Cong nghé sd da thay doi md hinh twong tac ctia con ngudi (tir hoc tap, lam
viée, giai tri va giao tiép...) & nhidu cip d6 khac nhau theo nhiing céch sau sic ma
ching ta khdng thé bo qua. Viéc biét cach khai thac, sir dung cac k¥ ning s6 theo
hudng co 1¢1, phuc vu con ngudi ngay cang trg nén quan trong, mé ra vo van co hoi
moi dé ngudi dan duoc chi dong tham gia vao mot x& hoi dang phat trién, co thé ké
dén nhu:

Thir nhdt, k¥ nang s6 ¢ thé gip chdng ta tim kiém théng tin vé céc dich vu y
té, dinh dudng, nha & va céac chinh séch x& hoi dang duoc trién khai; gilp ching ta
dé dang mua sam truc tuyén cho cac mat hang thiét yéu nhu thuc pham, quan 40 va
thubc men véi gia ca hop ly hon va gilp thanh toan hda don, quan ly tai chinh ca
nhan tién loi.

Thir hai, k¥ ning sb gilp ching ta cap nhat thdng tin vé& cac van dé an ninh, cac
ky nang an toan, tu bao vé ban than va giup lién hé nhanh chdng vai cac co quan

chtrc niang, su hd trg cua cong dong trong trudng hop khan cap.

Thir ba, k¥ nang sé gilp ching ta git lién lac véi ban bé, ngudi than va gia dinh
bat ké ho ¢ dau; d& dang tham gia vao c4c cong dong truc tuyén va két ndi véi nhimng
ngudi ¢6 cling so thich; ¢d thé tao dung danh tiéng truc tuyén va xay dung thuong
hiéu ca nhan.

Thir tir, k§ nang sd gilp tiép can kho tang tri thirc khong 10 trén Internet, gilp
chlng ta hoc hoi nhimg diéu méi va phat trién ban than, khéng chi gilp nang cao
ning suat lao dong va hiéu qua cdng viéc, k¥ ning sé con mo ra nhiéu co hoi méi
trong hoc tap, nghién ctru va giai tri, viéc lam va kinh doanh; chia sé¢ y tuong sang

tao v&i nguoi khac va dong gop xay dung cong dong.



Thir nam, k§ nang s6 gilp nang cao chit luong cudc sdng, gilp ching ta két nbi
v6i nhitng ngudi truyén cam himg hodc truyén cam himg cho nhimng ngudi khéc; hd

tro theo dudi dam mé va hoan thanh muc tiéu cua ban than.

Trong boi canh ngay nay, ngudi c6 k¥ ning s s& c6 loi thé canh tranh trén thi
truong lao dong. Ngoai ra viéc thanh thao k¥ niang sé con gilp con ngudi thich nghi
va tmg pho6 nhanh chéng véi nhiing thay d6i va thach thirc cua thoi dai, tir d6 gop

phan thic day su phat trién bén viing ctia xa hoi.

Céc hoat dong trong chuong trinh ndy duoc thiét ké dé dap ung nhu ciu cia
nhirng nguoi muén tham gia hoc cac k¥ ning s co ban. B tai liéu nay s& duoc st
dung nhu mot ngudn tai nguyén cho céac bén lién quan tién hanh boi dudng, nang cao
k¥ nang s6 co ban cho moi ngudi véi da 06 nhom ki nang sb co ban can thiét dugc
trang bi (theo khuyén nghi ctia Lién Hop qudc). Cac tinh hudng hd tro cing voi tai
nguyén tuong tac lién két véi ndi dung chwong trinh bdi dudng sé duge thudng xuyén
cap nhat va mé mién phi trén cac nén tang dio tao truc tuyén mo dai trd dé moi cong

ddng nguoi tham gia.

Tai liéu nay dé xuat khung chuong trinh bdi dudng kién thirc k§ ning sé va
cung cap théng tin hiru ich, cu thé cho can bd nong cét vé cach sir dung tai lidu nay.
Ching tdi hy vong rang ban sé& thay né hitu ich nhu mot ngudn thong tin va céng cu
bd sung trong cong dong, gilp chuin bi cho ngudi dan, dic biét 1 phu nit, ngudi gia,
ngudi dan toc thiéu sb, ndng dan san xuat nho... nhitng k¥ nang can thiét cua thé ky

21.



B0 tai liéu nay dugc xay dung vdi muc dich trang bi k§ nang s6 co ban va nang
cao nang lyc tiép can thdng tin cho nguoi dan ndng thdn, gop phan xay dung x& hoi

s, thic day qua trinh chuyén ddi sé tai Vit Nam.

Bo Thong tin va Truyén thdng xin giri 16i cam on téi cac chuyén gia hoat dong
trong va ngoai linh vye Thong tin va Truyén théng da cing ching t6i tham gia gop

y, trao doi, hoan thién ndi dung trong qua trinh xay dung bd tai liéu.

Bo Théng tin va Truyén théng xin giri 101 cam on t&i C4c tAC gia ciia nhiéu cudn
sach, bai giang, bai viét, hinh anh ma ching tdi da st dung, hodc di doc, tir d6 chit

loc ndi dung dé dua vao bo tai liéu nay.

Bo Théng tin va Truyén thdng xin giri 10i cam on dén céac d6i tac la cac doanh
nghiép, di clng dong hanh vé mat chuyén mén trong qua trinh xay dung va bién
soan bd tai liéu nay:

. Cong ty Meta Platforms, Inc

« Cobngty TNHH Microsoft Viét Nam

« Tong Cong ty Truyén thong da phuong tién (VTC)
« Congty TNHH Shopee

a5 Microsoft
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May tinh dé ban May tinh xach tay

- Gilip ban lam quen, san sang va tu tin

khi su may tinh. N
st dyng may _Thanh phin co ban ciia may tinh;

- Ném virng kién thirc may tinh co ban
la bude dau dé gidp ban két ndi voi rat
nhiéu tién ich nhu: cap nhat tin tic, tim
hiéu khoa hoc, cac khoa hoc, tim viée, | | - Lam viéc véi Hé diéu hanh
giai tri... va thuc hién rat nhiéu cac
hoat dong, cOng viéc tur xa.

- C4c hiéu biét co ban dé bat dau lam viéc
véi may tinh;

- Mot s6 phén mém tién ich;

- Quan ly thu muc va tép

Sau khoa hoc, ban c6 thé: - Sir dyng tiéng Viét trén may tinh

- Nhan dién c4c bo phan co ban, can
thiét ctia may tinh

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

Ban can chuin bi nhiing gi
- Bo may tinh day du c6 két ndi voi ngudn dién. Hay hoi don vi to chirc
bdi dudng tap hudn néu ban tham gia tap huin, bdi dudng truc tiép.

il

- Tai liéu hudng dan sir dung;

- BUt, gidy hodc s6 tai liéu (néu cén)

- Thiét bi truy cap internet, hé théng nghe nhin (tai nghe, mic,
webcam...)
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CPU | Central Processing Unit B0 xtr ly trung tam

GPU | Graphics Processing Unit Bo xir Iy d6 hoa

HDD | Hard Disk Drive O ctmg luu trix

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

RAM | Random Access Memory B0 nhé truy cap ngiu nhién

SSD | Solid State Drive O ctng luu trir dang didc hodc thé rin
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BAI 1: MAY TINH VA CAC THANH PHAN CO BAN CUA MAY TiNH

1.1. C4c loai may tinh pho bién

L

May tinh dé ban

May tinh xéch tay

May tinh bang

Phan biét cac loai may tinh

May tinh dé ban May tinh xach tay | May tinh bang
Kich thudce Lon Nho Nho
Trong luong Nang Hop ly dé xé4ch tay | Nhe
Tinh di dong Can dat trén ban 1am | D& dang mang theo | D& dang mang theo

viéc, ban khong thé
mang theo bén minh

Kha ning nang cap

D& dang nang cép
cac bd phan

Khd nang cap

Kho nang cap

Cac b phan may

Man hinh ro1, 16n
Ban phim, chudt roi
Cac bo phan lip dat
bén trong than may
c6 thé dé& dang thao
doi

T4t ca cac bo phan
cia may tinh duoc
chta trong mot
thiét bi, Man hinh,
ban phim gin lién
may

T4t ca c4c bd phan
cia may tinh duoc
chta trong mot
thiét bi, man hinh,
gin lién may, ban
phim ao

Hé diéu hanh

Windows hoac
MacOS hoac

Linux

Windows hoac
MacOS hoac

Linux hoac

Chrome OS...

Android hoac
10S hoac
IPadOS hoac
ChromeOS ...
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May tinh, man hinh
may tinh can duoc
cam vao nguodn dién
lien tuc trong sudt
qua trinh s dung

May tinh c6 pin tich hgp gilp ching co
thé hoat dong trong mot khoang thoi gian
nhat dinh ma khong can cam vao ngudn
dién. Tuy nhién, hdy kiém tra tinh trang
pin dé bao dam hoat dong cua May.
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1.2. C4c by phan co ban cia may tinh

ﬁg [o]o]o)
g |0 ==

Day két nbi O ngudn Quat tan Bo mach chu RAM
CPU nhiét

O ¢ = [

Chust Bén phim Man hinh

nguon dién

Cac bo phan co ban

ctiia may tinh Card dé hoa
O dia cimg

Bo phan  Hinh dang Chiic ning

nhan biét

CPU B xir ly trung tdm (Central Processing Unit) 1 thiét bi vat
ly dwoc lap dit bén trong may tinh, hoat dong nhu noi chira
“bo ndo” cuia may tinh, chi dao hoat dong ctia cac bo phan
va phan mém may tinh.

Cac CPU déu c6 quy udc dit tén.
Vi du: Intel quy dinh: nhan hiéu — Tir stra d6i bd sung nhan

hiéu — 6 hiéu thé hé CPU- S6 mé hinh SKU — Pic tinh san
pham

S trong chudi cang cao may tinh cang “khoe” dé xtr Iy céc
tac vu

Luu y: Dbi v6i dong Chip Intel, Intel Core i5 va sé-ri AMD
Ryzen 5 thich hop cho viéc s dung hang ngay; sé-ri i3
thudng wu tién vé ngan sach va sé-ri i7, i9 thich hop cho
chinh stra tro choi va video va anh.

RAM B6 nhé truy cap ngau nhién (RAM) 1 thiét bi vat ly duoc
lip dit bén trong may tinh, dong vai trd nhu bo nhé ngin
han ctia may tinh. Thiét bj ctia ban cang nhiéu bd nhd, cang
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B¢ phan

Hinh dang

nhan biét

Chirc nang

cé thé lam nhiéu viéc cung mot luc ma khéng bi cham lai
vé hiéu suit.

Luuy:

- Néu chu yéu duyét web, 1am viéc trén tai liéu hoic phat
truc tuyén video. Ban nén sir dung bo nhd it nhat 12 RAM
4GB nhung nén sir dung RAM 8GB d¢ giir cho thiét bi ctia
ban chay lau dai.

- Néu ban hay ¢6 nhu cau chinh stra anh va video hoic l1am

viéc trén cac dy &n can hiéu suat cao, nén sir dung RAM tir
16 GB tr¢ Ién.

Mainboard

Bo mach chu (Mainboard) 1a mét trong nhiing thanh phan
co ban ctia may tinh, dugc lip dit bén trong than may, co
anh hudng 16n dén hiéu ning va tinh ning cia may.

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

- Két ndi cac bo phan khac cua may tinh véi nhau nhu CPU,
RAM, 6 cimg, card man hinh, card &m thanh, card mang,
cong USB, cong HDMI, v.v.

- Piéu phdi viéc truyén dit lidu giita cac bd phan trén
Mainboard va gitra Mainboard v&i cac thiét bi ngoai Vi.

- Cung cap ngudn dién cho cac bo phan trén Mainboard va
diéu chinh dién 4p phd hop véi timg bd phan.

- Quyét dinh dén su tuong thich, 6n dinh va tudi tho cua
may tinh.

O cirng hay
6 dia cirng

O ctg hay 6 dia ctng 12 thiét bi vat Iy duoc ldp dit bén
trong than may, dung dé luu trir dit liéu. Thdng thuong c6
02 loai:

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

- Loai SDD thuong c6 thiét ké nho hon, hoat dong nhanh
hon 6 HDD

Luuy:
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Bo phan  Hinh dang Chirc ning

nhan biét

- Néu ban chu yéu str dung PC dé duyét web va lam viéc
nhe, ban ¢6 thé khdng can nhiéu dung luong luu tri.

- Néu ban lam viéc vai cac video hoic tép 16n, ban c6 thé
mudn c6 thém dung lugng luu trit.,

- Néu ban str dung Odich vu luu trit ddm may khac cho anh
Va tép, ban c6 thé can it dung luong luu trir hon trén thiét bi
cua minh.

Man hinh Man hinh may tinh 1a mot thiét bi vat ly dat bén ngoai than
may, duiing dé hién thi thong tin va hinh anh tir méy tinh hoac
céc thiét bi dugc két ndi dén.

- Kich ¢& man hinh dugc do theo duong cheo, véi kich co
pho 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 tmg dyung cling mot ldc.

- P6 phan giai do s6 diém anh hién thi trén man hinh, man
hinh cang c6 nhiéu diém anh thi cang séc nét.

Hién nay, do phan giai cao day du hodc HD (1920 x 1080
pixel); 4K hay Ultra HD (3840 x 2160 pixel).

Ban phim o Ban phim 1a mot thiét bi vat Iy dit bén ngoai than may,
= 9 | dugc két ndi véi may tinh dé twong tac gitta ngudi véi may

oo | | tinh thong qua cac hoat dong nhu g8 chir céi, sd va ky tu.
MB&i 1an nhéan phim trén ban phim, cac chit ky, sé va ky tu
nay sé dugc may tinh xu ly

Chudt may tinh 12 mot thiét bi vat ly dit bén ngoai than
may, dung dé twong tac véi cac muc hién thi trén man hinh.
Khi chudt duoc di chuyén, mot con tro trén man hinh ciing
di chuyén, thyc hién hoat dong ctua may tinh.

Chut may
tinh
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BAI 2: CAC HIEU BIET CO BAN PE BAT PAU LAM VIEC VOI
MAY TINH

2.1.Trinh tw thong thwong khi st dung may tinh

Buécl | Kiém tra két ndi giita c4c bo phan, két néi may tinh véi ngudn dién.

- Néu 1a may tinh @é ban, hdy kiém tra két ndi bang day dién két nbi gitra man
hinh va than méy (bo phan chua céc thiét bi phan cung, hinh hop duoc ndi voi
man hinh may tinh), giita than may véi ngudn dién (lwu y: ban s& khdng thé bat
may néu khéng cam dién trudc).

- Néu 1a may tinh xéch tay (laptop), may c6 thé hoat dong khdng can két nbi
v6i ngudn dién trude do pin da duoc thiét 1ap san. Ban nén cim dién (bang day
dién dugc cap kém may) dé han ché tinh trang pin yéu hay nhirng van dé khac
khi khoi dong.

Buéc 2 Bat may tinh |
Tim ndt ngudn ctia may tinh: NGt nguén thuong 6 biéu tuong Q

Vi tri ctia ndt ngudn khac nhau tiy theo may tinh, nhung thdng thuong s& ndm
& mot trong nhirng vi tri sau:

- Néu 1a may tinh dé ban, ndt ngudn thudng nam bén phai hoic ¢ giita mat
trude ctia than may tinh. NGt ngudn c6 thé c6 dang nlt bam tron hoic hinh
vuong, hoic c6 thé tich hop voi dén LED béo ngudn.

Mot sé may tinh dé ban iMac c6 nlt ngudn nim & dang sau man hinh hosc
ban phim.

Bdt man hinh may tinh: vi tri cu thé ctia nit ngudn s& khéac nhau tiy loai
man hinh, tuy nhién thuong ndm & canh dudi phia truée hodc canh bén cua
man hinh.

- Néu 1a may tinh xach tay (laptop), nit ngudn thuong nim & bén trai hoic
bén phai than may. Pai khi nlt ngudn ciing duoc thiét ké twong tuy mot
phim bam khu vuc phia trén/dudi ban phim.

Buwéc 3 Ping nhap vao hé diéu hanh

Ding nhap vao hé diéu hanh 1a quy trinh xac minh danh tinh ciia ban dé chic
chan Ban 12 nguoi ¢6 quyén truy cap vao thiét bi. Quy trinh nay gilp bao vé
théng tin bén trong may tinh va “khoa” khéng cho st dung trai phép.
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CO6 nhiéu céch dé dang nhap: sir dung mat khau; sir dung ma PIN; st dung dir
liéu sinh tric hoc nhu ddu van tay hoic nhan dién khubén mat (luu y: cac thong
tin ndy can duoc thiét 1ap, luu trudce 1an ding nhap va khong phai may tinh nao
cling ddy du cac cach nay, hdy hoi nguoi ban hodc nguoi dung trude dé dugc
huéng dan).

Khi may tinh yéu cau nhdp mdt khau hodc ma PIN dé truy cap, ban thuc hién
cac budc sau:

- Nhap chudt vao biéu twong tai khoan. Néu ban & nguoi ding duy nhét,
tai khoan cua ban sé dugc chon theo méc dinh.
- Nhap mat khau hoic ma PIN cta ban néu da thiét 1ap trude do
Sau khi ban da nhap ding théng tin, nhan Enter hoic bam vao miii tén
dang nhap dé truy nhap vao hé diéu hanh.
Néu ban gip su ¢6 khi ding nhép, ban c6 thé dit lai mat khau hodc ma
PIN tir man hinh dang nhap. Tim kiém “quén mat khau” hodc t6i quén
lien két ma PIN dé bat dau qua trinh dat lai.
Ban ¢6 thé sir dung tinh ning nhan dang khuén mat, dau van tay hoic ma PIN
thay vi mat khau dé dang nhap nhanh hon va an toan hon.

Budc 4

Mé va lam viée véi ing dung hoiic chwong trinh: Bam vao biéu tugng tng
dung trén man hinh hoic tim kiém tén tng dung thdng qua thanh tim kiém
(search) thudng hién thi phia dudi trén man hinh may tinh hoic nhan vao biéu
tuong cua hé diéu hanh dé tim tng dung (d& dang nhit véi cac ung dung,
chuong trinh méi dugc st dung gan day trén thiét bi).

Vi du: néu ban muén viét van ban, ban s& md mdt trinh soan théo vin
ban nhu Microsoft Word hoac Google Docs.

Ban ¢6 thé m& va lam viéc voi nhiéu tng dung hodc chuong trinh cing mot
lic, tuy nhién can luu ¥ rang viéc md qué nhiéu tmg dung cing mot Iic cd thé
lam giam hiéu sudt may tinh ctia ban. Néu ban thiy rang may tinh ciia ban dang
cham, hdy dong mot sé tng dung ma ban khong st dung.

Bwoc 5

Dong irng dung

Sau khi hoan thanh cdng viéc, hdy chic chin cic twong tac vira thyc hién da
duoc luu lai (bang c&ch lya chon Luu lai/Save hodc st dung to hop phim tit
Ctrl+S dé Iuu lai).

Tiép theo, ban dong tng dung bang cach nhin vao biéu tuong dong (thudng co
ky hi¢u X hodc su dung cac phim tat tuong tng).
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Vidu: Alt+ F4 trén Windows hoac Command + Q Trén MacOS

Trong trwong hop ikng dung bj treo, khong thé tit bang cach trén, ban co thé
dong tmg dung bang céch:

Trén hé dieu hanh Windows:

- Nhép chudt phai vao biéu tuong ciia chuong trinh tng dung trén thanh nhiém
vu (Taskbar), Chon Péng cira s6 (Close Windows) hodc Pong Cac cira so
(Close all Windows).

- Néu chuong trinh tng dung khéng phan hoi,

+ Mg Task Manager (Trinh quan ly tc vu) bang cach nhan dong thoi “Ctrl +
Shift + Esc” hoac “Ctrl + Alt + Del” trén ban phim va nhap chudt vao Task
Manager

- Chon Chi tiét (Details).

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

Trén h¢é diéu hanh Mac OS

- Nhép chudt phai vao biéu tuong cta chuong trinh tmg dung trén thanh Dock
va chon Budc thoat (Force Quit)

Hoac

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

- Chon tAll Processes (Tt ca tién trinh).

- Chon chuong trinh g dung bi treo va nhip vao nit Budc thoat (Force Quit).
Trén hé diéu hanh Linux:

- M& trinh don Terminal (Cira s6 1énh).

- Str dung 1énh killall -9 <tén chwong trinh tng dung> (thay thé <tén chuong
trinh mg dung> bang tén thyc té cua chuong trinh ing dung bi treo)

Budc 6

Tat may tinh: Néu ban da hoan thanh céng viéc va khdng can sir dung may
tinh nita, dong tit ca cac tng dung, sau do6 thyc hién thao tac tit may tinh bang
mdt trong cac cach sau:

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

- Chon T4t may (Shut down) hodc Khoi dong lai (Restart).

Trén h¢é diéu hanh Mac OS

- Nhép vao biéu tuong Apple & goc trén bén trai man hinh.
Chon Tat may (Shut Down) hoidc Restart Khoi dong lai (Restart).
Trén hé diéu hanh Linux:

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

- Nhép 1énh sudo shutdown now va nhan Enter (Enter)
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2.2. Cac luu y sir dung may tinh dang cach, an toan

Quy tic dam bzo an toan dién

Nén str dung on &p dé cung cap dién &p 6n dinh cho may
tinh, tranh nhitng tén hai do sut 4p hodc qua &p

Nén sir dung 6 cam €6 chiic ning chdng Sét va bao vé
qua dong. Piéu nay gilp bao vé may tinh khoi nhitng tac
dong bat ngd tir su cd sét danh hodc cac dong dién bat
thuong.

Khong cdm qué nhiéu thiét bi vao cling mot 6 cim hodc sir
dung 6 cim c6 cdng suat khong du. Piéu nay c6 thé dan dén
tinh trang qué tai ngudn dién, 1am hong céc thiét bi dién,
bao gdm may tinh.

Pam bdo rang tat ca day dién va cap két ndi déu khong
bi hu hai, ran nat hodc bi 130 hoa. Thay thé cac day dién
hong dé tranh nguy co chap dién.

Nén str dung sac va day sac chinh hang dugc ban cing thiét
bi.

Tranh st dung sac khéng phai cua may hodc day sac hong
hac.

Bui ban c6 thé tich ty va gay ra van dé vé nhiét hodc tham
chi la chap dién. V¢ sinh thuong xuyén giup may tinh
hoat dong 6n dinh hon va an toan hon.

Quy tic dam béo an toan chay no

Str dung thiét bi da duoc kiém dinh an toan

Dit thiét b trén bé mit cung, béng phéng, chic chén,
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 do
la k¢, gia ké chuyén dung.
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Viéc han ché ludng khong khi c6 thé 1am hong may tinh hoic gay
chay, do do:

- Khdng xép chong hodc dat thiét bi qua gan nhau dé dam bao ludng
khong khi tuan hoan.

- Khéng cat gitr may tinh xéach tay cua ban trong méi truong c6 luéng
khong khi thap, chang han nhu hop dung hoic cip dong kin trong
khi may tinh dang bat

-Khong dit may gan mdi truong c6 nhiét d6 cao nhu bép gas, 10
suoi,... hodc truc tiép dudi anh nang mat trodi (trén 40 do C).

- Hay chira mot khoang tréng t6i thiéu 10,2 trén tit ca c4c mat c6 16
thong hoi cua may tinh dé cho phép ludng khdng khi can thiét dé
théng gio thich hop.

Khong dua, day bat ky vat ndo vao 16 théng hoi hoic 16 md
ctia thiét bi. LAm nhu vy c6 thé gay ra hoa hoan hodc dién
giat do chap mach céc thanh phan bén trong.

Khong st dung thiét bi ctia ban trong mdi truong am udt,
chang han nhu gan bdn tim, bon rira hodc hd boi hodc trong
tang hAm 4m uGt.

Khong 1am db thirc dn hodc chat 1ong 18n thiét bi cta ban.

Trong trudng hop 1am d6, dé vé sinh thiét bi, hdy tit may,
ngat két ndi thiét bi khoi ngudn dién. Vé sinh thiét bi bang vai
mém thidm nude. Khong str dung chat 1ong hoic chat tay rira
dang xit vi chling c6 thé chira c4c chat dé chay. Lam kho trudc
khi khoi dong lai thiét bi

Vé sinh man hinh bang vai mém, sach. Thim nudc vao vai,
sau d6 vudt vai trén man hinh theo mot huéng, di chuyén
tir trén xudng dudi man hinh. Nhanh chéng loai bo d6 am
khoi man hinh va giit cho man hinh khé rao. Tiép x(c lau
dai v&i do am c6 thé lam hong man hinh. Khong st dung
chat tay rira ctra s6 thuong mai dé vé sinh man hinh.

Khi méay c6 hién tugng ndng bat thudng & khu vuc pin, can
tat may dé pin giam nhiét do va kiém tra, thay pin méi (néu
can).
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Khi khong st dung may tinh, hdy tat may tinh hodc dua
vao ché do ngi cuia may tinh dé giam nguy co chay nd tir

viéc sur dung lién tuc.

Tat may va rat phich cam ctua may tinh dé ban khi khéng sir
dung trong mét thoi gian dai.

Poc ki hudéng dan va khuyén c4o sir dung ctia nha san xuat

Quy tiic dam bao an toan lao dong

Chon va diéu chinh ban
ghé khi ngdi lam viéc véi
may tinh
bam bao khuyu tay cua ban
thang vai, vubng goc voi mit
ban, cang tay duoc tha 1ong
trén bé mat 1am viéc khi 1am viéc trén may
tinh.
Pam bao ban chan dit phang trén san hoic
dau gbi cao hon héng mot chit. Ban ¢ thé
sit dung vat ké chan dé dam bao noi dung
nay.
Giir lung thang hodc str dung ghé 0 tua lung
dé hd tro cot séng cua ban. Ghé tua lung c6
thé diéu chinh d6 nghiéng phd hop dé ban c6
thé tim duogc vi tri thodi mai nhét.

Mit ban bang phang, du rong dé dat duoc
Cc4c b phan can thiét cia 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 cap
da khong gian dé ban c6 thé di chuyén tay va
chan thoai mai. Tranh dé cac vat ctmg hoic

Chon va dat man hinh may tinh

Pat man hinh trén bé mat
phang, trudc mait nguoi ding.

Phan trén cung cua man hinh
phai ngang tim mat hodc ngay
dudi tam mat, dam bao ban khdng gap co,
cong cb hodc cui cam khi nhin vao man hinh

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

Lua chon khoang cach gitra ban va man hinh
phu hop vai thi lyc cua ban va kich thude
man hinh

Néu sir dung may tinh xach tay, hay nang
may tinh 1én sao cho phan trén man hinh
ngang tim mat dé dam bao ban c6 thé giir
dau va vai ¢ tu thé thoai mai (khdng nén cui
ngudi hodc nhin xudng). Ban nén sir dung
ban phim va chudt riéng trong truong hop su
dung qua lau.

Ban phim va chudt may tinh dat cung trén
mat 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.

Chudt nén dat song song vaéi ban phim va gitr
ca hai canh tay gan véi co thé dé tranh cang
6 va vai.

Pam bao anh sang khi lam roi

Dbam bao khu vuc lam viée cua ban dugc du
anh sang. Vi tri chd ngdi nén gan cira s6
bam bao anh sadng khéng gdy chdéi hoac
khong bi phan chiéu qua man hinh may tinh,
diéu nay c6 thé gay hai cho mat.

Nghi ngoi va tap thé duc thwong xuyén
Thuong xuyén nghi giai lao ngan dé roi khoi
ban 1am viéc va ¢ ging thay doi tu thé sau
mdi 30 phuit.

Tim nhitng cach tich cuc hon dé ting cuong
van dong trong ngay nhu

bat may in, may quét, may photocopy va
thing rac cach xa ban 1am viéc dé ban ¢ thé
di bo dén chd chung.

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

2.3. St dung ban phim didng cach
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Str dung may tinh co ban

Chtre nang chinh cta ban phim Ia nhap van ban
va sb liéu vao may tinh. Bing céch nhin cac
phim khac nhau trén ban phim, nguoi dung co
thé tao ra cac ky tu, chir s6 va ky hiéu dé giao
tiép v6i may tinh va thuc hién céc tac vu.

Ngoai ra, mot sb chirc nang hd trg khac nhur:

- cho phép ban diéu khién &m lugng, do sang va
d6 twong phan ctia may tinh.

- Thyc hién cac phim tit: Nhiéu chuong trinh
may tinh sir dung c&c phim tit dé thuc hién cac
tac vu nhanh chéng. Ban phim c6 thé dugc st
dung dé nhan c&c phim tit nay.

Mot s6 ban phim c6 chire nang di chuyén con tro
chudt, nhdp chudt trai/phai va cudn trang hoic
h tro choi tro choi dién tir

Ciu truc ctia ban phim

Tay thudc vao loai may tinh dé ban hodc may tinh xach tay ma ban c6, ban phim théng
thuong duoc thiét ké phl hop dé twong tac voi hé didu hanh Windows (nhu Dell, HP,
Acer, Asus va Microsoft) hodc hé diéu hanh MacOS (nhu iMac va Macbook). khéng
chic chin vé loai ban phim ciia minh, hdy nhin vao phim & bén trai cia Thanh ddu
cach (Spacebar — Thanh dai nhat trén ban phim).

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

Néu phim hién thi chit
command, thi duong nhu
quy vi c6 mot ban phim
Apple

Phim Windows thuong
nam dudi cuing bén tréi

Phim Option thudng nam
dudi cung bén trai

D&y phim chirc ning
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Céac phim chirc ning dugc st dung dé thuc hién cac tac vu cu thé, dugc ghi trén ban
phim 1a F1, F2, F3, .... Chitc nang cac phim nay khac nhau giita cac hé diéu hanh, giita
cac loai may. Théng thudng cac phim nay thuong duogc thiét ké trén cing caa ban phim.

M¢ man hinh Tro gitp

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

Word
Stra tén tép hodc thu muc nhan phim F8 ngay khi
da chon laptop vira khoi dong dé

khoi dong laptop ¢ ché do
Safe Mode.

M¢ tinh ning tim kiém cho
mot rng dung dang hoat
dong tai thoi diém hién tai

Lam mdi tai liéu trong
Microsoft Word va gtri va
nhan email trong Outlook

Mé thanh dia chi trén
Windows  Explorer va
Internet Explorer.

Kich hoat thanh menu cua
ung dung dang mo

lam mai hoac tai lai trang
hodc ctra s6 tai lidu

Str dung phim F11 dé mo
ché d6 toan man hinh trén
c4c trinh duyét pho bién
(IE, Firefox, Google

Chrome...).
Di chuyén con tré dén Mo hdp thoai Luu dudi
thanh dia chi trong hau hét dang trong Microsoft
cac trinh duyét Internet Word.

M¢ chire nang Xem ma
ngudn website trén bat ky
trinh duyét nao.

Day phim s6
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Thudng nam & hang phia trén cac chir cai, gom c4c sé tir 1 — 9 véi s6 0 (0) nam & ngoai
ciing bén phai. Mot s6 ban phim 16n hon con ¢6 ban phim sé nam & phia bén phai ban
phim.

Cac phim chir cai

C4c chir cai khdng theo thir ty bang chit cai. B6 cuc ban phim phd bién nhat dugc goi 1a
ban phim QWERTY , do sau chit c&i dau tién xuét hién tir phia trén bén trai.

Pé gb dugc 10 ngon thi dau tién 1a ban can phai ghi nhd duoc vi tri dat ngon tay trén
ban phim cling nhu nhiém vu cta tirng ngon. Ngon tro tay trai dat ¢ phim F, Ngon tro
tay phai dat ¢ phim J.

Céac phim théng dung khac

Phim Esc (viét tat cua tir escape) ¢ tac dung ding (stop)
hodc thoat (quit) mot chuong trinh hodc hoat dong.

Phim Esc ciing gilp dong cdc menu chudt phai va cé thé
dung dé loai bo mot s hop bat lén.
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Phim Tab dé di chuyén con tré dén truong tiép theo trén
mot biéu mau.

Hoic cho phép ban thut 1& van ban khi g8 vin ban

Phim Caps Lock cho phép quy vi gd céc chir cai IN HOA
(UPPERCASE).

Nhan phim nay mot 1an dé bat dau sir dung chit viét hoa va
mot 1an nita dé quay lai chit thudng.

Di chuyén xudng xa hon vé phia tay trai ching ta tim thay
phim Shift. Néu nhan cuing mét ltc phim Shift va mot phim
chit céi, quy vi co thé bién chir cai d6 thanh mot chit in hoa.
Néu nhan phim Shift va mot trong cac phim s6 & trén cling
ban phim, quy vi ¢ thé gé ky hiéu xuat hién bén canh sd
d6. Vi du

Shift + 2 s€ cho phép ban g6 @
Shift + 5 s& cho phép ban go %.

Phim Delete (hay Del) cho phép x6a ky tu (chit, sd, khoang
trong hodc Ky tu, tap tin) duoc chon.

Ngoai ra, phim Delete con c6 mét s chirc nang khac nhu:

- Khoi dong lai may tinh: Nhéan va giir Delete khi khoi dong
may tinh co thé truy cap vao BIOS hodc menu khéi dong.

- X0a dir liéu khoi 6 cimg: Mot sé chuong trinh cho phép
ban str dung Delete dé x6a dir liéu khoi 6 ctirng mot cach an
toan.

- Thyc hién cac phim tit: Mot sé phim tit yéu cau nhén
Delete két hop véi cac phim khac.

Phim Backspace cho phép x6a ky tu (chit, s6, khoang tréng
hoic ky tu cudi cling ) & bén tréi ciia dudng thang ding nhép
nhay, hay con tro, trén man hinh may tinh.
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Phim Enter hodc Return dé bit dau mot dong méi khi ban
dang g6 mot tai liéu hodc bt dau tim kiém khi duyét trang
mang (trong truong hop duyét trang web, ban ¢ thé st dung
né thay con chudt dé nhan nit Tim kiém (Search) trén man
hinh may tinh)

Céc phim miii tén (arrow) gilp di chuyén xung quanh va
diéu huéng.

Ban c0 thé st dung cac phim mdii tén dé di chuyén con trd
duong thang dimg nhap nhay trén mot tai liéu khi gd. Su
dung c&c miii tén dé di 1én va xudng giira cac dong vin ban
hoac sang trai va phai gitra cac ky tu trong mot cau.

O duéi cing ban phim la Thanh dau cach (Spacebar). Phim
nay c6 thé khdng c6 bat cir chir cai hodc sd ndo trén d6 hoic
c6 chir “Space”, ddy la phim dai nhat trén ban phim (vi ca
hai ngdn tay cai déu phai dit trén phim cach), thuong & dudi
cung cua ban phim.

Thanh diu cach cho phép tao mot khoang tréng & bén phai
ctia con tré duong thang ding nhap nhay trén man hinh khi
ban dang soan thao vin ban dé tao khoang trong giita C4c tir

Luu y: Windows ¢ mot ¢6ng cu Tro ning tich hop san co tén 1a Ban phim ao (OSK)
c6 thé duoc sir dung thay cho ban phim vat ly.

Ban khong nhat thiét phai st dung man hinh cam tng dé sir dung OSK. OSK duorc thiét
ké dé hién thi truc quan véi tat ca cac phim chuan, ban c6 thé sir dung chudt may tinh
dé chon phim. Néu may tinh ban c6 man hinh cam tng thi chic chin ban c6 thé ding
ban phim cam tng. Ban phim cam tGng s& xuat hién khi ban cham vao hop vin ban khi
PC cua ban ¢ ché d6 may tinh bang.
Pé md Ban phim ao trén man hinh:

- Di chuyén chudt dén Bt dau (Starts), chon Cai dit (Settings)

- Chon Tiép can (Accessibility)

- Chon Ban phim (keyboard

- Tai muc Ban phim ao (On-Screen Keyboard) va truot sang ché d6 Bat (On)

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

2.4. S dung chudt may tinh dang cach

Chudt may tinh duoc sir dung dé chon cac vi tri trén man hinh va huéng dan may
tinh thue hién céc tac vu. Chudt 6 it nhat hai n(t, duoc goi 1a ndt chudt trai va nit chudt
phai. Hau hét cac mAu chudt bao gdbm mot banh xe cudn cho phép ban d& dang cudn 1én
trén hodc xudng dudi.

C0 02 loai chudt may tinh:

- Chudt may tinh c6 day: loai nay thuong gin kém theo day cap nho, dau cim
thuong 1a cong USB (luu y: loai chudt may tinh nay khdng can cam dién, ban chi can
cim vao may tinh théng qua cong USB). Néu may tinh cua ban ¢ cong USB ¢ mit
trudc clia vo may, ban co thé thay thuan tién khi cam chudt vao ddy. Néu khong, ban c6
thé tim thiy cong USB & mat sau caa than may tinh. Sau khi két ndi, ban c6 thé sir dung
chudt dé tro 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, hdy cam thiét bi d6 véi
may tinh cua ban thdng qua cong USB & mit trude hodc mit sau than
may tinh.

Mot s& mau chudt may tinh khong day ciing c6 thé két ndi véi may tinh cua ban
bang Bluetooth. D6i véi 1an dau két ndi hodc khi kiém tra két ndi, ban hdy thyc hién cac
thao tac sau:

Bit dau (Start)> Cai dat (Settings)> Bluetooth-> Bat (On)

Tiép theo, ban c6 thé lya chon chudt may tinh cia ban tir danh sach cac thiét b
c6 sin hodc chon thém (Add) dé thuc hién thao tac tim kiém két néi.
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Khi chudt may tinh cta ban duoc két ndi, ban sé thiy
mot mii tén (hodc mot ky hiéu nhu chir | hodc 1 biéu tuong
nho) trén man hinh dugc goi la con tro chuot.

Khi ban di chuyén con chudt trén mat phang, con trd chudt sé dich chuyén theo
hudng tuong Gmg dén cac phan khac nhau ciia man hinh. Vi dy, di chuyén chudt sang
tréi s& lam cho con tro di chuyén sang tréi.

Néu ban di chuyén hoic di con tro qua mot phan tir 6 thé nhap vao con tré chudt
c6 thé thay d6i tir hinh dang miii tén thanh hinh ban tay, cho biét ban c6 thé nhap vao
phan tir d6.

Hanh dong nhap chudt phai dugc thuc hién bang cich nhiap mot 1an vao nit
chudt phai. TOy thudc vao nodi dung ban nhip vao, nhip chudt phai thuong 1am xuat hién
mot menu ¢6 nhiéu tly chon chtrc nang duoc hién thi.

Vi dy: nhap chudt phai vao anh hodc vin ban trén trang web c6 thé cung cép cho
ban céc tly chon dé luu ban sao cua hinh anh, in hoic tham chi dich ndi dung sang ngén
ngir khac.

Nhap chudt trai hodc nhap dup chudt trai: chirc ning nay duoc thay doi tly thude
vao chuong trinh ban dang tuwong tac, théng thuong nhu:

Chon: Nhép chudt trai vao mot dbi tuong dé chon.

Mo: Nhép chudt trai hai 1an vao mot tép hodc thu muc dé
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Kéo: Nhap chudt trai va giit, sau d6 di chuyén chudt dé kéo ddi tuong.

Tha: Nhap chudt trai dé tha d6i tuong ban dang kéo.

Click chudt trai: Nhap chuot trai mot 1an nhanh chéng.

Nhép dup chudt tréi: Nhip chuot trai hai 1an nhanh chong.

Nhép chudt trai va giir: Nhip chudt trai va giir ndt chudt trong vai giay.

Ngoai ra, niit chugt tréi co thé duoc sir dung két hop véi cac phim khac trén ban

phim dé thuc hién cac hanh dong khac nhau. Vi du:

Ctrl + nhap chudt trai: M mot lién két trong tab mi.

Shift + nhap chuét trai: Chon mot nhdm ddi tuong lién ke.

Alt + nhap chudt trai: M& menu ngit canh cho mot déi tuong.

Lo A . DOi v6i nhitng ngudi thudn tay phai
D61 véi nhitng nguoi thuén tay trai eng an ay'p

« Néu ban thuan tay tréai, ban c6 thé d6i chic ning cua ndt chudt tréi
va phai trong muc cai dat chuot cia minh.

« Ban ¢4 thé diéu chinh tbc d6 nhap chudt va tbc d6 cudn cia chudt
trong cai dat chuot ctia minh.

« Mot s6 chudt may tinh c6 cac nlt bo sung cé thé dugc lap trinh dé
thuc hién cac chirc nang cu thé.

Cuén bing banh xe trén chugt

Ban c6 thé cudn mot trang web hodc tai liéu nhiéu trang bang con Lin trén chudt.
Xoay béanh xe bang ngén tro khi dang & trén trang web dé di chuyén noi dung cua trang
l&n hodc xudng. Sau do, ban c6 thé xem nodi dung trén cac phan cua trang khong vira voi
man hinh.
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Lubn dat chudt nam phang trén ban & vi tri thoai méi. Khéng nén dé
chudt qué gan co thé.

bat tay 1én chuot va dit nhe 10ng ban tay 1én mat sau chudt, ngén
tro dat trén nut bén trai.

C6 gang khdng bop hodc an chudt xudng Vi diéu nay s& khién viéc
di chuyén chudt tré nén kho khin hon.

Cang tay ctia ban phai song song véi san khi st dung chudt.

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

Bang cham (touchpad) Ia mot bd phan cam tng trén may tinh xach tay cho phép
ban di chuyén con tro chudt va thyc hién céc thao tac bang cach cham hodc vudt ngon
tay.

C4c thao tac trén bang cham c6 thé khac nhau tily theo nha san xuét, dudi day la
mot s6 thao tac co ban dé di chuyén con tré chudt:

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

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

- Nhép chudt phai: Nhin vao bang cham bang hai ngon tay.
- Kéo tha: Nhin va giit mot ngon tay trén bang cham, sau d6 di chuyén ngon tay
dé kéo ddi tugng. Nhac ngon tay Ién dé tha dbi tuong.

- Cudn: Vudt hai ngon tay 1n hoic xubng trén bang cham dé cudn trang.

- Phong to/Thu nhé: Chum hai ngon tay vao nhau hoac kéo hai ngén tay ra xa
nhau trén bang cham dé phong to hosc thu nho.
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BAI 3: LAM VIEC VOI HE PIEU HANH

H¢ diéu hanh (Operating System - OS) la chuong trinh quan ly va diéu hanh
dong vai tro trung gian gitta phan cimg va ngudi st dung céc chuong trinh tng ung,
chuong trinh hé théng va tién ich dé quan ly tai nguyén, quan ly viéc thuc hién céc
chuong trinh mét cach tién loi va hiéu qua.

T4t ca cAc thiét bi dién tir nhu: dién thoai, may tinh, may tinh bang, dong ho thong
minh, ... déu cdn mot hé diéu hanh. Hé diéu hanh dugc khoi dong ngay sau khi bat may
va trude khi may tinh 1am viéc vai céc chuong trinh khac. Hé diéu hanh luén ludn hoat
dong cho téi khi cho may tit.

H¢ diéu hanh phai tra phi phd bién nhit! | Hé diéu hanh mién phi phé bién nhat
1. Windows (cua Microsoft) 1. Linux (tao ra béi Linus Torvalds)

2. MacOS (cua Appp 2. Chrome OS (cua Google)

Cac hé diéu hanh thuong xuyén duogc cip nhat dé va 15i bao mat, cai thién hiéu
nang va bd sung c4c tinh nang mai, tuy nhién hdy kiém tra xem phan cimg thiét bi ca
ban ¢6 du diéu kién dé cap nhat phién ban méi nhat khéng nhé!

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

Str dung cac thiét bi tir cAc nha san xuét uy tin c6 cam két
hd tro cap nhat hé diéu hanh 1au dai.

Sao luu dit liéu thudng xuyén dé dé phong truong hop xay
ra su c¢6 sau khi cap nhat.

3.1. Hé diéu hanh Windows

Windows 1.0 (1985)

Windows 2.0 (1987)

Windows 3.0 (1990)

1 Theo thong ké cua Statistita 02/2024, H¢ diéu hanh Windows chiém 72,17% thi phan may tinh, H¢ diéu hanh
MacOS 15,42% thi phan, Linux 4,03%, Chrome OS 2,27%
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Windows NT 3.1 (1993)

v Windows 95 (1995)

MICROSOFT.
WINDOWS

Windows 98 (1998)

Windows 2000 (2000)

N Windows XP (2001)

Microsoft

Windows*P

Windows Vista (2007)

Windows 7

Windows 8
Windows 8.1

Windows 10 (2015)

Windows 11

Mot sb hé diéu hanh Windows trude Windows 10 da duge cai dat trudce trén thiét
bi ctia ban ¢ thé van hoat dong duoc, nhung khoéng duoc khuyén khich sir dung vi
nhiing ly do sau:

- Hét hd tro tir phia nha cung cap: Microsoft d két thic hd tro cho céc phién ban
Windows cii hon Windows 10. Piéu ndy c6 nghia la ho khdng con cung cép cac ban cap
nhat bao mat hodc ban va 156i cho cac hé diéu hanh nay. Viéc str dung hé diéu hanh khong
dugc hd tro khién thiét bi ctia ban dé bi tan cong bai virus, phan mém doc hai va tin tic.
- Ton tai mot s6 16i bao mat: Cac hé diéu hanh cii hon Windows 10 c6 thé chira
16 hong bao mat da duoc va trong cac phién ban mai hon. Str dung hé diéu hanh c6 18
hdng bao mat khién thiét bi cta ban d& bi tdn cong va danh cap dit liéu.
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- Thiéu tinh ning: Cac hé diéu hanh cii hon Windows 10 thiéu nhiéu tinh ning
méi duge bod sung trong cac phién ban méi hon.

- Hiéu suat: Cac hé diéu hanh cii hon Windows 10 c6 thé chay cham hon va it
hi¢u qua hon so véi cac phién ban méi hon.

- Kha ning twong thich: Mot s6 chuong trinh tng dung va tién ich khéng twong
thich véi cac hé diéu hanh cii hon Windows 10. Viéc str dung hé diéu hanh cii ¢d thé
khién ban gip kho khan khi cai dit va st dung cac phan mém moi.

Dé kiém tra ban cap nhat;

- Chon Bét dau (Start) > Cai dat (Setting) > Windows Update ,

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

Pé tim hiéu cac phién ban méi nhat dang dwoc hé tro, hay truy cdp:
https://support.microsoft.com/vi-vn/windows (luu ¥: doc ky yéu cau
vé hé thong va thong sé ky thudt dé dam bdo thiét bi ciia ban phl
hop dé nang cdp, két néi Internet trong qué trinh cdp nhdt).

3.1.1 Man hinh Desktop

Man hinh dau tién ban nhin thay trén man hinh khi may tinh khai dong duoc goi 1a man
hinh nén (destop). Poi khi n6 duoc goi 1a M6i truong may tinh, day 1a noi hién thi théng
tin vé cac hoat dong hién thoi clia ban véi may tinh nhu viét thu, giri email, duyét
Internet...

Trén man hinh destop, ban s& thuong thiy

- Thanh nhiém vu Taskbar: dugc Microsoft tich hop vao dé hién thi
biéu tuong cic phan mém dang chay trén may. Thong thuong, Taskbar s& duoc bd tri
nam ngang ¢ phan dudi clng cta man hinh hién thi. Cum bén phai Taskbar I noi hién
thi thoi gian, ngay thang, trang thai am thanh va c4c ung dung dang chay ngam.


https://fptshop.com.vn/phan-mem/windows
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- Biéu twong (Icons) trén man hinh Desktop 12 nhitng hinh anh nhé dai dién cho
cac chuong trinh, tép tin, thu muc hodc cac ddi tuong khac trén may tinh gilp ngudi
dung dé dang xac dinh va truy cap cac doi twong mong mudn ma khong can phai ghi
nhé tén hodc vi tri chinh xac

Mot vai cach tin dung hiéu qua Taskbar

Ghim ¢ dinh biéu tuong tmg dung 1én Taskbar: Viéc ghim c¢b dinh biéu tuong tmg
dung Ién thanh Taskbar s& gitp ban khdng phai mat cong tim kiém tng dung trén man
hinh desktop, laptop hoic trong thu muc khi mubn sir dung. C6 hai cach don gian dé
ban ghim biéu twong tmg dung vao Taskbar:
- Céch 1: Ciing 1a cach don gian nhét, ban giit chudt trai vao biéu tuong tmg
dung d6 roi kéo tha vao thanh Taskbar.
- Céch 2: Ban mé tng dung can ghim 1én, click chudt phai khi biéu tugng tmg
dung hién & thanh Taskbar rdi chon Pin this program to Taskbar.
G& mot tng dung da ghim trén thanh Taskbar: Thao tdc g& ghim tuong tu nhu khi
ban ghim mét tmg dung. Ban hdy click chudt phai vao biéu tuong tmg dung can g&
khoi Taskbar va chon Unpin this program from taskbar.

3.1.2. C4u hinh man hinh lam viéc

Dé cau hinh man hinh 1am viéc trén hé diéu hanh Windows, ban thuc hién cac budc sau

Budc 1 | Chon biéu twong Windows heic nit Start (bat diu)

Budc 2 | Tim biéu biéu twong hinh ring cwa nhé va nhap chudt
vao biéu tuong

Buéc 3 | Ctraso cai dit hé théng s& duoc hién thi dé ban lura chon
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Buoc 4

Nhap chudt vao Hé thong (System)

Budc 5

Nhép chudt vao muc Hién thi (Display)

Budc 6

Lua chon tinh ning hién thi

Brightness

Diéu chinh d6 sang cua
may tinh

Ban cO thé thdy mot thanh truot diéu
khién

Khi ban kéo trwgt 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 khéng nhin thiy thanh
truot diéu khién, c6 nghia 14 may tinh cua
quy vi khdng thé diéu chinh d6 sang man
hinh.

Néu trudong hop nay xay ra, ding lo ling!
Pay chi la cach thiét 1ap anh sang phi hop
cho man hinh. Ban hdy kiém tra va sir
dung cac nut diéu khién trén man hinh, rat
nhiéu man hinh da thiét ké sdn cac phim
co, tim va doc huéng dan st dung di kém
v6i man hinh @ tim hiéu chinh xac cach
ching hoat dong.

Night light

Anh sang ban dém

Nhan vao biéu tugng hoic kéo thanh truot
dé ting do sang man hinh, diéu nay s&
gilp han ché tac dong tiéu cuc khi ban
lam viéc trong diéu kién thiéu anh sang.

Scale

Tang giam Kich c& cia
ky tu, biéu twong ung
dung va cac muc khac
trén man hinh destop

Lua chon ty 1& kich ¢& sao cho ban thy
thoai méi nhat’
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Display resolution Do phan giai tét nhat cho man hinh cua
r B Chinh stra 4o phan gii ban la d6 phérl giai duoc khuyén nghi
L J man hinh pHU hop véi (duwgc danh dau la recommended). Do
Kich c& ciia thist bi phan giai nay s& cung cap hinh anh r
' rang va sac nét nhat.

Viée st dung d6 phan giai thap hon c6 thé

khién vin ban va hinh anh bi mo.
Viéc st dung do phan giai cao hon c6 thé
khién vin ban va hinh anh tré nén nho va

kho doc.

Display orientation Ché d6 Landscape cung cip nhiéu khdng
e=a ‘) Tinh ning xoay man gian ’hlen th} h(zn S0 V0’1. fhe ft.(‘) Portralit,
| I hinh do do6 ban c0 thé xem nhiéu ndi dung hon

cuing mot ldc. Pidu ndy dic biét hitu ich
cho cac ung dung nhu bang tinh, trinh
duyét web va cac cong cu chinh stra van
ban.

3.1.3 Cai dat ngay gio va ngdbn ngit hién thi

Trén ctra s6 diéu khién Cai dat (Settings), nhap vao biéu twong cd tén Thoi gian & Ngon
ngir (Time & Language), mot menu & bén trai xuat hién

(e

Date & Time
(ngay va gio)

a) Cai dat ngay gio tu dong

Tim nat Cai dat mai gio tu dong (Set time zone
automatically) trén man hinh. Di chuyén hoc lya
chon dé & Bat (On). Thiét bi cta ban s& chuyén
sang On va nut trugt cO mau xanh duong.

May tinh s& tu dong chuyén d6i mai gid khi ban
di chuyén dén quéc gia khac néu ban da bat cai
dat "Tw dong dat mui gio™"'.

Ban c6 thé chuyén sang ché 6 Off dé cai dat thu
cong.

b) Cai dat ngay gio thu cong

Budc 1. chon Time Zone (Mui gio) la (ITC+
07:00) Bangkok, Hanoi, Jakarta khi ban & bat ky
dau trén 1anh thd Viét Nam.
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Buée 2: Tiép tuc kéo xudng va xem bén dudi Cai
dat ngay va gio thu cong (Set the date and time
manually) va nhip vao nit Thay d6i (Change).
Mot ctra s6 hoi thoai bat 1én hién thi ngay va gio
hién tai.

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

Bude 4: Nhap vao 6 gio va phat dé chon gio.
Bude 5: Khi ban da hai long véi ngay va gio dugc
nhap, Nhap thay doi (Change) dé cai dit hoic
nhap huy (Cancel) dé huy viéc cai dit.

Language

&

@_._' Region (Ngbn
khu

A+ nglt va

vie)

Trong menu bén phai, nhip chudt vao Language
& Region (Ng6n ngtt va khu vuc)

Tai O bén canh hoic bén duéi cia Ngdn ngit hién
thi (Windows Display Language), ban c6 thé lwa
chon ngdn ngit dugc goi y.

Pé thay d6i n6 sang mot ngdn ngir khac

1. Tim hinh vuéng c6 dau cong bén canh Thém
mot ngdn ngir wa thich (Add a Preferred language)

trong Windows 10 hoac Thém mot ngon ngir (Add
a language) trong Windows 11 va nhap vao do.

2. M6t hop bat 1én yéu cau quy vi Chon ngdn ngi
dé

cai dat (Choose a language to install). Kéo xuéng
danh sach dé tim tén ngon ngit hodc nhap ngdn
ngit can tim kiém.

3. Nhap vao ngon ngir réi nhap vao nat Tiép theo
(Next).

4. Trong 6 tiép theo, nhap Cai dat lam ngon ngir
hién thi cia tdi (Set as my Windows display
language), dé an dinh ngdn ngir nay sir dung cho
may tinh ctia ban. Sau d6 nhap Cai dat (Install).
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Hop hoi thoai bién mat va quay tré lai man hinh
trude khi cai dat ngén ngtr. Bay giongon ngilr ban
lya chon d3 duoc thiét lap.

Country or | Lua chon “Vietnam” hoic bat ky qudc gia nao ban

Region mong mudn

(Qubc gia hoic

Khu vurc)

Regional Lua chon tiéng Viét (Vietnamese (Vietnam)) hodc
@_._' format ngdn ngir ban mudn st dung

AT

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

Calendar: Duang Lich

First day of week:  Thu 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 cira s6 diéu khién Cai dat (Settings), nhap vao biéu tuong cd tén ca nhan hoa
(Personalization), mot menu & bén trai xuat hién

R

Background
nén)

(hinh

1. chon kiéu hinh nén mong mudn

Picture: hinh nén dang anh

Solid Color: hinh nén dang mot mau
Slideshow: hinh nén dang nhiéu anh nbi tiép

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

3. Chon céch hién thi hinh nén:

- Fill: kéo dai theo kich ¢& man hinh, bat ké ty 1&
khung hinh cua hinh anh c6 khép véi man hinh
hay khong

- Fit: diéu chinh kich thuéce hinh dnh dé vira vin
v6i man hinh ma khdng lam thay doi ty 1¢ khung
hinh

- Center: dat hinh anh ¢ gitta man hinh va gitr
nguyén ty 1€ khung hinh

Stretch: kéo dai hinh anh dé lap day toan bo man
hinh, bat ké ty 1¢ khung hinh cia hinh anh c6
khép vai man hinh hay khéng

-Tile: Lap lai hinh anh nhiéu lan dé 1ip day toan
bo man hinh

4. Nhap Apply dé luu thay doi.

3.1.5 Cai dat, g& bo phan mém, ung dung
Céch 1: Cai dit phan mém, ing dung tir Microsoft Store:
Buoce 1: Mo Microsoft Store

Céch 1: Start-> Nhap chudt vao Microsoft Store

Céch 2: Nhan phim Windows
Buée 2: Tim kiém tmg dung: Nhap tén tng dung ban mudn tim kiém vao thanh tim kiém
& dau man hinh.
Buée 3: Chon tng dung: Khi ban tim thay tng dung ban mudn, hdy nhap vao no.
Buée 4: Nhap vao Nhan hodc Cai dit: Gia cua tmg dung s& duoc hién thi & ddy. Néu
mg dung mién phi, N0t s& 1a Nhan. Nhap vao nit dé bat dau tai xudng va cai dat tng
dung.
Buée 5: Lam theo hudng dan: Sau khi tai xudng, tng dung s& tu dong cai dat. Ban c6
thé duoc nhic khoi dong lai may tinh caa minh dé hoan tat cai dit.

Cach 2: Cai dat twr tép cai dat (.exe):
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Mot sé tng dung khong c6 sén trong Microsoft Store va ban can tai xudng tép cai dat
(.exe) tir trang web ctia nha phat trién.

Céch thye hién:

Tdi xudng tép cai dat: Truy cap trang web ctia nha phat trién ing dung va tai xuéng tép
cai dat (.exe) cho phién ban Windows cua ban.

Chay tép cai dar: Nhap dap vao tép cai dat di tai xudng.

Lam theo hwéng dan: Trinh cai dat s hudng dan ban qua quy trinh cai dat. Chon céc
tdy chon mong mudn va nhap vao Tiép theo dé tiép tuc.

Hoan 1dt cai dar: Khi cai dit hoan tat, ban c6 thé khoi dong tng dung tir menu Bit dau
hodc man hinh nén.

Trude khi cai dat bat ky tng dung ndo, hdy dam bao rang ban tai
xubng tng dung tir ngudn dang tin cdy. Viéc tai xudng tng dung
tir cac trang web khong dang tin cay c6 thé khién may tinh cua ban
bi nhiém phén mém ddc hai.

Mot s6 tng dung 06 thé yeu cau quyén truy cap vao cac tinh ning
hodc dir liéu trén may tinh cta ban. Hay can than khi cip quyén
cho bat ky ung dung nao va chi cdp quyén cho nhiing mg dung
ban tin tuong.

G& bé va quan ly irng dung

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

Installed Apps (C4ac | 1. Nhap chudt vao Installed apps

o— &?g dyng dugc cai 2. Nhap tén ting dung ban muén g& bo hoic
8— dat) tim kiém trong danh sach duoc liét ké
3. Nhép chudt phai vao dau “...”, lva chon
uninstall

4. Xac nhan Uninstall khi hop hoi thoai mé
ra

5. Lua chon “Yes” néu ban muén g& bo va
tiép tuc thuc hién theo huéng dan
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Startups
| I (Ung dung khoi dong
o khi may tinh khoi
dong)

Danh sach cadc tng
dung sé& hién thi, cho
biét tmg dung nao s&
tu dong khaoi dong khi
ban bat may tinh

1. Nhip chudt vao Installed apps

2. Truot sang ché d6 Off néu ban khéng
mudn tng dung khai dong cling may tinh;
ché do On voi cac ung dung da cai dat trén
may va ban mudn khai dong khi may tinh
khéi dong

3.1.6. Kiém tra théng tin hé thong
Céach 1:

Nhép théng tin vao hop tim kiém trén thanh tac vu cta ban, sau d6 chon Thong tin hé

thong (System Information)

Céach 2:

- Nhan Windows + R dé m¢d hop thoai Run.

- Nhap msinfo32 va nhan Enter.

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

Cach 3:
- Nhan biéu tugng Window

- Nhép chudt vao Cai dit (settings)

- Nhép chudt vao hé thong Systems trén thanh menu xuét hién bén trai man hinh

- Nhap chudt vao gidi thiéu (About) xuat hién trén menu bén phai man hinh

3.2. H¢ diéu hanh MacOS
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MacOS (viét tit cua Macintosh Operating System) 1a hé diéu hanh danh riéng cho may
tinh cua Apple. Ra mat lan dau vao nam 2001, macOS 1a hé diéu hanh pho bién thir hai
cho may tinh c& nhan sau Windows, duogc danh gia cao bai sy 6n dinh, muot ma, giao
dién dep mat va than thién véi nguoi ding.

3.2.1 Man hinh Desktop

Man hinh nén la noi ban thuc hién c6ng viéc ctia minh

Theo mic dinh, desktop duogc thiét ké nhu sau:

- Phia trén man hinh destop la thanh menu. Thanh menu nam doc phia trén ciing cua
man hinh trén may Mac.

Thanh menu chtra menu Apple |, cac menu ing dung va nhiéu menu trang thai,

Vi du nhu Wi-Fi “e" , Spotlight va Siri . Ban c0 thé tuy chinh nhiing muc
trang thai ndo dwoc hién thi trong cai dit Trung tdm diéu khién. Trung tdm diéu khién
()

@ va Trung tam thdng bao (bam vao ngay va gid) ludn c6 sin trong thanh menu.

- Phia cuéi man hinh 1a Dock: Dock hién thj cac tmg dung, chuong trinh ban c6
thé str dung hang ngay theo lwa chon cua ngudi ding, ngoai ra Dock c6 thé hién thi tdi
da ba tng dung duoc str dung gan nhét chua c6 trén Dock va mot thu muc cho cac muc
ban tai vé tir internet.
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3.2.2 C4u hinh man hinh 1am viéc

Dé cai dat, thay doi cai dat trén man hinh 1am viéc, hdy chon menu Apple > Cai dat

hé théng, sau d6 bAm vao Man hinh trong thanh bén. (C6 thé ban can phai cudn

xudng).

Do sang man hinh

Céch 1: Bat “Tu dong diéu chinh d6 sang”.

Khi bat tinh ning nay, may tinh cia ban s& tu dong diéu chinh do
sang man hinh va mac mau den dya trén cac diéu kién anh sang
Xung quanh hién tai.

Céch 2: Kéo thanh truot d6 sang & bén phai dé diéu chinh d6 sang
ctia man hinh.

Luu y: kiém tra tai lidu di kém v6i man hinh dé c6 thdng tin cu thé
vé d6 sang phli hop vai man hinh ciia ban

Do phan giai

Chon mirc d6 chi tiét ma man hinh cta ban hién thi. Chon Mic
dinh dé tu dong st dung d6 phan giai thich hop nhat cho man
hinh hodc chon mét tlly chon khac dé chon thu cong giita vin
ban 16n hon hodc nhiéu khdng gian hon trén man hinh.

3.2.3 Cai dat ngay gio va ngon ngir hién thi

Budc 1

Nhap chudt vao biéu tugng Apple
trén man hinh, chon Cai dat hé
théng (System Settings...) trén
menu hién thi

Cai dat ngay, gio
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Budc 2 Nhép chudt vao biéu tugng cai dit
chung (General), chon Ngay &
Thoi gian (Date & Time) trén
bang menu bén trai

Budc 3 Pén muyc “Pit gid va ngay tu

dong” (Set time and Date
automatically), truot thanh truot
dé bat ché d6 tu dong cai dat

Khi thanh truot mau xanh nghia
may tinh cta ban dang dat ngay va
gio dua trén viéc ty dong nhan
dién vi tri cua ban.

Néu ban mudn thiét 1ap thu cbéng, nhap vao thanh truot vé phia trai dé
chuyén sang mau xam

hop thoai y&u cau nhap mat khau. Pay chinh 1a mat khau tai khoan may tinh
ban sir dung dé md khoa may tinh. Tén nguoi ding da dugc dién sin nén
ban chi can nhap mat khau vao 6. Khi hoan tat, hiy nhip vao M& khoa
(Unlock).

Bay gio, dé thay d6i ngay va gid trén may tinh cua ban, hdy nhap théng tin
vé Ngay va gio, sau d6 nhap vao nit Dit (Set) & bén phai. Mot hop bat 1én
s& xuét hién hién thi cai dit Ngay va Gio hién tai ctia banva 1am theo 16
nhic dé thay doi ching theo cach thu cong.

Bat n(t canh 6 thoi gian 24 gio (24 hour time) dé dat thoi gian ¢ ché do
24h.

Cai dit ngon ngir hién thi
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Budc 2 Nhép chudt vao biéu tugng cai dit
chung (General), chon Ngbn ngir
& Khu vue (Language & Region)
trén bang menu bén trai

Budc 3 Click vao dau + ¢ phan Preferred
Languages, tai muc tim kiém
(search) trén hop thoai vira duogc
bat, nhap “Tiéng Viét”, chon Add

Xac nhan lai ngdn ngtt chinh la

tiéng Viét
Budc 4 Tai muc Vung (Region), Iya chon
Vietnam
2.2.4 Cai dit hinh nén, giao dién
Budc 1 Nhiap chudt vao biéu tuong Apple

trén man hinh, chon Cai dat hé
théng (System Settings...) trén
menu hién thi

Budc 2 | Nhap vao Hinh nén (Wallpaper) trong thanh bén.

Chon mot hinh nén tir cac danh muc ¢ sén:

- Hinh nén dong: Nhitng hinh anh nay thay dbi d6 sang va tbi dya theo thoi
gian trong ngay tai vi tri hién tai cua ban.

- Hinh anh: Chon hinh anh tir thu vién anh cta ban hodac tir CAC thu muc
khac trén may Mac.

- Mau sic: Chon mot mau don gian 1am hinh nén.

Ban ciing ¢6 thé diéu chinh cach hinh anh dugc hién thi trén man hinh cua
minh. Vi du: ban c6 thé chon dé hinh anh duoc ty 18 phi hop, lap diy man
hinh hoac dugc dat ¢ trung tam.
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3.2.5 Cai dit, g& bo phan mém, tng dung
Cai dat wng dung
Trén may tinh, hdy lua chon cac thao tac sau day:

- Pbi véi cac tng dung duoc tai xudng tir internet: Trong thu muc Tai xudng
bam dup vao anh dia hodc tép gi (tréng giéng nhu mot hdp mé). Néu trinh cai dit duoc
cung cap khéng ty dong mé, hdy mo n6 roi lam theo hudng dan trén man hinh.

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

G cai dat irng dung

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

Tiép theo, Iya chon cé4c thao tac sau day:

- Néu chuong trinh, tmg dung da cé trong thu muc: Mo thu muc chira ing dung
dé kiém tra. Néu G& cai dat (Uninstall) hién thi, hdy nhap dap vao né rdi lam theo
huéng dan trén man hinh,

- Néu chuong trinh, tng dung chua c6 trong thu muc hoic khong xuét hién G&
cai dat (Uninstaller): Kéo tng dung tir muc Ung dung vao thiing rac (Trash) & cudi thanh
Dock.

Luu y: Ung dung s& bi x6a vinh vién khoi may khi ban don Thing rac. Trong
truong hop nay, néu ban c6 c4c tép ban di tao bang Gmg dung, ban c6 thé khong mo
duoc ching lai. Néu ban quyét dinh muén gitr lai tng dung, hay 14y lai ung dung d6
trude khi don sach Thung rac. Chon trng dung trong Thung réc, sau d6 chon Tép > Pua
tro lai (Restore)

3.2.6 Kiém tra thong tin hé thdng
Cach 1:

- M6 Terminal d&é mo hop thoai.
- Nhap system_profiler va nhan Enter.

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

Céch 2:
- Nhan biéu twong Apple
- Nhép chudt vao Cai dit (settings)

- Nhép chudt vao Giéi thiéu (About) xuat 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 la mot ky nang quan trong gidp
ban tim kiém thdng tin nhanh chdng va bao vé dir liéu an toan. Dudi day 13 mot sd cach
don gian dé ban &p dung;

1. Tao cau truc thw muc rd rang va hop ly
Tao mét thw muc trén man hinh nén

Buée 1. Nhap chudt phai vao man hinh nén dé hién thi menu
Buéce 2. Bua con tro chudt Ién trén tuy chon Méi (New) and va nhap chudt. Mot
menu khac s& xuét hién bén canh Menu dau tién.

Buée 3. O trén cling ciia menu ndy, nhap Thu muc (Folder). M6t thu muc méi s&
xuat hién trén man hinh nén va phan tén s& hién thi mau xanh.

Buée 4. Nhap t8n méi cho thu muc va 4n phim Enter dé hoan thanh.

Mot s6 lwu Y khi tao va dit tén thu nuc

Phan logi theo chii dé: Pimg phan loai theo dinh dang file ma hdy phan theo cong
dung, chirc nang, loai ndi dung.

Tao cac thu muc chinh theo chii dé nhu: Tai li¢u, Hinh anh, Am nhac, Video,
Chuong tri‘nh, Du &n,..., trong mdi thu muc thl'nh, tiép tuc chia nho thanh cac thu muc
con (néu can) theo thoi gian hoac theo ’chﬁ dé nho. Luu y: Viéc phén chia thu muc con
chi nén phan chia ¢ mirc 6 vira phai, toi da khoang 4-5 16p thu muc.

Vi du:

e Thu muc: Tai liéu:
o Tailiéu hoc tap
o Tailiéu cbng viéc
o Tailiéu ca nhan

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

Sir dung thu muc chung cho cac tép tam thoi

Tao mot thu muyc riéng biét cho cac tép tam th(‘)'?i hoac tép,cén x0a sau khi st

dung. Thuong Xuyén kiém tra va don dep thu muc nay dé gitr hé thong gon gang.

DUNg ¢é dinh mét Cach sdp xép trén moi May ciia ban, ké cd may
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4.2. Pit tén file theo mét quy chuan chung, don giin, dé nhé

- St dung tir khda: Bao gém cac tir khda md ta noi dung tép tin.

- Sdp xép theo thir tw: Str dung sb thtr ty hodc ngay thang dé sap xép céc tép tin
c6 cung chu dé. Néu ban cd nhiéu phién ban ctia mot tép tin, sir dung hé théng danh sd
(v1, v2, v3,...) dé theo ddi cac thay d6i va phién ban.

- Tranh ky @ ddc biét: Chi nén sir dung ddu gach dudi () hodc ddu gach ngang
(-) dé phan céach cac tir.
Vi du:
« B&o cao-Quy-1-2023.docx
o Hinh anh gia dinh 01.jpg

3. Sir dung cong cu tim kiém

Tim kiém nhanh: Hau hét cac hé diéu hanh déu c6 cdng cu tim kiém tich hop.
Ban ¢ thé tim kiém theo tén tép, ndi dung, hoic loai tép.

Loc két qua: St dung cac tly chon loc dé thu hep pham vi tim kiém.

4. Sir dung phan mém quan ly tép

Ting hiéu qua: Mot s6 phan mém quan |y tép cung cap nhiéu tinh nang nang cao nhu:
Chia tab; So sanh thu muc; Tu dong hoda tac vu.

5. Sao luu dir liéu thwong xuyén

« Bao vé dir liéu: Sao luu dir liéu 1én céc thiét bi luu trit khac nhu 6 cimg ngoai,
USB, hoac dich vu dam may.

Pinh ky don dep: Nén xda bo céc tép tin khdng cin
thiét dé giai phong dung luong 6 cing.

Sir dung cac cong cu nén: Nén cac tép tin 16n dé tiét

Loi khuyén bé sung: | > > VO
kiém khong gian Iuu trt.

Tao cac thw muc tam: St dung c4c thu muc tam dé luu
trir cac tép tin dang lam viéc.
Chia sé véi ngudi khac: Néu can, ban co thé tao cac

thu muc chia sé dé cho phép nguoi khéc truy cap vao di
liéu cua minh.
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Luu y: Viéc quan ly thu myc va tép tin [a mot qué trinh
lién tuc. Ban nén thuong xuyén xem xét va diéu chinh
lai cau trdc thu muc dé dam bao tinh hiéu qua
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BAI 5: MOT SO PHAN MEM TIEN iCH

Unikey la chuwong trinh ban phim tiéng
Viét pho bién nhat trén Windows. Phan 16i
xu ly tiéng Viét UniKey Input Engine ciing
dugc str dung trong cac chuong trinh ban
phim mic dinh cta cac hé diéu hanh Linux,
Unikey — Ban phim tiéng Viét Mac OS X va dic biét Ia tat ca cac thiét bi
~ dung 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 goi tir
Unikey.org.

Pé tai vé may tinh ciia ban:

1. Truy cap:

2. Nhan vao biéu tuong

dé tai xudng may tinh ctia ban

Anh ciia Microsoft gilip ban quan Iy tat ca cac
anh va video duoc Iuu trir trén may tinh; goi
nhd cac ky niém qua cac bo suu tap, theo thoi
gian; luu trit dong thoi trén may tinh va trén
dam may (néu lya chon); md, xem tirng anh,
video; so sénh mot s6 anh va video trong cling
mot cira s6 ing dung bang ché do nhiéu dang
xem; Cit va xoay anh, diéu chinh &nh sang va
mau sic, thém bo loc va cé4c hiéu tmg khéc; tao
anh cua riéng ban theo cc goi Y 0 san hoic
theo chu dé duoc goi y

Xem anh
(mién phi)

Ung dung may tinh da dwoe cai dit sin trén may tinh sir dung hé diéu hanh
Windows

Néu chwa c6, dé tai vé may tinh ciia ban

Cach 1:

1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Microsoft Photos” va nhin vao biéu tuong

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



https://apps.microsoft.com/detail/9n4sdqch559b?hl=vi-vn&gl=VN
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Cach 2:
1. Truy cap link:

2. Lya 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 cta
ban bang &m thanh; chinh sira va ch thich anh
chup man hinh cua ban; chinh stra hodc sao chép
phan ndi dung vin ban

Cit va Phac thao
(mién phi)

Pé cai dit trén may tinh ciia ban:

Péi véi phién ban Window 8.1 tré 1én

Cach 1:

1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Snip&Share ” va nhin vao biéu tuong

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

Cach 2:

1. Truy cap link: https://apps.microsoft.com/detail/9Qwzdncrdr1p8?hl=vi-vn&gl=VN
2. Lya chon “Cai dat” hoac “Install” hoac “Open”

Poi véi phién ban Window 11 tré 1én: da dwec cai dit sin trén may tinh
Chup anh man hinh bang tng dung hoic phim tat (phim logo #Shift + S)

St dung chudt, cam ung hodc but dé chinh stra anh chup man hinh.

Cat cac hinh anh cta ban va danh diu bang muc va viing sang.

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

May tinh cho phép ban Thuc hién tinh toan toan
hoc co ban mot cach dé dang; str dung cac chirc
ning may tinh tay khoa hoc; Chuyén ddi co s¢ &
ché d 1ap trinh; Chuyén d6i nhanh chéng gitra
cac don vi khac nhau

May tinh
(mién phi)

Ung dung may tinh da dwoc cai dit san trén may tinh sir dung hé diéu hanh
Windows



https://apps.microsoft.com/detail/9wzdncrfjbh4?hl=vi-vn&gl=VN

Str dung may tinh co ban MO - PUN 1

Néu chwa co, dé Cai dit may tinh cia ban
Céch 1:
1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Caculator” 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/9wzdncrfhvn5?hl=vi-vn&gl=VN

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

Tri,nh ph{élt da phwong tién (Media Player) duoc
thiet ke dé lam cho viéc nghe va xem noi dung da
phuong tién cta ban tre nén thi vi hon.

Media Player 1a mot thu vién nhac day du tinh

nang cho phép ban duyét va phat nhac mot cach

nhanh chong, cling nhu tao va quan ly danh sach

phét. Tat ca ndi dung cuia ban trong thu muc nhac

Trinh phat da phwong tién | va video c6 san trén may tinh sé& tuy dong xuat hién
(mién phi) trong thu vién cta ban.

Ung dung may tinh da dwoe cai dit sian trén may tinh sir dung hé diéu hanh
Windows

Néu chwa c6, dé tai vé may tinh ciia ban

Cach 1:

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 cap link:

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

PDF X la trinh doc & chinh stra PDF hiéu qua
danh cho windows.

- Xem PDF; ché d6 cudn ngang hoac cudn doc, mot
trang hodc cudn lién tuc; Tim kiém vin ban, phong
to, thu nho & Ché d6 trinh bay; Mo céc tép PDF;

Xem va chinh sira tép PDF



https://apps.microsoft.com/detail/9wzdncrfj3pt?hl=vi-vn&gl=VN
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(c6 02 phién ban:

mién phi va tra phi)

Chia s¢ va in tai liéu PDF; Thu nho; Panh dau cac
trang hodc phan cu thé ctiia PDF

- Chu thich PDF: Thém cha thich, xéa chu thich,
chinh stra chd thich; Panh diu bang t6 sang, gach
chan, gach dau dong; Thém nhan xét vin ban, hop
van ban va siéu lién két vao tép PDF; Viét va vé tu
do; Pién vao cac biéu mau PDF; Chit ky; Chir ky
anh

- Pién vao cé4c biéu miu PDF: Dién vao cac biéu
mau PDF; Pién va ky vao biéu mau PDF

- Trinh chin h sira trang: Hop nhat PDF; Tach PDF;
Giai nén; Néi - Chén mot tép khac (toan bo tép hoic
pham vi trang cu thé) vao tép hién c6; Xoay va x6a
cac trang

- Chuyén do6i PDF: Chuyén d6i PDF sang Word
(PDF sang Docx); Chuyén doi PDF sang Excel
(PDF sang XIs); Chuyén dbi PDF sang PNG (PDF
sang hinh anh); Chuyén d6i PDF sang JPEG (PDF
sang Hinh anh); Chuyén doi PDF sang RTF;
Chuyén d6i PDF sang vin ban (PDF sang TXT);
Chuyén do6i PDF sang Trang Web (PDF sang
HTML); Chuyén d6i PDF sang XML

- Chuyén dbi sang PDF: Chuyén Word sang PDF
(Docx sang PDF); Chuyén d6i Excel sang PDF (XIs
sang PDF); Chuyén do6i 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 nguoi ding st dung tinh
nang xem, chi thich, dién mau, chinh sira va thyc
hién mét s6 churc nang thir nghiém c6 “watermark”.
Pbi véi phién ban tra phi: 29,99 USD/nam (tuong
duong khoang 765.000 dong/niam) hoic 49,99 USD
tron doi (twong duong khoang 1.300.000
doéng/nim)

Ung dung may tinh da dworc cai dit san trén may tinh sir dung hé diéu hanh

Windows
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Néu chwa co, 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 nhin vao biéu tugng

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

Cach 2:
1. Truy cap link:

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

Microsoft Sticky Notes gitp nguoi ding c6 thé tao
ghi chd, thém anh, thém dinh dang van ban, dan
Ién man hinh nén ciia may tinh dé ghi chu, dong
b trén cac thiét bi va ing dung nhu OneNote
Mobile, Microsoft Launcher for Android va
Outlook for Windows.

Ghi chd dan nhan
(mién phi)

Ung dung may tinh da dworc cai dit sin trén may tinh sir dung hé diéu hanh
Windows

Néu chwa co, dé tai vé may tinh ciia ban

Cach 1:

1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Microsoft Sticky Notes” va nhin vao biéu tugng
3. Nhan vao “Cai dat” hoic “Install” hoic “Open”

Cach 2:

1. Truy cap link:
https://apps.microsoft.com/detail/9nblggh4qghw?activetab=pivot%3Aoverviewtab&
hl=vi-vn&gl=VN

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

Coc Coc la trinh duyét Viét Nam, cho phép ban
luét web tde do cao vai cac tinh nang noi bat nhu
chin quang cdo doc hai, lam phién khi ban ludt
web; tai nhac va video ma khong can cai thém cac
cdng cu hd tro; ghi video dé tiép tuc xem trong



https://apps.microsoft.com/detail/9wzdncrfj3pt?hl=vi-vn&gl=VN
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ctra sO noi trén man hinh khi ban dang sir dung
chuong trinh khéc; cho phép ngudi ding 4n danh,
khong luu lai hoat dong trong lich sir stir dung;
canh b&o nguoi dung khi truy cap cac trang web
gia mao, chira ma doc, phat hienj va loai bo viéc
cac trang web theo dbi ban; hién thi khoa xanh dbi
Trinh duyét luét web chin | véi cac trang web da duogc Xac thuc.

quang cao

(mién phi)

Cach 1:

1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Trinh duyét Coc Cdc” va nhan vao biéu tugng

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

Cach 2:

1. Truy cap link: https://apps.microsoft.com/detail/xp8chbx99b2zlg1?hl=vi-
vn&gl=VN

2. Nhén vao “Cai dat” hoic “Install” hodc “Open”

. Microsoft Office 14 bo phan mém van phong pho
ﬂ Oﬁl Ce bién nhit hién nay, duoc st dung rong rai boi hoc
sinh, sinh vién, nhan vién van phong, doanh
B$ cong cu tin hoc vin phong ng}liép va nhjéu t6 chtrc khac nhau dé hd tro cong
(Tra phi) viéc va hoc tap.
Microsoft Office cung cap cac cong cu manh mé
dé tao lap, chinh stra va quan ly cac van ban, bang
tinh, bai thuyét trinh, email, danh ba, lich,...

Tao lap viin ban: Microsoft Word 13 phan mém
soan thao van ban cho phép ban tao 1ap c4c tai
liéu, b&o c4o, thu tir,... v6i nhiéu dinh dang phong
pha.

Chinh stra bang tinh: Microsoft Excel la céng cu
pho bién dé quan ly dit liéu, thuc hién cac phép
tinh toan hoc, tao biéu dd, phan tich dit liéu,...

Tao bai thuyét trinh: Microsoft PowerPoint gitip
ban tao ra nhitng bai thuyét trinh sinh dong, thu
hat véi cac hiéu ung hinh anh, am thanh, video,...




Str dung may tinh co ban MO - PUN 1

Quin ly email: Microsoft Outlook 1 phan mém
quan ly email hiéu qua, gidp ban giri va nhan
email, quan ly lich trinh, danh ba, ghi chd,...

Luwu trir dam may: Microsoft OneDrive hoac
Microsoft 365 cung cap dich vu luu trir dam may,
gilp ban luu trir va truy cap di liéu moi IUc moi
noi.

Lam viéc nhom: Microsoft Office hd tro lam viéc
nhom hiéu qua théng qua céc tinh nang chia sé tai
liéu, chinh stra truc tuyén, binh luan,...

Dé str dung, ban 6 thé Iya chon g6i dich vu cho ca nhan, gia dinh hoic doanh
nghiép va cé 02 hinh thirc tra phi: i) Tra phi tron goi cho 01 may tinh va ii) Tra phi
hang thang hoac hang nam.

Mot s6 goi pho bién:

Microsoft 365 Personal: Go6i nay danh cho 1 c& nhan ngudi ding, bao gdm céc tmg
dung Word, Excel, PowerPoint, Outlook, OneNote va OneDrive (dung luong 1TB).
Mutrc gia 150.000,00 d/thdng hoac 1.499.000 4/nam

Microsoft 365 Family: Goi nay danh cho t6i da 6 ngudi ding, bao gom céc tmg
dung Word, Excel, PowerPoint, Outlook, OneNote va OneDrive (dung luong 1TB
cho mdi nguoi ding). Muc gia 200.000,00 4/thang hozc 1.999.000 d/nam.

Microsoft 365 Business Standard: Goi nay danh cho doanh nghiép vira va nho,
bao gdm cé4c ung dung Word, Excel, PowerPoint, Outlook, OneNote, OneDrive
(dung luong 1TB cho mdi ngudi diing) va Teams. Muc gia 12 USD/thang hoic
120$/nam.

Office Home & Student 2021 : G6i nay tron goi danh cho 01 thiét bi may
tinh bao gdm cac tmg dung: Word, Excel, PowerPoint va Outlook. Muc gia

7.899.000 d cho 01 thiét bi

Cach 1:

1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Office” va lua chon gdi dich vu va hinh thirc thanh ton ph hop
3. Thuc hién thanh toan va cai dat trén may tinh

Cach 2:

1. Truy cap link: https:/
microsoft-365-products?&activetab=tab:primaryrl

2. Thuc hién thanh toan va cai dat trén may tinh



http://www.microsoft.com/vi-vn/microsoft-365/buy/compare-all-
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BreeZip la cong cu dé giai nén nhiéu loai file luu
trit khac nhau . BreeZip s& giup ban dé dang giai
nén céc file luu trir mot cach nhanh chéng véi cac
dinh dang phd bién nhu ZIP, RAR, 7-Zip, TAR,
Gzip, V.V.

Giai nén tép tin
(c6 02 phién ban:

Tinh ning mién phi: Mg, duyét, xem va giai nén
cac tap tin Iuu trit; Chirc ning giai nén ho tro
nhiéu dinh dang khéc nhau: .rar, .zip, .7z, 1SO,
Bzip2, Gzip, TAR, XX, v.v.; Tao cac kho luu trir
dé dang v6i GUI gidng nhu trinh duyét tép; Tao
cac kho luu trit duoc bao vé bang mat khau; RAR
Opener va chuyén dbi rar sang dinh dang zip; Khi
mot kho luu trir duge mé trong BreeZip, ndi dung
ctia n6 s& duge hién thi. Sau do, ban c6 thé chon
C4C tap tin va thu muc can duogc giai nén.

mién phi va tra phi)

Tinh ning tra phi: Ngoai cac tinh ning mién phi,
duge bo sung thém mot s tinh nang nhu: Xem
truée anh ma khong can trich xuat; Quan ly mat
khau luu trit dé dang dé tranh nhirng mat khau
phure tap; Nén Video, Hinh anh & PDF; Trinh
soan thao PDF & Office tich hop vdi trai nghiém
toan dién; Giai phong dung luong va tbi wu hda
dung luong luu trir; Khdng quang cdo; St dung
trén t6i da 10 thiét bi

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

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

2. Tim kiém “BreeZip: Rar, Zip & 7z Extractor” va lya chon g6i dich vu va hinh
thire thanh toan phu hop

3. Thuc hién thanh toan va cai dat trén may tinh
Cach 2:
1. Truy cap link: https://apps.microsoft.com/detail/9pb13jl37zv4?hl=vi-vn&gl=VN

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



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

1. Ban phim may tinh théng thwong

1.  Ban phim day du

6.1.2. Ban phim may tinh rat gon

6.1.3. Ban phim trén dién thoai va may tinh bang iOS

Buéc 1: Chon vao biéu twong qué cau trén ban phim khi vao tin nhan.
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Buéc 2: Chon ngon ngit dé nhin tin

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

Giir phim cach (Space) rdi vudt qua phai hodc tréi déu duoc chon kiéu gd thanh Tiéng Viét la

duoc
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1. Mot s6 loai phan mém mién phi hd trg
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3. Chuyén giao dién dién thoai sang tiéng Viét

1. i0S
1. Cai tiéng Viét cho dién thoai

Buée 1: Vao muc Cai dit trén dién thoai iPhone ciia minh, rdi chon tiép vao phan Cai
dat chung.
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Buée 2: Kéo xudng dudi va tim chon muc Ngon ngit & ving. Sau dé, ban nhan chon

vao muc Thém ngon ngt.
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Buéc 3: K&o xudng dudi dé tim va chon vao ngdn ngir Viét Nam dang mudn thay dbi

la duoc

6.3.1.2. Chuyén ngon ngit dién thoai sang tiéng Viét

Bwoec 1:
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Bwoec 2:

Bwoec 3:
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Buwoc 4:

Bwoece 5:
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Buéc 6: Chon ngdn ngir chinh trén dién thoai. Lac ndy, trén man hinh dién thoai s& hién
thi canh bao dé hoi xem ban ¢c6 chic chdn mudn sir dung ngdn ngir vira chon lam ngén
ngir chinh hay khdng. Nhan xé4c nhin dé hoan tat viéc thay dbi ngdn ngit.

6.3.2. Android OS
Buwdre 1: Truy cap tng dung Cai dat (Settings)
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Buéc 2: Str dung cdng cu Tim kiém (Search settings). Nhin vao biéu twong Kinh lap >
G6 "Language" vao thanh tim kiém > Language and input.

Buée 3: Thay d6i ngdn ngir. Chon tiép Language and input > Language.
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Buéc 4: Chon Add language > Chon Tiéng Viét (Viét Nam).

Bwéc 5: Nhin chon Set as default (cai dit nhu ché do mic dinh).
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Buwée 6: Giao dién khi hoan thanh

4. Loi ich khi str dung tiéng Viét va ban phim tiéng Viét trén céc thiét bi s6
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- D& dang truy cap thong tin truc tuyén, doc béo, tim kiém kién thirc va tham gia vao

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

- Tiét kiém thoi gian khi thyuc hién céc thao tac.
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SU DUNG DPIEN THOAI THONG MINH
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- Hi€u rd cac chirc nang va g dung
cua dién thoai théng minh, gilp ban
tan dung tdi da tiém nang cua thiét bi
nay cho hoc tap, cong viéc va giai tri.

- Phan biét dién thoai co ban va dién
thoai thong minh

. , N - Céc chuc nang co ban cua dién thoai
- Nam duogc cac nguyén tac st dung

o A ) ) L thdng minh
dién thoai thong minh an toan, bao vé
ban than khoi cac mdi de doa lira dao, | || - Cach tai va x6a ung dung trén dién
tin gia va tin c6ng mang. thoai thong minh

Sau khoa hoc, ban c6 thé:

- Sir dung c&c chirc nang co ban cta
dién thoai théng minh:

- Tai va xba cac tmg dung trén dién
thoai

Ban nén chuén bi nhirng gi dé hoc tap tot nhat
- Bo méy tinh day du 6 két ndi voi ngudn dién. Hay hoi don vi to chirc
boi dudng tap huin néu ban tham gia tap huin, boi dudng tryuc tiép.

il

- Tai liéu hudng dan sir dung;

- BUt, gidy hodc so tai liéu (néu can)
- Thiét bi truy cap internet, hé thdng nghe nhin (tai nghe, mic,
webcam...)
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Tir viét tit | Tén dly di tiéng anh Tén day du tiéng Viét

oS Operating System Hé diéu hanh

SIM Subscriber Identity Module M0 dun nhan dang thué bao

IMEI International Mobile Equipment | M4 nhan dang thiét bi di dong quéc té.

Identity

SMS Short Message Service Dich vu nhén tin vin ban

MMS Multimedia Messaging Service | Dich vy nhin tin da phwong tién.

Wi-Fi Wireless Fidelity Cong nghé cho phép truyén dir liéu qua
mang khong day

GPS Global Positioning System Hé théng dinh vi toan cau.

NFC Near Field Communication Giao tiép trudong gan, cho phép trao doi
dir liéu giita cac thiét bi khi ching ¢
khoang céch gan nhau

OLED Organic Light Emitting Diode Cong nghé Pidt phat sang hiru co
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BAI 1. CAC LOAI PIEN THOAI PHO BIEN

Dién thoai co ban (feature phone) Pién thoai thong minh

Loai dién  Hinh dang

thoai nhan biét

Chirc nang

Dién thoai
co ban

La thiét bi cam tay, c6 mot man hinh nho va mot ban
phim (voi mot s6 va nhiéu chit cai trén mdi nat), tuy
nhién, thiét bi nay khong cho phép duyét cac trang web
hodc str dung cac ung dung di dong nhu VnelD, eTax...

Dién thoai
thong minh

La thiét bi cam tay, cho phép ban st dung mang di dong
hoic két ndi internet théng qua mang Wi-Fi hoic mang
di dong dé st dung cac tng dung dich vu Internet (thuong
goi la apps) nhu VnelD, eTax...

C4c thiét bi ndy thuong ¢d man hinh cam tng 16n va hoat
dong voi cac hé diéu hanh phd bién nhu nhu Android,
Apple i0OS, Windows Phone, Symbian...

BAI 2: CAC CHUC NANG CO BAN CUA PIEN THOAI THONG MINH

Goi dién
Goi dién cho nguoi khac hoac nhan dién
thoai tir ngudi Khac

Nhin tin

Nhin tin cho ngudi khac/ nhém nguoi khac
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Nhan tin nhan tir nguoi khac

Chup anh, quay video

- Mot camera phia trudce dé thuc hién cudc
goi video/ quay video va chup anh chinh
ban (anh tu chup, nhiéu nguoi goi day la
camera selfie)

- Mot hodc nhiéu camera phia sau dé thuc
hién cudc goi video/ quay video va chup
anh moi thtr, moi ngudi xung quanh ban.

Kiém soat am lweng

Hau hét tit ca céc dién thoai théng minh déu c6 nit diéu
chinh am lugng, thudng nam & canh bén cia thiét bi.

Céc n(t tang va giam &m luong c6 thé dugc st dung dé kiém
soat &m luong cudc goi, Am lugng cia dién thoai d6 chudng
va tham chi &m luong cta nhac hodc phim ma ban c6 thé
dang thuong thire trén dién thoai cua minh.

Xem gio va hen gio

Hau hét dién thoai déu c6 mot dong ho sb hién thi trén man hinh chinh
hoac man hinh khoa, cho phép ban xem thoi gian hién tai moi 1G¢c moi
noi va théng nhat (khdng bi chay nhanh hay chay cham nhu dong hd
thong thuong).

Khi ban di chuyén qua cac cac qudc gia khac nhau, dién thoai c6 thé
tr dong cap nhat thoi gian dya trén thdng tin vi tri (néu ban bat dich vu
dinh vi) hodc ban ¢ thé thay ddi thu cong trong cai dit dong hd.

Luu y: Chudn gio Viét Nam 1a GMT+07:00

Pién thoai cho phép ban thiét 1ap b&o thirc dé danh thic ban vao mot
thoi diém cu thé. Ban co thé cai dat nhiéu bao thuc khac nhau, chon
nhac chudng bao thtrc, va 13p lai bao thirc vao cac ngay nhit dinh trong
tuan.
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Tai ung dung

TUy thude vao hé diéu hanh cua dién
thoai ban dang st dung, ban c6 thé vao
kho tng dung dé tim kiém, chon, tai ng
dung minh can.

Céch tai @rng dung trén kho App Store

Budc 1: Mé App Store

_Z\_ Tim biéu twong App Store trén man hinh chinh cuta thiét bj va nhan vao biéu
tuong

[

Budéc 2: Tim kiém tng dung
Str dung biéu twong tim kiém ¢ du6i cling ctia man hinh dé nhép tén cta tng
dung ban mudn tai.
C6 thé duyét ing dung qua cac danh muc dugc dé xuit
Buéce 3: Chon ing dung

Nhén vao tmg dung ban chon tir két qua tim kiém dé xem théng tin chi tiét hon.

Buoc 4: Tai va cai dit irng dung

Nhén vao nit nhan (néu 12 tng dung mién phi, s& chi hién thi nit “Nhan”, néu phai
mua, s& hién thi “Mua In-App”). Ban ¢6 thé can x4c nhan mua hang hodc
tai vé bang cach sir dung Face ID, Touch ID, hodc nhap mat khau Apple
ID cua ban.

Budée 5: Hoan tat cai dit va Mé ing dung

Sau khi ing dung di duoc cai dit, ban cO thé nhan "Mo" ngay trong App Store hoic
tim tng dung trén man hinh chinh dé bat dau sir dung

Vi du: Tai wng dung trén kho
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Buwée 1: Mé Google Play Store

’

Budée 2: Tim kiém tng dung

Tim biéu tugng ciia Google Play Store trén man hinh chinh hozc trong
menu g dung cua thiét bi Android cta ban va md no.

Str dung thanh tim kiém & dau trang dé nhap tén ciia ng dung ban muén tai. Ban ciing
c6 thé xem danh muc cac app dé xuit dé lya chon.

Budc 3: Chon irng dung

Khi ban tim thay (mg dung mong mudn, nhin vao biéu tugng tng dung dé xem chi
tiét.

Buoc 4: Cai dat ing dung

Nhén vao nut "Cai dat" dé tai va cai dat ing dung. Ban c6 thé can chap nhan mot s6
quyén truy cap ma tmg dung yéu cau.

Budc 5: Mo wng dung

Sau khi tng dung da duoc cai dat, ban c6 thé nhan "Mo" ngay trong Play Store hodac
tim tng dung trén man hinh chinh hoic trong menu tmg dung dé khoi chay.

Mot sd luu ¥ khi sir dung dién thoai dung cach

Pam bao dién thoai di dwoe sac pin (ngudn dién dé dién

thoai hoat dong)
0D o] = Dién thoai thong minh thuong ¢6 chi bdo mirc pin trén man
hinh, cho ban biét khi ndo can sac.

Pin da day

Pin sap hét, ban can cim iphone véi ngudn dién
bang day cap chinh hang
DPang sac pin
Biéu tuong pin dién thoai c6 diu cham than 1a thong béo
cho biét nhiét d6 pin cta dién thoai dang quéa cao hoic qua
thip do anh huong tir viée st dung qué do hodc tir moi
treong bén ngoai.
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Dé dam bao dién thoai thdng minh hoat dong hiéu qua va bén lau, ban can luu ¥ mét sb
diéu sau:
1. Sir dung b sac va cap sac chinh hang:

- Str dung b sac va cap sac chinh hang di kéem theo dién thoai hodc mua tir cac ctra hang
uy tin ¢é dam bao an toan va hiéu qua sac pin.

- Tranh sir dung b sac va cép sac gia ré, khong rd ngudn gdc xuét xtr vi ¢ thé gay chai
pin, hong héc dién thoai, tham chi 1a nguy co chay no.
2. Cap nhat phan mém thwong xuyén:

- Cap nhat phan mém hé diéu hanh va céc tmg dung 1&n phién ban méi nhit dé khic
phuc 151, v4 15 hong bao mat va cai thién hiéu ning hoat dong cua dién thoai.

- Ban c6 thé kiém tra ban cép nhat phin mém trong cai dit cua dién thoai hodc thdng
qua trng dung Ctra hang Google Play.
3. Khéi dong lai dién thoai thwong xuyén:

- Khoi dong lai dién thoai thudng xuyén (khoang 1-2 1an mdi tuan) gilp giai phéng b
nhd, déng cac ing dung chay nén VA cai thién hiéu suat hoat dong cta dién thoai.

- Ban ¢0 thé khoi dong lai dién thoai bang cach nhan va giir nGt ngudn cho dén khi xuat
hién tly chon khéi dong lai, hodc stir dung tuy chon khaoi dong lai trong cai dat.
4. Quan ly ing dung:

- G& cai dit cac ung dung khong str dung dé giai phong dung luong luu trir va cai thién
hiéu suét hoat dong cua dién thoai.

- Cap nhét cic tng dung thudng xuyén dé khic phuc 18i va cai thién hiéu ning hoat
dong.

- Han ché tai va cai dit cac ung dung tir cAc ngudn khdng xac dinh dé tranh rui ro bao
mat.

5. Béo vé dién thoai khéi bui ban va nwéc:

- Tranh dé dién thoai tiép xUc truc tiép véi nude hodc cac chat 1ong khac.

Néu dién thoai bi dinh nudc, hay lau kho ngay 1ap tirc va tat ngudn dé tranh hong héc.
6. V& sinh dién thoai thwong xuyén:

- Vé sinh dién thoai thuong xuyén bang khin mém va dung dich vé sinh chuyén dung
d¢ loai bé bui ban va vi khuan.

- Tranh st dung c4c chit tiy rira manh hodc dung mdi dé vé sinh dién thoai vi c6 thé
lam hong 16p vo va cac thanh phan bén trong.

7. Giir pin & mirc nhi¢t d phu hop:
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- Tranh dé dién thoai tiép xUc truc tiép voi 4nh ning mit troi hodc cac ngudn nhiét cao
Vi ¢6 thé 1am chai pin va giam tudi tho pin.

- T4t céc tinh ning khong st dung khi khéng can thiét dé tiét kiém pin.

- Sir dung ché do tiét kiém pin khi pin yéu.

8. Sao luu dir liéu thwong xuyén:

- Sao luu dir liéu dién thoai thudng xuyén dé tranh mat mat dix liéu trong truong hop
dién thoai bi mat, hong hoic bi danh cép.

- Ban ¢0 thé sao luu dit liéu dién thoai sang thé nhé, may tinh hodc dich vu luu trit dam
may.

9. Sir dung dién thoai mgt cach hep ly:

- Han ché thoi gian st dung dién thoai lién tuc: Nén nghi ngoi sau mdi 30-45 phut sir
dung dién thoai.

- T4t thdng bao tir cac timg dung khdng quan trong dé tranh bi phan tdm khi sir dung dién
thoai.

- Nén str dung ché do loa ngoai, tai nghe hodc nit tai ¢ nhitng noi thudn tién dé tao
khoang cach xa hon giita dau ban va dién thoai di dong.

- Tranh thuc hién cudc goi khi tin hiéu yéu vi diéu nay khién dién thoai di dong tting
cudng cdng suat truyén song vo tuyén (RF) dé duy tri két ndi, giup cudc goi khong bi
gian doan hodc r6t mang

- Hay can nhéc viéc nhan tin thay vi ndi chuyén qua dién thoai, nhung ding nhan tin khi
dang lai xe hodc di chuyeén.
(Xem thém mdét sé quy tdc dam bdo an toan khi sit dung dién thoai di déng
tai Bai 1, Mo-dun 14)
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BAI 1: GIOI THIEU VE MAY IN

May in 12 mot thiét bi dién tir duoc sir dung dé in cac van ban, hinh anh hodc do
hoa tir mot thiét bi dién tr khac ( thuong 12 may tinh) 18n trén mot bé mit vat ly, thuong

la gidy.

May in c6 rat nhiéu loai khac nhau nhu may in phun, may in laser, may in kim,

may in nhigt, may in chuyén nhiét, may in da chirc ning va may in 3D...

Loai may in Pic diém co ban St dung tot nhat
cho

May in phun St du,ng cac voi phun nho li ti dé phun myuc | Loai may in nay
Ién giay. thuong dugc st
Chét luong ban in mau sic tot. Tde do in cham dung dé in anh mau
hon may in laser, myc in dé bi khd, chi phi | véi chit lugng cao.
muc in 1au dai cé thé cao hon

May in laser St dung cong nghé laser dé tao hinh anh trén | Thuong 7 du:(_)‘c str
mdt tréng cam quang, sau d6 chuyén muyc tir | dung phd bién trong
tréng lén gidy. van phong hoac
Téc d6 in nhanh, chit lwong ban in sic nét, | muc dich in s
bén mau, tiét kiém muc in. luong 16n
Gia thanh may in ban dau thuong cao hon so
v0i cac loai may in khac.

May in kim Str dung kim kim loai d¢ dam thing gidy va | Thuong dugc st

tao ra Cac chim muc

dung dé in hoa don,
chung tur.

May in nhiét

St dung nhiét dé lam néng gidy nhiét va tao
ra hinh anh.

Tdc d6 in nhanh, gon nhe.

Ban in d& bi mo theo thoi gian, khdng thé in
trén gidy thuong.

Thuong dugc su
dung dé in hoa don,
vé, nhan méac, ma
vach...

May in chuyén
nhiét

Nay in chuyén dung d¢ in hinh anh 1én céc vat
liéu khac nhau nhu 4o phéng, cdc, mii, dp
théng qua qué trinh chuyén nhiét.
Hinh 4nh dugc in trén mot loai gidy chuyén

dién thoai...

Thuong duogc su
dung dé in hinh lén
a0 phéng, mu, tdi
x4ch..., in an qua
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nhiét dac biét, sau do sir dung nhiét do cao dé tang, In an quang

ép hinh anh nay 1&n bé mit vat lidu cAnin. | cd0; In an cong
nghi¢p
May in 3D St dung cong nghé in 3D dé tao ra cac vatthé | ung dung trong
ba chiéu tir md hinh k¥ thuat so. nhiéu linh vyc nhu
Gia thanh cao, toc do in cham. cdng nghiép, y té,

gido duc dé tao ra
cac vat thé 3D tir
md hinh k¥ thuat sb

Ngoai c4c loai may in ké trén, hién nay c6 may in da chtrc ning, mot thiét bi thong
minh, két hop nhiéu chirc ning trong mot, gilp tiét kiém khdng gian va ting hiéu suit
lam viéc. Thay vi phai sir dung nhiéu thiét bi riéng biét nhu may in, may scan, may
photocopy va may fax, ban chi cAn mot chiéc may in da chirc ning.

BAI 2: KET NOI MAY IN VOI MAY TiNH

Cac budc cai dat may in c6 thé khac nhau tiy thudc vao loai may in, hé diéu hanh
may tinh va cach két nbi. Tuy nhién, huéng dan dudi day s& cung cip cho ban nhiing
thong tin co ban va cac budc chung nhat.

1. Chuéan bi

- Méy in: Pam bao may in da duogc két ndi voi ngudn dién va bat ngudn.

- May tinh: Ba duogc két ndi v6i ngudn dién, két ndi véi internet (néu can).

- Cap két ndi: Cap USB hoic cap mang (tly thudc vao loai may in).
- B¢ cai dat (driver): Théng thuong, dia CD cai dat di kém vai may in, tuy nhién
hién nay phadn mém cai dat thudng c6 sin trén website ctia nha san xuét, ban co thé tai
bo cai ve.

Dé biét bo cai may in c6 phi hop hay khéng, ban can luu ¥y mét sé yéu td sau:

Buwéc 1. Kiém tra tinh fuwong thich ciia hé diéu hanh may tinh ciia ban

+ Bo cai may in phai twong thich véi hé diéu hanh ma ban dang sir dung
(Windows, macOS, Linux). Vi du, néu ban dung Windows 10, bo cai phai danh
cho Windows 10 hoic cac phién ban Windows gan do.

Vi du: Windows: VVao Settings > System > About.
MacOS: Vao Apple menu > About This Mac.
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Linux: M¢ terminal va nhap 1énh uname -a.
+ Kiém tra xem may tinh cta ban sir dung kién triic 32-bit hay 64-bit. Tai vé bo
cai tuong tmg dé tranh xung dot.

Vi du: Windows: Vao Settings > System > About.
macOS: Vao Apple menu > About This Mac.
Linux: Mo terminal va nhap 1énh uname -m.

Buéc 2. Kiém tra model may in

+ Tim dang model: B cai phai phu hgp vai chinh xac model may in cta ban.
Mobi model may in thuong ¢ bo cai riéng. Ban c6 thé tim model ctia may in trén
nhan dan ¢ mat sau hoac bén héng may in hodc trén tai liéu di kém vdi may in.
+ Kiém tra trén trang web ctia nha san xuat: Truy cap trang web ctia nha san xuat
may in, tim kiém phan hd trg hodc tai xudng, nhap chinh xac model may in cua
ban dé tim bo cai phu hop nht.
Buéc 3. Kiém tra phién ban bo cai may in
+ Tai phién ban mai nhat: Nén tai vé phién ban driver méi nhat dé ¢am bao tinh
6n dinh va hd trg cac tinh nang moi.
+ Kiém tra tinh twong thich ctia bo cai : Pam bao driver tuwong thich voi ca hé
diéu hanh va may in cua ban.
+ Tai day di: Hay dam bao ban di tai vé day du file cai dat va khong bi 16i trong
qua trinh tai.
- Ludn tai bo cai tir trang web chinh thie ciia nha san xuat:
Diéu nay gilp dam bao ban nhan dugc bd cai an toan va
dang tin cay.
- Tranh tai b cai tir cac ngudn khdng rd rang: C6 thé chira
ma doc hodc phan mém quang C4o.
- Néu gip kho khin, hay lién hé v6i bo phan hd trg ciia nha
san xuat: Ho s& h tro ban tim va cai dat bo cai ph hop.

Vi du: Mot s6 hdng may in phd bién va Website chinh thirc:

+ Hewlett-Packard (HP):
+ Canon:

+ Brother:

+ Epson:



https://support.hp.com/vn-en/drivers/printers/
https://vn.canon/en/support/download
https://www.brother.com.vn/vi-vn/support
https://www.epson.com.vn/Support/Printers/sh/s1
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+Xerox:

2. Cac budc cai dat

1. Cai dat may in véi bo cai (driver) va cap két ndi

Buée 1: Két ndi may in vai may tinh:
= Két ndi USB: Cim cép USB mot dau vao may in, dau con lai vao cong
USB trén may tinh.
= Két néi mang: Néu may in c6 kha nang két néi mang, hdy két néi may in
véi cung mot mang Wi-Fi véi may tinh.
Buéc 2: Cai dit phan mém:
= St dung dia cai dit: Cho dia cai dit vao 6 dia quang trén may tinh va lam
theo huéng dan trén man hinh.
= Tai phan mém tir trang web: Truy cap vao trang web ciia nha san xuat may
in, tim kiém model may in ciia ban va tai vé phan mém cai dat phi hop
v6i hé diéu hanh caa may tinh. Mo file cai dat da tai vé va 1am theo hudng
dan trén man hinh.
Buéc 3: Thém may in
= Sau khi cai dat phan mém va driver, ban s& duoc yu cau thém may in vao
danh sach cac thiét bi in cia may tinh.
= Chon loai may in va cong két nbi pht hop.
= Pit tén cho may in dé dé nhan biét.

Buwoce 4: In thi:

= Pé kiém tra xem may in di duoc cai dit thanh cong, hdy in mot trang thir.
= Mo bat ky tai liéu ndo va chon 1énh in.


https://www.support.xerox.com/en-us/product/global-printer-driver/downloads?language=en
https://www.support.xerox.com/en-us/product/global-printer-driver/downloads?language=en
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= Chon may in vira cai dat va nhan ndt In hodc Ctr+P

2.2.2. Cai dat may tinh vai may in qua Bluetooth hodc Wifi

Két ndi may in voi may tinh bang Wi-Fi. Cach thuc hién s& khac nhau trén
Windows va macOS.

Cach két ndi may in véi may tinh qua Wi-Fi trén Windows

Buéc 1: Mo ngudn may in va két néi may in vao cing mot mang Wi-Fi véi may
tinh.

Buéc 2: Vao menu Start, nhip vao Control panel rdi nhip vao két qua tuong
g dé mao Control Panel.

Buwde 3: Click vao muc Device and Printers, chon Add a printer & trén cung
cira so.

Buéc 4: Hé thong sé tu dong do tim may in cia ban. Néu chd qua l1au ma khong
thiy hién 1&n may in ban can, click vao dong The printer that | want isn’t in list.
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Mot hop thoai khac s€ hién Ién, Click vao dong Add a Bluetooth, wireless or

network discoverable printer rdi click Next
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Buée 5: Trong danh sach thiét bi, Nhap vao tén Model may in cua ban.

Buéc 6: Tiép d6 mot cira s cai dat s& hién ra, Iic nay ban lam tiép theo cac
huéng dan trén man hinh dé cai driver cho may tinh. Sau khi cai xong ban sé& c6 thé st
dung may in théng qua mang Wi-Fi.

C4ch két ndi may in véi may tinh qua Wi-Fi trén macOS

Buée 1: M6 ngudn may in va két néi may in vao cling mot mang Wi-Fi v6i may
tinh.

Buée 2: Click vao biéu tugng menu Apple roi chon System Preferences.

Buwée 3: Click chon Print and Scan.

Budre 4: Click giir biéu tugng + ¢ cudi danh sach dé hé thong quét va két ndi t6i
may in moi.

Budre 5: Click vao tén may in ciia ban. Néu khong tim thay thi ¢6 18 ban can phai
tai phan mém hd trg cho may in (tly dong may in).

Budéc 6: Néu dong Download and Install hién I&n thi click vao dé bat dau cai dit
Driver may in. Trong qué trinh nay c6 thé hé théng s& yéu cau ban tai thém mot s phan
mém hd tro.

2.2.3. Cai dat may in qua dia chi IP
Két ndi may in trén Windows:

- Mo hop thoai Run: Nhén t6 hop phim Windows + R.

- Nhap dia chi IP: G& dia chi IP cuia may in vao 6 "Mé" roi nhan Enter.

- Két ndi: M6t ctra sd méi s& hién ra, nhdp chudt phai vao biéu twong may in va
chon "Connect".

Két ndi may in trén macOS:
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- Vao System Preferences: Chon biéu twong Apple & gdc trén bén trai man hinh,
sau d6 chon System Preferences.

- Mo Printers & Scanners: Chon muc Printers & Scanners.

- Thém may in: Nhip vao dau (+) dé thém may in méi.

- Chon IP: Chon "IP" va nhap dia chi IP ctia may in.

- Chon loai may in: Chon loai may in phu hop tir danh séach.

Luu y:

- Driver may in: Pam bao ban da cai dat driver may in phi hop. Néu chua c6, hdy
tai driver tir trang web ctia nha san xuit may in.

- Cong Firewall: Néu c6 tuong lira, hdy dam bao mé cac cong can thiét dé may
tinh c6 thé két ndi v6i may in.

- Két ndi mang: Kiém tra xem may tinh va may in da duoc két nbi v6i cing mot
mang chua.

Néu van gap kho khin, ban c6 thé:

- Kiém tra lai dia chi IP; Pam bao ban da nhap ding dia chi IP.
- Kiém tra két ni mang: Kiém tra xem mang c6 6n dinh khdng.

2.3. Thiét 1ap trang in

Mo tai liéu, nhan to hop phim Ctrl + P & mo hop thoai Print. Tai ddy, ban thiét
1ap cac thong so sau:

Copies: La sb luong ban in ty chon.

Printer Properties: TUy chon nang cao cho viéc in an cua may in. O phan nay,
dé nang cao chat lugng ban in ban c6 thé str dung Tab Quality véi ché do Standard hay
ché do Draft...

Print All Pages: bao gom Print All Pages (In tat ca trang) hoic Print Current
Page (Chi in trang hién tai). Sau d6, danh sé trang dé in.

Print One Sided: In m6t mat hoac in hai mat, tuy may in c6 tinh nang in hai mat
khong.

Collated: Dung dé dong ludn mot tap van ban véi sé lugng 16n hoidc in theo timg
trang.

Portrait/ Lanscape Orientation: Lya chon ban in doc hay in ngang.
A4/ Letter: Chon loai kich thudc phi hop cho kho gidy in A4 hodc A3...

Magins: Lya chon cin 1& cho ban in véi kiéu dinh dang Normal, cin 18 tiy chon.
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Page Per Sheet: Lua chon in gop ludn cac trang in cua van ban lai thanh mot
sheet (nhém).

Sau khi cai dit xong, click OK dé bét dau in.

Luwu y khi sir dung may in

- Dé may in & vi tri chic chin, tranh &nh ning truc tiép va dé ngoai tim véi cua
tré em.

- Khoéng dé hop muc 1au & ngoai khéng khi, muc s& nhanh chéng bi khd. Véi
muc ciia may in laser, nén cho binh muyc vao tii den va cit & noi tdi khdng c6 anh séng
mat troi. Néu khong dung may in trong thoi gian dai thi nén g& binh myc ra khoi may
va bao quan trong hop kin.

- Vé sinh may it nhat mdi 3 thang 1 lan.

- Khong tit may dot ngdt. Vi may in phun mau thi sau khi sir dung xong nén
cho vai phit dé may day dau in lai, sau do tit may

- Ban ch( y dé luong gidy vira da va khdng qua nhiéu vao khay, dé ngay ngin
va dung vi tri dé gidy khdng bi ket khi may chay.

- Kiém tra ddy ngudn xem c6 duoc cam dung cachchwa
- tham khao hudng dan sir dung di kém voi may in dé biét thém thong tin chi
tiét vé cach sir dung va bao quan.



Str dung may quét (scan) va mot sé cach quét
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SU DUNG MAY QUET (SCAN) VA MOT SO

CACH QUET TAI LIEU BANG BIEN THOALI
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tai liéu bang dién thoai

Quét tai liéu (hay scan tai liéu) 12 qué trinh chuyén doi dit liéu tir dang vat ly (gidy
t&, hinh anh) sang dinh dang k¥ thuét sé (nhu file anh, file PDF). Qua trinh nay c6 thé
duoc thyc hién bang céch st dung may quét (scanner) hodc tng dung quét trén dién
thoai thGng minh.

Loi ich cua viéc quét (scan) tai liéu:
- Luu trit tai liéu an toan va hiéu qua: Tiét kiém khdng gian luu trir va bao vé tai
liéu khoi bi thét lac, hu hong;
- Nang cao hiéu qua lam viéc: Cac tai liéu dugc luu trong may tinh/dién thoai
gilp tim kiém va chia sé d& dang hon. Ban c6 thé truy cap céc tép tai liéu moi luc moi
noi.
1. Quét tai liéu (Scan) bang may tinh ca nhan

Quét tai liéu (Scan) bang may tinh ca nhan

Diéu kién: Phdi c6 thiét bi quét tai liéu dwroc két noi véi may tinh.

Budée 1: Trude khi thuc hién cach scan tai liéu bang may tinh, can két néi may in véi may tinh
bang day cdp va dong thoi cam nguon dién cho thiét bi.

Buwéc 2: Dit tai liéu mudn Scan vao bé mit Scan trén may in.

Chi c6 thé Scan 1 mat/1 lan, néu muén Scan nhieu mdt ban can ldt nhiéu lan.

Buwéc 3: Mo may tinh da dugc két ndi > tim va chon

Bwéc 4: Tai muc Printers, ban chon may in > nhan chudt phai chon Start Scan

Buéc 5: Chon dinh dang tai liéu Scan > chon d6 phan giai (Resolution) > chon Preview dé xem
trudc va tién hanh scan tai liéu.

Budre 6: Chon Scan dé scan tai liéu

Budc 7: Chon > nhén vao Next.
Bude 8: Chon Import va dgi may scan
Sau khi scan tai liéy thanh Cér‘]g ban s& nhan duoc két aguanhu dudiday.

STHtR a6 t + e
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tai liéu bang dién thoai

2. Quét tai liéu (Scan) bang may dién thoai, may tinh bang

1. St dung may anh va chinh stra bang tng dung chinh stra anh
Ban c6 thé sir dung may anh cua dién thoai dé chup anh tai liéu, sau dé str dung
cac ung dung chinh sira anh dé cat, diéu chinh d6 sang va tuong phan trude khi luu trix.,

2. St dung ung dung quét tai liéu chuyén dung

Hién nay trén céc kho dir liéu di c6 sin mot sé tmg dung quét tai lidu chuyén
dung, chat lwong cao. Mot s6 g dung 6 sin phién ban mién phi véi cac tinh ning co
ban cho phép nguoi ding c6 thé quét tai lidu, sir dung OCR, va luu trit trén may tinh
hodc dam may, cac phién ban tra phi s& c6 thém cac tinh nang cao cap nhu chinh sira
van ban nang cao.

Mot sb tng dung quét tai liéu chuyén dung dang pho bién:

« CamScanner: Mot trong nhitng Gmg dung quét phd bién, cho phép chup anh tai
lidu va chuyén d6i thanh tép PDF hoic JPEG.

« Adobe Scan: Ung dung ctia Adobe cho phép quét, luu trit, va chia sé tai liéu
dudi dang PDF. Adobe Scan con c6 tinh nang nhan dién van ban (OCR).

« Microsoft Office Lens: Ung dung ctia Microsoft gip quét tai liéu, bang tring,
va anh, sau d6 chuyén doi thanh tép Word, PDF hoic PowerPoint.

3. Sur dung tinh nang quét tai liu tich hop trong cac tng dung khac

Bén canh céc tmg dung quét tai liéu chuyén dung, nhiéu tng dung pho bién khac
cling tich hop tinh nang nay, gitp ban tiét kiém thoi gian va thun tién hon trong viée
s6 hoa tai liéu. (luu y: tai liéu quét bang cach nay thuong ¢ chat luong thap hon so voi
viée str dung thiét bi va tmg dung chuyén dung dé scan).
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tai liéu bang dién thoai

Vi du: Sir dung ving dung Notes dé quét tai liéu

Bude 1: Mo ing dung Ghi chd (Note) va chon mot ghi chi hoac tao ghi chi méi.

9 X 7 NEEE R =
Buéc 2: Chon biéu tuong Camera [©7, rdi chon Quét tai licu .
Buée 3: Dit tai liéu trong tim ngdm ctia camera.

Buée 4: Néu thiét bi ¢ ché @6 Tu dong, tai lidu s& tu dong quét. Néu ban can chup ban quét
theo céch thu cdng, hdy cham vao nat Chup hodc nhin vao mdot trong cac nit Am luong.
Sau do, kéo cac goc dé diéu chinh ban quét cho vira véi trang, sau d6 chon Giit ban quét.

Buée 5: Cham vao Luu hoic tiép tuc quét thém cac tai liéu khéc.

Vi du: Sir dung Ung dung Google Drive dé quét tai liéu
Budce 1: Mo tng dung Google Drive L trén dién thoai va dang nhap tai khoan.

Burée 2: Nhén biéu trong Quét tai liéu phia trén ddu & goc phai man hinh.

Trudng hop khong xut hién biéu twong Scan & bén ngoai, hdy nhan déu "+" va chon Quét
tai liéu

Buée 3: Pua camera vé vi tri tai liéu can scan, diéu chinh ngay ngian dé may tu dong quét
hozc 4n n{t tron Quét tai liéu trong trudng hop dung ché do thu cong.

Buée 4: Co thé tiy chinh bang bd loc mau hodc cat anh néu can thiét. Tiép theo, hdy nhan
Gitr ban quét.

Buée 5: Nhan Luu, chon vi tri luu trit file sau khi scan phii hop va nhan Luu dé luu trit tai
liéu dudi dang PDF (mac dinh).

Vi du: Sir dung Ung dung Zalo dé quét tai liéu

Buoc 1: Mo Gng dung Zalo trén dién thoai va dang nhap tai khoan

Burée 2: M6 hoi thoai can giri tai liéu quét hodc vao “Cloud cua t6i”. Nhan vao biéu tuong
hinh anh

Budce 3: Chon chirc nang chup anh va tiép tuc chon Scan

Buéc 4: Pua camera vé vi tri tai liéu can scan, diéu chinh ngay ngin dé may tu dong quét
hodc 4n nut tron Quét tai lidu trong truong hop ding ché do thu cong.

Burée 5: CH thé tiy chinh bang bd loc mau hodc cit anh néu can thiét. Tiép theo, nhan Xong

Tai liéu s€ duoc gui hodc luu trir vao Cloud cua téi dudi dang file mac dinh 1a .jpg
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- Gilp ban biét cach tim kiém va xac thuc
théng tin hiéu qua trén Internet;

- Trang bi kién thirc co ban dé quan ly dir
ligu mot cach khoa hoc. - Tim kiém thong tin;

- X&c thyuc théng tin;
Sau khda hoc, ban c6 thé - Quan ly dit liéu

- C6 thé tim kiém théng tin trén Internet
theo nhu cau va c6 kha nang xac thuc mot
s0 théng tin trén Internet;

- Biét cach quan ly dir liéu mot cach co
ban, hi¢u qua

— Ban nén chuan bi nhirng gi dé hoc tip tot nhat
- B6 may tinh day du c6 két ndi v6i ngudn dién. Hay hoi don vi t6
chtre boi dudng tap hudn néu ban tham gia tip huin, bdi dudng truc
— tiép.

- Tai liéu hudng dan sir dung;
- BUt, gidy hodc so tai liéu (néu cén)

- Thiét bi truy cap internet, hé thong nghe nhin (tai nghe, mic,
webcam...)
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Internet

BAI 1. TIM KIEM THONG TIN

Dé tim kiém thdng tin trén Internet, ban c6 thé st dung cdng cu tim kiém (search
engines). Cong cu tim kiém 12 mot loai website dic biét, khi ban “héi”, nd s& cho ban
“cau tra 161 bang c4c trang web ¢ lién quan.

Céch tim kiém thong tin bang céng cu tim kiém

Burée 1: M6 trinh duyét web trén thiét bi ctia ban va truy cap trang web ctia c6ng cu tim kiém
yéu thich

Hodc st dung truec tiép tir trinh duyét ciia cdng cu tim kiém yéu thich ciia ban.

Buée 2: G ndi dung ban mudn tim kiém (tir khéa) vao 6 tim kiém trén trang web caa cong
cu tim kiém va nhan phim Enter trén ban phim

Burée 3: Két qua tim kiém sé& hién thi dudi dang danh séch céc trang web
Buée 4: Nhip vao trang web phi hop véi nhu cau thdng tin ciia ban. Néu mudn thém két qua
khac, chon EE O & cubi trang web.

Ban c6 thé chon loai két qua ma ban mudn bén dudi hop tim kiém (Vi du nhu Trang web/Hinh
anh/Video...)

Vi du: Néu ban mudn nhan két qua 1a Hinh anh, hdy chon Hinh anh

L1

Tiur khéa tim kiém

Dé tim thdng tin bang cdng cu tim kiém, ban cin xé&c dinh dugc cac tir khda tim kiém. T
khoa tim kiém la mét tir hodc cum tir ngan gon thé hién théng tin ma ban can tim. Ngoai ra,
mot s0 cong cu tim kiém ciling cho phép tim kiém bang giong ndi hoac hinh anh.

Vi du: Néu ban mudn tim thdng tin vé cach cham soc cay cam, hdy gd tir khoa “trong va
cham s6c cdy cam”.

Mot s6 ky hi¢u thwong gip trén thanh dia chi

Quay lai trang web trudc do
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Quay lai trang web tiép theo sau khi di sir dung ndt mdi tén IUi.

Tai lai trang web hién tai

Phong to, thu nho trang web hién tai

y | Motrang cac tép da tai xudng

- Céc trang web hién thi ¢ dau danh sach két qua thudng chira thong tin lién quan nhiéu dén
tir khda ma ban da tim kiem. Néu danh sach ket qua khong phai a thong tin ma ban mong
muon, hdy thay doi tir khoa cu thé va phu hop hon.

- Poi khi danh séch két qua hién thi c6 thé c6 quang céo, hodc cac duong dan ctia nhimg
nha tai trg & bén trén danh sach do, trude khi két qua tim kiém thuc su hién ra. Cac két qua
tim kiém dugc tai trg thuong sé ¢d cum tir Pwgre tai trgr xuat hién ¢ trude trang web.

- —

Meo tim kiém
- Sir dung tir khoa cu thé, rd rang cho ndi dung tim kiém: Tranh sir dung cac tir chung chung
hodc qué phd bién.

- Str dung dédu ngoic kép (*"**) dé tim kiém mot cum tir chinh xac: Néu ban mudn tim
kiém mét cum tir cu thé, hdy nhap cum tir d6 vao trong dau ngoic kép. Vi du “giéng cam
khdng hat” — néu khong, két qua tim kiém s& tra vé 1a cac tir riéng 1é mot cach ngau nhién.

- Str dung cum tir “OR”, AND hoac “-*:

+ “OR”: ding dé tim kiém cé4c tir hodc cum tir ¢4 tinh chat thay thé. Vi du: may tinh bang
OR dién thoai théng minh.

+ “AND”: diing dé tim kiém céc tir hodc cum tir duge dua ra. Vi du: néng nghiép AND y
té.

+ (-): néu ban mudn bo qua cac két qua ¢ lién quan dén mot ndi dung ndo do chi can go
thém dau trir (-) trudce tir khda do. Vi du: Néu mubn tim cach trir sdu bo cho cay trong,
khong mudn hién thi két qua c6 chira tir "thudc trir sAu”. Nhap noi dung: Céch “trir sdu bo”
cho cay —thudc trir sau.

Luu y: Trong mot sb truong hop, néu go sai chinh ta, cong cu tim kiém sé& ty dong sira
16i/goi y chinh ta va hién thi két qua tim kiém chinh xac va- Cong cu tim kiém khong phan
biét chir hoa, chir thudng trong tir khoa tim kiém.

N - -
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Vi du vé sit dung mdt s6 cong cu tim kiém pho bién
Coc Coc
:;

Buée 1: Mé trinh duyét Coe Cde da duoc cai dat trén thiét bi ciia ban

Hodc M¢ trinh duyét ctia ban va nhap dia chi trang web Cdc Céc vao thanh dia chi:
va nhan Enter

Burée 2: Nhap tir khoa tim kiém vao thanh tim kiém rdi nhan phim Enter trén ban phim

Burée 3: Nhap chon trang web tra két qua pht hop véi thdng tin ma ban dang tim kiém

Meo:

- Ban ¢6 thé chon Bat tinh nang Tim kiém an toan khi tim kiém théng tin bang Céc Cc. Tinh
nang nay sé& loc bo cac hinh anh, video va trang web khdng phu hop trén trang két qua tim
kiém cua Cdc Cée.

- Trén trang két qua tim kiém, trang web c6 biéu tudng tich xanh bén canh dudng dan o la
trang web chinh thirc cua co quan, t6 chie di duge xac thuc.


https://coccoc.com/search
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]

Tim hiéu thém vé cac tinh néing tim kiém khac ciia Céc Coc tai dwong link:

Google

G

Cac budce tim kiém thyc hién twong tu véi cdng cu Coc Cée.

bia chi trang web cua cong cu Google:

Meo:

Ban ¢ thé thu hep két qua tim kiém trén Google bang céch str dung bo loc tai thanh Cong cu
(dudi hop tim kiém). Ban ¢6 thé nhap vao dé thém hoic xda bo loc.



https://support.coccoc.com/search
https://www.google.com/

Tim kiém, khai thac thong tin trén MO - PUN 5
Internet

BAI 2. XAC THUC THONG TIN

Xéc thuc théng tin nghia 13 kiém tra thdng tin dé danh gia va xac dinh xem do la
su that, thdng tin sai 1éch, quan diém ca nhan hay tin don.

Xéc thue thdng tin 13 rat can thiét, gidp ban tranh duoc viée vo tinh doc hodc chia
sé nhirng thdng tin sai 1énh va tin tirc gia mao, gop phan xay dung cong dong truc tuyén
lanh manh va tao dung danh tiéng dang tin cdy trén mang x4 hoi.

X&c thue thong tin

Tin gia trén khong gian mang |a nhimg thdng tin sai sy that duoc ¢b y ding tai,
lan truyén nhim muc dich khéng chinh dang, gay hiéu 1dm cho ngudi doc, ngudi xem
hozc nhirng thdng tin c6 mot phan su that nhung khong hoan toan chinh xéac do khong
duoc kiém chung, xac minh hoic bi phong dai, suy dién, 1am thay ddi ban chat cua sy
viéc, thuong xuat hién dudi dang tin tirc va duoc lan truyén chii yéu trén mang xa
hoi.t

C6 nhiéu loai tin gia khac nhau, bao gom:

- Tin cham biém: Tin tic dugc bia ra véi muc dich dua cot, pha trd, nhung c6
thé gay hiéu 1am khi duoc chia sé cho nhitng ngudi khong hiéu ban chit cta chuyén
dua hodc chuyén bi tach ra khoi nglr canh.

- Tiéu dé giat gan dé thu hat sy cha y: Tiéu dé duoc thiét ké dé ban nhap chudt
vao va dan ban dén mot bai bao khéac khong lién quan dén tiéu dé. Pay duoc goi la
clickbait — mdi nhir nhap chuot.

- Thong tin sai 1éch ¢6 chii y: Thong tin sai hoac khong chinh xac, dugc ¢b tinh
tao ra dé danh lira moi ngudi hodc dé thuyét phuc cho mot quan diém nao d6. CAc loai
tin nay thudng bao gom tin gia vé thuwong mai (nhitng ciu chuyén nham myc dich
kinh té), tin gia vé chinh tri, tin gia vé doi séng x4 hoi. ..

1 Cam nang phong chdng tin gia, tin sai sy that trén khdng gian mang, Cuc Phét thanh truyén hinh va théng tin
dién tir
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Cac bude xac thuee tin gia

Budée 1: Kiém tra ngudn tin

M&i ndi dung, thong tin déu c6 ngudn. D6 c6 thé 1a mot ngudi, mot to chire, mot
cong dong... Viéc xac dinh ngudn théng tin ¢ dang tin cay sé gilp ban c6 thém cin
ctr dé xac thyc thong tin.

Nén:
- Canh giac v6i nhitng ndi dung dén tir website hodc tir tai khoan/kénh/nhém
trén mang x& hoi khong rd ngudn gdc, khong xac thuc;
- Kiém tra k¥ trang web cua trang tin. Mot sb trang web giai mao sir dung dia
chi web tuwong ty c4c trang tin that dé bat chudc cac trang tin that. Vi du, website tai
dia chi https://vnexpressnews.net cé tén mién gdy nham lan véi co quan béo chi, gia
mao B&o VnExpress (theo Trung tam Xuz ly tin gia Viét Nam (VAFC)).

- Xem xét can than v6i nhitng bai bao tim thiy trén mang x& hoi;
- Kiém chimg thong tin bang cach ddi chiéu voi cc trang béo chinh thong hodc
cac cong/trang thdng tin dién tir chinh thirc cta co quan nha nude.

Buwéc 2: Kiém tra thoi gian

Can quan tdm thoi diém hinh anh/video duoc chup/quay va thoi diém n6 duoc
chia sé. Nhitng bai dang tai tin gia/tin sai su that thudng ¢6 moc thoi gian khong tring
v6i thoi diém thyc té.

Nén:
- Xem xét k¥ cac mdc thoi gian, su kién cua thong tin;
- Canh giac vai cac tin tic cii, dugc dang lai.

Buwéc 3: Kiém tra dong co

Kiém tra dong co va tra 1oi cAu hoi “Tai sao nodi dung nay duoc ding tai” s& gilp
ban ¢6 cai nhin khach quan hon vé thong tin dang tiép nhan.

Nén: Pat cac cdu hoi nhu: Tai sao nguoi nay lai chia sé théng tin nay? Cau
chuyén dya trén su that hay quan diém ca nhan? Muc dich cua noi dung nay la gi?
Muc dich @6 la tich cuc hay tiéu cuc?
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Mot s6 diu hiéu nhéan biét tin gia

- Sir dung t&n mién khong tin cay

_ +Tén mién dang tin ciy: CAc trang web chinh thirc thuong sir dung cac tén
mién nhu ".gov" (chinh phu), ".edu™ (giao duc), ".org" (t6 chirc phi lgi nhuan). Cac
trang tin tirc uy tin thuong str dung ".com" hodc ".net".

+ Giao thirc HTTPS: Trang web chinh thic thuong sir dung HTTPS (Secure
Hypertext Transfer Protocol) thay vi HTTP. bi¢u nay cho thay trang web c6 bao mat
tot, thuong hién thi dudi dang biéu tugng khoa ¢ dau thanh dia chi.

- Tiéu dé giat gan, gay td mo, thuong dé cap dén mot van dé ndng dang dugc
guan tam;

- Théng tin khdng ghi ngudn hodc ngudn khong rd rang
- Théng tin xuat phét tir nhirng trang web, tai khoan, kénh noi dung trén mang
xa hoi thuong xuyén tung tin gia, hodc tir nhiing trang, tai khoan, kénh khéng thudc
co quan bao chi chinh thong hoac co quan nha nudc;

Ngoai ra, c0 thé can nhdc thém mét s6 dau hiéu vé mat hinh thirc nhw: noi
dung bai viet thuong duoc viet in hoa tpéln bg, xuat hién loi chinh ta, dau cau s
dung khdng dung quy tac, sir dung nhiéu dau cham cam than 11

Luu y: Céc trang théng tin khi di duoc nén tang xac minh thuong duoc cip huy
hiéu di kém tén, vi du:

Huy hiéu xac minh kénh cta nén tang Facebook

Tich xanh Facebook 1a mét ddu hiéu cho thay tai khoan d6 da duoc xac minh va
la tai khoan chinh thtrc ctia mot c& nhan, to chirc, thwong hiéu hodc ngudi ndi tiéng dé
gilp nguoi dung dé dang phan biét giira tai khoan that va tai khoan gia mao.

Cach nhin biét tai khean cd tich xanh Facebook:

- Déu tich xanh: Dau tich xanh thuong xuat hién bén canh tén cua tai khoan, ca
trong muc tim kiém va trén trang ca nhan.
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- Théng tin xac minh: Tai khoan c6 tich xanh thudng cung cip day du thong tin
xac minh nhu email, s6 dién thoai, dia chi.
- Hoat dong thwong xuyén: Tai khoan thuong xuyén dang bai, twong tac véi
ngudi ding va c6 mot luong nguoi theo ddi nhat dinh.

Luu y:
- Khong phai ai ciing c6 tich xanh: Chi nhing tai khoan dap ung du diéu kién méi
duoc Facebook cp tich xanh.
- Tich xanh c6 thé bi thu hdi: Néu vi pham cac quy dinh ciia Facebook, tai khoan
c6 thé bi thu héi tich xanh.
- Van c6 thé c6 tai khoan gia mao: Du tich xanh 12 mot ddu hiéu déng tin cay dé
xac dinh tai khoan chinh thitc, nhung van c6 nhiing truong hop ngoai 16 ma ké gian ¢o
thé loi dung dé tao ra cé4c tai khoan gia mao tinh vi. Vi vy, ngudi ding can tinh tao va
kiém tra ky trude khi twong tac.

Huy hiéu xac minh kénh ciia nén tang Youtube

Huy hiéu x4c minh trén YouTube 1a mot dau tich nho, thuong 1a mau xam hoic do,

xuat hién bén canh tén kénh. Dau hiéu nay cho thiy kénh dé di duoc YouTube xac

minh 1a kénh chinh thirc caa mot ca nhan, to chirc, thuong hiéu hodc nguoi ndi tiéng.
Luu y:

- Khong phai kénh nao ciing ¢6 huy hiéu: Chi nhitng kénh dép tng du diéu kién

méi dugc YouTube cip huy hiéu.

- Huy hiéu c6 thé bi thu hoi: Néu vi pham céc quy dinh ciia YouTube, kénh c6 thé

bi thu hoi huy hiéu.

- Vian ¢ thé c6 kénh gia mao: Mic du ¢6 huy hiéu xac minh nhung van c6 thé c6

mot sb truong hop kénh bi gia mao. Vi vy, ngudi xem can tinh tdo va kiém tra k§ trude

khi tuong tac.
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Lam thé nao dé tranh bay tin gia:

- Khéng tin ngay vao tat ca moi tht ban thay trén mang;

- Suy nghi hai 1an trude khi chia sé, dang tai hodc binh luan video, hinh anh,
tin tuc trén mang;

- Hoi tham, tham khao Y kién cta ban b, nguoi than khi ban cam thiy chua
chic chin hodc chd sy xac nhan théng tin tir co quan bao chi chinh thong hodc
co quan ¢4 tham quyén.
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BAI 3: QUAN LY DU LIEU

3.1. CAC KHAI NIEM CO BAN LIEN QUAN

Dit liéu 12 ky hiéu, chir viét, chit s6, hinh anh, &m thanh hoic dang tuong tu khac.
Dit liéu ca nhan 1a thong tin dudi dang Ky hiéu, chir viét, chit sd, hinh anh, &m thanh
hoic dang tuong tir trén moi trudng dién tir gan lién v4i mot con ngudi cu thé hodc
gilp xé&c dinh mot con ngudi cu thé.

Quan ly dit liéu I hoat dong thu thap; sip xép, bao vé va luu trit dit liéu; stir dung dir
liéu va chia sé dir liéu.

3.2. TAI SAO BAN CAN QUAN LY DU LIEU?

Khdng phai dir liéu nao ban cting dugc phép thu
thap, luu trir, sir dung va chia sé

Ngay cang nhiéu quy dinh vé céch thu thdp, lueu
trit VA sir dung dir liéu, ddc biét doi véi dir liéu cé
nhan. Viéc qudn 1y dir liéu c0 thé gidp ddam bdo
rang ban dang tUn thi cac quy dinh nay.

Dit liéu 1a mot tai san quy gia cd thé duoc s
dung dé cai thién hiéu qua hoat dong. Hay dam
bao dir liéu ban thu thap mot cach chinh xac,
duoc Iuu trit mot cach khoa hoc va an toan, duogc
str dung theo céach c6 dao durc.

Dit liéu ¢6 thé 13 muc tiéu cua ké trom va tin tic.
Viéc quan ly di liéu c6 thé gilp bao vé dit liéu
cta ban khai bi truy cap trai phép, sir dung sali
muc dich va mét mat.
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2. LAM THE NAO PE QUAN LY DU LIEU?

1.  THU THAP DU LIEU

Budc 1 | Xac dinh loai dir liéu

Budc 2 | Lam sach va phan loai dir liéu dugc thu thap

Budc 3 | Du kién muc dich st dung dir liu

C4c cach phan loai dir liéu pho bién va hru y khi thu thap

Phan logi theo mitc do nhay cam cia dit liéu (PS nhay cam cia dit lidu tac dong dén
Cac phuong phap duwoc thu thap, luu trir, sur dung va chia sé, bao vé)

Dir li¢u cong Dir liéu cong khai la nhimg dit lidu dugce cung cép rong réi trén
khai moi truong Internet moi ngudi déu co thé truy cap, khong c6 diéu
khoan gi6i han, khdng phai tra phi. Dit lidu nay c6 thé duoc sir
dung cho bat ky myc dich nao.

Dit liéu nay c6 thé bao gom:

- Dit liéu cua chinh phu: van ban quy pham phap luat; du an
chuong trinh dau tu mua sam céng.. (theo quy dinh tai Dicu 17,
Luat Tiep can thong tin so 104/2016/QH13)

- Dit liéu khoa hoc: Dit liéu nay bao gdm két qua nghién ciru khoa
hoc, dit liéu quan sat, va cac tap di liéu khac.

- Dif li¢u giéo dyc: Dit lidu ndy bao gom tai li¢u gidng day, bai
giang, va cac nguon tai nguyén giao duc khac dugc stir dung dé dao
tao dai tra, mién phi...

- Dir liéu van hda: Thong cao bao chi va tai liéu quang céo...

- Dir liéu kinh doanh: Dit liéu nay bao gdom thdng tin giéi thiéu vé
cac cong ty, thi truong va théng tin kinh té dugc chinh cac don vi,
doanh nghiép céng khai

Dir liéu riéng tu | Dir liéu riéng tu doi hoi mirc d6 bao mat cao hon dir li¢u cong
khai. Dir liéu nay khong duoc phép cong khai, khong nén chia s¢
(trr truong hop can thlet) va nén dugc bao vé théng qua cac bién
phap bao mat truyén thong nhu mat khau. Dit liéu riéng tu bi xam
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pham c6 th¢ gay rii ro cho ¢ nhan hodc t0 chirc. DI ligu riéng tu
6 thé bao gom:
- Dia chi email va thdng tin lién lac c& nhan khac; ma s6 nhan
dang nhén vién
- NOo6i dung email ca nhan

Dir liéu no1 bd Viéc sir dung dir li¢u ndi bd cua mat td chuc thuong chi gidi han
& nhan vién cua t6 chirc d6. Dit liéu ndi bo ¢d thé c6 cac yéu cau
bao mat khac nhau anh huéng dén nhitg ngudi co thé truy cip
va cach sur dung dir liéu.

Dit liéu ndi bd 6 thé bao gom: Ké hoach kinh doanh va chién
lugc tiép thi; Dia chi IP hé théng; Trang web nodi bo ctia cong ty;
Dtr liéu tai chinh va du bao doanh thu cong ty

Dir liéu bi mat Dit liéu nay chi dugc truy cap boi mot nhom d6i twong han ché
da duoc cap phep hop 1¢. Cac phuong phap nhu cong cu quan ly
danh tinh va quyén truy cap (IAM) dugc sir dung dé kiém soét
quyén truy cap vao dir liéu bi mat. Viéc mat dir liéu bi mat cd thé
gay hai cho ca nhan va t6 chirc

Theo quy dinh tai Piéu 38, Bo Luat dan su s6 91/2015/QH13,
chinh phu da quy dinh:

- Poi sbng riéng tu, bi mat ca nhan, bi mat gia dinh 1 bat kha
xam pham va duoc phap luat bao vé. Viéc thu thap, Iuu gitt,
sir dung, cong khai théng tin lién quan dén doi séng riéng
tu, bi mat ca nhan phai dugc ngudi d6 ddng Y, viée thu thap,
lwu gifr, str dung, cong khai théng tin lién quan dén bi mat
gia dinh phai duoc cac thanh vién gia dinh déng vy, trir
trueong hop luét cd quy dinh khac.

- Thu tin, dién thoai, dién tin, co s& dir liéu dién tir va Cac
hinh thirc trao doi thong tin riéng tu khac cta c& nhan duoc
bao dam an toan va bi mat. Viéc boc mo, kiém soat, thu giir
thu tin, dién thoai, dién tin, co so dir liéu dién tir va cac hinh
thirc trao d6i thdng tin riéng tu khac cua nguoi Khac chi
duogc thuc hién trong truong hop luat quy dinh.

- Céc bén trong hop dong khong duoc tiét 16 théng tin vé doi
song riéng tu, bi mat c& nhan, bi mat gia dinh cua nhau ma
minh biét biét dugc trong qua trinh xac 1ap, thuc hién hop
ddng, trir truong hop ¢d thoa thuan khac.

Dit liéu tuyét Dir lidu tuyét mat 12 loai dir liéu rat nhay cam, 6 thé gay anh
mat hudng nghiém trong dén quyeén riéng tu va loi ich hop phap cua
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mot/mot nhdm ca nhan, doanh nghiép, don vi hoidc cta qudc gia
néu bi tiet 10 trai phép.

Vi du: dit liéu sinh tric hoc ctia con ngudi, dir liéu vé stc khoe,

dir liéu vé tai khoan ngén hang. ..

Viéc thu thap, luu trir va sit dung di liéu tuyét mat can tuan tha

nghiém ngat cac quy dinh cua phap luat

Phan loai theo nguon dir liéu

Dit liéu so cap Dit liéu so cap la loai dit liéu duoc thu thap v6i muc dich nhat
dinh. Day la loai dir liéu thé chua duoc xtr ly.

Vi du vé dit liéu so cp: Ban tap hop dit liéu vé thu nhép cta
ngudi dan tai mot thanh phd duoc goi 1a dir lidu so cap. Luu y
ban tap hop ¢ diy moi chi ding lai & muc do liét ké, cac két
qua chua dugc xu ly.

Dit liéu thir cap Dir liéu thtr cap 12 dir liéu d3 duoc thu thap va xir Iy bai mot
bén thir ba, c6 thé duoc sir dung voi nhiéu muc dich khéc nhau.
Vi du vé dit liéu thir cap: Mot ban béo cao diéu tra vé thu nhap
ctia nguoi dan tai mot thanh phd, bao gom két qua vé thu nhap
binh quan trén dau ngudi tai thanh phd dé thi dugc goi la dir
liéu th cap.

Lam sach va phéan loai dir li€u thu thap

Budc 1 | Xac thuc dir liéu

Budce 2 | Lam sach dir liéu

Budce 3 | Phan loai dir liéu

Budc 4 | Gan quyén truy cap

X4 thie dit ligu

Tinh day du cua dit liéu Kiém tra dir liéu day di chua, c6 | Vi du:
thiéu trueong dir liéu nao khong

Tinh nhét quén cta dit lieu | Dit liéu nhat quan trong ciing Vi du: Ban sinh nam 2001
mot t€p dir liéu hodc trén nhiéu thi tinh dén thoi diém hién
bo dir li€u tai ban 23 tuoi.
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Tinh dong dang vé dir liéu | Thong nhét vé don vi Vi du: don vi do ludng
can nang la kg, don vi do
luong thé tich 1a lit

Lam sach dir liéu

Lua chon dit liéu dé luu va x6a dit liéu khong lién quan

B6 di nhitng dir liéu da bi trung

Phan logi va gan quyén truy cdp

Viéc phan loai va gan quyén truy cap cho dit lidu luu trir trén may tinh 1a rat quan
trong dé dam bao bao mat, tinh todn ven va kha ning truy cap cia dit liéu. Dudi day la
mot sd cach thire pho bién dé thuc hién viée nay:

- Stir dung hé thdng phan cap thu muc:
+ Séap xép dir liéu vao céc thu muyc theo chu dé, du an hodc bo phan.
+ Str dung céc tén thu muc mo ta rd rang dé dé dang phan biét.
+ Tao cac thu muc con dé td chure dit liéu chi tiét hon.

- Sir dung Céc bién phap bao mat bo sung:

+ Sa0 luu dir liéu: Thuong xuyén sao luu dit liéu quan trong dé dé phong
truong hop mat mét do hu hong 6 cing.

+ Cai dat phan mém chéng virus va cap nhat thudng xuyén: Giit cho phan mém
chdng virus ludn duoc cap nhat dé bao vé may tinh khoi phan mém doc hai va
cac mbi de doa an ninh mang.

3.2.2. LUU TRU DU LIEU
Phan loai dir li¢u:
Xac dinh loai dir liéu ban Iuu trix: tai liéu, hinh anh, &m nhac, phim anh, tép tin
cong viéc,...
Sép xép dir liéu vao cac thu muc theo chu dé, dy an. .. theo cach cta ban
Str dung tén thu myc mé ta rd rang dé dé dang tim kiém va truy cap.
Lwa chon phwong tién lwu trit phu hop:

- O cig gan trong (HDD hoic SSD): Tiét kiém chi phi, dung luong 16n nhung
tdc d6 truy cap cham hon.
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- O cing gan ngoai: DE dang di chuyén, sao luu dir liéu, nhung can chl ¥ bao
quan cin than.

- Dich vu luu trit ddm may: Tién loi, truy cap moi Ilic moi noi, tuy nhién can c6
két ndi internet va chi phi cd thé cao hon.

Sao lwu dir liéu thwong xuyén:
Ngin ngira mat mat dir liéu do hu hong 6 cing, su ¢d hé thdng hoic virus.
Luu trit ban sao luu trén 6 cing ngoai, dich vu luu trit ddm may hodc in ra gidy
(cho dir li¢u quan trong).
Lap lich sao luu dinh ky va kiém tra tinh toan ven cta ban sao luu.

Bdo mat dir li¢u:
Str dung mat khau manh va riéng biét cho céc tai khoan va thiét bi luu tri.
Cai dit phan mém chdng virus va cip nhat thudng xuyén.
M4 hoa dit liéu nhay cam dé bao vé khoi truy cap trai phép.
Han ché chia sé dit liéu ca nhan trén mang hodc vai nhitng ngudi khdng quen
biét.

Sir dung phan mém quan ly dir ligu:

Gilip sap xép, to chirc va tim kiém dit liéu hiéu qua hon.
Tu déng hda céc tac vu nhu sao Iuu, don dep dit liéu réc.

Bao vé dir liéu khoi virus va phan mém doc hai.

Meo quan ly tép di li¢u T6 chire theo ciu tric rd rang
hi¢u qua, dé tim kiem « Tao cic thu muc chinh: Chia dit liéu thanh
cac thu muc 16n nhu Documents, Pictures,

Music, Downloads, ...

o Tao cac thw muc con: Phan chia nho hon nira
cac thu muc chinh theo chu dé, du &an hoac
loai file. Vi du: trong thu muc Documents,
ban ¢6 thé tao c4c thu muc con nhu Work,
Personal, Projects.

« Sir dung tén goi r6 rang: bat tén cho cac thu
muc va file mot cach ngan gon, dé hiéu va cé
y nghia.

« Sir dung cac ky tw dic biét hep ly: CO thé sir
dung dau gach ngang (-) hodc dau gach dudi
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(L) dé phan céach céc tur trong tén file. Tranh
str dung Céc Ky tu dac biét khép cé thé gay ra
16i khi str dung c6ng cu tim kiém hoic khi
chuyén tép tin cho nguoi khac
Pit tén file theo quy tic

- Su dung‘tiél} t6 hodc hau to: Vi du, ban c6
thé dat tién to "IMG_" cho anh, "DOC_" cho
tai liéu, hodc hau t& " ver 1", " ver 2".. cho
cac phién ban

« Sip xép theo ngay: Dit nam, thang, ngay ¢
dau tén file de de dang sap x¢&p theo thoi gian.
Vi du: 2024 _08_04_Tai_lieu_tham_khao

« Sir dung s6 thir tu: Néu c6 nhiéu file cling
loai, h@y danh so thtr tw ¢ phan biét.

Mot s6 cach luu trir dir liéu [én “dam may”

Luu trit dit liéu trén dam may 1a mot giai phap ngay cang pho bién dé bao vé va
truy cap dit liéu moi lic moi noi. Thay vi luu trit dit liéu trén thiét bi c4 nhan, ban s& luu
trir ching trén cac may chu ciia cac nha cung cap dich vu dam may (Ban van la chu hop
phap cua dir liéu, ban c6 quyén truy cap

Tai sao Nén lwu trik div ligu trén dam may?

- Truy cdp Va sit dung dit iéu moi 14¢, moi noi: Chi can c6 két ndi internet, ban
c6 thé truy cap, sir dung dir liéu ciia minh tir bat ky thiét bi ndo, & bat ky dau.

- Sao lieu tw déng: Dir lidu duoc sao luu thudng xuyén, gidp ban tranh mat mat
dir liéu do cac su ¢ nhu hong hoc thiét bi, mat dir lidu.

- Chia sé dé dang: Ban c6 thé d& dang chia sé tap tin, thu muc voi nguoi khac.

- Tich hop nhiéu vmg dung: Céc dich vu ddm may thuong tich hop véi nhiéu tmg
dung khac, giup ban lam viéc hiéu qua hon.

- Tiét kiém chi phi mua sdm, sita chita: Ban khéng can phai mua 6 cting, may
chu d@é luu trix dir liéu. Nhiéu tng dung cho phép ban luu tri dit liéu mién phi & mot
mirc d6 nhat dinh, néu c6 nhu cau luu trir cao hon dung lugng mién phi, nha cung cap
cho phép ban chon céc goi thanh toan theo dung lwong, nhu cau sir dung.

Cac dich vu lieu triv ddm may phé bién

- Google Drive: 12 ¢dng cuy luu trit ddm may chuyén nghiép, mién phi dén 15GB
dung luong cho mdi tai khoan ding ky, tich hop vé&i bo tng dung vin phong Google
Docs (tuwong tu Word), Google Sheets (twong tu Excel), Slides (twong tu Powerpoint). ..
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Cong cu nay hd trg dong bd dé ban co thé truy cap dit liéu trén hau hét cac loai thiét bi
va da dang hé diéu hanh phd bién, ngoai trir Linux.

- Dropbox: 12 cdng cu luu trir ddm may chuyén nghiép, mién phi d¢én 2GB dung
luong cho moi tai khoan dang ky.

- OneDrive: la cdng cu luu trir ddm may chuyén nghiép, cho phép nguoi dung
nhan duoc 15 GB dung luong luu trir hop thu mién phi cho email, danh ba va lich cia
Outlook.com va 5 GB dung luong luu trit ddm may mién phi cho cac tép dinh kém
email, tép va anh trong OneDrive. Giai phap nay tich hop sau véi hé sinh thai Microsoft
giup ban thuan tién str dung.

- MEGA: 1a c6ng cu luu trit ddm may chuyén nghiép, cung cip cac chirc ning luu
trit ddm may duoc ma hoa do ngudi dung kiém soat, c6 thé truy cap dit liéu théng qua
cac trinh duyét web tiéu chudn va cac tng dung danh riéng cho thiét bi di dong. MEGA
cho phép nguoi diing nhan duoc 15 GB dung luong luu trir mién phi.

- iCloud: dugc tich hop sén trong cac thiét bi di dong cua Apple. Hién tai, Apple
cung cap 5GB dung luong iCloud mién phi cho mdi tai khoan Apple ID.

- Zalo: dich vu luu trit ddm may tich hop trong tng dung Zalo cho cac nhu cau
don gian, dung luong Cloud Zalo mic dinh cho ngudi dung mién phi 1a 2GB.

Dé dam bdo an toan cho di ligu ciia minh khi si¢ dung dich vu luu triv ddam
may, ban nén:

- Chon nha cung cdp uy tin: Cac nha cung cap 16n thuong ¢ hé théng bao mat
t6t hon.

- Poc kj diéu khoan dich vu: Hiéu rd quyén va nghia vu ctia minh.
- Str dung mat khdu manh: Bao vé tai khoan cua ban khoi bi xam nhap.
- Bdt X&c thiee hai yéu té: Tang cudng bao mat cho tai khoan.

- Sa0 lueu diF liéu thiwong xuyén: Ngin ngira mat mat dit liéu trong truong hop xau
nht.

Cach lwu trii dir li¢u trén dam may
- Tao tai khodn: Néu chua c6 tai khoan, can diang ky khoi tao mot tai khoan méi
- Truy cdp Vao dich vu luu trik: Dang nhap bang tai khoan ctia ban va truy cap
- Tai tép lén:
o Kéo tha: Chon céc tép trén may tinh cta ban va kéo tha vao cira sb

o Tai lén: Nhip vao nat "Méi" -> "Tai tép l1én" hodc "Tai thu muc Ién".
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2. Tao thir muc: Tao c&c thu muc dé sip xép dit liéu ctia ban mot cach hop Iy.

3. Chia sé: Nhap chudt phai vao tép hodc thu muc mudn chia sé, chon "Chia s¢".

3.3.3. SU DUNG DU LIEU

Budéc 1 | Lam rd muc dich sir dung dit liéu ctia ban

Buéc 2 | Hay chic chin rang ban ¢ quyén hodc nghia vu gi v6i dir liéu dang xir Iy khéng

Buée 3 | Str dung cong cu hd tro phan tich, xu ly dit liéu

Mot sb cong cu hd trg phan tich, xi ly dit liéu pho bién

Microsoft Excel: LA mot cdng cu phd bién va dé sir dung
X dé phan tich dir liéu co ban, tao biéu dd va truc quan hoa.

Excel ¢6 nhiéu chirc ning va cong thirc tich hop san dé gidp
ban thao tac véi dir liéu.

Google Sheets: Mot cong cu bang tinh mién phi dya trén
web, cung cap nhiéu tinh nang twong tu nhu Excel. Google
Sheets dé dang cong tac vai ngudi kKhac va truy cap tir moi
noi.

Tableau Public: Mot cong cu tryc quan héa dir liéu va dé
str dung (c6 phién ban mién phf), cho phép ban tao c4c biéu
d6, bang va dashboard truc quan tir dit liéu ctia minh.
Tableau Public c6 giao dién kéo tha don gian va khéng yéu
cau kién thure 1ap trinh.

Power Bl Desktop: Mt cdng cu phén tich dit liéu tir
Microsoft (6 phién ban mién phi) , cung cap nhiéu tinh
ning manh mé& dé phan tich, tryc quan hoda va chia sé dir
liéu. Power Bl Desktop ¢ giao dién truc quan va dé sir
dung.

3.3.4. CHIA SE DU LIEU

Hay kiém tra cac quy dinh vé chia sé dir liéu tai:
- Luat ngan hang nha nuéc Viét Nam 46/2010/QH12 (diéu 38);
- Luét Xuét ban 19/2012/QH13 (DPiéu 10)
- BO Luat dan sy s6 91/2015/QH13 (Diéu 38)



Tim kiém, khai thac thong tin trén MO — PUN 5

Internet

- Luat An ninh mang s6 24/2018/QH14 (Piéu 5, Piéu 8 va cac diéu khac lién
guan)

- Luat An toan théng tin mang sé 86/2015/QH13 (Piéu 7, Piéu 10, Piéu 16,
Diéu 17, Diéu 18, Diéu 19, Diéu 20 va cac diéu khac lién quan)

- Luét Béo chi 103/2016/QH13 (diéu 9)
- Nghi dinh 13/2023/ND-CP ngay 17/4/2023 vé& bao vé dit liéu c4 nhan
va C4c vin ban hudng dan khac lién quan

Trong truong hop dugc phép hodc khéng cé quy dinh:

- Ban c0 thé gan quyén truy cap (doc, ghi, sira doi, x6a) cho tirng nguoi ding
hozc nhdm nguoi dung ddi véi cac tép tin va thu muc cu thé.

- St dung tai khoan nguoi ding riéng biét: Modi ngudi dung trén may tinh nén
c6 tai khoan riéng biét voi mat khau bao mat. Tranh sir dung chung tai khoan
dé dam bao tinh riéng tu va trach nhiém cho cac hoat dong trén may tinh.

- Can than khi chia sé dit liéu: Chi chia sé dir liéu véi nhitng ngudi ma ban tin
tuéng va dam bao ho ¢ quyén truy cap hop ly. Tranh chia sé dit liéu nhay
cam, dir liéu ndi bo khi khdng duoc phép.
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- Gilp ban lam quen, s@n sang str dung
cac cbng cu truc tuyén dé giao tiép,
cong tac vai nguoi Khac trén Internet;

- Giao tiép qua Internet;
- Thanh toan qua Internet;

- Biét va bude dau biét cach: Thanh | | - Mua ban qua Internet;

toan truc tuyén, mua ban tryc tuyén, S| | - Sir dung dich vu cong truc tuyén;
dung dich vu cong tryc tuyén va biét | | - ph§i hop, cong tac trén Internet;
cach quan ly danh tinh, hinh anh ca | |- Quan ly danh tinh sb, hinh anh ca
nhan trén Internet. nhan;

- Gilip ngudi hoc biét vé cac quy tic | | - QUY tac img xu trén Internet.

tmg xir && xay duyng mot cong dong
trye tuyén van minh

Sau khda hoc, ban c0 thé:

-Sr dung mot sb cong cu trén
Internet dé trao doi, chia sé thong tin,
cong tac truc tuyén;

- Tham gia vao thé giGi s6 va sir dung
cac cdng cu truc tuyén dé: thanh toan,
mua ban, str dung dich vu céng

- Tham gia vao thé gidi sé mot cach
van minh

Ban can chuan bi nhirng gi

- B6 may tinh day du c6 két ndi v6i ngudn dién. Hay hoi don vi
t6 chitrc boi dudng tip huin néu ban tham gia tap huan, bdi
dudng tryc tiép.

il

- Tai liéu huéng dan sir dung;

- BUt, gidy hodc so tai liéu (néu cén)

- Thiét bi truy cap internet, hé théng nghe nhin (tai nghe, mic,
webcam...)
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BAI 1 : GIAO TIEP QUA THU PIEN TU (EMAIL)

Email 12 mot dich vu nhan tin trén Internet, giéng nhu sy két hop gitra giri dién tin
va gtri thu nhu trude day. Email duoc giri va nhan théng qua mot dich vu email. Mot s6
dich vu email mién phi bao gdom Gmail (cua Google), Outllook (ctia Microsoft) va
Yahoo Mail.

Mot s dic diém caa email:

+ Email duoc giri mién phi;

+ Ban can ¢4 Internet va céc thiét bi nhu thiét bi di dong thdng minh, may tinh dé
str dung email;

+ Ban ¢0 thé sir dung dia chi email dé dang nhap vao céc dich vu truc tuyén cia
minh;

+ Pé sir dung email, ban phai chon mét dich vu email. Ching c6 thé mién phi
hoic €6 cac chon Iya dang Ky voi nhiéu tinh nang hon;

Dia chi email 14 gi?

Dia chi email bao gom tén ngudi dung (username), ky hiéu dac biét @, va tén dich vu
email, chiang han nhu gmail.com hoic yahoo.com. Thi du: ANtran@gmail.com

Mot dia chi email khdng phan biét chit hoa chit thuong, nhung phai duge danh van
chinh xac: ANtran@gmail.com va antran@gmail.com dugc coi la mot dia chi
gidng nhau.

Mot sb thuét ngir va chire ning quan trong khi ding email

Thuat ngir Giai thich

Hop thu (Mailbox) Noi luu trir tat ca email cua ban, va ban
truy cap bang dia chi email va mat khau
ctia minh

Thu muc (Folder) Dboi khi dugc goi l1a Nhédn (Label), 1a mot
phan trong Hop thu ma ban ¢4 thé sip xép
email vao do



mailto:ANtran@gmail.com
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Hop thu dén (Inbox) Mot thur muc dic biét hién thi cac email
mai va chua doc
Thu muc da guri (Sent Folder) Khi ban gtri email, mt ban sao s¢ dugc
dat trong thu muc nay dé ban tham khao
Céac muc da x0a (Deleted Items) boi khi duoc 2oi la Rac

(Trash) hodac Thung rac (Bin) va noi chira
cac email da xo6a

Tt (From) Xuat hién & dau email dé cho biét ai da gui
email @6 cho ban
To (Dén) Hién thi ngudi nhan email ban da gui
Soan thu (Compose) do6i khi duoc goi la Email madi (New

Email), day la mot nut trong dich vu
email, ban c6 thé nhap vao dé bat dau viét
mot email mai

Tra 1oi (Reply) Bam vao day dé tra 151 email

Chuyén tiép (Forward): d6i khi dugc viét
la Fwd, diéu nay cho phép ban giri email
t1 nguoi khac

cC Viét tat cuia Carbon Copy, day la khi ban
nhap nhiéu dia chi vao trudng Dén (To) dé
giri email cho nhiéu nguoi cuing luc

BCC Viét tat cua Blind Carbon Copy, an céc
dia chi email dé moi nguoi khong thé biét
ban da gui email cho ai

Thu rac (Spam) boi khi dugc goi la Email rac (Junk
email), day la email khéng mong mudn,
thuong 1 quang cdo. Dich vu email cua
ban s& sap xép thu rac vao thu muyc thu rac
ma ban c6 thé bé qua. An toan nhét &
khdng bao gio mo thu rac va khéng bao
gid chuyén tiép né cho bat ky ai.

Pé sir dung email an toan, hay lwu y mét s6 diém sau:
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+ Xoa cac email khéng mong mudn hoic dang ngd: Nhitng ké lira dao thuong
nham muc tiéu c4c dia chi email mot cach ngau nhién vi email dugc giri mién
phi;

+ Khéng bao gid cung cip mat khau hodc chi tiét théng tin c& nhan qua email.
Céc cong ty va to chtrc hop phap s& khdng bao gio yéu cau nhitng chi tiét nay
qua email;

+ Nén str dung mot mat khau manh duy nhat. Khong sir dung mat khau email cua
ban cho bét ky dich vu ndo khéc;

+ Nén dung mot email thir hai. Diéu nay c6 thé gilp giam luong thu rac hoic
email khéng mong muén ma ban nhan duoc ¢ dia chi email chinh ciia minh;

+ Huy dang ky (Unsubscribe) nhan ban tin (newsletter): Mot s doanh nghiép sé
giri ban tin hodc tin quang cdo qua email, diéu nay c6 thé gay phién nhiéu toi
ban.

+ Doc email trén trinh duyét co thé 1a cach an toan vi vi-rit sé& dugc gitru lai boi
cac tinh nang bao mat cua trinh duyét va phan mém chdng vi-rit cia may tinh;

+ Céc tap tin dinh kém email ciing s& dugc dich vu email sang loc trudc dé han
ché nhitng ndi dung xau doc, nhung ban ciing nén quét ching bang phan mém
diét vi-rut ctia may tinh ban trudc khi mo

Luuy:

Khi ban giri mot email, nd s& duoc chuyén vinh vién dén dia chi email ctia ngudi nhan.
Khong thé truy xuat email da giri.
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Hwéng din sir dung mét so dich vu email pho bién

Gmail

Gmail 12 mot dich vu email mién phi caa Google. Pia chi Gmail va mat khau cta
ban ciing dugc sir dung dé dang nhap vao Tai khoan Google ban. Pia chi email Gmail
cua ban s€ ¢0 dang tencuaban@gmail.com .

Nhiéu trang mang cung cap lua chon Ping nhap bang Google (Sign in with
Google), day 1a ndt ma ban co thé nhap vao dé dang nhap an toan ma khong can chia sé
mat khiu cua minh véi trang mang do.

Cach dang ky dia chi Gmail méi

Budc 1: Pé thiét lap tai khoan Google va dia chi Gmail méi, hdy truy
cap https://mail.google.com va man hinh Pang nhap xuét hién;

Budc 2: Chon Tao tai khoan va lam theo cac budce trén man hinh (nhap thong
tin c& nhan theo yéu cau);

Cach dang nhap vao Gmail

Budc 1: Truy cap https://mail.google.com va man hinh Dang nhap xuét hién

Budc 2: Nhap email hoidc sé dién thoai va mat khau ma ban di cung cap khi
dang ky dung cho Tai khoan Google ctia ban

Khdc phuc sw cé dang nhdp véi Gmail

Néu ban quén tén ngudi dung hodc mat khau Gmail, hoiac khdng thé truy cap
vao tai khoan cua minh, hdy truy cap lién két ndy dé khic phuc van dé:
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https://support.qoogle.com/mail/troubleshooter/2402620?sjid=10623546077171103
551-AP

Cach giri thw trong trong Gmail

Dé soan thu méi:
Budc 1: Chon Soan thw ¢ goc trdi man hinh;
Budc 2: Tai muc Pén, hdy nhap dia chi email cua nguoi ma ban muon gui
thu

Budce 3: Thém tidu dé cua thu;
Budc 4: Viét noi dung thu;
Budc 5: Nhap chon Giri & cudi trang dé giri thu;

Pé tra 101 thu nhan tir nguoi khéc:
Budc 1: M6 Hop thw dén > Nhép chon thu dén ma ban mudn tra 16i;
Budc 2: Chon Tra 101 hodc Tra 101 tit ca hodc Chuyén tiép tly theo muc
dich cua ban;
Budc 3: Nhap noi dung thu ma ban mudn tra 10i;
Budc 4: Nhap chon Giri dé guri thur.

A S
/ Meo: \

- Ban c6 thé huy gtri thu trong mot khoang thoi gian ngan sau khi bam Gii,
bang cach: O dudi cing bén trai, ban s& thay thong bao "Pa gui thu" va lya
chon "Huy" hodc "Xem thu" > Nhap vao Huy;

- Ban c6 thé dinh kém thém tép, Chén lién két, Chén biéu twong cam x(c,

Chen tép bang cach sir dung Drive, Chén anh... bang céch nhap chudt vao cac
bi€u twgng ¢ goc trdi man hinh

- —
i ————————————— -

i ———— S -
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Khi ban ding nhap vao Gmail, mot trang s& mo ra cho thay danh séch cac email
trong Hop thw dén (Inbox) ctia ban. Cac email méi (new) va chwa doc (unread) dugc

in dam. Bang cac luya chon (menu) bén trai:

ba guri (Sent)

Cho thay cac email ban da giri cho ngudi
khac

Ban nhép (Draft

Cho thiy cac email ban dang viét nhung
chua gui

Hién thém

Pé xem thém céc chirc ning khac

Tat ca Thu (All Mail

Danh sach tat ca cac email, bao gom bat
ky email nao ban da Iuu trir.

Thu rac (Spam)

La danh sach cac email rac hoac khéng
mong mudn s& bi x6a sau 30 ngay.

Thung réac (Bin)

Danh cho nhirng email ma ban da tu x6a
va s& bi x6a vinh vién sau 30 ngay.

Outlook

Outlook I dich vy email mién phi ctia Microsoft. Dia chi va mat khau Outlook cta
ban ciing duoc sit dung dé ding nhap vao Tai khoan Microsoft (Microsoft
Account) ctia ban, tai khoan ndy kich hoat nhiéu tinh ning trong trinh duyét
mang Edge va ciing ¢ thé dugc sir dung dé dang nhap an toan vao may tinh dé ban

hoac may tinh xach tay Windows.

bia chi email Outlook ctia ban sé cé dang tencuaban@outlook.com

Cach dang ky tai khoan Outlook méi

Budc 1: Truy cap vao dia chi hitps://outlook.com/
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Budc 2: Nhap chon Tao tai khoan mién phi;
Budc 3: Lam theo c4c budc trén man hinh (nhap théng tin ca nhan theo yéu cau);

Cach dang nhap tai khoan Outlook
Budce 1: Truy cap vao dia chi > Chon Dang nhép;
Budc 2: Nhap email outlook va mat khdu ma ban da cung cap khi ding ky.

Céch giri thw bang Outlook

bé soan thu moi:

Budc 1: Chon Email méi;

Budc 2: Tai trudng Pén, hdy nhap dia chi email cia ngudi ma ban mudn gui

thu;
Budc 3: Tai Chi dé, hay nhap chu dé cua thu;
Buéc 4: Viét ndi dung thu;
Budc 5: Nhép chon Giri dé gui thu;

Dé tra 16i thu nhan tir ngudi khac:
Budc 1: Nhap chon thu dén ma ban mudn tra 10i;

Budec 2: O goc trén bén phai cia ngin thu, chon “ hoge 9, hoac
chon --- sau d6 chon Tra 1o hodc Tra 1oi tit ca. Dé chuyén tiép, chon 9, hoic
chon --- saudoé chon Chuyén tiép.

Budce 3: Nhap noi dung thu ma ban mudn tra 10i;
Budc 4: Nhip chon Giri dé gui thu.
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g -y,

Meo:

- Tinh nang thu hdi thu sin dung sau khi ban chon Guri va chi sin ding néu ca
ban va nguoi nhan déu c6 tai khoan emailMicrosoft 365 hoidc Microsoft
Exchange trong cung mét to chiic;

/
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! beé thu hoi va thay thé thu trong Outlook mai:

H + Chon Muc P4 giri trong ngan thu muc bén trai, sau d6 bam dap vao thu da gui
i dé ma thu trong mot cira so riéng.
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+ Tur dai bang, chon El.thu héi Thw, rdi chon OK trong hop thoai X4c nhan.
+ Ngay sau d6, ban s& nhan duoc B4o c4o Thu hoi Thu trong hop thu dén cia
minh. Chon lién két trong thu d6 dé xem viéc thu hdi cua ban da thanh cong,
dang cho xur Iy hay tht bai.

- Ban ¢6 thé chén thém tép dinh kém, chén anh, chén biéu tuong cam xic. ..
trong thu bang cach nhap chudt vao cac bi¢u tuong

-~
S ————————

N S S S

Poc va quan ly email trong Outlook

Khi ban dang nhap vao Outlook, mdt trang s& mé ra cho thay danh sach cac email
trong Hop thw dén (Inbox) cta ban. Cac email méi (new) va chwa doc (unread) dugc
in dam. Tur bang cac lya chon (menu) bén trai:

Ban nhap (Draft) Cho thay cac email ban dang
viét nhung chua g

Muc da giri (Sent) Cho thay cac email ban da giri
cho nguoi khéc

Muc da xdéa boé (Deleted items) La email ban da tu x0a va sé bi
x6a vinh vién sau 30 ngay.
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Email rac (Junk Email)

khéng mong mudn s& bi x6a sau 10

ngay

La danh sach cac email rac hoac
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BAI 2: GIAO TIEP, CHIA SE QUA CAC UNG DUNG LIEN
LAC, MANG XA HOI

Gioi thiéu mot s kénh trao doi, chia sé thong tin phd bién trén Internet hién nay

Mang xa héi

Thuat ngt “mang Xa hdi” dugc dung dé mo ta bat ky trang web hoac ing dung trén
cac thiét bi thdng minh — noi moi nguoi cd thé dir dung dé chia sé cac thdng tin, bao
gdm: vin ban (bai dang, binh luan), hinh anh, video...

Cac loi ich chinh ctia mang x& hoi:

- Két ndi v6i moi ngudi: Ban ¢6 thé két ndi voi moi nguoi dui ho dang & bat ky dau
trén thé gidi;

- Chia sé thong tin: Ban c0 thé chia sé cac thdng tin véi ban bé, ngudi quen;

- Xem va phan hoi théng tin: Ban cd thé xem cac thong tin ma ban bé va nhiing
ngudi khac chia sé, dong thoi co thé phan hoi lai bang céch bay to cam xdc, binh
luan hoac chia sé¢;

- Cap nhat tin tie: Ban ciing ¢6 thé cap nhat cac tin tirc méi mot cach nhanh chong.

Mot sb mang Xa hoi phé bién tai Viét Nam

L& nén tang mang Xa hoi ciia Viét Nam, chu yéu ding dé nhén tin
Zalo NPT N . . p - LA AN
va goi dién cho nguoi dung khac mién phi. Ban cling c6 thé dung
Zalo dé chia sé va nhan thdng tin v4i ban bé va nguoi quen.
Zalo

gi¢i. Ban ¢6 thé ding MXH nay dé chia sé suy nghi, hinh anh, s&
thich véi moi ngudi va nhan thong tin. MXH nay cting cho phép
Facebook | ban cap nhat thdng tin tir ban bé, nguoi quen hoac thim chi nguoi
la

0 L& nén tang mang x& hoi phd bién nhat tai Viét Nam va trén thé
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La nén tang MXH chu yéu dung dé chia sé video. Ban c6 thé ding
mang X4 hoi ndy dé chia sé cac ndi dung video ca nhan ban sang
tao ra, gdm ca video ngin va video dai.

YouTube

d L& nén tang MXH chu yéu dung dé chia sé video. Céc video phét
trén nén tang nay cha yéu 1a video dang ngin

TikTok

La nén tang MXH duing dé chia sé anh hozc video trén thiét bi di
dong.

Instagram

Thuw dién tir (Email)

Email 1a mot dich vu nhan tin trén Internet, giong nhu sy két hop gitra gui dién tin
va gtri thu. Email duoc guri va nhan théng qua mét dich vu email. M6t so dich vu
email mién phi bao gdbm Gmail (cua Google), Outllook (cua Microsoft) va Yahoo
Mail.

Ban ¢0 thé st dung dja chi email dé ding nhap vao cac dich vy truc tuyén ciia minh.
*Tim hiéu thém vé Thur dién tir tai bai hoc 1 “Giao tiép qua Internet”

Blog (Trang web cé nhan)

Blog cho phép ban viét ra nhitng suy nghi ctia minh trén mét trang web va chia sé
v6i tit ca moi nguoi qua Internet, gibng nhu moét cudn nhat ky trén mang. Mdi bai
viét trén trang duoc goi 1a mot bai dang trén blog. Ban khong can phai cai dat phan
mém dé viét cac bai trén blog hoic tim doc cac blog cta ngudi khéc, ban chi can sir
dung cac trinh duyét ¢4 san.
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Ngoai cac kénh chia s¢, trao doi thong tin noi trén con c6 mot s6 kénh khéac nhu: Dién
dan web (Forum), Podcast... ty thudc vao nhu cau trao do6i théng tin khac nhau.

(Zalo Hudéng dan sir dung mang x4 héi Zalo co ban

Cach dang ky
Sau khi da tai va cai dat tirmg dung Zalo trén dién thoai, hdy m¢ ung dung.

Budc 1: Dé tao tai khoan méi, bAm Ping ky

Budc 2: Nhap tén Zalo cua ban

Nén sir dung tén that dé giap ban bé dé nhdn ra ban
Budc 3: Nhap s6 dién thoai cua ban, sau d6 bAm Tiép tuc
Budc 4: X&c nhan sb dién thoai va kich hoat tai khoan
Budce 5: Bang nhap vao Zalo véi tai khoan ban vira tao

Cach dang nhap

Bé“mg s6 dién thoai

Budc 1: Mé Zalo, bAm Ping nhiap

Budc 2: Nhap s6 dién thoai ban ding dé ding ky tai khoan
Budc 3: Nhap mat khau

Budc 4: Bam biéu twong mili tén dé dang nhap

[ N ~
&% Bang mi QR

Budc 1: M¢ Zalo trén may tinh, chon muc Quét ma QR

Budc 2: M§ Zalo trén dién thoai, hién ra trén man hinh may tinh

Budc 3: Sau khi kiém tra thong tin dang nhap, bAm Ping nhép

Budc 4: Nhan dién khubn mit hodc ddu van tay (néu ban bat tinh ning nay trén dién
thoai)

Céch ding bai viét trén Zalo

Trén dién thoai



https://help.zalo.me/huong-dan/chuyen-muc/ban-be-va-danh-ba/su-dung-ma-qr-tren-zalo
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Hién tai, itng dung Zalo chua hé tro dang bai viét truee tiép trén may tinh

Budc 1: M6 g dung Zalo trén dién thoai va chon tab Nhat ky
Budc 2: Néu mudn dang anh, hdy chon vao & H6m nay ban thé ndo; Néu muén
ding anh/video, chon Anh/Video

CO thé chon cac kiéu chir, thém nhac, thém nhan dan (sticker), gan thé ban bé... cho
bai dang

Budc 3: Sau khi hoan tat bai viét:

- Néu str dung dién thoai hé diéu hanh 10S, chon biéu tuong & goc phai man
hinh dé dang bai.

- Néu str dung dién thoai hé diéu hanh Androi, chon & goc phai man hinh dé
dang bai.

Bai dang hoan tat, man hinh xuét hién thong béo Ping bai thanh cong

O Hudng dan str dung Facebook co ban
Cach dang ky

Budc 1: Truy cap trang web Facebook tai dia chi:

Budc 2: Chon niit dé bat dau qua trinh dang ky;
Budc 3: Dién cac thong tin ding ky, gom:

e Hovatén

e Ngay sinh

e Giditinh

e S6 di dong hodc email

e Mait khau

Sau khi dién céc thong tin tré, chon nit



https://www.facebook.com/
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Budc 4: Xac nhan email hoic s6 dién thoai

Facebook s& giri ma x4c nhan email hoic dén s6 dién thoai ma ban da cung cap &
budce 3. Nhap ma xac nhan ndy dé hoan tat qua trinh dang ky

Budce 5: Sau khi xac nhan tai khoan, ban c6 thé tuy chinh ho so Facebook cta minh
nhu thém anh dai dién, anh bia. ..

Céach dang nhap

Budc 1: Truy cap trang web Facebook tai dia chi:
Budc 2: Nhip dia chi email hodc sé dién thoai ma ban di ké khai vao 6 . Nhap mat
khau cua ban vao 6

Budce 3: Chon nut dang nhap

Luuy:

Néu ban quén mat khau, hdy nhan vao “Quén mat khau?” dé 1y lai mat khau

Céach ding bai viét (post) 1én Facebook

Budc 1: Nhap vao 6 “Ban dang nghi gi?” ¢ dau trang chu;

Budc 2: Nhap nodi dung ma ban muén ding tai;

CO thé chon thém danh/video, Gdn thé nguoi khac, Cam xUc hoat dong... vao bai viét
Budc 3: Chon Ping dé chia sé Ién trang c& nhan ciia ban

Cach chia sé lai bai dang cua nguwoi Khac trén Facebook

Budc 1: Tai bai dang mudn chia sé, nhan chon biéu twong chia sé & goc dudi
bén phai bai viét

Budc 2: Chon dé hoan tat chia sé. Néu muén thém binh luan, hay viét
vao phan “Hay ndi gi d6 vé nodi dung nay”.

Mco

Ban c6 thé cai dit quyén riéng tu cho mdi bai viét dé kiém soét ai c6 thé xem bai
viét cta ban.

Trudce khi chia sé bai dang trén facebook, chon biéu  w tugng dé chon dbi
tuong:

- COng khai: T4t ca moi ngudi trén Facebook hodc ngoai Facebook;

- Ban be: Ban be cua ban trén Facebook;



https://www.facebook.com/
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- Ban bé ngoai trir ...: Ban ¢4 thé loai trir mot s6 ngudi ban khoi viée xem bai viét;
- Ban bé cu thé: Chi hién thi véi mot sd ban bé;
- Chi minh t6i: Chi minh ban xem duoc bai viét
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Mot sb tir viét tit

2FA Two-factor authentication Xac thuc 2 yéu to

La phuong phéap xac thuc yéu cau hai yéu t6 dé chimg minh tinh ding dan
ciia mot danh tinh. X4c thyuc hai yéu t6 dua trén nhitng thong tin ma ngudi
ding biét (s6 PIN, ma khoé bi mat, ...) clng v6i nhitng gi ma ngudi ding
c6 (thé thdng minh, thiét bi token, dién thoai di dong ...) hodc nhiing déu
hiéu sinh tric hoc cta ngudi ding dé xac minh danh tinh

KYC | Know Your Customer Biét khach hang cta ban

La mot tap hop cac quy trinh cho phép ngan hang va cac to chire tai chinh
khac xac nhan danh tinh cta céc to chire va ca nhan ma ho giao dich, va
dam bao rang cac thyuc thé d6 dang hoat dong hop phép.

KYC hiéu qua bao vé cac cong ty khoi kinh doanh véi céc to chitc hoic ¢
nhan tham gia vao hoat dong bat hop phap, chiang han nhu rira tién, tai tro
khiing bd hodc tham nhiing va cho phép cac té chirc tai chinh hiéu ré hon
vé doanh nghiép cuia khach hang, diéu nay c6 thé gilp ho giam thiéu rui ro
va cai thién dich vu khach hang.

OTP One-time Password M4 khoa bi mat ding mot lan

M4 khda bi mat cé gia tri sir dung mot 1an va cé hiéu lyc trong mot khoang
thoi gian nhét dinh, thuong dugc st dung nhu mot yéu td thir 2 dé xac thuc
nguoi dung truy cap tng dung hoac thuc hién giao dich Internet Banking.
PIN Personal Identification Number | M s6 xac dinh chi thé (S6 PIN)

La ma s6 mat duoc to chirc phét hanh thé cap cho chi thé hodc do chu thé
tao 1ap theo quy trinh dugc t6 chtrc phat hanh thé quy dinh dé st dung
trong céc giao dich thé.

Trong giao dich dién tir s6 PIN dwoc coi 14 chir Ky ciia chii thé.

POS | Point of Sale Thiét bi chip nhan thé tai diém bén

La c4c loai thiét bi doc thé, thiét bi dau cudi dugc cai dit va st dung tai cac
Pon vi chap nhan thé ma chu thé c6 thé st dung thé dé thanh toén tién
hang hoa, dich vu.

Thiét bi chp nhén thé c6 thé duoc 1ap dit tai chi nhanh, phong giao dich
ctia to chirc thanh toan thé dé cung tmg tién mat cho chi thé theo thoa
thuan gifra to chirc thanh toan thé va té chirc phat hanh thé phd hop vai
pham vi st dung thé theo quy dinh.

QR Quick Response (Code) Mé& QR

M4 QR thanh toan ctia mdi ca nhan la thong tin thanh toan da duoc ma hoa
gd6m S6 tai khoan, M4 hiéu ngan hang va cac thdng tin lién quan khac (néu
c6) (trong nhiéu trudng hop bao gdm ca sb tién, Noi dung thanh toan,
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Thong tin don hang) gilp viéc khai tao 1énh thanh toan dugc thuc hién
chinh xac, nhanh chong va an toan.

SWIFT | Society for Worldwide Interbank | T6 chirc Giao dich Tai chinh Lién ngan
Financial Telecommunication hang Toan cau

La mot ma dinh danh duy nhat, thuong gdm 8 hoic 11 ky tu, dugc gan cho
mdi ngan hang va chi nhanh trén toan cau gidp xac dinh chinh xac mot
ngan hang trong céc giao dich quéc té.

Viéc chuyén sang thanh toan khdng dung tién mat dang trd thanh xu hudng toan
cau, mang lai nhiéu loi ich cho ca ngudi tiéu dung va doanh nghiép. Tuy nhién, bén canh
nhiing tién ich, hinh thuc thanh toan nay ciing tiém an mot s6 rai ro. Dudi day la céi
nhin téng quan vé nhirng loi ich va rii ro co ban cua thanh toan khdng dung tién mit,
cling v&i mot sd khuyén nghi can thiét dé ban o thé tan huong nhitng tién ich ma hinh
thire thanh toan nay mang lai.

Tién loi va nhanh chong:

- Thuc hién giao dich thanh toan bat ky ldc nao, ¢ bat ky dau chi voi

mot thiét bi c6 két ndi internet,
- Giam thoi gian cho doi so voi phuong thirc thanh toan truyén
thong.
Loi ich

An toan va bao mat:

- Giam rui ro mat mat hodc trom cép, cuop giat, tién gia.

- Sur dung c6ng nghé bao mat cao nhu ma hoa dir liéu va xac thuc

hai yéu t6.

- D& dang theo ddi cac giao dich, phét hién cac giao dich bat thuong.
Theo ddi va quan ly dé dang:

- D@ dang theo ddi lich st giao dich, phan tich chi tiéu.

- Puoc st dung nhiéu tinh ning nhu hd trg 14p ngan sach, quan ly
thu chi
C6 thé tra ciru, X4c nhan da chuyén tién ma khéng lo danh roi hay
lam mét phiéu thu, bién lai.
Theo ddi cac khoan thu chi mét cach day du, chi tiét, kip thoi.
Giam thiéu sai sot trong qué trinh thanh toan.

Mo rong pham vi kinh doanh:

- Tao thuan loi va dé dang cho cac hoat dong thanh toan.
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- Pem dén c4c trai nghiém mua sam lién mach va thuan tién.
- Cai thién tinh minh bach trong giao dich.

Rui ro

Nguy co bi danh cip thong tin ca nhan va truy cap trai phép vao tai
khoan thanh toan cua ban

Khong thé thwe hién giao dich khi khéng c6 mang internet hoic thiét
bi khéng hoat dong, giao dich

Gian 1an trong viéc thuc hién giao dich nhu viée sir dung thé bi danh cap
hoac tao ra cac giao dich gia mao nhung tién chua duogc chuyén.

Nhép sai thong tin cd thé dan dén viéc tién bj trir sai hoic chuyén tién
khong dung nguoi

Luwu y cc khoan phi lién quan, chiang han nhu phi giao dich, phi duy tri
tai khoan, hodc phi rit tién khi thuc hién giao dich

Khuyén nghi dé
phong ngira va
giam thiéu rai
ro thanh toan

Khéng st dung Wifi cong cong khi thye hién thanh toan

Tuyét d6i khong chia sé tén dang nhap, mat khau, ma OTP, thong tin thé,
théng tin cd nhan (nhu can cude cong dan...) cho nguoi khéc

Khong truy cap vao cac lién két (link) la

Khong nén str dung thiét bj la dé ding nhap

Nén kiém tra cac website cung cap dich vu thanh toan cé phai website
chinh thirc khdng. Khdng nhap tén diang nhap hoic mat khau trude khi
xac thuc do la website chinh thure.

- Website chinh thirc cua Vietcombank:

- Website chinh thirc ctia Agribank:
- Website chinh thirc cua BIDV:

- Website chinh thire ctua Vi dién tir Momo:
- Webisite chinh thirc cua Vi dién tur Zalopay: https://zalopay.vn/

Hay dit mat khau co tinh bao mat cao cho tai khoan. Nén thay d6i mat
khau dinh ky, dic biét sau khi nghi ngd tai khoan bi xam nhap.

Hay sir dung tinh ning xéc thuc hai yéu t6 (2FA)

Khong nén luu lai mat khau trén thiét bi

Cap nhat thuong xuyén tng dung thanh toan trén dién thoai, may tinh
cua ban.

Diéu kién can dé thuc hién thanh toan qua Internet



https://www.vietcombank.com.vn/
https://www.agribank.com.vn/
https://bidv.com.vn/
https://www.momo.vn/
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01 | May tinh hodc thiét bi di ddng: Ban can c6 mot thiét bi cd két noi
internet 6n dinh nhu may tinh dé ban, may tinh xach tay, may tinh bang,
dién thoai théng minh ...

K&ét ndi internet: Pudng truyén mang can dam bao tc d6 6n dinh dé giao
dich duoc dién ra nhanh chong va khong bi gian doan.

02 C6 tai khoan thanh toan con hoat dng tai cAc to chirc cung wng dich
vu thanh toan? hodc tai c4c té chike cung ng dich vu trung gian thanh
toan?

Hoac

D3 ding ky tai khoan Tién di ddng (Mobile Money)

03 | Phai dam bao s6 du trén tai khoan cao hon so véi véi tong cuia so tién
thanh toan va cac loai phi lién quan

Diéu kién dé mé tai khoan thanh toan ca nhan

01 Nguoi di 18 tudi tré 18n khong bi han ché hodc mat ning lwc hanh vi dan
su theo quy dinh phap luat Viét Nam

Hoac

Nguoi tir di 15 tudi dén chwa da 18 tudi khdng bi mét hodc han ché ning
luc hanh vi dan sy, c0 tai san riéng bao dam thuc hién nghia vu trong viéc
mo tai khoan thanh toan

Hoac

Nguoi chwa dii 15 tudi, nguoi bi han ché hodc mat ning hre hanh vi dan
suw theo quy dinh cua phéap luat Viét Nam m¢ tai khoan thanh toan théng
qua nguoi dai dién theo phap luit

Hoac

Nguoi b khé khian trong nhén thire, lam chi hanh vi theo quy dinh cta
phap luat Viét Nam ma tai khoan thanh toan thong qua ngwai giam ho

1 Danh sach cac to chirc cung tmg dich vu thanh toan dugc ma tai khoan thanh toan gdm: Ngan hang Nha nudc
Viét Nam; Ngéan hang thuong mai, Ngan hang chinh sach, ngan hang hop tac x&; chi nhanh ngén hang nude
ngoai

2 Danh séch c4c té chue cung ung dich vu trung gian thanh toén dugc cap nhat tai dia chi

https://
40%3F_afrLoop%3D58381045322691466%26centerWidth%3D80%2525%261eftWidth%3D20%2525%26right
Width%3D0%2525%26showFooter%3Dfalse%26showHeader%3Dfalse%26_adf.ctrl-state%3D1461e03ixk 4


http://www.sbv.gov.vn/webcenter/portal/vi/menu/trangchu/tk/hdtt/ctccudvtt?_afrLoop=58381045322691466&%25
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02 | Co giay to tuy than/ danh tinh di€n tir con thoi han hiéu luc néu mao tai
khoan thanh todn ca nhan tai Ngan hang/ chi nhanh ngan hang, hay tai cac
trung gian thanh toan

- Truong hop cé nhan la céng dan Viér Nam:

+ C& nhan 1a nguwoi Viét Nam trén 14 tuéi: C6 mot trong nhimng loai
gidy to nhu Thé can cude cdng dan, Thé can cudc hodc Can cude
dién tir (thbng qua viéc truy cap vao tai khoan dinh danh dién tir

muc d6 02) hodc Chirng minh nhan dan con thoi han hiéu luc

+ Cé& nhan 1a nguoi Viét Nam duwdi 14 tuéi: C6 mot trong nhing loai
gidy to nhu Thé cin cude cong dan, Thé can cude hodc Cin cudc
dién tir (thdng qua viéc truy cap vao tai khoan dinh danh dién tir mirc
d6 02) hodc Chirng minh nhan dan hoic Gidy khai sinh con thoi han
hiéu luc

- Truong hop c& nhan 1a nguwoi goc Viét Nam chuea Xac dinh diroc quoc
tich: Gidy chimg nhén cin cudc;

- Trudng hop c& nhan |& ngueoi nude ngoai: i) Ho chiéu, ddi vai nguoi
nudce ngoai cu trd tai Viét Nam phai c6 thém thi thuc nhap canh hoac
gidy to ¢ gia tri thay thi thuc hodc gidy td chimg minh dugc mién
thi thuc nhap canh; hoac (ii) Danh tinh dién tir (thbng qua viéc truy
cap vao tai khoan dinh danh dién tir mare d6 02).

C6 gidy to tly than/ danh tinh dién tir con thoi han hiéu luc va tring véi
thong tin ding Ky sé thué bao di déng néu diang ky dich vu thué bao di
dong dung dé dang ky dich vu thanh toan qua mobile money

Mo tai khoan thanh todn ctia ngan hang, chi nhanh ngan hang théng qua
phuong thirc dién tir (khdng can phai dén ngan hang)

Loi ich
= 100% thuc hién trén méi trudng internet, khéng can ra quiy giao dich

= Tiét kiém thoi gian: chi mot vai phat dé hoan tat dang ky, khéng phai xép hang
cho doi

= Thao tac dé dang, duogc xac thuc nhanh chong
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= Trai nghiém céc tién ich thanh toan da dang, tan hudng cac chuong trinh
khuyén mai: nhu rdt tién mit tai ATM khong can the; thanh toan dich vu thiét
yéu nhu dién, nudc

Quy trinh mo théng thuong
1. Téai ung dung
2. Pang ky thong tin nhu nhap thong tin sé dién thoai..
3. Chup anh va xac thuc gidy to tiy than, anh mat
4. Xac thuc théng tin dang nhap
5. Hé thong thdng b4o mo tai khoan thanh cong

(lru y: mdi ngan hang va té chire trung gian thanh toan c6 céc quy trinh ding ky
khac nhau va tai mdi budc déu ¢6 hudng dan cuy thé).

Vi du chi tiét

M¢ tai khoan cua Ngan hang TMCP Ngoai thwong Viét Nam
(tén viét tit Vietcombank)

Budc 1 | Tai ung dung Vietcombank trén Kho tng dung

Budc 2 | Cho dén khi hoan thanh viée tai tmg dung vé thiét bi, Tim va Mé ing
dung Vietcombank trén dién thoai, Chon “Mo tai khoan danh cho khach
hang méi”

Budc 3 | Nhip so dién thoai, sau d6 Nhan “Tiép tuc”
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Nhap ma xac nhan (OTP) da dugc giri dén dién thoai

Budc 4

Luwa chon loai gidy to tly than ban ¢6 va chup anh gidy to theo hudng dan
trén man hinh

Budc 5

Thuce hién Xac thwe khudn mit va gidy to tly than theo hudng dan trén
man hinh
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Budce 6

Chon s6 tai khoan, loai tai khoan va dich vu di kém

Budc 7

Néu ding ky thanh céng, man hinh sé& thong bao

Thong
tin ho
trg cac

Cac thdng tin ho trg duoc dang tai trén Cong thong tin chinh thic cua
Vietcombank tai dia chi: https://portal.vietcombank.com.vn/
Ban c6 thé truy cap va lya chon muc Khach hang ¢4 nhan
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Hoic goi dién truc tiép dén tong dai: 1900 54 54 13 dé dugc hudng dan

Luuy |- Phi mé tai khoan truc tuyén: mién phi

vé bitu | - Phi quan Iy tai khoan thanh toan VND: mién phi

phi - Phi chon s6 tai khoan theo s dién thoai: mién phi

dich |- Phiduy tri dich vu VCB Digibank: mién phi

vu - Phi duy tri dich vy théng béo s du qua tng dung: Mién phi

- Phi duy tri dich vu théng béo bién dong sé du qua tin nhin: 10.000 &/
thang/ s6 dién thoai (khéng bat buge, do khach hang lwa chon)

- Phi chuyén tién trén VCB Digibank: mién phi

- Phi tra soét, diéu chinh, huy 1énh cua giao dich trén cac kénh ngan hang
s6 VCB Digibank (khdng bdt budc, do khach hang lica chon)

(lru y: mue phi dich vu thudng xuyén duoc cip nhat, hdy vao Cong théng
tin chinh thirc ctia Vietcombank dé cap nhat)

Luuy | Ban c6 thé thuc hién tong giao dich thanh toan t6i da duoc thuc hién:

vé han 90 tri¢u dong/thang/khach hang

muc Trong do:

+ Giao dich trich no tai khoan qua VCB Digibank: 70 triéu dong/ thang

+ Giao dich trich ng qua Thé: 20 tridu dong/ thang

Han mire ké trén khéng &p dung véi giao dich mo/nép thém tién vao tai
khodn tién giri €O ky han, dang ky tiét kiém tw dong trén kénh NHPT

Néu mudn nang han mirc, hdly dén xéc thuc tai Ngan hang hoic cac chi
nhéanh cua Vietcombank.

Cac Truy cap vao duong dan:

hudng
dan

khac | Pé c6 hudng din tao va d6i ma PIN va rit tién bang ma QR....

Ngan hang Nong nghiép va Phat trién Nong thon Viét Nam
(tén viét tit Agribank)
Budc 1 | Tai ing dung Agribank Plus trén Kho tmg dung



https://portal.vietcombank.com.vn/Personal/current-account/Pages/online-account-opening.aspx?devicechannel=default
https://portal.vietcombank.com.vn/Personal/current-account/Pages/online-account-opening.aspx?devicechannel=default
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Budc 2 | Cho dén khi hoan thanh viéc tai tng dung vé thiét bi, Tim va Mé ng
dung Agribank Plus trén dién thoai
Chon “Ping ky mé tai khoan tryc tuyén’

b

Chon “Dang ky ngay”

Budc 3 | Nhap so dién thoai dang ky,

Poc ky thoa thuan, diéu khoan, diéu kién. Nhan vao 6 néu chap thuan voi
c4c thoa thuan, diéu khoan, diéu kién do

Nhén “Tiép tuc”

Poc ki cac diéu kién giao dich chung vé Bao vé dit liéu ca nhan va tich
Vao 0 dé doc va dong V, lua chon “Tiép tuc” ’ ,

Budc 4 | Chuan bi Can cude cong dan/ Can cudce ban goc, lua chon “Tiép tuc” va
thuc hién chyup anh mit trude, mat sau cia gidy to theo dung hudng dan.
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Budc 5 | Thuc hién Xac thwe khudn mat va gidy to tly than theo huéng dan trén

man hinh

Budc 6

Nhap thém théng tin dang ky dich vu nhu:

- Dia chi hién tai

- HOmM thu dién tir (email)

- Lua chon chi nhanh mo tai khoan

Nhap m& OTP dé xac thuc va Nhan “Tiép tuc”

Budc 7

Néu dang ky thanh céng, man hinh sé& thong bao
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Thong | Céc théng tin ho tro duge ding tai trén Cong thong tin chinh thire cia
tinhd | Agribank tai dia chi: ht

trg caC | Ban c6 thé truy cép va lya chon muc Khach hang ca nhan

Hoic goi dién truc tiép dén tong dai: 1900558818 hoic lién hé vai céc chi
nhanh dé dugc huéng din

Luuy |- Phiding ky str dung dich vu Internet Banking: mién phi
vé biéu | - Phi duy tri dich vu: 50.000 d6ng/nam/ tai khoan ctia 1 ca nhan

phi - Phi chuyén tién trong hé théng Agribank: mién phi
dich |- Phi tra soat giao dich trong hé thong Agribank: 10.000 dong/ lan
vu - Phi tra soét giao dich ngoai hé théng Agribank: 20.000 ddng/ lan

- Phi duy tri dich vu SMS Banking: 13.200 dong/tai khoan c& nhan/thang
- Phi thay d6i thong tin: 10.000 dong/ 1an

- Phi duy tri dich vu tai khoan thanh toén truc tuyén cta c& nhan: 10.000
d6ng/tai khoan ca nhan/ thang (khéng bat buge, do khach hang lwa chon)
(lru y: mue phi dich vu thudng xuyén duoc cip nhat, hdy vao Cong théng
tin chinh thirc ciia Agribank dé cap nhat)

M¢é tai khoan thanh toan tai Ngan hang Thwong mai co phan Pau tu va Phat
trién Viét Nam (tén viét tit BIDV)

Budc 1 | Tai ung dung BIDV SmartBanking trén Kho ing dung



http://www.agribank.com.vn/vn/ca-nhan
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Budc 2 | Cho dén khi hoan thanh viée tai tng dung vé thiét bi, Tim va Mé ing
dung BIDV SmartBanking trén thiét bi

Chon “Dang ky”

Chon “Bang ky dich vu cho khach hang qua e-KYC”

Tiép tuc chon “Pdng ky ngay”

Poc ky thdng bao ctia BIDV va trong trudng hop dong ¥ véi cac ndi dung
thong béo, lwa chon “Pa hiéu”

Poc k§ cac diéu khoan, diéu kién vé md, sir dung tai khoan thanh toan,
phat hanh va str dung thé danh cho ca nhan. Trong truong hop dong Y véi
cac diéu khoan, diéu kién nay, nhdn vao 6 vudng “Toi Xac nhdn” va hra
chon “Tiép tuc”

Budc 3 | Nhap so dién thoai ding ky,

Poc k¥ cac noi dung x4c nhan hién thi trén man hinh. Trong truong hop
chap thuan xac nhan, nhin vao & vudng “Tiép tuc”

Nhan “Tiép tuc”
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Budc 4 | Chuan bi Can cudc cong dan/ Can cudc ban goc, hwa chon “Tiép tuc” va
thuc hién chup anh mat trudce, quét QR code trén can cude, chup anh mat
sau cua gidy to theo dung hudng dan

Chon “Xac nhan” sau khi thuc hién xong cac hoat dong trén

Thuc hién doc thong tin trén cin cudc theo hudng dan

Budc 5 | Thue hién Xac thwe bang anh mit

- Poc ki huéng dan xé&c thuc va nhip vao “Pa hiéu” sau

Budc 6 | Nhap thém thong tin dang ky dich vu nhu:

- Dia chi hién tai

- HOm thu dién tur (email)

- Lya chon chi nhanh m¢ tai khoan

Nhéap ma OTP dé xac thuc va Nhan “Tiép tuc”

Budc 7 | Man hinh sé thdng b&o thanh céng sau khi da xac thuc

Thong | Céc thong tin hd trg dugc ding tai trén Cong thong tin chinh thire cua
tinhd | Agribank tai dia chi: https://bidv.com.vn/vn/ca-nhan

trg cac | Hodc goi dién tryc tiép dén tong dai: 19009247 (Ca nhan) hoic lién hé vai
cac chi nhanh dé dugc hudng dan

Luuy |- Phi ding ky sir dung dich vu Internet Banking: mién phi

vébicu | - Phi duy tri dich vu: 50.000 ddng/ndm/ tai khoan ctia 1 ca nhan

phi - Phi chuyén tién trong hé théng Agribank: mién phi

dich vu | - Phi tra soat giao dich trong hé thdng Agribank: 10.000 déng/ 1an

- Phi tra soét giao dich ngoai hé théng Agribank: 20.000 déng/ lan

- Phi duy tri dich vu SMS Banking: 13.200 dong/tai khoan c& nhan/thang
- Phi thay d6i thong tin: 10.000 d6ng/ 1an ,

- Phi duy tri dich vu tai khoan thanh toan truc tuyén ctia ca nhan: 10.000
ddng/tai khoan ca nhan/ thang (khong bdt bude, do khach hang lira chon)
(lru y: mue phi dich vu thudng xuyén dugc cap nhat, hdy vao Cong théng
tin chinh thirc ciia Agribank dé cap nhat)

M¢ tai khoan thanh toan Viettel Money
Budc 1 | Tai ung dung Viettel Money trén Kho tng dung

Tai tng dung bang cach tim tir khba “Viettel Money”
trén kho trng dung
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Budc 2 | Nhip so dién thoai va xac nhan ma OTP giri qua tin nhin

Budce 3 | Tai man hinh trang chi, lya chon “Xac thwe thong tin”

Hay kiém tra thong tin sé dién thoai ding ky, nhap ma OTP dé xac thuc
chinh chu, chon Xac nhéan

Budc 4 | Chon Xxac thue ngay

Panh dau tich vao phan “T6i dong y voi diéu khoan sir dung dich vu” sau
khi ban da doc k¥ va chap thuan.

Budc 5 | Thue hién ghi hinh khudn mit va cung cap thong tin

Budc 6 | Xéac thyc thanh cdng, hoan tat dang ky

Thong | Céc thong tin hd tro duge ding tai trén Cong thong tin chinh thirc

tinhd | ciiaViettel Money tai dia chi: https://viettelmoney.vn/huong-dan/tai-va-
tro dang-ky-viettel-money/

Hoic goi dién truc tiép dén tong dai: 1800 9000 hoic lién hé vai céac chi
nhanh dé duoc huéng dan.

M¢ tai khoan thanh toan VNPTMoney

Budc 1 | Tai tng dung VNPT Money trén Kho tng dung \ VNPT
Tim tir khoa “VNPT Money” trén kho trng dung

Budc 2 | Bang nhap, chon dang ky ngay trén trang chu

Budc 3 | Tai man hinh gidi thiéu cac loai tai khoan chon Tai khoan Mobile Money
va bam chon “Ping ky Mobile Money”

Budc 4 | Chon Xac thuc ngay

Budc 5 | Chon loai gidy to tdy thudn mudn st dung va thuc hién chup anh theo cac
budc hudéng dan

Budc 6 | Kiém tra lai thong tin va bam “Xac Nhan”

Budc 4 | Sau khi két qua xac thyc thanh cong, chd 2-3 gidy dé hé thong tao Tai
khoan Mobile

Thong | Céc thong tin hd tro duge ding tai trén Cong thong tin chinh thire cia
tinhd | VNPT mobile tai dia chi: https://viettelmoney.vn/huong-dan/tai-va-dang-
tro ky-viettel-money/

Hoic goi dién truc tiép dén tong dai: 18001091 (nhanh 3) Hhodc lién hé
v6i céc chi nhanh dé duoc hudng dan.
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CAc trang mua sam truc tuyén gidp ban thoai mai mua hang tai nha théng qua mot
chiéc may tinh hoic dién thoai. C6 hai loai trang mang mua sam truc tuyén chua yéu:

. Cira hang truc tuyén, noi ban vao mua hang hoé va dich vu. Vi du: Trang web
clia C4c siéu thi, cira hang truc tuyén;

. Cho truc tuyén, noi ban ¢6 thé mua ban hang hoa va dich vu. Vi du: Trang web
Shopee, Lazada...

Khi mua sdm truc tuyén, ban bé hang hoé trén trang mang cta cira hang vao mot
gid mua hang 4o, thanh toan truéc hodc sau va hang hda s& duoc giao dén nha cho ban.

Mot sb loi ich caa viéc mua hang truc tuyén

« Ban ¢6 thé mua sam bat cir 1c nao phi hop va khdng can phai ra khoi nha.

« Hang hoa trén cac cira hang va cho truc tuyén thuong da dang va nhiéu mau ma hon
« Ban ¢6 thé d& dang so sanh gia giira cac nha cung cap khac nhau

« Ban ¢6 thé lu6t mang va tim hiéu vé hang hoa bao lau tuy thich ma khong cam thay
&p lyc phai mua bat ctr thir gi

Mot s6 nhugc diém cua viéc mua hang truc tuyén

« Ban khong thé thir hang hoa, hodc cham vao dé cam nhan chdng, hodc xem mau sic
chinh xac trudc khi mua

« Viéc tra lai hang c6 thé khé khin va mat thoi gian hon

« Vi hang hoé phai duoc van chuyén tir ngudi ban, nén c6 thé ban sé phai tra tién phi
van chuyén va phai cho doi 1au truée khi nhan duoce hang da mua

Nhirng lwu y dé mua sam true tuyén an toan
Chi thue hién giao dich trén cac trang web an toan

Chi thyc hién giao dich mua sam trén cAc trang web an toan (c6 bicu
tugng 6 khda ¢ phia trai thanh dia chi).

ﬁ Khong cung cap thdng tin ca nhan cho nhitng trang web “khong bao

mat” vi d6 la trang web khong an toan. Diéu nay dic biét quan trong,
khi trong mot s6 truong hop, nguoi ding duoc giri lién két dé truy cap
dén mot trang mai hodc trang giao dich chuyén ngudi ding sang mot
trang web khac.

Chu dong theo ddi tinh trang don hang

Ngudi dung nén chu dong theo dbi tinh trang cta don hang dé tranh
tinh trang don hang gia (c6 dugc do danh cap thong tin) dugc giao dén
nhanh hon don hang that.
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Mot s6 nén tang mua sam true tuyén €O cap nhat tirng budc nho trong
qua trinh giao hang nhu: Nguoi giri dang chuan bi hang, don vi van
chuyén lay hang, hang dang & kho nao, dang van chuyén hang téi
ban... Khi c6 nguoi giao hang goi giao hang, hdy mé tng dung mua
sam dé kiém tra xem don hang ciia ban c6 dang ¢ trang thai “Pang
giao hang” hay khong.

Poi chiéu thong tin ky trwée khi nhian hang

Khi khong duoc mé goi hang ra dong kiém, ban ¢6 thé kiém tra thdng
tin don hang bén ngoai that k¥ réi méi nhan hang. C6 thé kiém tra cac
thdng tin nhu: Théng tin ctra hang, théng tin nguoi nhan, M& van
don. .. dé tranh nhan cac don hang gia

CO thé chui dong thanh toan trude (véi cira hang quen, uy tin)

Lira ddo mua sam online thudng dién ra véi hinh thirc mua sim COD

- tra tién mat nhan hang. Pbi voi cac cira hang ban d mua hang quen,
hoc CAc cira hang 16n, uy tin, ban ¢6 thé can nhac thanh toan trude dé
han ché tinh trang bi lira dao qua hinh thic mua sém COD

Ul tién chon bén giao hang uy tin, quen thudc

Chon bén giao hang uy tin, quen thudc gilp nguoi ding biét chic chan
dau la nguoi giao hang quen ¢ khu vue cua minh, tranh truong hop bi
nguoi giao hang la mac dong phuc gia danh Itra dao

Chiu ddng bao vé théng tin ca nhan & moi nén tang

Trude khi vt bao bi hang hda vao thung réc, hdy chu dong che céc
thong tin trén hoa don mua hang dugc dan ¢ ngoai bao bi nhu: Nguoi
nhan, s dién thoai nguodi nhan, ma van don... dé tranh bi danh cip
théng tin ca nhan.

Khong binh luan céc thdng tin c& nhan nhu sb dién thoai, dia chi, mon
hang minh mua... vao cac bai dang ban hang céng khai. Hdy nhan tin
riéng voi ctra hang dé bao vé thong tin ca nhan.
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Hwéng din mua ban trén mét sé san thwong mai dién tir

Hudéng din mua ban trén san thwong mai dién tir PostMart

rostMart.vn

Baore b VIETNAM POST

San thwong mai dién tir Postmart do Tong Cong Ty Buu Dién Viét Nam s& hiru va
tryc tiép van hanh. San c6 cac chuong trinh hd tro nguoi ndng dan, ciing nhu ho san
xuét ndng nghiép trén moi mién dit nude trong khau van chuyén va tiéu thu ndng san
Viét.

Ding ky tai khoan

Budc 1: Truy cap vao lién két

Budc 2: Tai goc trai man hinh, chon Ding ky mién phi
Budc 3: Nhap cac thong tin ding ky theo yéu cau

Ban 0 thé ding Ky vdi tén ddng nhdp hodc Péang Ky véi SMS theo s6 dién thoai. Néu chon ding
ky theo sé dién thoai, ban sé nhdn dwoc ma xac minh qua tin nkdn.

Budc 4: Sau khi nhap day du thong tin, chon Piang ky > Man hinh hién thi Bang ky thanh cong

Pang nhap

Budc 1: Truy cap vao lién két

Budc 2: Tai goc trdi man hinh, chon Pang nhap
Budc 3:

- Néu ban Ping ky bang tén ding nhap: Nhap Tén ding nhip va mat khdu ma ban di ding
Ky trudc d6 > Nhap ma xac nhin

- Néu ban Ping ky véi SMS: Nhap S6 dién thoai va ma xac minh

Budc 4: Sau khi nhap day di thong tin, chon Pang nhap > Man hinh hién thi Dang nhdp thanh
cbng

Ping xuat: Tai goc trai man hinh, nhip chon Thoat


https://postmart.com.vn/
https://postmart.com.vn/
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Huéng din mua hang

Budc 1: Pang nhap tai khoan;
Budce 2: Tim kiém san phim
C6 thé tim theo 3 céch:

a. Nhap tén san pham vao thanh tim kiém.

b. Tim theo danh muc

Danh muc hang hoa Trang chi

¢. Tim theo cac san pham méi nhét, ban chay hodc danh muc mua nhiéu trén timg nganh
hang.

Budc 4: Thém san pham vao gioé hang.
Khi da tim dwoc san phim mong mudn, vui 10ng bAm vao hinh hodc tén san pham dé
dugc vao trang thong tin chi tiét ciia san pham, sau do:
a. Kiém tra thdng tin san pham: gia, thong tin khuyén mai.
b. Chon sb lvgng mong muén: Thém (Nhép chon déu +) hodc Giam (Nhap chon dau -)

56 lugng - 1 =+

¢. Thém san pham vao gié hang.

Budc 5: Kiém tra gio hang va dat hang.
Dé dat nhiéu san pham khéc nhau vao ciing 1 don hang, vui 16ng thuc hién cac bude sau:
a. Chon “Tiép tuc mua sam” hoic click vao logo Postmart dé vé trang chu.
b. Thém san pham vao gié hang nhu & Budc 4.
Quy trinh nay c6 thé 1ap lai cho dén khi ban hoan tit viéc bo tat ca cac san pham can dat
mua vao gi6 hang.
Sau khi ban di c6 du cAc san pham can dit trong gié hang, ban vui long sir dung M4 giam gia
Postmart (néu c6) va cac bude sau dé dat hang:
¢. Biéu chinh s6 lwong va cap nhat gié hang.
d. Chon “Xem gi6 hang” bat dau dat hang.
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& Tiép tuc, BS sung théng tin dat hang

e. Chon bat dau dat hang.

Budc 6:
a. Dién va kiém tra thdng tin mua sam.
Dién thong tin: Tén nguoi nhan, khu vuc, dia chi chi tiét, s6 dién thoai > Chon
Luu dia chi giao hang”.
b.Chon phuong thire thanh toan:
- Phuong thirc thanh todn: « thanh toan truc tuyén” hodc “thanh toan khi giao
hang”.
- Khi chon phuong thirc thanh todn xong ban can nhan “xac nhan phuong thirc
thanh toan” > "Luu phuong thae thanh toan™.
¢. Chon phuong thirc van chuyén.
- Phuong thirc van chuyén: Véan chuyén tiéu chuan(2-4 ngay); Véan chuyén nhanh
EMS(1-2 ngay). Khi chon phuong thiic van chuyén xong > "Luu phuong thirc van
chuyén".

d. Két thic. Chon “Giri don dit hang”.

Budc 7. Kiém tra va xac nhan don hang.

Sau khi hoan tat cac budc dat mua, hé thong s& gui dén ban mot ma sé don hang va
thdng bao thoi gian giao hang du kién, ban ¢6 thé kiém tra don hang bang cach bim vao
dong “don hang cua t6i”.

Budc 8. Kiém tra va xac nhan don hang.

Sau khi hoan tit cac budc dat mua, hé thong s& gui dén ban mot ma sé don hang va
thong béo thoi gian giao hang du kién, ban c6 thé kiém tra don hang bang cach bam vao
dong “don hang cua t6i”.

Budce 9. Theo ddi tinh trang don hang.

Khi dat hang thanh cdng, ban cé thé theo ddi tién trinh xu 1y va van chuyén cua don
hang bang céach click link:
Hoac lién hé CSKH 1900565657

Huéng din ban hang

Budc 1: Bang nhap tai khoan;


http://www.vnpost.vn/vi-vn/dinh-vi/buu-pham?key
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Buéc 2. Hoan tat hé so gian hang: O goc phai man hinh, chon Kénhbanhang - >

Tai phan H6 so kinh doanh, chon Tién hanh ding ky

Budc 3: Hay doc va hiéu rd chinh sach tham gia va nhap chon T6i di doc va dong y
v6i théa thuin trén > Néu ban ding ky kinh doanh cho c& nhan, chon Danh cho cé
nhan hoic néu ban diang kinh doanh cho Té chirc, Doanh nghiép, chon Danh cho Té
chirc/Doanh nghiép.

Buéc 4: Cung cap day da thong tin ca nhan theo yéu ciu > Buére tiép theo

- Sau khi hoan tat khai b4o cac thong tin trén, hdy chd quan tri vién san Postmart kiém
duygét.

- Kiém tra tién trinh xét duyét don dang ky.

- Khi don xin m¢é ctra hang da dugc quan tri san xét duyét, hdy dang nhap vao Kénh
ban hang/Téng quan dé bat dau ban hang.

Buoc 5:

Ping tii sin phim

- Trudc khi tao san pham, ngudi ban hang bat budc phai tao Kho ban hang trudc. Tao
kho hang, dién day du thong tin vé dia chi kho dé sau nay Buu ta s& dén lay hang;

- Tao san pham, ban chon Danh muc san pham. Néu 12 OCOP vui long chon dung loai
sao cho san pham( vi du 3 sao, 4, sao, 5 sao);

- Nhap thong tin chi tiét san pham. Phan dénh dau sao do 1a bat budc;

- V6i san pham OCOP, ban nhap chit OCOP déng trude tén san pham, vi du: OCOP-
Tra San Tuyét 500G;

- Thém hinh anh cho san pham;

- Sau khi hoan tat, ban chd quan tri san phé duyét;

- Trong Danh sach san pham: Tir trang danh sach, ngudi ban co thé thém, bét, chinh
sira san pham, tim kiém va xem chi tiét san pham.

Buéc 6. Xir ly don hang
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Khi c6 don hang hé théng s& tu dong gtri thu thdng béo vé tai khoan email ciia ban. Ban
dang nhap vao gian hang, kiém tra théng tin ngudi mua, san pham, sé lugng, don gia,
CTKM.... Ban dong g6i hang héa theo dting quy dinh va duyét don hang.

- Kiém tra don hang tai tab Pon hang/Quan ly giao hang

- Tai tab Pon hang dang cho duyét la danh sach cac don hang nguoi mua méi dat,
Chon Pt don vi van chuyén vam bim X4c nhan

- LUc nay hay chd Buu té lién hé dén 1ay hang di giao Khach hang

Néu can hé tro, ban c6 thé lién lac véi Tong dai cham soc khach hang ciia Postmart.

Hudng din mua ban trén san thuwong mai dién tir Shopee Viét Nam

Shopee la San thuong mai dién tir thudc s¢ hitu cua tap doan Sae Limited (CO tru s¢
dit tai Singapore). Trén San Shopee, ban c6 thé kinh doanh da dang cac mat hang.

Céch dang ky tai khoan Shopee

A. Trén irng dung Shopee
Budc 1: chon myc “T6i’ > nhan “Ping ky’

Buéc 2: nhap mot S6 dién thoai hop 18 tai Viét Nam > chon “Tiép’

Budre 3: chon 1 trong cac phuwong thirc nhan M4 xac thuc (tin nhan Zalo/Phuong thic
khac) > dién M& xac thue

Buwérc 4: thiét 1ap Mat khau cho tai khoan Shopee

Buwéc 5*: nhan ‘Sir dung khudn mit’/’Sir dung van tay’ dé bat tinh ning ding nhap
bang Face ID/van tay

Buéc 6*: x4c nhan d3 kich hoat dang nhap bang Face ID/van tay thanh céng > chon
“Pong y° dé hoan tat
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*Bude 5 & 6 1a khdng bdt bude, ban €6 thé thuee hién néu c6 nhu cdu sir dung tinh ndng
dang nhdp bang Face ID/van tay

B. Trén trang Shopee.vn

Tai Trang Shopee, chon muc Ping Ky > nhip mot S6 dién thoai hop 16 tai Viét Nam
> Tiép theo > hoan thanh xé4c thuc bang hinh anh > nhap M4 x&c thwe OTP dugc giri
vé Sb dién thoai dang ky bang hinh thirc tin nhan Zalo/tin nhan SMS/Cudc goi tu dong
(tly theo ban lwa chon) > X&c nhan > thiét lap Mat khau tai khoan Shopee > Ping ky

Sau khi dang ky tai khoan Shopee méi thanh cong, ban c6 thé ding nhap vao tai khoan
Shopee trén Trang web Shopee hoic qua Ung dung Shopee

Céach dang nhip tai khoan Shopee
Ban ¢0 thé ding nhap vao tai khoan Shopee ciia minh theo 01 trong 02 cach sau:

e Cach 1: Ping nhip bing Email/Sé dién thoai/Tén ding nhap Shopee

Trén Ung dung Shopee, ban c6 thé tién hanh ding nhap vao tai khoan Shopee tai
muc T0i > Ping nhap > nhap Email/Sé dién thoai/Tén ding nhap Shopee dugc st
dung dé lién két véi tai khoan Shopee > nhap Mt khau > chon Piing nhip

e Céch 2: Pang nhap bing tin nhin SMS
Trén Ung dung Shopee, chon Tdi > Ping nhap > Ping nhip bang SMS > nhap
S6 dién thoai duoc sir dung dé lién két voi tai khoan Shopee > Thuc hién Xac Minh
theo yéu cau > Nhap M3 xac thwe OTP duoc giri dén s6 dién thoai vira nhap bang hinh
thire tin nhan Zalo/tin nhian SMS/Cudc goi tu dong (tly theo ban lua chon) > chon Tiép
dé hoan tét.

Céach mua hang trén Shopee

Shopee Viét Nam chi hé tro dat va giao hang cho nhitng Ngwoi mua c6 dia chi tai Viét
Nam.

Ban c6 thé dat mua hang trén Ung dung Shopee hoic trén website: theo
huéng dan sau:

Budc 1: Tham khao va tim kiém san pham phu hop trén tmg dung Shopee hoic website
bang 01 trong 02 cach sau:

e Céch 1: Tim kiém bang tir khoa


http://shopee.vn/?previousPage=other%20articles&previousPage=other%20articles&previousPage=other%20articles&previousPage=other%20articles
http://shopee.vn/?previousPage=other%20articles&previousPage=other%20articles&previousPage=other%20articles&previousPage=other%20articles
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Trén trang chu Shopee, chon Thanh tim kiém > nhép tir khoa lién quan dén san
pham > nhin Biéu twong Q > Xem va chon san pham phl hop tai trang Két qua
tim kiém

e Céch 2: Tim kiém bang hinh anh

Trén trang cha Shopee, chon biéu tuong  trén Thanh tim kiém > Chup anh san
pham thue té hodc tai 18n hinh anh c6 sin trén thiét bi > Shopee sé& ty dong tim kiém
va dé xuét c4c san pham twong ty hinh anh san pham ban cung cap.

Budc 2: Ban nhin vao san pham dé xem thdng tin chi tiét tai trang Thong tin san pham

Budc 3: Sau khi d3 lya chon duoc san pham mudn mua, ban tién hanh dit mua san pham
d6 bang mot trong nhing cach sau:

e Cach 1: Mua ngay

Trén trang Thong tin san pham > chon Mua ngay > chon Phan loai va S6 lwong
san pham mudn dat mua > chon Mua ngay > Tai trang Thanh toan, kiém tra va
diéu chinh (néu c6):

- Dia chi nhan hang

- Phuong thire van chuyén

- Phuong thirc thanh toan

- Sir dung Voucher hoic Shopee Xu (néu cd)

Tiép theo, ban chon Pit hang > Hoan thanh cac budc xac minh tly thudc vao
phuong thirc thanh toan da chon dé hoan tat viéc dat hang

e Céch 2: Thém san pham vao Gié hang trudc khi thanh toén

Trén trang Thong tin san pham, chon Thém vao Gié hang (biéu tuong ) >
chon Phan loai va S6 lwgng san pham mudn dit mua > chon Thém vao Gié hang
> chon Gio6 hang (biéu tuong ) > chon c4c san phim mudn dit mua > Diéu
chinh lai Phan loai va S6 lwong san pham (néu c6) > chon Mua hang > thuc hién
cac budc con lai nhu muc Cach 1.

Meo va lwu y khi mua hang
Mot s6 hru y khi @it hang trén Shopee
e Dé dit mua san pham, ban cin dang nhap vao Shopee bang 01 tai khoan Shopee
hop 18, da hoan tat viéc xac minh/cac théng tin ca nhan can thiét (s6 dién thoai
va/hodc dja chi nhan hang hop 18 trong 14nh thd Viét Nam)
e Ngoai ra, ban ciing 0 thé lién hé/nhan tin véi Ngudi ban tai myuc Shopee Chat
theo huéng din dé:
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+ Pugc tu van thém vé thdng tin san pham trude khi dat mua
+ Cap nhat thong tin phét sinh (néu c6) lién quan dén don hang da dat (sé luong,
mau sic, kich thudc,,...) tir Nguoi ban

M&ét sé meo khi diit hang trén Shopee
e Luwa chon phwong thirc thanh toan phu hop
Hién tai, Shopee dang hd tro 10 hinh thirc thanh toan dé ban c6 thé Iwa chon khi
dit mua hang trén Shopee, cu thé nhu sau:

Vi ShopeePay

Thé Tin dung/Ghi ng

Tra gop bang Thé tin dung

S6 du TK Shopee

Chuyén khoan ngan hang

Thé noi dia NAPAS

Apple Pay

Google Pay

Thanh toan khi nhan hang (COD)
SPayL ater

+ + + + + + + + + +

e Sir dung dong thoi nhiéu loai Voucher (ma giam gi4) dé dwoc hwong wu dai
tot nhat
Hién tai, trén Shopee dang c6 03 loai Voucher/M giam gié chinh, bao gom:

+ Voucher mién phi van chuyén:, con duoc goi 1a M& mién phi van chuyén, dugc
str dung dé khau trtr chi phi van chuyén cho don hang

+ Voucher do Ngwoi ban phat hanh: con duoc goi l1a Shop Voucher (Moucher tir
Ngudi ban), bao gdm nhitng Voucher &p dung riéng cho tirng Shop hoic ting san
pham nhat dinh. Shop Voucher s& dugc uu tién ap dung trude voi gia tri vu di
tinh trén tong gia tri san pham &p dung

+ Voucher do Shopee phat hanh hodc dwoc déi tir Voucher cia doi tac: con
duoc goi 1a Shopee Voucher va c6 thé 4p dung cho nhiéu san pham cua nhiéu
Shop khéac nhau. Shopee Voucher s& duoc ap dung trén tong gid tri san pham/don
hang sau khi da &p dung wu dai tir Shop Voucher
Ban c0 thé sir dung déng théi nhiéu loai Voucher khac nhau dé t6i wu hoa
gia tri khuyén mai nhan dugc. Tuy nhién, véi mdi don hang thanh toan, ban chi
c6 thé sir dung tdi da:

+ 01 Voucher mién phi van chuyén
+ 01 Shop Voucher
+ 01 Shopee Voucher/ Voucher mua sim trén Shopee cua doi tac
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e Sir dung Shopee Xu dé hd tro thanh toan toan don hang

+ Shopee Xu dugce xem 1a diém thudng duoc ding riéng biét trén nén tang thuong
mai dién tir Shopee. Mdi 1 don vi Shopee Xu c6 gia tri thanh toan tuwong duong
1 VND trén nén tang thuvong mai dién tir Shopee

+ Ban c6 thé nhan duoc Shopee Xu thong qua cac uu dai Hoan Xu, cac chuong
trinh hoat dong, hoac cac vu dai khac trén Ung dung Shopee

+ Dé sir dung Shopee Xu khi thanh toan don hang, ban chon Dung Shopee Xu tai
trang Thanh toan (budc thanh toan don hang)

3.3. Hd tro trong qué trinh cai dit va mua hang
Trong truong hop ban gap kho khan trong viéc mua hang/dat hang trén Shopee,
vui 16ng tham khao nhirg nguyén nhan va hudng giai quyét theo hudng dan hoic
lién hé Bo phan CSKH Shopee dé duogc hd tro.

Céach ban hang trén Shopee

Quét ma QR dé xem tron 16 trinh dao tao danh riéng cho Ngudi ban méi:

4.1. Thiét 1ap Shop
Pé bat dau ban hang trén Shopee, Shop can thiét 1ap hd so Shop, dia chi Shop va
phuwong thike vin chuyén. Day gidng nhu viée tao cira hang.

Quét md QR dé xem hudng dén chi tiét:

4.2. Piang ban san phim
Khi d3 co cira hang, budc tiép theo 12 trung bay san pham. Day 13 budc quan trong dé
gi6i thiéu san pham coa Shop dén ngudi mua trén  san  Shopee.

Quét m3 QR dé xem hudng dan chi tiét: Quét m3 QR dé xem video hudng dan:
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Van hanh Shop

Khi c6 don hang, Shop can nim 4 bi quyét sau dé quan 1y van hanh hiéu qua:

Quan ly don hang méi

Quét m3 QR dé xem hudng dan chi tiét:

=%

Quin ly don hang Tra hang/Hoan tién

Quét ma QR dé xem hudng dan chi tiét:

Quan ly tai chinh

Quét ma QR dé xem hudng dan chi tiét:

Cham séc khach hang

Quét ma QR dé xem huéng dan chi tiét:
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St dung dich vu cong truc tuyén qua Cong Dich vu cdng Qudc gia

Cong Dich vu cdng Qudc gia két ndi, cung cip thdng tin vé thu tuc hanh chinh va
dich vu cdng truc tuyén; hd trg thuc hién, gidm sat, danh gia viéc giai quyét thu tuc hanh
chinh, dich vu ¢6ng truc tuyén va tiép nhan, xir Iy phan &nh, kién nghi cua cé nhan, to
chure trén toan quéc.3

Nguoi dan c6 thé thu hudng céc loi ich sau tir Céng Dich vy cdng Qudc gia

Ding ky va dugc cap ngay mot tai khoan caa Cong dich vu cong
Qudc gia dé dang nhap;

Tra ctru thong tin, dilch vu cg‘)ng cac nganh, linh vuc, cac dia phuopg
tai Co s¢ dir liéu quoc gia vé thu tuc hanh chinh; Gtri phan anh kién
nghi lién quan dén viéc giai quyét thu tuc hanh chinh, dich vu cong;
Pé nghi hd tro thyuc hién tha tuc hanh chinh, dich vu céng qua Tong
dai dién thogai 18001096 hoac tryc tuyén tai muc HO tro;

Theo dbi toan bo qua trinh giai quyét thu tuc hanh chinh va xt ly
phan &nh kién nghi ctia minh bang cach cung cap ma ho so, ké ca ma
hé so thi tuc hanh chinh khdng thyc hién qua Cong Dich vu cong
Quéc gia, Cong Dich vu cdng caa Bo, nganh, dia phuong;

Ping nhap bang tai khoan Cong dich vu céng Qudc gia dé ding
nhap cac Cong Dich vu c¢éng cua Bg, nganh, dia phuong; khdng phai
cap nhat cac truong thong tin, tai liéu da dugc luu trir trong tai
khoan Cong Dich vu cng Quéc gia;

Puoc hd tro truy van théng tin ctia c& nhan, to chirc luu trit tai cac
Co sé dit liéu, Hé thong thdng tin di tich hop véi Cong Dich vu
cong Qudc gia nhu ding ky kinh doanh, thué, bao hiém,...;

Thuc hién thi tuc hanh chinh tai nhiéu tinh, thanh phd chi can khai
bao 1 1an trén Cong Dich vu cong Qubc gia;

Str dung tai khoan cuia cac ngan hang, trung gian thanh toan dé thanh
toan truc tuyén phi, 1¢ phi thuc hién tha tuc hanh chinh; dich vu
cong;
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Panh gia su hai 10ng trong giai quyét thu tuc hanh chinh;

Cong dich vu c6ng Qudc gia hd trg thanh toan truc tuyén cho cong dan va doanh
nghiép cac dich vu:

Cach dang ky, dang nhap tai khoan

* Pang ky ’

Budce 1: Truy cap hé thong tai dia chi:
Budc 2: Tai man hinh trang chu, chon nat Pang ky

Bud 3: Bdi tugng 1a Cong dan/Doanh nghiép/Co quan nha nudc chon hinh thir
dang Ky tai khoan qua:

- Thué bao di dong (Cong dén)

- Bao hiém x4 hoi (Cong dén)

- Tai khoan VnelD (Cong dan)

- Buu dién Viét Nam (Cong dan)

- USB ky s6 (Cong dan, Doanh nghiép, Co quan nha nudc)

- VNPT SmartCA (Cong dan, Doanh nghiép)

* Pang nhap

Budc 1: Chon dang nhap: Cong dan dang nhap
Budc 2: Thuc hién dang nhap véi cac loai tai khoan:
- Tai khoan cip boi Cong dich vu céng qudc gia;

- Tai khoan Dinh danh dién tr cip béi Bo Cong an;
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- Tai khoan cap béi Buu dién Viét Nam.

Nop ho so true tuyén

Bwéc 1: Tra ciru thi tuc hanh chinh: Nhap tir khoa tim kiém tir trang chu
Bude 2: Chon thu tuc hanh chinh mudn thuc hién
Budc 3: Chon co quan thuc hién

Buée 4: Baim chon “Nop truc tuyén” tai dich vu cong mubn nop ho so
Buwéc 5: Dién day du cac trudng thong tin tai khu vuc “Théng tin chu hd so”
e Dién to khai tai muc “ké khai” (Néu ¢ yéu cau)
e Dinh kém hd so dién tir hoic di dugc sb hoa theo quy dinh Ién hé thong.
Thanh phan ho so la bat budc, cdng dan khdng duogc bo tréng.

Nhéap mé bao mat

An “Gri hé so”

Truong hop gdp Kho khén, hay goi tong dai hé tro- 0241022 (nhéanh 7)

Bwéc 7: Ding ky nhan két qua giai quyét TTHC néu ¢ nhu cau (Qua dich vu buu
chinh). Néu khong, bam tiép tuc dé bo qua budc nay;

Buwéc 8: Xem lai thdng tin hd so (Kiém tra lai cac thong tin di khai bao). Néu da
dung céc thong tin, nhap ma xac nhan va bam tiép tuc.

Ldc nay, hé thong ghi nhan qua trinh ndp ho so truc tuyén thanh cong.

Buwée 9: Tra ctru ma ho so va thuc hién thanh toan (HO so tra sau)

Tra ciru tinh trang xir ly ho so

Budc 1: Tai thanh menu, chon “Thong tin va dich vu”

Buéc 2: Chon “Tra ctru hd so”

Hodc €0 thé chon “Tra ciru theo co quan thue hién” hodc “Tra ciru theo théng bao
khuyén mai”

Budc 3: Nhap Ma ho so va Ma bao mat. Chon “Tra ctru”

LUc nay, néu ¢ ho so, hé thong hién thi thdng tin tinh trang hoé so-
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Phdi hop va cong tac trén Internet 1a qua trinh 1am viéc cling nhau thdng qua c4c nén
tang va cdng cu truc tuyén dé dat duoc muc tiéu chung. Pay 1a mot phuong thirc 1am viée
phé bién trong ky nguyén s, cho phép cac ca nhan va nhoém Iam viéc cling nhau bat ké
khoang cach dia ly. Cac hoat dong nay c6 thé bao gom trao d6i thong tin, chia sé tai liéu,
quan ly du an, va giao tiép thong qua cac cong cu truc tuyén.

Co mot sd cong cu k¥ thuat 36 c6 thé giup ban lam viéc truc tuyén, két ndi vai cac déng
nghiép, ban bé, ddi tac. Chling dic biét c6 ich cho qua trinh 1am viéc, hoc tap tir Xa.

Loi ich ctia cong tac trén mdi truong s6 voi mdi ca nhan:

- Tang nang suat, hiéu qua lam viéc;

- Tiét kiém thoi gian va chi phi;
- Tang cuong su linh hoat: Cho phép moi ngudi linh hoat lya chon dia diém, thoi gian
lam viéc;
- Mo rong co hoi két ndi, kha ning tiép can: Cho phép moi ngudi lam viéc cing nhau
bat ké khong gian, thoi gian, md rong kha nang tiép can co hoi viée lam, hoc tap.

Gi6i thiéu mot s6 cong cu, ing dung cdng tac true tuyén phé bién

Ung dung lru trit dit li¢u true tuyén: Cho phép ban luu trit, bao vé, chia sé truc
tuyén Ccéc tép tin, thay vi luu trén may tinh

Google Drive OneDrive Dropbox

Ung dung vin phong truc tuyén: Cho phép ban sang tao tai liéu, bang tinh va ban
trinh bay truc tuyén

Pé sir dung cac g dung ctia Google, ban can phai c6 tai khoan Google va da ding
nhap tai khoan.
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Google Docs

La ung dung soan thao van
ban truc tuyén (Tuong tu
nhu Microsoft Word)

Google Sheets

La ing dung bang tinh
truc tuyén (Twong tu nhu
Microsoft Excel)

Google Slides

La ung dung trinh bay truc
tuyén (Tuong ty nhu
Microsoft Powerpoint)

Ung dung hdi nghi true tuyén: Cho phép ban t6 chirc cac cudc hop truc tuyén voi

nhiéu nguoi tham gia mién phi

Zoom

Zoom mién phi: Cho phép
t6i da 100 nguoi tham gia;
gid1 han 40 phat/cudc hop
dbi véi cac cudc hop >3
nguoi.

Pé ting s6 lwong nguoi
tham gia va thoi gian cudc
hop, ban ¢6 thé nang cdp 1én
phién ban c0 tra phi.

Google Meet

Google Meet mién phi:
Cho phép tbi da 100
nguoi tham gia; gidi han
60 phut/cudc hop

Pé tang s6 lwong ngieoi
tham gia va thoi gian
cudc hop, ban c6 thé nang
cap 1én phién ban c6 tra
phi.

*
Microsoft Teams

Microsoft Teams mién phi:
Cho phép tbi da 100 nguoi
tham gia; gidi han 60
phuat/cudc hop

Pé tiang s6 lwong nguoi
tham gia va thoi gian cugc
hop, ban c0 thé nang cdp
lén phién ban c6 tra phi

Ung dung giao tiép trwe tuyén: Cho phép ban nhan tin, goi dién thoai, chia sé tap

tin... mién phi

‘ Zalo
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Zalo

Viber

WhatsApp
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Hwéng din sir dung mot sé nén ting cong tac true tuyén pho bién

Luwu trir va chia sé tai liéu voi Google Drive*

Buée 1: Mo ing dung Google Drive trén thiét bj hodc truy cap trang web:

Bwée 2: Tao thu muc moi:

- Tai tmg dung Google Drive trén dién thoai: Nhap chudt vao ky hiéu > Chon tao méi
Thw muc > Pat tén cho thu muc > Tao

- Tai trang web Google Drive trén may tinh: Nhap chuot vao & trén cung bén
trai > Chon Thuw muc moi > Dat tén cho thu muc > Tao

Bude 3: Tai tép hodc thu muc

Ban ¢4 thé tai 1&n céac loai tép sau trén Google Drive:
. Tailiéu
« Hinh anh
« Am thanh
« Video

Céach 1: Nhép chudt vao & trén cling bén trai > Chon 7di tép |én hodc Tadi thw
muc 1én > Chon tép hodc thu muc ban mudn tai Ién.

Céach 2: Kéo va tha c4c tép hodc thu muc ban mudn tai 1én vao thu muc Google Drive
Buéc 4: Chia sé thu muc hoac t&p vai nguoi khéc

- Tai tép/thu muc ban mudn chia sé, nhap chon biéu twong Chia sé &F > Nhép dia chi
email cta nguoi ban mudn chia sé tép/thu muc > Chon cach moi ngudi ¢6 thé st dung
tép cua ban (Chon Nguoi xem/Nguoi nhan xét/Nguoi chinh stra) > Khi ban chia sé
tép, mdi dia chi email s& nhan dugc mot email, néu ban khong mudn théng bao cho

moi nguoi, hily bo danh diu 6 “Thong bdo cho nhimng ngudi nay” > Nhin
vao Gii hoic Chia sé dé hoan tat qua trinh chia sé tép

4 https://support.google.com/drive
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Meo: Khi ban cip nhat quyén cho mot tép ma ban chia sé trong muc Drive cia toi va
ngudi duoc ban chia sé khong ¢ cac quyén, thi ban co thé cap nhat quyén cho Thu
muc chura t€p do hodc chi tép do

Luuy:

- Khi ban tai mot tép 1&8n Google Drive, tép d6 s& chiém dung lwong trong Drive cua
ban, ngay ca khi ban tai ndi dung 1én mot thu muc do nguoi khac so hiru.

- Mbi Tai khoan Google déu c6 15 GB bd nhd dé ding chung cho Gmail, Google
Drive va Google Photos. Dé ting han mirc bo nhé ctia minh, ban s& phai mua thém
dung luong.

Tham gia cugc hop véi Zoom

Cach dang ky tai khoan
Budc 1. Truy cap website:
Budc 2: Nhap chon DPang ky mién phi (Sign Up)

Budc 3: Nhép dia chi email dé bit dau dang ky. Hay doc k¥ cac Diéu khoan cua dich
vu Zoom va Tuyén bd vé quyén riéng tu trude khi tiép tuc dang ky > Nhap chon Tiép
tuc dé tiép tuc dang ky

Budc 4: Zoom sé& glri ma xac minh da dugc giri dén dia chi email ma ban da nhap ¢
budc 3. Hay nhap ma xac minh theo yéu cau

Budc 5: Nhap cac thdng tin ca nhan can thiét dé tiép tuc cac bude tiép theo > Nhép
chon Pang ky

Budc 6: Kich hoat tai khoan: Mé email va nhap chon duong lién két kich hoat tai
khoan ma Zoom da gtri cho ban > Thyc hién cac bude huéng dan trong email dé hoan
tat qua trinh dang ky

Cach ding nhap tai khoan
Budc 1: Truy cap website:
Budc 2: Tai goc trai trén clng ciia man hinh, nhap chon Dang nhap (Sign In)

Budc 3: Nhap email va mat khau ma ban da dang ky v6i Zoom trudc d6 > Ping nhip
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Viéc dang Ky, dang nhdp vao cudc goi trén web Zoom.us thuc hién twong ty voi Cac
buoc trén ung dung Zoom

Sau khi dang nhép thanh cong, ban c6 thé:

o Tao cudc hop: Tu minh tao phong hop va moi ngudi khac tham gia.

« Tham gia cudc hop: Sir dung ID cudc hop hoic lién két duoc cung cap dé tham
gia cac cudc hop do ngudi khéc to chirc.

« Quan ly ho so: Cap nhat théng tin ca nhan, thay d6i mat khau, quan ly lich sir
cudc hop, V..

Céch tao cudc hop zoom véi tw cach ngwai chi tri

Dé tao cudc hop zoom véi tu cach ngudi chu tri: Ban can c6 tai khoan zoom va da
dang nhap tai khoan do.

- C&c buéc tao cuc hop tire thoi trén zoom véi tw cach ngwoi chi tri:

Budc 1: Mo tng dung zoom trén thiét bi ctia ban hodc truy cap vao trang web

Budc 2: Nhap chudt chon biéu tuong o New meeting (Cudc hop mai) dé bat dau tao
cudc hop

Mot cudc hop méi s€ dugc tao ra ngay lap tic.

Ban c6 thé moi nguoi khac tham gia bang céch chia sé dudng lién két cudc hop hodc
ID cudc hop. Céch chia sé:

1) Qua dudng lién két:
Budc 1: Nhép chon bidu tuong &2 participants (ngudi tham gia)
Budc 2: Chon Invite (moi)

Budc 3: Chon Copy invite link (Sao chép duong lién két moi) dé 1ay duong lién két
ctia cudc hop. Ban ciing ¢ thé nhap chon Email dé giri email cho ngudi tham gia qua
cac dich vu email.

Budc 4: Déan (Paste) duong lién két vao tin nhin, email hodc bat ky dau ban mudn chia
s€
2) Qua ID cudc hop

ID cudc hop la mot ddy s6 ding dé xac dinh cudc hop. Mdi cudc hop nén duoc dit mat
khau dé dam bao tinh riéng tu va an toan cho cudc hop.
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Tai g6c trén cing bén trai cia man hinh: Thuong ¢6 mot biéu twong théng tin vé cude
hop. Khi ban nhfip vao biéu tuong d6, mdt hdp thoai s€ hién ra, hién thi ID cudc hop,
mat khau (néu c6) va céc thdng tin khéc caa cude hop.

- Cac buée tao cudc hop 1én lich trén zoom véi tw cach ngwoi chi tri:

Budc 1: Budc 1: Mé tng dung zoom trén thiét bi ctia ban hodc truy cap vao trang web

Budc 2: Nhip chon biéu tuong 18n lich > Cira s6 1én lich s& xuét hién

Budce 3: Thuc hién cac thao tac cai dat cudc hop. Sau khi hoan thién cai dat cudc hop,
chon Save (luu)

Mot s6 luu Y co ban khi thue hién cai dat cude hop duoc 1én lich:

1) Chu dé cudc hop: Ban ¢6 thé nhap chu dé hoic tén cudc hop
Event Name

2) Ngay va gio cude hop bat dau va két thic

3) ID cudc hop

o Tao tu dong: Zoom mét ID cudce hop duy nhét ngau nhién.

o ID cudc hop ca nhan: Str dung ID cudc hop ca nhan cua ban.
4) Bao mat

e Mat m&: Nhap mat ma cudc hop. Nguoi tham gia sé phai nhap mat ma nay
trude khi tham gia cudc hop ma ban da Ién lich

o - Kich hoat Phong cho cho cudc hop. Nguoi tham gia s€ phai cho
trong phong chd trude khi ngudi chu tri chap nhan cho phép tham gia cudc hop

J : Han ché quyén truy cap
cudc hop dé chi ngudi dung di dang nhap méi cd thé tham gia

5) Video

e Ngudi cha tri: Chon xem ban mudn bat hay tit video ctia ngudi chi tri khi tham
gia cudc hop. Ngay ca khi ban chon tit, nguoi chu tri van c6 tly chon dé bat
d4u video cua ho.

e Ngudi tham gia: Chon xem ban mudn bat hay tit video ctua ngudi tham gia khi
tham dy cudc hop. Ngay ca khi ban chon tit, ngudi tham gia van c6 tiy chon dé
bét dau video cua ho.

6) Am thanh: Chi cho phép ngudi dung goi dén bang Dién thoai, Am thanh may
tinh, Ca hai, hoac (néu dugc bat cho tai khoan cta ban).
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https://support.zoom.us/hc/vi-vn/articles/115000332726
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e Quay sb truy cap tir: Néu “Pién thoai” hodc “Ca hai” duogc kich hoat cho cudc
hop nay, nhan vao Chinh sira dé chon qudc gia ban mubn quay sd truy cap va
thém vao 16i moi. Theo mic dinh, muc nay bao gdm Cac quéc gia quay sb
truy cip toan cau duoc liét ké trong cai dat cudc hop ciia ban.5

Cach tham gia cugc hop zoomé

Diéu kién tién quyét dé tham gia cudc hop truc tuyén

1) 1D cudc hop la bat budc dé tham gia cudc hop Zoom.

2) Néu tham gia bang dién thoai, ban s€ can s0 hdi nghi tir xa dugc cung cap trong 1oi
moi.

3) ba bat tinh nang

Cach tham gia cudc hop Zoom tir Desktop Client (Co thé hiéu la wng dung
Zoom dwgrc cai dat trén may tinh)

Budc 1: Mo Zoom Desktop Client da duogc cai dat trén may tinh cua ban
(Window/macOS)

Budc 2: Tham gia cudc hop bang mot trong cac phuong thire sau:

«  Néu ban mudn tham gia cudc hop ma khong can dang nhap, hdy nhan Join a
Meeting [Tham gia cudc hop].

«  Néu ban mudn tham gia cudc hop bang cach dang nhap:

+ BDang nhap vao Zoom desktop client.
+ Nhan thé Home [Trang chi].

+ Nhan Join [Tham gia]

Bude 3: Nhép ID cudc hop va tén hién thi ctia ban.
« Néu ban di ding nhap, hay thay d6i tén cta minh néu ban khong mudn hién
thi tén mac dinh.
« Néu ban chua dang nhap, hdy nhap tén hién thi.

Budce 4: Lua chon xem ban muén két ndi am thanh va/hoic video hay khong.

Budc 5: Nhan Join [Tham gia].



https://support.zoom.us/hc/en-us/articles/115005666383
https://support.zoom.us/hc/en-us/articles/115005666383
https://support.zoom.com/hc/vi/article?id=zm_kb&sysparm_article=KB0060705
https://support.zoom.com/hc/vi/article?id=zm_kb&sysparm_article=KB0060737
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Cach tham gia cugc hop Zoom trén ng dung di dong

Android

10S

Budc 1: M6 ung dung di dong Zoom.
Néu chua tai xudng tng dung di dong
Zoom, ban c0 thé tai tir CH Play.

Budc 2: Tham gia cudc hop bang mét
trong cac phuong thirc sau:

e Nhén vao Join a Meeting (Tham
gia cudc hop) néu ban mudn tham
gia ma khong can dang nhap.

e Ding nhap vao Zoom sau d6 nhan
vao Join (Tham gia)

Budc 3: Nhép s6 ID cudc hop va tén
hién thi cta ban.

o Néu ban di diang nhap, hdy thay
d6i tén ctia minh néu ban khéng
mubn hién thi tén mac dinh.

e Néu ban chua dang nhap, hay nhap
tén hién thi,

Budc 4: Lua chon xem ban muén két nbi
am thanh va/hoac video hay khéng, sau
d6 nhan Join Meeting (Tham gia cude
hop)

Budc 1: M¢ tng dung di dong
Zoom. Néu chua tai xuéng tmg dung di
dong Zoom, ban c6 thé tai tir App Store.

Budc 2: Tham gia cudc hop bang mot
trong cac phuong thirc sau:

e Nhén vao Join a Meeting (Tham
gia cude hop) néu ban mudn tham
gia ma khdng can dang nhap.

e Ding nhap vao Zoom sau d6 nhan
vao Join (Tham gia)

Budc 3: Nhap s6 ID cudc hop va tén hién
thi cua ban.

e Néu ban da ding nhap, hay thay
d6i tén ctia minh néu ban khdng
mubn hién thi tén mic dinh.

e Néu ban chua dang nhép, hdy
nhap tén hién thi.

Budc 4: Lua chon xem ban muén két ndi
am thanh va/hoac video hay khong, sau
d6 chon Join (Tham gia)

Céch tham gia cudc hop Zoom trén trinh duyét web

Google Chrome

Bude 1: Mo trinh duyét Chrome.

Budc 2: Truy cap vao :

Budce 3: Nhap ID cudc hop ctia ban do nguoi chu tri/ngudi td chire cung cép.

Budc 4: Nhan Join [Tham gia].



https://join.zoom.us/
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o Néu day |a lan dau tién ban tham gia bang Google Chrome, ban c0 thé sé
nhdn dwoc yéu cau mé Zoom desktop client dé tham gia cudc hop.

e (TUy chon) Chon hép kiém Always open these types of links in the associated
app [Lubn mé logi lién két nay trong ieng dung lién quan] dé bo qua budc
nay trong tuong lai

e Trong cira sé bdt 18n, nhdan Open Zoom Meetings /M¢ Zoom Meetings] (PC)
hodc Open zoom.us /M¢ zoom.us] (Mac).

Safari

Budce 1: M¢é Safari.

Budc 2: Truy cap vao

Budc 3: Nhap ID cudc hop cua ban do nguoi chi tri/nguoi t6 chirc cung cap.
Budc 4: Nhan Join [Tham gia]

Budc 5: Khi duoc hoi ban ¢6 mudn mé zoom.us khong, hay nhan Allow [Cho

phép]

Microsoft Edge hoac Internet Explorer

Budc 1: Mo Edge hoac Internet Explorer.

Budc 2: Truy cap vao
Budce 3: Nhép ID cude hop cua ban do nguoi chu tri/ngudi t6 chirc cung cap.

Budc 4: Nhin Join [Tham gia]



https://join.zoom.us/
https://join.zoom.us/
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QUY TAC UNG XU TREN INTERNET
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Internet va mang x& hoi tao diéu kién dé tat ca moi ngudi d& dang tiép can va trao
d6i théng tin tir nhiéu ngudn khac nhau, ¢ bat cir dau, vao bat cir thoi gian nao. Khi tham
gia vao mdi truong sd, tit ca moi ngudi déu can ¢6 hanh vi tng xu ph hop, dung chuan
muc.

Ngay 17 thang 6 nim 2021, B6 Thong tin va Truyén thong di ban hanh Bo Quy tic
mg x1r trén mang xa hoi’, trong d6 c6 mot sd nbi dung quan trong Ma mdi ca nhan
can lvu ¥ nhu sau:

Quy tic tng xir chung

1. Quy tic TOn trong, tudn thu phép luat: Tuan tha phap luat Viét Nam, tén trong
quyén Vva loi ich hop phép cia to chirc, & nhan.

2. Quy tac Lanh manh: Hanh vi, tng xir trén mang x& hoi phl hop voi cac gid tri
dao duc, van hoa, truyén thong tét dep cua dan toc Viét Nam.

3. Quy tic An toan, bao mat théng tin: Tuan thil cac quy dinh va hudng dan vé bao vé
an toan va bao mat théng tin.

4. Quy tic Trach nhiém: Chiju trach nhiém vé cac hanh vi, tng xtr trén mang x& hoi;
phéi hop véi cac co quan chire nang dé xir Iy hanh vi, néi dung théng tin vi pham phap
luat.

Quy tic wng xir cho to chire, ca nhan

1. Tim hiéu va tuan thi céc diéu khoan huéng dan st dung ciia nha cung cip dich vu
mang X& hoi trude khi dang ky, tham gia mang xa hoi.

2. Nén str dung ho, tén that ca nhan, tén hiéu that cua t6 chuc, co quan va dang Ky véi
nha cung cap dich vu dé xé4c thuc tén hiéu, dia chi trang mang, dau mdi lién lac khi
tham gia, sir dung mang xa hoi.

3. Thuc hién bién phap tu quan ly, bao mat tai khoan mang x& hoi va nhanh chong
thdng béo tdi cac co quan chirc ning, nha cung cap dich vu khi tai khoan t6 chirc, ¢
nhan bi mat quyén kiém soat, bi gia mao, loi dung va st dung vao muc dich khéng
lanh manh, anh huéng dén an ninh qudc gia va trat ty an toan xa hoi, anh huong dén
quyén Vva loi ich hop phép cia to chirc, ca nhan.

4. Chia sé nhimng thong tin c6 ngudn chinh thdng, dang tin cay.

7Bo Thong tin & Truyén théng. Quyét dinh sé 874/QD-BTTTT ngay 17 thang 6 nam 2021 vé viéc ban hanh bo
quy tic tng xUr trén mang xa hoi,
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5. C6 cac hanh vi, tmg xir pht hop voi nhitng gia tri dao dirc, van hoa, truyén thong
cua dan toc Viét Nam; khéng str dung tir nglr gay thu héan, kich dong bao luc, phén
biét viing mién, gidi tinh, ton gido.

6. Khong dang tai nhirng ndi dung vi pham phap luat, cac théng tin xic pham danh
du, nhan pham anh huéng dén quyén va loi ich hop phap cuia céc to chirc, ca nhan
khéac; str dung ngbn ngir phan cam, vi pham thuan phong mi tuc; tung tin gia, tin sai
su that; quang céo, kinh doanh dich vu trai phép... gay birc xdc trong du luan x& hoi,
anh hudng dén trat tu an toan xa hoi.

7. Khuyén khich stir dung mang xa hoi dé tuyén truyén, quang ba vé dat nudc - con
ngudi, van hda tét dep cua Viét Nam, chia sé thdng tin tich cuc, nhiing tim guong
ngudi tot, viéc tot.

8. Van dong nguoi than trong gia dinh, ban be, nhitng ngudi xung quanh tham gia
gi&o duc, bao vé tré em, tré vi thanh nién sur dung mang x& hoi mot cach an toan, lanh
manbh.

Thong tin tham khao thém:

> Luat s6 24/2018/QH14 ciia Quéc hoi: Luat an ninh mang, ban hanh ngay 12 thang
06 ndm 2018 (C6 hiéu lyc tir ngay 01 thang 01 nam 2019

> MJdi nén tang mang xa hoi s& c6 mot tieu chuan cong dong riéng ma nguoi ding
can tuan tha. Dudi day 12 tiéu chuin cong dong cia mot sb nén ting mang x& hoi
ma ban cd thé tham khéo:
o Zalo:

o Facebook:

o TikTok:



https://help.zalo.me/huong-dan/chuyen-muc/chinh-sach-cong-dong-zalo/
https://help.zalo.me/huong-dan/chuyen-muc/chinh-sach-cong-dong-zalo/
https://www.facebook.com/business/help/201148151829614?id=208060977200861
https://www.facebook.com/business/help/201148151829614?id=208060977200861
https://www.tiktok.com/community-guidelines/vi/
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CA NHAN
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Danh tinh sb

Danh tinh 1a nhing thdng tin n6i 1én nguoi d6 1a ai, bao gom tinh cach, niém
tin, gid tri, k¥ nang va s thich ctia ho. Khi tham gia moi truong s6, ching ta ciing
c6 mot danh tinh nira d6 1a danh tinh sd.

Danh tinh s 1a nhitng thdng tin dai dién cho mot c& nhan hodc t6 chire, dugc
hinh thanh trén khéng gian mang, thdng qua tat ca nhitng hanh vi cua ho trén
Internet.

Céac hoat dong ban thuc hién trong qua trinh st dung Internet, vi du nhu céc
trang web timg truy cép, thong tin dang ky ting cung cap cho cé4c trang web, cac
bai dang, chia sé trén mang xa hoi... Nhimg hoat dong riéng 1é nay co thé tao
thanh mot ho so hoan chinh vé mdi ca nhan, bao gém ca thdng tin nhan dién co
ban (nhu ho tén, sé dién thoai, email...) va ca nhimng théng tin c6 phan triru tugng
(nhu sé thich, tinh cach, mbi quan tam...).

Khi lua chon thdng tin chia sé truc tuyén dé bao vé Danh tinh sb ctia minh can
lwu y cac diém sau:

+ CAan nhic toi C4c gia trj ctia ban than ciing nhu ngudi xem ctia ban, dam bao
rang C4c chia sé cua ban khdng gay ton thuong cho ngudi khac hodc d& gay hiéu
lam.

+ Khi chia sé thong tin trén mang (tham chi chi véi mot ngudi, nhu trong mot
van ban hodc tin nhan riéng tu), ban nén chuan bi cho kha ning nd co thé lan rong
ra ngoai d6i twong ma ban du dinh tiép can.

+ Ngudi khéc sé& hinh thanh nén hinh anh ban trong mét ho dya vao céc thdng
tin ban Iya chon chia sé. Bidu nay c6 nghia 1a bat ky hanh vi truc tuyén nao déu
dé lai dau 4n tiy thudc vao cach ban quan |y théng tin caia minh.

+ Nguoi khac c6 thé tim kiém thong tin vé ban, bao gom ca tét va xau thong
qua cac cong cu tim kiém. Diéu nay c6 thé bao gom: hinh anh, tai khoan mang xa
hoi, truong hoc, cbng viéc. ..



Hinh anh ca nhan trén mang xa hoi
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Hinh anh ca nhan trén mang x& hoi 12 tong thé tat ca nhitng gi ban thé hién, chia
sé trén mang x& hoi, 12 yéu t6 quan trong anh hudng dén cach nguoi khac suy nghi

vé ban

Trén mang x4 hoi, cO nhitng théng tin ma ban c6 thé nim quyén kiém soat,
nhung ¢6 nhitng thdng tin ma ban khdng thé nim quyén kiém soat.

Théng tin ban nam quyén kiém soat

Thong tin ban khdng nam quyén kiém
soat

- Thong tin ban cung cap tai khoan:
Ho va tén, email, sb dién thoai....

- Thong tin ban chu dong chia sé:
C4c bai dang (bai viét/hinh anh/video),
binh luan, trong tac cam xuc. ..

Thong tin tor nguoi khac: Binh luén,
tuong tac ctia ngudi khac vé noi dung
ban da chia sé; cach ngudi khac chia sé
lai nhirng ni dung ma ban da dang tai;
ndi dung chia sé ciia nguoi khac. ..

Thong tin ma nguoi khac ¢ duoc vé ban, di 14 théng tin tot hay xau, déu anh
huong dén cach nghi cua ho vé ban. Néu mudn kiém soat cach moi nguoi nhin
nhan vé ban than va gitr mot hinh anh tbt ctia ban than trong mat nguoi khéc, ban
nén kiém soat tot cac thdng tin cua ban trén Internet.

Dudi day 1a mot sb goi y dé bao vé hinh anh ca nhan trén mang x& hoi:

) Thiét 1ap cai dat quyén riéng tu: Hau hét cAc nén tang mang xa hoi
déu cho phép ban thiét 1ap cai dit quyén riéng tu dé kiém soat nhitng nguoi
c6 thé xem hinh anh ca nhan cua ban.*

° Cén than véi ngudi Ma ban két ban: Chi két ban véi nhirng nguodi

ban tin tudng va biét rd.

o Tranh chia s¢ thong tin ca nhan nhay cam: Khong chia sé thong tin
ca nhan nhay cam trén mang xa hoi

o Béo c&o céac hanh vi vi pham: Néu ban gip bat ky hanh vi vi pham
nao trén mang x& hoi, hay béo c4o cho nén tang mang x& hoi do.

) Chu y céac bai dang trén mang x& hoi: Khéng chia sé cac théng tin
xau doc, théng tin sai sy that, thdng tin tiéu cuc gay anh hudéng dén hinh
anh C4 nhan cua ban than va ctia nguoi khac

C0 hinh anh cé nhéan chin chu, tich cuc s€ gilp ban tao dung hinh anh dang tin
cay, chuy@n nghiép trong mat nguoi khéc, tir d6 ¢ thé gilp ban tiép thi ban than
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hiéu qua hon ti nha tuyén dung va cac d6i tac thong qua mdi truong sd. Pong
thoi, hinh anh ¢ nhan tbt cling ¢ thé gilp mad rong co hoi két ndi, twong tac véi
nhitng nguoi Xung quanh.

Mot s6 luu ¥ khi xay dung hinh anh c& nhan trén mang xa hoi:
- Ban c6 thé can nhac quan tam dén cac yéu té dudi day khi xay dung hinh anh
ca nhan trén mang x& hoi: Loai tai khoan va tén tai khoan; Loai ndi dung ma ban
chia sé; Cai dat quyén riéng tu cta bai dang va tai khoan
- Pam bao tinh trung thuc: Hinh anh cd nhan ban xay dung trén mang X hoi
nén phan anh dung sy that vé ban than ban & doi thuc;

*Tham khdo thém tai bai “Bdo vé quyén riéng tur
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- Gilip nguoi hoc biét vé cac c¢ong cu
sang tao ndi dung trén Internet va cach
dé séng tao ndi dung;

- Tao ndi dung dang van ban, trinh
chiéu va bang tinh;

- Trang bi kién thirc cho ngudi hoc vé
ban quyén nodi dung trén internet va
huong daf} cach tao website ca nhan | |- Ban quyén noi dung trén Internet;
voi tén mién “.vn”

- Tao hinh anh, video;

- Tao website ca nhan véi tén mién

(13 2

vin

Sau khda hoc, ban c0 thé:

- Biét cach tao cac ndi dung dang vin
ban, trinh chiéu, bang tinh, hinh anh,
video & murc co ban;

- Hiéu vé ban quyén; ton trong va sir
dung n6i dung ¢ ban quyén mot cach
hop phap

Ban nén chuin bi nhitng gi dé hoc tip tot nhat

- B6 may tinh day di c6 két ndi voi nguodn dién. Hay hoi don vi
t6 chtrc boi dudng tap hudn néu ban tham gia tap huan, boi
dudng truc tiép.

- Tai liéu huéng dan sir dung;

il

- But, giay hoac so tai liéu (néu can)

- Thiét bi truy cap internet, hé thong nghe nhin (tai nghe, mic,
webcam...)




Sang tao ndi dung trén thiét bi, trén Internet MO — PUN 13

BAI 1: TAO NOI DUNG DANG VAN BAN, TRINH CHIEU VA BANG
TINH

Microsoft Word

Microsoft Word 12 phan mém gitip soan thao, xir Iy vin ban duoc phét trién vai Microsoft
va thudc bd ung dung van phong Microsoft Office

Tao mot tai liéu mai

Budc 1: Nhap chon File (Tép) trén thanh céng cu > chon New (Méi)
Budc 2: Chon Blank Document (tai lidu tréng)
Trang tai liéu mai da duogc tao ra.

Dé bat dau nhap vin ban: Pua con tré chudt dén noi ma ban mudn va bat dau nhap van
ban.

Luwru tai liéu

Sau khi tao vin ban, ban can phai luu tai liéu dé khdng 1am mat nhimng ndi dung ban
vira tao. Ban can phai dit tén cho tép d6 va chon noi luu tép. Ban ¢6 thé luu vao may
tinh ctia minh hoic c6 thé lvu vao Onedrive dé truy cap tai liéu truc tuyén.

Budc 1: Nhip chudt chon File trén thanh céng cu
Budc 2: Chon Save hoac Save As, trong do:
e Save: Luu tai liéu vao vi tri da luu gan day nhat
e Save As: Luu tai liéu vao mot vi tri méi hodc ddi tén tai licu
Budc 3: it tén cho tép va chon vi tri luu tép ma ban muén
Luuy:
Khi Iuu tai liéu 1an dau tién, Word sé& tu dong dit tén cho tai lidu, nhung ban co thé doi
tén theo y mudn
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In tai liu

Budc 1: Nhip chon File (Tép) trén thanh cdng cu > Chon Print (In) (Hoic ¢6 thé nhan
t6 hop phim Ctrl va phim P d& mé hop thoai Print);
Tai day, bén phai hop thoai Print, ban s& thiy phan Print Preview (xem trudc ban in).
Ban s& xem trudc tai liéu ma ban mudn in s& tréng nhu thé nao.
Budc 2: Cai dat in:

e Tai muc Printer (may in), chon tén may in ma ban muén in tai liéu;

e Tai muc Copies (ban in), chon so lrong ban in ma ban muon in;

e Tai muc Settings, ban c6 thé diéu chinh céc cai dat lién quan dén: kho gidy,

hudng trang, cat lugng in, s6 trang muon in...

Budc 3: Nhan vao nit Print dé bt dau in tai liéu.

Pinh dang va bién tap van ban trong Word

Khi tao tai liéu, Word cho phép ban dinh dang vin ban vé&i cac tinh niang nhu d6i dang
phéng chir, c& chir, in dam, in nghiéng...

Trude khi nhap van ban:

e Dé thay d6i phdng chir, nhdp chon danh sach tha xudng tai hop Font dé chon
phong chit mong muén;

e Dé chon thay d6i ¢ chit, tai hop Size, nhap cd chir mong muén;

e D¢ in dam vin ban, nhap vao ky hiéu B (Hoic st dung t6 hop phim Ctrl + B)

e D¢ in nghiéng vin ban, nhap chon ky hiéu | (Hodc sir dung t6 hop phim Ctrl + 1)

e Dé gach dudi van ban, nhap chon ky hiéu U (Hodc str dung t6 hop phim Ctrl +
V)

Calibri (Body) -1~

B I U~ 3 x x
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Sau khi d& nhap vin ban, néu ban mudn chinh sira va sir dung céc chic ning dinh dang
van ban trén, hdy: Boi den vin ban ma ban mudn sira > Chon cac chirc niang dinh dang
ma ban mudn.

Céch boi den van ban:

- Bé bdi den 1 tir/doan van ban: Nhap chudt trai va giir chudt kéo trén tir/doan vin ban
ma ban mudn bdi den;

- Pé boi den toan bo vin ban: Str dung phim tat Ctrl + A

Pinh dang va bién tap cho d6i twong trong Word

Microsoft Word khong chi gii han trong vin ban, ban ciing c6 thé thém céc ddi tuong
nhu hinh hoc, biéu dd, hinh anh va bang biéu cho tai liéu Word cta ban.

Chén mét hinh vé sin trong Word, Excel hay Powerpoint
Budc 1: Chon Insert (Chen) > Shapes (Hinh dang)
Budc 2: Nhip chon hinh ma ban mudn chén vao tai liéu > Kéo chudt dé ve.
e Dé thay doi kich c& ciia hinh v&, hdy kéo mot trong nhitng diém diéu khién &
mdi goc cua hinh.
e Dé xoay hinh, kéo diém xoay ¢ trén dau cua hinh vé

e Dé chén chir vao hinh vé&: Nhap chudt phai vao hinh vé > Add text (thém chir) >

Nhap chir vao hop van ban.

Meo:

- Pé tao mot hinh anh chuan (nhu hinh vuéng/hinh tron), hdy nhan giit phim Shift khi
kéo chuot;

- Pinh dang hinh v&: Dé bit dau, hdy chon mot hinh ma ban mudn dinh dang. Dé chon
nhiéu hon 1 hinh, nhan gii phim shift va nhap chudt vao hinh ban muén chon.

+ Dinh dang hinh v&:
Céch 1: Nhép chon hinh v& ma ban mudn dinh dang > Chon Format trén thanh cong cu.

Céch 2: Nhép chudt phai vao hinh v& ma ban mudn dinh dang > Format Shape
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+ Mot s6 chirc ning dé dinh dang hinh vé:
Shape fill/Fill (t6 mau, td nén): T6 mau nén cho hinh v&
Shape outline (duong vién): T mau vién ngoai cho hinh v&

Shape effects (hiéu tng hinh): Thém hiéu tng cho hinh v& (d6 béng, twong phan...)

Cach str dung WordArt (chir ngh¢ thuat)

Véi Microsoft Word, ban ¢c6 thé dua sy sdng tao vao tai liéu ciia minh bang cach st
dung WordArt . Tinh niang ndy cho phép ban chén nhitng hiéu tng dic biét nhu d6
bong hay vién khung cho vin ban cta ban.

Céach chen WordArt:

Budc 1: Chon Insert (Chén) trén thanh cdng cu

Budc 2: Trong nhom Text (Van ban), Chon WordArt

Budc 3: Mot hop thoai s€ xuat hién véi nhiéu kiéu WordArt dé ban lua chon, hdy chon
kiéu WordArt mong mudn va thyuc hién thao tac gé vin ban

Chén hinh danh

Céch chen hinh anh tur tép tin trén may tinh
Budc 1: Dt con trd chudt vao vi tri ma ban mudn chén hinh anh

Budc 2: Chon Insert (Chén) trén thanh cdng cu

Budc 3: Nhép chon Pictures (Hinh anh) Pictures

Budc 4: Hop thoai Insert pictures (Chén hinh anh) xuat hién. Tim va chon hinh anh ban
mudn chén > Chon Insert (Chén).
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Céch chén hinh anh truc tuyén
Budc 1: Bit con trd chudt vao vi tri ma ban mudn chén hinh anh

Budc 2: Chon Insert (Chén) trén thanh cong cu

Budc 3: Nhip chon Online Pictures (Hinh anh truc tuyén)

Budc 4: Nhap tir khoa tim kiém hinh 4anh ma ban mudn chon > Lya chon hinh anh pho
hop vai yéu cau cta ban > Insert (Chén)

Luu y: Tai mot s6 phién ban méi hon ctia Microsoft Word, Online Pictures khdng con &
trén thanh cong cu. Ban c6 thé tim thiy Online Pictures trong danh séch tha xudng khi

)
nhap chon Pictures Pictures |

Chén bang

Céch 1:

Budc 1: Pit con tré chudt vao vi tri ma ban mudn chén bang

Budc 2: Chon Insert (Chén) trén thanh cong cu

Budc 3: Nhip chon Table (Bang) [

Budc 4: Di chuyén chu6t qua ludi 6 dé chon sé lwong hang va cot mong muén cho
bang

Budc 5: Khi da chon duoc sé hang va cot mong mudn, nhap chudt trai dé chén bang

Céch 2:
Budce 1: Bt con tré chudt vao vi tri ma ban mudn chén hinh anh

Budc 2: Chon Insert (Chén) trén thanh cong cu

Budc 3: Nhap chon Table (Bang)
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Budc 4: Chon Insert Table E Insert Table..
Budc 5: Nhap s6 lugng cot mong mudn vao & Number of columns (S6 luong cot).

Budc 6: Nhap sd lugng hang mong mudn vao 6 Number of rows (S6 lugng hang).

Bude 7: Nhap vao OK (Pong ) dé chén bang vao tai licu.

Chén SmartArt (P6 hoa SmartArt)

Do hoa SmartArt gidp ban tao ra cac hinh minh hoa chat lugng, thuong dugc ding dé
tao ra Cac biéu d6 hodc so d6 minh hoa. Ban c6 thé tao D hoa SmartArt trong Excel,
Word, PowerPoint hoac trong email trong Outlook.

Chon D& hoa SmartArt ?
3 -~
R Danh séch
Danh sach == RO} O/ ==
[S[] - = —
Tién trinh Egl o OO —

Vang trén

F=EE =—=—
Cautricph.. | =g LIRS
Mdi quan hé

Ma tran EHE Q)Q GEG}EI e-e-0-
Hinh chop Q — = o
=
=
=

Danh sach Khéi Co ban

él él EEI:] swdung dé thé hién cac khéi théng tin
al= iii durgc nham hoac khdng ed trinh tur, Cuc
dai héa khéng gian hién thi theo chiéu

ngang va doc cho cac hinh dang.

Bl D> 3 B 805§ i g

Hinh anh

o

Cdc d@o hoa trong SmartArt

Pé chén dd hoa SmartArt;
Budge 1: Pat con tré chudt vao vi tri ma ban mudn chén hinh dd hoa

Budc 2: Chon Insert (Chén) trén thanh cdng cu

=

Budc 3: Nhap chon vao biéu twong SmartArt

Budc 4: Hop thoai chon d6 hoa SmartArt xuat hién, bAm vao loai ¢ hoa ma ban mudn
su dung
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Duéi day la mot s6 goi y cach dung pho bién cho D6 hoa SmartArt va cac kiéu
SmartArt pht hop véi timg muc dich cu thé:

Pé thé hién ndi dung nay Nén dung kiéu nay
Hién thi thong tin khdng tuan tyr Danh sach (List)
(Vi du: Danh ba, danh muc, danh
sach,...)
Hién thi céc budc trong mot qua trinh, Qua trinh (Process)
thoi gian

Hién thi mot tién trinh, vong 1ip lién tuc | Vong tron (Cycle)

Tao mét so dd td chirc, so do cay CAu tric phan cap (Hierarchy)

Minh hoa céc két ndi M&i quan hé (Relationship)

Hién thi cach cac phan lién quan dén toan | Ma tran (Matrix)
b

Hién thi méi quan h¢ twong ing véi cdu | Kim tu thap (Pyramid)
phan 16n nhat trén cling hodc dudi cing

Dung hinh anh dé truyén tai hodc nhin Hinh anh (Picture)
manh ndi dung
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Microsoft PowerPoint

Microsoft PowerPoint 12 phan mém gidp tao ra cac ban trinh by, trinh chiéu, duoc
phat trién vai Microsoft va thudc bo tmg dung van phong Microsoft Office

Tao m{t tai liéu moi

Budc 1: Nhip chon File (Tép) trén thanh céng cu > chon New (Mdi)
Budc 2: Chon Blank Presentation (bai thuyét trinh trong)

Trang thuyét trinh méi di dugc tao ra.

Néu ban muén str dung cac thiét ké c6 sén, hdy chon mot trong cac mau.

Luru tai liéu

Sau khi tao tai liéu, ban can phai luu tai liéu dé khdng 1am mat nhitng ndi dung ban
vira tao. Ban can phai dit t&n cho tép d6 va chon noi luu tép. Ban c6 thé luu vao
may tinh ctia minh hodc ¢ thé Iuu vao Onedrive dé truy cap tai liéu tryc tuyén.

Budc 1: Nhap chudt chon File trén thanh cong cu
Budc 2: Chon Save hoac Save As, trong do:
e Save: Luu ti ligu vao vi trf da luu gan day nhat
e Save As: Luu tai liéu vao mot vi tri méi hoac doi tén tai liéu
Budc 3: it tén cho tép va chon vi tri luu tép ma ban mudn
Luuy:

Khi Iuu tai lidu lan dau tién, PowerPoint s& tw dong dat tén cho tai liéu, nhung ban
c6 thé doi tén theo ¥ mudn

Thém slide (Trang trinh chiéu) méi

Cach 1:

Buéc 1: Chon vao slide ma ban mudn thém slide méi sau
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Budc 2: Nhap chon Home (Trang chi) trén thanh cong cu > Chon New Slide (Trang
trinh chiéu moi) L’

Budc 3: Chon bé cuc slide mong muén tir danh sach tha xudng

Cach 2:

Budc 1: Nhap chudt phai vao slide ma ban mudn thém slide méi sau

Budc 2: Chon New Slide (Trang trinh chiéu méi)

Dé luu bai thuyét trinh, tham khao thém huéng din danh cho cong cu Microsoft
Word

Pinh dang va bién tap cho viin ban va ddi twong trong PowerPoint

Tham khao hudng dan cach dinh dang, bién tap vin ban va déi trong danh cho cong
cu Microsoft Word

Thiét ké trong PowerPoint

Thay dbi chu dé
Budc 1: Chon Design (Thiét ké) trén thanh cong cu;

Budc 2: Chon cha dé phil hop vai nhu cau caa ban.

Chen hi¢u tmg
1) Dé thém hiéu tmg dic biét khi chuyén tir slide nay sang slide khac
Budc 1: Chon slide ma ban mudn thém hiéu tmg chuyén tiép;

Budc 2: Chon Transitions (Chuyén tiép) trén thanh cong cu > Chon hiéu tmg ma ban
mudn ding;

Dé bo chon hiéu tmg, chon None (Khdng co)
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2) Pé tao hiéu tng dong cho vin ban hodc d6i tuong trén trang chiéu:
Budc 1: Chon vin ban hodc dbi twong ma ban mudn tao hiéu tng dong

Budc 2: Chon Animations (Hiéu ung dong) trén thanh cong cu > Chon hiéu trng ma
ban mudn ding

Dé bo chon hiéu tmg, chon None (Khdng co)

Ban 6 thé diéu chinh thoi gian xuét hién cua hiéu g tai hop Timing (Thoi gian)

Céch trinh chiéu bai thuyét trinh

Sau khi da hoan thanh bai thuyét trinh:
Pé trinh chiéu bai thuyét trinh

Céch 1: Chon Slideshow (Trinh chiéu trang trinh bay) trén thanh cong cu. Néu trinh
bay tir dau bay thuyét trinh, chon From Beginning (Tt dau). Néu trinh bay tir mot

trang bat kfy, chon From Current Slide (Tt trang hién tai) = ¥
Céch 2: Nhan phim F5 trén ban phim

Pé diéu khién bai thuyét trinh

- Nhén chon Mili tén trai/phai trén ban phim: Di chuyén dén trang chiéu trudc/tiép
theo.

- Nhan phim Esc: Dirng trinh chiéu.
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Microsoft Excel

Microsoft Excel 12 phan mém bang tinh gitp phan tich, tinh toan va tryc quan hoa dit
lidu, dugc phét trién voi Microsoft va thude bo tng dung van phong Microsoft Office

Tao mdt tai liéu méi

Budce 1: Nhip chon File (Tép) trén thanh céng cu > chon New (Mdi)
Budc 2: Chon Blank Workbook (s6 1am viéc trong)

S6 1am viéc méi di duoc tao ra.

Luwu tai liéu

Sau khi tao tai liéu, ban can phai luu tai liéu dé khdng 1am mat nhitng noi dung ban
vira tao. Ban can phai dit tén cho tép do va chon noi luu tép. Ban ¢6 thé luu vao
may tinh ctia minh hoic ¢ thé luu vao Onedrive dé truy cap tai liéu truc tuyén.

Budc 1: Nhip chudt chon File trén thanh cong cu
Budc 2: Chon Save hoac Save As, trong do:
e Save: Luu tai liéu vao vi tri da luu gan day nhth
e Save As: Luu tai liéu vao mot vi tri maéi hoac doi tén tai liéu
Budc 3: it tén cho tép va chon vi tri luu tép ma ban mudn
Luuy:

Khi Iuu tai lidu lan dau tién, Excel sé ty dong dat tén cho tai liéu, nhung ban c6 thé
d6i tén theo ¥ mudn

Nhép, chinh stra va trinh bay dir liéu

Chon 6 tinh, khéi tinh

Chon 6 tinh
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Dé chon mot 8 tinh, hdy nhay chudt vao 6 tinh mudn chon hodc dung cac phim mii
tén trén ban phim dé di chuyén dén 6 tinh do

™~

Chon khéi 6 tinh

Khéi 6 tinh 12 mot vang hinh chir nhat gdm nhiéu 6 tinh lién ké nhau. Dé chon khéi
0 tinh:

Céch 1: Chon 6 tinh & goc tréi trén (hodc goc phai dudi) ctia khéi 6 tinh, sau d6 kéo
tha chudt dén 6 tinh ¢ goc phai duéi (hodc goc trai trén)

Céch 2: Chon 6 tinh & g6c tréi trén (hodc goc phai dudi) cua khéi 6 tinh, sau d6 nhan
gitr phim Shift va chon 6 tinh & géc phai dudi (hoac gdc tréi trén)!

Nhép dir liéu cho 6 tinh

Pé nhap dir liéu bang cach thi cong:

1. Chon mot o tréng, nhu Al, rdi nhap van ban hodc mot $0.
2. Nhan Enter hodc Tab d¢ di chuyén dén 0 tip theo.

Pé dién dir liéu trong mét chudi:

1 K chan troi sang tao
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1. Nhap phan dau cua chudi vao hai 0: chang han nhu Thang 1 va Thang 2; hodc
2014 va 2015.
2. Chon hai 6 chta chudi, roi kéo diéu khién dién =% qua hoic xudng cac 6.2

Thang mC:tl'I'I‘E’I'lg hai| Thang ba Théng tu | Théng ndm Théng =3y
| | = [ ]
2014 '
2015
2016
2017
2018

Pé chinh sira dir liéu da nhap:
Céch 1: Nhay dap chudt vao 6 tinh mudn chinh stra dit liéu > Thyc hién chinh sta >
Nhan phim Enter

Céch 2: Chon & tinh > Nhap chudt vao viing nhap liéu > Thyc hién chinh stra >
Nhén phim Enter

Pinh dang 0 tinh

Tham khao hudng dan cach dinh dang, bién tap vin ban va déi trong danh cho cong
cu Microsoft Word

Tu dong dién

Vi du: tw dong dién vao cot Ho tir cot Ho va tén.

Budc 1: Trong 6 bén dudi “Ho”, nhap “Nguyén” roi nhan Enter.
Budc 2: O 6 tiép theo, hdy nhap nhitng chir cai dau tién cta “Tran”
Budc 3: Khi danh sach cac gia tri goi ¥ xuét hién, nhan Enter

Lac nay, cac dit liéu con lai ctia cot “Ho” s& duoc tw dong dién

2 https://support.microsoft.com/vi-vn/office/t%E1%BA%A10-s%0E1%BBY6954/6C3%A0M-ViveE1%0BBY637ctrong-
excel-94b00f50-5896-479c-b0c5-ff74603b35a3



https://support.microsoft.com/vi-vn/office/t%E1%BA%A1o-s%E1%BB%95-l%C3%A0m-vi%E1%BB%87c-trong-excel-94b00f50-5896-479c-b0c5-ff74603b35a3
https://support.microsoft.com/vi-vn/office/t%E1%BA%A1o-s%E1%BB%95-l%C3%A0m-vi%E1%BB%87c-trong-excel-94b00f50-5896-479c-b0c5-ff74603b35a3
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B3 - X v fo || Trhn
A B C
1 Ho va tén Ho
2 Nguyén Van An  Nguyén
3 |Tran Hiru Ba Tran
4 Lé Van Cuong
5 Mai Thi Dung
6

Chen, x0a ¢gt, hang

Céach chen thém cot
Budc 1: Chon cot tai vi tri cAn chén cot
Budc 2: Nhip chudt phai > Insert (chén)

Két qua: Mot cot moi vira duge chén vao dang vi tri da chon

Cach chén thém hang
Buée 1: Chon hang tai vi tri can chén hang
Budc 2: Nhap chudt phai > Insert (chén)

Két qua: Mot hang méi vira duge chén vao dang vi tri di chon
Céch x6a cot hodc x6a hang
Budc 1: Chot cot (hodc hang) can xda

Budc 2: Nhip chudt phai > Delete (x0a)

Lueu y: C6 thé chén va x6a dong thoi nhiéu ¢t hodc nhiéu hang

Sir dung cdng thire dé tinh toan
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Cong thirc tinh toan trong Excel duoc bit dau véi ddu bang (=), sau d6 1 biéu thirc
dai s6. Trinh tu thuc hién cac phép toan trong Excel tuan thi diing theo quy tic
trong toan hoc.

Duéi day 12 mot sb ky hiéu phép toan trong Excel:

Phép toan Ky hiéu trong Ky hiéu trong Vi du
toan hgc Excel

Phép cong + + 4+24
Phép trir - - 24-4
Phép nhan X * 4*24
Phép chia : / 24/4
Phép lity thira ax n 2"3
Phép tinh phan % % 24%
tram

Vi du: Huéng dan cach tinh Tong so lwong quy |

Céch 1: Tai 6 tinh D2, g6 cong thic tinh tong =(12+23+6) > Nhan Enter dé hoan
tat va cho ra két qua

Cach 2:

Budce 1: Nhip chon 6 tinh D2

Budc 2: Nhip chudt vao ving nhép liéu, gd cong thirc tinh tong =(12+23+6) > Nhin
Enter dé hoan tat va cho ra két qua

D2 - X v k& | =12+23+6 l

A B C D
Thang 1 Théng 2 Thiang 3 Téng s6 lwong quy I
12 23 6 =12423+6

B2 W o =

Luu y:

- Céch diéu chinh d6 rong cua cot/hang:
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Budc 1: Bat con tro chudt vao canh bén phai cua cdt hodc bén dudi cia hang ma ban
mudn thay doi do rong
Budc 2: Con tro chudt hinh miii tén hai chiéu xuat hién ( + ), kéo tha chudt:

e sang phai dé ting do rong hodc sang trai dé giam do rong cua cot

e xuong dudi dé tang do rong cia hang va Ién trén dé giam do rong cta hang
- Ham s6 (goi tat 1a ham) gidp thyuc hién thun tién va don gian hon céc thao tac
thudng Xuyén véi dit liéu nhu tinh tong, tinh trung binh cong. .. Ham la cong thirc
duogc viét sin dé tinh toan, xtr ly dir liéu theo mot quy tic nhat dinh.
Vi du: Bé tinh trung binh cong, ta c6 thé dung ham AVERAGE; Dé tinh tong, ta c6
thé ding ham SUM

Céch viét ham trong excel: =<tén ham>(<cac tham sé ctia ham>). Vi du:

SUM 7 X v £ =AVERAGE(12.23.6)
A B C D
1 Thang 1 Thang 2 Thang 3 Trung binh s6 lwong quy I

2 12 23 6 =AVERAGE(12,23,6)
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BAI 2: TAO HINH ANH, VIDEO

Mot so tiéu chi co' ban ciia mt birc anh

- Do séc nét: Anh sic nét, khdng bi mo, nhde hodc nhiéu hat;

- Do séng: Anh c6 du anh séng, khdng bi chay sang hay thiéu sang;
- B cuc: Hop ly, thu hit nguoi xem vao chi thé chinh;

- G6c chup tét;

- Mau sic: Hai hoa

B6 cuc khudn hinh

La cach sap xép cac dbi twong, nhan vat, vat thé. .. trong khung hinh theo céc quy tic
nhat dinh dé tao nén mét birc anh thu hit va tao diém nhan.

Céc quy tiic co' | Dic diém Minh hoa
ban

Quy tic mot | Theo quy tic ndy, ban hdy chia

phan ba khung hinh thanh 9 phan bang
nhau boi hai duong ké ngang va
hai duong ké doc, tao thanh 4
diém giao nhau va 4 duong ké.
Vi tri cua cha thé chinh nén dat
tai mot trong 4 diém giao nhau
hodc doc theo mét trong 4 duong
ké.

Quy tic dong | Sir dung céc yéu té trong khung
khung, tao hinh dé tao ra khung cho chu thé
khung chinh, giGp 1am ndi bat chu thé
Va tao chiéu sau cho buc anh.
Vi du: c6 thé sit dung cira sd,
vOm cira, hodc céc canh cay dé
tao khung cho chu thé.




Sang tao ndi dung trén thiét bi, trén Internet MO - PUN 13

Quy tic duong | St dung cac yéu tb trong khung

dan hinh nhu duong thing, duong
cong, hodac cac duong ké tu
nhién dé dan dat mat nguoi xem
vao cha thé chinh. Vi du: st
dung con duong, hang rao, hoac
b sdng dé dan dit mat ngudi
xem vao diém nhan cta buc anh

Quy tic ddi Str dung su dbi xtmg hai bén/trén
xung dudi dé tao cam giac can bang va
hai hoa cho burc anh.

Anh sang trong chup anh

C6 2 dang ngudn sang co ban:

Anh s&ng trong tu nhién (tir mat troi). DAy 1a loai ngudn 4nh sang tot
dé tan dung trong nhiép anh dé tao ra nhiing birc anh c6 chat luong cao

Anh séng nhan tao (dén dién, dén LED...). Day la loai ngudn &nh sang
thuong duge st dung trong diéu kién anh sang kém, thiéu anh sang tu
nhién

Cach chup véi ngudn sang:

- Chup xudi sang: May chup anh dit ciing chiéu véi ngudn sang chiéu vao chu thé;
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- Chyp nguoc sang: May chup anh dit nguoc chidu voi ngudn sang chiéu vao chi thé;

- Chyp anh séng xién/ven: Chu thé ding & goc nghiéng/xién véi huéng anh sang
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GOc chup

Goc chup | Pic diém Vidu

Vién canh | GOc chup bao quat khung
canh rong 16n. Con nguoi
va vat thé xuat hién trong
vién canh thuong nho bé,
khéng r6 hodc khdng co
hinh anh con nguoi.

Toan canh | GOc chyp bao quat toan bd
khung canh, bao goém ca
con ngudi, chi thé va moi
trrong xung quanh. Con
ngudi xuit hién day du,
toan than trong khung
hinh.

Anh: Hé Hai Hoang

Trung canh | GOc chup lay tir trén dau
g6i/ that lung trd 18n. Goc
nay bao quat mot phan cta
co thé chu thé.

Anh: Hé Hai Hoang

Cancanh | GOC chup tap trung vao
mot chi tiét nhod cua chu
thé hogc chi tiét quan trong
ctia d6 vat. Con ngudi xuat
hién chu yéu voi phan
khubn mit dé thay ro biéu
cam.

Anh: Nguyén Thanh Hai
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bac ta GOc chup tap trung vao
mot chi tiét cuc ky nho cua
chu thé, loai bo gan nhu
toan bo cac yéu tb xung
quanh.

Anh: Nguyén Thanh Hai

Luu y: Cac néi dung trén co thé tham khdo &p dung chung cho cd qua trinh quay phim
va chup danh.

Luu y khi sir dung may chup anh (May anh hodc dién thoai cO chirc nang chup anh,
quay phim):

- Cho camera lay nét xong méi bam chup anh;

- Ludn cdm may bang hai tay cho chic dé han ché bi rung;

/4
[]
1
1
1
1
1
1
1
1
1
1
1
1
1 , P A 1A . o ,
1 - .
! Chup anh c6 thé dé ngang may hoac doc may;
1

|

\

N e ——

- Khi quay phim, nén st dung chan may dé han ché rung, lac khi quay;

——————————————————————————————————————————————————————————————————————
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BAI 3: BAN QUYEN NOI DUNG TREN INTERNET

Thé giéi s6 gilp cho viéc chia sé, sao chép cac tdc pham nhu &m nhac, hinh anh,
video... tré nén d& dang hon. Diéu nay dit ra nhiéu thach thirc véi van dé ban quyén,
khi nguoi dung chi can mot thiét bi sb ¢6 két ndi Internet 1a da c6 thé thyc hién duoc

viéc sao chép, van chuyén noi dung sé mot cach dé dang.

Quyén sé hitu ban quyén cho phép chu sé hiru doc quyén str dung tdc pham ma ho tao
ra, trir mot sd truong hop ngoai 16. Dudi ddy 1a vi du cho mét sé tac pham du diéu

kién duoc bao ho ban quyén:

- Tac pham nghe nhin, nhu chuong trinh truyén hinh, phim, video. ..

- Tac pham hinh anh, nhu hinh anh quang céo, tranh v&...

- Ban sang tac &m nhac va ban ghi &m

- Tac pham viét, nhu bai bao, sich, ban sang tac nhac...

Céc hinh thirc vi pham ban quyén phd bién trén Internet:

- Str dung tac pham Kkhi chua xin phép hoic tra phi (Sao chép, chia sé trai phép);

- Ty y stra chita, cit xén tac pham. ..

Hau qua qua hanh vi vi pham ban quyén

Hanh vi vi pham ban quyén 13 hanh vi st dung cac tac pham khi chua xin phép hoic
tra phi.

Hau qua qua hanh vi vi pham ban quyén:

- Ngudi vi pham ¢6 thé nhan dugc théng bdo va nén tang s& x6a ndi dung vi pham

(néu béo vi pham la hop 1€);
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- Chii s hiru ban quyeén ¢6 thé kién hanh vi vi pham ban quyén;
- V6i nhitng ngudi lién tuc vi pham ban quyén, nén tang dich vu c6 thé &p dung mot
s6 bién phap xtr ly d6i v6i tai khoan cua ngudi dung dé (co thé bi vo hiéu hoa tai

khoan, han ché truy cap vao cac dich vu ctia nén tang).

Luu y khi sir dung cac tdc pham trén moi trudng so

Khi str dung cac tac pham trén méi trudng sd, hay ghi nhé:

- Viéc tuan tha ban quyén va quyén sé hitu tri tué 1a diéu rat quan trong. Khi sir dung
bat ky mot tic pham nao ciing can ¢6 su cho phép cia tac gia va c6 ghi cong nguoi da
tao ra tac pham do6. Su cho phép nay nén duogc thé hién bang vin ban;

- Néu muén st dung noi dung tir mét trang web ndo do, ban c6 thé xin phép chu so
hitu trang. Théng thudng, ban c6 thé tim thay thong tin nay tai muc Contact us (Lién
hé véi chling t6i) trong trang; hodc trén nén ting mang X hoi, ban 6 thé lién lac truc
tiép v6i cha so hitu qua tai khoan cia ho;

- Cé4c nén tang dich vu 16n nhu Google, Facebook, Youtube... déu c6 tinh ning quét

va g& bo cac ndi dung vi pham ban quyén.

Néu ban la chu sé hitu tac pham va phét hién hanh vi vi pham ban quyén ddi véi tac
pham ma ban s¢ hitu:

- Ban ¢4 thé lién hé truc tiép voi nguoi vi pham (qua tin nhan/email/goi dién), yéu cau
ho g& bo ndi dung vi pham;

- Hay bao c4o hanh vi vi pham hodc giri don khiéu nai t6i nén tang cung cap dich vu;

- Néu hanh vi vi pham nghiém trong, ban c6 thé khéi kién hanh vi vi pham ban quyén
khi can thiét.
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BAI 4: TAO WEBSITE VOI TEN MIEN “.vn”

Hién dién” trén Internet véi tién mién “.vn”

Tim hiéu vé tén mién quéc gia “.vn”

Tén mién (Domain name) la dinh danh trang tin cia ban trén Internet. Tén mién Ia duy
nhat va duoc uvu tién cap phét cho chi thé ndo dang ky trude. C6 2 loai tén mién: (i) tén
mién qudc gia; (ii) tén mién quéc té.

Tén mién qudc gia 1a tén mién riéng cia timg nude, duge quy dinh thdng nhat trén toan
thé gidi, dugc Xac dinh la chu quyén quoc gia Viét Nam trén mang Internet. Tén mién
qudc gia thuong c6 phan dudi & ky hiéu ctia mdi qudc gia.

Tai sao nén sir dung tén mién qudc gia “.vn”

- Pwoc phép luat Viét Nam bao vé:

Piéu 12, Luat Cong nghé théng tin 2006 quy dinh cac hanh
vi bi nghiém cam, trong d6 nghiém cim « Xam pham quyén
so hiru tri tué trong hoat dong cdng nghé thdng tin; san xuat,
Iru hanh san pham céng nghé thong tin trai phap luat; gid mao
Ping Ky sit dung tén | trang thdng tin dién tie ciia 16 chite, c& nhan khac; tao dudng
dan trai pheép doi véi tén mién cua to chirc, CA nhan sur dung

mién qudc gia “.vn” T PR !
hop phap tén mién do”.

- An toan, tin cay: Hé théng may chu tén mién (DNS) qudc
gia dugc giam sat 24/24 gid dam bao do tin cay, van hanh an
toan.

- Han ché t6i da khi mat lién lac qudc té: trong trudng hop
xay ra sy co mat lién lac quoc t€ nhu dat cdp quang bién thi
viéc truy cap vao cac tén mién “.vn” van dugc dam bao.

- Tim kiém nhanh va d& quang ba: Hau hét cac cong cu
trinh duyét, tim kiém trén mang (dic biét 1a google.com.vn)
thuong wu tién liét ké cac tén mién c6 ma qudc gia “.vn™ Ién
trude, dic biét khi nguoi tim kiém dang hién dién tai Viét
Nam

- Pwge Hé thoéng trung chuyén Internet trong nwée —
VNIX ciia VNNIC phuc vu: Str dung tén mién”.vn”, luu trit
tai c&c may chu 6 dia chi IP ¢ Viét Nam duoc hé thong trung
chuyén Internet Quéc gia VNIX ty dong trung chuyen tat ca
luu lu’O'ng Internet trong nudc bang con dudng ngin nhat,
nhanh nht.
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- Bao v thwong hi¢u ca nhan : Gilp bao vé thuong hi¢u ctia
ban khoi bi sao chép hodc gia mao.

Nhirng luu y khi dit tén mién quéc gia
- Nén chon tén mién ngan gon, dé nhg: D& dang nhd va truyén dat cho ngudi khéc.

- Nén gin véi « thuong hiéu » ctia ban: phan anh linh vuc hoat dong ctia ban, cua doanh
nghiép ban hoidc nhing tir ngudi khac dé nhé vé ban

- Nén tranh ky tu dic biét: Str dung cac ky tu don gian dé tranh gay nham lan.

- Phai phi hop véi van hoéa, quy dinh cua Viét Nam: khdng ¢6 cum tir xam pham dén
loi ich qubc gia hodc khdng phi hop véi dao dirc xa hoi, thuan phong, my tuc cia dan
toc; thé hién tinh nghiém tlc dé tranh su hiéu nham hoic xuyén tac do tinh da am, da
nghia hodc khi khéng ding dau trong tiéng Viét va cac quy dinh khéc (quy dinh tai
Diéu 6, Théng tu 21/2021/TT-BTTTT ngay 08/12/2021 va cac vin ban bd sung, thay
thé khac ban hanh sau nay)

- Phai kha dung : tén mién chua duoc ding Ky st dung trude day. Dé tra ctru tinh kha
dung cua tén mién, ban hdy dang nhap va nhap théng tin tén mién can tra ciru tai duong
dan :

Quy trinh diing ky tén mién

Buéc 1 | Lua chon tén mién

Budc 2 | Chon nha dang ky
(danh sach théng tin va nha dang ky t&n mién “.vn” duoc cong b tai

Budc 3 | Chuén bi va hoan thién thu tuc ding ky

(Dé ding ky tén mién c& nhan can : 1. Ban khai ding ky tén mién « .vn »
danh cho ca nhan ( theo Thong tu 21/2021/TT-BTTTT) ; 2. Giay to tly than)

Budc 4 | Thuc hién viéc ding ky tén mién véi nha ding ky duoc Iya chon

Bu6c 5 | Pua tén mién vao hoat dong

(lwu y : lién hé v6i NPK dé duoce huéng dan vé céc dich vu gid tri gia ting
trén tén mién nhu khai bao tén mién — DNS hosting, cai dat thong sé
Website, ...).



https://tracuutenmien.gov.vn/
http://nhadangky.vn/
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Biéu phi ding ky tén mién

Don
TT  [Tén phi, 1 phi vi Mikc thu (dong)
tinh
A Lé phi ding ky sir dung tén mién quoc gia “.vn”
1 Tén mién cap 2 cO 1 ky tu Lan | 100.000
2 Tén mién cap 2 cO 2 Ky tu Lan | 100.000
3 Tén mién cap 2 khac Lan 100.000
Tén com.vn, net.vn, biz.vn, ai.vn Lan 100.000
o0 SAP MR c ten midn dudi: edu.vn, gov.vn,
3 dudi

org.vn, ac.vn, health.vn, int.vn va Lan | 50.000

4 thmién | 2" Co .
% tén mién theo dia gidi hanh chinh
cap 2
dan info. vn, id.vn, io. .
g info.vn, pro.vn, id.vn, io.vn, Lin 10.000
chung name.vn
5 Tén mién tiéng Viét Lan | 10.000
B Phi duy tri sir dung tén mién qudc gia “.vn”
1 Tén mién cap 2 c6 1 ky tu Nam | 40.000.000
2 Tén mién cap 2 c6 2 ky tu Nim | 10.000.000
3 Tén mién cap 2 khac Nam | 350.000
Tén com.vn, net.vn, biz.vn, ai.vn Nam 250.000
miénr?ﬁp CAc tén mién dudi: edu.vn, gov.vn,
3Adu’°"1; org.vn, ac.vn, health.vn, int.vn va Niam | 100.000
4 |tenmen | an 0idn theo dia gioi hanh chinh
cap 2
dung info.vn, pro.vn, id.vn Nam | 50.000
chung name.vn, io.vn Nam | 20.000

5 Tén mién tiéng Viét Nim | 20.000
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Chuwong trinh wu dai Bd Thong tin va Truyén théng dang trién khai

Pau moi lién hé : hitps://hiendienonline.tenmien.vn/



https://hiendienonline.tenmien.vn/
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PAM BAO AN TOAN TREN
INTERNET




Pam bao an toan trén Internet

- Ngudi hoc nhan thirc va hiéu cac rui ro
trén Internet nhu: Lira dao qua Internet, tin
cdng tai khoan, thiét bi va danh cap thong
tin ca nhan, xam pham quyén riéng tu;

- Nguoi hoc duge trang bi kién thac va ky
nang can thiét dé bao vé ban than khoi cac
rui ro khi str dung Internet;

- Nang cao y thire, trdch nhiém khi sir dung
Internet.

Loi ich dat dwoc

Sau khoa hoc, ban ¢ thé:

- Tu bao vé€ ban than va gia dinh khoi mét
s rui ro khi sir dung Internet;

- Str dung Internet mét cach hiéu qua, an
toan

MO —DUN 14

Noi dung hoc phin

- Quy tc dat mat khau;

- Bao vé dit liéu c& nhan/ quyén riéng tu
trén Internet;

- Phong trénh Iira dao tai chinh trén mang;
- Phong tranh Iira dao tinh cam trén mang;

- Bao vé mdi truong.

Ban nén chuan bi nhirng gi dé hoc tap tot nhat

- B6 may tinh day du c6 két nbi voi nguon dién. Hay hoi
don vi t6 chirc bdi dudng tap huan néu ban tham gia tap
huan, boi dudng truc tiép.

- Tai liéu hudng dan sir dung;

- BUt, gidy hodc so tai liéu (néu can)

- Thiét bi truy cap internet, hé théng nghe nhin (tai nghe,
mic, webcam...)
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BAI 1: MOT SO QUY TAC AN TOAN CO BAN, TOI THIEU KHI
THAO TAC VOI MAY TINH HOAC PIEN THOAI

Quy tic dam bao an toan dién

Nén st dung 6n &p dé cung cap dién ap 6n dinh cho may
tinh, tranh nhitng tén hai do sut 4p hodc qua &p

Nén st dung 6 cam c0 chirc ning chong sét va bao vé qua
dong. Piéu nay gilp bao vé may tinh khoi nhirng tac dong
bat ngd tir sy cd sét danh hodc céc dong dién bat thuong.

Khong cam qué nhiéu thiét bj vao cing mot 6 cam hoic
sir dung 0 cam 06 cong suat khéng du . Picu nay co thé
dan dén tinh trang qua tai nguon dién, 1am hong cac thiét
bi dién, bao gom may tinh.

Pam bio rang tat ca day dién va cap két ndi déu khdng bi
hu hai, ran ntt hoic bi ldo hda. Thay thé cac day dién
hong dé tranh nguy co chap dién.

Nén str dung sac va day sac chinh hdng duoc ban cung
thiét bi. Tranh sir dung sac khong phai ctiia méay hoic day
sac hong hoc.

Bui bén ¢6 thé tich tu va gay ra van dé vé nhiét hodc thim
chi 1a chap dién. Nén vé sinh thuong xuyén gilp may tinh
hoat dong 6n dinh hon va an toan hon.

Quy tic dam bao an toan chay né

Str dung thiét bj da duoc kiém dinh an toan

Pit thiét bi trén bé mat cing, bang phang, chic chan,
khong dat thiét bi trén bé mat vai mém nhu givdng,
ghé sofa, tham hodc tAm tham trai san.

Néu str dung ké, gia ké thiét bi, hdy dam bao rang d6
la ké, gia ké chuyén dung.
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Viéc han ché ludng khong khi co thé 1am hong may tinh hoic gay
chay, do do:

- Khéng xép chdng hodc dit thiét bi qua gan nhau dé dam bao
ludng khdng khi tuan hoan.

- Khéng cat giit may tinh xach tay cta ban trong mdi truong cd
ludng khéng khi thap, chang han nhu hop dung hodc cap dong kin
trong khi may tinh dang bat

-Khéng dit may gan mdi truong ¢ nhiét do cao nhu bép gas, 10
sudi,... hodc truc tiép dudi anh nang mat troi (trén 40 do C).

- Hay chira mot khoang trong t6i thiéu 10,2 trén tit ca cac mit c6
16 thdng hoi cia may tinh dé cho phép ludng khong khi can thiét
dé thdng gid thich hop.

Khoéng dua, day bat ky vat nao vao 16 théng hoi hodc 16 mo
ctia thiét bi. Lam nhu vay cd thé gy ra hoa hoan hoic dién
giat do chap mach céc thanh phan bén trong.

Khong sir dung thiét bi ciia ban trong méi trudng am udt,
chang han nhu gan bon tam, bon rira hoac ho boi hoac trong
tang hAm am uot.

Khong lam db thirc dn hodc chat 1ong 18n thiét bi cta ban.

Trong trudng hop 1am d6, dé vé sinh thiét bi, hdy tit may,
ngit két ndi thiét bi khoi ngudn dién. Vé sinh thiét bi bang
vai mém tham nude. Khdng sir dung chit long hodc chét tay
rira dang xit Vi chling ¢ thé chira cac chat d& chay. Lam kho
truée khi khoi dong lai thiét b

Vé sinh man hinh bang vai mém, sach. Thidm nudc vao
vai, sau d6 vudt vai trén man hinh theo mot hudng, di
chuyén tir trén xudng dudi man hinh. Nhanh chéng loai
b6 d6 am khoi man hinh va giit cho man hinh kho réo.
Tiép xuc 1au dai véi d6 am 6 thé 1am hong man hinh,
Khong sir dung chét tay rira cira s6 thwong mai dé vé sinh
man hinh.
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can).

Khi may c6 hién twong néng bat thuong & khu vue pin, can
tat may dé pin giam nhiét do va kiém tra, thay pin moi (néu

viéc st dung lién tuc.

Khi khong st dung may tinh, hdy tit may tinh hodc dwa
vao ché do ngu ciia may tinh dé giam nguy co chay no tir

Tat may va r(t phich cam ciia may tinh dé ban khi khdng
str dung trong mot thoi gian dai.

xuat

Doc k§ hudng dan va khuyén céo sir dung ciia nha san

Quy tic dam bio an toan lao dong

Chon va diéu chinh ban

ghé khi ngdi 1am viéc véi

may tinh

bam bao khuyu tay ctia ban

thang vai, vudng goc voi

mat ban, cang tay duoc tha
16ng trén bé mit 1am viéc khi lam viéc trén
may tinh.

DPam bao ban chan dit phang trén san hoic
dau goi cao hon héng mét chit. Ban ¢ thé
str dung vat ké chan dé dam bao noi dung
nay.

Giir lung thing hodc str dung ghé c6 tua
lung dé ho tro cot song cia ban. Ghé tua
lung c0 thé diéu chinh d6 nghiéng phu hop
dé ban c6 thé tim duoc vi tri thoai mai nhat.
Mit ban bang phang, du rong dé dit dugc
cac bd phan can thiét cia may tinh va cac
vat dung can thiét khac (néu can)

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

DPam bao ban 1am viéc gon gang, cung cp
du khdng gian dé ban c0 thé di chuyén tay

Chon va dat man hinh may tinh

DPat man hinh trén bé mit
phang, trudc mat nguoi dung.

Phan trén cing ctia man hinh

phai ngang tim mat hoc ngay
dudi tam mat, dam bao ban khéng gap co,
cong cb hodc cli cam khi nhin vao man
hinh

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

Luya chon khoang cach gitta ban va man
hinh phu hop véi thi Iyc cta ban va kich
thudc man hinh

Néu str dung may tinh xach tay, hdy nang
may tinh I&n sao cho phan trén man hinh
ngang tam mét dé dam bao ban ¢ thé giir
dau va vai ¢ tu thé thoai mai (khdng nén ci
ngudi hodc nhin xuéng). Ban nén sir dung
ban phim va chudt riéng trong truong hop
str dung qué lau.

Ban phim va chudt may tinh dat cung trén
mit phing, ngay trude mit dam bao hd tro
t6t cho cang tay khi str dung may tinh
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va chan thoai mai. Tranh dé cac vat cling Chudt nén dat song song voi ban phim va

hodc sac nhon gan khu vuc di chuyén gitr ca hai canh tay gan véi co thé dé tranh
thuong xuyén cua tay va chan. cang ¢ va vai.

Pam bao anh sang khi lam roi Nghi ngoi va tap thé duc thuong xuyén

bam bao khu vuc lam viéc cua ban dugc di | Thuong xuyén nghi giai Iao ngan dé roi
anh sang. Vi tri cho ngoi nén gan ctra s6 khoi ban lam viéc va co ging thay doi tu

Pam bio 4nh sang khdng gay chéi hofic the sau m6i 30 phut.

khong bi phan chiéu qua man hinh “may Tim nhirng céch tich cuc hon dé ting cuong
tinh, diéu nay c6 thé gay hai cho mat. van dong trong ngay nhu

bat may in, may quét, may photocopy va
thung rac cach xa ban lam vigc dé ban c6
thé di bo dén chd ching.

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

Bai 14.2: Cac luu y str dung dién thoai dung cach, an toan
Str dung dién thoai di dong dung cdch va an toan la rat quan trong dé bao vé strc khoe
va tranh céc rai ro khdng dang ¢, sau day 1a mot sd Iuu ¥ chung

Quy tic dam bao an toan dién

Khong cam qua nhiéu thlet bi vao cung mot 6 cam hodc sir
dung 6 cdm c6 cong suat khdng du . Biéu nay c6 thé dan dén
tinh trang qua tai ngudn dién, 1am hong cac thiét bi dién, bao
gom dién thoai.

Nén str dung sac va day sac chinh hdng duoc ban cung
thict bi. Tranh str dung sac khong phai cia may hoac day
sac hong hoc.

Pam bio rang tat ca day dién va cap két ndi déu khong bi hu
hai, ran nit hoac bi ldo héa.

Tranh sac qua dém. Viéc sac lién tuc trong thoi gian dai
cé thé lam giam tudi tho pin.

Khong sac dién thoai khi dang str dung. Khi ban str dung
dién thoai trong khi sac, thiét bi c¢d thé tré' nén ndng hon do
ca hai qua trinh sir dung va sac cing dién ra, nhiét do cao co
thé 1am giam tudi tho pin va gay hai cho cac linh kién bén
trong. Pong thoi, sac dién thoai khi dang sir dung 6 thé lam
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tang nguy co dién giat gay anh huong dén tinh mang, dic
biét néu ban st dung b sac khdng chinh h@ng hodc bg sac bi
héng.

Tranh sac dién thoai & noi am uét. Sac dién thoai & noi
am uot, chang han nhu trong phong tim hoic gan bé boi,
c6 thé dan dén dién giat, gay thuong tich nghiém trong.
Hoic nude ¢6 thé xam nhap vao cac cong va khe ho cua
dién thoai va bo sac, gay ra doan mach va lam hong cac
linh kién bén trong.

Tranh dé dién thoai tiép xUc tryc tiép voi 4nh ning mat troi
hozc c4c ngudn nhiét. Anh nang mit troi 1am ting nhiét do
ctia pin, khién céc phan tmg hoa hoc bén trong dién ra nhanh
hon va manh mé& hon binh thuong. rong truong hop qua
nhiét, pin co thé bi phdng Ién, tham chi gay chay nd, gay
nguy hiém cho nguoi diing va c4c thiét bi xung quanh

Mot s6 “meo” khi sac dién thoai

Ludn giit pin & muc tir 30% dén 90%.

+ Chi sac pin lai khi da giam xudng dudi 50%.

+ Hay ngit sac khi vira cham dén 100%

+ Nén sac ngay khi dién thoai béo duci 20%, tranh dé pin
can kiét, sap ngudn roi mai sac

Nén tit ngudn khi pin yéu chua kip sac

Meo kéo dai tudi the | Tit tmg dung, Bluetooth, WiFi dé sac nhanh hon

pin di¢n thoai Tbi wu hda qué trinh sac pin. Vao muc Cai dit roi chon pin
va bat Tinh trang Pin, chuyén sang ché d6 Sac pin t6i uu
hoa.

Bat Ché d6 ngudn dién thp (néu cd)
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Lay dién thoai ra khoi nuée cang nhanh cang tht
Nhanh chéng tim céch tit ngudn dién thoai ngay 1ap tirc

Thao roi mot sb bo phan cé thé: i) Thao nip lung va lay pin
ra khoi may ngay 1ap tirc, ding khan mém kho dé lau pin,
sau d6 dé ¢ noi thodng mat cho pin nhanh khé; ii) thao
SIM, thé nhé ra khoi may

Lau kho bén ngoai: Dung khan mém, kho dé lau sach nuée
Meo xir ly dién thoai | tran pa mat dién thoai. Tranh cha xat manh.
khi bi nwéc xam

nhip HGt am cho thiét bi: dung thiét bj chuyén dung dé hit 4m

hozc cac cach hit Am nhu dit dién thoai vao trong bao gao
hoic silica; Str dung may sy toc (& ché do lanh) dé Hudng
ludng khi lanh vao cac khe, cong két ndi dé 1am kho. ..

Kién nhan cho doi: Sau khi thyc hién cac budc trén, hdy dé
dién thoai ¢ noi khé rdo trong khoang 24-48 gio.

Quy tic dam bio an toan khi sir dung

Tuyét doi khong sir dung dién thoai khi dang lai xe

Hanh vi dung tay dé sir dung dién thoai khi dang ai xe sé bi
phat:

+ Phat tién tir 2.000.000 dong dén 3.000.000 dong doi vi
ngueoi diéu khién xe 6 0 hodc Cac logi xe twong tu Xe t0 t0; fr
800.000 dong dén 1.000.000 dong doi véi nguwoi diéu khién xe
Mo to, xe gan MAy (ké cd xe may dién), CAC logi Xe twong tw Xe
MO td VA CAC logi Xe tuwong tir Xe gdn May

+ Hinh thite xit phat bé sung: Bi twée quyén sir dung Gidy phép
lai xe #ir 01 thang dén 03 thang hodc Bi tudc quyén sir dung
Gidy phép lai xe #ir 02 thang dén 04 thang néu thue hién hanh vi
Vi pham gay tai nan giao thong.

Han ché sir dung & noi nguy hiém

Vi du nhu khi dang di bo qua duong, lam viéc ¢ noi o
nhiéu may maoc, dac biét la trdnh str dung dién thoai ¢ khu
vuc Cay xang.

Phat cdnh C&0 hodc phat tién tir 100.000 dong dén
300.000 dong doi véi hanh vi mang diém, bdt lira, dién
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thogi di déng, nguon lira, nguon nhiét, thiét bi, dung cu
sinh liza, sinh nhiét vao nhitng noi ¢b quy dinh cam.

Phat tién tir 3.000.000 dong dén 5.000.000 dong doi véi
hanh vi sir dung nguén lira, nguén nhiét, dung cu sinh lia,
sinh nhiét hodc CAc thiét bi dién, dién tir & nhitng noi o
quy dinh cam.

Sir dung mit khau manh dé khoéa man hinh dién thoai

Dién thoai di dong cho phép ban tuong tac, sir dung nhiéu dich
vu nhu mua sam, ngan hang, dich vy cong... va c6 chirc ning
lru dang nhap va mat khau ding nhap dé thuan tién cho cac lan
dang nhap tiép theo. Ban can phai khoa thiét bi dién thoai bang
ma PIN hoic Pattern (mot hinh v& dugc tao bang cach ndi cac
diém trén man hinh theo mot thir ty nhat dinh) dé bao vé thiét bi
cua ban khoi Cac truy cap trai phép cta ngudi kKhac.

Can trong véi viée tai xuong cac img dung trén kho
hodc x6a mdt so wng dung ty dong tai xuong thiét bi
cia ban

Rat nhiéu tmg dung hién nay dugc phét trién dé danh cap
dir liéu c& nhan cua ban, gay hai cho thiét bi ctia ban. Hay
can trong véi Cac ing dung yéu cau ban nhap ma PIN hoic
cac thdng tin ca nhan. Ban nén chi tai vé cac tng dung co
ngudn tin cdy nhu tng dung trén kho tng dung chinh thc,
kiém tra danh gia cua ngudi ding (s sao dugc danh gia)
dbi voi tmg dung va y kién ctia nguoi ding.

Cip nhat hé diéu hanh va phan mém cai dit trén thiét bi
Céc nha phat trién hé diéu hanh va phan mém s& cap nhat, chinh
sira CAC 16 hong bao mat dé nang cap tinh ning va bao vé ngudi
dung so véi cac phién ban trudc

Tranh diang nhap vao cac wng dung quan trong nhw
thanh todn, mua sam... khi truy cap vao mang Wifi
cong cong

Wi-Fi c6ng cong tiém an nhiéu rai ro bao mat. Khi két nbi
v6i mang Wi-Fi cdng cong, ban dang chia sé két nbi
internet v&i nhiéu ngudi khac. Diéu ndy tao co hdi cho tin
tic loi dung dé tin cong, truy cap va danh cip thong tin
ban str dung dé ding nhap vao tng dung hodc lira ddo.
Hay str dung mang 4G/5G: Néu c6 thé, hay st dung mang




Pam bao an toan trén Internet MO — PUN 14

di dong 4G/5G dé thyc hién cac giao dich truc tuyén quan
trong.

Lubn canh giac véi cac cude goi, tin nhin, email la, dic biét
|a nhirng truwong hop yéu cau cung cap thong tin ca nhan
hoac tai chinh

Tuyét dbi khdng cung cap thdng tin c& nhan, mat khau, ma OTP
qua dién thoai, tin nhin, email... cho nguoi khac.

Hay két thic cudc goi va Goi lai sé dién thoai chinh thire dé xac
minh théng tin khi nhan duoc cudce goi la

Luu y:

- C4c co quan chinh quyén, ngan hang, cac 6 chire uy tin sé
khéng bao gio yu cdu ban cung cdp thdng tin ca nhan (sé
CCCD, mdt khau, ma OTP xac thuc) qua dién thoai, tin nhdn,
email.

- Néu nghi ngo, hay lién hé truc tiép dé dwoc hé tro va gidi ddp.

Kiém tra ky cac dwong link

Trude khi nhn vao bat ky dudng link ndo do nguoi khac
giri dén, hay kiém tra k§ dia chi URL dé dam bao d6 la
trang web chinh théng.

Khoéng chuyén tién cho nguoi la: Khdng chuyén tién cho bat
ky ai ma ban khong quen biét hodc khdng co co s tin tuong.




Pam bao an toan trén Internet MO —DPUN 14

BAI 2: QUY TAC PAT MAT KHAU

Mt khau gilp bao vé thong tin c& nhan, tai khoan truc tuyén cia ban khoi nhiing ngudi
khéc. Dé ngin nhimng ngudi khac, dic biét 12 tin tic, pha mat khau va xdm nhap vao nhiing
thdng tin c& nhan, ban can dat mat khau manh. Sir dung mat khau manh va giit ching an toan
la diéu quan trong v4i su an toan va riéng tu ctia ban khi tham gia vao mai trudng so.

Cé4ch tin tic c6 dwoc mat khau

e DO mét khéu;

e Doan mat khau;

e Hinh thirc tin cong phi k§ thuat.
VD: Giri email/tin nhdn, yeu cau dang nhdp vao tai khoan qua mét dwong link gid
mao

Quy tic dit mat khau

e Khong qué ngan, it nhat 12 ky ty nhung c6 14 Ky tu tré 18n s& tot hon;
e Két hop chir hoa, chir thuong, s6 va biéu tuong;

o Khac biét so véi cac mat khau da dat trude do.

Vi du: Trexanhxanhtubaogio!l

e Trénh sir dung céc tir pho bién hodc cac thong tin lién quan dén ca nhan cta ban

trong mat khau, vi du nhu tén, ngay sinh nhat hoic qué quan.
e Khong nén str dung chung mot mat khau cho nhiéu tai khoan.
e Khong nén str dung mot mat khau trong nhiéu nam.
e Khi ban ding nhap vao tai khoan, hdy dam bao ban dang xuat khi da hoan thanh

viéc va khdng luu théng tin dang nhap cta ban trén may tinh cong cong.

Meo:

Lua chon Cac tir/cum tir, cAu hét, cau tho hoac cum tir cO y nghia véi chi riéng ban va
ghép chung lai véi nhau.

------‘,

Vi du: NuocnonVietNamtavungbenl@
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BAI 3: BAO VE DU LIEU CA NHAN VA QUYEN RIENG TU TREN
INTERNET

Quyén riéng tu 1a kha niang kiém soat nhimng gi nguoi khéac biét vé minh, hay noi mot
cach don gian la cach chling ta xtr Iy thong tin ve ban than. Cac thong tin nay c6 the
bao gom danh tinh, hoat dong, so thich, thoi quen va cac khia canh khac trong cudc
song

Khi thuc hién cac hoat dong trén Internet, ban c6 thé dang tiét 16 thdng tin ca nhan
cua minh — thir ma nhitng nguoi khac c6 thé dung dé xam pham quyén riéng tu clia
ban. C4c thdng tin ny c6 thé 1a cac théng tin nhu: Ho va tén, ngay sinh, dia chi nha/noi
lam viéc, email...

Vi du: Khi mua sdm truc tuyén, ban c0 thé sé phdi cung cdp thdng tin vé thé tin dung
va dia chi nha cho cac don vi cung cdp dich vu.

Céc trang mang thuong cung cdp dich vu mién phi dé dugc ghi lai nhirng gi ban 1am,
bao gom:

- Nhitng thong tin ban tim kiém trén trang cta ho;

- Nhirng bai dang, hinh anh ban dang tai hodc twong tac trén mang xa hoi;

- Nhitng san pham ban mua/luét xem;

Vi sao can bao vé thong tin ca nhan khi sir dung Internet:

- Nhitng thdng tin vé& ban xuit hién trén Internet tao nén danh tiéng va hinh anh cua
ban trén Internet;

- Khi thdng tin ca nhan cua ban - bao gdm ca thdng tin nhay cam — xuat hién trén
Internet, nhitg ké x4u co thé st dung ching dé thuc hién cac hanh vi pham t9i, nhu
gia mao ban, mo thé tin dung, thé ngan hang hoic c6 thé quy rdi, tong tién ban. .

Cach bao vé quyén riéng tw ca nhan trén internet

1 Tai liéu hudng dan day hoc k¥ ning s6 va an toan Internet danh cho gi4o vién, Meta, VNIES, Vietnet-ICT
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Khi chia sé thong tin, khong nén
chia sé nhiéu hon mirc can thiét

- Khodng dang tai nhimg néi dung ma ban khong
muon cong khai;

- Han ché chia sé céc théng tin chi tiét nhu dja chi
nha/noi lam viéce, so dién thoai;

- Gilr bi mat c&c thong tin nhu tén dang nhap va mat
khau tai khoan, tai khoan ngan hang...

- Khi dién c4c biéu mau, chi nén nhap cac thong tin
bat budc — thuong dugc dugce danh dau bang dau

*);

Kiém tra cac cai dit tng dung
trén cac thlet bi k¥ thuat so ctua
ban. Hay can than khi cho phép
ung dung truy cap camera (may
anh), micro (mic), vi tri...

Ban ¢0 thé xem lai quyén ban da
cap cho #mg dung trén dién
thogi di dong thdng minh cua
ban trong muc “Cai dat”

- Nén cho céc tng dung truy cip cac quyén lién
quan den ching nang cua ching. Vi du, tmg dung
thoi tiét chinén co quyén truy cap vi tri, khdng nén
cap quyén truy cap danh ba;

- Nén can nhic thay d6i quyén trong timg dung thanh
“khi dung ung dung” thay vi “luén lu6n”;

- Néu khong con nhu cau sir dung tng dung, nén
x0a no khoi thiét bi cua ban.

St dung ché d6 an danh hoic
riéng tu khi str dung trinh duyét

Khi str dung ché d6 an danh hoac riéng tu:

- Trinh duyét khéng luu trir thong tin ban truy cap
trén internet;

- Cac trang mang tam thoi khong nhan ra nguoi st
dung;

Luuy:

- Nha cung cap dich vu Internet ctia ban van c6 thé
biét ban dang truy cap & dau trén Internet;

- S6 luong quang cao ¢ thé giam di.

Cach str dung ché d6 an danh hoic riéng tu trong
trinh duyét:

- Chrome: Nhip vao dau ( ¢ TOy chinh va kiém
soat Google Chrome) ¢ goc trén cung bén phai man
hinh > Nhip vao cta s6 an danh méi

F=9

o

Cilta =8 An danh mdi Ctrl+Shift=M
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- Safari: Nhap vao biéu tugng Tab & goc phai

man hinh > Chon tab Riéng tu

- Microsoft Edge: Chon vao logo Microsoft Edge
tac vu > Chon Cira s6 riéng tu maéi

St dung két ndi an toan

Mang Wi-Fi cong cong khéng ¢6 mirc d bao mat
gidng nhu & nha va kém an toan hon. Vi vay, nén
han ché sir dung Wi-Fi cong cong dé nhap thong tin
ca nhan, vi du nhu thdng tin lién quan dén tai khoan

ngan hang.

~

Meo:
- Hay giit kin mat khau;

- Lubn cép nhat hé diéu hanh;

4
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1
1
1
1
1
1
1
1
1
1
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1
1
1
1
\
\

O -

______________________________________________________________________

- Lubn cap nhat phan mém va thiét bi;

- Chi cung cap thdng tin cho nhirng trang mang uy tin (trong thanh dia chi, ¢4 hién
thi https:// hoic biéu tugng 6 khoa)

-
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BAI 4: PHONG TRANH LUA PAO TAI CHINH TREN MANG

Lira dao 1a cac hanh vi gian 1an c6 thé duogc thyc hién véi muc tiéu Lira tién, Lira dao
tinh cam, hodc danh cap thdng tin bi mat. Lira dao truc tuyén dién ra trén méi trudng
Internet. Hanh vi lira dao cd thé duoc thuc hién theo nhiéu phwong thirc khac nhau,
thong qua cac img dung hen ho truc tuyén, email, cac trang web, mang x& hoi, dién thoai
va tham chi ca tin nhén van ban.

Lira d4o tai chinh nham lira tién va tai san ciia nguoi khéac.

Mot s6 hinh thire lira ddo tai chinh phd bién va ddu hiéu nhan biét

Hinh thire Ira
dao

Dau hi¢u nhan dién

Bién phap phong tranh

Gia mao C4c trang
thong tin dién tr
co quan, doanh
nghi¢p (BHXH,
ngan hang...)

Tao trang web c6 giao dién gan
gidng trang web cua co quan,
doanh nghiép dé nguoi ding
nham tuong la trang web cua
don vi cung cap. Sau dé guri tin
nhan gia mao thuong higu véi
ndi dung yéu cau ngudi ding
phai truy cap vao lién két gia
mao nay dé: Cung cip thong tin
ca nhan (nham danh cap dir liéu)
hoac ngay khi nguoi dung truy
cdp C4c website, ndy s& xuét
hién nhitng canh bao, de doa
hoac c&c chuong trinh tring
thuong dé du dd ngudi ding
truy cdp dén nhimng website
khong an toan khéc.

- Str dung trinh duyét an toan, co
tinh nang bao mat cao (Google
Chrome, Mozilla, Firefox va
Safari thuong c6 co ché bao mat
tich hop gilp ngan chan truy cap
vao trang web doc hai);

- Kiém tra két ndi an toan:
Duong din URL trén thanh dia
chi cua trinh duyét phai duoc
bit dau bang “https://” va co
mot biéu tuong 6 khoa la mot
d4u hiéu an toan:

- Can than véi cac duong lién
két va stir dung cac phan mém
bao mat cho thiét bj ciia ban;

- Canh gi4c va han ché cung cap
théng tin c& nhén trén céc trang
web khéng xac dinh;

Combo du lich gia
ré

Lam gia website/fanpage cua
cong ty du lich uy tin, sau do:

- Pé nghi dit coc tour du lich gia
ré, dich vu lam visa (thi thyc),

- Tim hiéu ky théng tin vé d6i
tugng/dai 1y cung cdp dich vu
du lich;

- Canh gi&c véi cac combo du
lich gia qua ré (ré hon 30-50%
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Mot s6 hinh thirc lira ddo tai chinh pho bién va dau hi¢u nhan biét

Hinh thire Ira
dao

Dau hi€u nhén dién

Bién phap phong tranh

vé may bay,... roi chiém doat sb

tién da dat coc;

- Sau khi khach hang chuyén
khoan thanh toan dich vu, cac
d6i tuong s& chan lién lac va xda
dau vét.

S0 vai gid thi truong); than trong
v6i c4c yBu cau dit coc gitr chd;
- Chél y dén cac dau hiéu
website/fanpage gia mao.

Ltra ddo cudc goi
video Deepfake

Cac d6i twong st dung cong
nghé tri tué nhan tao (AI) dé tao
ra nhitng video hodc hinh anh
gia, sao chép chan dung dé tao
ra cac doan video gid nguoi
than, ban bé d¢ thuc hién cac
cudc goi ltra ddo tryc myén, yéu
cau chuyén tién. Mot sb dic
diém cta cac cudc goi ndy:

- Thoi gian rat ngin;

- Khuon mit ngudi goi thiéu
cam XxUc, khdng tu nhién, hoac
huéng cta co thé va dau khéng
nhat quén véi nhau. ..

- Mau da coa nguoi goi bét
thuong, anh sang va bong do
khéng hop ly;

- Am thanh khéng khép véi hinh
anh; chat luong hinh anh, video
kém, chap chon;

- Cudc goi bi ngat giita chimg
(Dbi tuwong thuong ding ly do
mat song, song yéu)...

Binh tinh xac minh thong tin:

- Lién lac tryc tiép véi nguoi
than, ban bé qua mdt kénh khac
dé xac nhan lai thong tin;

- Kiém tra k¥ so tai khoan yéu
cau chuyén tién. Néu 13 tai
khoan la, tot nhét khong nén tién
hanh giao dich.
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Mot s6 hinh thirc lira ddo tai chinh pho bién va dau hi¢u nhan biét

Hinh thire Ira
dao

Dau hi€u nhén dién

Bién phap phong tranh

Lira dao tuyén
dung CTV online

Lira tuyén cong tac vién "viéc
nhe luong cao" - gia mao cac
trang san thuong mai dién tir
nhu Tiki, Shopee, Lazada va cac
thwong hiéu 16n dé chiém doat
tai san cua cac nan nhan va:

- Yéu cau tam ung tién dé bét
dau cong viéc;

- Y&u ciu cung cap thdng tin vé
thé tin dung, ngan hang. ..

- Lubn canh giac va khong chia
s¢ thdng tin nhay cam véi bat ky
ai;

- Kiém tra théng tin cong ty
tuyén dung, hop dong hoic thoa
thuan cong tac,...

Rao ban hang gia
hang nhai qua san
thuong mai di¢n
tor

- Ban hang gia qué ré;

- Thiéu thong tin chi tiét vé san
pham;

- S6 lwong gi6i han va dit ap luc
mua hang Ién nguoi mua;

- Panh gid mua hang khéng tu
nhién (Nhan xét tich cyc qué
mtc);

- Phuong thirc thanh toan khong

an toan (Khong thanh toan qua
san TMDT);

- Can nghién ctru, danh gia can
than vé: thong tin sin pham,
ngudn gbc nguoi ban, y kién
nguoi da tirng mua hang...

*Pé biét thém va cdp nhdat lién tuc cac hinh thire liva ddo phé bién, vui long xem thém
tai: https://khonggianmang.vn/
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- Ludn canh giac khi ai d6 dua ra cc thong tin tac dong dén tdm 1y nhu yéu cau
ban phai hanh dong vi mét ly do khan cép, mét khoan loi nhuan bat ngd kho tin,
mot hoan canh kho khan can giap da,...

- Ludn xac minh cac thong tin trude khi hanh dong va can trong khi ¢6 y dinh
truy cp vao cac lién két, cac tép dinh kém hay hinh anh tir cac nguon khong xac
dinh.

- Ludn canh giac khi cung cép thong tin c4 nhan, dic biét 1a cic thong tin nhay
cam nhu thé ngan hang, cac tai khoan email, mang xa hdi,....

- Chan, bao cao cac tai khoan cua ké Itra dao.
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BAI 5: PHONG TRANH LUA PAO TINH CAM TREN MANG

Dau hiéu nhan dién

K¢ lira dao thudng tao mot hd so gia mao, str dung hinh anh ctia ngudi khéc dé tao
mot ho so dep, hoan hao nham thu hit moi nguoi.

Ké lira ddo s& xay dung mot mdi quan hé tinh cam gia bang cach tan tinh, chia sé
cau chuyén cam dong, bay to tinh cam mot cach ménh liét.

ban roi khoi tng dung hen ho dé trd chuyén qua tin nhian hodc email.

Ké lira dao c6 thé hen gap mat, nhung sau do lai htty hoac tim cach tri hodn vi mot
ly do nao @6 dé c6 thém thoi gian thue hién cac y do xau.

@ Ké lira ddo thudng tranh dé lai ddu vét trén ho so truc tuyén cua minh, vi vay sé ép

Ho c6 thé yéu cAu ban chuyén tién, tang qua hoac thuyét phuc ban dau tu dé lira dao
tai chinh. Hodc mot so truong hop khac, ké lira dao dan du nan nhan giri hinh
anh/video nhay cam dé sau nay de doa, tong tién.

Pé tranh tré thanh nan nhan ciia lira dao tinh cam

- Nén cham lai: Luén giir canh giac va khéng qua nhanh tin tuéng vao mot nguwoi ma ban méi gap
gua mang xa hoi hoac cac nén tang truc tuyén khac.

- Hay hét strc can trong trong viéc chia sé cac thong tin c& nhan nhu thong tin lién lac, dia chi, va
cac hinh anh nhay cam. Néu dé 16 c4c thdng tin nay c6 thé s& gip mot s6 nguy hiém nhu bi lam

phién, tong tién, bit coc hodc theo ddi.

- Néu nhu ban cam thay khdng thoai mai khi tro chuyén véi ai d6 trén méi truong truc tuyén, ban

c6 thé str dung cac tinh ning chin, huy két ban. Hay bao co bat ky tai khoan nao yéu cau ban
chia sé thdng tin ca nhan ma c6 thé xam pham quyén riéng tu, su an toan hay bao mat ciia ban

hodc bat ky ai ma ban cam thiy dang ngo.

M@t vai goi y khi ban quyét dinh gip gé ai d6 ban quen truc tuyén:
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- Ban nén chia sé ké hoach gap gd, théng tin cho nguoi than hay nhitng ngudi ma ban cam thay
dang tin cay.

- Néu ¢ thé, hay str dung tinh ning chia sé dinh vi/vi tri qua céc thiét bi di dong dé d& dang nhan
duoc tro gilp khi gap su cb.

- Nén chon diém hen ¢ noi cdng cong, 6 nhiéu ngudi xung quanh; tot nhat 1a nén tim hiéu vé dia
diém gip trudc cudc hen.

- Ban nén chu dong trong viéc phuong tién di lai d¢é khéng phu thudc vao dbi phuong va chic
chén dién thoai di dugc sac pin déy du, dam bao lién lac vai nguoi than ctia minh.

- Trong budi hen, hay ludn can trong khi diing nuéc udng, d6 an hoic cac chat kich thich va dic
biét luu y khi chia sé bat cir thdng tin ca nhan nao.

- Nhanh chéng két thiic cudc hen va trd vé& nha néu cam thay ¢ ddu hiéu dang ngd hodc dbi

phuong lam bét cir diéu gi khién ban cam thay kho chiu.
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Khi str dung céc thiét bi va dich vu sd ¢ thé gy ra mot sd van dé lién quan dén modi

truong sau day

Van dé Ban c6 thé lam gi?

Tiéu thu ning luong véi cong suat 16n

Phét sinh khi thai CO2 trong qua trinh

san xuat thiét bi va sir dung thiét bi

Gay 6 nhiém héa chét: Do qua trinh san
xuat 6 thé st dung nhiéu loai vat liéu va
hoa chat doc hai hodc qué trinh xir Iy rac
thai dién tir khdng dting cach cd thé giai
phong cac hoa chat doc hai vao mdi

truong

Téc dong xau dén mot sb loai dong vat

va hé sinh thai

Ban ¢0 thé tiét kiém niang luong va giam
lurong khi CO2 thai ra méi truong bang
mot s6 diéu chinh sau:

- Sir dung thiét bi dién tir hidu qua:

+ T4t thiét bi khi khdng st dung;

+ Giam tiéu thu dién nang man hinh:

e Diéu chinh d6 sang man hinh:
Giam d6 sang xudng mirc thip nhat
nhung van dam bao ban c6 thé nhin
rd noi dung hodc bat ché do tu
dong diéu chinh 4nh sdng man hinh
theo mdi truong xung quanh;

e Tat man hinh khi khong sir dung;

+ Bat ché do ché do tiét kiém pin cho thiét
bi;

+ Chuyén may tinh sang trang thai ngi;

+ Tat Wifi va Bluetooth néu ban khdng sir
dung dén chang. Wifi va Bluetooth tiéu
thu nang luong ngay ca khi ban khong st
dung ching;
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- Kéo dai vong doi st dung thiét bi so
bang cach tai ché, tan trang lai. Hay:

+ Stra chira thay vi vut bo;

+ Nang cap thay vi thay thé;

+ Tai s dung bang cach ban, ting hoic

quyén gop thiét bj ci.

Cach diéu chinh @9 sang man hinh va bat ché dé tiét kiiét kiém pin

Piéu chinh d9 sang man hinh

Céch 1: M6 trung tam diéu khién, sau d6

kéo “®- 1&n (dé tang d6 sang) va kéo xudng

(dé giam do sang)
H¢ dicu hanh 108 Céch2: Caidat > Man hinh & D¢ séng,
Pién thoai | (IPONE) sau d6 kéo thanh truot.

Bat ché d¢ tw dong thay d6i do sang man
H¢ diéu hanh Androi hinh dién thoai phU hgp véi moi truomg

Caidat > Man hinh & Do sang > bat ché

do Tw dong/D§ sang tu dong

Piéu chinh @9 sang
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Céch 1: Nhan phim ting d6 sang ~7~ hoic
phim giam d6 séang O

Céch 2:

+ Chon menuApple > Cai dit hé thong,
sau d6 bAm vao Man hinh  trong thanh bén.

May tinh | H¢ diéu hanh 10S (C6 thé ban can phai cuén xubng).

+ Kéo thanh truot Do sdng & bén phai dé diéu

chinh d6 sang ctia man hinh.

Bat tu dong diéu chinh @ sang

- Chon menu Apple > Cai dit hé thong, sau
d6 bam vao Man hinh  trong thanh bén. (C6
thé ban can phai cuén xudng).

- Bat “Ty dong diéu chinh dé sang” & bén

phai.

Piéu chinh d6 sang

Céch 1: Chon biéu twong [Ijl] & goc trai man
hinh > Expand > Nhap chon biéu tuong O
dé diéu chinh do sang;

Hé didu hanh Windows | Cach 2: Nhan phim Windows  trén ban
phim > Chon biéu twong {0t Settings (Cai

dat) (Hodc nhan t6 hop phim Window va

phim I trén ban phim dé mé Settings) >
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System > Display > Change brightness >
Kéo thanh trugt dé diéu chinh

Céch bat ché do tiét kiém pin cho thiét bi

Dé bat hoic tat Ché do nguén dién thép:

- Céch 1: Cai dat > Pin > Bat ché d6 nguon
dién thap;

- C4ch 2: Trung tam diéu khién. Mo phan Cai
dat > Trung tm diéu khién > TUy chinh diéu
khién, sau d6 chon Ché do ngudn dién thap dé
Heé diéu hanh 10S thém vao Trung tam diéu khién.

Dién thoai | Prone) Tai trung tm diéu khién, nhép chon bidu

twong Pin trén trung tam diéu khién dé bat Ché

d6 ngudn dién thap

Céch bat ché do tiét kiém pin:
Cach 1: Vao cai dat > Chon chirc nang lién
quan dén pin ( Cham sdc pin va thiét bi/Bao

tri thiét bi/ > Pin) > Bat tiét kiém pin

Hé diéu hanh Android ) L
Cach 2: Vuot man hinh tur trén xuong dé mo

rong thanh thdng béo > Chon biéu tuong tiét

kiém pin dé bat
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May tinh | 10S (Macbook)

Cach 1: Nhan phim Windows  trén ban
phim > Chon biéu tuongch Settings (Cai
dat) (Hodc nhan t6 hop phim Window va
phim 1 trén ban phim dé mé Settings) > Tai
thanh tim kiém, nhap tir khéa Battery (Pin)
Android > Tai cira s6 Battery, nhan vao cong tic dé

bat ché d6 tiét kiém pin;
Cach 2: Tai gdc trai man hinh, chon biéu

tugng Pin > Chon Battery
Settings (Cai dat pin) > Tai cira sb Battery,

nhén vao cdng tic dé bat ché do tiét kiém

pin;
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- Gilp ngudi hoc nhan biét va xt ly
mot s6 van dé k¥ thuat thuong gap khi Lo e
stt dung may tinh: - Cac 10i thuong gap trén may tinh;
- Nhan biét duoc céc diu hicu bét| | Xac dinh khoang cach vé nang lyc so.
thudng phd bién c6 thé xay ra trong
qua trinh str dung thiét bi, tmg dung.
Biét mot s6 k¥ thuat dé giai quyét tinh
hudng

Sau khoa hoc, ban cd thé:

- Sir dung céc thiét bi sé va Internet
mot cach an toan, ¢ trach nhiém véi

mOi truong hon;

- Ty nhan dién va giai quyét khi gip
mot s van dé ki thuat don gian
thuong gap

Ban nén chuén bi nhirng gi dé hoc tap tot nhat

- B6 may tinh day du c6 két ndi voi ngudn dién. Hay hoi don
vi t6 chtrc boi dudng tdp huin néu ban tham gia tap huan, boi
dudng truc tiép.

- Tai liéu hudng dan sir dung;

il

- But, gidy hodc s0 tai liéu (néu can)
- Thiét bi truy cap internet, hé thong nghe nhin (tai nghe, mic,

webcam...)
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BAI 1: CAC LOI THUONG GAP TREN MAY TINH

1 Tri€éu chung .
May tinh khéng bat nguon

Mo tal Ban c6 bat may tinh nhung khdng c6 bat ky phan ng nao tir may tinh

(quat khong quay, dén khong sang)

Nguyén nhan 1 Piéu nay thudng lién quan dén van dé vé nguon dién dau vao cia

may tinh

Cach khic phyc | 1. Kiém tra tat ca cac day cap va két noi dé dam bao moi thir déu an

toan.

2. Thtr gitr NGt ngudn trong mot phat dé xem liéu may tinh ¢ phan

g khdng. Ban ciing ¢6 thé thir thao pin (néu la may tinh xach tay,

pin c6 kha nang thao roi) hoac thao day céap, cam lai vao 6 cim dé

xem may c6 bat ngudn theo cach d6 khong.
Néu may tinh khéng Ién, hdy kiém tra nhitng van dé sau
Vin dé vé nguon dién:

« O cam dién: Kiém tra xem 6 cdm dién c6 dang hoat dong khdng
bang cach cam mat thiét bi dién khac vao 6 dé kiém tra hodc rit
c4c thi bi dién khéc ra khoi 6 dé dam bao 6 cam khong bi hong
hodc qua tai.

« Day ngudn: Kiém tra day ngudn xem c6 bi dut, gay hodc 1ong 1éo
& cac dau cdm khong. Thir thay thé bang mot day ngudn khéc dé
loai trir kha nang nay.

« Ngudn may tinh: Ngudn may tinh cd thé bi hong. Ban c6 thé thur
thay thé bang mot ngudn khac tuong thich dé kiém tra.

« Pin may tinh bi héng heic hét pin: c6 thé do nhiéu nguyén nhan:
i) ban da su dung may tinh trong thoi gian dai ma khéng sac, pin
c6 thé da can kiét hoan toan va khong du ning luong dé khoi dong
may: ii) Pin bi chai: Sau mot thoi gian sir dung, pin s& dan bi chai,
dung luong giam di dang ké va khong gitr dugc dién lau; iii) Pin
bi 16i: Pin c6 thé bi 15i do c4c yéu t6 bén ngoai nhu va dap, nhiét
do cao, hoic do qua trinh sac, xa khong ding cach; iv) Loi mach
sac: Mach sac trén may tinh c6 thé bi hong, khién pin khdng dugc
sac day hodc khdng nhan sac.

1
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Trudng hop nay, hdy tat may hoan toan va cam day sac hodc nho
k§ thudt vién thay the pin
Van dé vé nut nguon:

« NUt ngudn bi héng: Nt ngudn cd thé bi ket, 1ong hoic hong hoan
toan. Ban c6 thé thir ding mot vat nho, sach, khd (bang nhua, gd
hodc bang vat liéu cach dién) dé 4n truc tiép lai vao nit ngudn.
Tuy nhién, day 1a mot thao tac kha nguy hiém, nén can nhic k¥
trudce Khi thue hién.

Van dé vé bo mach chi:

« Bo mach chii bi héng: Pay la mot trong nhitng nguyén nhan phd
bién nhét khi may tinh khéng c6 bét ky phan tng ndo. Bo mach
cht ¢6 thé bi chay, chap mach hodc hong cac linh kién khac.

Luuy

« Khong ty y thao lap pin néu khdng c6 kinh nghiém: Viéc 1am nay
c6 thé gay hu hong céc linh kién khac trén may tinh.

« Chon mua pin chét luong: Nén chon mua pin chinh hdng hoic pin
ctia C4c thuong hiéu uy tin dé dam bao chét luong va do bén.

o St dung pin dung cach: tham khao ndi dung tai Mé-dun 14, bai 1

Tri¢u chung
Tiéng on lon tir may tinh

Mo ta

Ban c0 thé bat dau nghe thay tiéng kéu lach cach hoac tiéng nghién
16n tir may tinh cua minh.,

Nguyén nhan

Nguyén nhan chu yéu thuong dén tir quat tan nhiét, 6 ctng hodc CAc
linh kién khac hoat dong qué muec.

Quat tan nhiét:

- Bi b4m bui: Bui ban bdm vao canh quat 1am can tré qua trinh tan
nhiét, kl}ién quat phai hoat dong manh hon dé 1am mat. )

- Kho dau: Quat bi khd dau khién ma sat tang 1én, gay ra tiéng kéu.

- Hong hoc: Quat bi hong, bién dang hoic 1éch tryc.

¢ cling: n

- O cung co (HDD): O cting co hoat dong bang cach quay dia tir, tao
ra tiéng kéu lach cach. 7 i o

- Bad sector: Cac bad sector trén 6 clrng ciing c0 thé gay ra tiéng on
bat thudng.

Cac linh kién khac:
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- Card d6 hoa: Quat tan nhiét ctia card do hoa ciing c0 thé gay ra tiéng
6n khi hoat dong

- Nguon may tinh: Quat ngudn hoat dong quaé tai ciing ¢ thé gay ra
tleng on.

Cach khac phyc

Vé sinh may tinh (sau khi dam bao may tinh da duoc ngat hoan toan
khoi ngudn dién)
- Thao than may: Théo c&c tim bén cua than may dé dé dang vé sinh
bén trong.
- Lam sach quat: Sir dung choi nhé hoic binh khi nén dé 1am sach bui
ban bam trén canh quat va cac khe tan nhiét.
- Thay keo tan nhiét: Néu keo tan nhiét da kho, hay thay thé bang loai
keo méi dé dam bao hi€u qua tan nhiét t6t hon.
Kiém tra va thay thé linh kién:

- Quat: Néu quat bi hong, hay thay thé bang quat méi.
- O cimg: Néu 6 cung phat ra tleng kéu la va dir liu quan trong da
dugc sao luu, ban c6 thé can nhic thay thé bang 6 ctrng SSD dé giam
tiéng 6n va ting toc do.
- Card dd hoa: Kiém tra va thay thé quat tan nhiét caa card d6 hoa néu
can thiét.
Piéu chinh téc do quat.
- Str dung phan mém diéu khién quat: Mot s6 phan mém cho phép ban
diéu chinh tc d6 quay cua quat dé giam tiéng on. Tuy nhién, viéc giam
tbc d6 quat qua nhiéu cO thé gay ra tinh trang qué nhiét cho may tinh.
Thay doi vi tri dat may tinh:
- P4t may tinh trén bé mit phang: Tranh dit may tinh trén bé mit mém

nhu tham hodc dém, vi diéu nay c6 thé 1am ting tleng on do rung dong
- bat may tinh ¢ noi thodng mat: Tranh dat may tinh ¢ noi qua nong

hodc qua kin, vi diéu nay s& khién quat phai hoat dong manh hon dé
lam mat.

Céch phong
ngua

Vé sinh may tinh dinh ky: Nén vé sinh may tinh dinh ky 6-12 thang mét
lan dé dam bao may hoat dong 6n dinh va ém éi.

Khong dat vat nang 1én may tinh: Viéc dat vat nang lén may tinh c6 thé
gay ap luc Ién cac linh kién bén trong va lam tang tiéng on.

Sir dung phan mém diét virus: Virus va phan mém doc hai c6 thé lam
cho may tinh hoat dong qua tai, gay ra tiéng on.

Triéu ching
May tinh lién tuc bi treo
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Mo ta

Khi may tinh bi treo, man hinh s& ngumg phan hoi, chudt khong di
chuyén, ban phim khéng hoat dong va ban khoéng thé thuc hién bat ky
thao tac nao.

Nguyén nhén

Phan mém:
- Nhiém virus: Virus, phan mém doc hai 1am tiéu ton tai nguyén hé
théng, gay xung dot va lam treo may

- Qué nhiéu chuong trinh chay ciing lic: Viéc mé qua nhiéu ting dung
cuing luc 1am cho may tinh qué tai, dan dén tinh trang giat lag va treo
may.
- L3i phan mém: Ldi trong c4c phan mém hodc bo cai cd thé gay ra
xung dot va lam may tinh khéng 6n dinh.
- Cap nhat hé diéu hanh hodc phin mém khéng thanh céng: Qué trinh
cap nhat bi gian doan c6 thé gay ra 16i va lam may tinh treo.
Phin ctng:
- RAM thiéu: Néu RAM khdng du, méy tinh s& gap khé khan trong
viéc xtr Iy cac tac vu va dé bi treo.
- O cling bi 16i: Céc bad sector trén 6 ctng c6 thé gay ra 16i khi doc/ghi
dir liéu va lam may tinh treo.
- Quat tan nhiét bi bui: Quat tan nhiét bi bAm bui lam giam hiéu qua
lam mat, dan dén may tinh bi qua nhiét va treo.
- Céc linh kién khéc bi hong: Card do hoa, CPU, mainboard... bi hong
cling 0 thé gay ra tinh trang treo may.

Cach khac phuc

- Khoi dong lai may tinh: Déi khi, khoi dong lai may tinh c6 the giai
quyét dugc cac 16i tam thoi.
- Kiém tra va dong cac chuong trinh dang chay: Sir dung Task Manager
(Ctrl+Shift+Esc hogc Ctrl+Alt+Del) d¢ kiém tra va dong cac chuong
trinh khong can thiét.

- Quét virus: Str dung phan mém diét virus uy tin dé quét va loai bo
Virus.
- Cap nhat b cai: Bam bao cac b cai cia may tinh ludn duogc cap nhat
phién ban méi nhat.
- Tang dung lugng RAM: Néu RAM may tinh qué it, hdy nang cap dé
cai thién hiéu suat.
- V& sinh may tinh: Lam sach quat tan nhiét va cac by phan bén trong
may tinh de dam bao may dugc lam mat t6t.
- Kiém tra 6 cing: Str dung CaC phan mém chuyén dung dé kiém tra va
stra chita cac bad sector trén 6 cing.
- Cai dat lai hé diéu hanh: Néu cac cach trén khdng hiéu qua, ban co
thé cai dat lai hé diéu hanh.

Céach phong
ngua

- Thuong xuyén quét virus: Nén quét virus dinh ky dé bao vé may tinh.
- Cap nhat hé diéu hanh va phan mém: Ludn cap nhat hé diéu hanh va
cac phan mém khéc 18n phién ban méi nhat dé vé céc 16 hong bao mat
va cai thién hiéu nang.
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- Khdng m& qua nhiéu chwong trinh ctng luc: Chi mé nhitng chuong
trinh can thiét dé giam tai cho may tinh.

- Vé sinh may tinh dinh ky: Nén vé sinh may tinh 6-12 thang mot lan

dé dam bao may hoat dong 6n dinh.

- Sao luu dir liéu hoac st dung giai phap Iuu trir ddm may: Thuong
Xuyén sao luu dir li¢u quan trong dé tranh mat mat di liéu khi xay ra
Su CO

Tri€u chung
Man hinh xanh BSOD

Man hinh xanh (Blue Screen of Death - BSOD) Ia mot 16i nghiém trong
trén hé diéu hanh Windows. Khi gap 16i nay, man hinh may tinh s& dot
ngdt chuyén sang mau xanh dwong va hién thi mot sb théng tin k§ thuat
vé 16i. L&i BSOD thuong xay ra khi hé diéu hanh gdp phai mot 16i
nghiém trong khong thé tu khac phuc.

Nguyén nhan

Lbi phan ctng:
« RAM bi 15i: RAM khong tuong thich, bi hong hoic bi qué nhiét.
« O cimg bi 156i: Bad sector, 6 ctimg bi hong vat ly.
o Card d hoa bj 16i: Card do hoa qua nhiét, xung dot phan mém
hodc bi héng.
« Ngudn may tvl'nh khong 6n dinh: Ngudn cung cip dién khong dua
hodc khéng on dinh.
Ldi phan mém:
« Driver bj 16i hodc xung dot: Driver khong tuong thich hoic bi
101 c0 thé gay ra BSOD.
« Virus, malware: Phan mém doc hai c6 thé 1am hong hé thong
tép va gay ra 16i.
o Ldi hé diéu hanh: Li trong hé diéu hanh Windows.
. Cap nhat Windows khdng thanh céng.
Qué nhiét:
« May tinh qua nong do quat tan nhiét bi bui hoac hong.
« CPU hoic card d6 hoa qué nhiét.
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Cach khic phuc | Khéi déng lai may tinh: Doi khi, khai dong lai may tinh co thé gilp
giai quyét cac léi tam thoi. ) ’
Kiém tra cac ket noi: Pam bao tat ca cac day cap dugc cam chat.
Vé sinh may tinh: Lam sach quat tan nhiét va cac bd phan bén trong
may tinh dé dam bao may duoc lam mat tot.
Cdp nhdt bo cai: Bam bao cac bd cai cua may tinh ludn dugc cap nhat
phién ban mai nhat.
Quét virus: Str dung phan mém diét virus uy tin dé quét va loai bo virus.
Khoi phuc hé théng: Néu 16i xay ra sau khi cai dit phan mém méi, hdy
thir khdi phuc hé thong vé thoi diém trude do.
Cai dat lai Windows: Néu cac cach trén khong hiéu qua, ban c6 thé cai
dat lai Windows.

4 Tri¢u chung

Man hinh hién thi bi cit n,gfm hoac c6 d§ phan giai
thap

M0 ta

Khi man hinh may tinh hién thi bi cat ngan, mot phan hinh anh bi mat
hoac d6 phan giai thap, diéu nay c6 thé gay ra nhiéu bat tién trong qua
trinh str dung.

Nguyén nhan

Cai dat do phan giai khéng diing: DO phan giai man hinh duoc thiét
1ap khong phu hop véi kich thuéc man hinh hoic card dd hoa,

Driver card do hoa loi hodc khdng firong thich: Driver card do hoa ci,
bi 161 hodc khdng twong thich voi hé diéu hanh cé thé gay ra cac van
dé vé hién thi.

Céap két néi man hinh bj 16i: Cap VGA, HDMI hoic DisplayPort bi
hong, 16ng hoac bi oxi hoa.

Card do hoa bi 16i: Card d6 hoa qué nhiét, bi hong hodc xung dot véi
cac phan mém khac.

Léi hé dieu hanh: Lai trong hé diéu hanh Windows c6 thé gay ra cac
van dé vé hién thi.

Cach khac phuc

Kiém tra ket noi

- Pam bao cap két ndi gitta may tinh va man hinh duoc cam chic chan.
- Thtr thay thé cap két n6i bang mot cap khac dé loai trir kha nang cap
bi 16i.

Piéu chinh d6 phan gidi man hinh:

- Windows: Nhap chudt phai vao man hinh desktop, chon Display
settings, sau d6 diéu chinh d6 phan giai phti hop véi man hinh caa ban.
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- Cac hé dicu hanh khac: Cach thirc c6 thé hoi khac nhau, nhung ban
thudng c6 thé tim thay tly chon diéu chinh d6 phan giai trong phan cai
dat hién thi.

Cdp nhdt driver card dé hoa:

Truy cép trang web cta nha san xuat card db hoa dé tai vé va cai dat
driver méi nhéat.

Kiém tra nhiét do card do hoa:

Str dung phan mém chuyén dung dé kiém tra nhiét d6 card db hoa. Néu
qua nong, hay vé sinh quat tan nhiét va dam bao ludng khong khi luu
thdng t6t.

Khéi phuc cai dat méc dinh cia card do hoa:

Trong phan cai dit cta card db hoa, ban c6 thé tim thay tly chon khdi
phuc cai dat mac dinh.

Khoi phuc hé thong:

Néu van dé xuat hién sau khi cai dit phan mém méi, hay thir khdi phuc
hé thdng vé thoi diém trude do.

Cai dat lai Windows:

Néu céc céch trén khong hiéu qua, ban c6 thé cai dat lai Windows.

Trinh duyét Internet chdm hogic khdng phan hoi

Tri¢u ching

M6 ta

Khi trinh duyét Internet hoat dong cham, cac trang web tai cham, hinh
anh khong hién thi hodc thdm chi bi treo hoan toan, dicu nay gay ra
nhicu phién toai trong qua trinh str dung.

Nguyén nhan

Ket noi Internet kém:

- Téc do Internet cham do nha cung cap dich vu.

- Wifi yéu hoic bi nhiéu.

- Cap mang bij 16i.

Qud nhiéu tab mo:

- M& qué nhiéu tab cung ldc 1am tiéu ton tai nguy@n may tinh va gay
ra tinh trang cham.

Phan mém déc hqi:

- Virus, malware c6 thé 1am cham trinh duyét hodc tham chi chin két
ndi mang.

Trinh duyét 16i thoi:

- Phién ban trinh duyét cii c6 thé khdng tuong thich véi cac website
mai va gay ra 16i.

Cac phan mo réng trinh duyét:

- M6t s6 phan mé rong c6 thé gay xung dot hodc 1am cham trinh duyét.
May tinh qua tai:

7
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- RAM thap, 6 ctng day hodc quéa nhiéu chuong trinh chay cuing ldc c6
thé 1am may tinh cham lai.
Céach khic phuc | Kiém tra ket noi Internet:
- Khoi dong lai modem va router.
- Kiém tra cac két ndi mang.
- Sir dung mot thiét bi khac dé két ndi mang va kiém tra xem c6 van dé
v6i mang khong
Péng cac tab khong can thiét:
- Péng bét cac tab dang md dé giam tai cho trinh duyét.
Quét virus:
- Str dung phan mém diét virus dé quét va loai bo virus, malware.
Cdp nhdt trinh duyét:
- Kiém tra va cap nhat trinh duyét Ién phién ban moi nhat.
Tt CA4cC phan mé rng:
- T4t tam thoi c4C phan mo rong dé xem c6 phan mé rong Nao gay ra
van dé khong.
Xoa cache va cookies:
X6a cache va cookies cua trinh duyét dé loai bo c4c tép tam thoi c6 thé
gay ra xung dot.
Tang dung luong RAM:
Néu RAM may tinh qué it, hdy nang cp dé cai thién hiéu suét.
Vé sinh may tinh:
Lam sach quat tan nhiét va cac bo phan bén trong may tinh dé dam bao
may dugc lam mat tét.
Cai dat lai trinh duyét:
Néu cac cach trén khong hi¢u qua, hdy thir cai dat lai trinh duyét.
3 Triéu ching
Tiéng on 16m tir may tinh
M6 ta Ban c0 thé bat dau nghe thay tiéng kéu lach cach hoic tiéng nghién 16n
tir may tinh ctia minh.
Nguyén nhan Piéu nay thuong lién quan dén van dé vé nguon dién dau vao caa may
tinh
Cach khic phyc .
Céch phong ngtra .




Giai quyét cac van dé co ban MO - PUN 15

BAI 2: XAC PINH KHOANG CACH NANG LUC SO
1. K§ niing s6 1a gi?

K§ ning s6 6 thé hiéu 1a mot tap hop cac kién thic, ki nang va thai do gilp ban
tu tin, an toan, cé trach nhiém trong viéc sir dung cac thiét bi cdng nghé va céc ung dung
cong nghé dé kham pha, ap dung, sang tao trong moi hoat dong cua cudc song tur do6
nang cao chat luong cudc séng, binh dang hda nhap mot x4 hoi hién dai.

06 nhom k¥ ning s co ban can trang bi

2. Tai sao ky ning s6 lai quan trong?

Trong mot thé giéi ma cong nghé gin chit v6i cude sdng hang ngay, viéc khdng
6 k¥ niang s6 dong nghia véi viéc chlng ta bo 1& rat nhiéu co hoi trong cudc séng va
tham chi gia tang khoang cach tut hau.

Mot sb thiét thoi co thé gip phai néu khong str dung cong nghé:

- Thiéu thdng tin; khdng kiém tra, Xac thiee dwoc thong tin nhdn dwoc:

+ R4t nhiéu thdng tin hién nay déu duoc luu trir va chia sé truc tuyén. Néu khong

€6 k¥ nang st dung thlet vi va mot s6 k¥ nang s6 lién quan, ban s€ kho tim kiém duoc
nhirng thdng tin ban can cho hoc tap, 1am viéc va cudc sdng hang ngay.

+ Thong tin truyén miéng thudng dé bi sai 1éch, ban kho >gac thuc, kiém chung
duogc théng tin trong khi théng tin chinh thong da dugc cong bo cdng khai trén moi
truong Internet.

- Han ché trong giao tiép va két noi:
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Cac mang xa hoi, email va cac ung dung nhan tin di tro thanh cong cu giao tiép
pho bién. Khdng c0 k¥ nang so0, ban s& kho két noi vai ban bé, nguoi than va mo rong
moi quan he.

- Mat di nhiéu co héi viée 1am:

Ngay cang nhiéu cong viéc doi hoi img vién phai c6 ky nang sir dung may tinh
thanh thao. Néu khong co ky nang 50, ban sé& bi loai khoi nhiéu co hoi viéc 1am hap dan

hozc €6 nhiéu noi can tuyén nhimg ngudi ¢ trinh d6, kinh nghiém phi hop véi ban
nhung vi ban khdng c6 théng tin nén ban da bo 16.

- Kho khan trong viéc thuc hién cac giao dich dich vu cong:

Nhiéu dich vy cia co quan chinh quyér} da duoc cung cap truc tuyén qua mang
internet. Khong c6 ky nang so, ban sé gap nhiéu kho khan trong viéc thuc hién cac giao
dich nay.

- Khong thé tham gia vao cac hoat dong xa hoi, giai tri truc tuyén: hoc tap, kham
chita bénh va nhiéu hoat dong giai tri da duoc cung cap trén mdi truong Internet. Trong

do, nh1eu hoat dong rat hiru ICh dé nang cao ning lyc, kién thirc ca nhan duoc cung cap
mién phi. Khdng cd k¥ niang sd, ban s& bo 15 co hdi tw hoc va nhiéu trai nghiém thu vi.

Nhiéu qubc gia trén toan cau déu nhat tri cho rang nang cao ky niang s6 1a diéu can
thict dé dat dugc cac muc tiéu phat trién bén virng (SDGs) nham cham dut d6i nghéo,
bao vé hanh tinh va dam bao hoa binh va thinh vugng cho tat ca moi nguoi vao nam
2030.

3. Khoang cé4ch ky ning s 1a gi?

Khoang cach ky ning s6 1a sy chénh léch vé kha nang tiép can, sir dung va ung
dung cong nghé thong tin gitta cc ca nhan, nhém ngudi, to chirc hodc cac qudc gia. Noi
mot cach don gian, d6 1a khoang céch giita nhirng ngudi ¢ thé sir dung thanh thao cac
cong cu ky thuat so va nhitng ngudi chua hodc it €6 co hdi tiép can sir dung cong nghé.

Mot sb tac dong khdng mong mudn tir khoang céch ki nang sb
- Han ché co hoi: Ngudi ¢6 ki nang s6 thap thuong bi han ché trong viéc tim kiém
viéc lam, tiép can théng tin, tham gia vao cac hoat dong x& hoi.

- Gia tang bat binh dang: Khoang cach ky nang so lam gia tang bat binh dang xa
héi, tao ra mot 16p nguoi bi bo lai phia sau trong qué trinh phat trién.

- Han ché phat trién kinh té: Mot xa hoi c6 khoang céch k§ nang s 16n sé& kho thu
hat dau tu va phét trién kinh té.

4. Mt s6 cach dé ban cai thién k§ ning s ciia ban

Duéi day la mot s6 cach ma ngudi dan ¢6 thé ty minh cai thién k¥ nang so:

a) Tw hoc va khdm pha

- Hay tim kiém cac tai nguyén hoc tryc tuyén: C rat nhidu khéa hoc mién phi hoic
cé phi trén cac nén tang, ban c0 thé tim kiém cac khoa hoc phu hop véi trinh d6 va nhu
cau va kha nang cua cua minh.
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- Tham gia cac cong dong truc tuyén

- Thyc hanh thuong xuyén: Cang thuc hanh, ban cang thanh thao. Hay thir ap dung
nhirng kién thirc da hoc vao cudc song hang ngay.

b) Tim kiém s hd tro
- Hoi nguoi than, ban be va nhimg nguoi xung quanh: Néu ban ¢6 ngudi than, ban

be am hiéu vé cong ngh¢, hdy dung ngan ngai nhd ho gilp d& hodc ban 6 thé dé nghi
t6 cong nghé s cong dong hd tro..

- Tham gia céc 16p hoc: Nhiéu co quan, don vi t6 chire céc khéa boi dudng, néng
cao k¥ nang so va nang luc ti€p can, hdy xap sép thoi gian tham du.

¢) Thay ddi thoi quen
- Danh thoi gian cho viée hoc: Hay danh moét it thoi gian mdi ngay dé hoc hoi vé
cong ngh¢ moi.
- Su dung cong nghé trong cudc song hang ngay: Hay cb ging sir dung C4c ting
dung, phan mém trong cudc sdng hang ngay dé 1am quen véi cong nghé.
- Tham gia cac hoat dong lién quan dén cong nghé: Pang ky tham gia c4c sy kién,
héi thao vé cong nghé dé ma rong kién thirc va mang ludi.

5. Mot s0 lwu :

. Chon nhitng ngudn théng tin uy tin: Hay Iya chon nhitng ngudn thong tin
dang tin cay dé tranh bj lira dao.

. Bit dau tir nhitng diéu co ban: Pung voi vang hoc nhiing kién thirc qué
nang cao, hay bat dau tir nhitng diéu don gian.

. Kién tri: Hoc tap k¥ niang s6 la mot qua trinh 1au dai, doi hoi sy kién tri va
nd luc.

. Bing céach kién tri hoc hoi va thuc hanh, ban hoan toan cé thé vuot qua

khoang cach k¥ ning s6 va tan huong nhiing loi ich ma céng nghé mang lai.
6. Tham gia khao sat danh gia k¥ niing so ciia ban

Héay danh it thoi gian dé tham gia vao khao sét, danh gid ky nang s6 ctia ban. Nho
cé théng tin ban cung cap, cac co quan chirc Co thé t6 chtrc danh gia hiéu qua cua cac
chuong trinh boi dudng, nang cao ky ning sb, tir d6 ¢d thé dicu chinh va cai tién cac
chuong trinh dao tao cho phu hop hon véi nhu cﬁu ctia c4c ban, hd tro c4c ban duoc tot
hon.

Chlng tdi ciing dang cai tién, xay dung cong cu khao sat gilp ban nhan biét rd hon
vé diém manh, diém yéu cta minh trong viéc sir dung c6ng nghé, tir d6, ban co thé xay
dung ké hoach hoc tap va phét trién ban than hiéu qua hon.



