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

1. Kiém tra trén khay hé thong c6 biéu twong V hay E, néu c6 ttrc 1a phan mém
dang mo.
o Chir V: G tiéng viét co dau
o Chit E: Gd khong dau
Luu y: Bam vao biéu twong dé thay doi qua lai giita hai kiéu gé nay

10:07 PM
7/10/2022
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1. Khéi Pong Phan Mém G6 Tiéng Viét UNIKEY
1. Chua c6 biéu tuong chir E hay V thi ching ta phai khai dong 1én nhu sau:
Nhan t6 hop phim Windows + S hodc Windows = G& tim kiém “Unikey”
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BAI 02: GO TIENG VIET CO DAU

|. Tuy Chinh Phan Mém G 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 — Déu huyén (\)
14 14
Tuy chon gb 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...




I1. Tuy Chinh Phan Mém Go Tiéng Viét UNIKEY (tiép theo)
Chinh kiéu gé VNI theo bang mi Unicode

%5 UniKey 4.2 RC4

Diéu khién , ‘
Bang ma: Unicode v I v 90"9|
Kiéu gé: VNI v J @ Kétthic
Phim chuyén: @) CTRL +SHFT (DALT=+Z

4 Thu nho

Tuy chon khac

@ cho phép g tv do

(] Dat ddu oa, uy (thay vi oa, Gy)

[ ) Luén s dung clipboard cho unicode

& Bt kiém tra chinh ta
& Tv d6ng khdi phuc phim véi tir sai
) Hién théng bao phan hoi

Hé théng

Tuy chon gb tat
(] Cho phép gé tat
(] Cho phép gb tat ca khi tat tiéng Viét

Bang gb tat...

@ Hwéng dan Théng tin

> O O »
0 3 O O
| T
> QO O >

1 = Dau sac (/)

2 = Dau huyeén (\)

3 = Dau hoi (?)
4 = Dau ngi (~)
5 = Dau ning (.)
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BAI 03: LUYEN TAP GO CHU TIENG VIET CO DAU

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

Tin hoc Sao Viét da dao tao cho hon 15.000+ Hoc vién thanh thao K¥ nang Tin Hoc dé di
lam. Cong ty TNHH Gido duc Tin Hoc Sao Viét tu hao la don vi hang dau trong cac
Trung tam tin hoc van phong tai Tp.HCM, Binh Duong, Bong Nai, Ha Noi.

Thanh thao Excel dé: quan 1y gidy to so sach thu chi, quan Iy ban hang kinh doanh, quan
Iy nhan su, tién luong, quan 1y kho hang, hang hoéa, quan 1y tai chinh, phan tich dong tién,
tham dinh gia, 13i vay, cac hoat ddng ctia co quan doanh nghiép to chtrc hay cong viéc ca
nhan déu duoc dung bang excel

Thanh thao Word dé: thiét ké, tao ra cac loai van ban nhu: cong vin, gidy to vin phong,
hop dong, ho so, gido trinh tai li€u, so y€u ly lich, thu gidi thi€u, file bao gia, luan van,
bai tap 1on, d¢ tai, bao céo,... va bat ctr loal van ban nao ban muon.

Thanh thao PowerPoint dé: tao ra cac file slide thuyét trinh an tuong, dep mat.
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BAI 04: LAM QUEN CAC THAO TAC TREN MAY

. PHIM TAT TRONG MAY TINH

L+ V (Dan - Paste)

CTRL + C (Sao chép - Copy) CTR
CTRL + X (Cat - Cut) CTR
CTRL + A (Chon tat ca)

WIN]

WINI

L+ Z (Quay lai - Undo)

CTRL + F (Tim kiém)
DOWS + S (Bat thanh tim kiém Windows 10 trd 1én)
DOWS + D (an toan bd ctra so trén man hinh)
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I1I. Hay Sao Chép Va Dan Noi Dung Van Ban Dw¢i Pay Vao Word
Budc 1: Quét chon ving can sao chép 2> CTRL + C
Budc 2: Chon Word > CTRL +V

Tin hoc Sao Viét da dao tao cho hon 15.000+ Hoc vién thanh thao K¥ niang Tin Hoc dé di
lam. Coéng ty TNHH Giao duc Tin Hoc Sao Viét tu hao la don vi hang dau trong cac
Trung tam tin hoc van phong tai Tp.HCM, Binh Duong, BDong Nai, Ha Noi.

Thanh thao Excel dé: quan Iy gidy to so sach thu chi, quan Iy ban hang kinh doanh, quan
Iy nhan sy, tién luvong, quan 1y kho hang, hang hoa, quan 1y tai chinh, phan tich dong tién,
tham dinh gia, 13i vay, cac hoat ddng cua co quan doanh nghiép to chitc hay cong viée ca
nhan déu dugc dung bang excel

Thanh thao Word dé: thiét ké, tao ra cac loai vin ban nhu: cong vin, gidy to vin phong,
hop dong, ho so, gido trinh tai li€u, so y€u ly lich, thu gidi thi€u, file bao gia, luan van,
bai tap 16n, dé tai, bao céo,... va bat cir loai van ban nao ban muon.

Thanh thao PowerPoint dé: tao ra cac file slide thuyét trinh an tuong, dep mat.
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BAI 05. QUAN LY LU’U TRU?

< Trong qua trinh sir dung may tinh, cac cong viéc can duoc luu trit mot cach khoa hoc,
tranh trudong hop lam mat thoi gian tim kiém, hoac x6a nham dir liu. ..
“*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)

0 dia

A Izl
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. Thw Muc (FOLDER)

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

2. Dat tén thw muc
Chon Thu muc = F2 hoac chon vao tén thu muc 2 1an khong lién ti€p hoac chudt
phai vao thu muc - Rename

3. Di chuyén ddi twong vao thw muc
C1l. Kéo va tha

Chon do1 tuong can dua vao thu muc = Gitr chudt trai va kéo de 1én thu muc
muon dua vao

C2. Cit (hoic sao chép) va dan
Buéc 1: Chon doi tugng can cho vao thu muc = Ctrl + X (hoic Ctrl + C)
Buéc 2: M& thu muc can luu = Ctrl + V (hodc chudt phai chon Paste)

10
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Il. File Nén (Tap Tin Nén)
File nén thuong dung dé giam dung luong 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 (hoac thw muc) can nén - Add to “...”

2. Cach gidi nén
Chudt phai vao File nén-> Extract to “...”

> Luu y: C6 thé mé cdc tép tin trong File nén ma khéng can gidi nén

11
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&« > v A > ThisPC »

/} Home

> @ OneDrive - Personal

@l Desktop

J Downloads

é Documents

@ Music

» % % »

-
New,folder

\

Pé mo 0 dia co 3 cach:

1. Nhan t6 hop phim Windows + E
2. M6 thu muc bat ky > This PC (Computer hoic My Computer)
3. M6 biéu tuong hinh may tinh trén man hinh (This PC hoic My Computer)

~ Devices and drives

EE [ 05(C) DATA (D)

-y

" 464 GB free of 275 GB

142 @ free of 199 GB
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1. O dia hé thong (thuwong cé ky hiéu chir C)
Day 1a 6 dia hé thong, ngudi dung khong nén tac dong vao day. Cac thu muc nhu
Desktop, Documents, Downloads, Videos... thuoc 6 C

Laru ¥ Dir liéu khéng nén luu trong nay, vi khi ¢é sw c¢6 16i Windows phdi cai lai
hé thong, nQuy co mat dir liéu la rat cao.

2. O dia nguwoi dung (thwong c6 ky hiéu chir cai D, E, F, G...)

Pay 1a cac 6 dia dung chu yéu dé luu trix dir liéu, khi xay ra sy co 161 hé thong
may tinh, dt 11€u khong bi mat khi cai dat lai h¢ thong.

3. Puong dan

Puong dan cho ta biét thu muc hodc tép tin dugce luu trong 6 dia ndo hodc thu
muc nao trong may tinh.

Vi du: D:\Gido trinh dao tao\Gido trinh THVP, dwong dan nay cho chiing ta biét
thu muc Gido trinh THVP chwra trong thu muc Giao trinh dao tao, Gido trinh dao
tao chira trong o dia D (Xem thém hinh trang sau)
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Ine:

CDS1LC:

ogdaytinhoc.com

1€n soan:

ac uan rien

b

>

~_ > ThisPC > DATA (D:) » Gido trinh dao tao > Gido trinh THVP

@l Desktop
J Downloads
E Documents

6 Music

n Videos

" Bai thi, Bai Tap Thuc Hanh THVP

" Mau Méi
" Danh séch in

" Zalo Received Files

& This PC

&= 05 (C)

> == DATA (D)

>

t Network

% % % »

MName

_ CHART EXCEL

~ GIAO TRINH C#

_ GIAO TRINH CO BAN
~ GIAO TRINH KE TOAN
~ POWER QUERY

_ Tai lidu ké toén

~ Tin Hoc Tre Em

"~ Word Nang Cao

@ Gido Trinh Bang Tinh Excel Nang Cao.pdf
@ Giso Trinh Bang Tinh Excel Nang Cao.pptx
@ GIAO TRINH EX.pptx

%] GIAO TRINH EXCEL NANG CAO.pdf

&) Giao Trinh IC3 - Phan Cing May Tinh.pptx
%! GIAO TRINH MINITAB.pdf

& Giao Trinh Word Néang Cao.pptx

Date modified

26/11/2022 9:47 PM

06/10/2022 6:33 PM

15/06/2022 9:22 PM

06/12/2022 10:50 AM

06/05/2022 1:47 PM

15/02/2023 2:55 PM

07/03/2022 8:00 AM

25/11/2022 1:26 PM

25/11/2022 12:38 PM

22/09/2022 11:27 PM

13/08/2022 1:23 PM

17/02/2023 6:35 PM

22/10/2022 10:52 AM

27/02/2023 3:05 PM

Type

File folder
File folder
folder
File folder
File folder
File folder
File folder

File folder

Foxit PDF Reader Do...

PPTX File

PPTX File

Foxit PDF Reader Do...

PPTX File

Foxit PDF Reader Do...

PPTX File

Pudng dan

Size

2,316 KB

2,724 KB

3,265 KB

2,463 KB

45 KB

2,716 KB

22,553 KB
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BAI 06. KHAI THAC INTERNET
I. Giao Dién Trinh Duyét Web

ac

uan

1C

n

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)

e ]

0

X

¥ G OO R

Gmail  Hinh anh

[ Tim kiém bang giong noi

N

o
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II. Mot SO Khai Niém Khi Tim Kiém Trén Internet

Ni dung cin tim (tir khéa)
Google bién ban thanh Iy hop déng X m 3§ (3 Q
Q Tatca [ Hinhanh [f] Video [ Tintlc : Thém Céng cu
Tén Website Bai viét cé trong Website nay

Khoang 137.000.000 két qua (0,281a

luatminhkhue.vn
https:/luatminhkhue.vn > Biéu mau ~

Mau Bién ban thanh Iy hop dong cap nhat méi nhat nam 2023
1 thg 1, 2023 — Bién ban thanh ly hop dong la van ban giao két gitra cac bén ky hop ddng

)
"

nham ghi nhan tinh trang thuc hién hop ddng da hoan thanh va tién ...
# % ¥ % 4 Xép hang: 4,4 - 7 phiéu bau

@ thuvienphapluat.vn
https://thuvienphapluat.vn » hopdong » BIEN-BAN-T... ¥

BIEN BAN THANH LY HOP PONG

Bén A dong y thanh toan toan bo sb tién trén cho Bén B theo nhu quy dinh tai Diéu 2 cla Bién

ban nay. Hai bén théng nhéat thanh Iy Hop déng ............. sb: ... 6




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

111. 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: Chudt phai vao hinh = Save image as (luu hinh dnh thanh)

B4: Chon thu muc luu, dit tén va bam chon vao nat Save (Luu).

Vi du: Tdi cdc hinh anh nhw Hoa hong, xe 6 16, logo Dell...
V. Tai Tai Liéu Van Ban Tw Internet
B1: Lén Google va tim kiém tai liéu hodc vin ban can tai.
B2: Vao Website bat ky
B3: Tim va bam vao Website cac tir nhu “Download”, “Tai vé”, “Tai tai day”. ..

B4: Chon thu muc luu, dit tén va bam chon vao nat Save (Luu).

Vidu: Tai tai liéu sau: Mdu bang lvong, mau cham cong, mau bién ban thanh ly...
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Luu y: Pé kiém tra doi twong tdi vé, cé thé thuc hién thao tdc sau:

% Cdch 1: Nhdn Ctrl + J = Hién thi trong thw muc (Show in folder)

< Cdch 2: Bam vao dau 3 cham bén goc phdi ciia trinh duyét (theo hinh)

2 k)@ = [ > B '

. @ Héthéngtractuh.. @ Nopthu§canhan | Tiéng Viét Phan New tab ctrl

New window

New Incognito window  Cirl#Shi

Bookmarks >

Zoom - 100% +
Print... Ctrl+P
Cast...

)o e Find... Ctrl+F
More tools >

Edit Cut Copy Paste

Settings

{8 \!g Help L4

Exit 18
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BAI TAP ON TAP

Tao 15 thu muc ngoai Desktop vdi cac tén tur “Sao Viet 017 dén “Sao Viét 15”7

Trong 6 dia nguoi dung, tao thu muc c6 tén “Khong duoc quén bai nay”
bat lai tén cho thu muc “Sao Viét 10” thanh tén “Thuc hanh™

Di chuyén cac thu muc c6 tén “Sao Viét...” vao thu muc “Thuc hanh”
Cat thu muc “Thuc hanh” vao “6 dia nguoi dung”

Tai hinh “Hoa héng”, “Nha phé” trén Internet vao thu muc “Sao Viét 01”
Po6i tén thu muc “Sao Viét 017 thanh tén “Hinh anh”

2% ¢

Tai “mau bang luong”, “bién ban thanh 1y tai san”, “hop dong thué nha” vao thu muc “Sao Viét 027

© oo N o g Bk~ WD

Poi tén thu muc “Sao Viét 02 thanh tén “Quan 1y cong viéc”

|
©

Cat thu muc “Khong duge quén bai nay” tur 6 dia nguoi dung vao Documents

| —
=

Dién tiép vao chd cham (Phai lay vé ghi vao)
a) Démo o dia, sir dung to hop phim ...
b) Démo 6 dia, co thé mé ... bat ky, sau d6 chon “This PC” (hodc Computer)

c) Dt liéu khong nén luu vao ...

d) Thu muc Documents, Downloads, Desktop, Videos thudc o dia...
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BAI 07. THU’ PIEN TU
Mét S6 Luu Y Trong Email

- j)é'n (To): bién Email cua ngudi nhan chinh. Nguoi nay truc tiép trao doi truc
ti€p voi nguoi gui vé ndi dung cong viéc trong Email.

- Chu dé (Subject): La ndi dung chinh cta thu, 1a dong chit dau tién hién thi trong
Email dén

20
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1. Nguyén Tic Giri Email
Email la thu dac biét, thong thuong duogc sir dung trong cac giao dich cong vi€e, vi
vay chung ta s€ phai chu y mdt so6 di€ém sau:

< Chu dé ‘phai ngan gon, ro rang. Vi du dé gui Email nghi hoc cho giao vién, chung
ta ¢6 thé ghi “Pon xin nghi tiét hoc  Xuin An 16p Excel t6i”.

< Noi dung thong thudng c6 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...

21
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