Cong nghé sé da thay d6i md hinh twong tac cua con ngudi (tir hoc tap, 1am
viéc, giai tri va giao tiép...) & nhiéu cap do khac nhau theo nhitng cach sau sac ma
ching ta khéng thé bo qua. Viéc biét cach khai thac, sir dung cac ki ning sé theo
hudng co lgi, phuc vu con nguoi ngay cang tro nén quan trong, ma ra vo van co hoi
méi dé ngudi dan dugc chu dong tham gia vao mot x& hoi dang phat trién, co thé ké
dén nhu:

Thet nhdt, ki nang sb ¢6 thé gilp chdng ta tim kiém thong tin vé cac dich vu y
té, dinh dudng, nha & va cac chinh sach x& hoi dang duoc trién khai; giip ching ta
dé dang mua sam truc tuyén cho céc mat hang thiét yéu nhu thuc pham, quan 4o va
thudc men véi gia ca hop 1y hon va gitp thanh toan hoa don, quan ly tai chinh cé4

nhan tién loi.

Thet hai, k¥ ning sb gitp ching ta cap nhat théng tin vé cac van dé an ninh, cac
ky nang an toan, ty bao vé ban than va gidp lién hé nhanh chong véi cac co quan

chtic niang, sy hd tro cua cong dong trong trudng hop khan cap.

Thet ba, ki ning s6 gilp ching ta git lién lac véi ban be, nguoi than va gia dinh
bat ké ho & dau; d& dang tham gia vao cac cong dong truc tuyén va két ndi vai nhiing
ngudi ¢6 clng so thich; co thé tao dyng danh tiéng truc tuyén va xay dung thuong
hiéu ca nhan.

Thet i, k§ nang s6 gilp tiép can kho tang tri thie khong 16 trén Internet, gidp
ching ta hoc héi nhitng diéu méi va phat trién ban than, khong chi gilp nang cao
nang suat lao dong va hiéu qua cong viéc, k§ nang s6 con mé ra nhiéu co hdi mai
trong hoc tap, nghién ctu va giai tri, viéc lam va kinh doanh; chia sé y twdng sang

tao véi nguoi khac va dong gop xdy dung cong dong.



Thet nam, Ky ning sb gilp nang cao chat luong cudc séng, gitp chdng ta két ndi
véi nhimg ngudi truyén cam hang hozc truyén cam hing cho nhimg ngudi khac; hd

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

Trong béi canh ngay nay, nguoi ¢ k¥ ning sd sé& ¢ loi thé canh tranh trén thi
truong lao dong. Ngoai ra viéc thanh thao ki ning s6 con giup con ngudi thich nghi
va ng ph6 nhanh chéng véi nhitng thay doi va thach thac cua thoi dai, tir do gop

phan thic day su phét trién bén viing cua xa hoi.

Cac hoat dong trong chuong trinh nay duoc thiét ké dé dap tng nhu cau cua
nhitng ngudi mudn tham gia hoc cac k§ ning sé co ban. Bo tai lidu nay s& dugc s
dung nhu mot ngudn tai nguy@n cho cac bén lién quan tién hanh bdi dudng, nang cao
ki nang s6 co ban cho moi ngudi vai da 06 nhom ki niang s6 co ban can thiét duoc
trang bi (theo khuyén nghi cua Lién Hop quéc). Céc tinh hudng hd tro clng véi tai
nguyén tuong tac lién két vai noi dung chuong trinh boi dudng sé dugc thudng xuyén
cap nhat va ma mién phi trén cac nén tang dao tao truc tuyén mo dai tra dé moi cong

ddng ngudi tham gia.

Tai lieu nay dé xuat khung chuong trinh boi dudng kién thic ky nang sé va
cung cap thong tin hitu ich, cu thé cho can bd nong cét vé cach sir dung tai liéu nay.
Chung t6i hy vong rang ban sé& thay né hiru ich nhu mot nguon théng tin va cong cu
bo sung trong cong dong, gilp chuan bi cho nguoi dan, dac biét 1a phu nit, nguoi gia,
ngudi dan toc thiéu sd, ndng dan san xuat nho... nhitng ky nang can thiét caa thé ky
21.



LOI CAM ON

BO tai liéu nay duoc xay dung v6i muc dich trang bi k¥ ning s6 co ban va nang
cao nang lyc tiép can thong tin cho nguoi dan ndng thon, gop phan xay dung x4 hoi

s6, thuc day qua trinh chuyén ddi s tai Viét Nam.

B6 Thong tin va Truyén thong xin gui 101 cam on téi cac chuyén gia hoat dong
trong va ngoai linh vuc Thong tin va Truyén thong da cling chdng toi tham gia gop

y, trao ddi, hoan thién nd1 dung trong qua trinh xay dung bd tai li¢u.

B0 Thong tin va Truyén thong xin gui 161 cam on téi cac tac gia cuia nhiéu cudn
sach, bai giang, bai viét, hinh 4&nh ma chung t61 da st dung, hoac da doc, tir do chat

loc nd1 dung dé€ dua vao bo tai li¢u nay.

Bo Thong tin va Truyén thong xin giri 16i cam on dén cac d6i tac 1a cac doanh
nghiép, di cing déng hanh vé mit chuyén moén trong qua trinh xay dung va bién
soan bo tai li€u nay:

« CO0ng ty Meta Platforms, Inc

o Cong ty TNHH Microsoft Viét Nam

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

NMeta  EEMicrosoft @@ & Shopee
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May tinh @é ban May tinh xach tay

Loi ich Néi dung hoc phan

- Gilp ban lam quen, san sang va tu tin
khi st dung may tinh.

- Thanh phan co ban cua may tinh;
- Nam virng kién thirc may tinh co ban
1a bude dau dé gip ban két néi véi rat
nhiéu tién ich nhu: cap nhat tin tac, tim
hiéu khoa hoc, cac khéa hoc, tim viéc, | | - Lam viéc véi Hé diéu hanh
giai tri... va thuc hién rat nhiéu cac
hoat dong, cdng viéc tur xa.

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

- Mot s6 phan mém tién ich;

- Quan Iy thu myc va tép

Sau khoa hec, ban c6 thé: - St dung tiéng Viét trén may tinh

- Nhan dién cac bo phan co ban, can
thiét caa may tinh

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

Ban can chuan bi nhirng gi
- Bo may tinh day du c6 két ndi voi ngudn dién. Hay hoi don vi to chic
boi dudng tap huan néu ban tham gia tap huan, bdi dudng truc tiép.

il

- Tai liéu hudng dan sir dung;

- But, gidy hoac s6 tai liéu (néu can)

- Thiét bi truy cap internet, hé théng nghe nhin (tai nghe, mic,
webcam...)
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CAc tir viét tit co ban

CPU | Central Processing Unit Bo6 xir ly trung tdm
GPU | Graphics Processing Unit B6 xur Iy db hoa
HDD | Hard Disk Drive O cimg luu trix

HDMI | High-Definition Multimedia Interface | Cap két ndi da phwong tién dung luong 16n

LCD | Liquid-Crystal Display Man hinh tinh thé l6ng

RAM | Random Access Memory Bo nhé truy cap ngau nhién

SSD | Solid State Drive O cimg luu trit dang dic hoic thé ran
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“ BAI 1: MAY TINH VA CAC THANH PHAN CO BAN CUA MAY TINH

1.1. Cac loai may tinh phé bién

L

May tinh dé ban

May tinh xéach tay

May tinh bang

Phan biét cac loai may tinh

May tinh dé ban

May tinh xach tay

May tinh bang

Kich thudc

Trong lugng

Lon

Nang

Nho
Hop 1y dé xach tay

Nho
Nhe

Tinh di dong

Can dat trén ban lam
viéc, ban khéng thé
mang theo bén minh

Dé dang mang theo

Dé dang mang theo

Kha ning nang cap

D& dang nang cap
cac bo phan

Kho6 nang cap

Kho6 nang cap

Cac bo phan may

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

Tat ca cac bo phan
Cua may tinh duogc
chua trong mot
thiét bi, Man hinh,
ban phim gan lién
may

Tat ca cac bo phan
Cua may tinh duogc
chua trong mot
thiét bi, man hinh,
gan lién may, ban
phim ao

Hé diéu hanh

Windows hoac
MacOS hoac

Linux

Windows hoac
MacOS hoac
Linux hoac
Chrome OS...

Android hoac
i0S hoac
iPadOS hoac
ChromeOS ...
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May tinh, man hinh
méay tinh can duoc
cdm vao ngudn dién
lien tyc trong suét
qua trinh sir dung

May tinh co pin tich hop giup chung co
thé hoat dong trong mot khoang thoi gian
nhat dinh ma khéng can cim vao ngudn
dién. Tuy nhién, hdy kiém tra tinh trang
pin dé bao dam hoat dong cua may.
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1.2. Cac bo phan co ban cia may tinh

nil ra) .\
&2 CPU
Y @ e R

av kétndi | O ngudn uat tan Bo mach chu RAM
Day két ndi g CPU thiét

O ¢ = [

Chuot Ban phim Man hinh

I|T|I

T

ngudn dién

Céac bo phan co ban
cta may tinh Card d hoa

O dia cing

Bo phan  Hinh dang Chirc nang
nhan biét

CPU Bo6 xt Iy trung tdm (Central Processing Unit) Ia thiét bi vat
ly duoc lap @it bén trong may tinh, hoat dong nhu noi chta
“bo ndo” cua may tinh, chi dao hoat dong ctia cac bo phan

va phan mém may tinh.

Cac CPU déu co quy udc dit tén.

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

S6 trong chudi cang cao may tinh cang “khoe” dé xur ly cac
tac vu

Lueu y: D6 v6i dong Chip Intel, Intel Core i5 va sé-ri AMD
Ryzen 5 thich hop cho viéc sir 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) Ia thiét bi vat ly duoc
lip dat bén trong may tinh, dong vai tro nhu bd nhé ngan
han cua may tinh. Thiét bi cua ban cang nhiéu bd nhé, cang
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Bo phan

Hinh dang

nhan biét

Chirc ning

c6 thé 1am nhiéu viéc cung mot ltc ma khéng bi cham lai
vé hiéu suat.

Luu y:

- Néu chu yéu duyét web, 1am viéc trén tai liéu hoic phat
truc tuyén video. Ban nén sir dung bo nhé it nhat 1a RAM
4GB nhung nén sir dung RAM 8GB dé gir cho thiét bi cua
ban chay lau dai.

- Néu ban hay c6 nhu cau chinh stra anh va video hoic 1am
viéc trén cc du an can hiéu suat cao, nén st dung RAM tir
16 GB tro Ién.

Mainboard

Bo mach chu (Mainboard) 1a mét trong nhitng thanh phan
co ban cia may tinh, duoc lip dit bén trong than may, cé
anh huong 16n dén hiéu nang va tinh ning ciia may.

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

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

- Piéu phoi viéc truyén dir lieu gitra cac bo phan trén
Mainboard va giita Mainboard véi céc thiét bi ngoai vi.

- Cung cap ngudn dién cho cac bo phan trén Mainboard va
diéu chinh dién ap phu hop vai tirng bo phan.

- Quyét dinh dén sy twong thich, 6n dinh va tudi tho cua
may tinh.

O citng hay
0 dia cing

O cung hay 6 dia cung la thiét bj vat ly duoc lap dit bén
trong than may, dung dé luu trit dir liéu. Thong thuong c6
02 loai:

- Loai HDD, pho bién ¢ cac thiét bi may tinh cii hon

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

Luu y:




Str dung may tinh co ban MO -PUN 1

Bo phan

Hinh dang

Chirc ning

nhan biét

- Néu ban chu yéu sir dung PC dé duyét web va lam viéc
nhe, ban c6 thé khdng can nhiéu dung lwong luu tri.

- Néu ban 1am viéc vai céc video hoic tép 16n, ban c6 thé
muén c6 thém dung luong luu trit.

- Néu ban sir dung Odich vuy luu trit ddm may khac cho anh
va tép, ban ¢ thé can it dung luong luu trit hon trén thiét bi
cua minh.

Man hinh

Man hinh may tinh 12 mét thiét bi vat ly @it bén ngoai than
may, dung dé hién thi théng tin va hinh anh tir may tinh hoic
cac thiét bi duoc két ndi dén.

- Kich ¢& man hinh duoc do theo duwong chéo, vai kich c&
pho bién tir 12 d&én 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 @ng dung cung mot ldc.

- B phan giai do sé diém anh hién thi trén man hinh, man
hinh cang c6 nhiéu diém anh thi cang sac nét.

Hién nay, do phéan giai cao diy di hoac HD (1920 x 1080
pixel); 4K hay Ultra HD (3840 x 2160 pixel).

Ban phim

S

Ban phim 1a mot thiét bi vat ly @it bén ngoai than may,
duoc két ndi véi may tinh dé twong tac giira nguoi véi may
tinh théng qua cac hoat dong nhu gd chir cai, s6 va Ky tu.
M®i 1an nhan phim trén ban phim, cac chir ky, s6 va ky tu
nay sé dugc may tinh xu ly

Chugt may
tinh

Chuot may tinh 1a mot thiét bi vat ly dat bén ngoai than
may, dung dé tuong tac voi cac muc hién thi trén man hinh.
Khi chudt dugc di chuyén, mot con tré trén man hinh ciing
di chuyén, thuc hién hoat dong caa 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 sit dung may tinh

Buéc 1 | Kiém tra két noi gitra cac bo phan, két néi may tinh véi ngudn dién.

- Néu la mdy tinh dé ban, hay kiém tra két néi bang day dién két néi gita man
hinh va than may (bd phan chira cac thiét bi phan cang, hinh hop duoc ni véi
man hinh may tinh), gitra than may vai nguén dién (luu y: ban s& khdng thé bat
may néu khéng cim dién trudc).

- Néu la may tinh xach tay (laptop), may c6 thé hoat dong khéng can két ndi
VGi nguon dién trude do pin da duoc thiét 1ap san. Ban nén cam dién (bang day
dién duoc cap kém may) dé han ché tinh trang pin yéu hay nhitng van dé khac
khi khaoi dong.

Buworc 2 Bat may tinh |
Tim ndt nguon caa may tinh: NGt ngudn thuong 6 biéu tuong O

Vi tri ciia nGt ngudn khac nhau tiry theo may tinh, nhung thong thuong sé nam
& mot trong nhirng vi tri sau:

- Néu la may tinh dé ban, nit nguon thuong nam bén phai hoic & giira mat
truéc caa than may tinh. NGt ngudn ¢6 thé ¢ dang nit bam tron hoac hinh
vubng, hoic co thé tich hop véi dén LED bao ngudn.

Mot s6 may tinh dé ban iMac ¢ ndt nguén nam ¢ dang sau man hinh hozc
ban phim.

Bt man hinh may tinh: vi tri cu thé cua nat nguon s& khac nhau tly loai
man hinh, tuy nhién thuong nam ¢ canh dudi phia truéc hoic canh bén cua
man hinh.

- Néu 1a may tinh xach tay (laptop), nit ngudn thudng nam & bén trai hoic
bén phai than may. Do6i khi niit ngudn ciing dugc thiét ké tuong ty mot
phim bam khu vyc phia trén/duai ban phim.

Bwéc 3 | Ping nhap vao hé diéu hanh

Ding nhap vao hé diéu hanh 1a quy trinh xac minh danh tinh cua ban dé chéic
chin Ban 1a ngudi 6 quyén truy cap vao thiét bi. Quy trinh nay gidp bao vé
thong tin bén trong may tinh va “khoa” khong cho sur dung tréi phép.



https://www.wikihow.vn/Kh%E1%BB%9Fi-%C4%91%E1%BB%99ng-m%C3%A1y-t%C3%ADnh#/T%E1%BA%ADp_tin:Windowspower.png
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C6 nhiéu cach dé dang nhap: st dung mat khau; sa dung ma PIN; st dung dit
liéu sinh tric hoc nhu dau van tay hoic nhan dién khudn mit (luu ¥: cic thong
tin ndy can dugc thiét 1ap, luu trude lan ding nhap va khéng phai may tinh nao
cling ddy du cac cach nay, hdy hoi ngudi ban hoic ngudi dung trude dé duoc
huéng dan).

Khi may tinh yéu cau nhdp mdt khau hogc ma PIN dé truy cap, ban thuc hién
cac budc sau:
- Nhap chuét vao biéu tuong tai khoan. Néu ban 13 ngudi dung duy nhat,
tai khoan cua ban sé dugc chon theo mac dinh.
- Nhap mat khau hoic ma PIN cua ban néu da thiét lap trude do
Sau khi ban da nhap dung thong tin, nhan Enter hoic bam vao miii tén
dang nhap dé truy nhap vao hé diéu hanh.
Néu ban gap su ¢d khi dang nhap, ban cd thé dit lai mat khau hoic ma
PIN tir man hinh dang nhap. Tim kiém “quén mat khau” hoac toi quén
lien két ma PIN dé bat dau qu4 trinh dat lai.
Ban c6 thé sir dung tinh ning nhan dang khuén mat, dau van tay hoac ma PIN
thay vi mat khau dé dang nhap nhanh hon va an toan hon.

Buoc 4

Mé va lam viéc véi ing dung hodc chwong trinh: BAm vao biéu tuong tng
dung trén man hinh hozc tim kiém tén ung dung thdng qua thanh tim kiém
(search) thuong hién thi phia duéi trén man hinh may tinh hozc nhan vao biéu
tugng cua hé diéu hanh dé tim ung dung (dé dang nhat véi cac ung dung,
chuong trinh méi duoc sir dung gan day trén thiét bi).

Vi du: néu ban mudn viét van ban, ban s& md maot trinh soan thao van
ban nhu Microsoft Word hoac Google Docs.

Ban cd thé mé va lam viéc vai nhiéu ang dung hodc chuong trinh cung mét
lic, tuy nhién can luu ¥ rang viéc mé qua nhiéu wng dung cling mat Idc cé thé
lam giam hiéu suat may tinh caa ban. Néu ban thiy ring may tinh cia ban dang
cham, hay déng mot sb tng dung ma ban khéng st dung.

Budc 5

Pong wng dung

Sau khi hoan thanh cong viéc, hdy chic chin cac tuong tac vira thuc hién da
duoc luu lai (bang cach lva chon Luu lai/Save hoic sir dung té hop phim tat
Ctrl+S dé Iuu lai).

Tiép theo, ban dong tng dung bang cach nhan vao biéu tugng dong (thudng c6
ky hiéu X hoic su dung cac phim tit twong ¢ng).
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Vidu: Alt+ F4 trén Windows hoac Command + Q Trén MacOS

Trong trwong hep rng dung bi treo, khong thé tat bang cach trén, ban cé thé
dong tng dung bang cach:

Trén hé diéu hanh Windows:

- Nhap chudt phai vao biéu turgng cua chuong trinh @ng dung trén thanh nhiém
vu (Taskbar), Chon Péng cira sé6 (Close Windows) hoiic Péng cac cira 56
(Close all Windows).

- Néu chwong trinh (ng dung khdng phan hi,

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

- Chon Chi tiét (Details).

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

Trén hé diéu hanh Mac OS

- Nh4p chuét phai vao biéu twong cia chuong trinh tng 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 (T4t ca tién trinh).

- Chon chuong trinh tng dung bi treo va nhap vao nit Bugc thoat (Force Quit).
Trén hé diéu hanh Linux:

- M0 trinh don Terminal (Ctra s6 lénh).

- Str dung lénh killall -9 <tén chuong trinh wng dung> (thay thé <tén chuong
trinh @ng dung> bang tén thyc té ciia chuong trinh wng dung bj treo)

Budc 6

Tat may tinh: Néu ban di hoan thanh cong viéc va khdng can sir dung may
tinh nita, dong tat ca cac ting dung, sau d6 thuc hién thao tac tat may tinh bang
mot trong cac cach sau:

Trén hé diéu hanh Windows:
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- Nhdp vao nat Bit dau (Start) hodc ndt biéu twong Windows, chon Nguén
(Power) hoic biéu tuong tat

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

Trén hé diéu hanh Mac OS

- Nhép vao biéu twong Apple 5 & goc trén bén tréi man hinh.
Chon Tt may (Shut Down) hoic Restart Khoi dong lai (Restart).
Trén hé diéu hanh Linux:

- M& trinh don Terminal (Ctra s6 Iénh).

- Nhap Iénh sudo shutdown now va nhan Enter (Enter)
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2.2. Cac lwu y sit dung may tinh dung cach, an toan

Quy tac dam bdo an toan dién

Nén str dung 6n ap dé cung cip dién &p 6n dinh cho may
tinh, tranh nhitng ton hai do sut ap hoic qua ap

Nén sir dung 6 cam c6 chic ning chong sét va bao vé

qua dong. Piéu nay giup bao vé may tinh khoi nhitng tac

dong bat ngo tir su ¢ sét danh hoic cac dong dién bat
thuong.

Khong cim qué nhiéu thiét bi vao ciing mot 6 cam hoac st
A dung 6 cam c6 cong suat khong di. Biéu nay c6 thé dan dén

tinh trang quéa tai nguén dién, 1am hong céc thiét bi dién,
bao gom may tinh.

Pam bao rang tat ca day dién va cap két nbi déu khdng
bi hu hai, ran nat hoic bi 140 héa. Thay thé cac day dién A

hong dé tranh nguy co chap dién.

W Nén sir dung sac va day sac chinh hing duoc ban cung thiét
bi.

Tranh sir dung sac khong phai ctia may hoac day sac hong
hoc.

Bui ban c6 thé tich tu va gay ra van dé vé nhiét hoic tham
chi la chap dién. V¢ sinh thuong xuyén gidp may tinh

hoat ¢ong 6n dinh hon va an toan hon.

Quy tic dam bao an toan chay no

Sir dung thiét bi da duoc kiém dinh an toan w
Pit thiét bi trén bé mat cang, bang phang, chac chan,
khong dat thiét bi trén bé mat vai mém nhu givong,

ghé sofa, tham hozc tim tham trai san.

Néu sir dung ké, gia ké thiét bi, hiy dam bao rang d6
la ké, gia ké chuyén dung.




Str dung may tinh co ban

MO -DUN1

Viéc han ché ludng khdng khi c6 thé 1am hong may tinh hoic gay
chay, do do:

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

- Khéng cat gitr may tinh x&ch tay cia ban trong méi trudng 6 ludng
khong khi thap, chang han nhu hop dung hoic cip dong kin trong
khi may tinh dang bat

-Khéng dit may gan méi trudng ¢ nhiét d6 cao nhu bép gas, 10
suoi,... hoic truc tiép dudi anh ning mit troi (trén 40 do C).

- Hay chtra mot khoang trong téi thiéu 10,2 trén tat ca cac mat c6 16
thong hoi cua mdy tinh dé cho phép luong khong khi can thiét dé
théng gio thich hop.

A

Khong dua, day bat Ky vat nao vao 15 thong hoi hoic 16 ma
A cua thiét bi. Lam nhu vay cd thé gay ra hoa hoan hoic dién

giat do chap mach cac thanh phan bén trong.

Khong str dung thiét bi cia ban trong méi truong am udt,
chang han nhu gan bon tim, bon rira hoic hd boi hoic trong
tang ham am uét.

V1N

Khong lam db thirc an hoac chét long Ién thiét bi caa ban.
A Trong trudng hop lam do, dé vé sinh thiét bi, hdy tat may,
ngat két ni thiét bi khoi ngudn dién. Vé sinh thiét bi bang vai
mém tham nudc. Khong sir dung chat long hoic chat tay ria
dang xit vi chiing cd thé chtra cac chat d& chay. Lam khé trugc

khi khoi dong lai thiét bi

V& sinh man hinh bang vai mém, sach. Thim nuéc vao vai,

sau d6 vudt vai trén man hinh theo mot huéng, di chuyén " GG

tir trén xudng duéi man hinh. Nhanh chéng loai bo do am
khoi man hinh va giit cho man hinh khé réo. Tiép xuc lau
dai véi d6 am c6 thé 1am hong man hinh. Khang sir dung
chat tay rira cira s6 thuong mai dé vé sinh man hinh.

g Khi may c6 hién tugng ndng bat thuong & khu vuc pin, can

can).

tat may dé pin giam nhiét d6 va kiém tra, thay pin méi (néu
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viéc str dung lién tuc.

Khi khdng sir dung may tinh, hdy tat may tinh hoic dua
vao ché do ngu cua may tinh dé giam nguy co chdy no tir

v

KHUYEN NGHI

_ KHUYEN NGH|
\ 4

Tat may va rat phich cam cua may tinh dé ban khi khdng sir
dung trong mot thoi gian dai.

Poc ky hudng dan va khuyén céo sir dung ciia nha san xuat

g KHUYEN NGH|

Chon va diéu chinh ban
ghé khi ngoi lam viéc véi
may tinh

Quy tic dam bao an toan lao dong
bam bao khuyu tay cta ban
thang vai, vudng goc véi mat

ban, cang tay duoc tha long

trén bé mat 1am viéc khi 1am viéc trén may
tinh.

Pam bao ban chan dit phang trén san hoic
dau goi cao hon hong mét chit. Ban c6 thé
st dung vat ké chan dé dam bao ndi dung
nay.

Giit lung thang hoac sir dung ghé co tua lung
dé hd tro cot sdng cua ban. Ghé tua lung co
thé diéu chinh d6 nghiéng phi hop dé ban c6
thé tim duoc vi tri thoai mai nhat.

M3t ban bang phang, du rong dé dit duoc
cac bo phan can thiét cia may tinh va céc vat
dung can thiét khac (néu can)

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

DPam bao ban 1am viéc gon gang, cung cip
du khong gian dé ban cd thé di chuyén tay va
chan thoai mai. Tranh dé cac vat ciing hoic

Chon va dat man hinh may tinh

¢ ® Dbit man hinh trén bé mat
\

’ phang, trugc mat nguoi ding.
)L Phén trén cing cia man hinh
phai ngang tim mat hoic ngay

dudi tim mét, dam bao ban khéng gap cd,
cong ¢6 hoac cti cam khi nhin vao man hinh

Khoang cé&ch gitra ban va man hinh cach
khoang mot sai tay

Lua chon khoang cach gitra ban va man hinh
phu hop véi thi luc cta ban va kich thudc
man hinh

Néu sir dung may tinh xéach tay, hay nang
may tinh 1én sao cho phan trén man hinh
ngang tam mat dé dam bao ban c6 thé giir
dau va vai & tu thé thoai mai (khong nén ci
ngudi hoac nhin xuéng). Ban nén sir dung
ban phim va chudt riéng trong truong hop st
dung qua lau.

Ban phim va chudt may tinh dat cung trén
mat phang, ngay trudc mat dam bao hd trg
t6t cho cang tay khi sir dung may tinh
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sic nhon gan khu vuc di chuyén thuong
Xuyeén cua tay va chan.

Chudt nén dat song song vai ban phim va git
ca hai canh tay gan véi co thé dé tranh cing
co va vai.

Pam bao anh sang khi 1am roi

bam bao khu vuc lam viéc cua ban dugc du
anh sang. Vi tri chd ngdi nén gan cira so
bam bao anh sang khéng gay choi hoic
khong bi phan chiéu qua man hinh may tinh,
diéu nay co 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 ¢ gang thay doi tu thé sau
mai 30 pht.

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

bat may in, may quét, may photocopy va
thing rac cach xa ban 1am viéc dé ban c6 thé
di bo dén chd chang.

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

2.3. Stit dung ban phim ding cach

A

DV
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Chtrc nang chinh cta ban phim Ia nhap van ban
va s liéu vao may tinh. Bing cach nhan céc
phim khac nhau trén ban phim, ngudi dung co
thé tao ra cac Ky tu, chit sb va ky hicu dé giao | SHEEEEEDTITSeS B aur conve!
tiép v6i may tinh va thuc hién cac tac vu. &

Bl::@5c B8 o - = cccte
{

' enter

Ngoai ra, mot sé chirc ning hd tro khac nhu:

- cho phép ban diéu khién am luong, d6 sang va
d6 twong phan cua may tinh.

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

Mot s6 ban phim c6 chice ning di chuyén con tro
chuét, nhap chuot trai/phai va cuon trang hoic
hd trg choi tro choi dién tir

Céu truc ciaa ban phim

TUy thudc vao loai may tinh dé ban hozc may tinh xach tay ma ban cd, ban phim théng
thudng duoc thiét ké phu hop dé twong tac véi hé diéu hanh Windows (nhu Dell, HP,
Acer, Asus va Microsoft) hoic hé diéu hanh MacOS (nhu iMac va Macbook). khong
chac chan vé loai ban phim cua minh, hdy nhin vao phim & bén trai cia Thanh dau
cach (Spacebar — Thanh dai nhat trén ban phim).

" Néu phim hién thi chi
Y command, thi duong nhu
o] duy vi c6 mot ban phim
Apple

Phim Windows thuong Phim Option thudng nam
nam dudi clng bén tréi g Ve duéi cling bén trai

MEuEHENANERREER
AaPEAEEEARNEam

L T T T TT T

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

Alt

DD RHB

HDODOBHAIL
ENODOoDDooDoDHENE

EE000N000HEHES
EEEE T

Day phim chirc nang
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Cac phim chirc ning duogc sir dung dé thuc hién cac tac vu cu thé, dugc ghi trén ban
phim 1a F1, F2, F3, .... Chirc ning cac phim nay khac nhau giira cac hé diéu hanh, giira
c4c loai may. Thong thudng cac phim nay thudng duoc thiét ké trén cling cua ban phim.

EEEEEEEEREREEEE

M man hinh Trg giup

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

Stra tén tép hoac thu muc
da chon

MG tinh nang tim kiém cho
mot ing dung dang hoat
dong tai thoi diém hién tai

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

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

Lam mai tai liéu trong
Microsoft Word va gui va
nhan email trong Outlook

lam mai hoac tai lai trang
hoic ctra sb tai liéu

Kich hoat thanh menu cua
ung dung dang mé

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

Str dung phim F11 dé mo
ché d6 toan man hinh trén
cé4c trinh duyét phd bién
(IE, Firefox, Google
Chrome...).

Ma hop thoai Luu dudi
dang trong Microsoft
Word.

Mo chire nang xem ma
nguon website trén bat ky
trinh duyét nao.

Day phim sb
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Thudng nam & hang phia trén cac chir cai, gdm céc sé tir 1 — 9 véi s6 0 (0) ndam & ngoai
cuing bén phai. Mot sé ban phim lén hon con ¢6 ban phim s6 nim & phia bén phai ban
phim.

Céac phim chir cai

Cac chit cai khdng theo thi tu bang chit cai. B6 cuc ban phim phé bién nhit dugc goi 1a
ban phim QWERTY , do sau chit cai dau tién xuat hién tir phia trén bén trai.

Pé gd duoc 10 ngodn thi dau tién 1a ban can phai ghi nhé duoc vi tri dat ngon tay trén
ban phim ciing nhu nhiém vu cua tirng ngon. Ngon tro tay trai dat ¢ phim F, Ngon tro
tay phai dat ¢ phim J.

£
3

Ctrl

ctrl a2 || Ar

Céc phim théng dung khac

Phim Esc (viét tat cua tir escape) c6 tac dung ding (Stop)

Esc e ‘ § A
hoac thoat (quit) mot chuong trinh hoac hoat dong.

Phim Esc ciing giap dong cac menu chudt phai va co thé
dung dé loai bo mot sé hop bat 1én.
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Phim Tab dé di chuyén con tro dén truong tiép theo trén
mat biéu mau.

Hozc cho phép ban thut I& van ban khi gd van ban

Phim Caps Lock cho phép quy vi g6 céac chir cai IN HOA
(UPPERCASE).

Nhan phim nay mét lan dé bat dau sir dung chir viét hoa va
mét lan nita dé quay lai chit thuong.

Caps Lock

Di chuyén xudng xa hon vé phia tay trai ching ta tim thay
phim Shift. Néu nhan cing mot Itc phim Shift va mot phim
chit cai, quy vi cd thé bién chi cai do thanh mét chit in hoa.
Néu nhan phim Shift va mét trong cac phim s & trén ciing
ban phim, quy vi c6 thé gb ky hiéu xuat hién bén canh sb
do. Vidu

Shift + 2 s& cho phép ban go @

Shift + 5 s& cho phép ban gd %.

Phim Delete (hay Del) cho phép x6a ky tu (chit, s, khoang
trng hoic Ky tu, tap tin) duoc chon.

Delete

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

- Khoi dong lai méy tinh: Nhan va gitr Delete khi khoi dong
may tinh c6 thé truy cap vao BIOS hoic menu khai dong.

- X6a dir liéu khoi 6 cung: Mot s6 chuong trinh cho phép
ban sir dung Delete dé xda dit liéu khoi 6 cang mot cach an
toan.

- Thyc hién cac phim tat: Mot sé phim tit yéu cau nhan
Delete két hop vai cac phim khac.

Phim Backspace cho phép xéa ky tu (chit, s6, khoang tréng
hoac ky tu cudi ciing ) & bén trai cuia dudng thang dimng nhap
nhay, hay con tro, trén man hinh may tinh.

Backspace
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Phim Enter hoic Return dé bat dau mot dong méi khi ban
dang gd mot tai liu hoac bat dau tim kiém khi duyét trang
mang (trong truong hop duyét trang web, ban c6 thé st dung
no thay con chudt dé nhan nat Tim kiém (Search) trén man
hinh may tinh)

Céac phim miii tén (arrow) gitip di chuyén xung quanh va
diéu huéng.

Ban c6 thé sir dung cac phim miii tén dé di chuyén con tro
duong thang ding nhap nhay trén maot tai lidu khi g6. Sir
dung cac miii tén dé di 1én va xudng gitta cac dong vin ban
hoac sang trai va phai gitra cac ky tu trong mot cau.

O duéi cung ban phim 1a Thanh dau cach (Spacebar). Phim
nay c6 thé khéng cé bat cir chit cai hoic sb nao trén d6 hoic
c6 chir “Space”, day l1a phim dai nhat trén ban phim (vi ca
hai ngén tay cai déu phai dat trén phim cach), thuong & dudi
cung cua ban phim.

Thanh dau cach cho phép tao mot khoang tréng ¢ bén phai
ctia con tro duong thang dimg nhap nhay trén man hinh khi
ban dang soan thao vin ban dé tao khoang tréng gitra cac tir

8]

LD (LY

Luu y: Windows c6 mot ¢éng cu Trg niang 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 sir dung man hinh cam ang dé sir dung OSK. OSK duoc thiét
ké dé hién thi tryc quan véi tat ca cac phim chuan, ban c6 thé s dung chudt may tinh
dé chon phim. Néu may tinh ban c6 man hinh cam ung thi chic chin ban c6 thé dung
ban phim cam @ng. Ban phim cam tng s& xuat hién khi ban cham vao hop vin ban khi

PC cua ban & ché d6 may tinh bang.

Pé mé Ban phim ao trén man hinh:

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

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

- Tai muc Ban phim 40 (On-Screen Keyboard) va truot sang ché do Bat (On)

hodc an dong thoi cac phim Windows + Ctrl + O
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Mot ban phim cé thé dugc sir dung dé di chuyén xung quanh man hinh va nhap vin ban
s& xuét hién trén man hinh. Ban phim s& van & trén man hinh cho dén khi ban déng n6
lai.

2.4. St dung chugt may tinh dang cach

[
<

TYPEA

P e N Y

Chudt may tinh duoc sir dung dé chon cac vi tri trén man hinh va hudng din may
tinh thuc hién céc tac vu. Chudt cé it nhat hai nat, dwgc goi 1a ndt chudt trai va nit chudt
phai. Hau hét cac mau chudt bao gom mot banh xe cuon cho phép ban dé dang cuon Ién
trén hoic xudng dudi.

C06 02 loai chuot may tinh:

- Chudt may tinh c6 day: loai nay thuong gan kém theo day cap nho, dau cam
thuong 1a cong USB (luu ¥: loai chudt may tinh ndy khéng can cim dién, ban chi can
cam vao may tinh théng qua cong USB). Néu may tinh caa ban c6 cong USB & mat
trudc cta vo may, ban cd thé thay thuan tién khi cam chudt vao day. Néu khéng, ban c6
thé tim thay cong USB & mit sau ciia than may tinh. Sau khi két ndi, ban c6 thé sir dung
chuot dé tro vao cac muc trén man hinh va nhap vao ching.

- Chuot may tinh khong day: chuét may tinh cua ban dugc cung
cap kém mot mau thiét bi c6 hinh cong USB, hdy cim thiét bi d6 véi
may tinh caa ban théng qua cong USB ¢ mit trudc hoac mat sau than
may tinh.

Mot s6 mau chudt may tinh khdng day ciing c6 thé két ndi voi may tinh cua ban
bang Bluetooth. P4i véi lan dau két ndi hoac khi kiém tra két néi, ban hay thuc hién cac
thao tac sau:

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

Tiép theo, ban c6 thé lya chon chudt may tinh caa ban tir danh sach céc thiét bi
c6 san hoic chon thém (Add) dé thyc hién thao tac tim kiém két néi.
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Open Link in New Tab

Open Link in New Window

o Bluetooth & Devices

Open Link in New Private Window

Bookmark Link..

* BluetOOth ON () | savelLink As...

Save Link to Pocket

Copy Link
COI] l’lect a ncw dCVlCE‘, m Copy Link Without Site Tracking

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

Khi chuot may tinh cia ban dugc két ndi, ban s& thy | s ot
A ~ A - A Ve - A ~ - -2 Inspect (Q)
mot mii tén (hoac mot ky hiéu nhu chir | hoac 1 biéu tuong
nho) trén man hinh dwoc goi la con tro chuot.

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

hudng tuong tng dén cac phan khac nhau cia man hinh. Vi du, di chuyén chuét sang
trai s& lam cho con tro di chuyén sang tréi.

Néu ban di chuyén hoac di con tro qua mot phan tir c6 thé nhap vao con tro chuot
cO thé thay ddi tir hinh dang mili tén thanh hinh ban tay, cho biét ban c6 thé nhap vao
phan tir do.

Trai \ ﬂ

Hanh dong nhap chudt phai dugc thyc hién bang cach nhap maot 1an vao nut
chudt phai. TOy thudc vao noi dung ban nhap vao, nhap chuét phai thudng l1am xuét hién
mét menu ¢6 nhiéu tiy chon chirc ning duoc hién thi.

Vi di: nhap chudt phai vao anh hodc vin ban trén trang web c6 thé cung cap cho
ban céc tiy chon dé luu ban sao cuaa hinh anh, in hoic tham chi dich noi dung sang ngon
ngir khac.

Nhap chuét trai hodc nhap dup chudt tréi: chire nang nay duoc thay doi tly thugc
vao chuong trinh ban dang tuong tac, thong thuong nhu:

Chon: Nhap chuot trai vao mot d6i tuong dé chon.

Ma: Nhap chuét tréi hai 1an vao mot tép hoic thu muc dé
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Kéo: Nhap chudt tréai va git, sau d6 di chuyén chudt dé kéo dbi tuong.
Tha: Nhap chuét trai dé tha dbi twong ban dang kéo.

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

Nhép dtp chudt trai: Nhap chuét trai hai 1an nhanh chéng.

Nhap chuét trai va giir: Nhap chudt trai va giir nat chudt trong vai giay.

Ngoai ra, ndt chudt trai cé thé dugc sir dung két hop vai cac phim khac trén ban
phim dé thuc hién cac hanh dong khéc nhau. Vi du:

Ctrl + nhap chuot trai: Mé maot lién két trong tab mai.
Shift + nhap chudt trai: Chon mot nhom dbi twong lién ké.

Alt + nhap chugt trai: Mo menu ngit canh cho mot ddi tuong.

Tay phai

Péi v6i nhimg ngudi thuan tay tréi Dol véi nhimg nguoi thuan tay pha

« Néu ban thuan tay tri, ban c6 thé d6i chitc ning cta ndt chudt tréi
va phai trong muc cai dat chudt ciia minh.

« Ban c0 thé diéu chinh tc do nhdp chudt va téc do cudn ciia chudt
trong cai dat chudt caa minh.

« Mot s6 chudt may tinh c6 cac nlt bo sung ¢ thé duoc 1ap trinh dé
thue hién c&c chirc nang cu thé.

Cugn bang banh xe trén chugt

Ban c6 thé cudn mot trang web hozc tai liéu nhiéu trang bang con Lin trén chuét.
Xoay banh xe bang ngén tro khi dang ¢ trén trang web dé di chuyén noi dung caa trang
I&n hoic xudng. Sau dé, ban cd thé xem ndi dung trén cac phan cua trang khong vira voi
man hinh.
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Ludn dit chudt nam phang trén ban ¢ vj tri thoai méai. Khong nén dé
chudt qué gan co thé.

Meo

bat tay 1én chudt va dat nhe long ban tay I1én mat sau chuot, ngén
tro dat trén nat bén trai.

C6 gang khdng bop hoac 4n chudt xudng vi diéu nay sé& khién viéc
di chuyén chuét tré nén kho khin hon.

Cing tay cua ban phai song song véi san khi sir dung chudt.

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

Bang cham (touchpad) la mét bo phan cam (ng trén may tinh xach tay cho phép
ban di chuyén con tré chudt va thuc hién cac thao tac bang cach cham hoic vudt ngon
tay.

Cac thao tac trén bang cham cd thé khéac nhau tly theo nha san xuét, dudi day 1a
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
muén di chuyén con tro chuot.

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

- Kéo tha: Nhan va giit mot ngén tay trén bang cham, sau do6 di chuyén ngén tay
dé kéo dbi twong. Nhac ngén tay 1én dé tha ddi tugng.

- Cudn: Vubt hai ngon tay 1&n hoic xudng 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 phdng to hoic thu nho.
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Hé diéu hanh (Operating System -
dong vai tro trung gian gita phan cing va
chuong trinh hé thdng va tién ich dé quan
chuong trinh mot cach tién loi va hiéu qua.
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PIEU HANH

0S) 1a chuwong trinh quan 1y va diéu hanh
ngudi sir dung cac chuong trinh &tng ung,
ly tai nguyén, quan ly viéc thuc hién cac

Tat ca cac thiét bi dién tir nhu: dién thoai, may tinh, may tinh bang, dong hé thong
minh, ... d&u can mot hé diéu hanh. Hé diéu hanh duoc khoi dong ngay sau khi bat may
va trude khi may tinh 1am viéc véi cac chuong trinh khac. Hé diéu hanh luén ludn hoat

dong cho téi khi cho may tat.

Hé diéu hanh phai tra phi phé bién nhat!
1. Windows (cua Microsoft)

2. MacQOS (cua Appp

Hé diéu hanh mién phi phé bién nhat
1. Linux (tao ra boi Linus Torvalds)

2. Chrome OS (cua Google)

Cac hé diéu hanh thuong xuyén duoc cap nhat dé va 16i bao mat, cai thién hiéu
nang va bo sung céc tinh ning méi, tuy nhién hay kiém tra xem phan ciing thiét bi cua
ban c6 du diéu kién dé cap nhat phién ban méi nhat khong nhé!

Nén thuong xuyén kiém tra ban cap nhat hé diéu hanh cho
thiét bi cua ban va cai dat néu co thé.

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

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

3.1. Hé diéu hanh Windows

MICROSOFI

Windows 1.0 (1985)

WINDOWS

Windows 2.0 (1987)

Windows 3.0 (1990)

! Theo théng 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)

Windows 95 (1995)

Windows 98 (1998)

Windows 2000 (2000)
N Windows XP (2001)
Windows*?
QJ Windows Vista (2007)
A
Windows Vista
< Windows 7
'._
V\ﬁndoW;-*7
Windows 8
Windows 8.1

Windows 10 (2015)

Windows 11

M6t s6 hé diéu hanh Windows trudc Windows 10 da dugc cai dit trudc trén thiét
bi cua ban c6 thé van hoat dong duogc, nhung khong dugc khuyén khich sir dung vi
nhitng ly do sau:

- Hét hd tro tir phia nha cung cap: Microsoft da két thiic hd tro cho cac phién ban
Windows cii hon Windows 10. Pidu nay c6 nghia 1a ho khdng con cung cip céc ban cap
nhat bao mat hoac ban vé 13i cho cé4c hé diéu hanh nay. Viéc sir dung hé diéu hanh khéng
duoc hd trg khién thiét bi cia ban dé bi tin céng bai virus, phan mém doc hai va tin tac.

- Ton tai mot s6 13i bao mat; Cac hé diéu hanh cii hon Windows 10 ¢6 thé chira
156 héng bao mat da duoc va trong cac phién ban méi hon. Sir dung hé diéu hanh ¢ 16
hdng bao mat khién thiét bi cua ban d& bj tin cong va danh cap dir liéu.
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- Thiéu tinh nang: Céac hé diéu hanh cii hon Windows 10 thiéu nhiéu tinh ning
méi duoc bd sung trong cac phién ban méi hon.

- Hiéu suat: Cac hé diéu hanh cii hon Windows 10 c¢6 thé chay cham hon va it
hiéu qua hon so véi cac phién ban mai hon.

- Kha ning tuong thich: Mot s6 chuong trinh (g dung va tién ich khong tuong
thich voi cac hé diéu hanh cii hon Windows 10. Viéc sir dung hé diéu hanh cii c6 thé
khién ban gap khé khan khi cai dit va sir dung cac phan mém méi.

Dé kiém tra ban cap nhat:

Meo . .
- Chon Bat 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 nhdt dang dwoc hé tro, hay truy cdp:
https://support.microsoft.com/Vi-vn/windows (luu y: doc ky yéu cau
vé hé thong va thong so ki thudr d@é dam bao thiét bi ciia ban phu
hop dé nang cap, két néi Internet trong qué trinh cap nhat).

3.1.1 Man hinh Desktop

Man hinh dau tién ban nhin thay trén man hinh khi may tinh khéi dong duoc goi 1a man
hinh nén (destop). P6i khi n6 duoc goi 1a Méi trudng may tinh, day 14 noi hién thi théng
tin vé cac hoat dong hién thoi cua ban véi may tinh nhu viét thu, giri email, duyét
Internet. ..

Trén man hinh destop, ban s& thuong thay

- Thanh nhiém vy Taskbar: duoc Microsoft tich hop vao Windows dé hién thi
biéu twong cac phan mém dang chay trén may. Thong thuong, Taskbar s& duoc b tri
nam ngang & phan dudi clng cua man hinh hién thi. Cum bén phai Taskbar 13 noi hién
thi thoi gian, ngay thang, trang thai am thanh va cac (ng dung dang chay ngam.


https://fptshop.com.vn/phan-mem/windows
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- Biéu twrong (Icons) trén man hinh Desktop 1& nhirng hinh anh nho dai dién cho
cac chuong trinh, tép tin, thu muc hoidc cac dbi twong khac trén may tinh gitp ngudoi
ding dé dang xac dinh va truy cip cac d6i tugng mong mudn ma khong can phai ghi
nha tén hoac vi tri chinh xac

Mgt vai cach tgn dung hi¢u qua Taskbar

Ghim cé dinh biéu tuong wng dung 1én Taskbar: Viéc ghim cé dinh biéu tuong tng
dung 1én thanh Taskbar s& gitp ban khong phai mat cong tim kiém wng dung trén man
hinh desktop, laptop hoic trong thu muc khi muén st dung. C6 hai cach don gian dé
ban ghim biéu twong &ng dung vao Taskbar:

- Cach 1: Ciing 1a cach don gian nhat, ban gitr chudt trai vao biéu tuong tng
dung d6 roi kéo tha vao thanh Taskbar.
- Céch 2: Ban mé ung dung can ghim Ién, click chudt phai khi biéu tuong tng
dung hién & thanh Taskbar roi chon Pin this program to Taskbar.
G& mot tng dung da ghim trén thanh Taskbar: Thao tac g& ghim twong tu nhu khi
ban ghim mét ¢ng dung. Ban hay click chudt phai vao biéu twong tng dung can g&
khoi Taskbar va chon Unpin this program from taskbar.

3.1.2. CAu hinh man hinh l1am viéc

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

Buésc 1 | Chon biéu twong Windows hodc nut Start (bit dau) ‘=
Budc 2 | Tim biéu bi¢u tuong hinh rang cua nho va nhap chudt @
vao biéu tuong
Settings
Budc 3 | Cura so cai dat hé thong sé duoc hién thi dé ban lya chon
1 €% Home
= opten Recommended settings e
@ Bluetooth & devices PRRD N S ———
. R Cloud storage
@ Network & internet
Make sure you're signed in with binhthanhmai@gmail.com so you can
#  Personalization f@ Default apps > see your storage details here.
i Aeps Sign in to OneDrive
< Accoun| t =l Exly ’
¥ Time & language
_ ) sound > Bluetooth devices
~/ G Manage, add, and remave devices
'i' Accessibility o
J  Privacy & security 3 ?‘UE:ULDtt‘Iu MAIBINH_LAPTOP Ca 0

Never lose access to your account
@ Windows Update

Add a recovery phone number to make sure you can always get in to MX M
[ aster 35 =
ARoL @ e
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Budéc 4 Nhép chudt vao Hé thong (System)
Buégc 5 Nhap chuét vao muc Hién thi (Display)
Budc 6 Lwa chon tinh ning hién thi
, Brightness Ban c6 thé thiy mot thanh truot didu
.’ .2
- O - Piéu chinh d9 sang cia khicn
+, L] , ’
' may tinh ®—

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

Néu ban hoan toan khéng nhin thay thanh
truot diéu khién, co nghia 13 may tinh cua
quy vi khong thé diéu chinh d6 sang man
hinh.

Néu trudong hop nay xay ra, ding lo ling!
Pay chi la cach thiét Iap anh sang phu hop
cho man hinh. Ban hdy kiém tra va su
dung cac nat diéu khién trén man hinh, rat
nhiéu man hinh da thiét ké san cac phim
co, tim va doc hudng dan sir dung di kém
v6i man hinh dé tim hiéu chinh xac céch
ching hoat dong.

s Night light Nhan vao biéu tuong hoic kéo thanh truot
- Q - Anh séng ban dém dé ting d6 sang man hinh, diéu nay s@
‘at gitip han ché tic dong tiéu cuc khi ban

lam viéc trong diéu kién thiéu anh sang.

7 Scale Lya chon ty ’Ié kich ¢& sao cho ban thay
J thoai mai nhat

Tang giam kich c& cua

ky tu, biéu tugng tng
dung va cac muc khéc
trén man hinh destop
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Display resolution Do phan giai tot nhat cho man hinh cua
ban 13 d6 phan giai dugc khuyén nghi
(duoc danh ddu 1a recommended). Do
phan giai nay s& cung cap hinh anh rd
rang va sic nét nhat.

Chinh sta d§ phan giai

~ ™
_

man hinh phu hop véi
kich ¢& cua thiét bi

Viéc sir dung d6 phan giai thap hon c6 thé
khién van ban va hinh anh bi mo.

Viéc str dung d6 phan giai cao hon c6 thé
khién van ban va hinh anh tré nén nho va
kho doc.

Display orientation Ché do6 Landscape cung cap nhiéu khdng
":'I.‘) Tinh ning xoay man gian hién thi hon so voi f:hé do Portrait,
_| hinh do do ban c6 thé xem nhieu noi dung hon
cung mot luc. Piéu nay dac biét hiru ich
cho cac ung dung nhu bang tinh, trinh
duyét web va cac cdng cu chinh sira van
ban.

3.1.3 Cai dat ngay gio va ngon ngit hién thi

Trén cira s6 diéu khién Cai dat (Settings), nhap vao biéu tuong c6 tén Thoi gian & Ngon
ngit (Time & Language), mot menu & bén trai xuat hién

Date & Time |a) Cai dat ngay gio tu dong

l I (ngay vagio) | iy nat Cai dat mai gio tu dong (Set time zone
o automatically) trén man hinh. Di chuyén hoic lua

chon dé ¢ Bat (On). Thiét bi caa ban s& chuyén
sang On va nut trugt c6 mau xanh duong.

May tinh s& tu dong chuyén ddi mai gio 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 do Off dé cai dit tha
cong.

b) Cai dat ngay gio thi cong

Buoc 1. chon Time Zone (Mui gio) la (ITC+
07:00) Bangkok, Hanoi, Jakarta khi ban & bat ky
dau trén lanh tho Viét Nam.
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Buéc 2: Tiép tuc kéo xudng va xem bén dudi Cai
dat ngay va gio thu cdng (Set the date and time
manually) va nhap vao nit Thay d6i (Change).

Mot cira s6 hoi thoai bat 18n hién thi ngay va gio
hién tai.

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

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

Language &

@_._' Region \ (Ngbn
A+ ngit va khu

Vuc)

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

Tai O bén canh hoic bén dudi caa Ngbn ngir hién
thi (Windows Display Language), ban c6 thé lra
chon ngdn ngir duoc goi Y.

Pé thay doi n6 sang mot ngdn ngir khac

1. Tim hinh vudng c6 dau cong bén canh Thém
mot ngon ngir va thich (Add a Preferred language)
trong Windows 10 hoac Thém mot ngbén ngir (Add
a language) trong Windows 11 va nhap vao do.

2. Mot hop bat 1én yéu cau quy vi Chon ngdn ngir
de

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

3. Nhap vao ngdn ngit rdi nhap vao nat Tiép theo
(Next).

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

hién thi cua tdi (Set as my Windows display
language), dé an dinh ngdn ngit 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 tro lai man hinh
trude Khi cai dat ngén ngtr. Bay giongbn ngit ban
lya chon da duoc thiét lap.

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

Region mong muédn
(Quéc gia hoic
khu vuc)
Regional Lya chon tiéng Viét (Vietnamese (Vietnam)) hoic
@-—. format ngdn ngir ban muén sir dung
Aq_ Pé kiém tra xem dinh dang khu vuc cua ban da

thiét 1ap c6 dung hay khong, xem thong tin bén
dudi binh dang khu vuc (Regional format data).
Quy Vi s& thay rang ngay va gid duoc 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 cia s6 diéu khién Cai dat (Settings), nhap vao biéu tuong c6 tén ca nhan hoa
(Personalization), mot menu & bén trai xuat hién

Background  (hinh | 1. chon kiéu hinh nén mong muén
@ nen) Picture: hinh nén dang anh

Solid Color: hinh nén dang mét mau
Slideshow: hinh nén dang nhiéu anh néi tiép

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

3. Chon céch hién thi hinh nén:

- Fill: kéo dai theo kich c& man hinh, bat ké ty 1¢
khung hinh ctaa hinh anh cé khép véi man hinh
hay khdng

- Fit: diéu chinh kich thudc hinh anh dé vira van
v6i man hinh ma khong lam thay doi ty I¢ khung
hinh

- Center: dat hinh anh ¢ gitta man hinh va git
nguyén ty 1é khung hinh

Stretch: kéo dai hinh anh d¢ lap day toan bo man
hinh, bat ké ty I¢ khung hinh cua hinh anh c6
khép vai man hinh hay khéng

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

4. Nhap Apply dé luu thay doi.

3.1.5 Cai dit, g& bo phan mém, ung dung
Ciach 1: Cai dit phan mém, wng dung tir Microsoft Store:
Buoc 1: Mo Microsoft Store
Cach 1: Start> Nhap chudt vao Microsoft Store
Céch 2: Nhan phim Windows
Buéc 2: Tim kiém tng dung: Nhap tén ang dung ban muén tim kiém vao thanh tim kiém
& dau man hinh.
Bueéc 3: Chon ting dung: Khi ban tim thay ang dung ban muédn, hay nhap vao no.

Buéc 4: Nhap vao Nhan hoic Cai dat: Gia cua tng dung s& duoc hién thi & day. Néu
tng dung mién phi, nat s& 1a Nhan. Nhap vao nat dé bat dau tai xudng va cai dat ung
dung.

Buéc 5: Lam theo huéng dan: Sau khi tai xubng, tng dung sé ty dong cai dat. Ban c6
thé duoc nhic khai dong lai may tinh caa minh dé hoan tat cai dit.

Céch 2: Cai dit tir tép cai dit (.exe):
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Mot sb tng dung khdng c6 sin trong Microsoft Store va ban can tai xubng tép cai dat
(.exe) tir trang web cua nha phét trién.

Céch thuec hién:

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

Chay tép cai dat: Nhap dip vao tép cai dat da tai xubng.

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

Hoan tdr cai dat: Khi cai dat hoan tat, ban c6 thé khoi dong tng dung tir menu Bat dau
hozc man hinh nén.

Truéc khi cai dat bat ky tng dung nao, hay dam bao rang ban tai
xuéng wng dung tir ngudn dang tin cay. Viéc tai xuéng ung dung
tir cac trang web khong dang tin cay c6 thé khién may tinh caa ban
. bi nhiém phan mém doc hai.

Mot sb (rng dung c6 thé yéu cau quyén truy cap vao céc tinh ning
hoac dir liéu trén may tinh cua ban. Hay can than khi cip quyén
cho bat ky tng dung nao va chi cap quyén cho nhitng tng dung
ban tin tudng.

Gé& bo va quan ly @ng dung

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

Installed Apps (Céac | 1. Nhap chuét vao Installed apps

o— ung dung duoC Cal | 5 Nhap tan (ing dung ban mudn g& bo hoic
8 dat) tim kiém trong danh sach duoc liét ké
3. Nhdp chuét phai vao dau “...”, Iya chon
uninstall

4. Xac nhan Uninstall khi hop hoi thoai mao
ra

5. Lwa chon “Yes” néu ban mudn g& bo va
tiép tuc thuc hién theo hudng dan
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Startups 1. Nhap chuét vao Installed apps
l o. (Ung dung khoi dong | 2. Truot sang ché d¢6 Off néu ban khéng
khi may tinh khai | mudn ang dung khoi dong cung may tinh;
dong) ché do On véi cc ting dung d3 cai dt trén
may va ban muén khai dong khi may tinh

Danh sach cac wng
dung s& hién thi, cho
biét tng dung nao s&
tu dong khoi d@ong khi
ban bat may tinh

khoi dong

3.1.6. Kiém tra théng tin hé thdng
Céch 1:

Nhap théng tin vao hop tim kiém trén thanh tac vu cua ban, sau d6 chon Théng tin hé
théng (System Information)

n System Information
-~ r

Céch 2:
- Nhan Windows + R dé m¢ hop thoai Run.
- Nhap msinfo32 va nhan Enter.

Cong cu System Information s& mé ra, hién thi théng tin chi tiét vé tat ca cac thanh
phan phan cang va phan mém trén may tinh caa ban.

Céch 3:
- Nhén biéu twong Window
- Nhap chudt vao Cai dit (settings)
- Nhép chudt vao hé théng Systems trén thanh menu xuat hién bén trai man hinh

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

3.2. Hé diéu hanh MacOS
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MacOS (viét tit caa Macintosh Operating System) 1a hé diéu hanh danh riéng cho may
tinh ciia Apple. Ra mat lan dau vao ndm 2001, macOS 14 hé diéu hanh phé bién thi hai
cho may tinh c4 nhan sau Windows, dugc danh gia cao bdi sy 6n dinh, mugt ma, giao
dién dep mat va than thién voi ngudi ding.

3.2.1 Man hinh Desktop

Man hinh nén 1a noi ban thuc hién cong viéc cua minh

| ;

A0S O8g @80 72708F0E20 &
Theo mic dinh, desktop dugc thiét ké nhu sau:

- Phia trén man hinh destop 1a thanh menu. Thanh menu nam doc phia trén ciing cua
man hinh trén may Mac.

’
Thanh menu chira menu Apple . c4c menu tng dung va nhiéu menu trang théi,

P
Vi du nhu Wi-Fi - , Spotlight Qvé Siri ° Ban c6 thé tly chinh nhiing muc

trang thai nao dugc hién thi trong cai dat Trung tam diéu khién. Trung tam diéu khién
() i .
@Dva Trung tdm thdng bao (bam vao ngay va gio) luén co san trong thanh menu.

- Phia cusi man hinh 1a Dock: Dock hién thi cac tng dung, chuong trinh ban c6
thé str dung hang ngay theo lya chon cua nguoi ding, ngoai ra Dock c6 thé hién thi toi
da ba tng dung duoc st dung gan nhat chua c6 trén Dock va mot thu muc cho cac muc
ban tai vé tir internet.
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IL'Ing dung Thing réc|
e@OxsLo408

—
3}
v

Thu muc Tai vé

3.2.2 CAu hinh man hinh lam viéc

’
é cai dat, thay déi cai dat trén man hinh 1am viéc, hiy chon menu Apple @ > cai dat

hé thong, sau d6 bam vao Man hinh a trong thanh bén. (C6 thé ban can phai cuon
xudng).

D6 sang man hinh | Cach 1: Bat “Ty dong diéu chinh d6 sang”.

Khi bat tinh ning nay, may tinh ctia ban s& tw dong diéu chinh do
sang man hinh va mirc mau den dua trén cac diéu kién anh sang
Xung quanh hién tai.

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

Luu y: kiém tra tai lidu di kém v6i man hinh dé c6 thong tin cu thé
vé d6 sang phi hop véi man hinh caa ban

Do phan giai Chon muc do chi tiét ma man hinh caa ban hién thi. Chon Mic
dinh dé tu dong sir dung do phan giai thich hop nhat cho man
hinh hodc chon mét tly chon khac dé chon tha cong giira vin
ban I6n hon hoac nhiéu khong gian hon trén man hinh.

3.2.3 Cai dit ngay gio va ngon ngit hién thi

Buéc 1 ® Finder File Edit View Go Nhép chuét vao biéu tuong Apple
About This Mac trén man hinh, chon Cai dat hé

théng (System Settings...) trén

App Store...

menu hién thi

Recent Iltems

Force Quit...

Cai dat ngay, gio
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Buoc2 | o @ Airop & Handoff Nhap chudt vao biéu tugng cai dit
€ siuetootn @ Locin tems chung (General), chon Ngay &
& Networt Thoi gian (Date & Time) trén
= Language & Region , ~ ..
3 Notifications bang menu bén tréi
m Sound @ Date & Time
GFocus k
BScreen Time \'4 Sharing

Budc 3 | < pateatime Pén muc “DPat gid va ngay tu

time

Set time and date automatically

Source Apple (time.apple.com.) " \&t...

6/6/2023, 1:67:44 pm

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

Date and time

24-hour time

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

Set time zone automatically using your current location [ @)

Néu ban mubn thiét 1ap tha cong, nhip vao thanh truot V& phia trai dé
chuyén sang mau xam

hop thoai yéu cau nhap mat khau. Pay chinh 1a mat khau tai khoan may tinh
ban st dung dé mé khoa may tinh. Tén nguoi ding da dugc dién sin nén
ban chi cdn nhap mat khau vao 6. Khi hoan tat, hdy nhap vao Mé khoa
(Unlock).

Bay gio, dé thay doi ngay va gio trén may tinh caa ban, hdy nhap théng tin
vé Ngay va gio, sau d6 nhip vao nat Dat (Set) ¢ bén phai. Mot hop bat 1én
s& xuat hién hién thi cai dat Ngay va Gio hién tai caa banva lam theo 1oi
nhic dé thay ddi ching theo cach thu cong.

Bat nit canh & thoi gian 24 gio (24 hour time) dé dat thoi gian ¢ ché do
24h.

Cai dat ngdn ngir hién thi
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Buéc 2

Language & Region |

Nhép chudt vao biéu tuong cai dat
chung (General), chon Ngon ngir
& Khu vuc (Language & Region)
trén bang menu bén trai

Budc 3 Click vao dau + & phan Preferred
Languages, tai muc tim kiém
(search) trén hop thoai vira duoc
bat, nhap “Tiéng Viét”, chon Add
Xac nhan lai ngébn ngtr chinh la
tiéng Viét
Budc 4 Tai muc Vung (Region), lya chon
Reglon Vietnam
2.2.4 Cai dat hinh nén, giao dién
Budc 1 @ Finder File Edit View Go Nhap chudt vao biéu tuong Apple
About This Mac trén man hinh, chon Cai dat hé
théng (System Settings...) trén
App Store... k menu hién thi
Recent Iltems >
Force Quit... X#ED
Budc 2 | Nhip vao Hinh nén (Wallpaper) trong thanh bén.

Chon mét hinh nén tir cac danh muc c6 san:

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

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

khac trén may Mac.

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

Ban ciing co 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 1& phd hop, lap diy man

hinh hoac duoc dat ¢ trung tam.
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3.2.5 Cai dat, g& bo phan mém, ung dung

Cai dat wng dung
Trén may tinh, hdy lua chon cac thao tac sau day:

- Pdi véi céc ting dung duoc tai xudng tir internet: Trong thu muc Tai xudng ,
bim dup vao anh dia hodc tép gdi (tréng giéng nhu mot hop mé). Néu trinh cai dit dugc
cung cap khong tu dong ma, hdy mé n6 rdi 1am theo hudng dan trén man hinh.

- Dé cai dit lai ung dung ban da tai xudng tir App Store, hiy xem Cai dit giao
dich mua tur App Store .

Go cai dat &wng dung

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

Tiép theo, lra chon cac thao tac sau day:

- Néu chuong trinh, tng dung da co trong thu myc: Md thu muyc chira @ng dung
dé kiém tra. Néu G& cai dat (Uninstall) hién thi, hdy nhap dap vao né roi 1am theo
hudng dan trén man hinh.

- Néu chuong trinh, tng dung chua c6 trong thu myc hoic khdng 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 ndy, néu ban cd cac tép ban di tao bing tng dung, ban c6 thé khéng ma
dugc ching lai. Néu ban quyét dinh mudn giit lai tng dung, hay lay lai ung dung d6
trudc khi don sach Thung rac. Chon tng dung trong Thung rac, sau d6 chon Tép > Pua
tro lai (Restore)

3.2.6 Kiém tra thong tin hé thong
Céch 1:

- M¢ Terminal d&& mé hop thoai.

- Nhap system_profiler va nhan Enter.

Cong cu System Information s& mé ra, hién thi théng tin chi tiét vé tat ca cac thanh
phan phan cing va phan mém trén may tinh caa ban.

Céch 2:
- Nhén biéu twong Apple
- Nhép chuét vao Cai dit (settings)

- Nhép chudt vao Gigi thidu (About) xuat hién trén menu bén phai man hinh
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BAIl 4: QUAN LY THU MUC VA TEP TREN MAY TINH

Quan ly thu muc va tép tin trén may tinh hiéu qua la moét ky nang quan trong gidp
ban tim kiém thong tin nhanh chéng va bao vé dit liéu an toan. Dudi ddy 1a mot s6 céch
don gian dé ban ap dung:

4.1. Tao cdu tric thw muc rd rang va hop ly

Tao mét thw muc trén man hinh nén

Buéc 1. Nhap chudt phai vao man hinh nén dé hién thi menu

Buoc 2. Pua con tré chuét Ién trén tuy chon Mai (New) and va nhap chuét. Mot
menu khac s& xuit hién bén canh Menu dau tién.

Buéc 3. O trén cling cua menu nay, nhap Thu muyc (Folder). Mot thu muc méi s&
Xuat hién trén man hinh nén va phan tén s& hién thi mau xanh.

Buéc 4. Nhap tén méi cho thu muyc va an phim Enter dé hoan thanh.

M@t s6 lru y khi tao va dit tén thw nuc

Phan logi theo chi dé: Biing phan loai theo dinh dang file ma hay phan theo cong
dung, chtric nang, loai noi dung.

Tao cac thu muc chinh theo chu dé nhu: Tai liéu, Hinh anh, Am nhac, Video,
Chuong trinh, Dy &n,..., trong mdi thu muc chinh, tiép tuc chia nho thanh cac thu muc
con (néu can) theo thoi gian hozc theo cha dé nho. Luu y: Viéc phan chia thu muyc con
chi nén phan chia & mtrc d6 vira phai, téi da khoang 4-5 16p thu muc.

Vi du:
e Thu muc: Tai liéu:
o Tailiéu hoc tap
o Tailiéu cbng viéc
o Tai liéu ca nhan
e Thu muc: Hinh anh:
o Anh gia dinh (2023)
o Anhdu lich (2022)
Sur dung thu muc chung cho cac tép tam thoi

Tao mot thu muc riéng biét cho c4c tép tam thoi hoic tép can xda sau khi sir
dung. Thuong xuyén kiém tra va don dep thu muc nay dé giir hé thong gon gang.

Dung ¢é dinh mgt cach sap xép trén moi may cua ban, ké ca may
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4.2. Pit tén file theo mot quy chuan chung, don gian, dé nhé

- Si dung tir khoa: Bao gom céc tir khda mo ta noi dung tép tin.

- Sdp xép theo thir te: Str dung sb thr tu hodc ngay thang dé sip xép cac tép tin
c6 cung chi d&. Néu ban c6 nhiéu phién ban cua mét tép tin, sir dung hé théng danh sé
(v1, v2, v3,...) dé theo ddi cac thay ddi va phién ban.

- Tranh Ky tw ddc biét: Chi nén sir dung dau gach duéi () hodc diu gach ngang
(-) dé phan céach céc tu.

Vi du:
« Bé&o cao-Quy-1-2023.docx
o Hinh_anh gia dinh 01.jpg

4.3. St dung céng cu tim Kiém

Tim kiém nhanh: Hau hét c4c hé diéu hanh déu c6 cong cu tim kiém tich hop.
Ban c6 thé tim kiém theo tén tép, noi dung, hoic loai tép.

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

4.4. S dung phan mém quan Iy tép

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

4.5. Sao lwu dir li¢u thwong xuyén

« Bao vé dir ligu: Sao luu dit liéu 1én cac thiét bi luu trir khac nhu 6 cang ngoai,
USB, hodc dich vu dam may.

Pinh ky don dep: Nén x6a bo cac tép tin khdng can
g GG thiét dé giai phong dung luong 6 cing.

Loi khuyén bé sung: | St dung cac cong cu nén: Nén céc tép tin lon dé tiet
kiém khong gian luu tri.

Tao cac thw muc tam: St dung cac thu myc tam dé luu
trit cac tép tin dang lam viéc.

Chia sé véi ngudi khac: Néu can, ban c6 thé tao cac
thu muyc chia sé dé cho phép ngudi khac truy cap vao dir
liéu cta minh.
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Luwu y: Viéc quan 1y thu muc va tép tin 1a mot qua trinh
lién tuc. Ban nén thudng xuyén xem xét va diéu chinh
lai cau triic thu muc dé dam bao tinh hiéu qua
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BAI 5: MOT SO PHAN MEM TIEN iCH

Unikey 1a chuong trinh ban phim tiéng

| u ' i ‘ Viat phé bién nhét trén Windows. Phan I5i
— xu ly tiéng Viét UniKey Input Engine ciing
l] 2 14 \ Y
duoc st dung trong cac chuong trinh ban

phim mic dinh cua cac hé diéu hanh Linux,
Unikey — Ban phim tiéng Viet | Mac OS X va dac biét la tat ca céc thiét bi
3 ) dung iOS (iPhone, iPad).
(mién phi) _ . ,
Unikey.org la website chinh thirc duy nhat
ciia phan mém UniKey. Phién ban trén
Store cuia Microsoft dugc dong goi tir
Unikey.org.

Pé tai vé may tinh cia ban:
1. Truy cap: https://apps.microsoft.com/detail/9n4sdgch559b?hl=vi-vn&gl=VN

2. Nhén vao biéu tuong

dé tai xubng may tinh cua ban

Anh ciia Microsoft gitip ban quan 1y tat ca cac
anh va video dugc luu trir trén may tinh; goi
nhé cac ky ni€ém qua cac bd suu tap, theo thoi
gian; luu trit dong thoi trén may tinh va trén
dam may (néu lya chon); mo, xem tirng anh,
video; so sanh mot s anh va video trong cling
Xem anh mot cira s6 tmg dung bang ché d6 nhiéu dang
(mién phi) xem; Cat va xoay anh, diéu chinh anh sang va
mau sac, thém bo loc va cac hiéu tng khac; tao
anh cua riéng ban theo céc goi ¥ ¢6 sian hoic
theo chu dé duoc goi y

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

Néu chwra c6, dé tai vé may tinh ciia ban

Cach 1:

1. Vao kho Microsoft Store trén may tinh

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

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

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

Ung dung nay cho phép ban chup man hinh
ciia ban mot cach dé dang; ghi lai man hinh cua
ban bang am thanh; chinh stra va chd thich anh
chup man hinh cua ban; chinh stra hoac sao chép
phan noi dung van ban

Cit va Phéac thio

(mién phi)

Pé cai dat trén may tinh caa ban:

Poi véi phién ban Window 8.1 tré 1én

Cach 1:

1. Vao kho Microsoft Store trén may tinh

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

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

Cach 2:

1. Truy cap link: https://apps.microsoft.com/detail/9wzdncrdr1p8?hl=vi-vn&gl=VN
2. Lua chon “Cai dat” hoac “Install” hodac “Open”

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

Str dung chudt, cam @ng hoic but dé chinh sira anh chup man hinh.

Cit cac hinh anh cua ban va d¢anh du bang muc va viing sang.

Luu hodc sao chép anh chup man hinh cua ban dé chia sé chiing ¢ moi noi.

May tinh cho phép ban Thyc hién tinh toan toan
hoc co ban mot cach dé dang; sir dung cac chirc
nang may tinh tay khoa hoc; Chuyén dbi co sé &
ché do lap trinh; Chuyén d6i nhanh chéng giira
cac don vi khac nhau

May tinh
(mién phi)

Ung dung maAy tinh di dwoc cai dit san trén may tinh sit dung hé diéu hanh
Windows
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Néu chwra c6, dé Cai @it may tinh cia ban

Cach 1:

1. Vao kho Microsoft Store trén may tinh

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

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

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

Media Player 1a mot thu vién nhac day du tinh

nang cho phép ban duyét va phat nhac mét cach

nhanh chéng, cling nhu tao va quan ly danh sach

phat. T4t ca noi dung cta ban trong thu muc nhac

Trinh phat da phwong ién | /3 video c6 sin trén may tinh s& tu dong xuét hién
(mién phi) trong thu vién cua ban.

Ung dung may tinh da dwoc cai dit san 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 tugng

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

Cach 2:

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

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

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

- Xem PDF; ché d6 cudn ngang hoic cudn doc, mot
trang hozc cuon lién tuc; Tim kiém vin ban, phong
to, thu nho & Ché do trinh bay; Mé cac tép PDF;

View & Edit

Xem va chinh sira tép PDF
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(c6 02 phién ban:

mién phi va tra phi)

Chia sé va in tai liéu PDF; Thu nho; Panh dau céac
trang hoac phan cu thé cua PDF

- Chu thich PDF: Thém cha thich, x6a chu thich,
chinh stra chd thich; Panh dau bang t6 sang, gach
chan, gach dau dong; Thém nhan xét van ban, hop
van ban va siéu lién két vao tép PDF; Viét va vé tu
do; Dién vao cac biéu mau PDF; Chit ky; Chit ky
anh

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

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

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

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

Ban mién phi cho phép nguoi ding sir dung tinh
nang xem, chd thich, dién mau, chinh sira va thuc
hién mot s6 chire nang thir nghiém c6 “watermark”.
Pbi véi phién ban tra phi: 29,99 USD/nam (tuong
duong khoang 765.000 ddng/nim) hodc 49,99 USD
tron doi (twong duong khoang 1.300.000
d6ng/nam)

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

Windows
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Néu chwra c6, dé tai vé may tinh ciia ban

Cach 1:

1. Vao kho Microsoft Store trén may tinh

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

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

Cach 2:

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

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

Microsoft Sticky Notes gitip nguoi dung c6 thé tao
ghi chd, thém anh, thém dinh dang van ban, dan
Ién man hinh nén ctia may tinh dé ghi chi, dong
bo trén cé4c thiét bi va ang dung nhu OneNote
Mobile, Microsoft Launcher for Android va
Outlook for Windows.

Ghi chu dan nhan
(mién phi)

Ung dung may tinh di dwoc cai dit sin trén may tinh sit 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 Sticky Notes” va nhan vao biéu tuong
3. Nhén vao “Cai dat” hoic “Install” hoic “Open”

Cach 2:

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

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

Coc Coc la trinh duyét Viét Nam, cho phép ban
lu6t web tée do cao Véi cac tinh nang ndi bat nhu
chin quang cao doc hai, 1am phién khi ban luot
web; tai nhac va video ma khong can cai thém céc
cong cu hd tro; ghi video dé tiép tuc xem trong
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Y 4 ctra s6 noi trén man hinh khi ban dang sir dung
o chuong trinh khac; cho phép nguoi dung an danh,
’ khong luu lai hoat dong trong lich st st dung;

canh bao ngudi dung khi truy cap cac trang web

gia mao, chira ma doc, phat hienj va loai bo viéc
cac trang web theo ddi ban; hién thi khoa xanh d6i

Trinh duyét lu6t web chan | i c4c trang web di duoc xéac thuc.

guang cao
(mién phi)

Cach 1:
1. Vao kho Microsoft Store trén may tinh
2. Tim kiém “Trinh duyét Coc Cdc” va nhan vao bicu tugng
3. Nhén vao “Cai dat” hodc “Install” hodc “Open”
Cach 2:
1. Truy cap link: https://apps.microsoft.com/detail/xp8cbx99b2zIq1?hl=vi-
vn&gl=VN
2. Nhén vao “Cai dat” hodc “Install” hodc “Open”
. Microsoft Office 1a bo phan mém vin phong pho
Oﬁl Ce bién nhat hién nay, duoc stir dung rong rai boi hoc
sinh, sinh vién, nhan vién van phong, doanh

Bé cong cu tin hoc viin phong | Nghiép va nhiéu t6 chirc khac nhau dé hd trg cong
. .(Trﬁ pi,i) viéc va hoc tap.

Microsoft Office cung cip cac cdng cu manh mé
dé tao lap, chinh stra va quan 1y cac vin ban, bang
tinh, bai thuyét trinh, email, danh ba, lich,...

Tao lap vin ban: Microsoft Word 13 phan mém
soan thao van ban cho phép ban tao lap cac tai
liéu, bao céo, thu tir,... voi nhiéu dinh dang phong
phu.

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

Tao bai thuyét trinh: Microsoft PowerPoint gitp
ban tao ra nhitng bai thuyét trinh sinh dong, thu
hat véi cac hiéu tng hinh anh, am thanh, video,...
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Quan ly email: Microsoft Outlook 1a phan mém
quan ly email hiéu qua, gitp ban giri va nhan
email, quan ly lich trinh, danh ba, ghi chu,...

Luwu trit dam may: Microsoft OneDrive hoac
Microsoft 365 cung cap dich vu luu trit ddm may,
giup ban luu trir va truy cap dar liéu moi 1Gc moi
noi.

Lam viéc nhom: Microsoft Office hd tro 1am viéc

nhom hiéu qua thdng qua cac tinh nang chia sé tai
liéu, chinh stra truc tuyén, binh luan,...

Pé sir dung, ban c6 thé lya chon goi dich vu cho ¢4 nhan, gia dinh hoic doanh
nghiép va cé 02 hinh thac tra phi: i) Tra phi tron g6i cho 01 may tinh va ii) Tra phi
hang thang hoac hang nam.

Mét s6 go6i pho bién:

Microsoft 365 Personal: Goi nay danh cho 1 ca nhan nguoi dung, bao gdm cac tng

dung Word, Excel, PowerPoint, Outlook, OneNote va OneDrive (dung lugng 1TB).
Mtc gia 150.000,00 4/thang hoac 1.499.000 d¢/nam

Microsoft 365 Family: Goi nay danh cho téi da 6 nguoi dung, bao gom cac tng
dung Word, Excel, PowerPoint, Outlook, OneNote va OneDrive (dung lugng 1TB
cho mé&i ngudi diing). Mirc gia 200.000,00 4/thang hoic 1.999.000 d/ndm.

Microsoft 365 Business Standard: Go6i nay danh cho doanh nghiép vira va nho,
bao gém cac ung dung Word, Excel, PowerPoint, Outlook, OneNote, OneDrive
(dung lwong 1TB cho mdi ngudi dung) va Teams. Muc gia 12 USD/thang hoic
120$/nam.

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

Cach 1:

1. Vao kho Microsoft Store trén may tinh

2. Tim kiém “Office” va lya chon g6i1 dich vu va hinh thtrc thanh todn phu hop
3. Thuc hién thanh toan va cai dit trén may tinh

Cach 2:

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

2. Thuc hién thanh toan va cai dit trén may tinh
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BreeZip 1a cong cu dé giai nén nhiéu loai file luu
trit khac nhau . BreeZip s& gitp ban dé dang giai
nén cac file luu trir mot cdch nhanh chéng vai cac
dinh dang phé bién nhu ZIP, RAR, 7-Zip, TAR,
Gzip, v.v.

Giai nén tép tin
(c6 02 phién ban:
Tinh nang mién phi: Mo, duyét, xem va giai nén
Cac tap tin luu trit; Chirc niing giai nén hd trg
nhiéu dinh dang khac nhau: .rar, .zip, .7z, 1SO,
Bzip2, Gzip, TAR, XX, v.v.; Tao cac kho Iuu trir
dé dang véi GUI gidng nhu trinh duyét tép; Tao
cac kho luu trit duoc bao vé bang mat khau; RAR
Opener va chuyén d6i rar sang dinh dang zip; Khi
mot kho luu trir dwgc ma trong BreeZip, ndi dung
ctia nd s& duoc hién thi. Sau dé, ban cé thé chon
C4cC tap tin va thu muc can duoc giai nén.

mién phi va tra phi)

Tinh ning tra phi: Ngoai cac tinh nang mién phi,
dugc bo sung thém mot sé tinh nang nhu: Xem
truéc anh ma khong can trich xuat; Quan ly mat
khau Iuu trit dé dang dé tranh nhitng mat khau
phuc tap; Nén Video, Hinh anh & PDF; Trinh
soan thao PDF & Office tich hop vai trai nghiém
toan dién; Giai phong dung lwong va tbi uu hoa
dung lIugng Iuu trir; Khdng quang céo; Str dung
trén t6i da 10 thiét bi

Doi vai phién ban tra tién: i) goi thué bao: hang nam 1a $4.99/nam; ii) Tra 01 lan
9,998 ddi véi goi tron doi

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

2. Tim kiém “BreeZip: Rar, Zip & 7z Extractor” va lgya chon géi dich vu va hinh
thirc thanh todn phu hop

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

2. Thuc hién thanh toan va cai dit 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-vh & gl=VN
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m@ BAI 6: SU DUNG TIENG VIET

=

6.1. Ban phim may tinh thong thwong

6.1.1. Ban phim day du

Print P
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SysRg Breal Lock Lack L
2 ! @ # 5 % " & U ( ) = | Pag -
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ESewWERTNYUNGR O SO |
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i BN BSH BEN BEN RGH BEIN BN By Wi -— —
? —1T T
snit Z X C |V BN M:" ; snin 1 1

Enter

Typewriter keys Function keys Enter keys
System keys Numeric keypad Other
. Application key Cursor control keys

6.1.2. Ban phim may tinh rat gon
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6.1.3. Ban phim trén di¢n thoai va may tinh bang iOS
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Bwéc 1: Chon vao biéu twong qua cau trén ban phim khi vao tin nhan.
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0 Z|X|CIVIB|N|M}
123 9 déu céch Nhap

Buwéc 2: Chon ngdn ngir dé nhin tin

Cai dat ban phim...

Tiéng Viét

English (US)
Biéu tugng u

BARZENR

A

dau cach

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

Giir phim cach (Space) roi vuét qua phai hoic trai déu duoc chon kiéu gb thanh Tiéng Viét 1a
duoc
® < : )
< Toan 12b : < Toan 12b

©

= = 1 11111111

@l Wi IEY IR BN Bd (U1 BN (@] i i@ Wi EEY IRl BN BE () BN (@] I
A IS 1D IE (G (Bl EOY iR g R [ S RS

4+ Z English/ Tiéng viet \V/ I < | 1+ Z| I € B N M €&
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6.2. Phan mém hd tro gé phim tiéng Viét

6.2.1. Mot sb loai phan mém mién phi hd tro

) EVKey x64 - 4.2.2 - Nov 21 2019 = X
=== e Phan mem dung trong kol nha nuo - Version 2.1 SEESE

v“t@g Everywhere Simple,Ql’WE’f‘”

©0ang MITh Tua hitp: iwwe vietkey.com tel: 44 2433872

%) Unikey 40 RC2

Diéu khién

2 g5 == - @ cémie Kidu g Telex - Thodt o
§ Kidu gd
imchuydn @ cTRLsSHFT O ALT+Z -
¢ Thuhd Cd ban i & th
(o oms | T
O3t ddu 03, uy (thay vi da, dy)  [Z1B3t ki tra chinh ta :
[¥] Bét kiém tra chinh 13
91Ty aing khoi phye phim vt sai 03t ddu ty do [Ty dfng khdi phyc phim voi tif sai
ode
[ Cho phép 'f j w 2' lam phy am []Sita 16i ddu ciia Ggi ¥ 1

Tuy chon g5 tit
[T cho phép g tét
[C]Cho phép g tét ci knit tiéng Vit

-

[Ty déng viét hoa sau "Enter . 17" ["]Sita I3i ddu cia Gai y 2

<

[1stf dung Clipboard dé g phim e} r
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Cho phép g6 tat | Béng go tit | Van cho phép gd tat khi tit g6 Tiéng Viét o) r
IQ Hutng odn ] [ Théngtn l I wéc ann —
Thi3p méc dich o . & Tosic X Then Q Lunndi| B TaskBar
4 VKey

6.2.2. Kiéu gb

Cich Thém Dau
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6.3. Chuyén giao dién dién thoai sang tiéng Viét

6.3.1. i0S
6.3.1.1. Cai tiéng Viét cho dién thogi

Bwéc 1: Vao muc Cai dit trén dién thoai iPhone caa minh, rdi chon tiép vao phan Cai
dat chung.
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Cai ait
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Buéc 2: Kéo xudng dudi va tim chon myc Ngbn ngir & ving. Sau dé, ban nhan chon

vao muc Thém ngén ngir.

Cai dat chung

g dung trong nér

Ngon ngll & Vung
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Buwéc 3: Kéo xubng duéi dé tim va chon vao ngén ngit Viét Nam dang mudn thay doi

la duoc

6.3.1.2. Chuyén ngbn ngir dién thoai sang tiéng Viét

Bwoc 1:

Ma& rng dung Cai dat
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Bwoc 2:

Cham vao Cai dat chung

Ché b may bay
Wi-Fi
B svetoon
B0 oism

Deéen truy cdp cé nhén

0 Thing bio

Am thanh & Cam Ung
u T9p trung
e
@

Thi gen ¥ dung

Cal dit chung
8 Trung tam didy khidn
M hinh & D6 séng

B8 nn hich chinn

Bwoc 3:

Chon Ngon nglr & vung

Cai ¢t chung

AirDrog
AlrPlay & Hencol!
Hnh trong hinh

CarPlay

Dung kigng IPhone

Lam mdl Ung dung trong nén

Ny & G
Ban phim

Phéng cha

Ngén ngd & Visng

T Sén

Quén ly VPN & Thiét by
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Bworc 4:

Cham vao Thém ngon ngur

Bworc 5:

MO -DPUN1

Ngdn ngil & Ving

Tidng Vidt

Lich
Nradt do

Hé théng do luting

Ngdy d&u thén trong tudn

Van ban tryc Wep

Vidu vé O dang Yong
00r3a
Tha Hai, ngay 2% thang 8 2022
1235¢ 466789
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Chon ngon nglf cua ban

English

Tung Sri

English (UX)

Toing At (V00g Guebe Ao

English (Australa)

Talng Aok Ustradal

English (incka)
Ting Ank Jin D8)

[ e

Tng Treng (Cian thi)

¥ex

Toirg Yrang (Phén i

ey (§48)

Ting Trang (PR 0, sy Kingd

828
Tng Mgt

Espaficl
Tiing T8y Gan Nas

F3paicl {L a0 ol e

Buwéc 6: Chon ngon ngit chinh trén dién thoai. Luc nay, trén man hinh dién thoai s& hién
thi canh bao dé hoi xem ban c6 chac chan muébn sir dung ngdn ngit vira chon 1am ngon
ngir chinh hay khéng. Nhan xac nhan dé hoan tat viéc thay doi ngon ngit.

6.3.2. Android OS
Bwéc 1: Truy cap tng dung Cai dat (Settings)
@ %a ‘ ’

Samsung Google OneDrive Play Store

c x © @

Camera Gallery Contacts

g B 85 @

Settings Calendar Game Launcher Galaxy Store

@00 ®

Drive 1998 Cam Photos
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Buwéc 2: Sir dung c6ng cu Tim kiém (Search settings). Nhan vao biéu twong Kinh lap >
G6 "Language" vao thanh tim kiém > Language and input.

14:47 G N T all &

1

Settings Q

] Search settings
— Connections 2

/i-Fi, Bluetooth, Airplane mode, Data usage

«) Sounds and vibration

ls]

de, Ringtone, Volume

@e Notifications

App notifications, Status bar, Do not disturb

Display

Brightness, Blue light filte

r, Home screen

2 Wallpaper

Home screen wallpaper, Lock screen wallpaper

Themes

Downloadable themes, wallpapers

||

and icons

a| Lock screen

Screen lock type, Always On Display, Clock style

Lot

1448 @

N =l a

2

{] Language

General management > Lan

Language

General management 3

Language and input

Change language shortcut

Sets the language-specific voice for the spoken te

guage and input > Text-to-s

General management > Language and input > Physical keybo

Bwéc 3: Thay ddi ngdn ngir.

Chon tiép Language and input > Language.

14:48 & Nl

< General management

1

Language and input

Date and time

Reset

Looking for something else?
Accounts
Backup and restore

Font size and style

14:48 @ AR ala

< Language and input

Language 2

English (United States) and Vietnamese (Vietnam

Keyboards

On-screen keyboard

Physical keyboard

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

Pointer speed

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

1449 & @ @ NER il &
< Language

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

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

-+ Add language 1

1449 G @ AR oala

< Add alanguage

Suggested

Espaiiol (Estados Unidos)

1  English (United States) v

Tiéng Viét (Viéet Nam) 2

Samsung suggested

Azarbaycan (latin)

Bosanski

Catala

Cestina

Dansk

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

Keep current Set as default

Buoc 6: Giao dién khi hoan thanh

14:49 > @ @ N
< Ngén ngit Stra

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

Néu (rng dung khong hd trg ngén ngir d6, ngén ngir
tiép theo trong danh sach sé dugc dung dé thay thé.

—

Tiéng Viét (Viét Nam) v

N

English (United States)

<+ Thém ngdn ngir

4. Loi ich khi sir dung tiéng Viét va ban phim tiéng Viét trén cac thiét bj so
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- D& dang truy cap thdng tin truc tuyén, doc béo, tim kiém kién thic va tham gia vao

cong dong truc tuyén;
- Giao tiép nhanh chéng qua céc wng dung;

- Tiét kiém thoi gian khi thuc hién céc thao tac.
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SU DUNG PIEN THOAI THONG MINH

_Chli nhat, 2 Thang Hai
I

Q
Cap nhat

'z @
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- Hiéu r6 cac chirc nang va ng dung
cua dién thoai thng minh, giup ban
tan dung tdi da tiém ning cua thiét bi
nay cho hoc tap, céng viéc va giai tri.

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

P , Al . - Cé&c chuc nang co ban cua dién thoai
- Nam duogc cac nguyén tac su dung

A ) ) thdng minh
dién thoai théng minh an toan, bao vé g
ban than khoi cac mdi de doa lra dao, ||| - Céch tai va xdéa tng dung trén dién
tin gia va tin cong mang. thoai thong minh

Sau khoa hoc, ban ¢ thé:

- Sur dung cé&c chuc nang co ban cua
dién thoai thong minh:

- Tai va x0a cdc tng dung trén dién
thoai

Ban nén chuan bi nhirng gi dé hoc tap tot nhat
- Bo may tinh day du c6 két ndi voi ngudn dién. Hay hoi don vi to chirc
bdi dudng tap huan néu ban tham gia tap huan, bdi dudng truc tiép.

il

- Tai liéu huéng dan sir dung;

- But, gidy hoac s6 tai liéu (néu can)

- Thiét bi truy cap internet, hé théng nghe nhin (tai nghe, mic,
webcam...)
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Céc tir viét tit co ban

Tir viét tat | Tén diy di tiéng anh Tén diy di tiéng Viét

OS Operating System Hé diéu hanh

SIM Subscriber Identity Module Mo dun nhan dang thué bao

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

Identity

SMS Short Message Service Dich vu nhin tin vin ban

MMS Multimedia Messaging Service | Dich vu nhan tin da phuong tién.

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

GPS Global Positioning System Hé thdng dinh vi toan cau.

NFC Near Field Communication Giao tiép truong gan, cho phép trao doi
dir liéu giita cac thiét bi khi chung &
khoang céch gan nhau

OLED Organic Light Emitting Diode | Cong nghé Dibt phat sang hitu co
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BAI 1. CAC LOAI PIEN THOAI PHO BIEN

s

ab b &
—

bién thoai co ban (feature phone) bién thoai thong minh

Loai dién  Hinh dang
thoai nhan biét

La thiét bi cAm tay, c6 mot man hinh nhé va mot ban

bién thoai

co ban phim (v6i mot sb va nhiéu chir cai trén mdi nat), tuy
nhién, thiét bi nay khdng cho phép duyét cac trang web
hoac sir dung cac ung dung di dong nhu VnelD, eTax...

Pién thoai La thiét bi cam tay, cho phép ban sir dung mang di dong

thoéng minh hoac két ndi internet théng qua mang Wi-Fi hoic mang
di dong dé sir dung céc trng dung dich vu Internet (thudng
goi la apps) nhu VnelD, eTax...

C4c thiét bi nay thudng c6 man hinh cam tng 16n va hoat
dong véi cac hé diéu hanh phé bién nhu nhu Android,
Apple i10S, 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
thoal tir nguoi khac

Nhin tin
Nhén tin cho nguoi khac/ nhom nguoi khac ‘ '
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Nhan tin nhan tir nguoi khac

Chup anh, quay video

- Mot camera phia trude dé thuc hién cudc
goi video/ quay video va chup anh chinh
ban (anh ty chup, nhiéu nguoi goi day 1a
camera selfie)

- M6t hoic nhiéu camera phia sau dé thuc
hién cudc goi video/ quay video va chup
anh moi thtr, moi ngudi Xung quanh ban.

Kiém soat 4m lwong

Hau hét tat ca cac dién thoai thong minh déu c6 nat diéu
chinh am luwong, thudng nam & canh bén cua thiét bi.

Céc nat ting va giam am luong cd thé duoc sir dung dé kiém
soat am lugng cudc goi, am lwong cua dién thoai d6 chudng
va tham chi am lwong cua nhac hodc phim ma ban c6 thé
dang thuong thic trén dién thoai cua minh.

Xem gio va hen gio

Hau hét dién thoai déu c6 mot ddng hd s6 hién thi trén man hinh chinh
hoac man hinh khoa, cho phép ban xem thai gian hién tai moi ldc moi
noi va thong nhat (khdng bi chay nhanh hay chay cham nhu dong ho
thong thuong).

Khi ban di chuyén qua céc cac quéc gia khac nhau, dién thoai c6 thé
tur dong cap nhat thoi gian dya trén thong tin vi tri (néu ban bat dich vu
dinh vi) hoic ban c6 thé thay doi thii cong trong cai dat dong ho.

Lueu y: Chuan gio Viét Nam 1a GMT+07:00

Dién thoai cho phép ban thiét 1ap bao thirc dé danh thic ban vao mot
thoi diém cu thé. Ban c6 thé cai dat nhiéu béo thuc khac nhau, chon
nhac chudng béo thirc, va lap lai bao thirc vao cac ngay nhat dinh trong
tuan.
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Tﬁl l’l‘ng dung 2 Download on the

2 Download on the

App Store ¢ App Store

Tuy thudc vao hé didu hanh cua dién
thoai ban dang sir dung, ban c6 thé vao
kho tng dung dé tim kiém, chon, tai tng

Getiton

ul Microsoft

Getiton

B Microsoft

N \ \ GETITON GETIT ON
dung minh can. }/’ Google Play Google Play

Cach tai wng dung trén kho App Store

Buwdéc 1: Mé App Store
Tim biéu twong App Store trén man hinh chinh cua thiét bi va nhan vao biéu
tuong

Buwéc 2: Tim kiém &ng dung

Str dung biéu tugng tim kiém & dudi cling ciia man hinh dé nhap tén cua tng
dung ban muén tai.

C6 thé duyét tng dung qua cac danh muc dugc dé xuat

Ho# 8 & o

Bwéc 3: Chon wng dung

Nhan vao tng dung ban chon tir két qua tim kiém dé xem thdng tin chi tiét hon.

Buwéc 4: Tai va cai dat wng dung
Nhan vao ndt nhan (néu 1a ang dung mién phi, s& chi hién thi nat “Nhan”, néu phai
mua, s& hién thi “Mua In-App™). Ban c6 thé can xac nhan mua hang hoic
NHAN  taj vé bang cach str dung Face 1D, Touch ID, hoic nhap mat khau Apple
ID cua ban.

Bwéc 5: Hoan tat cai dit va Mé wng dung

Sau khi ¢ng dung di duoc cai dat, ban cé thé nhan "Mé" ngay trong App Store hoic
tim g dung trén man hinh chinh dé bat dau sir dung

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

’

Bwéc 2: Tim kiém @ng dung

Tim biéu tugng cua Google Play Store trén man hinh chinh hoic trong
menu ung dung cua thiét bi Android caa ban va mé né.

' Google Play @ @ ¥

Str dung thanh tim kiém & dau trang dé nhap tén cua ang dung ban muén tai. Ban ciing
c6 thé xem danh muc cac app dé xuat dé lra chon.

Buwoc 3: Chon wwng dung

Khi ban tim thdy tng dung mong muén, nhan vao biéu tuong tng dung dé xem chi
tiét.

Buwoérc 4: Cai dat wng dung

Nhan vao nat "Cai dat" dé tai va cai dat tng dung. Ban c6 thé can chap nhan mot s6
quyén truy cap ma tng dung yéu cau.

Bwéc 5: Mé wng dung

Sau khi ttng dung da dugc cai dit, ban c6 thé nhan "Mo" ngay trong Play Store hoic
tim tng dung trén man hinh chinh hoac trong menu ung dung dé khoi chay.

Mot s6 luu v khi st dung dién thoai dang cach

Pam bao dién thoai da dwoc sac pin (ngudn dién dé dién
thoai hoat dong)

bién thoai thong minh thuong ¢é chi bao mac pin trén man
hinh, cho ban biét khi ndo can sac.

@ED) Pin da day

0D pin sap hét, ban can cam iphone véi ngudn dién
bang day cap chinh hing
E2 |
Dang sac pin
Biéu tuong pin dién thoai c6 ddu cham than la thong bao
cho biét nhiét do pin caa dién thoai dang qué cao hoac qué
thip do anh huong tir viéc sir dung qua do hoic 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 lvu y mot sb
diéu sau;

1. Swr dung b sac va cap sac chinh hang:

- Str dung bo sac va cap sac chinh hang di kem theo dién thoai hoac mua tir cac cura hang
uy tin dé dam bao an toan va hiéu qua sac pin.

- Tréanh sir dung b sac va cap sac gia ré, khong rd nguon goc xuat xia vi co thé gay chai
pin, hong hoc dién thoai, tham chi 1a nguy co chay no.

2. Cap nhat phan mém thwong xuyén:

- Cap nhat phan mém hé diéu hanh va céac (ng dung lén phién ban méi nhat dé khac
phuc 16i, va 15 hong bao mat va cai thién hiéu ning hoat dong caa dién thoai.

- Ban c6 thé kiém tra ban cap nhat phan mém trong cai dat caa dién thoai hoic théng
qua tng dung Ctra hang Google Play.

3. Khéi dong lai dién thoai thwong xuyén:

- Khoi dong lai dién thoai thuong xuyén (khoang 1-2 1an mai tuan) gitp giai phéng bo
nhd, dong cac tng dung chay nén va cai thién hiéu suat hoat dong cua dién thoai.

- Ban ¢6 thé khai dong lai dién thoai biang cach nhan va giir ndt ngudn cho dén khi xuat
hién tuy chon khaoi dong lai, hoac sir dung tuy chon khéi dong lai trong cai dat.

4. Quan ly @ng dung:

- G& cai dat cac tng dung khong st dung dé giai phong dung luong lwu trix va cai thién
hiéu suat hoat dong cua dién thoai.

- Cap nhat céc (ng dung thuong xuyén dé khac phuc 16i va cai thién hiéu ning hoat
dong.

- Han ché tai va cai dat cac ung dung tir cAc nguon khong xac dinh dé tranh rai ro bao
mat.

5. B4o vé dién thoai khéi bui ban va nwéc:

- Tranh dé dién thoai tiép xUc truc tiép véi nuéc hoic céc chat long khéc.

Néu dién thoai bi dinh nudc, hdy lau khd ngay lap tic va tit ngudn dé tranh hong hoc.
6. V¢ sinh di¢n thoai thwong xuyén:

- V¢ sinh dién thoai thuong xuyén bang khian mém va dung dich vé sinh chuyén dung
dé loai bo bui ban va vi khuan.

- Trénh sir dung céc chét tay rira manh hodc dung méi dé vé sinh dién thoai vi 6 thé
lam hong 16p vo va cac thanh phan bén trong.

7. Giir pin 6 mirc nhiét d§ phu hep:
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- Tranh dé dién thoai tiép xUc tryc tiép vaéi &nh nang mit troi hoic cac ngudn nhiét cao
vi c6 thé 1am chai pin va giam tudi tho pin.

- Tét cac tinh nang khong st dung khi khéng can thiét dé tiét kiem pin.

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

8. Sao lvu dir li¢u thwong xuyén:

- Sao luu dir lidu dién thoai thuong xuyén dé tranh mat mat dit liéu trong truong hop
dién thoai bi mat, hong hoic bi danh cap.

- Ban ¢6 thé sao luu dir liéu dién thoai sang thé nhg, may tinh hozc dich vu luu trit dam
may.
9. Sir dung dién thoai mét cach hop ly:

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

- T4t thdng bao tir cac (tng dung khong quan trong dé tranh bi phan tam khi sir dung dién
thoai.

- Nén sir dung ché do loa ngoai, tai nghe hoic nit tai & nhitng noi thuan tién dé tao
khoang cach xa hon gitta 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 codng suat truyén song vo tuyén (RF) dé duy tri két ndi, gitp cudc goi khong bi
gian doan hoac rét mang

- Hay can nhac viéc nhan tin thay vi n6i chuyén qua dién thoai, nhung dirng nhan tin khi
dang 1ai xe hoac di chuyén.

(Xem thém mét s¢ quy tdc dam bado an toan khi si dung dién thoai di dong
tai Bai 1, M6-dun 14)
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BAI 1: GIOI THIEU VE MAY IN

May in 12 mét thiét bj dién tir duoc str dung dé in cac van ban, hinh anh hoic do
hoa tir mot thiét bi dién tir khac ( thuong 1a may tinh) 1&n trén mot bé mat vat 1y, thuong

la giy.

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, mdy in da chirc ning va mdy in 3D...

Loai may in Dac diém co ban Str dung tot nhat
cho
May in phun Su du,ng cac voi phun nho 1i ti ¢é phun myc | Loai may in nay
_ I&n giay. thuong duoc s
o _/__| Chatluong ban in mau sic tét. Téc do in cham | dung d¢ in anh mau
: hon may in laser, muc in d& bi khé, chi phi | véi chat luong cao.
s ~ = muc in lau dai c6 thé cao hon
May in laser Su durjg cong nghé laser dé tao h‘mh anh trén Thuc‘)“ngv dL}'(_)'C su
mot trong cam quang, sau d6 chuyén muyc tu | dung pho bién trong
tréng 1én gidy. van phong hoic
Tbc do in nhanh, chat luong ban in sic nét, | muc dich in s
bén mau, tiét kiem muc in. lwong I6n
Gi4 thanh may in ban dau thuong cao hon so
véi cac loai may in khac.
May in kim Sir dung kim’ kim loai dé ¢dam thung giay va Thubn% duoc sir
tao ra cac cham muc dung d¢ in hoa don,
chung tur.
May in nhigt | SU dung nhiét dé 1am néng giay nhiét va tao Thu’(‘)’ngq duoc s
ra hinh anh. dung dé in hoa don,
Tbc do in nhanh, gon nhe. vé, nhdn mac, ma
Ban in d& bi mo theo thoi gian, khong thé in | vach...
trén giay thuong.
May in chuyén Nay in chuyén dung dé in hinh énhrlén cac v’at Thuc‘m% duoc su
nhict liéu khac nhau nhu ao phdng, coc, mi, op | dung dé in hinh 1én
dién thoai... thdng qua qué trinh chuyén nhiét. | a0 phong, mi, tdi
Hinh anh dugc in trén mot loai gidy chuyén | xach..., in 4n qua
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nhiét dic biét, sau do sir dung nhiét d6 cao dé | ting, in 4n quang

ép hinh anh nay 1én bé mat vat liu canin. | cdo; In 4an cong
nghiép
May in 3D Str dung cong nghé in 3D dé tao ra cac vatthé | tng dung trong
ba chiéu tir mé hinh k§ thuat sé. nhiéu linh vuc nhu
Gia thanh cao, toc d6 in cham. cong nghiép, y té,

gido duc dé tao ra
cac vat thé 3D tur
md hinh k§ thuat sb

Ngoai cac loai may in ké trén, hién nay c6 mdy in da chirc nang, mot thiét bi thong
minh, két hop nhiéu chitc ning trong mot, gilp tiét kiém khong gian va tang hiéu suat
lam viéc. Thay vi phai st dung nhiéu thiét bi riéng biét nhu may in, may scan, may
photocopy va may fax, ban chi can mét chiéc may in da chirc nang.

BAI 2: KET NOI MAY IN VOI MAY TINH

Céc bude cai dat may in co thé khac nhau tiy thudc vao loai may in, hé diéu hanh
may tinh va cach két ndi. Tuy nhién, huéng dan dudi ddy s& cung cap cho ban nhiing
thong tin co ban va cac budc chung nhét.

2.1. Chuan bi

- May in: Bam bao may in da duoc két ndi vai ngudn dién va bat ngudn.

- May tinh: D3 duoc két ndi vai ngudn dién, két ndi vai internet (néu can).

- Cap két ndi: Cap USB hoic cap mang (tdy thudc vao loai may in).

- By cai dat (driver): Thong thuong, dia CD cai dat di kém vai may in, tuy nhién
hién nay phan mém cai dat thuong co san trén website ciia nha san xuat, ban cd thé tai
bo cai vé.

Pé biét bo cai may in c6 phi hop hay khdng, ban can luu ¥ mot s6 yéu té sau:

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

+ BO cai may in phai twong thich v&i hé diéu hanh ma ban dang sir dung

(Windows, macOS, Linux). Vi du, néu ban ding Windows 10, bo cai phai danh

cho Windows 10 hoic c&c phién ban Windows gan do.

Vi du: Windows: Vao 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 caa ban sir dung kién tric 32-bit hay 64-bit. Tai vé bo

cai twong Gmg dé tranh xung dot.

Vi du: Windows: Vao Settings > System > About.
macOS: Vao Apple menu > About This Mac.
Linux: M¢ terminal va nhap 1énh uname -m.
Buwéc 2. Kiém tra model may in

+ Tim ding model: B§ cai phai phu hop véi chinh xac model may in cta ban.
Mbi model may in thuong ¢ bo cai riéng. Ban cé thé tim model cua may in trén
nhan dan ¢ mat sau hoac bén hong may in hoac trén tai liéu di kém véi may in.
+ Kiém tra trén trang web cua nha san xuat: Truy cap trang web cua nha san xuat
may in, tim kiém phan hd trg hoic tai xudng, nhap chinh xac model may in cua
ban dé tim b cai phi hop nhat.

Bwéc 3. Kiém tra phién ban bo cai may in
+ Tai phién ban méi nhat: Nén tai vé phién ban driver mai nhat dé ¢am bao tinh
6on dinh va hd trg cac tinh niang méi.

+ Kiém tra tinh tuong thich ctia bo cai : Pam bao driver tuong thich véi ca hé
diéu hanh va may in cua ban.

+ Tai day du: Hay dam bao ban da tai vé day du file cai dit va khong bi 13i trong
qua trinh tai.

- Ludn tai bo cai tir trang web chinh thirc ciia nha san xuat:
Piéu nay giap dam bao ban nhan duoc bo cai an toan va
g KHUYEN NGH| déng tin cay.

- Tranh tai bo cai tir cac nguon khong rd rang: Co thé chia
mi doc hodc phan mém quang cao.

- Néu gip kho khin, hay lién hé vai bo phan hd trg cia nha
san xuét: Ho s& hd tro ban tim va cai dat bo cai ph hop.

Vi du: Mot s6 hang may in phé bién va Website chinh thuc:

+ Hewlett-Packard (HP): https://support.hp.com/vn-en/drivers/printers\
+ Canon: https://vn.canon/en/support/download

+ Brother: https://www.brother.com.vn/vi-vn/support

+ Epson: https://www.epson.com.vn/Support/Printers/sh/s1



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:https://www.support.xerox.com/en-us/product/global-printer-
driver/downloads?language=en

2.2. Cac budce cai dat

2.2.1. Cai dat may in voi bo cai (driver) va cap két ndi

Buwéc 1: Két ndi may in véi may tinh:
= Két ndi USB: Cam cap USB mot dau vao mady in, dau con lai vao cong
USB trén may tinh.
= Ké&t ndi mang: Néu may in cd kha ning két ndi mang, hay két ndi may in
véi cung mot mang Wi-Fi vai may tinh.,

Buoc 2: Cai dat phan mém:
= St dyung dia cai dat: Cho dia cai dit vao 6 dia quang trén may tinh va lam
theo hudng dan trén man hinh.
= Tai phan mém tir trang web: Truy cap vao trang web cta nha san xuat may
in, tim kiém model may in cua ban va tai vé phan mém cai dit phu hop
véi hé diéu hanh ciia may tinh. Mo file cai dat da tai vé va lam theo hudng
dan trén man hinh.
Buwéc 3: Thém may in
= Sau khi cai dat phan mém va driver, ban s& duoc yéu cau thém may in vao
danh sach céc thiét bi in ciia may tinh.
= Chon loai may in va cong két ndi phil hop.
=  Pit tén cho may in dé d& nhan biét.

Buwdéc 4: In thu:

= Pé kiém tra xem may in da duoc cai dat thanh céng, hdy in mét trang thtr.
= Mg bat ky tai liéu nao va chon Iénh 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 nat In hoic Ctr+P

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

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

Céch két ndi may in véi may tinh qua Wi-Fi trén Windows
Buwéc 1: Mo ngudn may in va két néi may in vao cing mot mang Wi-Fi véi may
tinh.

Bwéc 2: Vao menu Start, nhap vao Control panel rdi nhap vao két qua tuong
g dé mé Control Panel.

Buéc 3: Click vao muc Device and Printers, chon Add a printer & trén cung
ctra So.

% Devices and Printers

& - v A W > ControlPanel > All Control Panel ltems > Devices and Printers

Add a device

X =

AirPods cda Bao AOC 2070L DESKTOP-LOS7JA  FRT-BDD-CLOUD MI Wireless Speakers USB DEVICE WI-C300
0 Mouse (Realtek(R)
Audio)

v Multimedia Devices (3)

e Y B
| Lo )
=) S~ -
[TV] Samsung 6 [TV] Samsung 6 DESKTOP-MRSEV
Series (49) Series (49) KL

~ Printers (6)

sP=s= =

HP Laserlet Pro Microsoft Print Microsoft XPS NPI5BDED3 (HP OneNote for
MFP to PDF Document Writer Laserlet MFP Windows 10
M127fw[23192C] M130nw)

17 items

Buwéc 4: Hé thong sé ty dong do tim may in cua ban. Néu chd qua 1au ma khéng
thay hién Ién may in ban can, click vao dong The printer that I want isn’t in list.
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- X
B* Add a device
Choose a device or printer to add to this PC
Searching for devices
IThe printer that | want isn't listed I
Next Cancel

Mot hop thoai khac s€ hién 1én, Click vao dong Add a Bluetooth, wireless or
network discoverable printer rdi click Next

ds Add Printer

Find a printer by other options

(O My printer is a little older. Help me find it.
(O Select a shared printer by name
Browse,.,

Example: \\computername\printername or
http://computername/printers/printername/.printer

(O Add a printer using a TCP/IP address or hostname

(® Add a Bluetooth, wireless or network discoverable printer

(U Add a local printer or network printer with manual settings

Next Cancel
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Buwéc 5: Trong danh séach thiét bi, Nhap vao tén Model may in cua ban.

Buéc 6: Tiép d6 mot cira s6 cai dit s& hién ra, ldc nay ban 1am tiép theo cac
huéng dan trén man hinh dé cai driver cho may tinh. Sau khi cai xong ban s& c6 thé sir
dung may in théng qua mang Wi-Fi.

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

Budéc 1: Mo ngudn may in va két ndi may in vao ciing mot mang Wi-Fi voi may
tinh.

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

Buwoc 3: Click chon Print and Scan.

Buwéc 4: Click giit biéu twong + & cudi danh sach dé hé théng quét va két néi toi
may in mai.

Budc 5: Click vao tén may in cta ban. Néu khong tim thay thi c6 18 ban can phai
tai phan mém hd tro cho may in (ty dong may in).

Bwéc 6: Néu dong Download and Install hién 1én thi click vao dé bat dau cai dat
Driver may in. Trong qua trinh nay c6 thé hé thong sé& yéu cau ban tai thém mot s6 phan
mém hd tro.

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

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

- Nhap dia chi IP: Go dia chi IP ciia may in vao 6 "Ma" réi nhan Enter.

- Két ndi: Mot cira s6 mai s& hién ra, nhap chudt phai vao biéu tuong may in va
chon "Connect".

Két ndi may in trén macOS:
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- Vao System Preferences: Chon biéu twong Apple ¢ goc trén bén trai man hinh,
sau do6 chon System Preferences.

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

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

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

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

Luu y:

- Driver may in: Pam bao ban di cai dat driver may in pht hop. Néu chua co, hiy
tai driver tir trang web cta nha san xuat may in.

- Cong Firewall: Néu c6 tuong lira, hiy dam bao mo céc cong can thiét dé may
tinh cé thé két néi voi may in.

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

Néu van gip kho khan, ban c6 thé:

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

2.3. Thiét lap trang in

Mo tai liéu, nhan to hop phim Ctrl + P && mg hop thoai Print. Tai day, ban thiét
lap céc théng sé sau:

Copies: La s6 luong ban in tdy chon.

Printer Properties: Tly chon nang cao cho viéc in an caa may in. O phan nay,
dé nang cao chat lwong ban in ban cé thé st dung Tab Quality voi ché do Standard hay
ché a6 Draft...

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

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

Collated: Dung dé dong luén mét tap vin ban véi sé lugng 16n hoic in theo ting
trang.

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

Magins: Lua chon cin 1& cho ban in véi kiéu dinh dang Normal, cin 1& tdy chon.
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Page Per Sheet: Lua chon in gép ludn cac trang in ctia van ban lai thanh mot
sheet (nhom).

Sau khi cai dat xong, click OK dé bat dau in.
Lwu y khi str dung may in

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

- Khong dé hop muc lau ¢ ngoai khong khi, myc s& nhanh chong bi kho. Vi
muc cia may in laser, nén cho binh myc vao tai den va cat ¢ noi t6i khdng c6 anh sang
mat troi. Néu khdng dung may in trong thoi gian dai thi nén g& binh muc ra khoi may
va bao quan trong hop kin.

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

- Khong tit may dot ngot. Voi may in phun mau thi sau khi st dung xong nén
cho vai phat ¢é may day dau in lai, sau d6 tat may

- Ban chil y dé lugng gidy vira da va khdng qué nhiéu vao khay, dé ngay ngan
va ding vi tri dé gidy khong bi ket khi may chay.

- Kiém tra day ngudn xem c6 duoc cim 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.
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tai lieu bang dién thoai

Quét tai lidu (hay scan tai liéu) 1a qua trinh chuyén doi dit liéu tir dang vat Iy (gidy
t&, hinh anh) sang dinh dang k§ thuat sé (nhu file anh, file PDF). Qua trinh nay c6 thé
duoc thyuc hién bang cach s dung may quét (scanner) hoac Gng dung quét trén dién
thoai théng minh.

Loi ich cua viéc quét (scan) tai liéu:

- Luu trit tai liéu an toan va hiéu qua: Tiét kiém khong gian luu trit va bao vé tai
liéu khoi bi that lac, hu hong;

- Nang cao hiéu qua lam viéc: Céc tai liéu duoc luu trong may tinh/dién thoai
gilp tim kiém va chia sé¢ d& dang hon. Ban c6 thé truy cap cac tép tai liéu moi lic moi
noi.

1. Quét tai liéu (Scan) bang may tinh ca nhan

Quét tai liéu (Scan) bang may tinh ca nhan

Piéu kién: Phdi co thiét bi quét tai liéu duroc két noi véi may tinh.

Buéc 1: Truée khi thuc hign cach scan tai ligu bang may tinh, can két ndi méy in voi may tinh
bang day cap va dong thoi cam nguon dién cho thiét bi.

Bwéc 2: Dat tai lieu mudn Scan vao bé mat Scan trén may in.

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

= Dﬂ:llcesalnd Printers ’l

Budc 3: Mo may tinh da duoc két ndi > tim va chon

Bwéc 4: Tai muc Printers, ban chon may in > nhin chuét phai chon Start Scan

Start scan [}

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

Budrc 6: Chon Scan dé scan tai liéu =R

[ Next

i 'Y( tewew organize, and group items to import P .
Budc 7: Chon > nhan vao Next.
Budc 8: Chon Import va dgi may scan

Sau khi scan tai liéu thanh cong ban s& nhan dugc két qua nhu dudi dy.




Sir dung may quét (scan) va mot so cach quét

SRR . _ MO - PUN 4
tal liEu bang dién thoali

- * | Imported Pictures and Videos

T & » Imported Pictures and Videos

# Quick access 2016-02-25 (CAUsers\iancu\Pictures) (1)

m Desktop ‘ z S
4 Downloads

Documents P
« Pictures ’ 001

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

2.1. Sir dung may anh va chinh stra bang tng dung chinh stra anh

Ban cd thé sir dung may anh cua dién thoai dé chup anh tai liéu, sau d6 st dung
cac ung dung chinh stra anh dé cat, diéu chinh do sang va twong phan trude khi luu tri.

2.2 Stur dung trng dung quét tai liéu chuyén dung

Hién nay trén cac kho di liéu di c6 sin mot s6 (ng dung quét tai liéu chuyén
dung, chat lugng cao. Mot sb (g dung c6 sin phién ban mién phi vai cac tinh ning co
ban cho phép ngudi ding c6 thé quét tai liéu, sir dung OCR, va luu trir trén may tinh
hodc dam may, cac phién ban tra phi s& c6 thém cac tinh ning cao cip nhu chinh sua
van ban néang cao.

Mot s6 eng dung quét tai liéu chuyén dung dang phd bién:

« CamScanner: Mt trong nhitng ing dung quét pho bién, cho phép chup anh tai
liéu va chuyén doi thanh tép PDF hoic JPEG.

« Adobe Scan: Ung dung ciia 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 cua Microsoft gilp quét tai liéu, bang trang,
va anh, sau d6 chuyén ddi thanh tép Word, PDF hoic PowerPoint.

2.3 Str dung tinh nang quét tai liéu tich hgp trong cac tng dung khac

Bén canh cac (ng dung quét tai liéu chuyén dung, nhiéu ang dung phé bién khéc
cling tich hop tinh ning nay, gitp ban tiét kiém thoi gian va thuan tién hon trong viéc
s6 hoa tai liéu. (luu ¥: tai lidu quét bang cach nay thuong cé chit lwong thap hon so véi
viéc str dung thiét bi va tng dung chuyén dung dé scan).
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tai liéu bang dién thoai

Vi du: Sir dung &ng dung Notes dé quét tai liéu

Buéc 1: Mo wng dung Ghi chd (Note) va chon mot ghi cha hoac tao ghi chi mai.

2 A= 7 - - A r -\
Buoc 2: Chon biéu tugng Camera L, roi chon Quét tai liéu =y
Buéc 3: Dt tai liéu trong tim ngam cua camera.

Buréc 4: Néu thiét bi & ché do Ty dong, tai liéu s& tu dong quét. Néu ban can chup ban quét
theo céch thu cong, hdy cham vao nat Chup hoic nhan vao mot trong cac nit Am lwong.
Sau d6, kéo cac goc dé diéu chinh ban quét cho vira véi trang, sau d6 chon Giir ban quét.

Buwéc 5: Cham vao Luu hodc tiép tuc quét thém cac tai liéu khac.

Vi du: Sir dung Ung dung Google Drive dé quét tai liéu

Buoc 1: Mé tting dung Google Drive L trén dién thoai va dang nhap tai khoan.

Buéc 2: Nhan biéu tuong Quét tai liéu phia trén dau = & goc phai man hinh.

Truong hop khong xuat hién biéu tugng Scan & bén ngoai, hay nhan dau "+" va chon Quét
tai lieu &

Buéc 3: Pua camera vé vi tri tai lidu can scan, diéu chinh ngay ngén dé may tu dong quét
hoac 4n nat tron Quét tai lidu trong truong hop dung ché do tha cong.

Buéc 4: Ch thé tuy chinh bang bo loc mau hoic cit anh néu can thiét. Tiép theo, hdy nhan
Gitr ban quét.

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

Vi du: Sir dung Ung dung Zalo dé quét tai liéu
Budéc 1: Mo ung dung |Zale Zalo trén dién thoai va dang nhap tai khoan

Buéc 2: M6 hoi thoai can gui tai liéu quét hoic vao “Cloud cta t6i”. Nhan vao biéu tuong
hinh anh

Buéc 3: Chon chirc ning chup anh va tiép tuc chon Scan

Buéc 4: Pua camera vé vi tri tai liéu can scan, diéu chinh ngay ngan dé may tu dong quét
hoac 4n nat tron Quét tai liéu trong truong hop dung ché do tha cong.

Buéc 5: C6 thé tly chinh bang bd loc mau hoic cit anh néu can thiét. Tiép theo, nhan Xong

Tai liéu s€ dugc gui hoac luu trit vao Cloud cua toi dudi dang file mac dinh 1a .jpg
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- Gilip ban biét cach tim kiem va x&c thuc
thong tin hiéu qua trén Internet;

- Trang bi kién thtrc co ban dé quan ly dit
liéu mot cach khoa hoc. - Tim kiém thong tin;

- X&c thyc thong tin;

Sau khéa hoc, ban c6 thé - Quan ly dir liéu

- CO thé tim kiém thong tin trén Internet
theo nhu cau va co6 kha nang xac thuc mot
so thong tin trén Internet;

- Biét cach quan ly dit liéu mot cach co
ban, hiéu qua

Ban nén chuan bi nhitng gi dé hoc tap tot nhat

- B6 may tinh day du co két ndi véi nguon dién. Hay hoi don vi to
chac boi dudng tap huan néu ban tham gia tap huan, boi dudng truc
tiép.

il

- Tai liéu huéng dan sur dung;
- But, gidy hoic sb tai liéu (néu can)

- Thiét bi truy cap internet, hé théng nghe nhin (tai nghe, mic,
webcam...)
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BAI 1. TIM KIEM THONG TIN

Dé tim kiém thong tin trén Internet, ban cd thé stir dung cong cu tim kiém (search
engines). Cong cu tim kiém 12 mot loai website dic biét, khi ban “ho6i”, né s& cho ban
“cau tra 161" bang cac trang web cd lién quan.

Céch tim kiém thong tin bang céng cu tim kiém

Buwéc 1: Mé trinh duyét web trén thiét bi cua ban va truy cap trang web caa cong cu tim kiém
yéu thich

Hodgc si dung triec tiép tir trinh duyét cia cong cu tim kiém yéu thich cuia ban.

Buwéc 2: GB noi dung ban mudn tim kiém (tir khoa) vao & tim kiém trén trang web cua cong
cu tim kieém va nhan phim Enter trén ban phim

Buréc 3: Két qua tim kiém s& hién thi duéi dang danh sach cac trang web
Bueéc 4: Nhap vao trang web phi hop véi nhu cau thong tin cia ban. Néu mudn thém két qua

Két qua khdc

khac, chon & cudi trang web.

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

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

cbng dich vu c6ng quéc gia > 4

Tin tlrc Muasam Video i Thém

Tir khoa tim kiém

Pé tim thdng tin bang cong cu tim kiém, ban can xac dinh duoc cac tir khda tim kiém. T
khéa tim kiém la mot tir hoac cum tir ngan gon thé hién théng tin ma ban can tim. Ngoai ra,
mot s6 cong cu tim kiém ciing cho phép tim kiém bang giong ndi hoac hinh anh.

Vi dy: Néu ban muén tim thong tin vé cach chiam soc cdy cam, hiy gd tir khoa “trong va
cham séc cay cam”.

Mot s6 ky hiéu 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 nat miii tén 1ui.

N

Q

Tai lai trang web hién tai

QQ Phéng to, thu nho trang web hién tai

l Mg trang cac tép da tai xudng

- Cac trang web hién thi & dau danh sach két qua thudng chira thong tin lién quan nhiéu dén
tr khoa ma ban da tim kiém. Néu danh sach két qua khong phai 1a thong tin ma ban mong
muon, hay thay doi tir khéa cu thé va phu hop hon.

- Po6i khi danh sach két qua hién thi c6 thé c6 quang cao, hodc cac dudng din cia nhiing
nha tai trg ¢ bén trén danh sach do, trudce khi két qua tim kiém thyc sy hién ra. Cac két qua
tim kiém dugc tai trg thuong s€ cd cum tir Pwge tai trg xuat hién ¢ trudce trang web.

Meo tim kiém

- Sir dung tir khoa cu thé, rd rang cho noi dung tim kiém: Tréanh st dung cac tir chung chung
hoac qua pho bién.

- Sir dung du ngosgc kép (') dé tim kiém mot cum tir chinh xé&c: Néu ban muén tim
kiém mot cum tir cu thé, hay nhap cum tir d6 vao trong dau ngoac kép. Vi du “giéng cam
khong hat” — néu khong, két qua tim kiém s& tra vé la céc tir riéng 1é mot cach ngau nhién.

- Sur dung cum tir “OR”, AND hodc “-*“:

+ “OR”: dung dé tim kiém cac tir hoac cum tir ¢ tinh chit thay thé. Vi du: may tinh bang
OR dién thoai thdng minh.

+ “AND”: dung dé tim kiém céc tir hodc cum tir dugc dua ra. Vi du: ndng nghiép AND y
té.

+ (-): néu ban mudn bo qua cac két qua co lién quan dén mot ndi dung nao do chi can go
thém dau trir (-) trude tir khoa do. Vi du: Néu mudn tim cach trir sdu bo cho cay trong,
khéng mudn hién thi két qua cé chua tir "thude trir sau™. Nhap noi dung: Cach “trir sdu bo”
cho cay —thudc trir sau.

Luu y: Trong mot s6 trudng hop, néu go sai chinh ta, cong cu tim kiém s& tu dong stra
13i/goi y chinh ta va hién thi két qua tim kiém chinh xac va- Cong cu tim kiém khong phan
biét chit hoa, chit thuong trong tir khoa tim kiém.

— o e mm e mmm e mmm mmm mmm M mEm M mmm e mmm M M e mmm M M e mmm e
o o e e e e e e e e R e e e M e e e e e e e e
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Vi du veé sir dung mot so6 cong cu tim kiém pho bién
Coc Coc
ﬁ
Buée 1: M trinh duyét Coe Coe da duoc cai dat trén thiét bi cua ban

Hodc M¢ trinh duyét ctia ban va nhép dia chi trang web Cc Coc vao thanh dia chi:
https://coccoc.com/search va nhn Enter

Burée 2: Nhép tir khoa tim kiém vao thanh tim kiém roi nhan phim Enter trén ban phim

‘J
B B

Budc 3: Nhip chon trang web tra két qua phi hop véi thong tin ma ban dang tim kiém

85 cOc cOC  Céng dich vy cong quéc gia X & Q
https:/fiwww.dichvucong.gov.vn &
Céng Dich vu céng Quéc gia
Céng Dich vu céng Quéc gia hd tro tt'g tin, dang ky thi tuc hanh chinh nhw di gidy phép i xe,
nap thué dién ti, théng bao khuyén mai, cép lai thé BHYT, cap dién méi ..
Meo:

- Ban c6 thé chon Bat tinh nang Tim kiém an toan khi tim kiém thong tin bang Cdc Cdc. Tinh
ning nay s& loc bo cac hinh anh, video va trang web khong phu hop trén trang két qua tim
kiém cua Cée Coc.

pIL - e . . Bk
oy COC cocC cong dich vu cong quoc gia X 4 Q & E L
Q Web Hinhanh (@ Video @ Hoctip © Bandd -~ Thém Moi lic ~ | Tim kiém An toan: Tat ~ C6 98.933 két qua
Bat
. Loc loai bd van ban, hinh &nh va video co
| Dich vy cong trye tuyén = ndi dung ngudi lon tix cac két qua tim

kiém cia ban

Céngdan  Doanh nghiép  Theo tinh/thanh phé  Tétca .
Tat
Tra vé tat cd cac ndi dung tir két qua tim v

B kiém cla ban
- Trén trang két qua tim kiém, trang web c6 biéu tudng tich xanh bén canh dudng dan d6 1a
trang web chinh thirc ctia co quan, td chire d3 duge xéc thuce.



https://coccoc.com/search

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

Internet

31/

°jcoccoc ® 2

https://www.dichvucong.gov.vn
Cébng Dich vu cdng Quéc gia

Tim hiéu thém vé cdc tinh nang tim kiém khdc cia Coc Coc tai dwong link:
https://support.coccoc.com/search

Google

G

Dia chi trang web cua cong cu Google: https://www.google.com/

Céc budce tim kiém thyce hién tuong tu véi cong cu Coc Coc.
Meo:

Ban co thé thu hep két qua tim kiém trén Google béng cach st dung bd loc tai thanh Cong cu
(dué6i hop tim kiém). Ban c6 thé nhip vao dé thém hoic x6a bd loc.

GO gle dich vu céng P4 i ‘!J S. O\

Tatca Tintdc Hinhanh Video Muasdm ¢ Thém Cong cu

Moingdnnglr v Moilic v Tatcakétqua v  Tim kiém nang cao



https://support.coccoc.com/search
https://www.google.com/
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BAI 2. XAC THUC THONG TIN

Xéc thuc théng tin nghia 14 kiém tra thong tin dé danh gid va xac dinh xem d6 1a
su that, thong tin sai léch, quan diém c4 nhan hay tin don.

Xéc thuc thdng tin 1a rat can thiét, gilp ban tranh duogc viée vo tinh doc hoic chia
sé nhirng thong tin sai Iénh va tin tac gia mao, gop phan xay dung cong dong truc tuyén
lanh manh va tao dung danh tiéng dang tin cay trén mang xa hoi.

Xéc thyc théng tin

Tin gia trén khéng gian mang la nhitng théng tin sai su that dugc ¢b ¥ ding tai,
lan truyén nham muc dich khong chinh dang, gay hiéu 1am cho nguoi doc, ngudi xem
hoac nhitng thong tin c6 mot phan sy that nhung khong hoan toan chinh xac do khong
duoc kiém chang, xac minh hoic bi phong dai, suy dién, 1am thay ddi ban chat cua sy
viéc, thuong xuat hién dudi dang tin tic va dugc lan truyén cha yéu trén mang xa
hoi.t

C6 nhiéu loai tin gia khac nhau, bao gdom:

- Tin cham biém: Tin tic duoc bia ra véi muc dich dua cot, pha tro, nhung co
thé gay hiéu 1am khi duogc chia sé cho nhimg ngudi khong hiéu ban chét cua chuyén
dua hodc chuyén bi tach ra khoi ngir canh.

- Tiéu dé giat gan dé thu hit sy chu y: Tiéu dé duoc thiét ké dé ban nhap chuot
vao va dan ban dén mot bai bao khac khong lién quan dén tiéu dé. Pay duoc goi la
clickbait — méi nhir nhap chuot.

- Théng tin sai léch ¢ chia y: Thang tin sai hodc khong chinh xéc, duoc cb tinh
tao ra dé danh ltra moi nguoi hoic dé thuyét phuc cho mét quan diém nao d6. Cac loai
tin nay thuong bao gém tin gia vé thuong mai (nhitng cau chuyén nham muc 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 khéng gian mang, Cuc Phét thanh truyén hinh va thong tin
dién tur
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Cac bwéc xac thuc tin gia

Bwéc 1: Kiém tra ngudn tin

MJi noi dung, thong tin déu c6 nguodn. Do c6 thé 1a mot ngudi, mot to chic, mot
cong dong... Viée xac dinh ngudn théng tin c6 dang tin cay s& gilp ban c6 thém cin
ctr dé xéc thuc thdng tin.

Nén:

- Canh giac voi nhitng ndi dung dén tir website hodc tir tai khoan/kénh/nhom
trén mang xa hoi khong rd ngudn goc, khong xac thuc;

- Kiém tra k¥ trang web cua trang tin. Mot sb trang web giai mao st dung dia
chi web tuong tu céc trang tin that dé bat chudc cac trang tin that. Vi du, website tai
dia chi https://vnexpressnews.net cé tén mién gay nham lan véi co quan bdo chi, gid
mao Bao VnExpress (theo Trung tam Xu ly tin gia Viét Nam (VAFC)).

- Xem xét can than véi nhirng bai bao tim théy trén mang xa hoi;

- Kiém chting thong tin bang cach ddi chiéu véi cac trang bao chinh théng hoic
cac cong/trang thong tin dién tir chinh thirc ctia co quan nha nudec.

Buwéc 2: Kiém tra thoi gian

Can quan tdm thoi diém hinh anh/video dugc chup/quay va thoi diém no duogc
chia sé. Nhiing bai dang tai tin gia/tin sai sy that thuong c6 mdc thoi gian khong tring
v6i thoi diém thyc té.

Nén:
- Xem xé&t k¥ cac mbc thoi gian, su kién cua thong tin;
- Canh giac vdi cac tin tuc cii, dugc dang lai.

Buéc 3: Kiém tra dong co

Kiém tra dong co va tra 101 cau hoi “Tai sao ndi dung nay dugc dang tai” s€ giup
ban c6 cai nhin khach quan hon vé thong tin dang tiép nhan.

Nén: Pat cac cau hoi nhu: Tai sao ngudi ndy lai chia sé¢ thong tin nay? Cau
chuyén dua trén su that hay quan diém c4 nhan? Muc dich caa noi dung nay la gi?
Muc dich d6 1a tich cuc hay ti€u cuc?
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Mot s6 dau hi¢u nhin biét tin gia

- Str dung tén mién khéng tin cay

+ Tén mién dang tin ciy: Cac trang web chinh thirc thuong sir dung céc tén
mién nhu ".gov" (chinh phu), ".edu" (gido duc), ".org" (t6 chirc phi lgi nhuan). Cac
trang tin tc uy tin thuong st dung ".com" hodc ".net".

+ Giao thirc HTTPS: Trang web chinh thie thuong st dung HTTPS (Secure
Hypertext Transfer Protocol) thay vi HTTP. Diéu 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 to mo, thudng dé cap dén mot van dé nong dang duoc
guan tam;

- Thong tin khéng ghi ngudn hoic ngudn khéng rd rang

- Thong tin xu4t phat tir nhitng trang web, tai khoan, kénh noi dung trén mang
xa hoi thuong xuyén tung tin gid, hoac tir nhitng trang, tai khoan, kénh khong thugc
co quan bao chi chinh thong hodc co quan nha nudéc;

Ngoai ra, c6 thé can nhac thém mgt s6 dau hiéu vé mat hinh thire nhu: ngi
dung bai viet thuong dugc viéet in hoa toan bg, xuat hién loi chinh t4, dau cau s
dung khong dung quy tac, str dung nhiéu dau cham cam than !

Luu y: Cac trang thong tin khi di duoc nén tang xac minh thudng duoc cip huy
hiéu di kém tén, vi du:

Huy hiéu xé&c minh kénh cua nén tang Facebook V]

e

Thong tin Chinh
phu ¢

4.5 triéu ngudi theo déi « 0 dang theo doi

TR R

THONG TIN
CHINH PHU

Tich xanh Facebook 1a mot dau hiéu cho thay tai khoan d6 da dugc xac minh va
1a tai khoan chinh thic cua mot ca nhan, t6 chirc, thuong hiéu hodc nguoi noi tiéng dé
giup nguoi diing dé dang phén biét giira tai khoan that va tai khoan gia mao.

Cach nhan biét tai khoan co tich xanh Facebook:

- D4u tich xanh: D4u tich xanh thuong xuat hién bén canh tén cua tai khoan, ca
trong muc tim kiém va trén trang c& nhan.
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- Théng tin xac minh: Tai khoan c6 tich xanh thudng cung cap day dua thdng tin
xac minh nhu email, sé dién thoai, dia chi.

- Hoat dong thwong xuyén: Tai khoan thuong xuyén dang bai, twong tac vai
ngudi ding va c6 mot luong nguoi theo ddi nhit dinh.

Luu y:
- Khéng phai ai ciing c6 tich xanh: Chi nhiing tai khoan dap tng da diéu kién méi
dugc Facebook cap tich xanh.

- Tich xanh ¢ thé bi thu hoi: Néu vi pham cac quy dinh cua Facebook, tai khoan
c6 thé bi thu hdi tich xanh.

- Van c6 thé ¢ tai khoan gia mao: DU tich xanh 12 mot dau hiéu dang tin cay dé
xé4c dinh tai khoan chinh thtrc, nhung van ¢é nhiing truong hop ngoai 1é ma ké gian c6
thé loi dung dé tao ra céc tai khoan gia mao tinh vi. Vi vay, nguoi ding can tinh téo va
kiém tra ky trude khi tuong tac.

Huy hiéu xac minh kénh ciia nén tang Youtube &

THONG TIN _
CHINH PHU

Thoéng tin Chinh phu »

253 N ngudi dang ky - 10 N video

Huy hiéu xac minh trén YouTube 1a mét dau tich nho, thuong 1a mau xam hoic do,
Xuat hién bén canh tén kénh. DAu hiéu nay cho thay kénh d6 da duoc YouTube xac
minh 1a kénh chinh thic cia mot c& nhan, t6 chic, thuong hiéu hodc ngudi noi tiéng.
Luu y:
- Khéng phai kénh nao ciing ¢6 huy hiéu: Chi nhitng kénh dap tng du diéu kién
méi dugc YouTube cap huy hiéu.

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

- Van c6 thé c6 kénh gia mao: Mac du ¢6 huy hiéu xac minh nhung van c6 thé c6
mét s truong hop kénh bi gia mao. Vi vay, ngudi xem can tinh tio va kiém tra ky trude
khi tuong tac.
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Lam thé nao dé tranh bay tin gia:
- Khéng tin ngay vao tat ca moi thi ban thay trén mang;

- Suy nghi hai 1an trudc khi chia sé, dang tai hoac binh luan video, hinh anh,
tin trc trén mang;

- Hoi tham, tham khao y kién cua ban be, ngudi than khi ban cam thay chua
chic chin hoic chd su xac nhan théng tin tir co quan bao chi chinh théng hoac
co quan c6 tham quyén.
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BAI 3: QUAN LY DU LIEU

3.1. CAC KHAI NIEM CO BAN LIEN QUAN
Dit liéu la ky hiéu, chix viét, chix s6, hinh anh, &m thanh hozc dang twong ty khac.

Dt liéu ca nhan 1a thong tin dudi dang Ky hiéu, chir viét, chit s, hinh anh, am thanh
hoac dang twong tu trén mdi trudng dién tir gan lién voi mot con ngudi cu thé hoac
gitip x4c dinh mot con ngudi cy thé.

Quan ly dit liéu 1a hoat dong thu thap; sip xép, bao vé va luu trir dit liéu; sir dung dir
liéu va chia sé dix liéu.

3.2. TAl SAO BAN CAN QUAN LY DU LIEU?

Khéng phai dir liéu nao ban ciing dugc phép thu
thap, luu trit, st dung va chia sé

Ngay cang nhiéu quy dinh vé cach thu thdp, lwu
trir va s dung da lidu, déc biér doi véi dir liéu ca
nhan. Viéc quan ly diz liéu c6 thé giip dam bao
rang ban dang tudn thii céc quy dinh nay.

Dit liéu 1a mot tai san quy gia c6 thé duoc st
dung dé cai thién hiéu qua hoat dong. Hay dam
bao dir liéu ban thu thap mét cach chinh xac,
duoc luu trir mot cach khoa hoc va an toan, dugc
str dung theo cach c6 dao duc.

Dir liéu cd thé 1a muc tiéu caa ké trom va tin tac.
Viéc quan ly dix lidu ¢ thé gilp bao vé dir lieu
cua ban khoi bi truy cap trai phép, st dung sai
muc dich va mat mat.
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3.2. LAM THE NAO PE QUAN LY DU LIEU?

3.2.1 THU THAP DU LIEU

Budc 1 | Xac dinh loai dir liéu

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

Budc 3 | Du kién muc dich sir dung dit liéu

CA4c cach phan loai dir liéu pho bién va lwu y khi thu thap

Phan logi theo mizc dg nhay cam cua di lidu (PJ nhay cam cua di lidu tdc déng dén
cac phwong phap dwoc thu thdp, luu trir, str dung va chia sé, bdao vé)

Dir liéu cong Dt ligu cong khai la nhitng dit liéu dugc cung cap rong rai trén
khai moi truong Internet moi nguoi déu co thé truy cap, khong c6 diéu
khodn gidi han, khong phai tra phi. Dit li¢u nay c6 thé dugc su
dung cho bat ky muc dich nao.

Dix liéu nay cd thé bao gom:

- D ligu cua chinh phu: van ban quy pham phap luat; du an
chuong trinh dau tu mua sam cong.. (theo quy dinh tai bieu 17,
Luat Tiep can théng tin so6 104/2016/QH13)

- Diz liéu khoa hoc: Dit liéu nay bao gom két qua nghién ciru khoa
hoc, dir liéu quan sat, va cac tap dir liéu khac.

- Dir liéu giao dyc: Dir liu nay bao gom tai lidu giang day, bai
giang, va cac nQUOn tai nguyén giao duc khac dugc sir dung dé dao
tao dai tra, mién phi...

- Diz liéu van hoa: Théng cao béo chi va tai liéu quang céo...

- Diz ligu kinh doanh: Dir liéu nay bao gém thong tin gisi thiéu vé
cac cong ty, thi truong va théng tin kinh té dugc chinh cac don vi,
doanh nghiép cong khai

Dir liéu riéng tu | Dir liéu riéng tu doi hoi mic dd bao mat cao hon dir liéu cong
khai. Dir li¢u nay khong duoc phép cong khai, khdng nén chia sé
(trir treong hop Can thlet) va nén dugc bao vé thong qua cac bién
phap bao mat truyén théng nhu mét khau. Dir liéu riéng tu bi xam
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pham c6 thé gay rui ro cho c& nhan hoac to chic. Dit liéu riéng tu
c6 thé bao gom:
- Dia chi email va thong tin lién lac c& nhan khac; ma sb nhan
dang nhan vién
- Noi dung email ca nhan

Dit liéu noi bo | Viéc sir dung dit liéu noi bo cia mot to chirc thudng chi gigi han
& nhan vién cua to chuc d6. Dit liéu ndi bo o thé co cac yéu cau
bao mat khac nhau anh huéng dén nhimng ngudi cé thé truy cap
va cach st dung dit liéu.

Dit liéu ndi bo co thé bao gom: Ké hoach kinh doanh va chién
luoc tiép thi; Dia chi IP hé thong; Trang web noi bo cuaa cong ty;
Dt liéu tai chinh va du bao doanh thu céng ty

Dir liéu bi mat Dt liéu nay chi duoc truy cap bai mot nhom ddi tuong han ché
da duoc cap phep hop I¢. Cac phuong phap nhu cong cu quan Iy
danh tinh va quyén truy cap (IAM) duoc sir dung dé kiém soat
quyén truy cap vao dir liéu bi mat. Viéc mat dix liéu bi mat c6 thé
gay hai cho cé& nhan va t6 chirc

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

- Poi song riéng tu, bi mat ca nhan, bi mat gia dinh 14 bat kha
xam pham va dugc phap luat bao vé. Viéc thu thap, Iuu gitr,
sir dung, cong khai thong tin lién quan dén doi song riéng
tu, bi mat c& nhan phai duoc ngudi d6 dong y, viéc thu thap,
Iuwu gitr, st dung, cong khai thong tin lién quan dén bi mat
gia dinh phai duoc c4c thanh vién gia dinh dong vy, trir
treong hop luat c6 quy dinh khac.

- Thu tin, dién thoai, dién tin, co s& dir liéu dién tir va cac
hinh thire trao doi thong tin riéng tu khac cua ca nhan dugc
bao dam an toan va bi mat. Viéc boc ma, kiém soét, thu giir
thu tin, dién thoai, dién tin, co s& dir liéu dién tir va cac hinh
thire trao d6i thong tin riéng tu khac cia ngudi khac chi
duoc thyc hién trong truong hop luat quy dinh.

- Céc bén trong hop dong khong duoc tiét 16 thdng tin vé doi
sbéng riéng tu, bi mat ca nhan, bi mat gia dinh ctia nhau ma
minh biét biét duoc trong qué trinh xéc 1ap, thuc hién hop
dong, trir truong hop co thoa thuan khac.

Dir liéu tuyét D ligu tuyét mat Ia loai di ligu rat nhay cam, cé thé gay anh
mat hudong nghiém trong dén quyén riéng tu va lgi ich hop phép cua
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m’cf)t/m(}t’nhc’)m ca nhan, doanh nghiép, don vi hoic cia qudc gia
neu bi tiet 16 trai phép.

Vi du: dit liéu sinh tric hoc cia con ngudi, dit liéu vé sic khoe,
dir liéu ve tai khoan ngan hang...

Viéc thu thap, luu trit va st dung dir liéu tuyét mat can tuan thu
nghiém ngat cac quy dinh cta phap luat

Phan logi theo nguon dir liu

Dit liéu so cap Dit liéu so cap 1a loai dir liéu duoc thu thap véi muc dich nhat
dinh. Pay la loai dir liéu tho chua dugc xu ly.

Vi du vé dit liéu so cap: Ban tap hop dix liéu vé thu nhap cua
nguoi dan tai mot thanh phé duoc goi 1a di lidu so cap. Luu y
ban tap hop & ddy méi chi dung lai & muac d6 liét ké, cac két
qua chua duoc xu ly.

Dir liéu thir cap Dir liéu thar cp 1a dir liéu da duoc thu thap va xir Iy bai mot
bén thi ba, c6 thé duoc st dung véi nhiéu muc dich khac nhau.
Vi du vé dit liéu tha cap: Mot ban bao céo diéu tra vé thu nhap
ctia nguoi dan tai mot thanh phéd, bao gom két qua vé thu nhap
binh quén trén dau ngudi tai thanh phé d6 thi duoc goi la dix
liéu tha cap.

Lam sach va phan loai dir liéu thu thap

Budgc 1 | Xac thuc dir liéu

Budéc 2 | Lam sach dir liéu

Budéc 3 | Phan loai dir liéu

Budc 4 | Gan quyén truy cap

Xac thuc dir ligu

Tinh day du cua dir liéu Kiém tra dit liu day du chwa, c6 | Vi du:
thiéu truong di liéu nao khong

Tinh nhat quan cta dit lisgu | Di¥ liéu nhat quan trong cling Vi du: Ban sinh ndm 2001
mot tép dir liéu hoac trén nhiéu | thi tinh dén thoi diém hién
bo dur licu tai ban 23 tuoi.
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Tinh dong dang vé dit liéu | Thong nhat vé don vi Vi du: don vi do luong
can nang la kg, don vi do
luong thé tich la lit

Lam sach da ligu

Lwa chon dit liéu dé luu va xéa dir liéu khong lién quan

Bo di nhirng dit liéu da bi trung

Phan logi va gan quyén truy cdp

Viéc phan loai va gan quyén truy cap cho di liéu luu trir trén may tinh 14 rat quan
trong dé dam bao bao mat, tinh toan ven va kha ning truy cap cua dit liéu. Duéi day 1a
mot sb cach thic pho bién dé thuc hién viéc nay:

- Str dung hé théng phan cép thu muc:
+ Sap xép dir lidu vao cac thu muyc theo chu dé, dy an hoic bo phan.
+ St dung cac tén thu muc md ta rd rang dé dé dang phan biét.
+ Tao cac thu muc con dé td chuc dit liéu chi tiét hon.

- Sir dung céc bién phap bao mat bo sung:

+ Sao luu dit liéu: Thuong xuyén sao luu dir liéu quan trong dé dé phong
truong hop mat méat do hu hong 6 cung.

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

3.2.2. LUU TRU DU LIEU
Phan loai dir liéu:

Xac dinh loai dir liéu ban luu trit: tai liéu, hinh anh, &m nhac, phim anh, tép tin
cong viéc,...

Sap xép dit liéu vao cac thu muc theo cha dé, du an... theo cach cua ban
Str dung tén thu muc mo ta rd rang dé dé dang tim kiém va truy cap.
Lwa chon phwong tién lwu triv phu hop:

- O cang gan trong (HDD hoac SSD): Tiét kiém chi phi, dung lugng 16n nhung
tdc do truy cap cham hon.
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- O cang gan ngoai: D& dang di chuyén, sao luu di liéu, nhung can chd ¥ bao
quan cén than.

- Dich vuy luu trit ddm may: Tién loi, truy cdp moi lic moi noi, tuy nhién can co
két néi internet va chi phi cé thé cao hon.

Sao lwu dir li¢u thwong xuyén:
Ngan ngtra mat mét di liéu do hu hong 6 cang, su ¢b hé théng hoic virus.

Luu trit ban sao luu trén 6 cng ngoai, dich vu luu trit ddm may hoac in ra gidy
(cho dix ligu quan trong).

Lap lich sao luu dinh ky va kiém tra tinh toan ven cua ban sao luu.
Bao mat dir liéu:
Str dung mat khau manh va riéng biét cho céc tai khoan va thiét bi luu tri.
Cai dat phan mém chdng virus va cap nhat thuong xuyén.
M4 hoa dit liéu nhay cam dé bao vé khoi truy cap trai phép.
Han ché chia sé dix liéu ca nhan trén mang hoac véi nhitg ngudi khdng quen
biét.
Sir dung phan mém quan Iy dir liéu:
Gilip sap xép, t6 chuc va tim kiém dit liéu hiéu qua hon.
Tu déng hda céac tac vu nhu sao luu, don dep dix liéu rac.

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

Meo quan ly tép dir liéu T6 chirc theo cau truc rd rang
hiéu qua, de tim kiem « Tao csc thw muc chinh: Chia di li¢u thanh
cac thu muc |6n nhu Documents, Pictures,

Music, Downloads, ...

e Tao cac thuw muc con: Phan chia nhé hon nira
cac thu muc chinh theo chu dé, dy &n hoic
loai file. Vi du: trong thu muc Documents,
ban c6 thé tao cac thu muc con nhu Work,
Personal, Projects.

« Sirdung tén gei rd rang: bat tén cho cac thu
muc va file mot cach ngan gon, dé hiéu va cé
y nghia.

« Sirdung cac ky tw dic biét hep Iy: C6 thé six
dung dau gach ngang (-) hoac dau gach dudi
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(L) de phan cach céc tir trong tén file. Tranh
su dung cac ky tu dac bi¢t khac co the gay ra
loi khi st dung cong cu tim kiem hoac khi
chuyén tép tin cho nguoi khac
Pit tén file theo quy tic

« Sir dung tién td hogc hau to: Vi du, ban c6
thé dat tien to "IMG_" cho anh, "DOC_" cho
tai liéu, hoac hau to " _ver 1", " ver 2".. cho
cac phién ban

« Sip xép theo ngay: Pat nam, thang, ngay &
dau tén file dé dé dang sap xép theo thoi gian.
Vidu: 2024 08 04 Tai_lieu_tham_khao

o Sirdung so thir tw: Néu c6 nhiéu file cing
loai, hay danh so thir tu dé phén biét.

Mt s6 cach lwu trir dir li¢u 1én “dam may”

Luu trit dit liéu trén ddm may 1a mot giai phap ngay cang pho bién dé bao vé va
truy cap dit liéu moi lic moi noi. Thay vi luu trix dit liéu trén thiét bj ca nhan, ban s& luu
trir ching trén cac may chu cta cac nha cung cap dich vu dam may (Ban van I1a chu hop
phap cua dir liéu, ban ¢ quyén truy cap

Tai sao nén luu triv div liéu trén dam may?

- Truy cdp va sir dung diz iéu moi lic, moi noi: Chi can c6 két ndi internet, ban
c6 thé truy cap, si dung dir liéu ciia minh tir bat ky thiét bi nao, & bat ky dau.

- Sao leu tw dong: Dit liéu duoc sao luu thudng xuyén, gidp ban tranh mat mat
dir liéu do cac su c6 nhu hong hoc thiét bi, mat dir liéu.

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

- Tich hop nhiéu i#ng dung: Cac dich vu dam may thuong tich hop véi nhiéu tng
dung khac, gitup ban lam viéc hiéu qua hon.

- Tiét kiém chi phi mua sam, siza chiza: Ban khdng can phai mua 6 ciing, may
cha dé luu trix dit liéu. Nhiéu @ng dung cho phép ban luu trit dit liéu mién phi & mot
muc d6 nhat dinh, néu c6 nhu cau luu trit cao hon dung lugng mién phi, nha cung cip
cho phép ban chon cac gdi thanh toan theo dung lugng, nhu cau st dung.

Cac dich vu lwu triv dam mdy phé bién

- Google Drive: 1a cdng cu luu trit ddm may chuyén nghiép, mién phi dén 15GB
dung luong cho mai tai khoan dang ky, tich hop véi bo ing dung vin phong Google
Docs (twong tu Word), Google Sheets (twong tu Excel), Slides (twong tu Powerpoint)...
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Cong cu nay hd trg dong bo dé ban c6 thé truy cap dix liéu trén hau hét cac loai thiét bi
va da dang hé diéu hanh phé bién, ngoai trir Linux.

- Dropbox: 1a cdng cu luu trir ddm may chuyén nghiép, mién phi ¢én 2GB dung
luong cho mdi tai khoan ding ky.

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

- MEGA: 12 c6ng cu luu trir ddm may chuyén nghiép, cung cap cac chic nang luu
trir dam may dugc ma hda do nguoi ding kiém soét, cé thé truy cap dir liéu théng qua
cac trinh duyét web tiéu chuan va cac tng dung danh riéng cho thiét bi di dong. MEGA
cho phép ngudi dung nhan dugc 15 GB dung lugng luu trir mién phi.

- iCloud: dugc tich hop san trong céc 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 trir ddm may tich hop trong tng dung Zalo cho céc nhu cau
don gian, dung lwong Cloud Zalo mic dinh cho ngudi dung mién phi la 2GB.

Dé dam bao an toan cho dé ligu ciza minh khi si dung dich vu lwu triv ddm
may, bgn nén:

- Chon nha cung cdp uy tin: Cac nha cung cap 16n thuong c6 hé thdng bao mat
t6t hon.

- Poc ky diéu khodn dich vu: Hiéu rd quyén va nghia vu caa minh.
- St dung mdt khau mgnh: Bao vé tai khoan cua ban khoi bi xam nhap.
- Bdt x&c thyec hai yéu té: Tang cudng bao mat cho tai khoan.

- Sao luu dit liéu thuwong xuyén: Ngin ngira mat mét dir liéu trong trudng hop xau
nhat.

Cach luu triv dit liéu trén dam may
- Tao tai khodn: Néu chua c6 tai khoan, can ding ky khoi tao mot tai khoan méi
- Truy cdp vao dich vu leu triz: Dang nhap bang tai khoan caa ban va truy cap
- Tai tép I1én:
o Kéo tha: Chon céc tép trén may tinh cua ban va kéo tha vao cira s6

o Tai Ién: Nhap vao nat "Méi" -> "Tai tép 1én" hoac "Tai thu muc én".
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2. Tao thuw muc: Tao cac thu muc dé sap xép dit liéu cua ban mot cach hop ly.

3. Chia sé: Nhip chuot phai vao tép hoic thu muc mudn chia sé, chon "Chia sé".

3.3.3. SU DUNG DU LIEU

Buéc 1 | Lam rd muc dich st dung di liéu cua ban

Buwéc 2 | Hay chic chin ring ban c6 quyén hodc nghia vu gi véi dir liéu dang xt ly khéng

Buéc 3 | Sir dung cong cu hd tro phan tich, xu ly di liéu

Mot s6 cdng cu hd trg phan tich, xt Iy dir liéu phd bién

Microsoft Excel: La mot cong cu phé bién va dé st dung
X dé phan tich dix liéu co ban, tao biéu do va truc quan hoa.

Excel ¢d nhiéu chirc nang va cong thirc tich hop san dé gidp
ban thao tac vai di liéu.

Google Sheets: Mot cong cu bang tinh mién phi dya trén
web, cung cap nhiéu tinh nang tuong ty nhu Excel. Google
Sheets dé dang cong tac vai nguoi khac va truy cap tir moi
noi.

Tableau Public: Mot cong cu truc quan héa dir liéu va dé
st dung (c6 phién ban mién phi), cho phép ban tao céc biéu
dd, bang va dashboard truc quan tir dit liéu caa minh.
Tableau Public cé giao dién kéo tha don gian va khéng yéu
cau kién thuc lap trinh.

+ableau*public

Microsoft (c phién ban mién phi) , cung cip nhiéu tinh
nang manh mé dé phéan tich, tryc quan hoa va chia sé¢ dir
liu. Power Bl Desktop c6 giao dién truc quan va dé sir

dung.

H Power Bl Desktop: Mot cong cu phan tich dit liéu tir

Power Bl Desktop

3.3.4. CHIA SE DU LIEU

Hay kiém tra cac quy dinh vé chia sé dir liéu tai:
- Luat ngan hang nha nudc Viét Nam 46/2010/QH12 (diéu 38);
- Luat Xuat ban 19/2012/QH13 (Piéu 10)
- B6 Luat dan su s6 91/2015/QH13 (Diéu 38)



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

Internet

- Luat An ninh mang sé 24/2018/QH14 (Piéu 5, Biéu 8 va cac diéu khéc lién

quan)

- Luét An toan thong tin mang sé 86/2015/QH13 (Piéu 7, Diéu 10, Diéu 186,
Diéu 17, Diéu 18, Diéu 19, Diéu 20 va cac diéu khéc lién quan)

- Luét B4o chi 103/2016/QH13 (diéu 9)
- Nghi dinh 13/2023/ND-CP ngay 17/4/2023 vé bao vé dit liéu ca nhan

va cac vin ban huéng dan khac lién quan

Trong truong hgp dugc phép hoac khong c6 quy dinh:

Ban c6 thé gan quyén truy cap (doc, ghi, sira doi, x6a) cho timg ngudi ding
hodc nhom ngudi dung ddi véi cac tép tin va thu muc cu thé.

Sir dung tai khoan nguoi diing riéng biét: Moi nguoi diing trén may tinh nén
c6 tai khoan riéng biét vai mat khau bao mat. Tranh su dung chung tai khoan
dé dam bao tinh riéng tu va trach nhiém cho céc hoat dong trén may tinh.
Can than khi chia sé dir liéu: Chi chia sé dit liéu voi nhitng ngudi ma ban tin
tuéng va dam bao ho c6 quyen truy cap hop ly. Tranh chia sé dir liéu nhay
cam, dit liéu ndi bo khi khéng duoc phép.
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- Gilp ban lam quen, sén sang st dung
cac cong cu truc tuyén dé giao tiép,

e T T - Giao tiép qua Internet;
cong tac vai nguoi khac trén Internet;

- Thanh toan qua Internet;

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

toan truc tuyén, mua bén truc tuyén, st | | - Sir dung dich vu cdng truc tuyén;
dung dich vu cong truc tuyén va biét | | - Phdi hop, cong tac trén Internet;
cach quan Iy danh tinh, hinh anh c& | | - Quan Iy danh tinh s, hinh anh cé
nhan trén Internet. nhan;

10 Ol iét vé cé Z - Quy tic tng xu trén Internet.
- Giap ngudi hoc biét vé cac quy tac Quy tac ing xur

tng xir dé xay dung mot cong dong
truc tuyén van minh

Sau khoa hec, ban c6 thé:

- Sir dung mét s6 cdng cu trén
Internet dé trao d6i, chia sé théng tin,
cong tac truc tuyén;

- Tham gia vao thé gigi s6 va st dung
c4c cong cu truc tuyén dé: thanh toan,
mua ban, sir dung dich vu céng

- Tham gia vao thé gigi sé6 mot cach
van minh

Ban can chuan bi nhirng gi

- B6 may tinh day du c6 két ndi véi nguon dién. Hay hoi don vi
t6 chtrc boi dudng tap huan néu ban tham gia tap huan, boi
dudng truc tiép.

- Tai liéu hudng dan sur dung;

- But, gidy hoic sb tai liéu (néu can)

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

il
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BAI 1: GIAO TIEP QUA THU BPIEN TU (EMAIL)

Email 12 mot dich vu nhén tin trén Internet, gidng nhu sy két hop gitta giri dién tin
va giri thu nhu trude day. Email duoc giri va nhan thong qua mot dich vy email. Mot sb
dich vu email mién phi bao gém Gmail (caa Google), Outllook (cua Microsoft) va
Yahoo Mail.

Mot s6 dac diém cua email:

+ Email dugc giri mién phi;

+ Ban can co Internet va cac thiét bi nhu thiét bi di dong théng minh, may tinh dé
sur dung email;

+ Ban c6 thé st dung dia chi email dé dang nhap vao cac dich vu tryc tuyén cua
minh;

+ Dé sir dung email, ban phai chon mét dich vu email. Ching c6 thé mién phi
hoac ¢6 cac chon lya ding ky vai nhiéu tinh ning hon;

Pia chi email la gi?

bia chi email bao g?)m tén nguoi dung (username), ky hiéu dac biét @, va tén dich vu
email, chang han nhu gmail.com hoic yahoo.com. Thi du: ANtran@gmail.com

Mot dia chi email khong phan biét chir hoa chir thuong, nhung phai dugc danh van
chinh xac: ANtran@gmail.com va antran@gmail.com duoc coi 1la mot dia chi
gidng nhau.

M@t s6 thuat ngir va chire niing quan trong khi ding email

Thuat ngir Giai thich
Hop thu (Mailbox) Noi luu trir tat ca email caa ban, va ban
truy cap bang dia chi email va mat khau
cta minh
Thu muc (Folder) Doi khi duoc goi la Nhan (Label), 1a mot
phan trong Hop thu ma ban ¢d thé sap xép
email vao do
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Hop thu dén (Inbox) Mot thu muc dic biét hién thi cac email
maoi va chua doc
Thu muc da gui (Sent Folder) Khi ban guai email, mot ban sao s€ duoc
dit trong thu muc nay dé ban tham khao
Cac muc da xoa (Deleted Items) boi khi duoc goi la Rac

(Trash) hoac Thung rac (Bin) va noi chtra
cac email da xo6a

Tu (From) Xuat hién ¢ dau email dé cho biét ai da gui
email do6 cho ban
To (Bén) Hién thi ngudi nhan email ban da giri
Soan thu (Compose) doi khi dugc goi la Email méi (New

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

Tra 161 (Reply) Bam vao day dé tra 101 email

Chuyén tiép (Forward): doi khi duoc viét
la Fwd, diéu nay cho phép ban gti email
té1 nguoi khac

cC Viét tat cua Carbon Copy, day 1a khi ban
nhap nhiéu dia chi vao truong Dén (To) dé
guri email cho nhiéu nguoi cing lic

BCC Viét tat cua Blind Carbon Copy, an cac
dia chi email dé moi nguoi khong thé biét
ban da guri email cho ai

Thu rac (Spam) Do6i khi dugc goi laEmail rac (Junk
email), day 1a email khong mong mudn,
thuong la quang cao. Dich vy email cta
ban sé& sap xép thu rac vao thu myc thu rac
ma ban c6 thé bo qua. An toan nhit la
khong bao gio m¢ thu rac va khong bao
gid chuyén tiép né cho bat ky ai.

Pé sir dung email an toan, hiy luu y mét s6 diém sau:
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+ Xba cac email khong mong mudn hodc dang ngd: Nhitng ké lira dao thudng
nham muc tiéu céc dia chi email mot cach ngau nhién vi email duoc giri mién
phi;

+ Khéng bao gid cung cdp mat khau hodc chi tiét thong tin ¢4 nhan qua email.
Céc cong ty va to chirc hop phéap s& khong bao gio yéu ciu nhitng chi tiét nay
qua email;

+ Neén str dung mdt mat khau manh duy nhat. Khong str dung mat khau email cta
ban cho bat ky dich vu nao khac;

+ Nén dung mot email thir hai. Piéu nay co thé giup giam luong thu rac hoic
email khong mong mudn ma ban nhan duoc ¢ dia chi email chinh cua minh;

+ Huy dang ky (Unsubscribe) nhan ban tin (newsletter): Mot s6 doanh nghiép s&
giri ban tin hodc tin quang céo qua email, diéu nay c6 thé gay phién nhiéu t6i
ban.

+ Doc email trén trinh duyét co thé 1a cach an toan vi vi-rat s& duoc gitru lai boi
cac tinh ning bao mat cta trinh duyét va phan mém chéng vi-rit ciia may tinh;

+ Cac tap tin dinh kém email ciling sé dugc dich vu email sang loc trudc dé han
ché nhimng ndi dung xau doc, nhung ban ciing nén quét ching bang phan mém
diét vi-rat cua may tinh ban trude khi mo

Luuy:

Khi ban giri mot email, n6 s& dugc chuyén vinh vién dén dia chi email ctia ngudi nhan.
Khong thé truy xuat email da gui.
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Hwéng dan sie dung mét sé6 dich va email phé bién

Gmail

Gmail 1a mot dich vu email mién phi cia Google. Pia chi Gmail va mat khéu cua
ban cling dugc st dung dé dang nhap vao Tai khoan Google ban. Pia chi email Gmail
cua ban s€ c¢6 dang tencuaban@gmail.com .

Nhiéu trang mang cung cip lwa chon Piang nhip bang Google (Sign in with
Google), ddy 1a nit ma ban c6 thé nhap vao dé dang nhdp an toan ma khong can chia sé
mat khau ctia minh véi trang mang do.

Cach dang ky dia chi Gmail méi

Budc 1: Pé thiét 1ap tai khoan Google va dia chi Gmail méi, hiy truy
cap https://mail.google.com va man hinh Pang nhip xuét hién;

Budc 2: Chon Tao tai khoan va lam theo cac budc trén man hinh (nhap thong
tin ca nhan theo yéu cau);

Cach dang nhap vao Gmail

Budc 1: Truy cap https://mail.google.com va man hinh Pang nhap xuat hién

Budc 2: Nhap email hodc sb dién thoai va mat khau ma ban da cung cép khi
dang ky dung cho Tai khoan Google ctuia ban

Khdc phuc sw co dang nhdp véi Gmail

Néu ban quén tén ngudi dung hoic mat khau Gmail, hozc khéng thé truy cap
vao tai khoan cua minh, hdy truy cap lién két nay dé khic phuc vin dé:
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https://support.google.com/mail/troubleshooter/24026207?sjid=10623546077171103
551-AP

Céch giri thw trong trong Gmail

Pé soan thu mai:
Budc 1: Chon Soan thw ¢ goc trai man hinh;
Budc 2: Tai muc Pén, hay nhap dia chi email ciia ngudi ma ban mudn g
thu
Budc 3: Thém tiéu dé cua thu;
Budc 4: Viét noi dung thu;
Budc 5: Nhap chon Giri & cudi trang dé gui thu;

Pé tra loi thu nhan tir ngudi khac:
Budc 1: Mo Hép thw dén > Nhap chon thu dén ma ban mudn tra 10i;
Budc 2: Chon Tra loi hodc Tra 1o tat ca hoic Chuyén tiép tay theo muc
dich cua ban;
Budc 3: Nhap noi dung thu ma ban muén tra 10i;
Budc 4: Nhip chon Giri dé gui thu.

— o e e e e e

Meo: \

- Ban ¢6 thé huy gui thu trong mot khoang thoi gian ngan sau khi bAm Giki,
bang cach: O duéi clng bén trai, ban sé& thiy thong bao "D guri thu" va lua
chon "Huy" hoic "Xem thu" > Nhap vao Huy;

- Ban c6 thé dinh kém thém tép, Chén lién két, Chén biéu twong cam xc,
Cheén tép bang cach st dung Drive, Chén anh... bang cach nhap chuét vao céc
biéu twong & goc trai man hinh

AU 206 4 G

e e e e o o e o o o o o =
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https://support.google.com/mail/troubleshooter/2402620?sjid=10623546077171103551-AP

Giao tiép trén Internet MO PUN 6

Poc va quan ly email trong Gmail

Khi ban dang nhip vao Gmail, mot trang s& mo ra cho thiy danh sach cac email
trong Hop thw dén (Inbox) cua ban. Cac email méi (new) va chua doc (unread) duoc
in dam. Bang cac lua chon (menu) bén trai:

ba guri (Sent) Cho thiy cac email ban da giri cho ngudi
khac
Béan nhép (Draft Cho thay cic email ban dang viét nhung
chua gtri
Hién thém Pé xem thém céc chiic nang khac
Tat ca Thu (All Mail Danh sach tat ca cac email, bao gom bat

ky email nao ban da luu tri.

Thu rac (Spam) La danh sach cac email rac hoac khong
mong mudn s& bi xda sau 30 ngay.

Thung réc (Bin) Danh cho nhitng email ma ban da ty x6a
va s& bi x6a vinh vién sau 30 ngay.

Outlook

Outlook la dich vu email mién phi ciia Microsoft. Dia chi va mat khau Outlook cua
ban ciing dwoc st dung dé ding nhap vao Tai khoian Microsoft (Microsoft
Account) ciia ban, tai khoan nay kich hoat nhiéu tinh ning trong trinh duyét
mang Edge va ciing c6 thé dugc s dung dé dang nhap an toan vao may tinh dé ban
hoac may tinh xach tay Windows.

bia chi email Outlook cia ban sé cé dang tencuaban@outlook.com

Cach dang ky tai khoan Outlook méi
Budc 1: Truy céap vao dia chi https://outlook.com/
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Budc 2: Nhap chon Tao tai khoan mién phi;
Budc 3: Lam theo cic bude trén man hinh (nhdp thong tin ¢4 nhan theo yéu cau);

Cach dang nhap tai khoan Outlook
Budc 1: Truy céap vao dia chi https://outlook.com/ > Chon Dang nhap;
Budc 2: Nhap email outlook va mét khdu ma ban dé cung cap khi ding ky.

Céch giri thu bang Outlook

Dé soan thu méi:

Budc 1: Chon Email méi;

Budc 2: Tai truong Pén, hdy nhap dia chi email cua ngudi ma ban mudn guri

thu;
Budc 3: Tai Cha dé, hdy nhap cha dé cua thu;
Budc 4: Viét noi dung thu;
Buéc 5: Nhap chon Giri dé giri thu;

Pé tra 1oi thu nhan tir ngudi khac:
Budgc 1: Nhap chon thu dén ma ban mubn tra 10i;

Budc 2: O goc trén bén phai cua ngan thu, chon © hoac «3, hoac

chon --- sau d6 chon Tra 1&i hodc Tra loi tat ca. Dé chuyén tiép, chon 9, hoac
chon --- sau do chon Chuyén tiép.

Budc 3: Nhap noi dung thu ma ban mubn tra 1oi;
Budc 4: Nhap chon Giri dé gui thu.



https://outlook.com/
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— o o O M R M M R R R M e e e e

Meo:

- Tinh ning thu hdi thu sin dung sau khi ban chon Guri va chi san dung néu ca
ban va nguoi nhan deu cd tai khoan emailMicrosoft 365 hodc Microsoft
Exchange trong cung mét to chuic;

Dé thu hoi va thay thé thu trong Outlook méi:
+ Chon Muc D2 giri trong ngan thu muc bén trai, sau dé6 bam dup vao thu da gui
dé mo thu trong mot cura so riéng.

+ Tur dai bang, chon El.thu héi Thu, rdi chon OK trong hop thoai x4c nhan.
+ Ngay sau d6, ban s& nhan duoc Béo cao Thu hdi Thu trong hop thu dén cua
minh. Chon lién két trong thu d6 dé xem viéc thu hdi ctia ban di thanh cong,
dang cho xir 1y hay that bai.

- Ban c6 thé chén thém tép dinh kém, chén anh, chén biéu tugng cam xic. ..
trong thu bang cach nhap chuot vao cac biéu tugng

— o e e e e e e e e e e o e —
e e e e e e e e e e e e e e e e e o o

e o e o e e o e M M e M e M e M e MEm M Mm e M e e e

Poc va quan ly email trong Outlook

Khi ban ding nhap vao Outlook, mot 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) duoc
in dam. T bang cac lya chon (menu) bén trai:

Béan nhap (Draft) Cho thay cac email ban dang
viét nhung chua gui

Muc da gui (Sent) Cho thay cac email ban d3 giri
cho nguoi khac

Muc da xéa bo (Deleted items) La email ban da tu x6a va s€ bi
x6a vinh vién sau 30 ngay.
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Email rac (Junk Email)

khong mong muodn 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

Gidi thiéu mot sb kénh trao ddi, chia sé thdng tin phd bién trén Internet hién nay

Mang xa hoi

Thuat ngit “mang xa hoi” dugce ding dé mé ta bat ky trang web hoic ¢ng dung trén
cac thiét bi thdng minh — noi moi ngudi ¢6 thé dur dung dé chia sé cac thong tin, bao
gom: vin ban (bai dang, binh luan), hinh anh, video...

Cac loi ich chinh caa mang xa hoi:

- Két néi v6i moi ngudi: Ban 6 thé két ndi voi moi nguoi du ho dang ¢ bat ky dau
trén thé gioi;

- Chia sé thong tin: Ban c6 thé chia sé cac thdng tin véi ban bé, nguoi quen;

- Xem va phan héi thong tin: Ban c6 thé xem cac thong tin ma ban bé va nhiing
ngudi khac chia sé, dong thoi c6 thé phan héi lai bang cach bay té cam xuc, binh
luan hoac chia sé;

- Cap nhat tin tic: Ban ciing c6 thé cap nhat céc tin tc méi mot cach nhanh chong.

Mot s6 mang x& hoi pho bién tai Viét Nam

7alo La nén tang mang xa hoi caa Viét Nam, chii yéu dung dé nhan tin
va goi dién cho ngudoi ding khac mién phi. Ban ciing c6 thé ding

Zalo dé chia sé va nhan thong tin véi ban bé va nguoi quen.
Zalo

0 La nén tang mang xa hoi pho bién nhat tai Viét Nam va trén thé

gidi. Ban c6 thé dung MXH nay dé chia sé suy nghi, hinh anh, s¢
thich v&i moi nguoi va nhan thong tin. MXH nay cling cho phép
Facebook | pan cap nhat thong tin tir ban be, ngudi quen hoac tham chi ngudi
la
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La nén tang MXH chu yéu dung dé chia sé video. Ban c6 thé dung
mang x& hoi nay dé chia sé cac noi dung video c& nhan ban sang
tao ra, gom ca video ngan va video dai.

YouTube

La nén tang MXH chu yéu dung dé chia sé video. Céc video phét
trén nén tang nay chi yéu la video dang ngén

r@ La nén tang MXH dung dé chia sé anh hoac video trén thiét bi di
dong.

Instagram

Thu dién tir (Email)

Email 1a mot dich vu nhan tin trén Internet, giong nhu sy két hop gitta gui dién tin
va giri thu. Email duoc giri va nhan théng qua mét dich vu email. Mt s6 dich vu
email mién phi bao gdm Gmail (cua Google), Outllook (ctiia Microsoft) va Yahoo
Mail.

Ban c6 thé sir dung dia chi email dé dang nhap vao cac dich vu truc tuyén caa minh.
*Tim hiéu thém vé Thu dién tik tai bai hoc 1 “Giao tiép qua Internet”

Blog (Trang web ca nhén)

Blog cho phép ban viét ra nhiing suy nghi cua minh trén mot trang web va chia sé
Vi tat ca moi ngudi qua Internet, gidng nhu mot cudn nhat ky trén mang. Mdi bai
viét trén trang duoc goi 14 mot bai ding trén blog. Ban khong can phai cai dat phan
mém dé viét cac bai trén blog hoic tim doc cac blog cua ngudi khac, ban chi can sir
dung cac trinh duyét co san.
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Ngoai cac kénh chia sé, trao doi thong tin n6i trén con c6 mét sé kénh khac nhu: Dién
dan web (Forum), Podcast... tity thudc vao nhu cau trao d6i théng tin khac nhau.

(Zalo Hudéng dan sir dung mang x& héi Zalo co ban

Cach dang ky

Sau khi da tai va cai dat itng dung Zalo trén di€n thoai, hdy mé ung dung.

Budc 1: Pé tao tai khoan moi, bAm Ping ky

Budc 2: Nhap tén Zalo cta ban

Nén si dung tén thdr dé gidp ban bé dé nhdn ra ban
Budéc 3: Nhap s6 dién thoai cua ban, sau d6 bAm Tiép tuc
Buéc 4: Xac nhan sd dién thoai va kich hoat tai khoan
Budc 5: Bang nhap vao Zalo véi tai khoan ban vira tao

Cach dang nhap

Bang sb dién thoai

Budc 1: Mg Zalo, bam Ping nhap

Budc 2: Nhap sb dién thoai ban dung dé dang ky tai khoan
Budc 3: Nhap mat khau

Budc 4: Bam biéu tugng miii tén dé dang nhap

[ N ~
&3 Bang ma QR

Budc 1: Mo Zalo trén may tinh, chon muc Quét ma QR

Budc 2: Mo Zalo trén dién thoai, quét ma QR hién ra trén man hinh may tinh

Budc 3: Sau khi kiém tra thong tin dang nhap, bam Ping nhap

Budc 4: Nhan dién khudn mit hoic dau van tay (néu ban bat tinh nang nay trén dién
thoai)

Cich diing 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, ing dung Zalo chwa ho tro dang bai viét truc tiép trén may tinh

Budc 1: M6 tng dung Zalo trén dién thoai va chon tab Nhat ky
Budc 2: Néu muén ding anh, hdy chon vao 6 Hom nay ban thé nao; Néu muébn
dang anh/video, chon Anh/Video

HAm nay ban thé nao?

P Anh @ Video # Album © Ky niém

C6 thé chon cac kiéu chiz, thém nhgac, thém nhan dan (sticker), gan thé ban bé... cho
bai dang

Buéc 3: Sau khi hoan tat bai viét:

- Néu sit dung dién thoai hé didu hanh 10S, chon biéu tuong > & géc phai man
hinh dé ding bai.

- Néu str dung dién thoai hé diéu hanh Androi, chon 2219 ¢ géc phai man hinh dé
dang bai.

Bai ddng hoan tat, man hinh xuat hién théng bao Ping bai thanh cong

0 Huéng dan sir dung Facebook co ban
Cach dang ky

Budc 1: Truy cap trang web Facebook tai dia chi: https://www.facebook.com/

Budc 2: Chon nit dé bat dau qua trinh dang ky;
Budc 3: Pién cac thong tin dang ky, gom:

e Hovatén

e Ngay sinh

e Gidi tinh

e S6 di dong hodc email
e Mat khau

Sau khi dién céc thong tin tré, chon nit



https://www.facebook.com/

Giao tiép trén Internet MO PUN 6

Budc 4: Xac nhan email hoic so dién thoai

Facebook s& giri m& xac nhan email hoic dén s dién thoai ma ban d3 cung cép ¢
budc 3. Nhap mé xac nhan nay dé hoan tt qua trinh ding ky

Budc 5: Sau khi xac nhan tai khoan, ban c6 thé tly chinh hd so Facebook ctia minh
nhu thém anh dai dién, anh bia...

Cach dang nhap

Budc 1: Truy cap trang web Facebook tai dia chi: https://www.facebook.com/
Budc 2: Nhap dia chi email hozc s6 dién thoai ma ban da ké khai vao 6 . Nhap mat
khau cua ban vao 6

Budc 3: Chon niit dang nhap

Luuy:

Néu ban quén mat khau, hdy nhan vao “Quén mat khau?” dé lay lai mat khau

Cach ding bai viét (post) 1én Facebook

Budc 1: Nhap vao 6 “Ban dang nghi gi?” ¢ dau trang chu;

Budc 2: Nhap ndi dung ma ban muén dang tai;

C6 thé chon thém anh/video, Gan thé nguwoi khac, Cam xdc hoat déng... vao bai viét
Budc 3: Chon Piang dé chia sé 1én trang c& nhan cua ban

Cach chia sé lai bai dang cua ngwoi khac trén Facebook

Budc 1: Tai bai dang mudn chia sé, nhén chon biéu tuong chia s¢ £ & goc dudi
bén phai bai viét

Budc 2: Chon dé hoan tat chia s¢. Néu mudn thém binh luan, hay viét
vao phan “Hay noi gi d6 vé ndi dung nay”.

Meo

Ban c0 thé cai dit quyén riéng tu cho mdi bai viét dé kiém soét ai c¢6 thé xem bai
viét cua ban.

Trudc khi chia sé bai dang trén facebook, chon biéu ¥ tugng dé chon ddi
tuong:

- Cong khai: T4t ca moi nguoi trén Facebook hoic ngoai Facebook;

- Ban be: Ban be cua ban trén Facebook;



https://www.facebook.com/
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- Ban bé ngoai trir ...: Ban c6 thé loai trir mot s6 ngudi ban khoi viéc xem bai viét;
- Ban beé cu thé: Chi hién thi véi mot s6 ban bé;
- Chi minh tdi: Chi minh ban xem duoc bai viét
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CREDIT CARD

B:E5 335 656 630
(1] [ 1L [ []
creorearo. Q0)




Thanh toan qua Internet MO - PUN 7

Mot so tir viét tét

2FA | Two-factor authentication Xéc thyc 2 yéu th

La phuong phap xac thuc yéu cau hai yéu té dé chimg minh tinh dang din
cuia mot danh tinh. Xac thuc hai yéu té dya trén nhitng thong tin ma ngudi
dung biét (s6 PIN, ma khoa bi mat, ...) cting véi nhirng gi ma ngudi ding
c6 (thé théng minh, thiét bi token, dién thoai di dong ...) hoic nhitng dau
hiéu sinh trac hoc cua nguoi dung dé xac minh danh tinh

KYC | Know Your Customer Biét khach hang cua ban

La mot tap hop cac quy trinh cho phép ngan hang va cac t6 chuc tai chinh
khac xac nhan danh tinh cua cac to chac va ca nhan ma ho giao dich, va
dam bao rang cac thuc thé d6 dang hoat dong hop phap.

KYC hiéu qua bao vé cac cong ty khoi kinh doanh véi cac t6 chic hoic ca
nhan tham gia vao hoat dong bat hop phap, ching han nhu rira tién, tai trg
khing b6 hoic tham nhiing va cho phép céc to chuc tai chinh hiéu ré hon
vé doanh nghiép cua khach hang, diéu nay c6 thé gidp ho giam thiéu rui ro
va cai thién dich vu khach hang.

OTP One-time Password Ma khoa bi mat diing mot lan

M4 khoa bi mat c6 gié tri st dung mot lan va co hiéu luc trong mot khoang
thoi gian nhét dinh, thuong duoc stir dung nhu mot yéu té thir 2 dé xac thuc
nguoi dung truy cap tng dung hoac thuc hién giao dich Internet Banking.
PIN Personal Identification Number | M4 s6 xac dinh cha thé (S6 PIN)

La ma s6 mat duoc t6 chirc phat hanh thé cap cho chu thé hoic do chi thé
tao lap theo quy trinh duoc t6 chic phéat hanh thé quy dinh dé sir dung
trong céc giao dich thé.

Trong giao dich dién tir s6 PIN dwoc coi 1a chix ky caa cha thé.

POS | Point of Sale Thiét bi chap nhan thé tai diém bén

La cac loai thiét bi doc the, thiét bi dau cudi duoc cai dit va str dung tai cac
Don vi chap nhan thé ma cha thé c6 thé sir dung thé dé thanh toén tién
hang hoa, dich vu.

Thiét bi chap nhan thé c6 thé duoc lap dit tai chi nhanh, phong giao dich
cua to chirc thanh toan thé dé cung tng tién mat cho cha thé theo thoa
thuan giita t6 chac thanh toan thé va to chirc phat hanh thé phi hop Vi
pham vi st dung thé theo quy dinh.

QR Quick Response (Code) Ma QR

M4 QR thanh toan ctia mdi c4 nhan 1a thong tin thanh toan da dugc méa hda
gom Sé tai khoan, M4 hiéu ngan hang va cac thong tin lién quan khac (néu
c6) (trong nhiéu truong hop bao gém ca sé tién, Noi dung thanh toan,
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Thong tin don hang) gitp viéc khaoi tao I1€nh thanh toan duoc 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 gém 8 hoic 11 ky tw, dugc gan cho
mdi ngan hang va chi nhanh trén toan cau gitp xac dinh chinh xac mot
ngan hang trong cac giao dich quéc té.

Viéc chuyén sang thanh toan khdng diing tién mit dang trd thanh xu hudng toan
cau, mang lai nhiéu loi ich cho ca ngudi tiéu dung va doanh nghiép. Tuy nhién, bén canh
nhitng tién ich, hinh thirc thanh toan nay ciing tiém an mot s rai ro. Dudi day 1a céi
nhin tong quan vé nhiing loi ich va rui ro co ban caa thanh toan khdng dung tién mat,
cung véi mot sé khuyén nghi can thiét dé ban c6 thé tan huang nhing tién ich ma hinh
thac thanh todn nay mang lai.

Tién lgi va nhanh chong:

- Thuc hién giao dich thanh toan bat ky luc nao, & bat ky dau chi voi

mot thiét bi c6 két ndi internet.
- Giam thoi gian chd doi so voi phuong thirc thanh toan truyén
théng.
Lgi ich

An toan va bao mat:
- Giam rui ro mat mat hodc trom cép, cuop giat, tién gia.
- St dung cong ngh¢ bdo mat cao nhu ma hoa dir liéu va xac thuc
hai yéu t0.
- D& dang theo ddi cac giao dich, phat hién cac giao dich bat thuong.
Theo di va quan ly dé dang:
- D@ dang theo ddi lich str giao dich, phén tich chi tiéu.
- Puogc sir dung nhiéu tinh ning nhu hd trg 1ap ngan sach, quan 1y
thu chi
- C6 thé tra ciru, xac nhan da chuyén tién ma khong lo danh roi hay
lam mat phiéu thu, bién lai.
- Theo ddi cac khoan thu chi mot 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 cac trai nghiém mua sam lién mach va thuén tién.
- Cai thién tinh minh bach trong giao dich.

Rui ro

Nguy co bi danh cap thong tin ca nhan va truy cap trai phép vao tai
khoan thanh toan cua ban

Khong thé thuc hién giao dich khi khéng c6 mang internet hoic thiét
bi khong hoat dong, giao dich

Gian lan trong viéc thuc hién giao dich nhu viéc st dung thé bi danh cap
hoic tao ra cac giao dich gia mao nhung tién chua dugc chuyén.

Nhap sai thong tin cd thé dan dén viéc tién bi trir sai hodc chuyén tién
khong diing nguoi

Luwu y cac khoan phi lién quan, chang han nhu phi giao dich, phi duy tri
tai khoan, hodc phi rat tién khi thuc hién giao dich

™~ e

R ~
RECOMMENDED

Khuyén nghij dé
phong ngira va
giam thiéu rii

ro thanh toan

Khéng st dung Wifi cdng cong khi thyc hién thanh toan

Tuyét ddi khdng chia sé tén dang nhap, mat khau, ma OTP, thdng tin thé,
thong tin ca nhan (nhu can cudce cong dan...) cho nguoi khac

Khong truy cap vao cac lién két (link) la

Khong nén sir dung thiét bi la dé ding nhap

Nén kiém tra cac website cung cap dich vu thanh toan c6 phai website
chinh thizc khdng. Khéng nhap tén dang nhap hoic mat khau truéc khi
xac thuc do 1a website chinh thic.

- Website chinh thirc cua Vietcombank:
https://www.vietcombank.com.vn/

- Website chinh thirc caa Agribank: https://www.agribank.com.vn/

- Website chinh thirc caa BIDV: https://bidv.com.vn/

- Website chinh thac cua Vi dién tr Momo: https://www.momo.vn/

- Webisite chinh thirc cta Vi dién tar Zalopay: https://zalopay.vn/

Hay dat mat khau c6 tinh bao mat cao cho tai khoan. Nén thay d6i mat
khau dinh ky, dic biét sau khi nghi ngo tai khoan bi xam nhap.

Hay sir dung tinh nang xac thuc hai yéu t6 (2FA)

Khong nén Iuu 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 hogc thiét bi di @ong: Ban can c6 maot thiét bi c6 két noi
internet 4n dinh nhu may tinh dé ban, may tinh xach tay, may tinh bang,
dién thoai thong minh ...

Két ndi internet: Buodng truyén mang can dam bao téc d6 6n dinh dé giao
dich duoc dién ra nhanh chdng va khong bi gian doan.

02 | C6 tai khoan thanh toan con hoat dong tai cac té chikc cung wng dich
vu thanh toan! hoic tai cac to chirc cung ng dich vu trung gian thanh
toan?

Hoac

D3 dang ky tai khoan Tién di dong (Mobile Money)

03 Phai dam bao s6 du trén tai khoan cao hon so véi véi tong caa s tién
thanh toan va céc loai phi lién quan

Diéu kién dé mo tai khoan thanh toan ca nhan

01 | Ngudi dia 18 tudi tré 18n khong bi han ché hoic mat nang luc hanh vi dan
su theo quy dinh phap luat Viét Nam

Hoac

Nguoi tir du 15 tudi dén chwa da 18 tudi khong bi mat hoac han ché niang
lwc hanh vi dan sy, co tai san riéng bao dam thyc hién nghia vu trong viéc
ma tai khoan thanh toan

Hoac

Nguoi chwa di 15 tudi, ngudi bi han ché hoic mat nang luc hanh vi dan
sw theo quy dinh cua phap luat Viét Nam m¢ tai khoan thanh toan théng
qua nguwoi dai dién theo phép luat

Hoac

Nguoi ¢6 kho khin trong nhan thic, lam cha hanh vi theo quy dinh cua
phap luat Viét Nam m¢ tai khoan thanh toan thdng qua ngwoi giam ho

1 Danh sach cac t6 chirc cung tng dich vu thanh toan duoc mé tai khoan thanh toan gom: Ngan hang Nha nuéc
Viét Nam; Ngan hang thuong mai, Ngan hang chinh sach, ngan hang hop tac xa; chi nhanh ngan hang nudc
ngoai

2 Danh sach cac t6 chirc cung ng dich vu trung gian thanh toan dwoc cap nhat tai dia chi
https://www.sbv.gov.vn/webcenter/portal/vi/menu/trangchu/tk/hdtt/ctccudvitt?_afrLoop=58381045322691466#%
40%3F_afrLoop%3D58381045322691466%26centerWidth%3D80%2525%26leftWidth%3D20%2525%26right
Width%3D0%2525%26showFooter%3Dfalse%26showHeader%3Dfalse%26 _adf.ctrl-state%3D1461e03ixk_4
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02 | CO giay to thy than/ danh tinh dién tir con thoi han hiéu luc néu mo tai
khoan thanh toan cé nhan tai Ngan hang/ chi nhanh ngan hang, hay tai cac
trung gian thanh toan

- Truong hop cd nhan la cong dan Viét Nam:

+ Cd nhan la nguoi Viét Nam trén 14 tuéi: Co mot trong nhirng loai
gidy to nhu Thé can cude cong dan, Thé can cudce hodc Cin cude
dién tr (thong qua viéc truy cap vao tai khoan dinh danh dién ti
murc do 02) hoac Chimg minh nhan dan con thoi han hiu luc

+ Cd nhdn la ngwoi Viét Nam dwéi 14 tudi: Co mot trong nhitng loai
gidy to nhu Thé cin cudc cong dan, Thé cin cude hodc Can cudc
dién tur (thong qua viéc truy cap vao tai khoan dinh danh dién tir murc
d6 02) hodc Ching minh nhan dan hodc Gidy khai sinh con thoi han
hiéu luc

- Truodng hop cd nhan la nguoi goc Viét Nam chwa xdc dinh dwoc quoc
tich: Gidy chiing nhan cin cudc;

- Trudng hop cd nhadn la nguoi nude ngoai: i) HO chiéu, ddi véi ngudi
nudc ngoai cu tra tai Viét Nam phai ¢6 thém thi thuc nhap canh hoac
gidy to co gia tri thay thi thuc hodc gidy to chirng minh dugc mién
thi thuc nhdp canh; hodc (ii) Danh tinh dién tir (thong qua viéc truy
cap vao tai khoan dinh danh dién tir mac do 02).

CO giay to tity than/ danh tinh dién tir con thoi han hiéu luc va trang véi
thong tin diang ky sb thué bao di dong néu dang ky dich vu thué bao di
dong dung dé dang ky dich vu thanh toan qua mobile money

Mg tai khoan thanh todn cta ngan hang, chi nhanh ngéan hang théng qua
phuong thirc dién tir (khdng can phai dén ngan hang)

Loi ich
= 100% thyc hién trén méi truong internet, khéng can ra quay giao dich

= Tiét kiém thoi gian: chi mot vai phat dé hoan tat dang ky, khong phai xép hang
cho doi

= Thao tac dé dang, dugc xac thuc nhanh chong
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= Trai nghiém cac tién ich thanh toan da dang, tan hudéng cac chuong trinh
khuyén mai: nhu rit tién mat tai ATM khdng can thé; thanh toan dich vu thiét
yéu nhu dién, nudc

Quy trinh m¢ thong thuong
1. Tai trng dung
2. bang ky thong tin nhu nhap thong tin s6 dién thoai..
3. Chup anh va xéc thyc giay to tly than, anh mat
4. Xac thuc thong tin dang nhap
5. Hé théng thdng bao ma tai khoan thanh cong

(luu y: mdi ngan hang va to chitc trung gian thanh toan c6 cac quy trinh dang ky
khac nhau va tai mdi budc déu co hudng dan cy thé).

Vi du chi tiét

Mé tai khoan cia Ngan hang TMCP Ngoai thwong Viét Nam
(tén viét tat Vietcombank)

Buac 1 | Tai ung dung Vietcombank trén Kho rng dung

E Vietcombank

Budc 2 | Chd dén khi hoan thanh viéc tai ang dung vé thiét bi, Tim va Mé &ng
dung Vietcombank trén dién thoai, Chon “Mg tai khoan danh cho khach
hang mai”

Budc 3 | Nhap so6 dién thoai, sau ¢6 Nhan “Tiép tuc”
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Khoan danh cho khach hang méi

S6 dién thoai

( Tiép tuc

Nhap ma x4c nhan (OTP) di duoc giri dén dién thoai

Xacnhan
Quy khach vui ong nhap ma xac nhjn da
dugc gui vé s dién thoai

Khang nhin dugc méd xac nhin?

Budc 4

Lwa chon loai gidy to tiy than ban c6 va chup anh giay to theo huéng dan
trén man hinh
M tai khoan danh cho khach hang...

Quy khach vui long Ifa chon Gidy td tuy than,
Uu tién cung cap CMND/CCCD

&) Sirdung gidy to ban goc va con hiu luc

o « 0 « =0

~ ~
— =

Khongchup Khéngchup  Khéng chup
16a sang mét géc bi che khuat

Budc 5

Thuc hién Xac thwe khudn mit va gidy to tiy than theo hudng dan trén
man hinh




Thanh toan qua Internet MO PUN 7

Vi Iong thc hién cac thao tac xc thuc
khudn méit theo hudng dan va gilr dién thoai
ngang tdm mét & khodng cach 30-40cm

o () (]
Méi truting Khéng Khéng deo
dusang deo kinh khdu trang

Budc 6

Chon s6 tai khoan, loai tai khoan va dich vu di kém

B w41 AM 100 -
 Lyachon san phémdich v

Budce 7

DANG KY THANH CONG

Trang chd

Théng
tin ho
tro cac

Céc thdng tin hd tro dugc dang tai trén Cong thdng tin chinh thirc cua
Vietcombank tai dia chi: https://portal.vietcombank.com.vn/
Ban c6 thé truy cap va lua chon muc Khéch hang ca nhan
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Hoic goi dién truc tiép dén tong dai: 1900 54 54 13 dé dugc hudng dan
Luuy |- Phi mo tai khoan truc tuyén: mién phi
vé biéu | - Phi quan ly tai khoan thanh toan VND: mién phi

phi - Phi chon s tai khoan theo sé dién thoai: mién phi
dich - Phi duy tri dich vu VCB Digibank: mién phi
vu - Phi duy tri dich vu thdng béo sb du qua tng dung: Mién phi

- Phi duy tri dich vu thdng béo bién dong sé du qua tin nhin: 10.000 &/
thang/ s6 dién thoai (khdng bdt bugc, do khach hang lwa chon)

- Phi chuyén tién trén VCB Digibank: mién phi

- Phi tra soat, diéu chinh, hay Iénh cua giao dich trén cac kénh ngan hang
s6 VCB Digibank (khdng bat bugc, do khach hang lwa chon)

(lwu y: mic phi dich vy thuong xuyén duoc cap nhat, hdy vao Cong thdng
tin chinh thirc cia Vietcombank dé cap nhat)

Luuy | Ban co thé thyuc hién tong giao dich thanh toén t6i da dugc thuc hién:

vé han 90 triéu ddng/thang/khach hang

muc Trong do:

+ Giao dich trich no tai khoan qua VCB Digibank: 70 triéu dong/ thang
+ Giao dich trich no qua Thé: 20 triéu dong/ thang

Han muzc ké trén khong ap dung véi giao dich maé/ngp thém tién vao tai
khodn tien giti c6 ky han, dang ky tiét kiém tu dong trén kénh NHDT
Néu mudn nang han muc, hiy dén xéac thuc tai Ngan hang hoic cac chi
nhéanh cua Vietcombank.

Cac Truy cap vao duong dan:
huéng | https://portal.vietcombank.com.vn/Personal/current-account/Pages/online-
dan account-opening.aspx?devicechannel=default

khac | Dé co hudng dan tao va doi ma PIN va r(t tién bang ma QR...

AGRIBANK

Ngan hang Néng nghiép va Phat trién Nong thon Viét Nam
(tén viét tit Agribank)
Budc 1 | Tai ung dung Agribank Plus trén Kho tng dung

v



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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Buéc 2

Cho dén khi hoan thanh viéc tai tng dung vé thiét bi, Tim va Mé ing
dung Agribank Plus trén dién thoai
Chon “Piang ky mé tai khoan truc tuyén”

% AGRIBANK [ * |

bang nhap
Nhap s6 dién thoai dé dang nhap Agribank Plus

[\]"(_;'rﬂ(‘)(;"“m a ]

Vuilong nhéap sé dién thoai.

[ Dang ky md tai khoan truc tuyén ]

Chon “Bang ky ngay”

Budc 3

Nhap s6 dién thoai ding ky,

Poc k§y thoa thuan, diéu khoan, diéu kién. Nhan vao 6 néu chap thuan véi
cac thoa thuan, diéu khoan, diéu kién dé

Nhan “Tiép tuc”

Tiép tyc

Poc ky cac diéu kién giao dich chung vé Bao vé dit lidu c& nhan va tich
vao 6 di doc va dong y, lya chon “Tiép tuc”

Budc 4

Chuan bj Can cudc cong dan/ Can cudc ban goc, lya chon “Tiép tuc” va
thuc hién chyp anh mit truéc, mit sau cia gidy to theo ding hudng dan.
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Budc 5 | Thyc hién Xac thuc khudn mat va giay to tiy than theo huéng dan trén
man hinh

Xac thye khudn méat

Budc 6 | Nhap thém thong tin dang ky dich vu nhu:

- Bia chi hién tai

- Hom thu dién tir (email)

- Lua chon chi nhanh mo tai khoan

Nhap ma OTP dé xac thuc va Nhan “Tiép tuc”

Ma OTP da dugc gin dén s8 din thoai
5. Quy khach vui king nhap OTP dé xac
thyc giao dich

Tiép tuc

Budc 7 | Néu diang ky thanh cong, man hinh sé& thong béo
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Hoan thanh

Thoéng
tin ho
trg cac

Cac thong tin hd tro dugc dang tai trén Cong thdng tin chinh thirc coa
Agribank tai dia chi: https://www.agribank.com.vn/vn/ca-nhan

Ban c6 thé truy cap va lua chon muc Khéch hang ca nhan

Hoac goi dién tryc tiép dén tong dai: 1900558818 hoic lién hé vai cac chi
nhanh dé duoc hudéng dan

Luuy
vé biéu
phi
dich
Vu

- Phi dang ky st dung dich vu Internet Banking: mién phi

- Phi duy tri dich vu: 50.000 ddng/nam/ tai khoan ciia 1 ca nhan

- Phi chuyén tién trong hé théng Agribank: mién phi

- Phi tra soat giao dich trong hé théng Agribank: 10.000 dong/ lan

- Phi tra soat giao dich ngoai hé thong Agribank: 20.000 dong/ lan

- Phi duy tri dich vu SMS Banking: 13.200 dong/tai khoan ca nhan/thang
- Phi thay d6i thong tin: 10.000 dong/ lan

- Phi duy tri dich vu tai khoan thanh toéan truc tuyén cua ca nhan: 10.000
ddng/tai khoan c& nhan/ thang (khéng bdt bugdc, do khach hang lia chon)
(lru y: mc phi dich vy thuong xuyén dugc cap nhat, hdy vao Cong thdng
tin chinh thirc caa Agribank dé cap nhat)

Mé tai khoan thanh toan tai Ngan hang Thwong mai c6 phan Pau tw va Phat
trién Viét Nam (tén viét tit BIDV)

Budc 1

Tai tirng dung BIDV SmartBanking trén Kho tng dung
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Budc 2 | Cho dén khi hoan thanh viéc tai (g dung vé thiét bi, Tim va Mé &ng
dung BIDV SmartBanking trén thiét bi

Chon “Bang ky”

Chon “Dang ky dich vu cho khach hang qua e-KYC”

Tiép tuc chon “Bdang ky ngay”

Doc ky théng bao cua BIDV va trong truong hop dong Y vai cac noi dung
thong béo, lwa chon “Da hiéu”

Doc ki cac diéu khoan, diéu kién vé ma, sir dung tai khoan thanh toan,
phét hanh va sir dung thé danh cho ca nhan. Trong truong hop ddng y voi
cac diéu khoan, diéu kién nay, nhan vao 6 vudng “Tdi xac nhan” va lya
chon “Tiép tuc”

Budc 3 | Nhap sb dién thoai dang ky,

Doc ki cac ndi dung xac nhan hién thi trén man hinh. Trong truong hop
chap thuan xéac nhan, nhan vao & vuéng “Tiép tuc”

Nhan “Tiép tuc”

09:46 il 4G -

< App Store

< Diéu kién diéu khodn dich vu

DIEU KHOAN, PIEU KIEN VE M, SU DUNG TAI
KHOAN THANH TOAN, PHAT HANH VA sU
DUNG THE DANH CHO KHACH HANG CA NHAN

(C6 hiéu luc tir 01 thdng 07 nédm 2023)

Piéu 1. Pham vi dp dung

Ban Diéu khodn, diéu kién nay dp dung déi véi khdach
hang cd nhan md tai khodn thanh todn tai kénh qudy,
may giao dich tu déng va kénh ngan hang dién tdr
khdc (bao gém kénh ctia BIDV vé kénh ctia déi tac cé
két néi véi hé théng BIDV); dich vu tai khodn chon tén
Nhu y (Gp dung kénh ngan hang dién t): si dung
dich vu tai khodn tai BIDV, bao gém Dich vu ngén
hang dién t, Dich vu Thé ghi Nd, Dich vu qua téng
dai, Dich vu Thé trd truée va cée dich vu khéc.

Piéu 2. Gidi thich tir ngit
Trong Bén Diéu khodn, diéu kién nay, c4c tif ngir sau
déy dugc hiéu nhu sau: (2]

Bigu khodan, Diéu kién vé Ma, Sif dung tai khodn thanh 1« e
phdt hanh va s dung thé danh cho khdch héng cd nho

Biéu khodn vé Diéu kign chung clia BIDV vé bdo vé di fidu va xit
1y dit lidu c& nhan

Van ban xac nhén

B T6i da doc, déng y véi cdc diéu khodn diéu kién
dang ky dich vu clia BIDV
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Budc 4 | Chuan bi Can cude cong dan/ Can cude ban goc, lwa chon “Tiép tuc” va
thuc hién chup anh mat trude, quét QR code trén can cudc, chup anh mat
sau cua gidy to theo diing hudéng dan

Chon “Xac nhan” sau khi thuc hién xong cac hoat dong trén

Thuc hién doc thong tin trén can cudc theo huéng dan

Budc 5 | Thuc hién Xac thuc bang anh mat

- Boc ki hudng dan xac thuc va nhap vao “Pa hiéu” sau

Budc 6 | Nhap thém thong tin dang ky dich vu nhu:

- Pia chi hién tai

- Hom thu dién tir (email)

- Lva chon chi nhanh m¢ tai khoan

Nhap ma OTP dé xac thuc va Nhan “Tiép tuc”

Budc 7 | Man hinh s€ thong bao thanh cong sau khi da xac thyc

Thong | Céc thong tin ho tro dugc ding tai trén Cong thong tin chinh thirc cua
tinhd | Agribank tai dia chi: https://bidv.com.vn/vn/ca-nhan

trg cac | Hodc goi dién truc tiép dén tong dai: 19009247 (Ca nhan) hoic lién hé véi
céc chi nhanh dé duoc hudng dan

Luuy |- Phiding ky str dung dich vu Internet Banking: mién phi

vé biéu | - Phi duy tri dich vu: 50.000 ddng/nam/ tai khoan cta 1 ca nhan

phi - Phi chuyén tién trong hé théng Agribank: mién phi

dich vu | - Phi tra soét giao dich trong hé thng Agribank: 10.000 dong/ 1an

- Phi tra soat giao dich ngoai hé thong Agribank: 20.000 dong/ lan

- Phi duy tri dich vu SMS Banking: 13.200 dong/tai khoan ca nhan/thang
- Phi thay ddi thong tin: 10.000 dong/ 1an

- Phi duy tri dich vu tai khoan thanh toén truc tuyén cua ca nhan: 10.000
ddng/tai khoan c& nhan/ thang (khong bat bugdc, do khach hang lia chon)
(lwu ¥: muc phi dich vy thuong xuyén duoc cap nhat, hdy vao Cong thdng
tin chinh thirc caa Agribank dé cap nhat)

Mé¢ tai khoan thanh toan Viettel Money
Buac 1 | Tai ing dung Viettel Money trén Kho tng dung

Tai ttng dung bang céach tim tir khoa “Viettel Money” money
trén kho trng dung
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Budc 2 | Nhép sb dién thoai va xac nhan ma OTP giri qua tin nhan

Budc 3 | Tai man hinh trang chi, lwa chon “Xac thwe thong tin”

Hay kiém tra thdng tin sé dién thoai dang ky, nhap ma OTP dé xac thuc
chinh chu, chon Xac nhan

Budc 4 | Chon x&c thuc ngay

DPanh dau tich vao phan “Tbi déng y véi diéu khoan st dung dich vu” sau
khi ban da doc ky va chap thuan.

Bud6ce 5 | Thue hién ghi hinh khudn mit va cung cap thong tin

Budc 6 | Xac thuc thanh cong, hoan tat dang ky

Thong | Céc thdng tin hd tro dugc ding tai trén Cong thong tin chinh thic

tinhd | cuaViettel Money tai dia chi: https://viettelmoney.vn/huong-dan/tai-va-
tro dang-ky-viettel-money/

Hoac goi dién tryc tiép dén tong dai: 1800 9000 hoic lién hé voi céc chi
nhanh dé duoc hudéng dan.

Mé¢ tai khoan thanh toan VNPTMoney

Budc 1 | Tai ung dung VNPT Money trén Kho tng dung \ VNPT
Tim tr khoa “VNPT Money” trén kho tng dung

Budc 2 | Bang nhap, chon dang ky ngay trén trang chu

Buac 3 | Tai man hinh gigi thiéu cac loai tai khoan chon Tai khoan Mobile Money
va bam chon “Piing ky Mobile Money”

Budc 4 | Chon xac thuc ngay

Budgc 5 | Chon loai giay to tiy thudn muén sir dung va thuc hién chup anh theo cac
bude huéng dan

Budgc 6 | Kiém tra lai thong tin va bam “Xéac Nhan”

Budc 4 | Sau khi két qua xéac thuc thanh cong, cho 2-3 gidy dé hé thong tao Tai
khoan Mobile

Thong | Céc thng tin ho tro dugc ding tai trén Cong thong tin chinh thirc cua
tinhd | VNPT mobile tai dia chi: https://viettelmoney.vn/huong-dan/tai-va-dang-
tro ky-viettel-money/

Hoic goi dién tryuc tiép dén tong dai: 18001091 (nhanh 3) Hhoic lién hé
V6i cac chi nhanh dé dugc 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 tryuc tuyén chua yéu:

« Ctra hang truc tuyén, noi ban vao mua hang hoé va dich vu. Vi du: Trang web
cua céc siéu thi, cira hang truc tuyén;

« Cho truc tuyén, noi ban c6 thé mua ban hang hod va dich vu. Vi dy: Trang web
Shopee, Lazada...

Khi mua sdm truc tuyén, ban bé hang ho4 trén trang mang cua cira hang vao mot
gié mua hang 4o, thanh toan trudc hoic sau va hang hda s& dugc giao dén nha cho ban.

Mét s6 lgi ich cua viéc mua hang truc tuyén

« Ban c6 thé mua sam bat ¢ 1dc ndo phu 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 ¢ thé d& dang so sanh gié giita cac nha cung cap khéac nhau

« Ban c6 thé ludt mang va tim hiéu vé hang hoa bao lau tuy thich ma khdng cam thay
ap luc phai mua bét ct thir gi

Mot s6 nhuoc diém cua viéc mua hang truc tuyén

« Ban khong thé thir hang ho4, hoic cham vao dé cam nhan ching, hoac xem mau sic
chinh xac trudc khi mua

« Viéc tra lai hang c6 thé khé khan va mat thoi gian hon

« Vi hang ho4 phai dugc van chuyén tir nguai ban, nén co thé ban sé phai tra tién phi
van chuyén va phai chd doi 1au truéc khi nhan dugc hang da mua

Nhirng luu y dé mua sam tryuc tuyén an toan
Chi thuc hién giao dich trén cac trang web an toan

Chi thuc hién giao dich mua sim trén cic trang web an toan (c6 biéu
tugng 6 khoa ¢ phia trai thanh dia chi).

a Khong cung cap thong tin cd nhan cho nhiing trang web “khong bao

mat” vi d6 1a trang web khong an toan. Diéu nay dic biét quan trong,
khi trong mot sé trudng hop, nguoi dung duoc giri lién két dé truy cap
dén mot trang méi hodc trang giao dich chuyén ngudi ding sang mot
trang web khac.

Chu dong theo doi tinh trang don hang

Nguoi ding nén chi dong theo ddi tinh trang ctia don hang dé tranh
tinh trang don hang gia (c6 dugc do danh cap thong tin) duoc giao dén
nhanh hon don hang that.
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qua trinh giao hang nhu: Nguoi gui dang chuan bi hang, don vi van
chuyén 13y hang, hang dang ¢ kho nao, dang van chuyén hang toi
ban... Khi c6 nguoi giao hang goi giao hang, hdy m¢ ing dung mua
sam dé kiém tra xem don hang cta ban c6 dang & trang thai “Pang
giao hang” hay khong.

rb Mot s6 nén tang mua sam truc tuyén co cap nhat timg budc nho trong
[\

Poi chiéu thong tin k§ truée khi nhian hang

Khi khong dugc mo goi hang ra dong kiém, ban c6 thé kiém tra thong
tin don hang bén ngoai that k§ rdi méi nhan hang. C6 thé kiém tra cac
thong tin nhu: Thong tin ctra hang, thong tin ngudi nhan, ma van
don... dé tranh nhan cac don hang gia

Co thé chii dong thanh toan trudc (véi cira hang quen, uy tin)

Y‘ Lira dao mua siam online thuong dién ra v6i hinh thirc mua sim COD
5 - tra tién mat nhan hang. P4i v6i cac clra hang ban dd mua hang quen,
hodc céac cua hang 16n, uy tin, ban c6 thé can nhéc thanh toan trude dé
han ché tinh trang bi Itra ddo qua hinh thirc mua sam COD

U'u tién chon bén giao hang uy tin, quen thudc

=\ | Chon bén giao hang uy tin, quen thudc giup ngudi dung biét chic chan
dau 1a nguoi giao hang quen & khu vyc cua minh, tranh truong hop bi
nguoi giao hang la mac dong phuc gia danh ltra dao

Chii dong bao vé thong tin ca nhin & moi nén ting

Trudce khi vit bao bi hang héa vao thung rac, hay chu dong che cac
thong tin trén hdéa don mua hang dugc dan & ngoai bao bi nhu: Nguoi

E nhén, sb dién thoai nguoi nhan, ma van don... dé tranh bi danh cép
théng tin ca nhan.

Khong binh luan cac thong tin ca nhan nhu s6 dién thoai, dia chi, mon
hang minh mua... vao cac bai dang ban hang cong khai. Hay nhan tin
riéng voi cua hang dé€ bao vé thong tin ca nhan.
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Hwéng din mua ban trén mat soé san thwong mai dién tir

Hudong din mua ban trén san thwong mai dién tir PostMart

rostMart.vn

Bore b VIETNAM POST

San thuong mai dién tr Postmart do Tong Cong Ty Buu Dién Viét Nam s¢ hiru va
tryc tiép van hanh. San c6 cac chuong trinh hd trg nguoi nong dan, ciing nhu ho san
xudt néng nghiép trén moi mién dat nudc trong khau van chuyén va tiéu thy nong san
Viét.

Dang ky tai khoan

Budc 1: Truy cap vao lién két https://postmart.com.vn/

Budc 2: Tai gdc trai man hinh, chon Ding ky mién phi
Budc 3: Nhap cac thong tin dang ky theo yéu cau

Ban c6 thé ding ky véi tén dang nhdp hodc Ddang ky véi SMS theo sé dién thogi. Néu chon dang
ky theo sé dién thogi, ban sé nhdn dwroc mé xac minh qua tin nhan.

Budc 4: Sau khi nhap day dua théng tin, chon Ping ky > Man hinh hién thi Dang ky thanh cong

Pang nhap

Budc 1: Truy cap vao lién két https://postmart.com.vn/

Budc 2: Tai goc trai man hinh, chon Ping nhap
Buéc 3:

- Néu ban Piang ky bang tén dang nhap: Nhap Tén ding nhap va mat khau ma ban di ding
ky trude d6 > Nhap ma xac nhan

- Néu ban Ping ky véi SMS: Nhap Sé dién thoai va ma xac minh

Budc 4: Sau khi nhap day dua théng tin, chon Piang nhap > Man hinh hién thi Bang nhdp thanh
cong

Ping xuat: Tai goc trai man hinh, nhap chon Thoat


https://postmart.com.vn/
https://postmart.com.vn/
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Hwéng din mua hang

Budc 1: Bang nhap tai khoan;
Budc 2: Tim kiém san phdm
C6 thé tim theo 3 cach:

a. Nhap tén san phim vao thanh tim kiém.

Hanghod - Tim kiém

b. Tim theo danh muc

Danh muc hang hoa Trang chi

c. Tim theo cac san phdm mai nhat, ban chay hoic danh myc mua nhiéu trén timg nganh
hang.

Budc 4: Thém san pham vao gio hang.

Khi da tim dugc san pham mong muon, vui long bam vao hinh hodc tén san pham dé
dugc vao trang thong tin chi ti€t cua san pham, sau do:

a. Kiém tra thong tin san pham: gi, thong tin khuyén mai.

b. Chon s6 lugng mong mudbn: Thém (Nhép chon dau +) hoac Giam (Nhép chon ddu -)
50 lugng - 1 <+

¢. Thém sian pham vao gio hang.

Budc 5: Kiém tra gi6 hang va dit hang.
bé dat nhiéu san phém khéac nhau vao cung 1 don hang, vui long thuc hién cac budc sau:
a. Chon “Tiép tuc mua sim” hoic click vao logo Postmart dé vé trang chu.
b. Thém san pham vao gid hang nhu & Budc 4.
Quy trinh nay c6 thé lip lai cho dén khi ban hoan tt viéc bo tat ca cac san pham can dat
mua vao gié hang.
Sau khi ban da c6 du cac san pham can dat trong gio hang, ban vui long str dung Ma giam gia
Postmart (n€u c6) va cac budc sau dé dat hang:
c. Biéu chinh s6 lugng va cap nhat gié hang.

d. Chon “Xem gié hang” bit ddu dat hang.
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& Tiép tuc, BS sung théng tin dat hang

e. Chon bét ddu dat hang.

Budce 6:
a. Pién va kiém tra thong tin mua sam.
Pién thong tin: Tén nguodi nhan, khu vue, dia chi chi tiét, s6 dién thoai > Chon
Luu dia chi giao hang”.
b.Chon phuong thirc thanh toan:
- Phuong thitc thanh toan: “ thanh toan truc tuyén” hodc “thanh toan khi giao
hang”.
- Khi chon phuong thirc thanh todn xong ban cin nhan “xac nhan phuong thic
thanh todn” > "Luu phuong thirc thanh toan".
c. Chon phuong thirc van chuyén.
- Phuong thirc van chuyén: Van chuyén tiéu chuan(2-4 ngay); Van chuyén nhanh
EMS(1-2 ngay). Khi chon phuong thitc van chuyén xong > "Luu phuong thitc van
chuyén".
d. Két thuc. Chon “Guri don dit hang”.

Budc 7. Kiém tra va xac nhan don hang.

Sau khi hoan tt cac budc diat mua, hé théng s€ gui dén ban mot ma sbé don hang va
thong bao thoi gian giao hang du kién, ban co thé kiém tra don hang bang cach bam vao
dong “don hang cua t61”.

Budc 8. Kiém tra va xac nhan don hang.

Sau khi hoan tit cac budc diat mua, hé théng s€ gui dén ban mot ma sbé don hang va
thong bao thoi gian giao hang du kién, ban c6 thé kiém tra don hang bang cach bam vao
dong “don hang cta t6i”.

Budc 9. Theo doi tinh trang don hang.

Khi dat hang thanh cong, ban co thé theo ddi tién trinh xtr Iy va van chuyén cua don
hang bang cach click link: http://www.vnpost.vn/vi-vn/dinh-vi/buu-pham?key=

Hoac lién h¢ CSKH 1900565657

Hwéng 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 hd so gian hang: O g6c phai man hinh, chon Kénhbanhang - >
Hop téac kinh doanh
Tai phan Hb so kinh doanh, chon Tién hanh ding ky

HO SO KINH DOANH

Tién hanh dang ky

Budc 3: Hay doc va hiéu rd chinh sach tham gia va nhap chon Téi da doc va dong y
véi théa thuan trén > Néu ban dang ky kinh doanh cho ca nhan, chon Danh cho ca
nhan hoic néu ban ding kinh doanh cho Té chtic, Doanh nghiép, chon Danh cho Té
chwc/Doanh nghiép.

Buwéc 4: Cung cip diy dia thong tin ca nhan theo yéu cau > Bwéc tiép theo

- Sau khi hoan tat khai bao céc thong tin trén, hiy chd quan trj vién san Postmart kiém
duyét.

- Kiém tra tién trinh xét duyét don ding ky.

- Khi don xin m¢ ctra hang da dugc quan tri san xét duyét, hdy dang nhap vao Kénh
ban hang/Tong quan dé bat dau ban hang.

Budce 5:

Piing tai san pham

- Trude khi tao san pham, ngudi ban hang bt budc phai tao Kho ban hang trude. Tao
kho hang, dién day du thong tin vé dia chi kho dé sau nay Buu ta s& dén lay hang;

- Tao san phflm, ban chon Danh muc san phfnm. Néu 1a OCOP vui long chon dung loai
sao cho san phém( vi du 3 sao, 4, sao, 5 sao);

- Nhap thong tin chi tiét san pham. Phan danh dau sao do 1a bat budc;

- V6i san pham OCOP, ban nhap chit OCOP dang trudc tén san pham, vi du: OCOP-
Tra San Tuyét 500G;

- Thém hinh anh cho san pham;

- Sau khi hoan tit, ban cho quan tri san phé duyét;

- Trong Danh sach san pham: Tir trang danh sach, nguoi ban c¢6 thé thém, bét, chinh
sira san pham, tim kiém va xem chi tiét san pham.

Budc 6. Xir ly don hang



Mua ban qua Internet MO - PUN 8

Khi c6 don hang hé thdng s& ty dong guri thu thong bao vé tai khoan email cta ban. Ban
dang nhap vao gian hang, kiém tra thong tin nguoi mua, san pham, sb luong, don gia,
CTKM.... Ban dong gbi hang hoa theo ding 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 maéi dat,
Chon Pit don vi van chuyén vam biAm Xac nhan

- Ltic nay hiy chd Buu ta lién hé dén 14y hang di giao Khach hang

Neéu can ho tro, ban co thé lién lac voi Tong dai cham soc khdach hang cua Postmart.

Huéng din mua ban trén san thwong mai dién tir Shopee Viét Nam

Shopee

Shopee 1a San thuong mai dién tir thugc s¢ hiru cua tdp doan Sae Limited (CO6 tru so
dit tai Singapore). Trén San Shopee, ban c6 thé kinh doanh da dang cac mit hang.

Cach dang ky tai khoan Shopee

A. Trén #ng dung Shopee
Buéc 1: chon muc ‘Tdi’ > nhan “Ping ky’

Budéc 2: nhap mot So dién thoai hop 16 tai Viét Nam > chon “Tiép’

Buwéc 3: chon 1 trong cac phuong thirc nhan M4 xac thyc (tin nhin Zalo/Phuong thic
khac) > dién M& xac thuc

Buwéc 4: thiét 1ap Mat khau cho tai khoan Shopee

Budéc 5*: nhan ‘Sir dung khuoén mit’/’Sir dung van tay’ dé bat tinh nang dang nhap
bang Face 1D/van tay

Buwéc 6*: xac nhan da kich hoat dang nhap bang Face 1D/van tay thanh céng > chon
‘Pong y’ dé hoan tat
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*Buréc 5 & 6 1a khdng bat bugc, ban co thé thuec hién néu ¢ nhu cau sir dung tinh nang
dang nhdp bang Face 1D/van tay

B. Trén trang Shopee.vn

Tai Trang Shopee, chon muc Ping ky > nhap mot Sé dién thoai hop 18 tai Viét Nam
> Tiép theo > hoan thanh xac thuc bing hinh anh > nhap M4 xac thuc OTP duoc guri
vé Sb dién thoai dang ky bang hinh thac tin nhan Zalo/tin nhan SMS/Cudc goi ty dong
(thy theo ban lya chon) > X&c nhan > thiét 1ap Mat khau tai khoan Shopee > Ping ky

Sau khi ding ky tai khoan Shopee méi thanh cong, ban c6 thé ding nhép vao tai khoan
Shopee trén Trang web Shopee hoic qua Ung dung Shopee

Cach dang nhap tai khoan Shopee
Ban c0 thé dang nhap vao tai khoan Shopee ciia minh theo 01 trong 02 cach sau:

e Cach 1: Piing nhap biang Email/Sé dién thoai/Tén ding nhap Shopee

Trén Ung dung Shopee, ban c6 thé tién hanh dang nhap vao tai khoan Shopee tai
muc T6i > Piang nhap > nhap Email/So dién thoai/Tén ding nhap Shopee duoc st
dung dé lién két voi tai khoan Shopee > nhap Mat khau > chon Ping nhap

e Cach 2: Piing nhap biang tin nhan SMS

Trén Ung dung Shopee, chon Tdi > Ping nhip > Ping nhap bang SMS > nhap
S6 dién thoai duogc sir dung dé lién két voi tai khoan Shopee > Thuc hién Xac Minh
theo yéu cau > Nhap Ma xac thuc OTP duoc gui dén sé dién thoai vira nhap bang hinh
thiee tin nhan Zalo/tin nhan SMS/Cudc goi tu dong (tly theo ban lra chon) > chon Tiép
dé hoan tat.

Céach mua hang trén Shopee

Shopee Viét Nam chi hé tror dat va giao hang cho nhitng Ngwoi mua cé dia chi tai Viét
Nam.

Ban c6 thé dit mua hang trén Ung dung Shopee hoic trén website: Shopee.vn theo
huéng dan sau:

Budc 1: Tham khao va tim kiém san pham pht hop trén @ng dung Shopee hoic website
Shopee.vn bing 01 trong 02 c4ch sau:

e Céch 1: Tim kiém bang tir khoa


https://shopee.vn/?previousPage=other%20articles
https://help.shopee.vn/portal/article/79618-Khi-N%C3%A0o-B%E1%BA%A1n-C%E1%BA%A7n-M%C3%A3-X%C3%A1c-Minh-%3Cem%3EOTP%3C%2Fem%3E-Khi-%C4%90%C4%83ng-Nh%E1%BA%ADp?previousPage=search%20results%20page&previousPage=other%20articles
https://help.shopee.vn/s/article/thanh-vien-moi-huong-dan-cach-dang-nhap-tai-khoan-shopee?previousPage=other%20articles
https://shopee.vn/?previousPage=other%20articles
https://help.shopee.vn/portal/article/79618-Khi-N%C3%A0o-B%E1%BA%A1n-C%E1%BA%A7n-M%C3%A3-X%C3%A1c-Minh-%3Cem%3EOTP%3C%2Fem%3E-Khi-%C4%90%C4%83ng-Nh%E1%BA%ADp?previousPage=search%20results%20page&previousPage=other%20articles
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 cha Shopee, chon Thanh tim kiém > nhap tir khoa lién quan dén san
pham > nhan Biéu twong 2 > Xem va chon san pham phi hop tai trang Két qua
tim kiém

e Céch 2: Tim kiém bang hinh anh

Trén trang chii Shopee, chon biéu twong (5] trén Thanh tim kiém > Chup anh san
pham thuc té hozc tai 18n hinh anh c6 sin trén thiét bi > Shopee s& tu dong tim kiém
va d& xuit cac san pham twong ty hinh anh san pham ban cung cap.

Budc 2: Ban nhan vao san pham dé xem thong tin chi tiét tai trang Thong tin san pham

Budc 3: Sau khi d3 lua chon duoc san pham mudn mua, ban tién hanh dat mua san pham
d6 bang maot trong nhitng cach sau:

e Cach 1: Mua ngay

Trén trang Thong tin san pham > chon Mua ngay > chon Phan loai va Sé lwong
san pham mudn dat mua > chon Mua ngay > Tai trang Thanh toan, kiém tra va
diéu chinh (néu cd):

- bia chi nhan hang

- Phuong thuc van chuyén

- Phuong thic thanh toan

- Sir dung Voucher hoic Shopee Xu (néu co)

Tiép theo, ban chon Pit hang > Hoan thanh cac budc xac minh tly thuoc vao
phuong thirc thanh toan di chon dé hoan tat viéc dat hang

e Cich 2: Thém san pham vao Gi6é hang trudc khi thanh toan

Trén trang Thong tin san pham, chon Thém vao Gié hang (biéu tuong Az ) >
chon Phan loai va Sé lweng san pham muébn dat mua > chon Thém vao Gié hang
> chon Gi6 hang (bidu twong = ) > chon cac san pham muén dat mua > Pidu
chinh lai Phan loai va Sé lweng san pham (néu c6) > chon Mua hang > thuc hién
cac budc con lai nhu muc Céch 1.

Meo va luu y khi mua hang
M@t sé lwu y khi dit hang trén Shopee
e Dé dit mua san pham, ban can dang nhap vao Shopee bang 01 tai khoan Shopee
hop 1¢, dd hoan tat viéc xac minh/cac thdng tin c& nhan can thiét (s6 dién thoai
va/hoic dia chi nhan hang hop 1¢é trong 1anh tho Viét Nam)
e Ngoai ra, ban ciing c6 thé lién hé/nhin tin voi Nguoi ban tai muc Shopee Chat
theo huéng dan dé:
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+ Puoc tu van thém vé thong tin san pham trude khi dit mua
+ Cap nhat thong tin phat sinh (néu c6) lién quan dén don hang da dat (sb luong,
mau sic, kich thuégc,,...) tir Nguoi ban

M@t s6 meo khi dit hang trén Shopee
e Lwa chgn phwong thirc thanh toan phu hep
Hién tai, Shopee dang hd tro 10 hinh thirc thanh toan dé ban c6 thé lua 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 ndi dia NAPAS

Apple Pay

Google Pay

Thanh toan khi nhan hang (COD)
SPayL ater

+ + + + + + + + + +

e Sir dung dong théi nhiéu loai Voucher (mé giam gi4) dé dwoec hwéng wu dai
tot nhat
Hién tai, trén Shopee dang c6 03 loai Voucher/M4 giam gia chinh, bao gom:

+ Voucher mién phi van chuyén:, con dugc goi la M& mién phi van chuyén, duoc
sir dung dé khau trir chi phi van chuyén cho don hang

+ Voucher do Ngwoi ban phat hanh: con dugc goi 1a Shop Voucher (Voucher tur
Nguoi ban), bao gdm nhirng Voucher ap dung riéng cho tirng Shop hoic tirng san
pham nhét dinh. Shop Voucher s& duoc wu tién ap dung trude Vi gia tri vu dai
tinh trén tong gia tri san pham ap dung

+ Voucher do Shopee phat hanh hodc dwge di tir Voucher ciia ddi tac: con
duoc goi 1a Shopee Voucher va c6 thé 4p dung cho nhiéu san pham cua nhiéu
Shop khéac nhau. Shopee Voucher sé& dugc ap dung trén tong gié tri san pham/don
hang sau khi da 4p dung uu dai tir Shop Voucher
Ban c6 thé sir dung ddng thai nhiéu loai Voucher khac nhau dé toi wu hoa
gia tri khuyén mai nhan duoc. Tuy nhién, voi méi don hang thanh toan, ban chi
c6 thé sir dung téi da:

+ 01 Voucher mién phi van chuyén
+ 01 Shop Voucher
+ 01 Shopee Voucher/ Voucher mua sam trén Shopee caa ddi tac
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e Sir dung Shopee Xu dé hj tro thanh toan toian don hang

+ Shopee Xu dugc xem 13 diém thuong dugc dung riéng biét trén nén tang thuong
mai dién tir Shopee. Méi 1 don vi Shopee Xu c6 gia tri thanh toan twong duong
1 VNP trén nén tang thuong mai dién tir Shopee

+ Ban c6 thé nhian duoc Shopee Xu thong qua cac wu dii Hoan Xu, cac chuong
trinh hoat dong, hoic cac wu dai khac trén Ung dung Shopee

+ Pé sir dung Shopee Xu khi thanh toan don hang, ban chon Dung Shopee Xu tai
trang Thanh toan (budce thanh toan don hang)

3.3. Hb tro trong qua trinh cai dit va mua hang
Trong trueong hop ban gap kho khan trong viéc mua hang/dat hang trén Shopee,
vui 1ong tham khao nhitng nguyén nhan va hudng giai quyét theo huéng dan hoic
lién hé Bo phan CSKH Shopee dé dugc hd tro.

Céch ban hang trén Shopee

Quét ma QR dé xem tron 16 trinh dao tao danh riéng cho Ngudi ban maoi:

4.1. Thiét 1ap Shop
Dé bit dau ban hang trén Shopee, Shop can thiét 1ap hd so Shop, dia chi Shop va
phwong thirc van chuyén. Day gidng nhu viéc tao cira hang.

Quét ma QR dé xem hudng dan chi tiét:

4.2. Piing ban san pham
Khi di c6 cira hang, budc tiép theo I trung bay san pham. Pay 1a budc quan trong dé
giéi thieu san pham coa Shop dén ngudi mua trén  san  Shopee.

Quét mi QR dé xem hudng dan chi tiét: Quét mi QR dé xem video hudng dan:
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Van hanh Shop

Khi ¢6 don hang, Shop can niam 4 bi quyét sau dé quan ly van hanh hiéu qua:

Quan ly don hang méi

Quét md QR dé xem hudéng dan chi tiét:

=%

Quian 1y don hang Tra hang/Hoan tién

Quét ma QR dé xem hudng dan chi tiét:

Quan ly tai chinh

Quét ma QR dé xem huéng dan chi tiét:

Cham soc khach hang

Quét m3 QR dé xem hudng dan chi tiét:
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SU DUNG DICH VU CONG TRUC TUYEN
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Str dung dich vu cdng truc tuyén qua Cong Dich vu cng Quéc gia

Cong Dich vu céng Quéc gia két ndi, cung cap thong tin vé thu tuc hanh chinh va
dich vu cdng truc tuyén; hd tro thuc hién, giam sat, danh gia viéc giai quyét thi tuc hanh
chinh, dich vu c6ng truc tuyén va tiép nhan, xu ly phan anh, kién nghi cua cé nhan, t6
chuc trén toan qudc.3

Nguoi dan c6 thé thy huong céc loi ich sau tir Cong Dich vu cdng Quéc gia

Ping ky va duoc cap ngay maot tai khoan cua Cong dich vy cong
ﬂ Qudc gia dé ding nhap;

Tra ctru thong tin, dich vu cong cac nganh, linh vye, cac dia phuong
tai Co so dit liéu qudc gia vé tha tuc hanh chinh; Giri phan &nh kién
nghi lién quan dén viéc giai quyét thu tuc hanh chinh, dich vu cong;
Dé nghi hd trg thuc hién tha tuc hanh chinh, dich vu cong qua Téng
= dai di¢n thogi 18001096 hoic truc tuyén tai muc HJ tro;

11
14|

Theo dbi toan bo qua trinh giai quyét tha tuc hanh chinh va xua ly

= phan anh kién nghi ciia minh bang céch cung cap ma hd so, ké ca ma
hé so thu tuc hanh chinh khéng thuc hién qua Cong Dich vu cong
Qudc gia, Céng Dich vu cong cua Bo, nganh, dja phuong;

Ding nhap bang tai khoan Cong dich vu cdng Qudc gia dé ding

O:g nhap cac Cong Dich vu cong cua Bo, nganh, dia phuong; khong phai
cap nhat cac truong thdng tin, tai liéu da duoc luu trit trong tai

khoan Céng Dich vu cong Quéc gia;

Puoc hd tro truy van théng tin caa ca nhan, to chire luu trit tai cac
Co sor dir ligu, He théng thong tin da tich hop Vi Cépg Dich vu
cong Quoc gia nhu dang ky kinh doanh, thue, bao hiém,...;

Thuce hién tha tuc hanh chinh tai nhiéu tinh, thanh phé chi can khai
@ bao 1 lan trén Cong Dich vu cong Quéc gia;

Str dung tai khoan cua cac ngan hang, trung gian thanh toan dé thanh
toan truc tuyén phi, 1 phi thuc hién thu tuc hanh chinh; dich vu
cong;

3 https://dichvucong.gov.vn/p/home/dvc-gioi-thieu.html
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Danh gia sy hai long trong giai quyét thu tuc hanh chinh;

©

Cong dich vu céng Quéc gia hd trg thanh toan truc tuyén cho cng dan va doanh
nghiép cac dich vu:

CONG DAN DOANH NGHIEP
24 Thanh todn phi, 1& phi thi tuc hanh chinh / 41 Thanh toan phi, I& phi thi tuc hanh chinh
\EJ Khai va ndp thué cé nhéan Khai va ngp thué doanh nghiép
rf?’/h Déng BHXH tu nguyén va BHYT theo hd gia dinh g&r Bong BHXH bat budc, BHYT, BHTNLD-BNN
ET__ Nop thué, 1 phi trudc ba vé d4t dai, tai san d{] Nép thué, 18 phi trudc ba vé dat dai, tai san
LJ Nép phat xUr Iy vi pham hanh chinh }j Nép phat x{ Iy vi pham hanh chinh
):k Thanh todn tién dién ._é— Thanh todn tién dién
;1; Nép tam ing &n phi QI;» Nop tam ting &n phi

Cach dang ky, dang nhap tai khoan

* Pang ky

Budc 1: Truy cap hé thong tai dia chi: https://dichvucong.gov.vn/
Budc 2: Tai man hinh trang chu, chon nut Pang ky

Bud 3: Déi twong la Cong dan/Doanh nghiép/Co quan nha nuée chon hinh thic
dang ky tai khoan qua:

- Thué bao di dong (Cbng dan)

- Bao hiém x4 hoi (Cong dan)

- Tai khoan VnelD (C6ng dan)

- Buu dién Viét Nam (Céng déan)

- USB ky s6 (Cong dan, Doanh nghiép, Co quan nha nudc)

- VNPT SmartCA (Cong dan, Doanh nghié¢p)

* Pang nhap

Budc 1: Chon dang nhéap: Cong dan dang nhap
Budc 2: Thuc hién dang nhap véi cac loai tai khoan:
- Tai khoan cap bai Cong dich vu céng qudc gia;

- Tai khoan Dinh danh dién tir cdp boi B6 Cong an;
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- Tai khoan cap bai Buu dién Viét Nam.

Nép hd so truc tuyén

Bwéc 1: Tra ctru thi tuc hanh chinh: Nhap tir khoa tim kiém tir trang chi

Budc 2: Chon thu tuc hanh chinh muén thuc hién

Buwéc 3: Chon co quan thyc hién

Buwéc 4: BAm chon “Nop truc tuyén” tai dich vu cdng muén nop ho so

Bwéc 5: Pién day du cac truong thong tin tai khu vuce “Thong tin cha hd so”
e Pién to khai tai muc “ké khai” (Néu c6 yéu cau)

e Dinh kém hd so dién tir hodc d3 dugc sd hoa theo quy dinh 1én hé thong.
Thanh phan ho so 13 bit budc, cong dan khong duge bo trong.

Nhap méa bao mat

An “Gti ho so0”

Triong hop gdp khé khan, hay goi tong dai ho tro: 0241022 (nhénh 7)

Bwéc 7: Pang ky nhan két qua giai quyét TTHC néu c6 nhu cau (Qua dich vu buu
chinh). Néu khéng, bam tiép tuc dé bo qua budc nay;

Buéc 8: Xem lai thong tin ho so (Kiém tra lai cac thong tin di khai bao). Néu da
dung cac thong tin, nhap ma xac nhan va bam tiép tuc.

Ldc nay, hé thdng ghi nhan qué trinh nop hd so truc tuyén thanh céng.

Bwéc 9: Tra ciru ma hd so va thuc hién thanh toan (Ho so tra sau)

Tra ciru tinh trang xir Iy ho so

Budc 1: Tai thanh menu, chon “Thong tin va dich vu”

Buéc 2; Chon “Tra ctu hd so”

Hodc ¢6 thé chon “Tra citu theo co quan thuc hién” hodc “Tra ciru theo thong bao
khuyén mgi”

Budc 3: Nhap Ma ho so va Ma bao mat. Chon “Tra ciru”

Luc nay, néu cb hé so, hé thang hién thj thong tin tinh trang hé so-
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/ A x P A AW T A A . A >
Luu y:Dé truy cap hudng dan chi tict stir dung cac tién ich trén Cong Dich vu cong

Quéc gia:

Buéc 2: Tai phan “Danh muc hd tro”, Iya chon noi dung ma ban muén dugc
huéng dan thyc hién

I
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Budc 1: Tai thanh menu, chon “Ho tro” [
|

|

|

|
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Phi hop va cong tac trén Internet 1a qua trinh lam viéc cing nhau thong qua cic nén
tang va cong cu truc tuyén dé dat duoc muc tiéu chung. Pay 13 mot phuong thirc 1am viée
phd bién trong ky nguyén sb, cho phép cac ca nhan va nhém lam viéc cing nhau bat ké
khoang cach dia ly. Cac hoat dong nay co thé bao g@)m trao d6i thong tin, chia sé tai li¢u,
quan 1y du 4n, va giao tiép thong qua cc cong cu truc tuyén.

C6 mot sd cong cu ki thudt s co thé giup ban 1am viée truc tuyén, két ndi véi cac dong
nghié¢p, ban be, ddi tac. Chung dac biét c6 ich cho qua trinh lam viéc, hoc tap tu xa.

Loi ich ctia cdng tac trén moi truong s6 v6i mdi ca nhan:

- Tang ning suat, hiéu qua lam viéc;

- Tiét kiém thoi gian va chi phi;

- Tang cuong su linh hoat: Cho phép moi nguoi linh hoat Iya chon dia diém, thoi gian
lam viéc;

- M rong co hoi két ndi, kha ning tiép can: Cho phép moi ngudi 1am viée cing nhau
bat ké khong gian, thoi gian, mé rong kha ning tiép can co hoi viéc 1am, hoc tap.

Gi6i thiéu mdt sé cong cu, ing dung cong tac truc tuyén phd bién

Ung dung lwu trir dir liéu truc tuyén: Cho phép ban luu trix, bao vé, chia sé truc
tuyén céc tép tin, thay vi luu trén may tinh

FA -~ $3

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

Dé sir dung cac tng dung ciia Google, ban can phai c6 tai khoan Google va di ding
nhap tai khoan.
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=

Google Docs Google Sheets Google Slides
La ang dung soan thao van La ing dung bang tinh La &ng dung trinh bay truc
ban truc tuyén (Tuong tu tryc tuyén (Twong ty nhu tuyén (Tuong tu nhu
nhu Microsoft Word) Microsoft Excel) Microsoft Powerpoint)

Ung dung hdi nghi trwc tuyén: Cho phép ban t chtic cac cudc hop truc tuyén voi
nhiéu nguoi tham gia mién phi

O L Wi

Zoom Google Meet Microsoft Teams

Microsoft Teams mién phi:
Cho phép t6i da 100 nguoi
tham gia; gidi han 60

Zoom mién phi: Cho phép | Google Meet mién phi:
t6i da 100 nguoi tham gia; | Cho phép t6i da 100
giai han 40 phut/cudc hop nguoi tham gia; gidi han

dbi vai cac cudc hop >3 60 phat/cudc hop phuticudc hop
ng}r(‘)‘ I ) 7 ) Pé ting sé lwong ngueoi
Dé tang so lwong nguroi Dé tang so luwong nguoi tham gia va thoi gian cugc
tham gia va thd;i gian cgéc tham gia va thoi giar} hop, ban ¢6 thé nang cdp
hop, ban co thé nang cap 1én cupc hop, ban ¢6 thé nang | an phién ban cé trd phi
phién ban co0 tra phi. cap lén phién ban co tra

phi.

Ung dung giao tiép truc tuyén: Cho phép ban nhan tin, goi dién thoai, chia sé tap
tin... mién phi
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Zalo

Viber

WhatsApp
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Hwéng din sie dung mét s6 nén tang cong tac truc tuyén phé bién

Luwu trir va chia sé tai liéu véi Google Drive?

Bwéc 1: Mo tng dung Google Drive trén thiét bi hoic truy cap trang web:
https://drive.google.com/

Buwoc 2: Tao thu muc maoi:

- Tai ung dung Google Drive trén dién thoai: Nhap chudt vao ky hiéu > Chon tao méi
Thu muc > Dat tén cho thu muc > Tgo

- Tai trang web Google Drive trén may tinh: Nhap chugtvao * " & trén cling bén
trai > Chon Thu muc méi > Dat tén cho thu muc > Tao

Buwoc 3: Tai tép hoac thu muc

Ban c6 thé tai lén cé4c loai tép sau trén Google Drive:

o Tailiéu

o Hinh anh
o Am thanh
o Video

+ méi

Céch 1: Nhap chuot vao & trén cung bén trai > Chon Tai tép lén hoac Tai thu
muc lén > Chon tép hoac thu muc ban muén tai lén.

Céch 2: Kéo va tha céc tép hodc thu muc ban mudn tai 1én vao thu muc Google Drive
Bwdéc 4: Chia sé thu muc hoac tép vai nguoi khac

- Tai tép/thu muc ban muén chia s¢, nhap chon bidu trgng Chia sé¢ &t > Nhap dia chi
email cua ngudi ban mudn chia sé tép/thu muc > Chon cach moi ngudi c6 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 muén thong bao cho
moi ngudi, hiy bé danh dau 6 “Théng bao cho nhiing nguoi nay” > Nhan

vao Giri hodc Chia sé dé hoan tit qua trinh chia sé tép

4 https://support.google.com/drive
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Meo: Khi ban cap nhat quyén cho mot t¢p ma ban chia sé trong muc Drive cua to1 va
nguoi duoc ban chia sé khong c6 cac quyén, thi ban c6 thé cap nhat quyén cho Thu
muc chtra t€p do hoac chi tép do

Luuy:

- Khi ban tai mot tép 1&n Google Drive, tép d6 s& chiém dung lwong trong Drive cua
ban, ngay ca khi ban tai néi dung I1én mét thu muc do nguoi khac so hiu.

- M3i Tai khoan Google déu c6 15 GB bo nh¢é dé dung chung cho Gmail, Google
Drive va Google Photos. D¢ ting han mtc b nhé cia minh, ban s& phai mua thém
dung luong.

Tham gia cugc hep véi Zoom

Z00Mm
Cach dang ky tai khoan
Budc 1: Truy cap website: https://zoom.us/
Budc 2: Nhap chon Ping ky mién phi (Sign Up)
Budc 3: Nhap dia chi email dé bit dau dang ky. Hay doc ki cac Biéu khoan cua dich
vu Zoom va Tuyén bd vé quyén riéng tu trudc khi tiép tuc dang ky > Nhap chon Tiép
tuc dé tiép tuc ding ky
Budc 4: Zoom s& giri md xac minh dd dwoc giri dén dia chi email ma ban da nhap ¢
buéc 3. Hay nhap ma xac minh theo yéu cau
Budc 5: Nhap cac thong tin ca nhan can thiét dé tiép tuc cac budc tiép theo > Nhap
chon Pang ky
Buéc 6: Kich hoat tai khoan: M& email va nhap chon duong lién két kich hoat tai
khoan ma Zoom da gui cho ban > Thuyc hién cac bude hudng dan trong email dé hoan
tat qua trinh dang ky

Cach dang nhap tai khoan

Budc 1: Truy cap website: https://zoom.us/
Budc 2: Tai gdc trai trén cung cua man hinh, nhip chon Dang nhap (Sign In)
Budc 3: Nhap email va mat khau ma ban da dang ky véi Zoom trude d6 > Ping nhap
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Viéc dang ky, dang nhdp vao cugc goi trén web Zoom.us thuc hién fuwong tu véi cac
buoc trén ung dung Zoom

Sau khi dang nhap thanh cong, ban c6 thé:

o Tao cudc hop: Tu minh tao phong hop va moi nguoi khic tham gia.

e Tham gia cudc hop: Str dung ID cudc hop hoac lién két duoc cung cép dé tham
gia cac cudc hop do nguoi khac to chirc.

« Quan Iy ho so: Cap nhat thong tin c4 nhan, thay d6i mat khau, quan 1y lich st
cudc hop, v.v.

Cach tao cugc hop zoom véi tw cach nguwoi chu 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.

- Cac bworc tao cudc hop tic thoi trén zoom véi tw cach ngwai cha tri:

Budgc 1: Mé ung dung zoom trén thiét bi caa ban hoic truy cap vao trang web
https://zoom.us/

Budc 2: Nhap chudt chon biéu twong ) New meeting (Cudc hop méi) dé bat dau tao
cuoc hop

Mot cudc hop méi s€ duoc tao ra ngay lap tuc.

Ban c6 thé moi nguoi khac tham gia bang cach chia sé duong lién két cudc hop hoic
ID cudc hop. Céch chia sé:

1) Qua duong lién két:
Budc 1: Nhip chon biéu tuong & participants (ngudi tham gia)
Budc 2: Chon Invite (moi)

Budc 3: Chon Copy invite link (Sao chép duong lién két moi) dé lay duong lién két
ctia cudc hop. Ban ciing c6 thé nhap chon Email dé giri email cho ngudi tham gia qua
cac dich vu email.

Budc 4: Dan (Paste) duong lién két vao tin nhan, email hoic bat ky dau ban mudn chia
se

2) Qua ID cudc hop

ID cudc hop 1a mot day sé dung dé xac dinh cudc hop. Mai cudc hop nén duge dit mat
khau dé dam bao tinh riéng tu va an toan cho cudc hop.
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Tai g6c trén ciing bén trai cia man hinh: Thuong c6 mot biéu twong thdng tin vé cudc
hop. Khi ban nhip vao biéu twong d6, mot hop thoai s& hién ra, hién thi ID cudc hop,
mat khau (néu c6) va céc thdng tin khéc cua cudc hop.

- Cac bworc tao cugc hop 1én lich trén zoom véi tw cach ngwai cha tri:

Budc 1: Budc 1: Mo tng dung zoom trén thiét bi cua ban hoic truy cip vao trang web
https://zoom.us/

Buéc 2: Nhap chon biéu tugng I1én lich G > Cira so Ién lich s& xuét hién

Budc 3: Thuc hién cac thao tac cai dat cudc hop. Sau khi hoan thién cai dat cuoc hop,
chon Save (luu)

M6t s6 Iuu y co ban khi thuc hién cai dat cuoc hop duoc 1én lich:

1) Chu dé cudc hop: Ban c6 thé nhap chu dé hoic tén cudc hop
Event Name

2) Ngay va gio cudc hop bat dau va két thuc

3) ID cudc hop

o Tao tu dong: Zoom mdt ID cudc hop duy nhét ngau nhién.

e ID cudc hop cé nhan: Str dung ID cudc hop ca nhan cua ban.
4) Bao mat

e Mat ma: Nhap mat ma cudc hop. Nguoi tham gia s€ phdi nhdp mat ma nay
trude khi tham gia cudc hop ma ban da 1én lich

e Phong cho: Kich hoat Phong chd cho cudc hop. Nguoi tham gia s€ phai cho
trong phong chd trude khi ngudi chu tri chip nhan cho phép tham gia cudc hop

e Chi nguoi dung dugc xac thyc méi c6 thé tham gia: Han ché quyén truy cip
cudc hop dé chi nguoi dung d3 ding nhap méi c6 thé tham gia

5) Video

e Nguoi chu tri: Chon xem ban mudn bat hay tat video cta ngudi chu tri khi tham
gia cudc hop. Ngay ca khi ban chon tt, ngudi chu tri vin c6 tiiy chon dé bat
dau video cta ho.

e Ngudi tham gia: Chon xem ban mudn bat hay tit video ctia ngudi tham gia khi
tham du cudc hop. Ngay ca khi ban chon tit, ngudi tham gia van c6 tiiy chon dé
bt dau video cua ho.

6) Am thanh: Chi cho phép ngudi duing goi dén bang Bién thoai, Am thanh may
tinh, Ca hai, hoic Am thanh cua bén tha ba (néu dugc bat cho tai khoan caa ban).
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Phoi hop, cong tac trén Internet MO - DUN 10

e Quay ) truy cap tu: Néu “Pién thoai” hodc “Ca hai” dugc kich hoat cho cudc
hop nay, nhan vao Chinh sira dé chon qudc gia ban mudn quay sb truy cap va
thém vao 101 moi. Theo mic dinh, muc ndy bao gdm Cac qudc gia quay sb
truy cap toan cAu duoc liét ké trong cai dat cudc hop cua ban.®

Céch tham gia cudc hop zoom®
Piéu 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 sé hoi nghi tir xa duoc cung cap trong 1oi
moi.

3) Pa bat tinh nang Show a "Join from your browser" link (Hién thi lién két “Két noi
tu trinh duyét”)

Céch tham gia cudc hop Zoom tir Desktop Client (C6 thé hiéu la wng dung
Zoom dugec cai dat trén may tinh)

Budc 1: Mo Zoom Desktop Client da dugc cai dat trén may tinh cua ban
(Window/macQS)

Budc 2: Tham gia cudc hop bang mét trong cac phuong thire sau:

«  Néu ban muén tham gia cudc hop ma khong can ding nhap, hay nhan Join a
Meeting [Tham gia cudc hop].

«  Néu ban mudn tham gia cudc hop bing cach ding nhap:

+ Dang nhap vao Zoom desktop client.
+ Nhan th¢ Home [Trang chi].

+ Nhén Join [Tham gia]

Budc 3: Nhap 1D cudc hop va tén hién thi cua ban.
« Néu ban di dang nhap, hiy thay d6i tén ciia minh néu ban khéng muén hién
thi tén mac dinh.

«  Néu ban chua ding nhap, hdy nhap tén hién thi.

Budc 4: Lwa chon xem ban muén két ndi am thanh va/hoic video hay khong.

Budc 5: Nhan Join [Tham gia].

5 https://support.zoom.com/hc/vi/article?id=zm_kb&sysparm_article=KB0060705
6 https://support.zoom.com/hc/vi/article?id=zm_kb&sysparm_article=KB0060737
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Céach tham gia cugc hop Zoom trén ng dung di dong

Android

10S

Budc 1: Mo ung dung di dong Zoom.
Néu chua tai xudng ung dung di dong
Zoom, ban c6 thé tai tir CH Play.

Budc 2: Tham gia cudc hop bang mot
trong cac phuong thirc sau:

e Nhin vio Join a Meeting (Tham
gia cudc hop) néu ban mudn tham
gia ma khong can dang nhap.

e Ping nhap vao Zoom sau d6 nhan
vao Join (Tham gia)

Budc 3: Nhap sb 1D cudc hop va tén
hién thi cua ban.

e Néu ban di dang nhap, hiy thay
d6i tén ctia minh néu ban khong
mudn hién thi tén mic dinh.

e Néu ban chua ding nhap, hiy nhap
tén hién thi.

Budc 4: Lya chon xem ban muén két ni
am thanh va/hoac video hay khéng, sau
d6 nhan Join Meeting (Tham gia cudc
hop)

Budc 1: Mo ing dung di dong
Zoom. Néu chua tai xudng tng dung di
dong Zoom, ban c6 thé tai tir App Store.

Budc 2: Tham gia cudc hop bang mot
trong cac phuong thuc sau:

e Nhén vao Join a Meeting (Tham
gia cudc hop) néu ban mudn tham
gia ma khong can dang nhép.

e Ding nhip vao Zoom sau d6 nhan
vao Join (Tham gia)

Budc 3: Nhap s6 1D cudc hop va tén hién
thi cua ban.

e Néu ban di dang nhap, hdy thay
d6i tén ctia minh néu ban khong
mudn hién thi tén mic dinh.

e Néu ban chua ding nhap, hiy
nhap tén hién thi.

Budc 4: Lua chon xem ban muén két ndi
am thanh va/hoac video hay khoéng, sau
do6 chon Join (Tham gia)

Céach tham gia cugc hop Zoom trén trinh duyét web

Google Chrome

Buac 1: Mo trinh duyét Chrome.

Budc 2: Truy cap vao join.zoom.us.

Budc 3: Nhap ID cudc hop cia ban do ngudi chu tri/ngudi to chirc cung cap.

Budc 4: Nhan Join [Tham gia].
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o Néu ddy la lan dau tién ban tham gia bang Google Chrome, ban c6 thé sé
nhdn dwoc yéu cau mé Zoom desktop client dé tham gia cude hop.

e (Tuy chon) Chon hdp kiém Always open these types of links in the associated
app [Luén mé loai lién két nay trong iing dung lién quan] dé bo qua buéc
nay trong tuwong lai

o Trong cita s6 bdt 1én, nhin Open Zoom Meetings [Mé Zoom Meetings] (PC)
hodc Open zoom.us [Mo zoom.us] (Mac).

Safari

Budc 1: Mo Safari.

Budc 2: Truy cap vao join.zoom.us.

Budc 3: Nhap 1D cudc hop cua ban do nguoi chi tri/ngudi to chirc cung cap.
Budgc 4: Nhan Join [Tham gia]

Budc 5: Khi dugc hoi ban ¢c6 mudn mé zoom.us khéng, hay nhan Allow [Cho
phep]

Microsoft Edge hoac Internet Explorer

Budc 1: Mo Edge hoac Internet Explorer.

Budc 2: Truy cap vao join.zoom.us.
Budc 3: Nhap ID cudc hop cta ban do ngudi chu tri/ngudi to chirc cung cap.
Budc 4: Nhan Join [Tham gia]
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QUY TAC UNG XU TREN INTERNET




Quan 1y danh tinh s, hinh anh ca nhan MO — PUN 12

Internet va mang xa hoi tao diéu kién dé tit ca moi ngudi dé dang tiép can va trao
d6i thong tin tir nhidu ngudn khéc nhau, & bat cir dau, vao bat cir thoi gian ndo. Khi tham
gia vao mdi trudng so, tit ca moi ngudi déu can ¢ hanh vi ang xir phi hop, dung chuan
muc.

Ngay 17 thang 6 ndm 2021, Bo Thdng tin va Truyén thong di ban hanh Bo Quy tic
rng xur trén mang xa hoi’, trong d6 c6 mot sé ndi dung quan trong ma mdi c& nhan
can lvu y nhu sau:

Quy tic ing xir chung

1. Quy tic Tén trong, tun th phap luat: Tudn thu phap ludt Viét Nam, tén trong
quyén va loi ich hop phap cua to chirc, ca nhan.

2. Quy tic Lanh manh: Hanh vi, tng xt trén mang xa hoi phu hop véi cac gia tri
dao durc, van hoa, truyén théng tdt dep cua dan tdc Viét Nam.

3. Quy tic An toan, bao mat thong tin: Tuén tha cac quy dinh va huéng dan vé bao vé
an toan va bao mat thong tin.

4. Quy tdc Trach nhiém: Chju trach nhiém vé cac hanh vi, ung xu trén mang xa hoi;
phéi hop vai cac co quan chire ning dé xtr Iy hanh vi, ndi dung thong tin vi pham phap
luat.

Quy tic ng xir cho t6 chire, ca nhan

1. Tim hiéu va tuén thu cac diéu khoan hudéng dan str dung ctia nha cung cép dich vu
mang xa hdi trude khi dang ky, tham gia mang xa hoi.

2. Nén str dung ho, tén that ca nhan, té€n hi¢u that cia t6 chuc, co quan va dang ky voi
nha cung cép dich vu dé x4c thuc tén hiéu, dia chi trang mang, dau mdi lién lac khi
tham gia, sir dung mang xa hdi.

3. Thyc hién bién phap tu quan ly, bao mat tai khoan mang xa hoi va nhanh chong
thong béo tdi cac co quan chirc ning, nha cung cép dich vu khi tai khoan tb chirc, ca
nhan bi mat quyén kiém soat, bi gia mao, loi dung va sir dung vao muc dich khong
lanh manh, anh huong dén an ninh quéc gia va trat tu an toan xa hoi, anh hudng dén
quyén va loi ich hop phap cua td chirc, ca nhan.

4. Chia sé nhitng thong tin c6 nguodn chinh théng, dang tin cay.

"B Thong tin & Truyen thong. Quyét dinh s6 874/QD-BTTTT ngay 17 thang 6 ndm 2021 v& viéc ban hanh bo
quy tac (tng Xt trén mang xa hoi,
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5. C6 céc hanh vi, ing xtr phtl hop voi nhitng gia tri dao dirc, vian héa, truyén thong
cua dan toc Viét Nam; khong stir dung tr ngir gay thu han, kich dong bao lyc, phan
biét viing mién, gi6i tinh, ton gido.

6. Khong dang tai nhitng ndi dung vi pham phap luat, cac thong tin xtic pham danh
du, nhan phim anh huéng dén quyén va loi ich hop phép cua céc t6 chire, ca nhan
khac; str dung ngdn ngit phan cam, vi pham thuan phong mi tuc; tung tin gia, tin sai
su that; quang cao, kinh doanh dich vu trai phép... gay birc xtc trong du luan xa hoi,
anh huong dén trat tu an toan xa hoi.

7. Khuyén khich sir dung mang xa hoi dé tuyén truyén, quang ba vé dat nudc - con
ngudi, vin hoa tot dep cua Viét Nam, chia sé thong tin tich cuc, nhitng tim guong
nguoi tot, viée tét.

8. Van dong nguoi than trong gia dinh, ban be, nhitng ngudi1 xung quanh tham gia
gido duc, bdo v¢ tré em, tré¢ vi thanh nién st dung mang xa hoi mdt cach an toan, lanh
manh.

Thong tin tham khao thém:

> Luat s6 24/2018/QH14 cta Qubc hoi: Luat an ninh mang, ban hanh ngay 12 thang
06 nam 2018 (Co6 hiéu lyc tir ngay 01 thang 01 nam 2019

> Mbi nén tang mang xa hoi s& c6 mot tiéu chuan cong dong riéng ma ngudi ding

can tuan tht. Dudi day 1a tiéu chuan cong dong clia mot s6 nén tang mang xa hoi
ma ban c6 thé tham khao:

o Zalo: https://help.zalo.me/huong-dan/chuyen-muc/chinh-sach-cong-dong-

zalo/
o Facebook:
https://www.facebook.com/business/help/201148151829614?1d=20806097

7200861
o TikTok: https://www.tiktok.com/community-guidelines/vi/



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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Danh tinh sé

Danh tinh 12 nhitng thong tin néi 1én ngudi d6 1a ai, bao gém tinh cach, niém
tin, gia tri, Ky nang va so thich caa ho. Khi tham gia méi truong s, chung ta ciing
c6 mot danh tinh nita d6 1a danh tinh sb.

Danh tinh s 1a nhitng thong tin dai dién cho mot ca nhan hoic t6 chic, duoc
hinh thanh trén khong gian mang, théng qua tat ca nhiing hanh vi cua ho trén
Internet.

Céac hoat @ong ban thuc hién trong qua trinh sir dung Internet, vi du nhu cac
trang web tirng truy cap, thong tin dang ky tirng cung cap cho cac trang web, cac
bai dang, chia sé trén mang xa hoi... Nhitng hoat dong riéng Ié nay c6 thé tao
thanh mot hd so hoan chinh vé mdi c& nhan, bao gom ca thong tin nhan dién co
ban (nhu ho t&n, sé dién thoai, email...) va ca nhitng théng tin c6 phan triru tugng
(nhu s¢ thich, tinh cach, méi quan tam...).

Khi lya chon théng tin chia sé truc tuyén dé bao vé Danh tinh s6 cia minh can
lru ¥ cac diém sau:

+ Can nhac t6i cac gid tri cua ban than cling nhu nguoi xem cua ban, dam bao
rang cac chia sé caa ban khdng gay ton thuong cho ngudi khac hoic dé gay hiéu
lam.

+ Khi chia sé thdng tin trén mang (tham chi chi véi mét ngudi, nhu trong mot
van ban hoic tin nhan riéng tu), ban nén chuan bi cho kha ning né ¢ thé lan rong
ra ngoai d6i twong ma ban du dinh tiép can.

+ Ngudi khéc s& hinh thanh nén hinh anh ban trong mat ho dua vao céc thong
tin ban lya chon chia sé. Piéu nay c6 nghia 1a bat ky hanh vi truc tuyén nao déu
dé lai dau an tly thudc vao cach ban quan ly théng tin caa minh.

+ Nguoi khac cd thé tim kiém théng tin vé ban, bao gdom ca tot va xau thdng
qua cac cong cu tim kiém. Biéu nay co thé bao gom: hinh anh, tai khoan mang x&
hoi, truong hoc, cong viéc...
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Hinh anh c& nhan trén mang xa hoi 1a tong thé tat ca nhitng gi ban thé hién, chia
sé trén mang xa hoi, 12 yéu tb quan trong anh huong dén cach ngudi khac suy nghi

vé ban

Trén mang x& hoi, co nhitng théng tin ma ban cé thé nim quyén kiém soét,
nhung c6 nhiing thong tin ma ban khéng thé nam quyén kiém soét.

Théng tin ban nim quyén kiém soét

Théng tin ban khéng nam quyén kiém
soat

- Théng tin ban cung cap tai khoan:
Ho va tén, email, s6 dién thoai. ...

- Thong tin ban chu dong chia s¢:
Cac bai dang (bai viét/hinh anh/video),
binh luan, tuong tac cam xuc...

Thong tin to nguoi khac: Binh luan,
tuong tac ctia nguoi Khac vé noi dung
ban da chia sé; cach ngudi khac chia sé
lai nhitng noi dung ma ban da dang tai;
noi dung chia sé cta nguoi khéc...

Thong tin ma ngudi khac co dugc vé ban, du 1a thdng tin tét hay xau, déu anh
huong dén cach nghi cua ho vé ban. Néu mudn kiém soét cach moi nguoi nhin
nhan vé ban than va gitt mot hinh anh tt cua ban than trong mat ngudi khac, ban
nén kiém soat tt cac thong tin caa ban trén Internet.

Dudi day 13 mét sb goi ¥ dé bao vé hinh anh ¢4 nhan trén mang xa hoi:

e Thiét 1ap cai dat quyén riéng tu: Hau hét cic nén tang mang xa hoi
déu cho phép ban thiét 13p cai dit quyén riéng tu dé kiém soat nhitng ngudi
c6 thé xem hinh anh c4 nhan cta ban.*

e Céan than voi nguoi ma ban két ban: Chi két ban véi nhitng nguoi
ban tin tuong va biét rd.

e Tranh chia sé thong tin cd nhan nhay cam: Khong chia sé thong tin
ca nhan nhay cam trén mang xa hdi

e Bio cao cac hanh vi vi pham: Néu ban gip bat ky hanh vi vi pham
nao trén mang xa hoi, hay bao céo cho nén tang mang xa hoi do.

e Chu y cac bai dang trén mang xa hoi: Khong chia sé cac thong tin
x4u doc, thong tin sai sy that, thong tin ti€éu cuc gay anh huong dén hinh
anh c4 nhan cua ban than va cua nguoi khac

C0 hinh anh cé nhan chin chu, tich cuc sé gitp ban tao dung hinh anh dang tin
cdy, chuyén nghiép trong mat nguoi khéc, tir d6 c6 thé gidp ban tiép thi ban than
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hiéu qua hon téi nha tuyén dung va cac d6i tac thong qua méi trudng sb. Bong
thoi, hinh anh ca nhan tét ciing c6 thé gidp mo rong co hoi két ndi, trong tac voi
nhiig nguoi xung quanh.

M6t s6 Iuu ¥ khi xay dung hinh anh c& nhan trén mang xa hoi:

- Ban c6 thé can nhic quan tam dén cac yéu té dudi day khi xay dung hinh anh
ca nhan trén mang xa hoi: Loai tai khoan va tén tai khoan; Loai néi dung ma ban
chia sé; Cai dat quyén riéng tu ctia bai dang va tai khoan

- bam bao tinh trung thuc: Hinh anh ca nhan ban xay dung trén mang xa hoi
nén phan anh dung su that vé ban than ban ¢ doi thuc;

*Tham khdo thém tai bai “Bdo Vé quyén riéng tw
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- Gitp nguoi hoc biét vé cac cong cu
sang tao ndi dung trén Internet va cach

- Tao ndi dung dang van ban, trinh

dé sang tao ndi dung; E e
e & chiéu va bang tinh;
- Trang bi kién thirc cho nguoi hoc vé 1 .

. g N A g R - Tao hinh anh, video;
ban quyén ndi dung trén internet va

huéng dan cach tao website c4 nhan | | - Ban quyén ndi dung trén Internet;
vO1 tén mién “.vn” A A A
- Tao website ca nhan véi1 tén mién

[13 29

.vn

Sau khoa hoc, ban c6 thé:

- Biét cach tao cac ndi dung dang van
ban, trinh chi€u, bang tinh, hinh anh,
video & muc co ban;

- Hiéu vé ban quyén; tén trong va sir
dung ndi dung c6 ban quyén mot cach
hop phap

Ban nén chuin bi nhirng gi dé hoc tap tét nhat

- BO may tinh day du c6 két no1 voi nguon dién. Hay hoi don vi

t6 chirc bdi dudng tap huan néu ban tham gia tap huén, boi
dudng truc tiép.

et - Tai liéu hudéng dan st dung;

- But, giay hodc s0 tai liéu (n€u can)

- Thiét bi truy cép internet, hé thdng nghe nhin (tai nghe, mic,
webcam...)
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BAI 1: TAO NOI DUNG DANG VAN BAN, TRINH CHIEU VA BANG
TINH

Microsoft Word

Microsoft Word 12 phan mém gitip soan thao, xtr 1y vin ban dugc phat trién vi Microsoft
va thudc b ung dung van phong Microsoft Office

Tao mot tai liéu maéi

Budc 1: Nhap chon File (Tép) trén thanh cong cu > chon New (Moi)
Budc 2: Chon Blank Document (tai lidu trong)
Trang tai li¢u mai da dugc tao ra.

bé bat dau nhap van ban: Pua con tré chudt dén noi ma ban muodn va bat dau nhap van
ban.

Luwu tai liéu

Sau khi tao van ban, ban can phai luu tai ligu dé khong lam mét nhirng ndi dung ban
vira tao. Ban can phai dat tén cho t€p do va chon noi luu tép. Ban co thé luu vao may
tinh ctia minh hodc ¢6 thé luu vao Onedrive dé truy cap tai liéu truc tuyén.

Budc 1: Nhap chudt chon File trén thanh cong cu
Budc 2: Chon Save hoac Save As, trong do:
e Save: Luu tai liéu vao vi tri dd luu gan day nhat
e Save As: Luu tai liéu vao mot vi tri méi hodc doi tén tai liu
Budce 3: Dat tén cho tép va chon vi tri luu té€p ma ban muén
Luu y:
Khi lwu tai liéu 1an dau tién, Word sé& tu dong dat tén cho tai li¢u, nhung ban c6 thé di
tén theo ¥ mudn
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In tai liéu

Budc 1: Nhap chon File (Tép) trén thanh cong cu > Chon Print (In) (Hodc c¢6 thé nhan
t6 hop phim Ctrl va phim P d¢é m¢ hop thoai Print);
Tai day, bén phai hop thoai Print, ban s& thdy phan Print Preview (xem trudc ban in).
Ban s& xem trude tai liéu ma ban mudn in s& trong nhu thé nao.
Budc 2: Cai dat in:

e Tai muyc Printer (may in), chon tén may in ma ban mudn in tai liéu;

e Tai muc Copies (ban in), chon s6 luvgng ban in ma ban muon in;

e Tai muc Settings, ban c6 thé diéu chinh cac cai dit lién quan dén: kho gidy,
hudng trang, cat lugng in, so trang muon in...

Budce 3: Nhan vao nat Print dé bt du in tai liéu.

Pinh dang va bién tap van ban trong Word

Khi tao tai li¢u, Word cho phép ban dinh dang van ban véi cac tinh nang nhu doi dang
phong chit, c& chir, in ddm, in nghiéng...

Trudc khi nhdp van ban:

e Dé thay ddi phdng chit, nhap chon danh sach tha xudng tai hop Font dé chon
phdng chir mong muén;

e Dé chon thay ddi c& chit, tai hop Size, nhap ¢& chit mong mudn;

e Dé in dam vian ban, nhap vao ky hiéu B (Hoac sir dung té hop phim Ctrl + B)

e Dé in nghiéng van ban, nhap chon ky hiéu | (Hoac st dung to hop phim Ctrl + 1)

e Dé gach dudi vin ban, nhap chon ky hiéu U (Hoic str dung té hop phim Ctrl +
U)

Calibri (Body) = 11 -

B I U~ a x x
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Sau khi da nhap van ban, néu ban muodn chinh stra va st dung cac chirc nang dinh dang
van ban trén, hdy: B61 den van ban ma ban muon stra > Chon cac churc nang dinh dang
ma ban muodn.

Cach boi den van ban:

- Pé boi den 1 tir/doan van ban: Nhép chudt trai va gilr chudt kéo trén tir/doan van ban
ma ban mubn bdi den;

- Pé boi den toan bo van ban: St dung phim tat Ctrl + A

Pinh dang va bién tip cho doi twong trong Word

Microsoft Word khong chi giéi han trong vin ban, ban ciling ¢6 thé thém cac dbi tuong
nhu hinh hoc, biéu dd, hinh anh va bang biéu cho tai liéu Word cua ban.

Chén mét hinh vé sin trong Word, Excel hay Powerpoint
Budce 1: Chon Insert (Chén) > Shapes (Hinh dang)
Budc 2: Nhap chon hinh ma ban mudn chén vao tai lidu > Kéo chudt dé vé.

e Dé thay doi kich c& cua hinh vé&, hay kéo mot trong nhiing diém diéu khién ¢
mdi goc cua hinh.

e Dé xoay hinh, kéo diém xoay & trén dau cua hinh vé €~

e Pé chén chir vao hinh vé: Nhap chudt phai vao hinh vé > Add text (thém chit) >

Nhap chir vao hop van ban.

Meo:

- Pé tao mot hinh anh chudn (nhu hinh vudéng/hinh tron), hiy nhan gitt phim Shift khi
kéo chudt;

- Binh dang hinh vé: Dé bat dﬁu, hay chon mdgt hinh ma ban mudn dinh dang. bé chon
nhiéu hon 1 hinh, nhan giit phim shift va nhap chudt vao hinh ban mudn chon.

+ Dinh dang hinh vé:
Cach 1: Nhép chon hinh v& ma ban mudn dinh dang > Chon Format trén thanh cong cy.

Céch 2: Nhip chudt phai vao hinh v& ma ban muébn dinh dang > Format Shape
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+ Mot sd chire nang dé dinh dang hinh vé:
Shape fill/Fill (t6 mau, t6 nén): T6 mau nén cho hinh v&
Shape outline (duwdng vién): Té6 mau vién ngoai cho hinh v&

Shape effects (hiéu tmg hinh): Thém hiéu Gmg cho hinh v& (d6 béng, twong phan...)

Cach sir dung WordArt (chir nghé thuat)

Vi Microsoft Word, ban ¢6 thé dua su sang tao vao tai li¢u ctia minh béng cach su
dung WordArt . Tinh ning nay cho phép ban chén nhiing hiéu ing dic biét nhu do
bong hay vién khung cho vin ban cua ban.

Céch chén WordArt:
Budce 1: Chon Insert (Chén) trén thanh cong cu
Budc 2: Trong nhém Text (Van ban), Chon WordArt

Budc 3: Mot hop thoai s€ xuat hién v6i nhiéu kiéu WordArt dé ban Iya chon, hay chon
kiéu WordArt mong muén va thyc hién thao tac gd vin ban

Cheén hinh anh

Céch chén hinh anh tir tép tin trén may tinh
Budce 1: Dat con tré chudt vao vi tri ma ban mudn chén hinh anh

Budc 2: Chon Insert (Chén) trén thanh cong cu

™
Budce 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 tryc tuyén
Budc 1: Dat con tro chudt vao vi tri ma ban mudn chén hinh anh
Budc 2: Chon Insert (Chén) trén thanh cong cu

Online

Budc 3: Nhap chon Online Pictures (Hinh anh tric tuyén) riewe

Budc 4: Nhap tu khoa tim kiém hinh anh ma ban muén chon > Lua chon hinh anh phu
hop v6i yéu cau ctia ban > Insert (Chén)

Luu ¥: Tai mot s6 phién ban méi hon ctia Microsoft Word, Online Pictures khong con &

trén thanh cong cy. Ban c6 thé tim thiy Online Pictures trong danh sach 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 (Chen) trén thanh cong cu

Budc 3: Nhap chon Table (Bang) I

Budc 4: Di chuyén chudt qua ludi 6 dé chon s6 lwong hang va c6t mong mudn cho
bang

Budc 5: Khi da chon dugc s6 hang va ¢t mong mudn, nhap chudt trai @€ chen bang

Céch 2:

Buéc 1: Dat con tro 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 - Insert Table..
Budc 5: Nhap $6 lugng cot mong mudn vao 6 Number of columns (Sé lugng cot).
Budc 6: Nhép sé luong hang mong mudn vao 6 Number of rows (S luong hang).

Budée 7: Nhip vao OK (Pong ¥) dé chén bang vao tai lidu.

Chén SmartArt (P hoa SmartArt)

st dung

Do hoa SmartArt gitp ban tao ra cac hinh minh hoa chét luong, thuong duoc dung dé
tao ra cac biéu d6 hodc so dd minh hoa. Ban c6 thé tao D6 hoa SmartArt trong Excel,
Word, PowerPoint hodc trong email trong Outlook.

Chon B& hoa SmartArt

3 |

Bl D> & & 302k § i o)

Tit ca Danh sich

Danh sach [=1=1 (S} 0O/ [
Tign trinh EEII:| C[%T] C"i' ::
Voéng trén

Céu tric ph...

M&i quan hé

Ma trén

Hinh chap

Hinh anh

Danh sach Khéi Ca ban

su'dung d& thé hién cac khdi thang tin
dudc nhém hodc khdng co trinh tu, Cuc
dai hoa khdng gian hién thi theo chigu
ngang va doc cho cac hinh dang.

i

Budc 3: Nhap chon vao biéu twong SmartArt

Cdc do hoa trong SmartArt

Pé chén do hoa SmartArt:
Budc 1: Dat con tro chudt vao vi tri ma ban mudn chén hinh d6 hoa

Budc 2: Chon Insert (Chén) trén thanh cong cu

4=

Budc 4: Hop thoai chon d6 hoa SmartArt xuat hién, bam vao loai d6 hoa ma ban mudn
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Du6i day 1a mot s6 goi ¥ cach dung phd bién cho D6 hoa SmartArt va cac kiéu
SmartArt phut hop véi timg muc dich cu thé:

Dé thé hién ndi dung nay Nén dung kiéu nay
Hién thi thong tin khong tuan tir Danh sach (List)
(Vi du: Danh ba, danh muc, danh
sach,...)
Hién thi cac budc trong mot qua trinh, Qua trinh (Process)
thot gian

Hién thi mot tién trinh, vong lap lién tuc | Vong tron (Cycle)

Tao mdt so dd to chire, so do cay CAu trac phéan cap (Hierarchy)

Minh hoa cac két n6i Moi quan hé (Relationship)

Hién thi cach cac phan lién quan dén toan | Ma tran (Matrix)
bo

Hién thi mdi quan hé twong Gmg v&i cdu | Kim tu thap (Pyramid)
phan 16n nhat trén cing hodc dudi cung

Dung hinh anh dé truyén tai hodc nhan Hinh anh (Picture)
manh ndi dung
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Microsoft PowerPoint

Microsoft PowerPoint 13 phan mém gitp tao ra cac ban trinh bay, trinh chiéu, duoc
phat trién vai Microsoft va thude bd tng dung van phong Microsoft Office

Tao mgt tai liéu méi

Budc 1: Nhap chon File (Tép) trén thanh cong cu > chon New (M&i)
Budc 2: Chon Blank Presentation (bai thuyét trinh trong)
Trang thuyét trinh méi da dugc tao ra.

Neéu ban muon st dung céc thiét ké co san, hady chon mot trong cac mau.

Luwu tai liéu

Sau khi tao tai liéu, ban can phai luu tai ligu dé khong lam mét nhirng ndi dung ban
vira tao. Ban can phai dit tén cho tép d6 va chon noi luu tép. Ban c6 thé luu vao
may tinh cua minh hoac cé thé luu vao Onedrive dé truy cap tai liéu truc tuyén.

Budc 1: Nhap chudt chon File trén thanh cong cu
Budc 2: Chon Save hodc Save As, trong do:
e Save: Luu tai liéu vao vi tri dd luu gan day nhat
e Save As: Luu tai liéu vao mot vi tri méi hoac doi tén tai liéu
Budce 3: Dat tén cho tép va chon vi tri luu t€p ma ban muén
Luu y:
Khi lwu tai liéu 1an dau tién, PowerPoint sé& tu dong dat tén cho tai li¢u, nhung ban
c6 thé d6i tén theo y mudn

Thém slide (Trang trinh chiéu) méi

Cach 1:

Budc 1: Chon vao slide ma ban muon thém slide méi sau
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Budc 2: Nhap chon Home (Trang chit) trén thanh céng cu > Chon New Slide (Trang
trinh chiéu méi) =]

Budce 3: Chon bd cuc slide mong mudn tir danh séch tha xuéng
Céch 2:
Budc 1: Nhap chudt phai vao slide ma ban mudn thém slide méi sau

Budc 2: Chon New Slide (Trang trinh chiéu moi)

Pé luu bai thuyét trinh, tham khao thém huéng dan danh cho cong cu Microsoft
Word

Pinh dang va bién tap cho vin ban va ddi twong trong PowerPoint

Tham khdo huéng dan cach dinh dang, bién tap vin ban va ddi tuong danh cho cong
cu Microsoft Word

Thiét ké trong PowerPoint

Thay do6i cha dé
Budc 1: Chon Design (Thiét ké) trén thanh cong cu;

Budc 2: Chon chii @& phut hop voi nhu cau cia ban.

Chén hié¢u ung
1) Bé thém hiéu Gng dic biét khi chuyén tir slide nay sang slide khéc
Budc 1: Chon slide ma ban mudn thém hiéu tmg chuyén tiép;

Budc 2: Chon Transitions (Chuyén tiép) trén thanh céng cu > Chon hi¢u img ma ban
mudn dung;

Dé bo chon hiéu tmg, chon None (Khong co)
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2) Bé tao hiéu tng dong cho vin ban hoic ddi tuong trén trang chiéu:
Budc 1: Chon vin ban hodc ddi tuong ma ban mudn tao hiéu ung dong

Budce 2: Chon Animations (Hiéu tng dong) trén thanh cong cu > Chon hi¢u tmg ma
ban mudn ding

Dé bo chon hiéu tmg, chon None (Khong o)

Ban c6 thé diéu chinh thoi gian xuat hién cia hiéu tng tai hop Timing (Thoi gian)

Cach trinh chiéu bai thuyét trinh

Sau khi d& hoan thanh bai thuyét trinh:
Pé trinh chiéu bai thuyét trinh

Cach 1: Chon Slideshow (Trinh chiéu trang trinh bay) trén thanh céng cy. 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 (T trang hién tai) ® ¥
Céch 2: Nhan phim F5 trén ban phim

Pé diéu khién bai thuyét trinh

- Nhén chon Miii tén trai/phai trén ban phim: Di chuyén dén trang chiéu trudc/tiép
theo.

- Nhan phim Esc: Dung trinh chiéu.
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Microsoft Excel

Microsoft Excel 1a phan mém bang tinh gitip phan tich, tinh toan va tryc quan héa dir
lidu, dugc phat trién voi Microsoft va thudce bo tmg dung vin phong Microsoft Office

Tao mot tai liéu maéi

Budc 1: Nhap chon File (Tép) trén thanh cong cu > chon New (Moi)
Budc 2: Chon Blank Workbook (s6 1am viéc tréng)

So6 lam viéc méi da duoc tao ra.

Luru tai liu

Sau khi tao tai liéu, ban can phai luu tai li¢u dé khong lam mat nhitng ndi dung ban
vira tao. Ban can phai dat tén cho t€p do va chon noi luu tép. Ban co thé luu vao
may tinh ctia minh hodc ¢6 thé luu vao Onedrive dé truy cap tai lidu truc tuyén.

Budc 1: Nh'?ip 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 dy nhat
e Save As: Luu tai liéu vao mot vi tri méi hoac doi tén tai liu
Budc 3: Bat tén cho t€p va chon vi tri luu t€p ma ban muén
Luuy:

Khi Iuu tai lidu 1an dau tién, Excel s& tu dong dat tén cho tai lidu, nhung ban c6 thé
d6i tén theo y mudn

Nhap, chinh sira va trinh bay dir liéu

Chon 6 tinh, khoi tinh

Chon 6 tinh
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DPé chon mét 6 tinh, hay nhay chuét vao 6 tinh mudn chon hodc dung cac phim miii
tén trén ban phim dé di chuyén dén 6 tinh do

W N =

Chon khoi 6 tinh

Khéi 6 tinh 12 mot ving hinh chit nhat gdm nhiéu 6 tinh lién ké nhau. Pé chon khéi
0 tinh:

Céach 1: Chon 6 tinh & goc trai trén (hodc goc phai dudi) ciia khdi 6 tinh, sau d6 kéo
tha chudt dén 6 tinh & goc phai dudi (hodc goc trai trén)

Cach 2: Chon 6 tinh & goc trai trén (hodc goc phai dudi) ciia khdi 6 tinh, sau d6 nhan
gilt phim Shift va chon 6 tinh & goc phai dudi (hodc goc trai trén)?

A B C D E
2 N
3
4
5
6
7 * ~
Q Khéi 6 tinh dugc chon [M[

co dia chila B2:D6

Nhap dir liéu cho 6 tinh

Pé nhip dir liéu bing cach thii cong:

1. Chon mot 6 tréng, nhu Al, roi nhép van ban hoac mot s0.
2. Nhan Enter hodc Tab dé di chuyén dén 6 tiép theo.

bé dién dir li€éu trong mot chuoi:

1 SGK chén troi sang tao
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1. Nhap phan dau cta chudi vao hai 6: chang han nhu Thang 1 va Thang 2; hoic
2014 va 2015.

2. Chon hai 6 chira 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

Dé chinh stra dit liéu da nhap:

Céch 1: Nhay dup chudt vao 6 tinh mudn chinh stra dit liéu > Thuc hién chinh stra >
Nhan phim Enter

Cach 2: Chon 6 tinh > Nhép chudt vao vung nhap liéu > Thyc hién chinh stra >
Nhén phim Enter

Dinh dang 6 tinh

Tham khao hudng din cach dinh dang, bién tap vin ban va dbi twong danh cho cong
cu Microsoft Word

Tu dong dién

Vi du: tu 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, hay nhap nhiing chit cai du tién ciia “Tran”

Budc 3: Khi danh sach cac gia tri goiy xuét hién, nhan Enter

Ldc nay, cac dir liéu con lai cta cot “Ho” s€ dugc tu dong dién

2 https://support.microsoft.com/vi-vn/office/t%E1%BA%A10-s%E1%BB%95-1%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
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

Sang tao ndi dung trén thiét bi, trén Internet MO - PUN 13

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 cot, hang

Cach chen thém cot
Budc 1: Chon cdt tai vi tri cAn chén cot
Budc 2: Nhap chudt phai > Insert (chén)

Két qua: Mot cot méi vira dugce chen vao dung vi tri da chon

Cach chén thém hang
Budce 1: Chon hang tai vi tri can chén hang
Budc 2: Nhap chudt phai > Insert (chén)

Két qua: Mot hang méi vira duoc chén vao dang vi tri da chon
Céch x06a cdt hodc x6a hang
Budc 1: Chot cot (hodc hang) can xoa

Budc 2: Nhap chudt phai > Delete (x6a)

Lueu y: C6 thé chén va x6a dong thoi nhiéu cot hodc nhiéu hang

Sir dung cong thirc dé tinh toan
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Cong thirc tinh toan trong Excel dugc bat dau v6i dau bang (=), sau d6 1 biéu thirc
dai s6. Trinh tir thuc hién cac phép toan trong Excel tun thii diing theo quy tic
trong todn hoc.

Duéi ddy 1a mot s6 ky hiéu phép toan trong Excel:

Phép toan Ky hiéu trong Ky hiéu trong Vidu

toan hoc Excel
Phép cong + + 4+24
Phép trur - - 24-4
Phép nhén X * 4%24
Phép chia : / 24/4
Phép luy thura a* A 273
Phép tinh phan % % 24%
tram

Vi du: Hudng dan cdch tinh Tong s6 lwong quy I

Céch 1: Tai 6 tinh D2, gd cong thuc tinh tong =(12+23+6) > Nhan Enter dé hoan
tat va cho ra két qua

Céch 2:
Budc 1: Nhap chon 6 tinh D2

Budc 2: Nhap chudt vao ving nhép liéu, gd cong thirc tinh tong =(12+23+6) > Nhan
Enter dé hoan tit va cho ra két qua

D2 - X v & | =12+23+6 l
A B C D
1 Thang 1 Théng 2 Thiang 3 Téng s6 lwong quy I
2 12 23 6 =12+23+6
3
4

Luu y:

- Cach diéu chinh d6 rong cua cot/hang:
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Budc 1: Bat con tro chudt vao canh bén phai cta ¢t hodc bén dudi ciia hang ma ban
mudn thay d6i do rong
Budc 2: Con tré chudt hinh miii tén hai chiéu xudt hién (), kéo tha chuot:

e sang phai dé ting d6 rong hoic sang trai dé giam do rong cua cot

e Xuong dudi dé tang do rong cua hang va 1én trén dé giam do rong cua hang
- Ham s6 (goi tat 1a ham) gitip thyc hién thuan tién va don gian hon céc thao tac
thuong xuyén véi dit liéu nhu tinh tong, tinh trung binh cong... Ham la cong thic
duoc viét sdn dé tinh toan, xir 1y dit liéu theo mot quy tic nhat dinh.

Vi du: Pé tinh trung binh cong, ta c6 thé ding ham AVERAGE; B¢ tinh tong, ta co
thé dung ham SUM

Céch viét ham trong excel: =<tén ham>(<cé4c tham s6 cua 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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Mot so tiéu chi co

ban ciia mgt birc anh
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- Goc chup tbt;

- Mau sac: Hai hoa

- P9 sic nét: Anh séc nét, khong bi mo, nhoe hoic nhiéu hat;
- Do sang: Anh c6 du anh sang, khong bi chay sang hay thiéu sang;

- B cuc: Hop 1y, thu hat ngudi xem vao chi thé chinh;

B6 cuc khuén hinh

La cach sép Xép cac doi tuong, nhan vat, vat thé... trong khung hinh theo céc quy tic
nhét dinh dé tao nén mét bire anh thu hat va tao diém nhén.

Cic quy tic co
ban

Pac diém

Minh hoa

Quy tic mot
phan ba

Theo quy tic nay, ban hiy chia
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 dudng ké.
Vi tri ctia chu thé chinh nén dat
tai mot trong 4 diém giao nhau
hodc doc theo mot trong 4 dudng
ké.

4

Quy tic dong
khung, tao
khung

Str dung cac yéu to trong khung
hinh dé tao ra khung cho chu thé
chinh, gitip 1am noi bt chi thé
va tao chiéu siu cho burc anh.
Vi du: c6 thé st dung cua s0,
vom cua, hodc cac canh cay dé
tao khung cho chu thé.

i
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Quy tic dudng
dan

Str dung céac yéu té trong khung
hinh nhu dudng thing, dudng
cong, hoac cac duong ké tu
nhién dé din dat mat ngudi xem
vao chu thé chinh. Vi du: sir
dung con duong, hang rao, hoac
bo séng dé dan dit mat ngudi
xem vao diém nhén ciia birc anh

==e

Quy tic ddi
xung

St dung sy do1 xting hai bén/trén
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 sang trong ty nhién (tir mit trdi). Pay 1a loai ngudn anh sang t6t
dé tan dung trong nhiép anh dé tao ra nhitng birc anh c6 chat luong cao

Anh sang nhan tao (dén dién, dén LED...). Pay la loai ngudn anh sang
thudng dugc str dung trong diéu kién anh sang kém, thiéu anh sang tu
nhién

Cich chup v6i ngudn sang:

- Chyp xudi sang: May chup anh dat cung chi€u véi ngudn sang chiéu vao chu the;
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m

Chup xudi sang

- Chup nguogc sang: May chup anh dat nguoc chiéu véi ngudn sang chiéu vao chi thé;

M

Chup nguoc sang

- Chyp 4nh sang xién/ven: Chui thé ding & goc nghiéng/xién véi huéng anh sang

i

Chup anh sang xién/ven
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Goc chup

Géc chup | Pic diém Vi du

Vién canh | Goéc chup bao quat khung
canh rong lon. Con nguoi
va vat thé xuét hién trong
vién canh thuong nho bé,
khong o hodc khoéng co
hinh anh con nguoi.

Toan canh | Goc chup bao quat toan bo
khung canh, bao gdm ca
con ngudi, chu thé va moi
truong xung quanh. Con
ngudi xuat hién day du,
toan than trong khung

hinh. Anh: H6 Hdi Hodng

Trung canh | Goc chup ldy tir trén dau | [ |
gbi/ that lung tro 1én. Goc
nay bao quat mot phan cua
co thé chu thé.

Can canh | Goc chyp tdp trung vao
mot chi tiét nhd cla chu
thé hodc chi tiét quan trong
ctia dd vat. Con ngudi xuit
hién chu yéu véi phan
khuon mat dé thay rd biéu
cam.

Anh: Nguyén Thanh Hai
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biac ta Goc chup tap trung vao
mot chi tiét cuc ky nhé cua
cha thé, loai bo gan nhu
toan bd cac yéu to xung
quanh.

Anh: Nguyén Thanh Hai

Luew y: Cdc néi dung trén c6 thé tham khdo dp dung chung cho ca qud trinh quay phim
va chup anbh.

Luu y khi sir dung may chup anh (M4y anh hoac dién thoai c6 churc nang chup anh,
quay phim):

- Cho camera iy nét xong méi bam chup anh;
- Lu6n cam may bang hai tay cho chac dé han ché bi rung;

- Chyp anh c6 thé dé ngang may hoic doc may;

e e e
—— e o - - e . - o

- Khi quay phim, nén str dung chan mdy dé han ché rung, lac khi quay;
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BAI 3: BAN QUYEN NOI DUNG TREN INTERNET

The gidi so giup cho viéc chia sé, sao chép cac tic pham nhu am nhac, hinh anh,
video... tré nén dé dang hon. Diéu nay dit ra nhiéu thach thirc v6i van dé ban quyén,
khi nguoi dung chi can mot thiét bi s6 c¢6 két ndi Internet 1a da c6 thé thyc hién dugc

viéc sao chép, van chuyén ndi dung s6 mot cach de dang.

Quyén s6 hitu ban quyén cho phép chi1 s¢ hiru doc quyén sir dung tic phdm ma ho tao
ra, trir mot s6 trudng hop ngoai 16. Dudi day 1a vi du cho mot sé tac pham du diéu

kién dugc bao ho ban quyén:

- Téc pham nghe nhin, nhu chuong trinh truyén hinh, phim, video. ..

- Tac phdm hinh anh, nhu hinh anh quang céo, tranh v&. ..

- Ban sang tac &m nhac va ban ghi 4m

- Tac ph'?lm viét, nhu bai béo, sach, ban sang tac nhac...

Céc hinh thirc vi pham ban quyén phd bién trén Internet:

- Str dung tic pham khi chwa xin phép hoic tra phi (Sao chép, chia sé trai phép);

- Ty y stra chira, cat xén tdc pham...

Hau qua qua hanh vi vi pham ban quyén

Hanh vi vi pham ban quyén 13 hanh vi sir dung céc tac pham khi chua xin phép hoic

trd phi.
Hau qua quéa hanh vi vi pham ban quyén:

- Nguoi vi pham ¢6 thé nhan dugc thong bao va nén tang s€ x6a ndi dung vi pham

(néu bao vi pham 1 hop 18);
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- Chii s hitu ban quyén c6 thé kién hanh vi vi pham ban quyén;
- Véi nhitng ngudi lién tuc vi pham ban quyén, nén tang dich vu ¢ thé ap dung mot
sd bién phap xur 1y d6i véi tai khoan cua ngudi dung d6 (c6 thé bi vo hiéu hoa tai

khoan, han ché truy cdp vao cac dich vu ctia nén tang).

Luu y khi str dung cdc tic pham trén méi truong so

Khi sir dung céc tic pham trén moi truong sd, hiy ghi nhé:

- Viéc tuan thii ban quyén va quyén s& hitu tri tué 1a diéu rit quan trong. Khi st dung
bat ky mot tac pham nao ciing can co sy cho phép cua tic gia va co ghi cong ngudi da
tao ra tac phém do. Su cho phép nay nén duoc thé hién béng van ban;

- Néu muén st dung nodi dung tir mot trang web nao do, ban cé thé xin phép chu s
hitu trang. Thong thudng, ban c6 thé tim thay thong tin nay tai muc Contact us (Lién
hé vé1 chling t61) trong trang; hoac trén nén tang mang xa hoi, ban cé thé lién lac truc
tiép voi chu so hitu qua tai khoan cua ho;

- C4c nén tang dich vy 1on nhu Google, Facebook, Youtube... déu c6 tinh nang quét

va gd bo cac ndi dung vi pham ban quyén.
Néu ban 1a chu s¢ hitu tac pham va phat hién hanh vi vi pham ban quyén doi véi tac
pham ma ban s¢ hiru:

- Ban c¢6 thé lién hé truc tiép v&i ngudi vi pham (qua tin nhin/email/ goi di¢n), yéu ciu

ho g& bd nd1 dung vi pham;
- Hiy bao céo hanh vi vi pham hodc gui don khiéu nai toi nén tang cung cp dich vu;

- Néu hanh vi vi pham nghiém trong, ban co6 thé khoi 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 voi tién mién “.vn”

Tim hi€u vé tén mién quoc gia “.vn”

Tén mién (Domain name) la dinh danh trang tin ctia ban trén Internet. Tén mién la duy
nhat va dugc uu tién cap phat cho chu thé nao dang ky trudc. Co 2 loai tén mién: (i) tén
mién quoc gia; (i1) tén mién quoc te.

Tén mién quoc gia 1a tén mién riéng cua tung nudc, dugc quy dinh thong nhat trén toan
thé gidi, duge xac dinh 1a chu quyén qudc gia Viét Nam trén mang Internet. Tén mién
quoc gia thuong c6 phan dudi 1a ky hidu ctia mdi quoc gia.

Tai sao nén st dung tén mién quoc gia “.vn”

- Pugc phap luat Viét Nam bao vé:

Piéu 12, Luat Cong nghé thong tin 2006 quy dinh cac hanh
vi bi nghiém cam, trong d6 nghiém cAm « Xam pham quyén
s& hitu tri tué¢ trong hoat dong cong nghé thong tin; san Xuét,
lwu hanh san pham cong nghé thong tin trai phap luat; gid mao
Ding ky sir dung tén | trang thong tin dién tur cuia z‘o”i chirc, ca nhan khac; tao dwong
dan trai phép doi voi tén mién cua té chure, ca nhan sw dung
hop phdp tén mién dé”.

mién quoc gia “.vn”

- An toan, tin cdy: Hé thong may chu tén mién (DNS) quc
gia dugc giam sat 24/24 gid dam bao do tin cdy, van hanh an
toan.

- Han che toi da khi mat lién lac quoc te: trong truong hop
xay ra su co mat lié€n lac quoc té nhu dut cap quang bién thi
viéc truy cdp vao cac tén mién “.vn” van dugc dam bao.

- Tim kiém nhanh va dé& quéang ba: Hau hét cac cong cu
trinh duyét, tim kiém trén mang (dac biét 1a google com.vn)
thuong wu tién liét ké cac tén mién c6 ma qudc gia “.vn” lén
trude, dac bi¢t khi nguoi tim kiém dang hién di¢n tai Vit
Nam

- Puge Hé thong trung chuyén Internet trong nuwéc —
VNIX ciia VNNIC phuc vu: St dung tén mién”.vn”, luu trit
tai cac may chu co dia chi IP ¢ Viét Nam duogc hé théng trung
chuyén Internet Qudc gia VNIX tir dong trung chuyén tat ca
luu lugng Internet trong nudc bang con dudng ngan nhat,
nhanh nhat.
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- Bao v€ thwong hi€¢u ca nhan : Giup bao v¢ thuong hiéu cua
ban khoi bi sao chép hodc gia mao.

Nhirng lwu ¥ khi diit tén mién quéc gia
- Nén chon tén mién ngin gon, d& nhd: D& dang nhé va truyén dat cho ngudi khac.

- Nén gén vo1 « thuong hiéu » cua ban: phan anh linh vyc hoat dong ctia ban, cua doanh
nghiép ban hoic nhiing tir nguoi khac dé nhé vé ban

- Nén tranh ky tu dic biét: Str dung céac ky tu don gian dé tranh gy nham 1an.

- Phai phu hop véi vin hoa, quy dinh ciia Viét Nam: khong c6 cum tir xAm pham dén
loi ich quéc gia hodc khong phu hop véi dao dirc xa hoi, thuan phong, m¥y tuc cua dan
tdc; thé hién tinh nghiém tic dé tranh sy hiéu nham hoac xuyén tac do tinh da am, da
nghia hodc khi khong dung déu trong tiéng Viét va cac quy dinh khic (quy dinh tai
Diéu 6, Thong tu 21/2021/TT-BTTTT ngay 08/12/2021 va cac vin ban bo sung, thay
thé khac ban hanh sau nay)

- Phai kha dyng : tén mién chua duogc diang ky st dung trudc ddy. Dé tra ctru tinh kha
dung ctia tén mién, ban hiy dang nhap va nhap thong tin tén mién can tra ctru tai duong
dan : https:/tracuutenmien.gov.vn/

Quy trinh ding ky tén mién

Buéc 1 | Lua chon tén mién

Bude 2 | Chon nha dang ky

(danh sach thong tin va nha ding ky tén mién “.vn” dugc cong bo tai
http://nhadangky.vn

Budc 3 | Chuan bi va hoan thién thu tuc dang ky

(Dé dang ky tén mién c4 nhan can : 1. Ban khai dang ky tén mién « .vn »
danh cho ca nhan ( theo Thong tu 21/2021/TT-BTTTT) ; 2. Gidy to tiy than)

Bu6c 4 | Thyc hién viée dang ky tén mién voi nha dang ky duoc lua chon

Buéc 5 | Pua tén mién vao hoat dong

(lwu y : lién hé véi NDK dé dugce hudng dan vé cac dich vu gia tri gia ting
trén tén mién nhu khai bao tén mién — DNS hosting, cai dit thong s6
Website, ...).



https://tracuutenmien.gov.vn/
http://nhadangky.vn/
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Biéu phi diing ky tén mién

MO - DUN 13

Don
TT (Tén phi, 1¢ phi vi Mikc thu (d6ng)
tinh
A Lé phi ding ky sir dung tén mién quoc gia “.vn”
1 Tén mién cap 2 c6 1 ky tur Lan | 100.000
) Tén mién cap 2 c6 2 ky tu Lan | 100.000
3 Tén mién cap 2 khéac Lan 100.000
Tén com.vn, net.vn, biz.vn, ai.vn Lan 100.000
?ile;lé(i:ap Céac tén mién dudi: edu.vn, gov.vn,
N org.vn, ac.vn, health.vn, int.vn va Lan 50.000
4 ttnmieén | ,° ., C s .
I tén mién theo dia gi6i1 hanh chinh
cap 2
ung info.vn, pro.vn, id.vn, 10.vn, Lin 10.000
chung name.vn
5 Tén mién tiéng Viét Lan | 10.000
B Phi duy tri sir dung tén mién quoc gia “.vn”
1 Tén mién cap 2 co 1 ky tu Nim | 40.000.000
) Tén mién cap 2 c6 2 ky tu Nam | 10.000.000
3 Tén mién cap 2 khac Nam | 350.000
Tén com.vn, net.vn, biz.vn, ai.vn Nam 250.000
mién ‘fép Céc tén mién dudi: edu.vn, gov.vn,
3 duo.l‘ org.vn, ac.vn, health.vn, int.vn va Nam | 100.000
4 ten mien | tan mién theo dia giéi hanh chinh
cap 2
dung info.vn, pro.vn, id.vn Nam | 50.000
chung name.vn, io.vn Nam | 20.000
S Tén mién tiéng Viét Nam | 20.000
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Chuwong trinh wu dii B4 Thong tin va Truyén thong dang trién khai

CHU'ONG TRINH HO TRQ' HIEN DIEN SO

Xay dung thwong hi¢u s6, chuyén déi méd hinh
kinh doanh truc tuyén hiéu qua véi cac dich vu
s0 sir dung tén mién qudc gia ".vn" hi¢n di¢n tin

ciy trén mang Internet

Khéi tao dinh danh gwong mit so v6i
tén mién quoc gia "id.vn".

' - DN m@i thanh Iap trong vong 01 ném
- H kinh doanh cé thé c6 gidy phép hop 1é

San phdm hd tro  Tén mién “biz.vn”;
Website, email gan vdi tén mién “biz.vn”

m Sinh vién tir 18 -23 tudi

Tén mién “id.vn”;
Website, email, CV online, blog gan v&i t&n mién “.vn”

Mién phi 02 ndm ké tir ngdy ddng ky (trién khai dén hét 2025)

DPau mbi lién hé : https://hiendienonline.tenmien.vn/



https://hiendienonline.tenmien.vn/
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INTERNET




Dam bao an toan trén Internet

Loi ich dat dwgc

- Nguoi hoc nhan thiue va hiéu céc rui ro
trén Internet nhu: Lira dao qua Internet, tin
cong tai khoan, thiét bi va danh cap théng
tin ca nhan, xAm pham quyén riéng tu;

- Nguoi hoc dugc trang bi kién thirc va ki
nang can thiét dé bao vé ban than khoi cac
rui ro khi str dung Internet;

- Nang cao y thurc, trach nhiém khi st dung
Internet.

Sau khoa hoc, ban co thé:

- Tu bao v€ ban than va gia dinh khoi mot
sb rti ro khi str dung Internet;

- Str dung Internet mot cach hi¢u qua, an
toan

MO - DUN 14

Noi dung hoc phin

- Quy tdc dat mat khau;

- Bao vé dit lidu c4 nhan/ quyén riéng tu
trén Internet;

- Phong tranh Itra ddo tai chinh trén mang;
- Phong tranh Itra ddo tinh cdm trén mang;

- Bao v€ moi truong.

Ban nén chuin bi nhirng gi dé hoc tap tét nhat

- B6 may tinh day du c6 két nbi véi ngudn dién. Hay hoi
don vi to chirc bdi dudng tap huin néu ban tham gia tap
huén, bdi dudng truc tiép.

- Tai liéu huéng dan sir dung;
- But, gidy hodc so tai liéu (néu can)

- Thiét bi truy cap internet, hé thong 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 tac dim bao an toan dién

Nén sir dung 6n ap dé cung cap dién 4p 6n dinh cho may
tinh, tranh nhiing ton hai do sut ap hoic qué ap

Nén sur dung 6 cam c6 chirc nang chong sét va bao vé qua
dong. Biéu nay gitp bao vé may tinh khoi nhiing tdc dong
bat ngo tur su co sét danh hodc cac dong dién bat thuong.

Khong cim qua nhiéu thiét bi vao cung mot 6 cam hodc
str dung 6 cam c6 cong suit khong du . Didu nay co thé
dan dén tinh trang qué tai ngudn dién, 1am hong cac thiét
bi dién, bao gém may tinh.

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

Nén su dung sac va day sac chinh hang dugc ban cung
thiét bi. Tranh sir dung sac khong phai ciia may hodc day
sac hong hoc.

Bui ban ¢6 thé tich tu va gayra van dé vé nhiét hodc thim
chi l1a chap dién. Nén v¢ sinh thuong xuyén gilip may tinh
hoat dong 6n dinh hon va an toan hon.

Quy tic dam bio an toan chay no

Str dung thiét bi da dugc kiém dinh an toan W

Dait thiét bi trén bé mat cung, béng phéng, chic chén,
khong dit 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 béo rang d6
la k¢, gia ké chuyén dung.
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Viéc han ché ludng khong khi ¢ thé 1am hong may tinh hoic gay
chay, do do:

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

- Khong cét gitr may tinh x4ch tay ctia ban trong méi trudng co
ludng khong khi thip, ching han nhu hop dung hodc cip déng kin
trong khi may tinh dang bat

-Khéng dit may gan méi trudng 6 nhiét do cao nhu bép gas, 10
suoi,... hodc truc tiép dudi 4nh nang mit troi (trén 40 do C).

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

Khong dua, ddy bat ky vat nao vao 16 thong hoi hoic 16 md
cta thiét bi. Lam nhu vay co thé gay ra hoa hoan hodc dién
giat do chap mach cac thanh phan bén trong.

Khong st dung thiét bi cua ban trong moi trudng am udt,
chang han nhu gan bon tam, bon rira hodc ho boi hodc trong
tang ham am uot.

Khong 1am d6 thie dn hodc chat 1ong 1én thiét bi cua ban.
Trong truong hop lam d6, dé vé sinh thiét bi, hay tat may,
ngit két ndi thiét bi khoi ngudn dién. Vé sinh thiét bi bang
vai mém thdm nuéc. Khong sir dung chit 10ng hodc chat tiy
rira dang xit vi chiing c6 thé chira cac chat dé chay. Lam kho

trude khi khoi dong lai thiét bi

V¢ sinh man hinh béng vai mém, sach. ThAm nudc vao
vai, sau d6 vudt vai trén man hinh theo mot huong, di
chuyén tir trén xudng dudi man hinh. Nhanh chéng loai
b6 d6 4m khoi man hinh va gitt cho man hinh kho rao.
Tiép xtic lau dai v6i d6 am co thé lam hong man hinh.
Khong str dung chét tay rira cira s6 thuong mai dé vé sinh
man hinh.
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can).

Khi mdy c¢6 hién tuong nong bat thuong & khu vuc pin, can
tat may dé pin giam nhiét do va kiém tra, thay pin méi (néu

viée st dung lién tuc.

Khi khong sir dung may tinh, hiy tit may tinh hodc dua
vao ché d6 ngu ciia may tinh dé giam nguy co chay nd tir

KHUYEN NGHI

v

KHUYEN NGH|
v

Tat may va rat phich cdm ctia may tinh dé ban khi khong
st dung trong mot thoi gian dai.

xuat

Doc k¥ hudong dan va khuyén céo sir dung ciia nha san

KHUYEN NGH|

Quy tic dam bao an toan lao dong

Chon va diéu chinh ban
ghe khi ngoi lam viéc voi
may tinh

bam bao khuyu tay cua ban

thang vai, vudng goc véi

| mat ban, cang tay dugc tha

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

Pam bao ban chan dit phang trén san hoic
dau gbi cao hon hong mot chut. Ban c6 thé
st dung vat ké chan dé dam béo ndi dung
nay.

Gitlr lung théng hodc st dung ghé co tua
lung dé hd trg cot sébng cua ban. Ghé tya
lung co 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 dat duoc
cac bd phan can thiét cua may tinh va cac
vat dung can thiét khac (néu can)

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

bam bao ban lam viéc gon gang, cung cap
du khong gian dé ban c6 thé di chuyén tay

Chon va dat man hinh may tinh

.
& Phan trén cung cua man hinh
‘phai ngang tam mat hoic ngay
dudi tam mat, dam bao ban khong gap co,
cong cb hodc cti cam khi nhin vao man
hinh

Khoang cach gitra ban va man hinh cach
khoang mdt sai tay

¢ Dit man hinh trén bé mat
phang, trudc mat ngudi dung.

Lua chon khoang c4ch giira ban va man
hinh phu hop voi thi lyc ctia ban va kich
thudc man hinh

Néu st dung may tinh xéach tay, hiy nang
may tinh 1én sao cho phan trén man hinh
ngang tam mét dé dam bao ban c6 thé giir
dau va vai ¢ tu thé thoai mai (khong nén cii
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 mit ddm bao hd trg
t6t cho cang tay khi sir dung mdy tinh
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va chan thoai mai. Tranh dé cac vat cung
hodc sac nhon gan khu vuc di chuyén
thuong xuyén cua tay va chan.

Chudt nén dat song song voi ban phim va
gil ca hai canh tay gan voi co thé dé tranh
cing co va vai.

Pam bao anh sang khi 1am rdi

bam bao khu vue lam viée cua ban dugce du
anh sang. Vi tri chd ngdi nén gan cira sb
bam bao anh sang khong gay choi hoac
khong bi phan chi€u qua man hinh may
tinh, di€u nay c6 thé gay hai cho mat.

Nghi ngoi va tip thé duc thudng xuyén

Thuong xuyén nghi giai lao ngan dé roi
khoi ban lam viéc va co ging thay d6i tu
thé sau mbi 30 phut.

Tim nhirng cach tich cuc hon dé ting cudng
van dong trong ngay nhu

bit may in, may quét, may photocopy va
thung rac cach xa ban lam viéc dé ban co
thé di bo dén chd chiing.

Thay dbi nhiém vu cong viéc cta ban dé
ban thay ddi tu thé va sir dung cac bd phan
khéc nhau cta co thé.

Bai 14.2: Céc luu y str dung dién thoai dung cach, an toan
Str dung di¢n thoai di dong diing cach va an toan la rat quan trong dé bao vé strc khoe
va tranh cac rui ro khong dang co, sau day la mot so luu y chung

Quy tac dam bdo an toan di¢n

gbm dién thoai.

Khong cam qua nhiéu thiét bi vao cung mot 6 cam hodc st
dung 6 cam c6 cong suat khong du . Piéu nay co thé dan dén
tinh trang qué tai nguon dién, lam hong céc thiét bi dién, bao

', KHUYEN NGH|

sac hong hoc.

Nén st dung sac va day sac chinh hang dugc ban cung
thiét bi. Tranh sir dung sac khong phai cia may hoic day

hai, ran nuirt hoac bi 1ao hoa.

Pam bio rang tat ca dy dién va cap két noi déu khong bi hur

', KHUYEN NGH|

Tranh sac qua dém. Vi¢c sac lién tuc trong thoi gian dai
c6 the lam gidm tudi tho pin.

Khong sac dién thoai khi dang st dung. Khi ban str dung
dién thoai trong khi sac, thiét bi c¢6 thé tré nén néng hon do
ca hai qua trinh sir dung va sac cung dién ra, nhiét 4 cao co
thé 1am giam tudi tho pin va gy hai cho céc linh kién bén
trong. Pong thoi, sac dién thoai khi dang st dung c6 thé lam
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tang nguy co dién giat gy anh huéng dén tinh mang, dic
biét néu ban sir dung b0 sac khong chinh hang hodc bd sac bi
hong.

Tranh sac dién thoai & noi 4m uét. Sac dién thoai ¢ noi
am u6t, chang han nhu trong phong tim hoidc gan bé boi,
c6 thé din dén dién giat, gay thuong tich nghiém trong.
Hoic nude c6 thé xdm nhdp vao cac cong va khe hé cua
dién thoai va bd sac, gdy ra doan mach va lam hong cac
linh kién bén trong.

Tranh dé dién thoai tiép xuc truc tiép véi anh nang mit troi
hoac cac nguén nhiét. Anh néng mat tro1 [am tdng nhiét 4o
ctia pin, khién cac phan (mg héa hoc bén trong dién ra nhanh
hon va manh mé€ hon binh thuong. rong truong hop qua
nhiét, pin c6 thé bi phong 1én, tham chi gay chay nd, giy
nguy hiém cho ngudi dung va cac thiét bi xung quanh

Mot so “meo” khi sac di€én thoai

Ludn giit pin & murc tir 30% dén 90%.
+ Chi sac pin lai khi d3 giam xudng dué6i 50%.
+ Hay ngét sac khi vira cham dén 100%

+ Nén sac ngay khi dién thoai bao dudi 20%, tranh dé pin
can kiét, sap nguon roéi mai sac

Nén tat ngudn khi pin yéu chua kip sac

Mgo kéo dai tudi tho | T4 4ng dung, Bluetooth, WiFi dé sac nhanh hon
pin dién thoai .. _ . . .
To1 wu hoa qua trinh sac pin. Vao muc Cai dat r6i chon pin

va bat Tinh trang Pin, chuyén sang ché do Sac pin tdi wu
hoa.

Bat Ché d nguodn dién thap (néu c6)
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Lay dién thoai ra khoi nu6c cang nhanh cang t6t
Nhanh chéng tim céch tit ngudn dién thoai ngay lap tirc

Thao roi mot s6 bo phan c6 thé: i) Thao nap lung va lay pin
ra khoi may ngay 1ap tic, dung khin mém kho dé lau pin,
sau d6 dé ¢ noi thoang mat cho pin nhanh khé; ii) thao
SIM, thé nhé ra khoi may

Lau kho bén ngoai: Dung khan mém, khé dé lau sach nudce

Meo xir ly dién thoai | ~ . . L L
trén bé mat dién thoai. Tranh cha xat manh.

khi bi nwéc xam
nhép Hut am cho thiét bi: dung thiét bi chuyén dung dé hit am
hodc cac cach hut am nhu dat dién thoai vao trong bao gao
hoic silica; Str dung may say toc (& ché do lanh) dé Hudng
ludng khi lanh véo cac khe, cong két ndi dé 1am kho. ..

Kién nhin cho doi: Sau khi thue hién cac budc trén, hiy dé
dién thoai ¢ noi kho rao 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 dimg tay dé sir dung dién thoai khi dang ldi xe sé bi
phat:

+ Phat tién tir 2.000.000 dong dén 3.000.000 dong doi voi
nguoi diéu khién xe 6 t6 hodc cac loai xe twong tu xe to to, tur
800.000 dong dén 1.000.000 dong doi voi nguoi diéu khién xe
mé 16, xe gan may (ké ca xe may dién), cdc logi xe tuwong tir xe
mé 16 va cdc loai xe tiwong ty xe gan mdy

+ Hinh thirc xit phat bé sung: Bi twéc quyén sir dung Gidy phép
ldi xe tir 01 thang dén 03 thang hodc Bi twéc quyén sir dung
Gidy phép ldi xe tir 02 thang dén 04 thang néu thwc hién hanh vi
vi pham gdy tai nan giao thong.

Han ché sir dung & noi nguy hiém

Vi du nhu khi dang di bo qua duong, lam viéc & noi co
nhiéu may moc, dac biét 1a tranh st dung dié¢n thoai ¢ khu
vuc cdy xang.

Phat canh cdo hodac phat tien tir 100.000 déng dén
300.000 dong doi véi hanh vi mang diém, bdt lira, dién
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thogi di ddng, nguon lira, nguon nhiét, thiét bi, dung cu
sinh lira, sinh nhiét vao nhitng noi co quy dinh cam.

Phat tién tir 3.000.000 dong dén 5.000.000 dong doi véi
hanh vi sit dung nguon lira, nguon nhiét, dung cu sinh lira,
sinh nhiét hodc cdc thiét bi dién, dién tir & nhitng noi co
quy dinh cam.

Sir dung mat khau manh dé khéa man hinh dién thoai
') KHUYEN NGH|

Pién thoai di dong cho phép ban tuong tac, sir dung nhiéu dich
vu nhu mua sam, ngan hang, dich vu cong... va c¢6 chiic nang
lwu 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 béng
ma PIN hodc Pattern (mot hinh v€ duogc tao béng cach ndi cac
diém trén man hinh theo mot thtr tu nhat dinh) dé bao vé thiét bi
cua ban khoi cac truy cép trai phép cuia nguoi khac.

Can trong voi viéc tiai xuong cac ing dung trén kho
hoic x6a mot so irng dung tu dong tai xuong thiet bi
cua ban

Rt nhiéu ung dung hi¢n nay dugc phat trién dé danh cép
dir liéu ca nhan cua ban, gay hai cho thiét bi cua ban. Hay
can trong v6i cac tmg dung yéu cdu ban nhap ma PIN hoic
céc thong tin ca nhan. Ban nén chi tai vé cac ung dung co
ngudn tin cdy nhu tng dung trén kho tng dung chinh thuc,
kiém tra danh gia ciia ngudi dung (sb sao duoc danh gid)
dbi voi tmg dung va y kién cta nguoi dung.

Cép nhit hé diéu hanh va phan mém cai dit trén thiét bi

KHUYEN NGH|
v

Céc nha phat trién hé diéu hanh va phan mém s€ cap nhat, chinh
stra cac 10 hong bao mat dé nang cap tinh ndng va bao v¢ nguoi
dung so véi cac phién ban trude

Tranh dang nhip vao cac rng dung quan trong nhw
thanh toan, mua sam... khi truy cap vao mang Wifi
cong cong

Wi-Fi cong cong tiém an nhiéu rai ro bao mat. Khi két ndi
v6i mang Wi-Fi cong cong, ban dang chia sé két ndi
internet voi nhiéu nguoi khéc. Diéu nay tao co hoi cho tin
tac loi dung dé tn cong, truy cdp va danh cép thong tin
ban str dung dé diang nhap vao tng dung hoic lira déo.
Hay str dung mang 4G/5G: Néu c6 thé, hiy str dung mang
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di dong 4G/5G dé thuc hién cac giao dich tryc tuyén quan
trong.

Lu6n canh giac véi cac cufc goi, tin nhan, email la, dic biét
1a nhitng trwong hgp yéu ciau cung cap thong tin ca nhan
hodc tai chinh

Tuyét d6i khong cung cp thong tin ca nhan, mat khau, ma OTP
qua dién thoai, tin nhan, email... cho ngudi khéc.

Hay két thiic cudc goi va Goi lai s6 dién thoai chinh thirc dé xéac
minh thong tin khi nhan dugc cudc goi la

Luu y:

- Cdc co quan chinh quyén, ngdn hang, cdc t6 chirc uy tin sé
khong bao gio yéu cau ban cung cdap thong tin ca nhan (so
CCCD, mat khdau, ma OTP xdc thuc) qua dién thoqi, tin nhan,
email.

- Néu nghi ngo, hay lién hé truc tiép dé dwoc hé tro va gidi dap.

Kiém tra ky cac dwong link
Trude khi nhan vao bét ky duong link nao do nguoi khac

guri dén, hay kiém tra k¥ dia chi URL dé dam bao d6 1a
trang web chinh thong.

Khong chuyén tién cho nguoi la: Khong chuyén tién cho bat
ky ai ma ban khong quen biét hodc khong co co sé tin tudng.
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BAI 2: QUY TAC PAT MAT KHAU

Mt khdu gitip bao vé théng tin c4 nhén, tai khoan truc tuyén cia ban khoi nhitng nguoi
khéc. bé ngan nhitng nguoi khéc, dac biét 1a tin tdc, pha mat khau va xam nhdp vao nhiing
thong tin ¢4 nhan, ban can dat mat khau manh. St dung mat khau manh va gilr chung an toan
1a diéu quan trong v&i su an toan va riéng tu ciia ban khi tham gia vao méi trudng so.

Cich tin tic c6 dwoc mat khiu

e DO mat khéu;

e Doan mat khau;

e Hinh thirc tin cong phi k¥ thut.
VD: Giri email/tin nhdn, yéu cau ddang nhdp vao tai khoan qua mét dwong link gid
mao

Quy tic dit mat khau

e Khong quéa ngan, it nhat 12 ky ty nhung c6 14 ky tur tré 1én s& tot hon;

e Két hop chir hoa, chit thudng, s va biéu twong;

e Khac biét so v6i cac mat khau da dat trude do.

Vi du: Trexanhxanhtubaogio!l

e,

e Tranh sir dung céc tir pho bién hodc cac thong tin lién quan dén ca nhan cia 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 sir dung mot mét khau trong nhiéu nam.
e Khi ban ding nhap vio tai khoan, hiy dam bao ban ding xuat khi di hoan thanh

viéc va khong luu thong tin dang nhap cia ban trén may tinh cong cong.

Meo:

Lya chon céc tir/cum tr, cau hat, cau tho hodc cum tir c6 ¥ nghia véi chi riéng ban va
ghép chung lai voi nhau.

—
—— o o -

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 ning kiém so4t nhitng gi ngudi khac biét vé minh, hay néi mot

cach don gian la cach chung ta xtr 1y thong tin vé ban than. Cac thong tin nay co6 thé

bao gdm danh tinh, hoat dong, s& thich, thoi quen va céc khia canh khac trong cudc
Aol

song.

Khi thuc hién cac hoat dong trén Internet, ban c6 thé dang tiét 10 thong tin c4 nhan
clia minh — thir ma nhiing ngudi khac ¢ thé dung dé xam pham quyén riéng tu cta
ban. Cac thong tin nay co thé 1a cac thong tin nhu: Ho va tén, ngay sinh, dia chi nha/noi
lam viéc, email...

Vi du: Khi mua sam triec tuyén, ban cé thé sé phdi cung cdp théng tin vé thé tin dung
va dia chi nha cho cac don vi cung cd'p dich vu.

Céc trang mang thudng cung cip dich vu mién phi dé duoc ghi lai nhitng gi ban lam,
bao gom:

- Nhitng thong tin ban tim kiém trén trang cta ho;

- Nhitng bai dang, hinh anh ban dang tai hoac tuong tac trén mang xa hoi;

- Nhitng san pham ban mua/luét xem;

Vi sao cin bao vé thong tin ca nhan Kkhi sir dung Internet:

- Nhing thong tin vé ban xuét hién trén Internet tao nén danh tiéng va hinh anh cua
ban trén Internet;

- Khi thong tin ¢4 nhan cta ban - bao gdm ca thong tin nhay cam — xuat hién trén
Internet, nhirng ké xau c6 thé st dung chiing dé thuc hién cac hanh vi pham to1, nhu
gia mao ban, mo thé tin dung, thé ngan hang hoac c6 thé quay roi, tong tién ban...

Cach bao v€ quyén riéng tw ca nhan trén internet

1 Tai liéu huéng dan day hoc ki ning s6 va an toan Internet danh cho gi4o vién, Meta, VNIES, Vietnet-ICT
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Khi chia s¢ thong tin, khong nén
chia sé nhi€éu hon murc can thiét

- Khong dang tai nhirng ndéi dung ma ban khong
muon cong khai;

- Han ché chia sé céac thong tin chi tiét nhu dia chi
nha/noi lam viéc, s6 dién thoai;

- Gilt bi mat cac thong tin nhu tén dang nhap va mat
khau tai khoan, tai khoan ngan hang...

- Khi dién cac biéu mau, chi nén nhép cac thong tin
bat budc — thuong dugc dugc danh dau bang dau

*);

Kiém tra cic cai dit tng dung
trén céac thiét bi k¥ thuat sb cla
ban. Hiy can than khi cho phép
ung dung truy cdp camera (may
anh), micro (mic), vi tri...

Ban c6 thé xem lai quyén ban da
cdp cho img dung trén dién
thoai di dong thong minh cua
ban trong muc “Cai dat”

- Nén cho céac tmg dung truy cip cac quyén lién
quan den ching nang cua ching. Vi dy, tng dung
thoi tiét chinén co quyén truy cap vi tri, khong nén
cAp quyén truy cap danh ba;

- Nén can nhac thay doi quyén trong ing dung thanh
“khi dung ing dung” thay vi “luén luén”;

- Néu khong con nhu cau st dung tng dung, nén
x0a no khoi thiét bi cua ban.

Str dung ché dd an danh hoac
riéng tu khi st dung trinh duy¢t

Khi sir dung ché d6 an danh hoic riéng tu:

- Trinh duyét khong luu trit thong tin ban truy cap
trén internet;

- C4c trang mang tam thoi khong nhan ra nguoi sur
dung;

Luu y:

- Nha cung cap dich vu Internet ciia ban van c6 thé
biét ban dang truy cép ¢ dau trén Internet;

- S6 luong quang cao co thé giam di.

Céch st dung ché do an danh hodc riéng tu trong
trinh duyét:

- Chrome: Nhap vao dau ( ° Tuy chinh va kiém
soat Google Chrome) 6 goc trén cung bén phai man
hinh > Nhap vao cua s6 an danh mdi

F=9

o

Cilta =8 An danh mdi Ctrl+Shift=M
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- Safari: Nhip vao biéu tuong Tab & goc phai
man hinh > Chon tab Riéng tu

- Microsoft Edge: Chon vao logo Microsoft Edge
tac vu > Chon Cura s0 riéng tu méi

Str dung két ndi an toan Mang Wi-Fi cong cong khong c6 mirc do 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
c4 nhan, vi du nhu thong tin lién quan dén tai khoan
ngan hang.

e o E mm  mm e mm S e S e Smm M Smm M Smm M Mmm M Smm M Smm M Smm R Smm e Smm e Mmm e Smm M mmm e s e

Meo:
- Hay gitr kin mat khau;
- Luon céap nhat phén mém va thiét bi;

- Ludn cip nhat hé diéu hanh;

—— o o - o - = =

- Chi cung cap thong tin cho nhitng trang mang uy tin (trong thanh dija chi, c6 hién
thi https:// hoic biéu tuong 6 khoa)

o T o mm — — — ——— —
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BAI 4: PHONG TRANH LUA PAO TAI CHINH TREN MANG

Ltra ddo 1a cac hanh vi gian lan co thé duoc thuc hién véi muc tiéu Lira tién, Lira dao
tinh cam, hoidc danh cdp thong tin bi mat. Lira dao truc tuyén dién ra trén moi truong
Internet. Hanh vi lira dao c6 thé dugc thuc hién theo nhiéu phuong thirc khac nhau,
thong qua cac tmg dung hen ho truc tuyén, email, cic trang web, mang x4 hoi, dién thoai
va tham chi ca tin nhén vin ban.

Lira dao tai chinh nham lira tién va tai san cta nguoi khac.

M6t s6 hinh thikc lira ddo tai chinh pho bién va diu hiéu nhan biét

Hinh thirc Iira
dao

Dau hi¢u nhan dién

Bién phap phong tranh

Gid mao céc trang
thong tin dién tu
co quan, doanh
nghi¢p (BHXH,
ngan hang...)

Tao trang web c6 giao dién gan
gidng trang web cia co quan,
doanh nghiép dé ngudi dung
nhim tudng 1a trang web cua
don vi cung cip. Sau d6 gt tin
nhan gia mao thuong hiéu véi
ndi dung yéu cau nguoi ding
phai truy cip vao lién két gia
mao nay dé: Cung cip thong tin
ca nhan (nham danh cip dit liéu)
hodc ngay khi nguoi dung truy
cap cic website, ndy sé& xuat
hién nhiing canh bao, de doa
hodc cic chuong trinh tring
thuong dé du dd ngudi dung
truy cap dén nhitng website
khong an toan khac.

- 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 hgp gilip ngédn chan truy cép
vao trang web doc hai);

- Kiém tra két ndi an toan:
Puong dan URL trén thanh dia
chi cua trinh duyét phai dugc
bat dau bang “https://” va co
mot biéu twong 6 khoa 1a mot
dAu hiéu an toan;

- Can than voi cac duong lién
két va s dung cic phan mém
bao mat cho thiét bi ctiia ban;

- Canh giac va han ché cung cap
théng tin ca nhan trén cac trang
web khong xéc dinh;

Combo du lich gia
ré

Lam gia website/fanpage cua
cong ty du lich uy tin, sau do:

-Pé nghi dat coc tour du lich gia
ré, dich vu lam visa (thi thuc),

- Tim hiéu k¥ thong tin vé dbi
tuong/dai 1y cung cap dich vu
du lich;

- Canh giac véi cac combo du
lich gia qua ré (ré hon 30-50%
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Mot s6 hinh thirc lira déo tai chinh pho bién va diu hiéu nhén biét

Hinh thue lra
dao

Dau hi€u nhan dién

Bién phap phong tranh

vé may bayi,... roi chiém doat s6
tién da dat coc;

- Sau khi khach hang chuyén
khoan thanh toan dich vu, cac
d6i tuong s& chan lién lac va x6a
dau vét.

s0 vOi gia thi truong); than trong
vé6i cac yéu cau dit coc giit chd;
- Chi y dn cac dau hiéu
website/fanpage gia mao.

Lura dao cudc goi
video Deepfake

Cac dbi tuong st dung cong
nghé tri tué nhan tao (AI) dé tao
ra nhiing video hoac hinh anh
gia, sao chép chan dung dé tao
ra cac doan video gia nguoi
than, ban bé dé thyuc hién cac
cudc goi ltra dao tryc tuyén, yéu
cu chuyén tién. Mot sb dic
diém cua cac cudc goi nay:

- Thoi gian rat ngdn;

- Khuén mit nguoi goi thiéu
cam xuc, khong tu nhién, hodc
huéng ciia co thé va dau khong
nhat quan véi nhau...

- Mau da cia ngudi goi bat
thuong, anh sang va bong d6
khong hop 1y;

- Am thanh khong khép vé6i hinh
anh; chat luong hinh anh, video
kém, chap chon;

- Cudc goi bi ngit giita chimg
Dbi tuong thuong dung 1y do
mat song, song yéu). ..

Binh tinh x4¢ minh thong tin:

- Lién lac truc tiép v6i nguoi
than, ban bé¢ qua mdt kénh khac
dé xac nhan lai thong tin;

- Kiém tra k¥ s6 tai khoan yéu
cau chuyén tién. Néu 1a tai
khoan la, tot nhat khong nén tién
hanh giao dich.
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Mt s6 hinh thic lira ddo tai chinh phd bién va diu hiéu nhan biét

Hinh thire lira
dao

Dau hi€u nhan dién

Bién phap phong tranh

Lira dao tuyén
dung CTV online

Lira tuyén cong tac vién "viéc
nhe luong cao" - gid mao cac
trang san thuong mai di¢n tu
nhu Tiki, Shopee, Lazada va cac
thuong hiéu 16n dé chiém doat
tal sadn cua cac nan nhan va:

- Yéu cau tam Ung tién dé bat
dau cong viéc;

- Yéu cau cung cap thong tin vé
thé tin dung, ngan hang...

- Ludn canh giac va khong chia
sé thong tin nhay cam véi bat ky
ai;

- Kiém tra thong tin cong ty
tuyén dung, hop dong hoic thoa
thuan cong tac,...

Rao ban hang gia
hang nhai qua san
thuong mai dién
tur

- Ban hang gi4 qua r¢;

- Thiéu thong tin chi tiét vé san
pham;

- S6 luwgng gidi han va dat ap luc
mua hang 1én ngudi mua;

- Panh gid mua hang khong tu
nhién (Nhan xét tich cuc qua
muc);

- Phuong thure thanh todn khong

an toan (Khoéng thanh toan qua
san TMDT);

- Can nghién ciru, danh gia can
than vé: thong tin san pham,
ngudn gdc ngudi ban, y kién
nguoi da tirng mua hang. ..

*Pé biét thém va cdp nhdt lién tuc cdc hinh thirc lira ddo phé bién, vui long xem thém
tai: https://khonggianmang.vn/



https://khonggianmang.vn/
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- Luén canh giac khi ai d6 dua ra cac thong tin tic dong dén tim 1y nhu yéu cau
ban phai hanh dong vi mot 1y do khén cép, mot khoan 1oi nhuén bat ngo kho tin,
mot hoan canh khé khan can gitp da,...

- Ludn xac minh céc thong tin trude khi hanh dong va can trong khi c6 ¥ dinh
truy cip vao céc lién két, cac tép dinh kém hay hinh anh tir cac ngudn khong xéc
dinh.

- Ludn canh giac khi cung cap thong tin ca nhan, dic biét 1a cac thong tin nhay
cam nhu thé ngan hang, cac tai khoan email, mang xa hoi,....

- 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 hi¢u nhan dién

K¢ Itra dao thuong tao mot hd so gia mao, st dung hinh anh cua ngudi khac dé tao
mot ho so dep, hoan hao nham thu hiit moi nguoi.

K¢ lira dao 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 manh liét.

K¢ Itra ddo thuong tranh dé lai dau vét trén ho so truc tuyén cia minh, vi vy s€ ép
ban roi1 khéi g dung hen ho dé tro chuyén qua tin nhan hoac email.

K¢ lira dao c6 thé hen gap mit, nhung sau d6 lai huy hogc tim cach tri hoan vi mot
1y do nao d6 dé c6 thém thoi gian thuc hién cac y dd xau.

Ho c6 thé yéu cau ban chuyén tién, ting qua hodc thuyét phuc ban dau tu dé lira dao
tai chinh. Hoac mot s6 truong hop khac, ké Itra dao dan du nan nhan giri hinh
anh/video nhay cdm dé€ sau nay de doa, tong tién.

ﬁ-m@CQ

Pé tranh tré thanh nan nhén ciia lira dio tinh cam

- Nén cham lai: Ludn gitt canh giac va khong qua nhanh tin tuéng vao mét nguoi ma ban maéi gap
qua mang x4 hoi hodc cic nén tang truc tuyén khac.

- Hay hét stre can trong trong viéc chia sé cac thong tin ca nhan nhu thong tin lién lac, dia chi, va
cac hinh anh nhay cam. Néu dé 16 cic thong tin niy co thé s& gip mot s6 nguy hiém nhu bi lam
phién, téng tién, bat coc hodc theo ddi.

- Néu nhu ban cam thay khong thoai mai khi tro chuyén voi ai d6 trén méi truong truc tuyén, ban
c6 thé sir dung céc tinh ning chan, huy két ban. Hiy bio céo bat ky tai khoan nao yéu cau ban
chia sé thong tin ca nhan ma c6 thé xAm pham quyén riéng tu, sy an toan hay biao mat cuia ban

hodc bat ky ai ma ban cam thdy dang ngo.

M@t vai goi y khi ban quyét dinh gip g ai d6 ban quen truc tuyén:
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- Ban nén chia sé ké hoach gip g&, thong tin cho ngudi than hay nhitng ngudi ma ban cam thay
dang tin cay.

- Néu co thé, hay sur dung tinh nang chia sé dinh vi/vi tri qua cac thiét bj di dong dé da dang nhan
dugc tro giup khi gip su cd.

- Nén chon diém hen & noi cong cong, coO nhiéu nguoi xung quanh; tdt nhat 14 nén tim hiéu vé dia
diém gap trudc cude hen.

- Ban nén chu dong trong viéc phuong tién di lai dé khong phu thude vao ddi phuong va chic
chan dién thoai di duogc sac pin ddy di, dam bao lién lac v6i ngudi than ctia minh.

- Trong budi hen, hay luén can trong khi dung nudc uéng, dd an hodc cac chat kich thich va dic
biét Iuu y khi chia sé bat cir thdng tin ca nhan nao.

- Nhanh chéng két thiic cudc hen va tré vé nha néu cam thiy c6 dau hiéu dang ngo hodc ddi

phuong lam bat ctr diéu gi khién ban cam thay khé chiu.
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Khi str dung cac thiét bi va dich vu s6 c6 thé gay ra mdt s6 van dé lién quan dén moi

truong sau day

Ban c6 thé lam gi?

Ti€u thu nang luong véi cong suat 16n

Phat sinh khi thai CO2 trong qua trinh

san xuat thiét bi va sir dung thiét bi

Gay 6 nhiém hoa chat: Do qua trinh san
xuét c6 thé sir dung nhiéu loai vat liéu va
héa chit doc hai hoac qua trinh xur 1y rac
thai dién tir khong dung cach co thé giai
phoéng cac hoa chat doc hai vao méi

truong

Tac dong xau dén mot so loai dong vat

va h¢ sinh thai

Ban c6 thé tiét kiém ning luong va giam
luong khi CO2 thai ra méi trudng bang

mot s6 diéu chinh sau:

- Str dung thiét bj dién tir hiéu qua:
+ Tit thiét bi khi khong st dung;

+ Gidm ti€u thy dién ndng man hinh:

e Piéu chinh d6 sang man hinh:
Giam d6 sang xudng muc thap nhat
nhung van dam bao ban c6 thé nhin
0 ndi dung hoac bat ché d6 tu
dong diéu chinh anh sang man hinh
theo moi truong xung quanh;

e Tt man hinh khi khong st dung;

+ Bat ché do ché do tiét kiém pin cho thiét
bi;

+ Chuyén may tinh sang trang thai ngu;

+ Tat Wifi va Bluetooth néu ban khong sir
dung dén ching. Wifi va Bluetooth tiéu
thu nang lugng ngay ca khi ban khong st

dung chung;
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- Kéo dai vong doi str dung thiét bj sd

bang cach tai ché, tan trang lai. Hay:
+ Stra chira thay vi vt bo;
+ Nang cép thay vi thay thé;

+ Tai st dung bang cach ban, ting hoic

quyén gop thiét bi cil.

Cich diéu chinh d9 sang man hinh va bat ché do tiét kiiét kiém pin

Piéu chinh d sang man hinh
Céch 1: M¢ trung tam diéu khién, sau d6
kéo “®" 1én (dé ting do sang) va kéo xudng

(dé giam do sang)

He diéu hanh 10S Cach 2: Cai dit © > Man hinh & P9 sang,

Pién thoai | (IPhone) sau do kéo thanh truot.

Bat ché do tw dong thay d6i do sang man

H¢ diéu hanh Androi hinh dié¢n thoai phu hgp véi méi trudng

Cai dat @ > Man hinh & D6 sang > bat ché
do Tw dong/D9 sang tw dong

Diéu chinh d¢ sang
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\Il

Cdch 1: Nhan phim ting d6 séng -7~ hosc
phim giam do sang O

Céch 2:

+ Chon menu Apple .’ > Cai dit hé thong,

. sau d6 bém vao Man hinh & trong thanh bén.
May tinh | Hé di€u hanh IOS , . ,
(C6 the ban can phai cudon xudng).

+ Kéo thanh truot Do sang ¢ bén phai dé diéu

chinh d6 sang ctia man hinh.

Bat tw dong diéu chinh d sang

- Chon menu Apple ® > Cai dat hé thong, sau
d6 bém vao Man hinh &3 trong thanh bén. (C6
thé ban can phai cudn xubng).

- Bat “Ty dong diéu chinh d9 sang” o bén

phai.

Diéu chinh d¢ sang

Cdch 1: Chon biéu tuong E O gbc tradi man

hinh > Expand > Nhép chon biéu tuong goN
dé diéu chinh d6 sang;

He diéu hanh Windows | 4.4 - Nhén phim Windows 4 trén ban
phim > Chon biéu tuong el Settings (Cai
dit) (Hodc nhén t6 hop phim Window va

phim I trén ban phim dé mé Settings) >
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System > Display > Change brightness >
Kéo thanh truot dé diéu chinh

Cach bat ché d6 tiét kiém pin cho thiét bi

Dé bat hoic tit Ché do ngudn dién thap:

- Cach 1: Cai dat > Pin > Bat ché do ngudn
dién thap;

- Céch 2: Trung tam diéu khién. Mo phan Cai
dat > Trung tim diéu khién > TUy chinh diéu

khién, sau d6 chon Ché d¢ ngudn dién thap dé
Hé¢ diéu hanh 10S

(Iphone)

thém vao Trung tam diéu khién.
Dién thoai Tai trung tam diéu khién, nhap chon biéu

twong Pin trén trung tim diéu khién dé bat Ché

d6 ngudn dién thap a

Céch bat ché d6 tiét kiém pin:

Céch 1: Vao cai dat > Chon chure nang lién
quan dén pin ( Cham séc pin va thiét bi/Bao

. tri thiét bi/ > Pin) > Bat tiét kiém pin
Hé diéu hanh Android

Céch 2: Vudt man hinh tir trén xudng dé mé
rong thanh thong bao > Chon biéu tuong tiét

kiém pin dé bat
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May tinh | IOS (Macbook)

Cach 1: Nhin phim Windows 4 trén ban
phim > Chon biéu tuong % Settings (Cai
dit) (Hodc nhan t6 hop phim Window va
phim I trén ban phim dé m& Settings) > Tai
thanh tim kiém, nhap tir khoa Battery (Pin)
Android > Tai clra s6 Battery, nhan vao cong tic dé

bat ché do tiét kiém pin;

Céch 2: Tai gbc trai man hinh, chon biéu

tuong Pin @t > Chon Battery
Settings (Cai dit pin) > Tai cira s Battery,
nhén vao cong tac dé bat ché do tiét kieém

pin;
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su dung may tinh;

hudng

Sau khoa hec, ban c6 thé:

- Str dung cac thiét bi s6 va Internet
mot cach an toan, c6 trach nhiém véi

moi truong hon;
- Ty nhan dién va giai quyét khi gap
mot s6 van dé ky thuat don gian

thuong gap

- Nhan biét duoc cac dau hiéu bat
thuong pho bién co thé xay ra trong
qua trinh st dung thiét bi, tng dung.
Biét mot s6 ki thuat dé giai quyét tinh

- Gitp ngudi hoc nhan biét va xu ly
mot s6 van dé k§ thuat thuong gap khi

- C4c 16i thuong gap trén may tinh;

- X4c dinh khoang cach vé ning luc sb.

il

Ban nén chuan bi nhirng gi dé hoc tap tot nhat

- B6 may tinh day du c6 két nbi véi ngudn dién. Hay hoi don
Vi t6 chirc boi dudng tap huan néu ban tham gia tap huan, boi
dudng truc tiép.

- Tai lieu huéng dan sir dung;

- BUt, gidy hoic sb 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 Triéu ching .
May tinh khéng bat nguon

M6 ta 1 Ban co bat may tinh nhung khong c6 bat ky phan ng nao tir may tinh
(quat khong quay, dén khong sang).
Nguyénnhan1 | Diéu nay thuong lién quan dén van dé vé nguon dién dau vao cua
may tinh
Cach khic phuc | 1. Kiém tra tat ca cac day cap va két noi dé dam bao moi tha déu an
toan.
2. Thu gitr nGt nguon trong mot phut dé xem ligu may tinh c6 phan
rng khéng. Ban ciing c6 thé thir thao pin (néu Ia may tinh xach tay,
pin c6 kha nang théo roi) hodc thao day cap, cim lai vao 6 cam dé
xem may c6 bat nguén theo cach dé khong.
Néu may tinh khong 1én, hay klem tra nhiing van dé sau
Vdn dé vé nguon dién:

« O cim dién: Kiém tra xem 6 cam dién c6 dang hoat dong khdng
bang cach cam mot thiét bi dién khac vao 6 dé kiém tra hoac rut
cac thi bi dién khac ra khoi 6 dé dam bao 6 cam khong bi hong
hoac qua tai.

. Day nguén: Kiém tra day ngudn xem c6 bi dut, gy hoac long léo
& cac dau cam khéng. Thir thay thé bang mot day ngudn khac dé
loai trir kha nang nay.

« Ngudn may tinh: Ngudn may tinh c6 thé bi hong. Ban c6 thé thi
thay thé bang mot ngudn khéc twong thich dé kiém tra.

« Pin may tinh bi héng hogc hét pin: cd thé do nhiéu nguyén nhan:
i) ban da sir dung may tinh trong thoi gian dai ma khong sac, pin
c6 thé da can kiét hoan toan va khong du nang luong dé khoi dong
may: ii) Pin bi chai: Sau mét thoi gian st dung, pin s& dan bi chai,
dung luong giam di dang ké va khong giir duoc dién lau; iii) Pin
bi 15i: Pin c6 thé bi 16i do c4c yéu té 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 khong duoc
sac day hoic khong nhan sac.

1
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Truong hop nay, héy tat may hoan toan va cam day sac hoac nho
ky thuét vién thay the pin
Van de vé nat nguon:

« NGt ngudn bi héng: NGt ngudn co thé bi ket, Iong hoac hong hoan
toan. Ban ¢ thé thir dung maot vat nho, sach, khé (bang nhua, gd
hoic bang vat liéu cach dién) dé an tryc tiép lai vao nat ngudn.
Tuy nhién, day 13 mot thao tac kha nguy hiém, nén can nhic ky
trudc khi thuc hién.

Vdn dé vé bo mach chu:

« Bo mach chi bj héng: Pay 1a mot trong nhirng nguy@n nhan phé
bién nhat khi may tinh khéng c6 bat ky phan ¢ng nao. Bo mach
chu ¢6 thé bi chay, chap mach hoic hong cac linh kién khac.

Luuy

« Khong ty y thao lap pin néu khdng co kinh nghiém: Viéc lam nay
c6 thé gay hu hong cac linh kién khéac trén may tinh.

« Chon mua pin chat luong: Nén chon mua pin chinh hing hozc pin
ctia cac thuong hiéu uy tin dé dam bao chat luong va do bén.

o St dung pin dang cach: tham khao ndi dung tai M6-dun 14, bai 1

Tri¢u chung
Tiéng on lén tir may tinh ‘ ))

M0 ta

Ban c6 thé bat dau nghe thay tiéng kéu lach cach hoic tiéng nghién
I6n tir may tinh cua minh.

Nguyén nhan

Nguyén nhan chu yéu thudng dén tir quat tan nhiét, 6 cirng hoic cac
linh kién khac hoat dong qué muc.

Quat tan nhiét:

- Bi bam bui: Bui ban bam vao canh quat 1am can tro qué trinh tan
nhiét, khién quat phai hoat dong manh hon dé 1am mat.

- Kho dau: Quat bi khd dau khién ma sat ting 1én, gay ra tiéng kéu.

- Hong hoc: Quat bi hong, bién dang hoic Iéch truc.

O ctng: n

- O cung co (HDD): O cung co hoat dong bang cach quay dia tir, tao
ra tiéng kéu lach cach.

- Bad sector: Cac bad sector trén 6 cting ciing c6 thé gay ra tiéng on
bit thuong.

Cac linh kién khac:
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- Card d6 hoa: Quat tan nhiét cua card d6 hoa ciing c6 thé gay ra tiéng
on khi‘hoat dong. ‘

- Nguon may tinh: Quat nguon hoat dong qué tai cling c6 thé gay ra
tiéng on.

Cach khic phuc

Vé sinh may tinh (sau khi dam bao may tinh di dwoc ngat hoan toan
khoi ngudn dién)
- Théo than may: Théo c4c tdm bén cua than may dé dé dang vé sinh
bén trong.
- Lam sach quat: St dung chdi nho 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, hiy thay thé bang loai
keo méi dé dam bao hiéu qua tan nhiét tot hon.
Kiém tra va thay thé linh kién:

- Quat: Néu quat bi hong, hay thay thé bang quat mai.
- O cung: Néu 6 cung phat ra tleng kéu la va dir lieu quan trong da
dugc sao luu, ban ¢ thé can nhic thay thé bang 6 ciig SSD dé giam
tiéng 6n va ting toc do.
- Card d6 hoa: Kiém tra va thay thé quat tan nhiét cua card do hoa néu
can thiét,
biéu chinh téc dé quat:
- Sir dung phan mém diéu khién quat: Mot s6 phan mém cho phép ban
diéu chinh toc d quay cua quat dé giam tiéng on. Tuy nhién, viéc giam
téc do quat qua nhiéu co thé gay ra tinh trang qua nhiét cho may tinh.
Thay déi vi tri dat may tinh:
- D4t may tinh trén bé mat phang: Tranh dat may tinh trén bé mat mém
nhu tham hozc dém, vi diéu nay c6 thé 1am ting tiéng on do rung dong.
- bat may tinh ¢ noi thoang mat: Tranh dat may tinh & noi qua nong
hodc qué kin, vi diéu nay s& khién quat phai hoat dong manh hon dé
lam maét.

Cach phong Vé sinh mdy tinh dinh ky: Nén vé sinh may tinh dinh ky 6-12 thang mot
ngura lan dé dam bao may hoat dong 6n dinh va ém 4i.
Khong dat vat nang [én may tinh: Viéc dat vt nang 1én may tinh c6 thé
gay ap luc Ién CaC linh kién bén trong va lam tang tiéng on.
Sur dung phan mém diét virus: Virus va phan mém doc hai c6 thé 1am
cho may tinh hoat dong qué tai, gay ra tiéng on.
3 Tri¢u chung

May tinh lién tuc bj treo « ))
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MO ta

Khi may tinh bi treo, man hinh s& ngung phan héi,vchuét khong di
chuyén, ban phim khdng hoat dong va ban khdng thé thuc hién bat ky
thao tac nao.

Nguyén nhan

Phan mém:

- Nhiém virus: Virus, phan mém doc hai 1am tiéu tén tai nguyén hé
thdng, gdy xung dot va lam treo may.

- Qué nhiéu chuong trinh chay cing luc: Viéc mo qua nhiéu ang dung
cuing luc lam cho may tinh qua tai, dan dén tinh trang giat lag va treo
may.

- Lbi phan mém: Ldi trong cac phan mém hoic bo cai co thé gay ra
xung dot va lam may tinh khéng 6n dinh.

- Cap nhat hé diéu hanh hozc phan mém khong thanh céng: Qua trinh
cap nhat bj gian doan c6 thé gay ra 15i va 1am may tinh treo.

Phan ctng:

- RAM thiéu: Néu RAM khong du, may tinh s& gip kho khin trong
viéc xu ly cac tac vu va dé b treo.

- O cung bi 13i: Cac bad sector trén 6 cung c6 thé gay ra 161 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 khac bi hong: Card do hoa, CPU, mainboard... bi hong
cling c6 thé gay ra tinh trang treo may.

Cach khac phuc

- Khoi dong lai may tinh: Doi khi, khai dong lai may tinh c6 thé giai
quyét duoc cac 15i tam thoi.

- Kiém tra va dong cac chuong trinh dang chay: Sir dung Task Manager
(Ctrl+Shift+Esc hoac Ctrl+Alt+Del) dé kiém tra va dong cac chuong
trinh khong can thiét,

- Quét virus: St dung phan mém diét virus uy tin dé quét va loai bo
virus.

- Cap nhat bo cai: Bam bao cac b cai cia may tinh luén dugc cap nhat
phién ban méi nhat.

- Tang dung lugng RAM: Néu RAM may tinh qua it, hay nang cp dé
cai thién hiéu suét.

- V€ sinh may tinh: Lam sach quat tan nhiét va cac bo phan bén trong
may tinh de dam bao may dugc lam mat tét.

- Kiém tra 6 ctrng: Str dung cac phan mém chuyén dung dé kiém tra va
stra chira cac bad sector trén 6 cang.

- Cai dit lai hé diéu hanh: Néu cac cach trén khong hiéu qua, ban co
thé cai dat lai hé didu hanh.

Céch phong
ngura

- 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 I&n phién ban méi nhat dé va cac 16 héng bao mat
va cai thién hiéu nang.
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- Khdng maé quéa nhiéu chuong trinh cing ltc: Chi mo nhitng chuwong
trinh can thiét dé giam tai cho may tinh.

- V& sinh may tinh dinh ky: Nén vé sinh may tinh 6-12 thang mot lan
dé dam bao may hoat dong o6n dinh.

- Sao luu dir liéu hoac sir dung giai phap luu trir ddm may: Thuong
xuyén sao luu dir liéu quan trong dé tranh mat mét dir liéu khi xay ra
Su CO

Tri¢u ching
Man hinh xanh BSOD

M0 ta

Man hinh xanh (Blue Screen of Death - BSOD) Ia mét 16i nghiém trong
trén hé diéu hanh Windows. Khi gap I18i nay, man hinh may tinh s& dot
ngot chuyén sang mau xanh duwong va hién thi mot s théng tin ky thuat
vé 15i. L6i BSOD thuong xay ra khi hé diéu hanh gap phai mot 15i
nghiém trong khéng thé tu khac phyc.

Nguyén nhan

Loi phan ctng:
« RAM bi 16i: RAM khéng twong thich, bi hong hoic bi qua nhiét.
« O cung bi 15i: Bad sector, 6 cing bi hong vat ly.

« Card d6 hoa bi 16i: Card d6 hoa qua nhiét, xung dot phan mém
hoac bi hong.

« Ngudn may tinh khdng on dinh: Nguon cung cap dién khong di
hoac khéng 6n dinh.

L3i phan mém:
« Driver bi 16i hoic xung dot: Driver khong twong thich hoic bi
15i c6 thé gay ra BSOD.

« Virus, malware: Phan mém doc hai c6 thé 1am hong hé thong
tép va gay ra Ioi.
« L&i hé diéu hanh: Lai trong hé diéu hanh Windows.
o Cap nhat Windows khong thanh cong.
Qua nhiét:
« May tinh qua nong do quat tan nhiét bi bui hoac hong.

« CPU hoic card do hoa qué nhiét.
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Cach khic phuc

Khdi dong lai may tinh: Déi khi, khai dong lai may tinh c6 thé gidp
giai quyét cac 13i tam thoi.

Kiém tra c4c két noi: Bam bao tat ca cac day cap duoc cim chat.

V¢ sinh may tinh: Lam sach quat tan nhiét va cac bé phan bén trong
may tinh dé dam bao may duoc lam mat tot.

Cdp nhdt bg cai: Bam bao cac bd cai cua may tinh luén dugc cap nhat
phién ban méi nhat.

Quét virus: Str dung phan mém diét virus uy tin dé quét va loai bo virus.
Khoi phuc hé thong: Néu 18i xay ra sau khi cai dat phan mém mai, hay
thir khoi phuc hé thong vé thoi diém trude do.

Cai dat lai Windows: Néu céc cach trén khong hiéu qua, ban cd thé cai
dat lai Windows.

Triéu ching
Man hinh hién thi bi cat ngan hoac co6 do phéan giai m
thap

A

Mo ta

Khi man hinh may tinh hién thi bi cat ngan, mét phan hinh anh bi mat
hoac d6 phéan giai thap, diéu nay c6 thé gay ra nhiéu bat tién trong qua
trinh str dung.

Nguyén nhan

Cai dat do phan gidi khéng ding: Do phan giai man hinh duoc thiét
lap khong phi hop véi kich thuéc man hinh hozc card d6 hoa.

Driver card dé hoa 16i hodc khéng tirong thich: Driver card do hoa cil,
bi 16i hoac khong tuwong thich vai hé diéu hanh c6 thé gay ra cac van
dé vé hién thi.

Cap két ngi man hinh b; 14i: Cap VGA, HDMI hoic DisplayPort bi
hong, long hoac bi oxi hoa.

Card do hoa bj 16i: Card do hoa qua nhiét, bi hong hoic xung dot véi
cac phan mém khéc.

Lai hé diéu hanh: L&i trong hé diéu hanh Windows cd thé gay ra cac
van dé vé hién thi.

Céch khac phuc

Kiém tra két noi

- Bam bao cép két ni gitra may tinh va man hinh dugc cim chéc chan.
- Thir thay thé cap két ndi bang mot cap khac dé loai trir kha nang cap
bi 16i.

biéu chinh dg phan gigi man hinh:

- Windows: Nhap chudt phai vao man hinh desktop, chon Display
settings, sau d6 diéu chinh d6 phan giai pht hop véi man hinh caa ban.
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- C4c hé diéu hanh khac: Cach thuc co thé hoi khic nhau, nhung ban
thuong c6 thé tim thay tiy chon diéu chinh do phan giai trong phan cai
dat hién thi.

Cdp nhdt driver card dé hoa:

Truy c4p trang web cua nha san xuit card do hoa dé tai vé va cai dat
driver mai nhét.

Kiém tra nhiét @ card do hoa:

Str dung phan mém chuyén dung dé kiém tra nhiét do card @b hoa. Néu
qua ndng, hay vé sinh quat tan nhiét va dam bao luong khong khi luu
thong tot.

Khoi phuc cdi dat mdc dinh cia card dé hoa:

Trong phan cai dit caa card d6 hoa, ban c6 thé tim thay tiy chon khoi
phuc cai dat mac dinh.

Khoi phuc hé thang:

Néu van dé xuat hién sau khi cai dit phan mém méi, hay thu khdi phuc
hé théng vé thoi diém trude do.

Cai dat lgi Windows:

Néu cac cach trén khong hiéu qua, ban co thé cai dit lai Windows.

Trinh duyét Internet cham hoic khong phan hoi WWW._

Triéu ching

PAN

M0 ta

Khi trinh duy@t Internet hoat dong cham, cac trang web t‘éi cham, hinh
anh khong hién thi hoac tham chi bi treo hoan toan, diéu nay gay ra
nhiéu phién todi trong qua trinh sir dung.

Nguyén nhan

Két noi Internet kém:

- Tdc @6 Internet cham do nha cung cap dich vu.

- Wifi yéu hoic bi nhiéu.

- Cap mang bi 15i.

Qua nhiéu tab mg-

- Mé qué nhiéu tab cung IGc 1am tiéu tén tai nguyén may tinh va gay
ra tinh trang cham.

Phan mém dgc hai:

- Virus, malware c6 thé 1am cham trinh duyét hodc tham chi chan két
ndi mang.

Trinh duyét 15i thoi:

- Phién ban trinh duyét cii c¢6 thé khong twong thich véi cac website
maoi va gay ra 1oi.

Céac phan mé réng trinh duyét:

- M6t s6 phan mé rong cé thé gay xung dot hoic 1am cham trinh duyét.
May tinh qud tai:

7
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- RAM thap, 6 cling day hoac qué nhiéu chuong trinh chay cting lic c6
thé lam may tinh cham lai.

Cach khac phuc

Kiém tra két noi Internet:

- Khéi @ong 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
véi mang khong

Péng cdc tab khéng can thiét:

- Péng bét cac tab dang mo dé giam tai cho trinh duyét.

Quét virus:

- St dung phan mém diét virus dé quét va loai bo virus, malware.

Cap nhdt trinh duyét:

- Kiém tra va cap nhat trinh duyét Ién phién ban méi nhat.

Tat cac phan mé réng:

- Tat tam thoi cac phan mé rong dé xem c6 phan ma rong nao gay ra
van dé khong.

Xba cache va cookies:

Xda cache va cookies cua trinh duyét dé loai bo cac tép tam thoi co thé
gy ra xung dot.

Tang dung luvong RAM:

Néu RAM may tinh qua it, hdy nang cap dé cai thién hiéu suat.

V¢ sinh may tinh:

Lam sach quat tan nhiét va cac bo phan bén trong may tinh dé dam bao
may dugc lam mat tot.

Cai dat lgi trinh duyét:

Néu céc cach trén khong hiéu qua, hay thir cai dat lai trinh duyét.

Triéu ching
Tieng on lén tir may tinh ‘ ))

MO ta

Ban c6 thé bat dau nghe thay tiéng kéu lach cach hozc tiéng nghién 1on
tr may tinh cua minh.

Nguyén nhén

Diéu nay thuong lién quan dén van dé vé nguon dién dau vao ciia may
tinh

Cach khac phuc

Céach phong ngura
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BAI 2: XAC PINH KHOANG CACH NANG LUC SO
1. K¥ ning s 1a gi?

K ning sb c6 thé hiéu 1a mot tap hop cac kién thic, k§ nang va thai do gilp ban
ty tin, an toan, ¢ trach nhiém trong viéc str dung cac thiét bi cong nghé va cac tng dung

cdng nghé dé kham pha, ap dung, sang tao trong moi hoat dong cua cugc séng tir do
nang cao chat luong cudc séng, binh dang hoa nhap mot xa hoi hién dai.

06 nhom k§ ning s6 co ban can trang bi

0
SU dung thiét bi
va phan mém
trén thiét bi

Nhém ky

Giao ti€p va phoi
hdp st dung cdng
nghé sé

An toan thong tin

2. Tai sao ky niing s lai quan trong?

Trong mot thé gigi ma cong nghé gan chit véi cudc séng hang ngay, viéc khong
co ky nang s6 dong nghia véi viéc ching ta bo 1 rat nhiéu co hoi trong cudc séng va
tham chi gia tang khoang céch tut hau.

Mot sé thiét thoi co thé gap phai néu khdng st dung cdng nghé:

- Thiéu théng tin; khdng kiém tra, X4c thuze duoc thong tin nhdn dwoc:

+ Rat nhicu thong tin hién nay déu duoc luu trix va chia sé truc tuyén. Néu khong

O k¥ nang str dung thlet vi va mot s6 k¥ nang so lién quan, ban s& khé tim kiém dugc
nhitng thng tin ban can cho hoc tap, 1am viéc va cudc séng hang ngay.

+ Théng tin truyén miéng thuong dé b} sai léch, ban kho >gac thuc, kiém chang
duogc thdng tin trong khi thong tin chinh thong da dugc céng bo cong khai trén moi
truong Internet.

- Han ché trong giao tiép va két néi:
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~ Cac mang xa hoi, email va cac (ing dung nhan tin da tré thanh cng cu giao tiép
pho bien. Khdng co k¥ nang so, ban s& kho ket noi véi ban be, ngudi than va mé rong
moi quan hé.
- Mat di nhiéu co héi viéc lam:
Ngay cang nhicu cong viéc doi hoi ing vién phai cé k¥ nang sir dung méy tinh
thanh thao. Néu khong c6 ky nang s6, ban s& bi loai khoi nhiéu co hoi viéc 1am hap dan

hodc ¢ nhiéu noi can tuyén nhitng ngudi cé trinh do, kinh nghiém phd hop véi ban
nhung vi ban khéng c6 thdng tin nén ban da bo 16.

- Kho khan trong viéc thuc hién cac giao dich dich v cong:

Nhiéu dich vu cia co quan chinh quyén da duoc cung cap truc tuyén qua mang
internet. Khdng cé k¥ nang so, ban sé gap nhicu khé khan trong viéc thuc hién cac giao
dich nay.

- Khéng thé tham gia vao cac hoat dong x& hoi, giai tri truc tuyén: hoc tap, kham
chira bénh va nhiéu hoat dong giai tri da duoc cung cap trén méi trueong Internet. Trong

d6, nhiéu hoat dong rat hiru fch dé nang cao niang luc, kién thirc ¢4 nhan dugc cung cp
mién phi. Khéng c6 ky ning s, ban s& bo 15 co hoi tu hoc va nhiéu trai nghiém tha vi.

Nhiéu qudc gia trén toan cau déu nhat tri cho rang nang cao k¥ niang so 1a diéu can
thict dé dat dugc cac myc tiéu phat trien ben viing (SDGs) nham cham dirt déi ngheo,
bao vé hanh tinh va dam bao hoa binh va thinh vugng cho tat ca moi nguoi vao nam
2030.

3. Khoing cach k¥ ning so la gi?

Khoang cach ky ning so la su chénh léch vé kha nang tiép can, sir dung va ung
dung cdng nghé thong tin gitta cac ca nhan, nhom ngudi, t6 chirc hoic cac quéc gia. Noi
mét cach don gian, d6 1a khoang céach gita nhirg ngudi ¢d thé sir dung thanh thao cac
cong cu ky thuat so va nhitng nguoi chua hodc it ¢ co hoi tiep can s dung cong nghé.

Mot s6 tac dong khdng mong mudn tir khoang cach ki nang s6

- Han ché co hoi: Ngudi ¢6 ki ning sb thap thuong bi han ché trong viéc tim kiém
viéc 1am, tiép can thong tin, tham gia vao cac hoat dong xa hoi.

- Gia tang bat binh ding: Khoang cach k§ ning sb lam gia ting bat binh ding x4
hoi, tao ra mot 16p ngudi bi bo lai phia sau trong qua trinh phét trién.

- Han ché phat trién kinh té: Mot xa hoi c6 khoang cach k¥ ning s6 1on s& kh thu
hat dau tu va phat trién kinh té.

4. Mot s6 cach @é ban cai thién k§ ning s6 cia ban

Dudi day 1a mot s6 cach ma ngudi dan c6 thé ty minh cai thién ki nang so:

a) Tw hoc va kham pha

- Hay tim klem cac tai nguyén hoc truc tuyén: C4 rat nhiéu khoa hoc mién phi hoac

co phi trén cac nén tang, ban c6 thé tim kiém céc khoa hoc phi hop véi trinh d6 va nhu
cau va kha ning cta 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 thtr ap dung
nhitng kién thire da hoc vao cudc séng hang ngay.

b) Tim kiém su hd tro

- Hoi nguoi thén, ban bé va nhiing nguoi xung quanh: Néu ban c6 nguoi thén, ban
bé am hiéu vé cdng nghé, hay dirng ngan ngai nho ho gitp do hoac ban co thé dé nghi
to cong nghé so cong dong ho tro,.

- Tham gia cc 16p hoc: Nhiéu co quan, don vi to chirc cac khoa boi dudng, nang
cao k¥ nang so va nang lyuc tiep can, hay xap sep thoi gian tham dy.

¢) Thay déi théi quen

- Danh thoi gian cho viéc hoc: Hay danh mét it thoi gian mdi ngay dé hoc hoi vé
cdng nghé moi.

- Su dung céng ngh¢ trong cuoc s6ng hang ngay: Hay c6 gang str dung céc (ng
dung, phan mém trong cudc séng hang ngay dé lam quen vai céng nghé.

- Tham gia cac hoat dong li€n quan dén cong nghé: Pang ky tham gia cac su kién,
hoi thao vé cong nghé dé mo rong kién thirc va mang ludi.
5. Mot s6 hru y:

= Chon nhitng ngudn thdng tin uy tin: Hay lya chon nhitng nguén thong tin
dang tin cay dé tranh bi hra dao.

= Bit dau tir nhitng diéu co ban: Pung vdi vang hoc nhitng kién thuc qué
nang cao, hay bat dau tir nhitng diéu don gian.

= Kién tri: Hoc tap k¥ nang s6 12 mot qué trinh 1au dai, doi hoi sy kién tri va
nd lyuc.

= Bing céch kién tri hoc hoi va thuc hanh, ban hoan toan cé thé vuot qua
khoang cach k¥ nang s6 va tan huong nhiing loi ich ma cdng nghé mang lai.

6. Tham gia khao sat danh gia k¥ ning s6 cia ban

Hay danh it thoi gian dé tham gia vao khao sat, danh gia k¥ ning s6 cta ban. Nho
c6 thong tin ban cung cép, cic co quan chuc co thé t6 chuc danh gia hiéu qua cua céc
chuong trinh boi dudng, nang cao ky nang s, tir d6 ¢o thé diéu chinh va cai tién cac
chuong trinh dio tao cho phil hop hon vai nhu cau cia céc ban, hd tro céc ban dugc tot
hon.

Chung t6i cling dang cai tién, xay dung cong cu khao sét gitp ban nhan biét r5 hon
vé diém manh, diém yéu caia minh trong viéc st dung cong nghé, tir d6, ban c6 thé xay
dung ké hoach hoc tap va phat trién ban than hiéu qua hon.



