudi dung an danh,
L § 1 ) khong luu lai hoat ddng trong lich sir su dung;
il canh bdo nguo1 dung khi truy cép céc trang web

gid mao, chra ma ddc, phat hienj valoaibd viéc
cac trang web theo doi ban; hi¢n thi khda xanh doi

Trinh duygt lwét web chan | s o0 trang web da duogc xéc thuc.

quing cao
(mién phi)

Cach 1:
1. Vao kho Microsoft Store trén may tinh
2. Tim kiém “Trinh duyét Céc Cdc” va nhan vao biéu twrong
3. Nhén vao “Cai dat” hodc “Install” hodc “Open”
Cach 2:
1. Truy cép link: https://apps.microsoft.com/detail/xp8cbx99b2zlq1?hl=vi-
vn&gl=VN
2. Nhén vao “Cai dat” hodc “Install” hoic “Open”
. Microsoft Office 12 bd phan mém vin phong pho
Oﬁl Ce bién nhét hién nay, dugc su dung rong rai bdi hoc
sinh, sinh vién, nhan vién van phong, doanh

B0 cong cu tin hoc van phong nghiép va nhiéu t6 chirc khac nhau dé hd tro cong
. .(Tréi piu) viéc va hoc tap.

Microsoft Office cung cip cac cong cu manh mé
de tao lap, chinh stra va quan ly cac van ban, bang
tinh, bai thuyé¢t trinh, email, danh ba, lich,...

Tao 14p vin ban: Microsoft Word 14 phan mém
soan thdo van ban cho phép ban tao lap cac tai
liéu, bao cao, thu ttr,... voi nhiéu dinh dang phong
phu.

Chinh sira bang tinh: Microsoft Excel 1a cong cu
phd bién dé quan 1y dir liéu, thuc hién cac phép
tinh toan hoc, tao biéu dd, phan tich dir liéu,...

Tao bai thuyét trinh: Microsoft PowerPoint gitip
ban tao ra nhiing bai thuyét trinh sinh dong, thu
huat véi cac hi¢u tng hinh anh, &m thanh, video,...
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Quan Iy email: Microsoft Outlook 12 phan mém
quan ly email hiéu qua, giup ban guri va nhan
email, quan ly lich trinh, danh ba, ghi chu,...

Luwu trir ddm may: Microsoft OneDrive hodc
Microsoft 365 cung cap dich vu luu trit ddm may,
giip ban luu trir va truy cap dir liéu moi lic moi
noi.

Lam viéc nhém: Microsoft Office hd tro lam viée
nhém hi¢u qud thong qua cac tinh nang chia sé tai
li¢u, chinh stra tryc tuyén, binh luén,...

Dé str dung, ban cé thé lya chon g01 dich vu cho ¢4 nhan, gia dinh hodc doanh
nghiép va c6 02 hinh thirc tra phi: 1) Tra phi tron gb1 cho 01 may tinh va i1) Tra phi
hang thang hoac hang nam.

Mot s géi pho bién:

Microsoft 365 Personal: Goi nay danh cho 1 ca nhan nguoi ding, bao gdm cac tng
dung Word, Excel, PowerPoint, Outlook, OneNote va OneDrive (dung lugng 1TB).
Muc gia 150.000,00 4/thang hoac 1.499.000 4/nam

Microsoft 365 Family: Goi nay danh cho tbi da 6 ngudi ding, bao gdm cac tng
dung Word, Excel, PowerPoint, Outlook, OneNote va OneDrive (dung lugng 1 TB
cho mdi nguoi dung). Muc gia 200.000,00 d/thang hodc 1.999.000 d/nam.

Microsoft 365 Business Standard: Goi nay danh cho doanh nghiép vira va nho,
bao g6m cac ung dung Word, Excel, PowerPoint, Outlook, OneNote, OneDrive
(dung luong 1TB cho mdi ngudi dung) va Teams. Mtrc gia 12 USD/thang hoic
120$/nam.

Office Home & Student 2021 : G6i nay tron géi danh cho 01 thiét bi may
tinh bao gém cac ung dung: Word, Excel, PowerPoint va Outlook. Muc gia
7.899.000 d cho 01 thiét bi

Cach1:

1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Office” va lya chon g061 dich vu va hinh thirc thanh toan phu hop
3. Thuc hién thanh toan va cai dat trén may tinh

Cach 2:

1. Truy cép link: https:/www.microsoft.com/vi-vn/microsoft-365/buy/compare-al l-
microsoft-365-products? &activetab=tab:primaryrl

2. Thyc hién thanh todn va cai dét trén may tinh
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BreeZip 1a cong cu dé giai nén nhiéu loai file luu
trit khac nhau . BreeZip s& giup ban dé dang giai
nén cac file luu tritr mot cdch nhanh chong véi cac
dinh dang pho bién nhu ZIP, RAR, 7-Zip, TAR,
Gzip, v.v.

Giai nén tép tin
(c6 02 phién ban:
Tinh ning mién phi: M¢&, duyét, xem va giai nén
c4c tap tin Iuu trit; Chirc ning giai nén ho trg
nhiéu dinh dang khéc nhau: .rar, .zip, .7z, ISO,
Bzip2, Gzip, TAR, XX, v.v.; Tao cac kho luu trir
dé dang v6i GUI gidng nhu trinh duyét tép; Tao
cac kho luu trir duoc bao vé bé'tng mat khau; RAR
Opener va chuyén doi rar sang dinh dang zip; Khi
mot kho luu trir duwgc mo trong BreeZip, ndi dung
ctia no s& duoc hién thi. Sau do, ban co thé chon
cac tap tin va thu muc can duoc giai nén.

mién phi va tra phi)

Tinh ning tra phi: Ngoai cac tinh ning mién phi,
duoc bo sung thém mot sé tinh ning nhu: Xem
trwde anh ma khong can trich xuét; Quan 1y mét
khau luu trit d& dang dé tranh nhitng mat khau
phtrc tap; Nén Video, Hinh anh & PDF; Trinh
soan thao PDF & Office tich hop véi trai nghiém
toan dién; Giai phong dung lugng va tdi uu hoa
dung lugng luu trit; Khong quang cdo; St dung
trén toi da 10 thiét b

Doi v6i phién ban tra tién: i) gbi thué bao: hang nam 1a $4.99/nam; ii) Tra 01 lan
9,99 d6i véi goi tron doi

Cach 1:
1. Vao kho Microsoft Store trén may tinh

2. Timkiém “BreeZip: Rar, Zip & 7z Extractor” va lya chon 261 dich vu va hinh
thirc thanh toan phu hop

3. Thyc hién thanh toan va cai dét trén may tinh
Cach 2:
1. Truy cép link: https://apps.microsoft.com/detail/9pb13j137zv4?hl=vi-vn&gl=VN

2. Thyc hién thanh toan va cai dat trén may tinh
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Pé tim cac chuong trinh, img dung khac: ban hay truy cip va trang web

https://apps.microsoft.com/home?hl=vi-vn&gl=VIN
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BAI 6: SU DUNG TIENG VIET

6.1. Ban phim may tinh thong thudng

6.1.1. Ban phim day du
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6.1.3. Ban phim trén dién thoai va may tinh bang i0S

Buéc 1: Chon vao biéu tuong qua cau trén ban phim khi vao tin nhan.
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Buwéc 2: Chon ngdn ngir dé nhén tin

Cai dat ban phim...
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6.1.4. Ban phim trén dién thoai va may tinh bang Android

Giit phim cach (Space) rdi vudt qua phai hodc trai déu duoc chon kiéu go thanh Tiéng Viét 1a
duoc
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6.2. Phan mém hd tro g6 phim tiéng Viét

6.2.1. Mot s6 loai phan mém mién phi hd trg
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6.2.2. Kiéu gd
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Go lap, F12

Ctrix, Dan\,
F12

6.3. Chuyén giao dién d

én tho

6.3.1. 108

6.3.1.1. Cai tiéng Viét cho dién thoai

Budc 1: Vao myc Cai dat trén dién thoai iPhone ctia minh, roi chon ti€p vao phan Cai

dat chung.
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Cin gt

Budc 2: Kéo xuong dudi va tim chon muc Ngon nglr & vung. Sau do, ban nhan chon
vao myuc Thém ngon ngtr.

2090

Cai dit chung Mgéin naill & Ving
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Budc 3: Kéo xuong dudi dé tim va chon vao ngon ngir Viét Nam dang muon thay doi

la duoc

6.3.1.2. Chuyén ngén ngir dién thoai sang tiéng Viét

Bwoe 1:

M@ Ung dung Cai dat
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Buwoc 2:

Cham vao Cai dat chung

%

B8 chsas may bay
@ v
Edatoosh

B ding

B3 e wuy o b i

D Thing bio
B Amtheoh & Gaming
O wemng

E Tl gian s dung

[ carsschung
E:} Trung tam iy shidn
B e hin 8 B sdng

B wisn hinh chirh

Bworc 3:

Chon Ngon nglr & vung

Cii it chung

AirDvog
AlFigy & Handat
Hirh trong hirh

CarPing

Caneg Widng IPFors

Lam madl ifng dyng trong nén

Pgeny & Gl

Ean phim
Phinig shir
g N & Vg

Tif {FEn

Qusde ty VPR B Thisdt b
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Buwoc 4:

Cham vao Thém ngon ngur

Bworc 5:

MO -DUN 1

Ligch

it i

Hié shéing dio luting

gy (Tan tén trong budn

Wn Ban i p

Wi du v Siirh darg Wilng
Hr3a
Thdl Fai, ngay 23 thang B 2072
LEAS S ARGTED
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Chon ngén ngu cua ban

Erglish
Tuling £

Emglish (LK)
Tofrati Bk oL g ik Ak

Errgiist tAustraha)

ol e usiradaf

Errglish acka)
Tllng Seie- n Bg)

[ L

THing Treng [Giln bE]

3L

Tifnn Treng (1rin el

R )

Tebiru Trwniy (PR (s, b g Chag!

a&E
Tuing st

Espaficl
Fing Ty Gan Mas

! [apafic Lot el

Budc 6: Chon ngdon ngir chinh trén dién thoai. Lic nady, trén man hinh dién thoai sé& hién
thi canh bao dé hoi xem ban c6 chic chan muén sir dung ngdn ngit vira chon lam ngdn
ngir chinh hay khong. Nhin xac nhin dé hoan tat viéc thay doi ngdn ngir.

6.3.2. Android OS
Budc 1: Truy cap ung dung Cai dat (Settings)
> »

Samsung Google OneDrive Play Store

G X O

Camera Gallery Contact

g B 8 @

Settings Calendar Game Launcher Galaxy Store

1998 Cam Photos
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Buwéc 2: Sir dung cong cu Tim kiém (Search settings). Nhan vao biéu tugng Kinh lap >

Go "Language" vao thanh tim kiém > Language and input.

14:47 & Tl e

1

Settings

Q

. Search settings
~— Connections

Wi-Fi, Bluetooth, Airplane mode, Data usage

«) Soundsand Vif‘J‘rat.i.OI'l ..

o s

Sound mo

« Notifications

Aop notifications. St
\pp notifications, St

Display

Brightness, Blue hight filter, Home screen

A Wallpaper

creer

==  Themes

Downloadable t

4] Lock screen

hemes, wallpapers, andicons

#

= ala

14:48 &

4 Language

General management > Lang
Language
Sets the language-specific voice for the s

General manag

Language and

Change language shortcut

Bwéc 3: Thay ddi ngdén ngit.

Chon tiép Language and input > Language.

N alE

14:48 &

< General management

1

Language and input

Date and time

Reset

Looking for something else?
Accounts
Backup and restore

Font size and style

14:48 G4

N = la

< Language and input

Language 2

English (United States) and Vietnamese (Vietnam;

Keyboards

On-screen keyboard
j Ke

tyg

Physical keyboard
Not connected

Input assistance
Autofill service
Speech
Text-to-speech
Mouse/trackpad

Pointer speed

Slow Fast
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Buéc 4: Chon Add language > Chon Tiéng Viét (Viét Nam).

1449 & @ @ NSl &
< Language

Add your languages to the list below. The language at
the top of the list will be used by default.

If an app doesn't support that language, the next
language in the list will be used instead.

-+ Add language 1

1449 G @ N e

< Add alanguage

Suggested

Espafiol (Estados Unidos)

1 English (United States) bd

Tiéng Viét (Viét Nam) 2

Samsung suggested

Azarbaycan (latin)

Bosanski

Catala

Cestina

Dansk

Bwéc 5: Nhan chon Set as default (cai dit nhu ché d6 mic dinh).
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Set Tiéng Viét (Viét Nam) as default language?

Keep current Set as default

Bwdce 6: Giao dién khi hoan thanh
14:49 b @ © N
< Ngbén ngir Stra

Thém ngdn ngir cla ban vao danh sach bén dudi.
Ngén ngi & trén cting danh sach sé dugc str dung
theo mac dinh.

Néu tng dung khéng hé trg ngdn ngit d6, ngén ngir
tiép theo trong danh sdch sé duge ding dé thay thé.

1 Tiéng Viét (Viét Nam) v
2  English (United States)

-+ Thém ngén ngt¥

4. Loi ich Kkhi sir dung tiéng Viét va ban phim tiéng Viét trén cac thiét bj sé
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- D@ dang truy cap thong tin truc tuyén, doc bao, tim kiém kién thirc va tham gia vao

cong dong truc tuyén;
- Giao tiép nhanh chéng qua cac ung dung;

- Tiét kiém thoi gian khi thyc hién cic thao tac.




