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BAI 01: GO TIENG VIET CO DAU
|. Kiém Tra Phan Mém G&é Tiéng Viét UNIKEY

1. Kiém tra xem c6 biéu tugng V hay E, néu c6 thi y nghia ctia né 1a:
o Chir V: G tiéng viét co dau
o Chit E: Go khong dau
Luu y: Bam vao biéu twong dé thay doi qua lai giita hai kiéu gé nay
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TIN HOC SAO VIET Hotline: 093.11.44.858 Website: blogdaytinhoc.com Bién soan: Bach Xuan Hién

BAI 01: GO TIENG VIET CO DAU

1. Khéi Pong Phan Mém G6 Tiéng Viét UNIKEY
1. Chua c6 biéu tuong chit E hay V thi chiing ta phai khai dong 1én nhu sau:
Nhan t6 hop phim Windows + S hoic Windows = G& tim kiém “Unikey”

~

"M@ khung tim =

Q W € R - 4

- kiém nhanh

3 Ag

Capslk A n F
TShift , X C Vv




I ”ﬂ H!’E gw HE I Hoﬂlne: Uggﬂﬂggg UUBBSIEEZ B'ogaayhn”oc.com Blel’l soan: EE}CH guan Hlen

BAI 01: GO TIENG VIET CO DAU

I11. Ty Chinh Phan Mém Go Tiéng Viét UNIKEY

Chinh ki¢u go Telex theo bang ma Unicode (ki¢u go pho bién nhat)
A=A
D=D

W=0 UW=U
A

5 UnikKey 4.2 RC4 >

@@ Kétthic

>

O

O

2 Thu nho A
Tuy chon khac
& Cho phép gb tw do & B4t kiém tra chinh ta
() D&t ddu oa, uy (thay vi oa, Gy) &) Tv déng khéi phuc phim véi tir sai , <
(] Luén s dung clipboard cho unicode [ ) Hi&én théng béao phan hdi F — Dﬁu huyén (\)
14 4
Tuy chon g& tat Hé théng S — Dﬁu SéC (/)

[ ] cho phép gb tat
(] Cho phép gb tat ca khi tat tiéng Viét

J =Dau ning (.)
X =Dau ngi (~)
@ Hwéng dan Théng tin R — Dé’,u hél (?)

Bang g tat...
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BAI 01: GO TIENG VIET CO DAU

I11. Ty Chinh Phan Mém Gé Tiéng Viét UNIKEY (tiép theo)
Chinh kiéu gé VNI theo bang mi Unicode

%5 UniKey 4.2 RC4

X
Diéu khién . S
Bang ma: | Unicode ~ l 4 90“9.
R VNI ~ JE @ Kétthic

Phim chuyén: @ CTRL+SHIFT (JALT+Z

C >
O O\
[

O
~
I
> QO
-
~
I
-) O

4F Thu nhé A8
Tuy chon khac
&) cho phép gb tw do & B4t kiém tra chinh ta
(] ®at ddu oa, uy (thay vi 0a, Gy) & Tv d6ng khdi phuc phim véi tir sai , ,
() Luén si¥ dung clipboard cho unicode [ ) Hién théng bao phan hdi 1 — Dﬁu Séc (/)
14 N\
Tuy chon gb tat Hé théng 2 — Dﬁu huyén (\)

(] Cho phép gb tat
(] Cho phép gb tat ca khi tat tiéng Viét

3 = Dau hdi (?)
4 = Dau ngi (~)

® womain | i 5 = Diu nang ()

Bang go tat...
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BAI 02: KHOI PONG CUNG MAY TINH

GO Doan Van Ban Sau Day Vao Trinh Soan Thao Microsoft Word

Tin hoc Sao Vi€t da dao tao cho hon 15.000+ Hoc vién thanh thao Ky nang Tin
Hoc dé di lam. Cong ty TNHH Gido duc Tin Hoc Sao Viét ty hao 1a don vi hang
dau trong cac Trung tim tin hoc van phong tai Tp.HCM, Binh Duong, Pong Nai,
Ha NO1.

Thanh thao Excel dé: quan ly gidy to so sach thu chi, quan 1y ban hang kinh
doanh, quan ly nhén sy, tlen luong, quan 1y kho hang, hang hoa, quan ly tai chinh,
phan tich dong tién, tham dinh gia, la1 vay, cac hoat dong cua co quan doanh
nghiép to chirc hay cong viéc ca nhan déu dugc dung bang excel

Thanh thao Word dé: thiét ké, tao ra cac loai van ban nhu: cong van, gidy to vin
phong, hop dong, ho so, gi4o trlnh tai liéu, so yeu 1y lich, thu g10’1 thi¢u, file bao
gia, luan van, bai tap 16n, dé tai, bao céo,... va bat ctr loai vin ban nao ban muon.

Thanh thao PowerPoint dé: tao ra cac file slide thuyét trinh an tuong, dep mat.




TIN HOC SAO VIET Hotline: 093.11.44.858 Website: blogdaytinhoc.com Bién soan: Bach Xuan Hién

BAI 02: KHOI PONG CUNG MAY TINH

I1. Tai Hinh Anh Tir Internet Vé O Pia May Tinh
d B1: Mé Google = Tim “Hinh nén may tinh”
3 B2: Chuot phai vao hinh can luu = Save image as (Luu hinh anh thanh)
0 B3: Chon 0 dia luu

111. Sao Chép Néi Dung Hop Pong Tir Internet Vao Ms Word
0 B1: Mo Google va tim kiém tir khoa “Hop dong lao dong” = Enter
0 B2: Quét chon ndi dung hop dong > Ctrl + C
d B3: Mo Ms Word = Ctrl + V

I\VV. Tai Viin Ban Tir Internet Vé O Pia May Tinh
0 B1: M& Google = Tim “Mau bang luong”
0 B2: Chon bai 1 viét 2 Tim dén muc tai vé (Download)
O B3: Nhan Ctrl + J dé xem vj tri File tai vé




TIN HOC SAO VIET Hotline: 093.11.44.858 Website: blogdaytinhoc.com Bién soan: Bach Xuan Hién

BAI 03: MOT SO POI TUQNG VA THAO TAC VOI MAY VI TINH

|.  Cira so Desktop (1a khu vure hién thi dau tién khi mé may)

DESKTOP

Nut Start

Thanh Taskbar Khay h¢ thong

l Activate Win (l

A Type here to search O =)} m W =z S EE N0




epsite:

ogdaytinhoc.com

BAI 03: MOT SO THAO TAC VOI MAY VI TINH

1. Cira s6 @ng dung
| 1. Anciraso

. Phong to thu nho
. bong cira s0

Di chuyén

. Co gian

Bién soan: Bach Xuan Hién

‘a= File Explorer

':\_/I New v

« > v A

~  Quick access

@l Desktop »
- Downloads #
= Documents #
P9 pictures »
~_ Gido trinh va th
" Project

" Salon Mr.Duy

" Zalo Received F
> @ OneDrive - Perso

~ [ This PC
> @l Desktop
> e Documents

> L Nownlaads
28 items

"~ » Quick access

Folders (8)

@l Desktop

|, Downloads

e Documents

E Pictures

" Gido trinh va thyc hanh ké& toan
__ Project

~ Salon Mr.Duy

~_ Zalo Received Files

L Sort v View cae

)

e C £ Search Quick access

Recent files (20)

3 MOT 56 THAO TAC TRUGC KHI SU DUNG.pptx
M&u xac nhan.doc

@ Capturel.png

35 GIAO TRINH EX_pptx

|€] Gido trinh Excel Co Ban 1.pdf

@ giao trinh tin hoc can ban file_goc_cole.vn.pdf
2018.03_Dot_xet_TN_DH_dot_03.2018.xls

Phep kiem tra DK.xlsx

@ Ke_Hoach_SX.xlsb

5 BAO GIA KHOA HOC DO HOA - KY THUAT BINH DUONG.docx
NHAT KY SAN XUAT xlsx

[&] game.png

(3)

File mau_,
%] Logo.jpg
{09 Gido Trink
EXCEL TT:
AMEu 56
HEE 0 5-tien-ic
@] Gigo trinh

@9 GIAO TRI

I
(N
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BAI 03: MOT SO THAO TAC VOI MAY VI TINH

111. Sir Dung Phim Tit
d. Phim Windows

% Windows + S: Tim kiém chuong trinh trén may tinh

% Windows + E: M& Windows Explorer (Mo ctra so luu trit)

< Windows + D: An toan bé cira so, dé hién thi ctra s6 Desktop

% Windows + +: Kich hoat Magnifier Utility va ché do phong to hinh anh.
** Windows + -: Kich hoat Magnifier Utility va thu nhé hinh anh.

** Windows + Esc: V6 hi€u hoa Magnifier Utility

% Windows + =: Thu nho % cira so va di chuyén nam bén phai

% Windows + €: Thu nho % cira so va di chuyén nam bén trai
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BAI 03: MOT SO THAO TAC VOI MAY VI TINH

D. Phim Alt

< Alt + F4: Pong cira so
% Alt + Tab: Chuyén qua ctra so khac
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BAI 03: MOT SO THAO TAC VOI MAY VI TINH
C. Phim Ctrl

Ctrl + 1dn chudt: Phong to thu nho ctra s6 man hinh
Ctrl + C: Sao chép

Ctrl + V: Dan

Ctrl + X: Cit

Ctrl + Z: Quay lai

Ctrl + A: Chon tat ca

e

R¢

S

*

e

*

e

*

e

*

e

*




TIN HOC SAO VIET Hotline: 093.11.44.858

BAI 04. CAC LOAI MAY TINH

Website: blogdaytinhoc.com  Bién soan: Bach Xuan Hién

|. May Tinh Ban
% Cong nguodn
<% Cong USB
% Cong VGA (két n6i man hinh)
< Cong mang Internet
% Cong am thanh
% Nut tit mo nguon

¢ Nut kho1 dong

189% onson ©

EENEEENNEEEEEEPS
ANERARENNENENENEEAREED
AREERENRERNENARENREEEAN
ENEEREEEEEEEREEREEREER

NGt khoi dong lai |




TIN HOC SAO VIET

Hotline: 093.11.44.858 Website: blogdaytinhoc.com Bién soan: Bach Xuan Hién

BAI 04. CAC LOAI MAY TINH

Laptop
% Cong nguodn
< Cong USB
% Céng VGA |I

i Laptop
¢ Cong Internet
% Cong am thanh
Cong HDMI

C') Nt tit md nguon

Khe doc
the nho
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BAI 05. THIET BI NGOAI VI
Man Hinh

Cong VGA- két noi
voi CPU

Hé théng nut ngudn va cac nut chirc nang
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BAI 05. THIET BI NGOAI VI
1. Chuot

Iogitec h
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BAI 05. THIET BI NGOAI VI
111. Ban Phim M4y Tinh P¢é Ban

Pén bao
NN

Print | Scroll |Peuse tme_Sew Pow
F3 |F4 F5 |F6 |F7 |F8 F9 |F10 |F11 |F12 ‘Scree” Lock |Break Om @@= @.:

T &N da 1 T T ot doa Num Lock Caps Lock Scroll Lock

2R |39 |48 |5€ |60 |7 |6 |98 j0° |5 |= Hlsm Up loc

Page
Down

3 Enter
Pg Dn

Del
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BAI 05. THIET BI NGOAI VI
V. Ban Phim Laptop

Prisc Pause
EB:I SysRq Break

il ' . I
_ Su khac biét so vé&i ban phim PC
N6 dung dée ket ho'p cac phim chirc nang co6 2 chuc nang .

=__J
Ak Gr E Cd
ﬂm
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BAI 06. CACH SU DUNG CHUQT
|. Céu Tao Chudt

Nut trai

Nut phai

19



TIN HOC SAO VIET

Hotline: 093.11.44.858

Website: blogdaytinhoc.com

BAI 06. CACH SU DUNG CHUQT

Bién soan: Bach Xuan Hién

I1. Cach Nam Chudt

~
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otline:

BAI 06. CACH SU DUNG CHUQT

111.Céc Kiéu Con Tré Chudt

h O T QX1 o @ @&

21
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TIN HOC SAO VIET Hotline: 093.11.44.858 Website: blogdaytinhoc.com Bién soan: Bach Xuan Hién

BAI 06. CACH SU DUNG CHUQT
V. Cac Thao Tac Véi Chuot

N/

** Cach chon (Select) mot doi twong
 Chi con tr6 chudt vao mot dbi trong trén man hinh va nhan chudt trai mot lan
dé chon.

N/

%* Cach mo (Open) 1 doi twong

O C1: Nhap chudt trai hai lan lién tiép vao doi tugng (nhan dap).
Q C2: Chon doi tuong va nhan phim Enter

0 C3: Chuét phai vao doi tugng=> Open

N/

%* Cach kéo va tha (drag and drop) mot doi twong
O Nhan va gitr chudt trai vao mot dbi tu:0’ng trén man hinh, sau d6 di chuyén
(Move) doi tugng ndy dén vi tri khac va tha nut trai ra.

¢ Cach cudn trang (Scroll)
' Dua con tré chudt vao vung ndi dung va st dung nat cudn dé chuyén trang lén

xuong.
22
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BAI 06. CACH SU DUNG CHUQT
V. Cac Thao Tac Véi Chudt (tiép)

% Cach chon mdt doan vin ban (Text Select) hoiic m§t khoi doi twong:
v C1: Pua con tro chudt vao vi tri dau cua doan van ban, con tré sé chuyén
thanh dau nhay chir I (kiéu 3), nhan va giit chudt trai dong thoi kéo dén cudi
doan vin ban mudn chon.

v' C2: Pua con tro chudt vao vi tri dau cua doan van ban, con trod s& chuyén thanh
dau nhay chit I (kiéu 3)> Bam chon=> Gitr Shift dong thdi = Pua con trd
chudt vao vi tri cudi doan van ban, con tro sé chuyén thanh dau nhay chir
| (kiéu 3)=> Bam chon

23
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BAI 07. QUAN LY LU’U TRU?

< Trong qua trinh sir dung may tinh, cac cong viéc can duoc luu trit mot cach khoa hoc,
tranh truong hop lam mat thoi gian tim kiém, hoac x6a nham ditu liéu. ..
“*Hai don vi luu trir cong viéc chinh trong may tinh Ia 6 dia va thu muc.

) | : g
Hinh dang E X9

thu muc

GIAO TRINH Gido trinh dao He thong So
tao sach

~ Devices and drives (5)

Hinh dang .-

\/ “ W &%

Phan mém (D:) Héso (E) Data (F)

o dia

A Izl
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BAI 07. QUAN LY LU’U TRU?
|. Thu Muc (FOLDER)

1. Tao thw muc
Nhan Ctrl + Shift + N hoac chudt phai vao khoang trong—> New-> Folder

2. Dat tén the muc

Chon Thu muc=> F2 hodc chon vao tén thu muc 2 1an khong lién tiép hoiic chuot
phai vao thu muc—> Rename

3. Di chuyén ddi twong vao thw muc
C1l. Kéo va tha
C2. Cit va dan
B1: Chon d6i tuong can cho vao thu muc = Ctrl + X
B2: Mé thu muc can luu—> Ctrl + V

25
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BAI 07. QUAN LY LU’U TRU?
1. File Nén (Tap Tin Nén)
File nén thuong dung dé giam dung lugng va tinh bao mat khi gui tai liéu qua Email,
hoac Zalo...

Hinh dang File nén

logo sao viét 3603708616-SV  GhepHop10Aug JPG THAY ANH RevoUninstaller
_20E0000087 _Portable

1. Cach nén mot File
Chuot phai vao File can nén - Add to “..”

2. Cach giai nén
Chuot phai vao File nén-> Extract to “....”

26
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BAI 07. QUAN LY LU’U TRU’
I1. O Pia May Tinh

C6 thé mo ctra sO chira 6 dia bang cach nhan Windows + E hodc md thu muc bat ky
= chon This PC & ctra sO bén trai
1. OdiaC
DPay la 6 dia hé thong, bao gom:
v Program File: Chira cac chuong trinh ing dung duoc cai dat
v" Windows: Chtra hé diéu hanh, chung ta nén quan tdm thu muc Font.
Ngoai ra, cac muc nhu Desktop, Document, Download... cling thuoc 6 C
ULwu y: Dir licu khong nén luwu trong nay, vi khi co sw co l6i Windows, phdai cai
lai, nQUY Co mat dir liéu la rat cao
2. O dia nguoi dung (D, E, F...)
Pay 1a cac 6 dia dung chu yéu dé luu trit dit lidu, khi xay ra su c6 16i hé thong
may tinh, sau khi cai dat dir liéu khong bi mat.

27



BAI 08. KHAI THAC INTERNET
I. Cva S6 Trinh Duyét WEB

G Google

Thanh dia chi

& = C |4 google.comvn

O tim kiém

Thém 1 Tab mdéi ]

Dong Tab

Google

Tim trén Google Xem trang dau tién tim duoc

Google cd cac thir tiéng: English Francais $1X (£58)

= [

0

X

¥ G OO R

Gmail  Hinh anh

[ Tim kiém bang giong noi

N

o
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BAI 08. KHAI THAC INTERNET
I1. Cac Loai Trinh Duyét Pho Bién
& Google Chrome
&5 Coc Coc
(2 Internet Explorer

@  Fire fox

&9 Safari (st dung cho Macbook)
111.M6t S6 Phim Tat Khi S& Dung Trinh Duyét

Ctrl+ T  Md mot Tab méi Ctrl + Shift + Tab  Chuyén lui Tab ké trudc
Ctrl+ N M4 mdot ctra s6 méi Ctrl +J Mo Cira sO tai xuong
Ctrl + Tab Chuyén sang Tab ké tiép Ctrl + H M@ cira so lich st tim kiém

Ctrl + W Doéng Tab dang mo Ctrl + F Tim kiém




TIN HOC SAO VIET Hotline: 093.11.44.858 Website: blogdaytinhoc.com

BAI 08. KHAI THAC INTERNET
V. Cach Tai Hinh Anh Tir Internet Vé May Tinh:
B1: Lén Google va tim kiém hinh anh can tai.
B2: Chon vao hinh can tai
B3: Chuot phai vao hinh—> Save image as (luu hinh anh thanh)
B4: Chon thu muc luu, dit tén va bam chon vao nat Save (Luu).

Bién soan: Bach Xuan Hién

30
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BAI 08. KHAI THAC INTERNET
V1. Tai Tai Li¢u ‘
B1: Tim ki€ém v61 n01 dung “ tén tai li¢u + phan duo:
B2: Tim bai viét trén cac trang nhu vbpl.vn, vanban.chinhphu.vn...

F vanban.chinhphu.vn » chinhphu » hethongvanban ~

B6 luat Lao dong - Van ban quy pham phap luat - Chinh phu
18 thg 6, 2012 - Luat 56 10/2012/QH13 clia Quoc hoi : BO LUAT LAQ DONG. QUOC HOI.
. Luat sb: 10/2012/QH13

vbpl.vn» Pages» vbpg-van-ban-goc »

Bo luat 45/2019/QH14 Bo Luét lao dong - Co s& dif liéu quoc ..

31



TIN HOC SAO VIET Hotline: 093.11.44.858

Website: blogdaytinhoc.com Bién soan: Bach Xuan Hién

BAI 08. KHAI THAC INTERNET
V1. Tai Tai Liéu (tiép)

W /Pages/vbpqg-van-ban-goc.aspx?ltemID=139264

NVanmjbanichulyeuldéitiaitcacivanibangvbplivn T T b 2o s
_H_L_._,_.I:ul.ﬂ_! _._F..l_.-l_],_*u_i'ung wro'ng = Van ban phap luat = Bo luat 4542

Ban PDF

in ban guy pham phapr luat
Higu lwc: Chuwa cd hiéu lwc Ngay co hiéu lwc: 01

n ban hop nhat Thudc tinh Lich sdr VB lién quan Lwore d6

i thomg hoa VBQPPL Bo luit 45/2019/QH14

| anban.chinhphu.viwportal/page/portal/chinmnhphu//hethongvanbandclass,

26 ISt ngy o8 duroc Qudc Wi nurcre Cong Rdaa x3 i cha

Thudc timh van banl=]

STép dinh kém: - 10_lacdong.doc (585728 Byte)
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BAI 09. EMAIL VA GOOGLE DRIVE

. EMAIL ,
1. Tao Gmail (tiep)

tao gmail

BUOC 1 x|m & a

QT &) Tin tdc (*] Video &) Hinh anh & Mua sédm : Thém Caidat Congcu

Google

Khoang 43.20 két qua (0,34 giay)

l support.google.com {mail Danswer ~ I
Tao tai khoan Gmail - Gmail Tro giup - Google Support
Ban c6 thé sir dung tén ngudi dung va mat khau dé dang nhap vao Gmail va cac san pham
khac cua Google nhu YouTube, Google Play va Google Drive. Truy ...
Ban da truy cap trang nay 4 1an. Lan truy cap cudi: 08/04/2021

support.google.com » accounts » answer -

Tao Tai khoan Google - Google Support

Guri va nhan email bang Gmail; Tim video yéu thich méi trén YouTube; Tai rng dung xudng tur
Google Play. Budc 1: Chon loai Tai khoan Google. Cho ban ...

Ban da truy cap trang nay 2 lan. Lan truy cap cubi: 08/04/2021
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BAI 09. EMAIL VA GOOGLE DRIVE
1. Tao Gmail (tiép)

Tao tai khoan Gmail

Pé dang ky Gmail, hdy tao Tai khoan Google. Ban ¢c6 thé sir dung tén ngudi dung va mat khau dé dang nhap vao
Gmail va cac san pham khac clia Google nhu YouTube, Google Play va Google Drive.

1. Truy cép vao trang tao Tai khoan Google 5 .
2. Lam theo céac budce trén man hinh dé thiét 1ap tai khoan cta ban.
r dung tai khoan ban da tao dé dang nhap vao Gmail.

BUOC 2

Tén ngudi dung téi muén da cé ngudi st dung

Tao tai khoan

Ban sé& khoéng thé tao mét dia chi Gmail cu thé néu tén ngudi dung ban yéu cau thudéc mét trong nhirng trudng
hop sau:

= Pa cd ngudi dung.
» R&t giéng véi mdt tén ngudi dung hién cé (vi du: néu example@gmail.com da toén tai thi ban khéng thé sir dung
exampl1e@gmail.com).

* Gidng nhu tén ngudi dung ma ai dé da su dung trudc day roi xoa di.

= Google da giir lai dé chan hanh vi phat tan thu rac hoéc truéng hop lam dung.




TIN HOC SAO VIET Hotline: 093.11.44.858

Website: blogdaytinhoc.com

Bién soan: Bach Xuan Hién

BAI 09. EMAIL VA GOOGLE DRIVE

1. Tao Gmail (tiép)

Google

Tao Tai khoan Google

TIN HOC SAO VIET

Tén ngudi dang

tinhocsaoviet.cnbienhoa gmail.com

Ban co thé =i dung chi cai, s6 va dau cham

CS =san: saoviettinhoc saoviettinhoc49

tinhocsaovietbienhoa8677

S dung dia chi emalil hién tal cda tSi

Mat kKhau Xac nhan

saoviet123 saoviet123|

Suo dung 8 Ky tuyr trd 1én va két hop chir cai, chior s6 va biéu

I Tigp theo I

Pang nhap

MOt tai khoan, Hoat ddng trén moi
san pham va dich vu cula Google.
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BAI 09. EMAIL VA GOOGLE DRIVE

Bién soan: Bach Xuan Hién

1. Tao Gmail (tiép)

Google

Chao muiung ban dén vdsi Google
D

tinhocsaowviet.cnbienhoa@gmail.corm

SO dién thoai (khong bat budc)
— 0812114345

Chung toi s& sur dung s9 cua ban dé bao mat tai khoan. So
nay s& khéng duoc hign thi cho ngudi khac.

Bia chi email khai phuc (khéng bat budc)
saovietbienhocam@mgmail.corm

Chung t&i s& sir dung email khéi phuc d& bao mat cho tai
kKhoan cda ban

MNgay Thang Ll Thang tin ca Nnhan cda ban Iudn
12 Thang 12 2012
MNMagay sinh cua ban

duoc bao mat va an toan

[ Naer ]

Wi sao chiung 181 yvéu cau thdong tin nay

TrS lai

\' —
N | BuwocC 4

. e
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BAI 09. EMAIL VA GOOGLE DRIVE

2. Guwi Emall
Mot sb cha v khi gtri Email:
- Pén (To): Dién Email cua ngudi nhan chinh. Ngudi ndy truc tiep trao doi truc
ti€p voi nguol gui vé ndi dung cong viéc trong Email.
- Cc: bién Email cua ngu:c‘)’i can thong bao vé noi dung dang trao déi vO1 nguo1 nhan
chinh. Nguo1 nay khong cO nghla vu phai tra 161 Email nay néu thay khong thuc su

can thiét. Nhitng nguoi nay s& cung xem duogc danh sach nhitng nguodi nhin dugc
ndi dung mail.

- Bee: Ciing giong nhu Cc, tuy nhién nhitng nguoi nay khong thé nhin thay danh
sach cua nhitng nguodi cung dugc nhan email nay.

- Subject (Cha dé): La ngi dung chinh ctia thu, la dong chit dau tién hién thi trong
Email dén
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BAI 09. EMAIL VA GOOGLE DRIVE
2. Guwi Emall

Nguyén tic giri Email:
Email la thu dac biét, thong thuong duoc suir dung trong cac giao dich cong viéc, vi
vay chung ta s€ phai chu y mot so6 di€m sau:
**Chu dé}phéi ngan gon, 1d rang. Vi du dé gtri Email nghi hoc cho giao vién, chung
ta co the ghi “Don xin nghi tiét hoc  Xuan An lop Excel toi”.
< Noi dung thong thuong cé thé chia ra 3 phan nhu sau:
1. Loi chao dau thu, vi du: Kinh giri Thay!, Chao ban...

2. N0O1 dung chinh cua thu, phan nay néu c6 nhi€u y nén trinh bay theo cac doan
khac nhau, cac doan phai c6 khoang cach xa nhau hon khoang cach gitra cac
dong.

3. Lo1 cam on, 101 hura. ..
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BAI 09. EMAIL VA GOOGLE DRIVE
1. Google Drive

1. Quan ly luu trir
v'Tao thu muc
v'Di chuyén file va thu muc

2. Tailén, va tai xuong tap tin
v'Tai file, thu muc 1én luu trix
v'Téi file, thu muc xudng may tinh

3. Chia sé tap tin
v'Tao lién két dé chia sé
v'Phan quyén lac chia sé

4. Pong bod hoa tap tin may tinh - internet
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BAI 10. TUY CHINH HE THONG

NOI DUNG BAI HOC
< Tuy chinh thoi gian

< Tuy chinh dinh dang h¢ thong (Kiéu hién thi)
" Tuy chinh hién thi man hinh
% Tao va quan ly tai Khoian dang nhap may tinh
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TIN HOC SAO VIET : 11.44, : : Bién soan: Bach Xuan Hién

BAI 10. TUY CHINH HE THONG
Windows + S-> Control panel-> Clock and Region—> Va thuc hién theo cac

budc tuy chinh ¢ nhirng trang sau:
Wieww E;l}r: ICategn::l-r_',.-' e I

User Accounts
Eﬂ Change account type

' Appearance and Personalization
IEID::I-: and Region E‘E}
anges = tirme, or number formats
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BAI 10. TUY CHINH HE THONG

TUY CHINH THOI GIAN

1. KIEM TRA MUI GIO:

Moi Quoc gia hoic khu vuc s& c6 1 mui gio khac nhau, méi mui gio s€ cO gi0 khac
nhau, vi du bén Hoa Ky 08h sang thi bén Viét Nam la 20h hoac 21h t6i. Mot trong
nhu’ng nguy€n nhan sal gio hodc ngay la do mui gio, vi vy nén kiém tra chuan mui
gid Viét Nam trude khi kiém tra cac van dé khac.

7+ Time Zone Settings L
Time: Set the time zone; /
, 2:50:13 PM
F. DatE aﬂd TImE - Time zone: v

. - !;’Change date and time... _
Set the fime and date | {Change the time zone \
Region

\

b

o e h ‘l Current date and time:  Tuesday, January 5, 2021, 2:5
Change date, time, or nurlEr formats ange time zone

- not observed by this time zone.

-
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TIN HOC SAO VIET

BAI 10. TUY CHINH HE THONG

Hotline: 093.11.44.858

TUY CHINH THOI GIAN

2. CAPNHAT THOI GIAN TU DQNG: ?
Khi may tinh c¢6 két noi Internet, hay dung chirc nang cap nhat tu dong dé dam bao do

chinh xac cao.

o6t the time and aate § Change the time zone

Region

(hange aate, fime, or number formats

= Date and Time

Date and Time Additional Clocks

Internet Time o

Website: blogdaytinhoc.com

O] [ Fcrange setings.. |

Bién soan: Bach Xuan Hién

TS oo

nternet time settings:

nize with an Internet time server \

e | time.windows.com

N Update now

iter is set to automatically synchronize on 7

duled

v

=] o
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BAI 10. TUY CHINH HE THONG

|. TUY CHINH THOI GIAN
3. CAPNHAT THOI GIAN THU CONG: 9
Khi may tinh c6 két noi Internet, hay dung chirc nang cap nhat tu dong dé dam bao do
chinh xac cao.

3 Chon vao day & thay

do1 nhanh thang va nim

Date: // Time:

s //--"'_
1 January 2021 4 // v T
SuMo Tu We Th Fr Sa 1/ ol

27 28 29 30 31
34 5060 7 Chonvao gid dé thay doi gid,
101112 13 14 w30 phat dé thay doi pht...

Change the time zone

Date and Time
Set the time and date
Region

Change date, time, or number formats

wsday, January 6, 2021

Time:

2:38:14 PM 24 25 26 27 28 29 30 . S

e Changedateandtime...|| 3 1 2 3 456
5 a0.0sPMEE

17 18 19 20 21
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BAI 10. TUY CHINH HE THONG
II. TUY CHINH PINH DANG HE THONG

Dinh dang h¢ thong co anh hu’O’ng truc tiép toi hau nhu cac phan mem dang str dung
trong may tinh, vi du dién hinh 1a bang tinh Excel. Tur dinh dang dau ngan cach phan
nghin, dau ngin cach thap phan, kiéu hién thi thoi gian..

= Region

eeeeee

Dhate and tTird
Short date:
Lomng date:

Short time:

Long tirme:

First day of weelk:

nange date, time, or number formats

Examples
Short date: e 00 2020

Long date: WiWednesdaw, Januams S, 2021
Short tirme: 5:57 kA

Lomng tirme: S5:51:53 FhA

| Ok | Cancel App iy
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TIN HOC SAO VIET

BAI 10. TUY CHINH HE THONG

Hotline: 093.11.44.858

. TUY CHINH PINH DANG HE TH()NG

Dinh dang he thong cO anh hu’ong true tiép tdi hau nhu cac phan mem dang su dung
trong may tinh, vi du dién hinh 13 bang tinh Excel. Ttr dinh dang dau ngin cach phan

nghin, ddu ngan cach thap phan, kiéu hién thi thoi gian..

1. PINH DANG SO NUMBER (xem them hinh trang sau)

+ DeC|maI symbol
Dau ngidn cach thap phan
+ Degit grouping symbol:
Dau ngdn cach phan nghin

Website: blogdaytinhoc.com

Bién soan: Bach Xuan Hién

¥ Customize Format

[ Xem trude sw thay doi ki thay doi

~\

Example
Positive: || 123,456,789.00 Negative;

-123,456,789.00

Dau ngin cach thap phan
Decimal symbol:

Dfm ngin cach phan nghin | 2
Digit grouping symbal:

100.000.00
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BAI 10. TUY CHINH HE THONG

II. TUY CHINH DINH DANG HE THONG
2. PINH GIO _TIME
+ Short time: HH:mm tt
+ Long time: HH:mm:ss t

[[ ¥ Customize Format % |

Mumbers Currency W Date

Examples
Short time: 7:03 PM
Long time: 7:.03:31 PM

Time formats

h=l/dinh|dang}12h)
Short time: —’J‘:r-—l-'_:—g}———j
H=/dinh|dang)24h)

Long time: h:mm:ss tt
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BAI 10. TUY CHINH HE THONG

Il. TUY CHINH PINH DANG HE THONG
3. PINH NGAY THANG NAM_DATE
+ Short date: dd/mm/yyyy

¥ Customize Format

Mumbers Currency Time

S0 % 0
v g

4 Ngay thang nim

Example

Short date: 2021

esday, January 6, 2021

Long date:

dle Tormdais

Shaort date:

Long date; dddd, MMMM d, yyyy

ANBO® ()

What the notations mean:

d, dd = day, ddd, dddd = day of week; M = month; y = year
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BAI 10. TUY CHINH HE THONG

111.TUY CHINH MAN HINH HIEN THI

1.

Thay déi hinh nén

< C1: Chuot phai vao khoang trong man hinh-> Personalize

**C2: Chudt phai vao hinh anh—> Set as desktop background

Sip xép man hinh hién thi

Chuot pha1 Vao khoang trong man hinh-> Sort by=> Chon mét trong cac ché do
sap xép O bang moi hién thi

Thay déi kich thudéc cac doi twong trén man hinh hién thi:

“C1: Giit phim CTRL dong thdi cudn chudt 1én xuong

*C2: Chudt phai vao khoang trong man hinh-> View-> Chon mdt trong céc kicu
Xem ¢ bang moi1 hién thi
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BAI 10. TUY CHINH HE THONG
V. TAO VA QUAN LY TAI KHOAN PANG NHAP MAY TINH

Adjust your computer's settings

System and Security

Review your computer's status

Save backup copies of your files with File History
- L ||

Jackup and Restore (Windows 7 H““ Appearance and Personalization

, Network and Internet —
% View network status and tasks :x Clock and Regir.:un
Hardware and Sound \___;’ Change date, time, or number formats
# View devices and printers

Ease of Access
Add a device

. o ] @ Let Windows suggest settings
Adjust commonly used mobility settings Optimize visual display

Programs
Er Uninstall a program




otline:
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BAI 10. TUY CHINH HE THONG
V. TAO VA QUAN LY TAI KHOAN PANG NHAP MAY TINH

H#2, Manage Accounts

- - T .ﬂ. > Contral Panel > User Accounts > User Accounts > Mamnage Accounts

Choose the user you would like to change

Admin
Local Aaccount
Administrator

Password protected

el

Add a new user in PC settings
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BAI 10. TUY CHINH HE THONG
V. TAO VA QUAN LY TAI KHOAN PANG NHAP MAY TINH

R=

S

e £

Pe

Q

Your info

Email & accounts

Sign-in options

Access work or school

Family & other users

Sync your settings

games.

o2 Add a family member

Learn more

Other users

Allow people who are not part of yg#afamily to sign in with their own
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BAI 10. TUY CHINH HE THONG
V. TAO VA QUAN LY TAI KHOAN PANG NHAP MAY TINH

2= Microsoft

How will this person sign in?

Enter the email address or phone number of the
person you want to add. If they use Windows, Office,
Outlook.com, OneDrive, Skype, or Xbox, enter the
email or phone number they use to sign in.

|Emai| or phone

|I don't have this person's sign-in information I

Cancel Next

Bién soan: Bach Xuan Hién

B8 Microsoft

Create account

someone@example.com

Get a new email address

Use a phone number instead

Add a user without a Microsoft account

\

Back
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BAI 10. TUY CHINH HE THONG
V. TAO VA QUAN LY TAI KHOAN PANG NHAP MAY TINH

Microsoft account ==

: | SAO WIET Goitén]|bat Ky, é‘)l

MMake it secure.

L | - Matikhau) B
I - ' aclaijmatkhau
In case yvou forget yvour password
= I wWhat was your fiChonjcaulhdijlthw/ nhat) ~ I
A — — S =
ey Chon|caujtralléri|bat]k
‘ | Shgon ICERSCEY |
I wWhat's the name mﬁﬁﬁulﬁéiltﬁﬁ@ere borm? e I
r ©
| B Chonicaujtrall&ilbatiky) I
e
I what was yvour chilChonlcau|hdijthur:3) ~ I
| S Chon|caujtralléri|bat] kv, > |

-




