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Loi mé dau

Tai liéu nay dugc xdy dung dua trén céc tai liu cua Microsoft va tham khdo mot s6 tai lidu
trén Internet. Tai li€u nham muc dich giup ngudi hoc hé théng lai mot $6 nhitng kién thuc co
ban vé may tinh phuc vu cho cac cong viéc van phong hang ngay nhu: Xir Iy cong viéc cta co
quan, hoc tap va nghién ctru. Nhiing kién thtc trong tai liéu nay khéng c6 gi mdi ma chi duoc
bién tap sip xép theo khdi kién thirc ma theo tac gia 1a can thiét cho nhimg nguoi sir dung

may tinh trong cong viéc van phong.

Tai liéu nay duoc bién soan d¢ chia sé cho nhitng nguoi quan tdm dén kién thirc vé may tinh

chtr khong mang muc dich thuong mai.

Phung Van Bong

Truong Pai hoc Ha Noi

Trang 4



Chuong 1. Tim hiéu may tinh

1.1. Gié6i thi¢u vé may tinh

1.1.1. May tinh la gi?

Trong thoi dai tin hoc, may tinh dwgc dung rong rii trong cac linh vue nghé nghiép nhu gido
duc, thong tin, gidi tri, ngan hang, kinh doanh, y té, du bao thoi tiét, va nghién ctru khoa hoc.
Tai nha, ching ta dung may tinh dé lién lac vai nguoi khac, giai tri, thyc hién vi¢c tim kiém,
viét va soan bai tap, tao anh, theo ddi tai chinh c4 nhan va rat nhiéu viéc khac. May tinh (xem
Hinh 1.1) c6 thé dugc mo ta 1a mot thiét bi dién tir thue hién cac thao tac toan hoc, logic hoc
va d6 hoa. Dé thuc hién cac thao tac nay va cac nhiém vy cda nguodi st dung, may tinh can

duoc trang bi mot hé diéu hanh va cac chuong trinh phﬁn mém.

Hinh 1.1: May tinh

1.1.2. May tinh ca nhan (PC) la gi?

May tinh c4 nhdn — dugc nhic dén voi tén goi PC — 1a loai may tinh phd bién nhat duoc
dung hién nay. Méy tinh ca nhan 12 may tinh duoc thiét ké cho mot ngudi str dung mot lic.
May tinh ca nhan cé thé dugc phan thanh hai loai chinh: May tinh dé mot chd va may tinh
xéach tay. May tinh dé mot chd duoc thiét ké dé trén ban. May tinh xach tay gdm c6 may
laptop, may cam tay va may Tablet.

May tinh dé ban

May tinh dé ban thuong duoc dit trén ban, do d6 nd c6 tén dé ban. Loai may tinh ndy thuong

to nhat trong tat ca cac PC. Mdi bd phan trong may tinh dé ban thudng tach rdi va co thé thay

Trang 5



d6i dugc. Dic biét 1a ban c6 thé gan thém céc thiét bj ngoai vi vao may tinh dé ban (xem Hinh

1.2).

Hinh 1.2: May tinh d& ban

May Laptop va May Notebook

May Laptop (xem Hinh 1.3) 1a loai may xach tay nho chi nang vai can. Loai laptop hién dai
thuong dugc goi 1a may tinh notebook vi kich thudc nho cua n6. May notebook thuong chi
day 10cm hodc mong hon. Cac hing san xuat laptop va notebook ndi tiéng 1a IBM, Apple,
Compag, Dell, Toshiba va Hewlett-Packard. Laptop va notebook dugc lap Man Hinh Tinh
Thé Long (LCD) va c6 thé chay bang pin, diéu niy tao cho ngudi sir dung kha ning di chuyén
hoan toan. Laptop va notebook két hop cac bd phan mdy tinh cha yéu trong mot thiét bi duy
nhat. May laptop c6 thé c6 6 dia mém, 6 CD va 6 VCD, hoic cac 6 nay co thé dugc gin vao

nhu thiét bi ngoai vi dé giam thiéu trong luong.

Hinh 1.3: May Laptop

May tinh cim tay

May tinh cAm tay (xem Hinh 1.4) 1 loai may tinh xach tay nho dugc thiét ké dé dung vira
trong ti xach hodc ti 40. Loai may tinh niy thuong khong manh bang may tinh dé ban hoic

may tinh cdm tay nhung lai hitu dung trong mot s tac vu cu thé. May tinh cam tay duoc thiét
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ké dé giup ban thyc hién cong viéc hang ngay, chang han nhu ding né nhu lich va luu sb
danh muc dia chi. Cling c6 thé dung no dé ghi chép, theo doi1 danh muc tac vu va hién chi tiét
céc cudc hen. N6 duoc thiét ké dé déng bd hda vi e-mail va lich cia ban. Nguoi ta thuong

diéu khién n6 voi mot cay but stylus.
May tinh Tablet

May tablet (xem Hinh 1.5) 1a mot loai may tinh notebook. Nguoi sir dung ¢ thé ding nd dé
ghi chép hodc v€ hinh 1én trén man hinh véi mot cay but déac biét. Dir liéu nguodi st dung dua

vao cd thé dugc chinh stra va sau do chia sé vdi nguoi khac qua e-mail.

Hinh 1.5: May tinh tablet

1.1.3. M4y tinh dwoe sir dung ¢ nha va & cong sé' nhuw thé nao?

Trong mot vai thap nién qua, may tinh da lam thay ddi co ban moi mat doi song cua chiing ta.
Ban gio day s& thiy may tinh di mang lai nhiing thay doi nhu thé nao cho c nhan chung ta &
nha, tai cong sd va ¢ truong.

May tinh ¢ nha

May tinh duoc coi 1a mot cong cu vo gia trong nha chiing ta ddi véi moi thanh vién trong gia
dinh. Dung may tinh ching ta c6 thé vao Internet véi kha ning tim kiém va thu thap thong tin
manh mé ctia nd. Mdy tinh va Internet d3 x6a bo cac bién gidi. Nhitng ngudi sng & nhiing
ving xa x6i ¢6 thé két ndi tirc thi va co thé lién lac truc tiép véi nhimg ngudi khéac trén khap
thé giéi. Con nguoi c6 thé biét thém vé cudc séng hang ngdy ctia minh va cua nhau nhiéu hon
bat ky thoi gian nao trude ddy. Ngudi ta ciing c¢6 thé hoc cac ki nang méi bang cac 16p dao

tao tir xa va phu dao theo kha nang c4 nhan.

Pay 1a mot s6 cach chiing ta ding méy tinh & nha minh.
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May tinh 1a m§t cong cu hoc tap

Cha me hiéu dugc gia tri cia may tinh doi véi viéc gido duc con em minh. Hoc sinh
duoc may tinh trg giup va cé kha nang md rong kha nang hoc tap va nghién ctru cia
minh. V&i may tinh, chung cting hoc dugc nhirng ky nang quy gia cho cong vi¢c trong

tuong lai.

Hoc sinh & moi cdp déu thay rang may tinh 14 cong cu khong thé thiéu dé theo ddi bai
hoc va bai tap, dé tim kiém va tap hop dir lidu, va dé tham gia thao luan véi 16p. Gido
vién va hoc sinh sir dung Internet dé guri e-mail, thu thap phan hoi, giao va ndp bai tap,
cOng tac lam bai va gtri thong bao.

Hoc sinh ngay nay chic chin s& thiy rat khé co thé tuong tugng mot thé gidi ma moi
bai tap va bai thi déu phai danh may timg chit bang tay ma khong thé tao nhiéu ban
sao chi v6i mot nut nhin ciing nhu khong c¢6 kha ning luu va st dung lai cac bai cua
minh. Tir nhitng thao tac don gian cho dén céac tinh ning tim kiém va lién lac manh

m¢é, may tinh thyc sy da cdch mang hoa thé gidi gido duc.

May tinh 1a m§t cong cu lién lac

May tinh cho phép chung ta lién lac theo nhiéu cach méi va hiéu qua bang cach dung

e-mail va tro chuyén truc tuyén.

Theo nhiéu cach, e-mai 13 céng cu hiéu qua hon viét thu gidy boi vi nd cho phép
chung ta giri mot tin dén nhiéu ngudi nhan ma khong can tem thu va n6 s& dén tic thi
tai hop thu e-mail ciua ngudi nhan. Nguoi ta co thé luu triY, in va chuyén tiép e-mail
cho nguoi khac. Hau nhu tit ca cac loai tép co thé duoc dinh kém véi e-mail va giri di

cung tin nhan, gdm cd van ban, anh va tép nhac.

Ngudi ta co thé lién lac nhanh hon ca e-mail bang tro chuyén truc tuyén. Lién lac bang
tro chuyén truc tuyén duoc goi 1a chatting — ludn 1a mot hoat dong rat pho bién giita
gia dinh va ban beé. Mgt chuong trinh tro chuyén truc tuyén duoc cai dat dé hién thi
danh sach ngudi giao tiép ctia nguoi str dung, dugc xép theo ban va ngudi quen,
nhitng ngudi ciing c6 dia chi e-mail va ¢6 kha ning tro chuyén truc tuyén. Khi nguoi
su dung dang nhap vao Internet trén may tinh cia ho, danh sach ngudi lién hé s€ 1ap
ttc hién thi nhimg ai dang trén mang va ai khong. Tin nhén truc tuyén c6 thé duoc gui
dén bat ky nguoi lién hé nao dang c6 trén mang. Thuong thi c¢6 thé thuc hién nhiéu

cudc tro chuyén cung mét luc voi nhiéu nguoi st dung
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o May tinh la m§t phwong tién giai tri

Céc gia dinh ngay nay c6 rat nhiéu hoat dong gidi tri v6i may tinh ctia minh. Pho bién

13 anh k¥ thuat sd, choi tro choi, tai va nghe nhac va xem phim.

Anh k¥ thuat sd ciing c6 dic tinh nén giéng nhu e-mail va cac tai liéu s khac. Anh k¥
thuat s6 co thé luu lai, gui qua e-mail, in tai nha hodc tai mot ti€ém anh chuyén nghiép.
Chéng han nhu, néu mét nguoi chup mdt birc anh ky thuét s6, birc anh d6 co thé duge
dua 1én mot trang Web va c6 thé cho nguoi khac xem trén toan thé gidi chi mat vai

phut.

Choi trd choi trén may tinh dugc rat nhidu ngudi wa thich. Ngudi choi ¢6 thé tham gia

tro choi trén Internet va ddu véi nhitng ngudi choi khéac trén khap thé gioi.

Co6 rat nhiéu tép nhac va bai hat dé tai xudng hop phap tir Internet hoic mua cua céac
nha cung cap nhac. Céc tép bai hat c6 thé choi duoc trén may tinh. Ching ciing ¢ thé
dugc tai vé may nghe nhac ca nhan va ngudi nghe co thé thudng thirc bat ky khi nao

minh muon.

Néu may tinh c6 lap 6 DVD hodc c6 6 DVD doi gan vao thi tham chi gia dinh va ban

be con co6 theé xem phim.

e May tinh nhu mét cong cu hiéu qua cho gia dinh

May tinh d nang cao dang ké kha ning quan 1y tai chinh c4 nhan ctia chung ta. Ching
han nhu theo ddi chi phi hang thang, tinh tién thué va theo ddi dau tu ca nhan. Khi
dung cac chuong trinh phan mém tai chinh, ngudi ding dwa vao cac chi phi (theo loai)
va thu nhép. Dé tinh ra bao nhiéu tién tra cho nha, thuc phém, nhién liu, cac tién ich,
chi phi ca nhan va cic loai khac theo ¥ mudn rat dé. Ngan quy gia dinh c6 thé duoc
theo ddi va diéu chinh dé dat dugc ké hoach tiét kiém can ct trén s6 lidu cudi cung.
May tinh ciing duoc ding dé tra hoa don truc tuyén, diéu nay dam bao 1a cac khoan

thanh todn dugc nhan dung han.

May tinh 1a cong cu quy gia cho cac viéc nhu viét thu, luu gilt cac tai li¢u ctua gia
dinh, va céc thong tin cd nhan quan trong dudi mot dang ma c6 thé dugc bao v¢ va tai

tao lai bat ky khi nao.
May tinh tai cong s&
Ngay nay rat nhiéu nguoi dung may tinh tai cong sé. My tinh tu dong hod cic cong viéc ma

trudc ddy rat tén thoi gian va nhan cong. Chung di cai thién dang ké téc do va do chinh xac
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trong viéc luu trit hd so, theo ddi hang tdn kho, quan 1y ban hang, 1én ké hoach kinh doanh va
kha ning lién lac nhanh chéng hiéu qua. C6 nhiéu t6 chirc nay di sir dung trang Web dé thong

bao, lién lac va ban hang truc tiép cho khach hang cia minh qua Internet.
bay 1a mot s6 vi du vé viéc may tinh dugc dung tai cong s¢ nhu thé nao.

e Chinh phi: Céac co quan co thé dua cac dit licu luu trir duge cong bd 1én mang dé
cong chung c6 thé 1dy duoc cac thong tin quan trong nhu hd so thué va so hitu tai san.
Chinh phi c¢6 thé hop 1y hoa thu tuc bang viéc cho phép cong ching nop don truc
tuyén xin cac tai liéu chinh thitc nhu ho chiéu, gidy khai sinh, bang 1ai va ding ky cir

tri.

e Cudng ché phap luat: May tinh c6 thé gitp cac co quan thi hanh 4n (ca trong khu
vue, qudc gia hodc qudc té) két hop va chia sé thong tin dé giai quyét cac vu diéu tra
va 4n hinh sy nhanh chéng va hiéu qua hon. Cho phép truy cap ho so cong cong c6 thé

ci thién an ninh va ting s6 luong thong tin dén cho cong chiing.

e Kinh doanh ban 1é: Trong cac ctra hang ban 1¢, may tinh tu dong hda cong viéc quan
1y ban hang. Khach hang c6 thé mua hang hoa nhanh hon va nhan duoc bao céo giao
dich chi tiét. Ngudi ban 16 ¢6 thé lién lac véi nha cung cép, ngudi mua va cac ddi tac
kinh doanh nhanh chong hon va cé thé thiét lap mot day chuyén cung cép trén toan thé
gidi. May tinh cho phép céc co sé kinh doanh thyc hién hiéu qua hon céc cong viéc ké

toan, tinh tién luong va thué va quan 1y hang ton kho.

e Cong ty: Chi véi mot e-mail, ngudi quan 1y co thé lién lac véi tit ca cac nhan vién
trén toan thé gidi. Thong tin va dir liéu cua nhan vién lic nao cling c6 san. Phan tich
dir liéu may tinh co thé dua ra rat nhiéu loai biéu dd va do thi cho cac bao cdo. Cac
cong ty co thé bat kip dé dang hon véi cac xu hudng ciia nganh va qudc té. Vi trang
Web cong ty, khach hang c6 thé danh gia va mua san pham, tim hiéu vé nhiém vu, gia
tri va muyc tiéu cua cong ty, ndp don xin viéc, va giai quyét cac van dé can trg giup ky

thuat.

e Cic nghé chuyén mén: May tinh gitp cac ludt su, bac si va cac nghé chuyén mon
khéc 1én ké hoach hiéu qua va theo doi khach hang va héa don cua hg. Ho co thé xem
dugc cac hd so ca nhan trong khi dang tiép khach hang. Nguoi ta ciing c6 thé giam sat
va theo ddi nhitng khuynh hudng, dot pha va nghién ctru méi nhat. Khach hang co thé
tim cac nha chuyén mén dap tng tinh hudng cu thé ciia ho dé dang hon trong ving ho

muon.
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1.1.4. Nhirng loi ich va han ché ciia may tinh

Loi ich ctia mdy tinh tai truong hoc, cong sé va gia dinh 14 rat nhiéu. Tuy vy, may tinh chi co

thé c6 lgi néu nguodi str dung cé thé cung cap dir li¢u vao chinh xac va day du.
Loi ich ciia may tinh
Phan dudi day dua ra mot s6 191 ich cua may tinh.

e Téc d6 cao: May tinh co thé thuc hién cac tac vu thuong xuyén véi tdc dd nhanh hon
con ngudi. Chung c6 thé lam cac phép tinh phirc tap trong vai gidy. Vi du, gido vién
c¢6 thé ding may tinh dé 1ap nhanh chong danh sach diém hoc sinh thay vi lap bang
tay.

e Do chinh xac: Khi mt viéc dugce thuc hién thu cong thi luén cé kha nang con nguoi
lam 16i. May tinh c6 thé dwoc dung dé thuc hién cong viéc theo cach dam bao do

chinh xac khi dir liéu dua vao la chinh xac.

e Luu trit: May tinh c6 thé luu trir mot lwong thong tin 16n. Sau khi thong tin dugc luu,
n6 c6 thé duogc lay ra khi can. Vi du, ban c¢6 thé dung mdy tinh dé luu chi tiét toan bd
hoat dong ban 1¢ ctia ban. Sau d6 ban c6 thé dung thong tin do dé tién hanh céac loai
phan tich khac nhau. Vi dy, ban c6 thé mudn theo ddi mdi tuong quan gitra mot loai

hang méi dua vao va su gia tdng hang ban ra.

e Ty dong hoa: Co thé ra 1énh cho may tinh dé no tu dong thuc hién nhitng nhiém vy
phtc tap. Vi dy, néu ban mubn 1ap mot bao céo va biéu d6 mo ta két qua dau tu ca
nhan trung binh hang thang ctia ban, may tinh s€ gitp ban thuc hién né6 mot cach hi¢u

qua. Ty dong héa co thé 1am ting hiéu qua ca nhan cua ban.

e Tinh théng nhét: May tinh c6 thé thuc hién cung mot nhi¢ém vu nhiéu 1an va c6 do
chinh x4c nhu nhau ma khéng hé mét moi. Vi du, ban co thé ding may tinh dé in gidy
moi cho cac budi tiéc 18 hodc hop mit cong dong. May tinh s& in timg gidy moi véi
cung chat lugng cung lbc.

e Tinh da dung: May tinh c6 thé thuc hién ca nhitng nhiém vu don gian 1an phirc tap. Vi
du, ban c6 thé dung chiing dé viét thu, nghe nhac, v& tranh hoic thiét ké 6 6.

e Tiét kiém chi phi: May tinh lam giam khdi luong coéng viée gidy to va nhan cong, do
d6 1am giam chi phi. Vi du, ban ¢ thé tao va chinh stra bao cao mot cach dé dang khi
dung may tinh. Ban c6 thé giri bao cdo dién tir cho ngudi quan 1y hodc gido vién bang

e-mail.
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Han ché cia may tinh

May tinh 1 mot cong cu manh m& ma c6 thé thuc hién hang loat chtrc ning nhung chung can

c6 céc 1énh ro rang va hoan chinh dé thuc hién mdt cong viéc chinh xéc. Néu 1énh dua vao

khong 16 rang hodc khong hoan chinh, may tinh s& khong dua ra dugc két qua theo yéu cau.

Vi dy, néu ban mudn tinh xem chi phi trung binh cho thuc pham trong nim ngoai chiém bao

nhiéu phan trim thu nhap hang thang ctia ban, ban phai cung cip sb tién tiéu mdi thang chinh

xéc ciing nhu cac 1énh dung dé tinh s6 trung binh.

1.1.5.

Cic thuit ngir can nhé

May tinh 1 mot thiét bi dién tir c6 thé thuc hién cac viéc lién quan dén thao tac toan

hoc, logic hoc va d6 hoa.
May tinh dé ban 1a may tinh thudng duoc dit trén ban.

E-mail 1a viét tit cua thu dién tir. E-mail dugc dung dé giri va nhan tin tir ngudi khéc.
Mot nhom thong tin 1a mot dién dan thao luan tryc tuyén dé ngudi sir dung dé giri va

xem thong bao.

May tinh cAm tay la loai may tinh x4ch tay nhé duoc thiét ké dé vira trong tai 4o.

Chung thuong khéng manh bing may dé ban hoic may Notebook.

Cong nghé thong tin 1a thuat ngir dung dé chi cac ddi tuong lién quan dén viée tao,

quan 1y, xt 1y va trao d6i thong tin.
Internet 13 mang két ndi hang ngan may tinh trén toan cau.

May tinh Laptop 1a loai may xach tay nhd chi niang vai can. Loai laptop hi¢n dai

thuong dugc goi 1a may tinh notebook.

Man hinh tinh thé 16ng, hodc LCD, 1a m6t loai man hinh dung cho méy tinh laptop va

notebook va ca trong cac dong ho so.

Chuong trinh da phuong tién 13 mot chuong trinh dung t6 hop ky tw, d6 hoa, 4m thanh

va hinh anh.

Mot nhom théng tin 13 mot dién dan thao luan truc tuyén dé ngudi sir dung dé giri va

xem thong bao.

May tinh ca nhan 1a may tinh dugc thiét ké cho mot nguoi sir dung mot lic.
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e Mot chuong trinh 1a mét bd cac 1€nh cho phép may tinh thyc hién mdt nhiém vu da

cho.

e Mady tinh cad nhan Tablet 1a mdt loai may tinh notebook cho phép nguoi sir dung ghi

chép 1én trén man hinh véi mot cay but dac biét.

e Diachi URL la dia chi toan cau ctia cac tai liéu va cac ngudn khac trén Web.

e Trang Web la mét van ban trén World Wide Web.

o Website 1a moét dia chi trén World Wide Web.

e World Wide Web la mot hé théng cdc may chu trén Internet hd trg cac van ban co
dinh dang ngon ngit danh dau siéu vin ban (HTML).

1.2. Cac bo phan may tinh

1.2.1. Cac b phén ciia may tinh ca nhan
Mot may tinh c6 rat nhiéu bo phan va mdi b phan thyc hién mét chirc nang nhét dinh. Ban s&
hoc vé mot sb nhitng bd phan quan trong trong may tinh va chirc ning ctia chiing. Mot s b

phan quan trong ctia may tinh duoc thé hién trong Hinh 2.1.

1.Hdp May Chinh 2. Man hinh
3.Mayin 4.Ban phim 5.Chudt

Hinh 2.1: Céc bd phan cia may tinh
Hop may chinh co nhiéu bo phén trong nhu ban mach in chinh, video card, va card 4m thanh.
Céc bo phan ngoai vi dic trung gan véi may tinh gdm c6 man hinh, ban phim, chudt va may
in.
Noi may tinh ca nhan

Céc diém sau s€ gitp ban hiéu dugc cach cac by phan may tinh noi véi nhau bang cap.
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« Hop may chinh dugc ndi voi ngudn dién.

« Man hinh duoc ndi voi hop may chinh va voi ngudn dién.
« Ban phim dugc ndi véi hop may chinh.

« Chudt duoc ndi voi hop may chinh.

e May in dugc ndi v6i hop may chinh va véi ngudn dién.

e Cac thiét bi phan cimg khac nhu may quét va loa duoc ndi voi hop may chinh va véi

nguodn dién.

Hinh 2.2 gitp ban hiéu dugc két ndi giita cac bo phan may tinh ca nhan.

Cac thiét bi ndi vai & dién

Cac thiét bi ndi vai hdp may chinh
Hinh 2.2: Néi may tinh ca nhan. 1, 2, va 3 1a ndi v6i hop may chinh. A, B, C, va D 1a ndi véi
o dién.
1.2.2. Chu trinh Piu vao — Xir Iy — Piu ra

Moi hoat dong, du don gian hay phirc tap, dé theo nguyén tic co ban ctia Chu Trinh Dau Vio-
Xu Ly-Dau Ra (I-P-0). Vi dy, xem xét mot viéc don gian 14 pha tra. (Xem Hinh 2.3) Cong
viéc nay can c6 14 tra, nude, duong va sita 1a dau vao. Xu Iy gdm dun nude, pha tra, chit va

cho thém stra va duong. Chén tra nong la két qua cuodi cua xur 1y 1a dau ra.
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Hinh 2.3: Céc budc pha tra

May tinh ciing lam viéc trén nguyén tic Pau Vao-Xir Ly-Pau Ra (Xem Hinh 2.4.) Pau vao la
chi cac dir liéu va 1énh dwa vao may tinh. Xt Iy 14 chi nhimg gi may tinh 1am véi dit liéu. Dau
ra 1a chi két qua ctia qua trinh xir Iy.Chang han, ban muén may tinh thyc hién mot phép tinh
don gian: nhan hai s6 56 va 45. Trudc hét ban phai cho dau vao va chi rd chu trinh xir ly. O
day, s6 56 va 45 1a dau vao va phép nhan 1a xir Iy. May tinh thuc hién xir 1y nhan trén dau vao

da cho. Két qua sau xtr Iy 1a 2520 1a dau ra.

Bdu vao — xirly — Piéura

Hinh 2.4: Nguyén tic I-P-O

1.2.3. Thiét bi diu vao

Trong chu trinh Pau Vao-Xir Ly-Dau Ra, dau vao cia chu trinh dugce dua vao thong qua mot
thiét bi. Cac thiét bi dugc dung dé cung cap dit liéu va 1énh cho méy tinh duoc goi 1a thiét bi

dau vao.

Mot sb thiét bi dau vao may tinh quan trong dugc liét ké dudi day:

e Chudt
e Ban phim
e May quét
e Micro

e Webcam
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1.2.4. Thiét bi dau ra
Thiét bi dau ra chuyén dir liéu ra may tinh dudi dang chit, hinh 4nh, &m thanh va van van.

C6 ba thiét bi dau ra quan trong dugc ndi véi hop may chinh:

e Man hinh
e Mayin
e Loa

Man hinh

Man hinh (xem Hinh 2.12) giéng nhu man hinh tivi, chi ¢6 diéu 1a c6 do phan giai cao hon dé
c6 chit luong hién thi t6t hon. N6 duoc dung dé hién thi théng tin tir may tinh. Man hinh hién

thi chir va do hoa. N6 thudng c6 nut bat riéng dé bat va tat no.

Hinh 2.12: Man hinh
May in
May in duoc dung dé chuyén dir liéu tir may tinh vao gidy. Trén thi trudng ¢ ca may in mau

va may in den trang. Céc loai may in khac la may in kim, may in phun, va may in laser. (Xem

Hinh 2.13.)

Hinh 2.13: M4y in kim, may in phun va may in laser
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Diém khac nhau giita ba loai may in duoc liét ké tai Bang 2.1.

Bang 2.1: Piém khac nhau giira May In Kim, May In Phun va May In Laser

May In Kim May In Phun May In Laser

In ky tu dudi dang cham In ky tur hoan chinh | In ky tu hoan chinh

Téc do duge do bang ky tu trén gidy Téc d6 duge do bang | Tc do duoc do bang
trang trén phut trang trén phut

Tbec d6 vao khoang ttr 200 dén 540 ky tu mdt Téq dd vao khoang tir Téq dd vao khoang tir

giay 4 dén 8 trang mot 4 dén 20 trang mot
phut phut

Loa

Loa (xem Hinh 2.14 ) dugc dung dé bat am thanh. Chuing c6 thé dugc lp sin bén trong hoic
duoc noi tir bén ngoai vao hé thong Loa cho phép ban nghe nhac va nghe hi¢u tmg 4m thanh
va vin ban noi trén may tinh. Chang han ban mudn thuyet trinh cho mdt nhom nhiing nguoi
khiém thi va phai dung dinh dang da phuong tién. Dé thong tin dén duoc v6i khan gia, ban c6
thé thiét ké bai vi cac thanh phan 4m thanh. Piéu nay khién nhimg nguoi c6 mat tap trung
v6i cac tai liéu cta ban khi sir dung 4m thanh hon 1a chi ding bai thuyét trinh trén man hinh
thong thuong.

Hinh 2.14: Loa

1.2.5. Thiét bi vao/ra

Mot sb thiét bi thuc hién nhiing hoat dong ctia mot thiét bi dau vao va thiét bi dau ra. Thiét bi
d6 dugc goi 1a thiét bi vao/ra hodc thiét bi /0. Bo diéu giai va card giao dién mang la vi du
cta thiét bi vao/ra.

B diéu giai

Dit liéu ¢6 thé dugc chuyén qua cac phuong tién khac nhau nhu cap dién thoai va séng radio.
Cép dién thoai chi c¢6 thé mang dang song duoc goi 1a tin hiéu mé phong. Tin hidu mo phong
dé bi nhiu do tiéng on va xung ti.

Tin hiéu sd 1a mot dang truyén kha moi st dung dinh dang nhi phan (mét hé théng ma
hoa/giai ma dwa vao sb 0 va 1) dé giri va nhan sb liéu. N6 gidng v6i dinh dang dugc may tinh
ding dé giri va nhéan dir liéu. Tuy nhién, tin hiéu s6 khong thé giri duoc qua duong dién thoai.

Do d6, tin hi¢u sd phai dugc chuyén thanh tin hiéu mé phong trudc khi ching duoc chuyén
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qua cap dién thoai. Tuong tu nhu vdy, dir liéu duoc truyén di phai duoc chuyén thanh tin hiéu
s6 tai ddu nhan. B6 diéu giai (xem Hinh 2.15) chuyén tin hiéu sb thanh tin hiéu mé phong va

nguoc lai.

Khi ban giri mét tin tir may tinh ban dén may tinh ciia nguoi khéc, bo diéu giai dong vai tro 1a
thiét bi dau ra. Tuy nhién, khi may tinh ban nhan tin, bo diéu giai lai dong vai trod 1 thiét bi
dau vao. Bo diéu giai ¢ thé duoc lip bén trong hodc bén ngoai hop may chinh. Bo diéu giai

duoc ndi voi1 hop may chinh bang cap dugc goi 1a bd di€u giai ngoai vi.

Hinh 2.15: Bo diéu giai

Bo diéu giai cling 12 mot phan trong hop may chinh cua may tinh. Bo didu giai dugc lap sin

trong trong hop may chinh duoc goi 1a bo diéu giai trong.
Card giao dién mang

Card giao dién mang 1a mot card duoc lip trong may tinh dé n6 c6 thé duoc ndi mang. (Xem
Hinh 2.16.) Card giao dién mang cho phép két ndi riéng moi luc v6i méay tinh khac. Hau hét
cac card giao dién mang dugc thiét ké cho mét loai mang riéng, mic du mot s6 loai co thé
dung cho nhiéu mang. Mang dic trung nhat 1a Ethernet, 1a mot tiéu chuidn mang cua cac két

noi may tinh str dung cép dong truc hodc cap xoan hai soi.

Hinh 2.16: Card giao di¢én mang
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1.2.6. Hop may tinh

Khi ban n6i chuyén véi ban minh, tai ban dong vai tro 1a thiét bi dau vao. N6 nhan thong tin
ban cua ban dua va chuyén thong tin do vé nfo cta ban. Ndo ban dong vai tro 1a thiét bi xtr 1y.
N6 hiéu thong tin va dinh hinh phan hdi twong tng. Miéng dong vai trd 13 thiét bi dau ra va

tra 101 lai ban cua ban.

Trén mdt may tinh, ban phim va chugt la thiét bi dau vao. Céu trac giéng hdp dugc goi 1a hop
méy chinh chiu trach nhiém vé moi xir 1y can thiét dé chuyén dau vao thanh dau ra theo yéu

1
A

cau.

Man hinh va may in 1a thiét bi dau ra. Cac thiét bj dau vao va dau ra ndi v6i may tinh cua ban
phai duoc ndi vao mot bo phan trong hop may chi dé dir lidu co thé chuyén di dugce. Ching
han, man hinh dugc ndi véi card video va loa ndi véi card 4m thanh. Card video va card am
thanh, nam trong ban mach in chinh cung véi thiét bi xu 1y, bo nhd, cac thiét bi I/O trong tuy
chon nhu card giao dién mang. Ngay nay, cac diém ndi dugc danh dau va sap xép mau rd rang

dang sau may tinh dé thay rd thiét bi ndo can ndi vao.
Ban mach in chinh

Trong hop may chinh c6 mdt bang 16n c6 chira mot s6 mach dién nho li ti va mot s6 bd phan
khac. N6 dugc goi 1a ban mach in chinh. Ban mach in chinh 1a phan rt quan trong trong hop

may chinh va chtra mdt s6 bd phan hét suc quan trong ctia may tinh.

B vi xtr ly 1a bo phén quan trong nhét trong ban mach in chinh. Dit li¢u dugc nhan vao tir
thiét bi dau vao. Viéc xir 1y dit liéu — tinh toan sd hoc hoic logic trén dir liéu da cho — thyc
su dién ra trong b vi xtr 1y. Cudi cung, thong tin dd dugc xtr Iy dwoc giri téi thiét bi xuat.

Hinh 2.17 mo ta cong viéc cua mot may tinh.

Thiét bi dau

e ——p= | Hip ™May Chinh ——p= | Thiét bi ddu ra

Hinh 2.17: Cach lam viéc cua may tinh
Card video

Card video (xem Hinh 2.18) cidm vao may tinh c4 nhin dé nd c6 kha ning hién thi. N6i cach
khéc, n6 gitip mdy tinh cia ban thé hién dir lidu dudi dang truc quan. Card video cling dugc
goi 12 bd diéu hop video, board video, board hién thi video, card db hoa va b diéu hop d6
hoa. M&i bd diéu hop c6 bd phan chuyén tin hiéu sd-thanh-tin hiéu moé phong, chip nhé RAM
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video va b dic¢u khién video dé dit li¢u c6 thé dugc chuyén dén man hinh may tinh. Néu ban
mua mot may tinh maéi va ban muon thyc hién mot s6 viéc cu thé voi nd (chang han nhu tro
choi video trén Internet) thi rat dang phai tim loai card video tot nhat cho chuong trinh cta

ban.

Hinh 2.18: Card Video
Card am thanh

Card 4m thanh (xem Hinh 2.19) 1a mét thiét bi trong hop may chinh cho phép may tinh nhén,
xu Iy va phat am thanh. Card am thanh cho phép may tinh thu am qua mdt micro, xu 1y thong
tin luu trén dia va két qua 1a &m thanh di ra loa. Néu ban dinh ghi hoac nghe nhac, ban hai
1ong hon vé6i dan may méi ciia minh néu xem k¥ dung luong card sound trudc khi mua may

tinh moi .

Hinh 2.19: Card Am Thanh

1.2.7. Cac thuat ngit cin nhé
« Phan cimg 13 dé chi chung cac bd phan may tinh ma ban c6 thé s nam dugc.
« Dau vao 1a chi cac dit liéu va lénh dua vao may tinh.

« Thiét bi dau vao dugc dung dé dua dir liéu va 1énh vao may tinh.
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Thiét bi vao/ra thyc hi€n cac chirc nang ciia mot thict bi dau vao ngoai cac chiic nang

cua thiét bi dau ra.

biém chen 1a duong nhdy dé chi mot vi tri trén man hinh noi ma chir s€ xuat hién khi

duoc danh vao.
Ban phim duogc dung dé danh chir vao may tinh.
Micro 14 thiét bj dung dé ghi 4m. Micro chuyén séng 4m thanh tin hiéu 4m thanh.

Bo vi xir 1y 1a thiét bi quan trong nhat trong ban mach in chinh va day chinh 13 noi

thuc hién viéc xur Iy dir li€u — cac phép tinh s6 hoc va logic trén dir liéu da cho.

Bo diéu giai 1a mot thiét bi dién tir chuyén tin hiéu s6 thanh tin hiéu moé phong va
nguoc lai.

Man hinh duoc ding dé hién thi thong tin tir may tinh.

Béan mach in chinh 1a mgt bang 16n c6 chira CPU véi nhiéu mach dién tr nhé li ti va

céc thiét bi khac. N6 chira rat nhidu thiét bi quan trong ctia may tinh.
Chuot duogc dung dé chi va chon nhirng tuy chon hién thj trén man hinh.

bém chudt 1a mdt tdm dém nhd c6 mat trén bang nhya va dém dudi bang cao su hodc

nhua ma ban c6 thé di chuyén chudt trén do.

Con tré chudt 1a mot miii té€n di chuyén trén man hinh twong tng v6i chuyeén dong cua

chuot.
Card giao dién mang 13 mot card duoc lap trong may tinh dé né c6 thé dugc ndi mang.

Chudt quang 1a mot thiét bi tro tién b nita c6 s dung thiét bi phéat sang thay vi bi
chudt. N6 do chuyén dong bang viéc cam nhan sy thay dbi anh sang phan quan lai

trong thiét bi phat quang.

Dau ra 1a dé chi két qua do may tinh dwa ra khi né xtr Iy dit lidu.
Thiét bi dau ra 1a thiét bi c6 kha ning thé hién thong tin trén may tinh.
May in dugc dung dé chuyén dir liéu tir may tinh vao gidy.

Xu ly 1a chi nhitng gi may tinh 1am véi thong tin ma né nhan dugc.

May quét dugc dung dé tao mdt ban sao so chinh xac cia mot birc tranh hodc anh ma

c6 thé luu trén may tinh.
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« Chudt cudn hay chudt banh xe duoc lap banh xe giita phim phai va phim trai. Banh xe

nay giup ban cudn tron tru qua cac man hinh thong tin.
« Card 4m thanh la mét thiét bi trong CPU cho phép nhan, xir Iy va phat am thanh.
e Loa cho phép ban nghe nhac va nghe hi¢u tmg am thanh va cac van ban doc.

« Hop may chinh 1a phan than chinh ciia may tinh c6 chira cac thiét bi xir 1y can thiét dé
chuyén dau vao thanh dau ra. Céc thiét bj xtr Iy nay gdm c6 ban mach in chinh, 6 dia

trong va cac phan cing hé thong khac nhu card video va card am thanh.
e Card video dugc cam vao may tinh c4 nhan dé né c6 thé hién thi dugc.

e  Webcam la mot thiét bi c6 kha nang chuyén hinh anh triuc quan sang dang s6.
1.3. Luu trir va bao tri may tinh

1.3.1. Cac thiét bi lwu trir

Luu trir trén may tinh la dé chi dir liéu duoc luu dudi dang dién tr dé bo xur 1y co thé su dung.
Ban c6 thé do dugc khdi luong dit liéu luu trong may tinh gidng nhu viéc ban do nudc trong
binh chira, nhung tat nhién 1 don vi do khac nhau. Dung luong luu trit quyét dinh khéi lugng
dit liéu c6 thé dugc luu trén thiét bi luu trit.

Dir liéu may tinh

Mot may tinh luu nhiéu loai dit liéu va thong tin trong by nh¢ cua minh, ca $6 (0-9), chir cai
(A-Z) va ky hiéu va cac ky tu khic (#, {}, ', ~, *). May tinh ding hé nhi phan dé tuong trung
cho nhiing chir ndy. Trong hé nhi phan, chi dung hai chit s6 — 0 va 1 —. S6 0 va 1 trong hé
nhi phan duoc goi 1a bit (chit s6 nhi phan). Bit 1a don vi do dung luwong luu trit nho nhat. Mot

bd tdm bit dugc goi 1a byte.

8 bit =1 byte

1024 bytes =1 kilobyte (KB)
1024 KB = 1 megabyte (MB)
1024 MB =1 gigabyte (GB)
1024 GB = 1 terabyte (TB)

Luwu trir dir liéu
May tinh dung hai loai by nh¢ dir li¢u khac nhau: luu trir tam thoi va luu trir thuong xuyén.
Luu trr tam thoi dugce thuc hién tai B nho truy Xuét ngau nhién (RAM). luu trit thuong

xuyén dugc thuc hién tai thiét bi luu trit B6 nhé chi doc (ROM).
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Luwu trir tam thoi(RAM)

Bo nhé truy xuit ngau nhién (RAM) giit dir liéu va 1énh can thiét & xur 1y va 1am viéc voi
may tinh va chuong trinh phdn mém cua ban. RAM ciing luu tam thoi dir liéu dau ra trude khi
n6 dugc chuyén dén thiét bi dau ra thich hop (ching han nhu méay in). Thuong thi ban co thé
tang toc d6 1am viéc cua chuong trinh bang cach ting s6 RAM trén may tinh cua ban.

RAM c6 thé thay ddi duoc. Diéu nay c6 nghia 13 ndi dung trong bo nhé s& mat khi tit may

tinh. Do d6 khu vuc luu trir thuong xuyén 1a dé lwu dit liéu va chwong trinh.
B¢ nhé thwong xuyén (ROM)

B6 nhé chi doc (ROM) 1a khu vuc luu triv thudng xuyén dé luu dir liéu va chuong trinh ma
may tinh khong cin ngay. ROM 1a loai bd nh¢ xir Iy luu trit thuong xuyén dit liéu cia ban
trén may tinh. Cac chwong trinh phan mém dugc luu trén ROM ciing gidng nhur cac tép ma
ban Iuu. Thiét bi luu trit thudng xuyén phd bién nhét 1a 6 climg trén may tinh ciia ban.

Diém khac nhau giita RAM va ROM duoc néu tai Bang 3.1.

Bang 3.1: Piém khac nhau giira RAM va ROM

Bo nhé truy xuat ngiu nhién (RAM) B0 nhé chi doc (ROM)

Khu vue luu trit dung dé gitr tam cac chuong |Khu vyc luu trir dung dé giit cac 1énh can thiét
trinh va di liéu cho xir 1y. dé diéu hanh may tinh. Céc 1énh nay duoc luu
trit thuong xuyén. Khong thé xéa hodc thay

d6i ching.

Dir lidu s& mét vao thoi diém tit ngudn. Thong tin luu trit khong bi mat ngay ca khi da

tat may.

O Iwu trir tam thoi

Chi nhu 13 khi ban can mdt may nghe dé nghe bang cat-sét, ban can mot thiét bi luu goi 1a 6

dé ghi va doc tir may tinh.

Céc thiét bi luu trit thuong duoc sir dung gdm nhiing loai sau:
« O dia cimg
e O diamém
« O dia compact Chi-Doc (CD-ROM) va 6 CD ghi

« O Pia Hinh S6 (DVD) va 6 DVD ghi
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O dia cirng

O dia ctng (xem Hinh 3.1) 1a thiét bj luu ngoai rat dic trung trong hau hét cac may PC. O dia
ctmg dugc gan v6i hop may chinh tir bén trong nhung c6 thé thao 6 dia cimg ra khoi mdy tinh.
Dung lugng luu triv ciia 6 cimg khac nhau tiy vao dung luong terabytes nhung hau hét cac

may tinh ¢ nha déu c6 6 ciing chira dugc mot vai gigabytes.

Hinh 3.1: Mot dia ctng trong 6 dia cting
O dia mém

O dia mém (xem Hinh 3.2) la thiét bi luu ngoai dugc dung dé doc va ghi vao mot dia mém.

Hinh 3.2: O dia mém

Pia mém (xem Hinh 3.3) 1a mot thiét bi luu ngoai dé luu khéi luong dit liéu nho. Dung luong
luu trit cia mot dia mém thuong 1a 1.44 MB. Mot nhugc diém cua dia mém la no dé& bi hong
do néng, byi va tir truong. Chang han, mot kep gidy tir don gian c¢6 thé pha hay dir lidu luu
trong dia mém. Vi vay, ban nén luu hd so quan trong va cac dir liéu quan trong khac trén
nhiéu dia mém hodc mot phuong tién khac, chang han nhu dia compact (dugc dé cap trong

phan sau). Pia mém ciing duoc goi 1a floppy hoic diskette.

Hinh 3.3: DPia mém
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O dia compact chi doc (CD-ROM)

O bia CD-ROM 1a thiét bi luu ngoai dung dé doc dia CD-ROM. Dung lugng luu trit ctia hau
hét cac dia CD-ROM vio khoang 650 MB hodc 700 MB, diéu nay ly giai tai sao cic chuong
trinh phan mém 16n thuong di kém véi dia CD-ROM cai. Uu diém ciia dia CD-ROM la dir
liéu dugc luu it bi hong hon do khong thé thay d6i duoc dit liéu trén dia CD-ROM.

Hinh 3.4: O dia CD-ROM trong hop méy chinh
Pia CD ghi va 6 CD ghi.
O CD ghi (xem Hinh 3.5) 1a thiét bi luu trit ¢6 thé ghi dit liéu trén dia CD ghi, mot loai CD
dic biét cho phép ban x6a ndi dung da ghi va ghi lai dit liéu vao. O CD ghi c6 thé luu duoc
mot luong dit lidu 16n trén CD. N6 ciing ¢6 thé doc dia CD-ROM. Hiy nhé ring CD-ROM va
CD ghi 12 hai loai phuong tién khac nhau, ching chi trong giéng nhau ma thoi. Moi ngudi

thuong hay goi chung 1a CD.

Hinh 3.5: O CD ghi

ODVD

O DVD (xem Hinh 3.6) 1a thiét bi luu ngoai ding d¢é doc DVD-ROM, mic du 6 DVD ciing
doc dugc CD. DVD-ROM ciing giéng nhu CD-ROM, ngoai trr viéc né chtra lugng dir liéu
16n hon (it nhét 1a 4,7 GB). Do ¢ dung luong 16n, DVD thuong duoc ding dé luu cac bai
thuyét trinh da phuong tién 16n va phim dé co thé két hop dwoc 4m thanh va d6 hoa chat

luong cao.
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Hinh 3.6: O DVD

So sanh céc loai thiét bi lwru trir ngoai

Béang 3.2 so sanh dia mém, dia cung, CD-ROM, va DVD.

Béng 3.2: So Sanh Bia Mém, Pia Cing, CD-ROM, va DVD

Pia mém

bia cing

CD-ROM

DVD

Con duoc goi l1a

Con duoc goi la dia co

Con duoc goi la dia

Con duogc goi la dia s6

diskette hodc floppy |dinh compact linh hoat

Théao ra duoc Thuong duoc gén bén |Thao ra duoc Théo ra duoc
trong hop may chinh

Pugc 1am bang nhya D& bi hong do néng, |Kho bi hong hon vi né [Péang tin cay vi dir

vinyl déo

bui va tir truong.

nam trong hop may
chinh va dugc dong
kin hoi.

liéu khong thé bi thay
d6i néu khong c6 6
CD ghi (chi voi loai
dia CD ghi lai duogc).
Pang tin cay vi dir
lidu khong thé bi thay
d6i néu khong c6 6
DVD ghi (chi véi loai
dia DVD ghi lai
duogc).

Dung lugng luu trir 1a
1.44 MB

Luu duoc 40 GB hoiac
hon

Luu duoc 650 MB dén
700 MB dit liéu

Luu dugc it nhat 1a 4.7
GB dir liéu

Doc va ghi dir licu

Doc va ghi dir licu

Chi doc (khi da ghi
vao, dir li¢u khong thé
bi x0a hoac viét dé
1én)

Chi doc

Bo nhé thwong xuyén (ROM)

B6 nhé chi doc (ROM) 1a khu vyuc luu trir thuong xuyén dé luu dix liéu va chuong trinh ma

may tinh khong can ngay. ROM 1a loai bd nhd xir Iy lwu trit thuong xuyén dit liéu cta ban
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trén may tinh. Cac chuong trinh phan mém dugc luu trén ROM ciing giéng nhu cic tép ma

ban luu. Thiét bi luwu trir thudng xuyén phd bién nhat 1a 6 cimg trén may tinh cua ban.
Diém khéac nhau giita RAM va ROM dugc néu tai Bang 3.1.

Béng 3.1: Diém khac nhau giita RAM va ROM

B0 Nhé Truy Xuat Ngau Nhién (RAM) B9 Nhd Chi Boc (ROM)

Khu vuc luu trit dung dé gitt tam cac chuong Khu vyc luu trir dung dé gitr cac 1énh can

trinh va dir liéu cho xur 1y. thiét dé diéu hanh may tinh. Cac Iénh nay
dugc luu trir thuong xuyén. Khong thé x6a
hodc thay doi chiing.

Dit liéu s& mat vao thoi diém tit ngudn. Thong tin luu trit khong bi mat ngay ca khi da
tat may.

1.3.2. Cac yéu to hi¢u suat ciia may tinh ca nhan va man hinh

Hiéu suét cua may tinh phu thudc chu yéu vao c¢6 bao nhiéu RAM trén hé théng va tde do xu
1y céc 1énh va dir li¢u

Téc dd caa BY vi xir Iy

B0 vi xtr ly 1a bo phén trong hop may chinh thuc hién chinh viéc xu ly dir licu. B vi xir 1y c6
thé xir Iy 8, 16, hodc 32 bit dir liéu mot lic. BO xir 1y 8-bit chi c6 thé xur Iy timg byte dit lidu
mot lae. BO xur 1y 16-bit co thé xtr 1y 2 byte dit liéu mot lic trong khi con chip 32-bit c6 thé
xu 1y 4 byte dir li¢u.

Noi chung, PC 16 bit s€ chay nhanh hon hé 8-bit va PC 32-bit s€ nhanh hon loai 8- va 16-bit.
Viéc truyén dir liéu gitra bo vi xtr Iy, bo nhé va thiét bi ngoai vi dugc thue hién thong qua bus.
Hau hét cac loai bo xtr Iy hién nay dung bus 32-bit, nghia 1a 32 bit dit liéu c6 thé duoc tai di

cing mot liic. PC ¢6 bus 64-bit ciing c6 nhung chwra phd bién.
Dung lugng luu trir cia RAM

S5 RAM can thiét tuy thudc vao chuong trinh ban chay trén may tinh cia minh. Hiéu suat hop
Iy hién nay thuong can t6i thiéu 1a RAM 128 MB. Néu ban mudn chay mét s chuong trinh
cing mot liic véi cac tép va van ban 16n, ban can phai ting s RAM. Tang dung lugng 1én 256
MB hoic tham chi 512 MB c¢6 thé ting dang ké hiéu sudt may ctia ban. RAM trd nén ngay
cang ré dot ngdt trong thip nién vira qua, do d6 ting s RAM trén may tinh thudng 1a khoan

dau tu tiet kiém dé nang cao hi¢u suat cua ban.
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Téc dd dong hd

Tbc d6 co ban ma may tinh van hanh duoc goi la tde do déng hd. Toe do cang nhanh, by vi xtr
Iy xir 1y cac 1énh va dit liéu cang nhanh. Tdc d6 dong hd duogc biéu thi theo megahertz (MHz)
hodc gigahertz (GHz).

Cac yéu to hi¢u suat ciia man hinh

D0 phan giai man hinh 1a dac diém chu yéu ctia man hinh mdy tinh va dugc nhac dén véi s
diém anh ma man hinh c6 thé hién thi trén mot dién tich nhat dinh. Dé doc duoc tai lidu dé
dang hon trén man hinh, thuong thi ban c6 thé di€u chinh d§ phan giai man hinh cta ban. S6

diém anh cang cao nghia 12 nhin cang rd hon trén man hinh.

Mot dic diém quan trong nita 13 tan sé doc, nd quy dinh sb hinh anh c6 thé duoc ghép voi
nhau trong mot gidy Tan sb cang cao nghia la cang it 4p luc 1én mit con nguoi. Néu ban mudn
nhin vao man hinh may tinh trong 45 phut hoic hon, hiy dung tan s tbi thiéu 1a 72 Hz.

1.3.3. Béo tri may tinh

Mot di€u quan trong la phai bao tri may tinh dé dam bao hi¢u suat 6n dinh va d§ bén cta cac

bd phén khac nhau.
Cac bién phap an toan chung
Nén lam
e Gilr may tinh trong moi truong mat, kho va khong bui.
o Tit may tinh va tit man hinh, hop may chinh va may in truéc khi tat ngudn dién chinh.
 Hiy day dan may lai vao cudi ngay.
« Danh mot khoang cach giita may va tuong du dé khong khi luu thong.

« N&i may tinh ctia ban vao mot ngudn lwu dién lién tuc (UPS) néu c6 thé. UPS gém
mot pin co thé gilt duoc nguén dién trong mot thoi gian nhét dinh sau khi mét dién.
Khi bi mét dién, may tinh cta ban van tiép tuc hoat dong mot lic. Trong thoi gian do,
ban ¢6 thé luu cac dir liéu chua luu va tit may theo ding cach. Néu khong c6 UPS,

may tinh s tat dot ngdt khi mét dién va nhirng dr liéu ban chua luu s€ bi mét.
Khong nén lam

o Khong dugc d€ moi nguodi an udng gan may tinh. Nude d6 ra ban phim la rac roi pho

bién va thudng dan dén hong han ban phim.
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« Khéng dé may tinh cta ban truc tiép dudi anh ning dé tranh hong do quéa nong.
o Khéng dé nam cham gan may tinh. Pia mém va 6 ctimg 13 thiét b luu trit tir va ¢ thé
bi mat dit li¢u.
o Khong duoc ¢ mé man hinh va hop mdy chinh va khéng duge s vao cac b phan
bén trong. Co thé ban s& gdy nguy hiém cho tinh mang!
Béo tri hop may chinh

Bao tri hop may chinh thuong xuyén 1a mot thoi quen t6t dé dam bao do bén va tranh nhiing

van dé hong héc khong nhat thiét.
Nén lam
e Dung 6 dia mém, CD va DVD mot cach nhe nhang.

e DPong 6 trudc khi tit may tinh. D lam nhu vay trén Windows XP, Nhan Bit dau, va

sau d6 nhan Tat May.
Khoéng nén lam
o Khéng duoc dong may tinh ma chwa dong hét cac hé théng dang chay.
Bio tri ban phim

« Cac phim trén ban phim rat nhay. An manh hodc bui ban 1én phim c6 thé gay hong

mach bén trong.

Nén lam

e V¢ sinh ban phim thuong xuyén.

 Dung may hit bui cAm tay nho dé hit bui trén ban phim.
Khoéng nén lam

o bung dép phim manh.

« Khéng an ubng khi ding ban phim.
Bdo tri chujt

Bi chudt bén trong chudt giup chudt theo ddi di chuyén. Khi chudt di qua bé mit ban, bui ban
s& ty lai vao bi va ba banh xe. N6 anh hudng dén do chinh xdc ma con tré chudt di theo

chuyén dong ctia nguoi su dung. Thiét bi chudt va dém chudt phai khong duoc dé bui va ban.

Nén lam
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Dung dém chugt.

Néu khong c6 dém chudt thi dat chudt 1én mot mat phrfmg sach.

Khoéng nén lam

bung kéo day cap chuit.

Pung d¢ chudt ¢ noi c6 do am cao.

Vé sinh Chut

Dé tranh bui tu vao quanh bi chudt ban phai v¢€ sinh chudt thuong xuyén.

V¢ sinh chuot

Tat may tinh va thao chudt ra.

Lau sach bui & mat dudi chudt.

Mo nip dudi ciia chudt bang cach xoay nguge chiéu kim dong ho.
Cén than lay bi chudt ra.

Dung khin hodc gidy mém lau sach bui bam trén bi.

Céan than nhit bo céac hat va bui ban trén banh xe quay trong chudt.
bit bi chuét lai vao chd cii.

Dong nip lai bang cach vian theo chiéu kim déng ho dé khoa lai.

Cam chuot lai va bat may tinh 1én.

. Cic thuit ngir cin nhé

Bit 1a don vi do dung lugng luu trir nho nhat.

Bus 1a thiét bi phan cimg dé truyén dit liéu giita bo vi xtr Iy, RAM va thiét bi ngoai vi.
Mot byte 1a mot bo tam bit.

CD-ROM la dé chi dia compact khong ghi dé duoc.

O Dia CD-ROM la thiét bi luu ngoai dung dé doc dia CD-ROM.

O CD ghi 1a thiét bi luu ding dé ghi dir liéu vao dia CD ghi.

Téc d6 ddng ho 1a tdc d6 co ban ma may tinh van hanh.

O 1a thiét bi luu dung dé ghi va doc tir mot phuong tién luu trit.
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« O dia DVD la thiét bi luru ngoai dung dé doc dia DVD-ROM.

o B0 Nho Ngoai dé chi khu vure luu trit thudng xuyén can thiét dé luu dit liéu va chuong

trinh ma mdy tinh khong can ngay.
« Dia mém 1a mot thiét bi luu ngoai dé luu khdi lugng dit liéu nho.
o O dia mém la thiét bi luu ngoai dugc dung dé doc va ghi vao mot dia mém.

« O dia cting 1 thiét bi lwu ngoai dugc gin vao hop may chinh tir bén trong. C6 thé thay

6 dia cing ¢ hau hét PC nao.
e B0 vixu ly 1a b phan trong hdp may chinh thyc hién chinh viéc xtr ly dir li¢u.

« B0 nhd so cip dé chi bd nhé trong, hodc bo nhd chinh ctia may tinh. N6 chira dir liéu
va cac 1énh dé xir ly. N6 cling luu tam thoi dir ligu dau ra trude khi nd duge chuyén

dén thiét bi dau ra thich hop.

« RAM, By Nhé Truy Cap Ngau Nhién 1a dé chi khu vuc bd nhé ding dé giir tam céac

chuong trinh va dir li¢u cho xur ly.

« ROM, B6 Nhé Chi Poc 1a dé chi khu vuc bd nhé dung dé giit cac 1énh can cho khai

dong may. Khong thé xo6a hodc thay dbi cac 1énh nay.
o DO phan giai man hinh 1 n6éi dén sé diém anh ma man hinh c6 thé hién thi trén mot
dién tich nhat dinh.
1.4. Phan mém may tinh

Phan mém (tiéng Anh: software) 1a mot tip hop nhiing céu 1énh duoc viét bang mot hodc
nhiéu ngon ngir 1ap trinh theo mot trat ty xac dinh nham tu dong thuc hién mot s6 nhiém vu

hodc chirc ning hodc giai quyét mot bai toan nao do.

Cac phan mém hé diéu hanh may tinh c4 nhin thwong sir dung:

Windows: Window 95, Window me, Window 98, Windows XP, Windows Vista, Windows 7
Linux: Debian GNU/Linux, Red Hat,....

Cic phan mém thwong dwoc sir dung nhiéu trén cac may tinh ca nhan:

Noi dén cac phan mém st dung trong may tinh c4 nhan thi c6 vo s6 ma dén nay khong ai co
thé udc lugng duoc, phan mém mdi dugce phat sinh ra nhiéu dén ndi co thé trong vai phut thi
& dau do trén thé gidgi da xuat hién thém mdt phan mém mai. O day chi liét ké cac phan mém

thong dung, dugc sir dung nhiéu trén cic may tinh c4 nhan:
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1. Phan mém duyét web
e Internet Explorer
e Mozilla Firefox
2. Phan mém vin phong thong dung

e Microsoft Office: B6 phan mém van phong cta hing Microsoft (Microsoft
Office Word: Soan thiao vin ban, nim trong bd Microsoft Office).
Microsoft Office Excel: Bang tinh, ndm trong bd Microsoft Office.
Microsoft Office PowerPoint: Soan thao cac bai thuyét trinh, bai giang...)

e Open Office
e Phin mém ké toan
3. Phan mém xu ly dd hoa: Adobe Photoshop; Auto CAD;

4. Phan mém lap trinh: MS Visual Studio
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Chuong 2. H¢ diéu hanh Windows

Muc dich ctia chuong nay chi 13 gitip ban hé thong lai nhirng kién thirc co ban nhit ma ban
can phai biét khi thao tac v6i Windows. Do véy, ndi dung ciia cac phan s& khong trinh bay chi
tiét cach 1am nhu nhiing tai liéu danh cho ngudi 1an dau tién hoc Windows ma chi gidi thiéu
chuc ning d6 1a gi? dung lam gi? Tai liéu huéng din chi tiét str dung cac phién ban hé diéu
hanh Windows c6 rat nhiéu trén mang. Boi vy, trong trudng hop ban khéng nhé cach dung
mot chirc nang nao dé thi hay str dung cong cu tim kiém trén mang (vi du: google) dé tim tai
li¢u. Vi dy, ban khong nhé cach vao Control Panel cia Windows 7, hdy vao trang tim kiém

google, gd “cach vao Control Panel”, hang loat tai liéu hudng dan s& dugc tim thay.
2.1. Lam quen véi giao dién Windows

2.1.1. Man hinh nén Desktop
1) Tong quan

Desktop 1a noi ban bét dau khi ban 1an d4u tién ding nhap vao mdy tinh no bao gdm thanh tac
vu Taskbar, Start Menu & phia dudi va cac biéu tugng trén man hinh dugc gan cac phim tit dé

chay cac ung dung.

Céc biéu tuong trén Desktop 13 nhiing shortcut

dé chay cac ung dung hodc tép tin.

.. &L % Fo M ezem
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2) Thanh tac vu Taskbar

Thanh tac vu nay nam doc ¢ dudi cung ctia man hinh, n6 gom c6: Thuc don Start, dong ho,
vung hién thi tén céc tai li€u, ctra s6 dang dugc md va mot so shortcut dé truy cdp nhanh mét

s6 tmg dung.

Duéi day 1a hinh minh hoa Taskbar cia Windows XP, dbi véi Windows 7 tuong tu.

is Start el [ Nhung... | B Tailie.. T Phan ... 1 Windo... e 3 1 untitle... "(JJi"’]E: R

Cac thao tac thuc hién trén Taskbar:
1. Hién thi tooltips
2. Hién thi ngay
3. Thu nho tit ca cac ing dung dang m&
4. Sap xép cac cira s6 dang mo
5. Hién thi chirc ning Task list
3) Thuc don Start Menu

Thyc don Start Menu 14 noi ban bat dau thao tac véi moi thir trén may tinh. Cac chuong trinh

tmg dung ctia Windows va do nguoi dung cai dit duge hién thi & thuc don nay.
Mot sb thao tic co ban trén Start Menu:

1. An/Hién thi Start Menu

2. Chay mdt ung dung tur Start Menu

3. Tuy chinh Start Menu

Hinh duéi day minh hoa Start Menu cua Windows XP

Internet __j My Documents
Mozilla Firefos

“ E-mail
u’J Microsoft OFfice Cutlook

’J EGOV4Customers

l:b My Recent Documents  +
_f_’] My Pictures

% vy music

48 My Computer

[W2= microsort office ward 2007 -
G‘g My Network Places

Adobe Acrobat 7.0

" Prof |
S reressiens G’ Control Panel
Mokepad Set Program Access and
“g Paint i@ Administrative Tools >
& connec tTo >
= ‘

::‘é Printers and Faxes

Microsoft Office FrontPage
2003

&) Help and Support
- Search

All Programs [

Trang 34



2.1.2. Thay d6i mat khau

Nhén td hop phim CTRL + ALT + Delete, sau d6 mot ctra s6 hién ra, ban hay chon Change
Password, tiép theo dién dﬁy du thong tin yéu cAu (mat khéu cii, mat khau moi) va chon OK
dé thuc hién.

2.1.3. Cac thao tac co ban véi cira s0
Moi chuong trinh ban chay déu nam trong mot cira s6. Tat ca cac ctra s déu c¢6 chung nhiing

thudc tinh nhu hinh minh hoa sau:

. _ Tén ig dung Thanh tién dé Thu nho M rong Pong
Hop dieu kluen

File Edit View Insert Format Help
DERE SR B B

Toolbar Aiial w100 w | |Westemn v B U 1@ |%|§ =

Menu bar

E---.---1---.---2---.---3---.---4---.---5--

Thanh cudn

Thanh trang thai

For Help, press Fl
Status bar

2.2. T6 chirc thong tin trén may tinh

Dt li¢u trén may tinh dugc luu trix nham muc dich khai thac sit dung trong cong viéc. Boi
vay, viéc to chirc quan 1y cac dit liéu trén may tinh phai dugc td chirc khoa hoc nhim dé dang

luu trir, tim kiém khi can thiét.

Ban thudng st dung My Computer hodc Windows Explorer dé thao cac tap tin. Trong cac
cong cu nay déu co phan Tuy chon (Vi du: véi Windows XP 1a Folder Options).

Chtrc ning nay cho phép ban thiét 1ap cau hinh khi hién thi va thao tac véi tap tin va thu muc
nhu: An/hién thi céc file an, file hé thong, phan tén file mé rong hodc cach chia sé dir lidu trén

mang LAN.

Vi du: Véi Windows XP, tir ctra s6 ban hay vao Tools va chon Folder Options dé thiét lap cau

hinh. Déi v6i cac Windows khac, vi du nhu Windows 7 thi thao tac ciing twong tu.
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Thém méi thw muc:

C6 nhiéu cach dé tao thu muc mdéi do 1a: St dung menu chuot phai, st dung task pane hoac la

su dung menu.
X0a tap tin va the muc:

Pé x6a mot hodc nhiéu tap tin ban hdy danh ddu chon va nhan phim Delete trén ban phim

hodc dung menu chuot phai cting nhu menu chinh.
Copy va di chuyén tap tin va thu muc:

C6 nhiéu cach dé di chuyén tap tin, thu muc dén mot thu muc khac hodc 1a copy chung nhu:
Str dung menu chudt phai, str dung task pane, str dung phim tat (Ctrl + X, Ctrl + C va Ctrl+V),

st dung menu chinh va st dung thao tac kéo tha chudt.
Poi tén tap tin va thw muc:

Kich chudt phai vao tén tap tin hodc thu muc can doi tén va chon Rename, hoic kich dip vao

tén chiing dé thuc hién thao tac doi tén.

2.3. Tuy chinh Windows

San pham Microsoft Windows dugc phd bién rong rii trén toan thé gidi. Do vay, thiét ké khi
xdy dung Windows, Microsoft di dic biét cha ¥ dén tinh da ngudi dung, nghia 1a né s& phai
dap tmg duoc yéu ciu vé ngodn ngit st dung, thoi quen s dung va mot sb yéu cau dic thu

khéc tuy thugc vao moéi nhom ngudi dung.

Windows cung cip cong cu tily chinh thuong goi 1a Control Panel. Phan nay, s& gidi thiéu
mot s6 tinh niang ma nhiéu ngudi st dung thudng thay doi. Chi tiét cach thyc hién tuy thudc
vao cac phién ban hé diéu hanh. Tir phién ban Windows XP tr& vé trudc thi cach thirc gibng
nhau. Tuy nhién, ddi voi Windows Vista, Windows 7 tr& 1én thi cach thao tac co khac biét vi
cach td chirc menu cua chung huéng nguoi dung.

Muc dich cua cac phan 1a gi6i thiéu vé ¥ nghia ctia mdi tinh niang, khong giéi thiéu chi tiét
cach st dung. Céc vi du minh hoa s€é dugc mo phong theo Windows XP, vdi cac hé¢ diéu hanh

khéc thi tuong tu.

2.3.1. Quan ly cac chwong trinh trén Windows

Pay la tinh nang cho phép ban cai thém vao hodc g bo cac chuong trinh. Cac chuong trinh
c6 thé di kém theo bo cai Windows hoic ciing c6 thé 1a cac chuong trinh bén ngoai cai dat

thém.
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Pbi voi Windows XP 1a Add or Remove Programs, Windows 7 di thay dbi thanh

Programs and Features.

Vi du: Trong Windows XP ban vao Start/ Control Panel s& c6 mot cira s6 hién ra. Tiép theo

bam vao Add or Remove Programs.

B Control Panel E]E]E

File Edit Wiew Favorites Tools  Help "l’r

L bt > .t f" Search |(— Folders v

Address [} Control Panel

Accessibiity  Add Hardware
Options

v|Go

—~ > ~a A "
W B P R v @ e

Administrative  Automatic  Date and Time Display Folder Options Fants Game
Toals Updates Controllers

Control Panel

[} Switch b Categary View
il e : = @ PN h \ @
5 f Y L =] L ."
= .3 - : ‘) i L L] i’ = B
5 e e “ L Power Options  Printers and  Regional and
Phung Van Dong . _) = .;_,!_’J 1 Faxes Language ...
Mouse Mebwork  Metwork Setup Phone and -
f Connections ‘Wizard Modem ... m e %
Internet / My Documents S B q i i i
@ prisaris N _J @ @ =) gj User Accounts V:ilgclsgls ‘Wireless Link,

, b My Recent Documents »
< E-mail
Microsoft Office Outlook.

'_,] EGOY4Customers

Eacurity Sounds and Speech Syskem Taskbar and

::} My Pictures Center Audio Devices Skart Menu

j My Music

-1

S! My Computer

‘g My Metwork Places

“g Paink
I’ Control Panel

Adobe Acrobat 7.0
" Professional @

ol
We=
|_'-._. Microsoft Office Word 2007

Set Program Access and

Defaults Provides options For vou ko customize the appearance and Functionality of vour

@ Nokepad % Administrativ| CoMPUter, add or remove programs, and set up network connections and user

accounts,
e‘ Conneck Ta »
@ WinRAR e
Microsoft Office FrontPage
2003

néé Printers and Faxes

@) Help and Support
p Search

All Programs D =7 Run...

[ : Mhung viec c. .. W Tailieu THCS. .. g Phan 1 - Kie... &%) Hudng dan g...

Cura s cai dat, g0 bo chuong trinh xuit hién. Néu ban mudn cai dat update hodac go bd

chuong trinh nao thi click chuot phai vao tén ciua n6 va chon Change or Remove.

2.3.2. Thay d6i cach biéu dién ngay, giv, so, tién té

Sau khi cai dit Windows, may tinh s& biéu dién ngdy, gio, s, tién té theo chuan cua My
(English United Stated). Tuy nhién, khi ban str dung mot s phan mém dé xtr 1y cac thong tin
c6 lién quan dén ngay, gio, sd va tién té theo kiéu Viét Nam thi ban s& phai thay doi cach biéu
dién mic dinh nay.

Duéi day gioi thidu cach thiét 1ap lai kiéu biéu dién ngay, gid, s6 va tién té trong Windows
XP @ minh hoa chirc ning nay. Ddi vdi Windows 7 chi khac vé thao tac va giao dién.

Muén thiét 1ap lai cach biéu dién nay, khoi dong bo cong cu Control Panel béng cach vao

menu Start | Settings | Control Panel cira s Control Panel xudt hién.
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Chon Regional and Language Options. Hop thoai Regional and Language Options xuit

hién, chon Customize.

Thé Number c6 cac lya chon vé biéu dién dir liéu kiéu sb. Trong d6 Decimal symbol thé
hién cach biéu dién dau thap phan; Degital grouping symbol biéu dién ddu ngan cach 16p
don vi, 16p nghin, 16p tridu..; Negative sign symbol thé hién biéu dién dau am va List

seperator thé hién dau ngan cach danh sach. Lya chon cach biéu dién thich hop va chon OK.
Thé Date thé hién cach biéu dién ngay. Nguoi str dung c6 thé cai dit cach biéu dién ngay kiéu
Viét nam theo dang dd-mm-yyyy. Trong d6 dd 14 hai chir s biéu dién ngay; mm 1a hai chit s6
biéu dién thang; yyyy la bon chit sé biéu dién nam.

Tuong ty nhu trén 2 thé Currency va Time cho phép thiét 1ap cach biéu dién tién té va thoi

gian theo y muon cua ngudi str dung.

2.3.3. Automatic Updates

Microsoft thudng xuyén nang cap cac phién ban Windows ciing nhu cac ban va 16i cho chiing.
Néu nguoi str dung mua ban quyén ctia Windows thi chirc ning Automatic Updates s& két
nbi tw dong (khi may tinh két néi mang Internet) v6i hé théng ctia Microsoft dé tim kiém cac

phién ban va 161, nang cap va tu dong tai vé, cai dat vao may tinh cua ban.

Chtrc ning nay s& giup ngudi st dung tranh duoc nhitng rui ro nhu Virus hodc bi hacker tan

cong may tinh.

Khi Automatic Updates két ndi v6i hé théng ctia Microsoft dé kiém tra phién ban, Microsoft
s& kiém tra xem hé diéu hanh ciia may tinh dang két ndi c6 mua ban quyén hay khong. Boi
vy, néu may tinh khong c6 ban quyén thi s& bi Microsoft danh du, khéa lai va s& khong cho

hé diéu hanh dang cai dat hoat dong.

2.3.4. User Acounts

Pé diang nhap dugc vao may tinh, ban phai c6 tai khoan gom tén dang nhap (Username) va
mat khau (Password). Mot van dé dit ra 1a néu may tinh ctia ban c¢6 nhiéu ngudi cung sir dung

thi quan 1y thong tin nhu thé nao?

Ban s€ dung chtrc nang User Acounts cua Windows dé tao tai khoan riéng cho moéi nguoi.
Neéu ban nghién ctru k¥ vé Windows ban tham chi c6 thé phan quyén sir dung dir li€u trén cac

0 dia nham dam bdo tinh bi mat ciia moi nguoi.
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2.3.5. Cai dat va chia sé may in

Néu ban di thiét 1ap hé thong mang LAN cho vai may tinh trong gia dinh hay co quan nhung
lai chi c6 mot may in, khi do6 ban can cai dat va chia sé (share) may in dé cac may tinh c6 thé

dung chung khi can.

Sau ddy 1a mot s bude thuc hién chinh (hudéng dan cho may st dung Windows XP vi hé diéu

hanh nay c6 tich hop kha nang chia sé khé thuan 1oi).

e Vi¢c dau tién can chuan bi 1a cip nhat trinh diéu khién cho may in. Ban nén truy cap
vao website ciia nha san xuat va tai vé day du cac trinh diéu khién tuong thich nhiing

hé diéu hanh dang sir dung cho cic may tinh khéac trong mang.

e Vao Start/Setting/Printers and Faxes dé hién thi danh sach nhimg may in d cai dat
trén hé thong. Bam phai chudt 1én may in mudn chia sé rdi chon Sharing... Mot cira s6
m&i xudt hién, ban bam chon thé Sharing, bAm vao muc Share this printer roi dit mot
cai tén nao do roi cho may in can chia sé. Cai tén nay s€ duoc dung dé dinh vi va dinh

danh may in trén mang, do d6 khong nén qua 8 ky tu va khong c6 khoang tring.
2.4. Bo go tiéng Viét
Ciac bang mi font chir tiéng Viét pho bién hién nay
e B0 mi TCVNS3 la b mi tiéu chuin qudc gia nam 1993 (.VNTime, .VNArial...).

e B0 mi va Font VNI, do Cong ty Vietnam International (USA) phat trién. (VNI-Times,
VNI-Top...).

e B0 mi tiéng viét 16 Bit TCVN 6909 1a bo mi theo chuin Unicode. (Times New

Roman, Arial,...).

Dé co thé sir dung dugc tiéng Viét trong moi truong Windows ban can c¢o cac font tiéng Viét
va chuong trinh ban phim cho phép ban nhap vio cac chit tiéng Viét. Riéng bang mi unicode
thi trong hau hét cac phién ban Windows da co sin font roi.

Néu ban dung mét font tiéng Viét ndo do, ban khong nhét thiét phai dung chuong trinh ban
phim do nha san xuat font tao ra. Thong thudng cac chuong trinh ban phim hién nay c6 thé hd
trg cho nhiéu kiéu font v6i cac bang mi khac nhau.

Vi nhimng kho khan k¥ thuét trong nhimg nam trude ddy, da xuat hién rat nhiéu bang ma tiéng
Viét khac nhau va khong tuong thich véi nhau. Chi sau khi Unicode dugc sur dung rong rai thi

chuan tieng Viét mdi duge quy vé mot moi.
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Hon nira, cac tai liéu hién nay thuong duoc phd bién trén mang. Chi c6 font tiéng Viét theo
chuan Unicode méi dap tng duoc yéu cau nay. Boi vdy, ban khong nén dung cac kiéu font
chit khac, ban chi nén biét dé dung khi can doc mot tai lidu sin co & dang font do (thuong la

cac tai liéu da soan cach day nhiéu ndm hodc & mién trung, mién nam Viét Nam).
Cai dit bd go tiéng Viét
DPé gd duoc tiéng Viét, ban can phai cai dit cac phan mém bo gd tiéng Viét nhu Vietkey,

Unikey. Bo g6 Unikey hién nay dugc sir dung nhiéu hon vi né it 16i hon bo g Vietkey va nd

la phan mém mién phi.

Mic du Unikey van ho trg ca cac bang ma cli nhung ban nén sir dung Unicode trong moi

truong hop, chi nén ding cac bang ma khac khi khong thé dung Unicode.
bé cai dit cac bd g0 nay, ban chi can vao mang tai vé va cai dit theo chi dan.
Chuyén doi (convert) font

Gia sir ban c6 mot tai liéu dugce gd dang TCVN3 (ABC) hodc VN-Times, ban muén chuyén

dbi font chit nay thanh dang Unicode c6 dugc khong? Cau tra 101 1a c6 thé.

B0 gd Unikey va Vietkey déu cung cap cong cu chuyén doi font chit.

2.5. Gidi thiéu Paint va Notepad
Phan mém Paint

Paint 1a m§t cong cu v€ don gidn co san trong Windows, ban co thé su dung dé tao ban vé don
gian hay phtrc tap. Nhiing ban v& nay c6 thé 1a den tring hodc mau sic, va dugc luu dudi
dang tap tin bitmap. Ban c6 thé in ban v& cta ban, st dung né 1am hinh nén cho may tinh,
hodc dan né vao tai liéu khac. Tham chi ban c6 thé st dung Paint dé xem va chinh sira hinh

anh dugc quét vao.

Ban ciing c¢6 thé st dung Paint dé 1am viéc voi hinh anh dang tap tin: jpg, gif, bmp.
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Giao dién Paint trong Windows XP

i untitled - Paint
File Edit WYiew Image Colors Help
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For Help, click Help Topics on the Help Menu.

Giao dién Paint trong Windows 7
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Phian mém Notepad

Notepad 1a mét trinh soan thdo van ban co ban ma ban co thé st dung dé tao ra cac van ban
don gian. Viéc sir dung phd bién nhét cua Notepad 14 dé xem hoic chinh sira cac file vin ban
dang (txt). Tuy nhién, nhiéu ngudi ding sir dung Notepad nhu 1a mot cong cu don gian dé tao

ra cac trang Web.
Ban c6 thé luu cac tap tin Notepad ctua ban theo dinh dang Unicode, ANSI, UTF-8.

Loi khuyén: Khi soan thao nhitng van ban don gian, khong cin dinh dang font chi thi ban nén
dung Notepad vi Notepad don gidn nén n6 s€ chay nhanh hon. Vi du: céc file readme.txt
huéng dan tom tit cai dat, sir dung phdn mém hodc khi ban can ghi chd lai nhitng ¥ co ban

trong cudc hop.

Giao dién Notepad trong Windows XP

B

I® Untitled - Notepad Z
File Edit Format Wiew Help

Giao di¢n Notepad trong Windows 7 tuong tu trong Windows XP.

2.6. An toan thong tin

Cac de doa an ninh

C6 thé mot so khai niém da quen thudc véi ban nhu: virus, trojan, spyware, malware, ltra ddo

qua mang. D€ bao v€ may tinh ctia ban tot hon, ban can hiéu cac moi de doa trén 1a gi.
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Hau hét cac de doa an ninh duoc biét dén nhu mot phan mém hodc mot doan ma doc hai
(malicious software / code), cac phan mém nay Am tham diéu khién may tinh cta ban ma ban
khong hay biét gi. Pa s6 cac phan mém do dugc thiét ké dé ty nhan ban va lay nhiém sang cac
file hodc cac may tinh khac. Mot trong cac cach lay nhiém 1a giri mot e-mail c6 chira ma doc

dudi tén ban tdi cac dia chi lién lac trong may tinh cta ban.

Rl

Nhiing gi ma doc thuc hi¢n trén may cia ban phu thudc vao n6 la dang gi va tinh pha hoai ra
sa0. Co thé no chi tao ra cac thong diép gy phién toai hodc thuc su gdy ton hai bang cach xo6a

cac dir liéu va chuong trinh cia ban.
bay 1a mdt s6 dinh nghia vé cac phan mém doc, dua vao d6 ban s& biét minh dang phai doi
mat voi cai gi:

e Virus Phan mém hodc doan ma c6 kha nang ty nhan ban. Mot virus lay lan bang cach

dinh kem n6 vao mot file hodc chuong trinh khac.

e Worm Phian mém nhén ban bang cach tu giri ban sao ctia né qua mang. Trojan horse
Phan mém khong gy hai nhung né sé loi dung céc 16 hong hé thdng dé mo duong cho
mot phin mém khéc (virus, worm...) tin cong may tinh cua ban.

e Trojan horse Phin mém khong gy hai nhung né sé loi dung céc 16 hong hé théng dé
mé dudng cho mot phin mém khéc (virus, worm...) tn cong may tinh ctia ban.

e Spyware Phin mém thu thap thong tin c4 nhan cia ban, hodc chiing ciing c6 thé thay
d6i cac thiét 1ap hé théng ma khong thong qua ban. Thuong may tinh bi nhidm
Spyware khi truy cap céc trang web khong dang tin cdy.

e Phishing Mdt phuong thuc Itra ddo thong tin tai khoan, thuong la thong qua email.
Mot s6 kich ban Iira ddo nham cai Spyware vao may tinh ctia ban. Tin tot 1a Outlook

2007 di dugc tich hop hé théng chdng Phishing.
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Nguon lay nhiém

Cac mi doc 1ay nhiém vao may tinh ctia ban bang cach an minh trong mot thir gi d6 co vé vo
hai. Chéng han nhu mét file dinh kém trong email, mot phﬁn mém tai tir Internet, mot website
ma ban ghé qua, mot file chia sé¢ hodc mang may tinh, mot dia mém va tham chi 1a mot tai liéu

Office. Co ban thi moi thir dén tir mot may tinh khac déu tiém an rui ro.

Virus

Lwu y Dai khi cac ma doc khong an minh va tan cong mot cach cong khai.

Ngoai viéc can trong trudc cac thong tin dén tir may tinh khac, ban ciing nén can than khi ghé
tham cac website c6 yéu cu thong tin c4 nhan, hiy xac dinh d6 co phai trang web gia mao
khong trudc khi dién thong tin. Vi du ban phai chic ring minh dang & trang web chinh thirc
ctia ngan hang ban ma tai khoan cht khong phai & mot trang c6 giao dién gidng no.

Mot luu v khac 1a khi ban ludt qua mot trang web thuc té ban dang tai vé céc file tir Server.
Hay chic rang trang web d6 dang tin cay.

Microsoft Update mdt cach dé han ché rii ro

Cach co ban nhat dé ting cuong an ninh hé théng 1a bao dam phan mém tren may tinh cta
ban ludn cdp nhat. Microsoft thuong xuyén phat hanh cic ban cip nhat - cai ma gidi truyén
thong hay goi 1 ban va (patch) - dé chién dau véi cac de doa méi xuat hién. Cac ban cip nhat

hd trg Microsoft Windows va Microsoft Office.

Welcome

icrosoft Update

Options
Rrewisw your update history

Keep your computer up to date
Checkto see if you nesd updates For Windows, your frograms, your hardws

| ek high-priority updates (recommended)

[ Custom | Sedect from optional and high-priarity updates for
R i
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Mot cach hay 1a thuong xuyén kiém tra va cap nhat ca Windows va office bang cach ghé qua
trang cap nhat cia Microsoft. Ngoai ra ban con c6 thé thiét 1ap Microsoft Update tu dong tai
vé cac ban cap nhat khi ching dwoc phat hanh. Mot khi da thiét 1ap xong, chuong trinh s&
ludén dugc ty dong cap nhat.

Phan meém chong Virus

Céch phong vé quan trong nhét 13 sir dung cac chuong trinh chéng Virus. Hay cai dat va cap

nhat thuong xuyén.

ANTI-VIRUS
SOFTWARE

Néu may tinh ctia ban ndm trong h¢ thong mang c6 thé ngudi quan trj mang s& thuc hién thay
ban diéu do.

Cac ph?ln mém chéng Virus duoc thiét ké dé phat hién cac Virus da dugc nhan dang. Vi virus
moi khong ngimg duoc phat tan nén ban can cip nhat chuong trinh thuong xuyén. Khi mot
virus méi xudt hién trén thé giéi, nha san xuat phan mém diét virus thuong tung ra ban cap

nhat trong vong vai gid sau khi nhan di¢n virus.

Mot s6 thiét 1ap an ninh khac
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Co6 thé tong két cac wdc ban can thy hién dé ting cudng an ninh hé thong nhu sau:
o Cai chuong trinh diét virus va spyware.
e St dung cac mat ma phuc tap (gém chit, sd va céc ky tu dac biét nhu "&" "%" "$"...). .
« Cai dit tuong lira (Firewall) kiém soat cac ludng thong tin
e Thuong xuyén sao luu dir liéu quan trong
An toan cho email
Mot khu vie nguy hiém dé bi nhiém virus nht 13 email va céc file dinh kém. D6i khi chi can
mod mot email cling c6 thé kich hoat virus. Ngay ca khi da cai dit chuong trinh chéng virus,
mot virus méi c6 thé xuit va nha san xuit chua kip cap nhat thong tin vé né. Vi vay, hdy than
trong voi cac file dinh kem ddc biét 1a khi ngudi giri 1a hoan toan xa la (hoac c6 thé 1a tén mot

ngudi quen nhu ndi dung khong phu hop) , hodc néu tidu d& va tén file dinh kém c6 gi d6 bat

thuong.

7 Inbox & 2

oo
Arranged By: Date Newsest on top =
x|

114

= =] Message || =d

= |

5 ._

- i-—|
|- |

Luwu y Outlook 2007 ¢6 cac tinh ning an phong chong virus trong file dinh kém. Vi du cac

loai file thuong dugc dung dé phat tan virus sé tu dong bi chin . Ngoai ra néu ban van lo lang
veé la thong tin ban nhén dugc c6 thé chira virus thi van c6 mdt sd cach hiéu qua ngoai viéc
dung phan mém. Chang han ban cé thé goi dién cho nguoi gui dé xadc nhan xem c6 dang ho

da gui email cho ban khong hay email dugc gui tir mot ké mao danh nao do.

Luwu y Ding bao gio mé cac email va file dinh kém déng nghi trude khi ban c6 thé xac minh

thong tin nguoi gui.
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2.7. Khai thac mang va Internet

2.7.1. Chia sé dir li€u trong mang LAN

V& co ban, mot mang may tinh 1a mot s6 cac may tinh duge két ndi lai v6i nhau theo mot cach
nao d6. Khac vé6i cac tram truyén hinh chi guri thong tin di, cdc mang may tinh ludn chia sé 2
chiéu, sao cho khi may tinh A giri thong tin toi may tinh B thi may tinh B ¢6 thé tra 16i lai cho
may tinh A.

Hau hét cac van phong déu sir dung mang LAN. Gia sir ban ¢6 mot s6 dir liéu nam trong mot
thu muc nao d6, ban mudn cho phép nguoi khac copy dit liéu nay, cach thong thuong ban cd
thé nén file va giri email, copy vao USB va sir dung tinh ning Sharing dé cho phép copy truc
tiép thong qua mang LAN,

Vi cac phién ban Windows khac nhau thi cach chia sé thu muc cling c6 doi chut khéac biét,
do céch bao mat cta cac phién ban Windows khac nhau.

Pé chia sé thu muc (hodc ca o dia) ban hay click chudt phai vao thu muc d6 chon Properties
va sau d6 chon Sharing, thuc hién cac thao tac theo chi dan dé cho phép thu muc do6 chia sé
trén mang LAN. Ban c6 thé tily chon cho tit ca cac mdy tinh trong mang LAN cung voi may
tinh cua ban c6 thé truy cap hodc chi giéi han mot s6 nhom, tai khoan nao do c6 thé truy cap

thu muc do.

Hinh dudi day minh hoa ctra s6 Sharing ctia Windows XP.
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Cau hinh IP tinh lam server Properties

General | Sharing |'W'e|:u Sharing || I:ustl:umize|

Local zharing and security
E El To zhare thiz folder with other users of thiz computer

only, drag it to the Shared Documents folder.

T o make this folder and its subfolders private so that
anly pau have access, select the fallowing check baox.

take thiz folder private

Metwork zharing and zecurity

Ta zhare thiz folder with bath nebwork, ugers and ather
uzers of thiz computer, zelect the first check boy below
and type a share name.

Share this folder on the netwark,

Share name: |Eau hinh IP tinh lam zerver

[ Tillow retwork, uzers to change my files

Learn more about haring and security.

i) ‘Windows Firewall will be configured to allow this folder to be
ghared with other computers on the nebwork.

Wigw wour ‘Windows Firewall settings

[ k. ][ Cancel H Apply

2.7.2. Internet

Internet 1a mot tdp hop cac mang trén toan thé gidi no két ndi hang tridu doanh nghiép, chinh

phu, co quan, t6 chirc gidao duc va cac ca nhan.
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Internet 1a mang mdy tinh 16n nhat, két ndi hang triéu may tinh va cac thiét bi trén toan thé

gidi. Nguoi dung Internet thuc hién nhitng muc dich nhu:
e Kétndi va gip g& nhitng ngudi khac
e Nghién ctru va truy cap khai thac cac ngudn thong tin
e Mua sam hang hoa va dich vu
e Dich vu ngan hang va dau tu
e Tham gia vao dao tao truc tuyén

e Tham gia vao cac hoat dong giai tri, chang han nhu 1ap ké hoach cho nhiing chuyén di,

choi tro choi tryc tuyén, nghe nhac, xem hodc chinh stra video, va doc sach va tap chi
e Tainhac va video
e Chia s¢é thong tin, hinh anh va video

e Truy cap va tuong tac vdi cac ing dung Web

2.7.3. Trinh duyét

Dé duyét Web trén méy tinh ciia ban can phai cai dat trinh duyét (Browse). Thong thudng khi

cai dat Windows thi ty dong Internet Explorer dugc cai dat kém theo.

Cac trinh duy¢t Web phé biét nhat hién nay: Firefox, Internet Explorer, Opera, Maxthon,
Safari, Google Chrome. Trong d6 Firefox, Internet Explorer 1a hai trinh duyét dugc su dung

nhiéu nhat.

2.7.4. Khai niém co ban vé webiste

Website 1a tap hop cua rat nhiéu trang web, mot loai si€éu van ban (tap tin dang HTML hoac
XHTML) trinh bay thong tin trén mang Internet tai mot dia chi nhét dinh dé nguoi xem co thé

truy cap vao.

Trang web dau tién nguoi xem truy cap tir tén mién thudng duoc goi 1a trang chu (homepage),
ngudi xem c6 thé xem céac trang khac thong qua cac siéu lién két (hyperlinks) dit tai trang
chu.

Website cho phép cung cip nhiing thong tin, hinh anh vé doanh nghiép va san pham, dich vu
ctia doanh nghiép hay bét ky co quan to chitc hodc ca nhan nao dé khach hang c6 thé truy cap
& bat ky noi dau, bt ctr lac nao. Ngoai ra, ra website con cung cfip cac dich vu nhu hoc tap,

kinh doanh, giai tri...
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Pé xiy dung mot website phai cé 3 yéu té chinh la:

l.

Can phai ¢6 tén mién (domain). Vi du: www.hanu.edu.vn, daotao.hanu.vn

2. Noi luu trir website (hosting): Thuong 1a cdc may chu dich vu web.

3. NOoi dung céc trang thong tin (web page): Lap trinh xay dung website.

Mot s6 thuat ngir co ban:

e Website tinh: Lap trinh bang ngon ngit HTML theo ting trang nhu brochure, khong ¢

co sO dir liéu va khong cé cong cu quan ly thong tin trén website. Thong thuong
website tinh duoc thiét ké bfing cac phén mém nhu FrontPage, Dreamwaver,... Dac
diém ctia website tinh 1a it thay doi ndi dung, sy thay d6i ndi dung nay thuong lién

quan dén su thay doi cac van ban di kém thé hién ndi dung trén do.

Website dong (Dynamic Web): La website c6 co s dit lidu va duge cung cp cong cu
quan 1y noi dung (Content Management). Dic diém ciia website dong 1a tinh linh hoat
va c6 thé cap nhat thong tin thudng xuyén, quan 1y cac thanh phan trén website d&
dang. Loai website nay thuong dugc viét bang cac ngdn ngit lap trinh nhu PHP,
Asp.net, JSP, Perl,..., quan tri Co s¢ dir li€u béng SQL hoac MySQL,... Hién nay, hau
hét cac doanh nghiép déu sir dung website dong, thé hé cong nghé website duge moi

nguoi biét dén 1a web 2.0

Luu trit website: Dir 1iéu thong tin ctia website phai dugc luu trit trén mot may tinh
(thudong 1a may chu cung cip dich vu web) luén hoat dong va két nbi véi mang
Internet. M6t may chu c6 thé luu trir nhiéu website, néu may chu nay bi sy ¢d ching
han tit trong mot thoi diém nao d6 thi khong ai c6 thé truy cap dugc nhitng website
luwu trit trén may chu tai thoi diém bi sy ¢b. Tuy theo nhu cau luu trir thong tin ma

doanh nghiép c6 thé thué dung luong thich hop cho website (thué dung luong host).
Portal hay Cong thong tin dién tir: Puoc hiéu nhu 1a mot website xuat phat ma tir do
ngudi sir dung c6 thé d& dang truy xut cac trang web va cac dich vu thong tin khac

trén mang may tinh.

2.7.5. St dung hop thw dién tir

Thu dién tir hay con goi 1a Email 1a mot hé théng chuyén nhan thu tir qua cac mang may tinh

trén Internet. Email 1a mot phuong tién thong tin rat nhanh. Mot mau thong tin (thw tir) c6 thé

dugc gui di & dang ma hod hay dang thong thuong va duoc chuyén qua cic mang may tinh
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dic biét 1a mang Internet. N6 c¢6 thé chuyén mau thong tin tir moét may ngudn téi mot hay rat

nhi€éu may nhan trong cung luc.

Ngay nay, Email khong nhiing ¢ thé truyén giri duoc chir, nd con co thé truyén duogc cac
dang thong tin khac nhu hinh anh, 4m thanh, phim, va dac biét cac phén mém thu dién t kiéu

moi con co thé hién thi cic email dang song dong twong thich véi kiéu tép HTML.

Phan mém thu dién tir 12 loai phén mém nham hd tro cho nguoi dung viéc chuyén va nhan cac
mau thong tin. Thong tin c¢6 thé dua vao phan mém thu dién tir bang cach théng dung nhat 1a
g0 chit ban phim hay céc cach khac it dung hon nhu 1a dung may quét hinh (scanner), dung
may ghi hinh sé (digital camera) dic biét 1a cac Web cam. Phan mém thu dién tir gitp cho
viéc tién hanh soan thao, guri, nhan, doc, in, x0a hay luu gitr cac thu. C6 hai truong hop phan

biét phan mém thu dién tir la:

e Loai phan mém thu dién tir dugc cai dit trén timg may tinh cua ngudi ding goi la
Email Client, hay ph'?ln mém thu dién tir (cho) may khach.Vi du: Micorsoft Outlook,

Microsoft Outlook Express, Netscape Comunicator, hay Eudora.

e Nguoc lai, loai phén mém thu dién tur khong can phai cai dat ma né dugc cung cép boi
cac may chu (web server) trén Internet goi 1a WebMail, hay Phin mém thu dién tir qua
Web. DPé dung dugc cac phan mém loai nay thuong cac may tinh ndi vao phai c6 mot
may truy cdp twong thich v&i su cung cip cia WebMail. Vi du: gmail.com,

mail.Yahoo.com hay hotmail.com.

Céc dich vy thu dién tir ¢6 thé duoc cung timg mién phi hay c¢6 phi tuy theo nhu cau va muc
dich cta nguoi dung. Ngay nay, Email thuong duoc cung cdp kém vdi cac phuong tién

Internet khi nguoi tiéu dung ky hop ddng voi cac dich vu Internet mot cach mién phi.
Meo

Khi ban giao dich nhiéu bang thw dién tir, sé hrong email ciia ban hang ngay rdt I6n. Boi vy,
déi khi ban hoa mdt vi ¢é qud nhiéu thu, diéu dé lam cho ban gdp déi chiit khé khan trong
viéc sit dung thie dién tr. Ngodi ra, dé giri thi cho nhiéu nguoi ciing mot lic néu ban khéng
biét cdach, ban sé phai nhdp timg dia chi email ciia nguoi nhdn, khi d6 néu sé nguwoi nhdn la

hang tram thi ban sé rat khé kiém sodt dwoc nguoi nhdn thu cua minh.

Pé gidi quyét van dé doé, ban hdy dimg chirc ning tao va quan Iy nhém (Group) trong cdc
phan mém thi dién tir. Vi du: gmail.com, mail yahoo.com hay Microsoft OQutlook déu cé chirc

nang nay.

Trang 51



2.8. Mot s6 phan mém tién ich hay dung trong vin phong

Céc dia boot théng dung: Dung dé cai dit, bao tri may tinh.
Cac phién ban Windows, Office
Phan mém Remote Teamviewer: Dung dé truy cap tir xa may tinh.

Phan mém Deep Freeze: Dung dé “dong bang” 6 dia, chéng Virus xdm nhap khi hé

diéu hanh dang chay.

Phan mém don dep dit liéu: Dung dé don dep nhitng dit liéu, tap tin du thira trong may

tinh ma nguoi st dung khong biét né6 nam ¢ nhiing cho nao.

Phan mém khoi phuc dit liéu: Dung dé khoi phuc lai dit liéu khi ban 15 tay x6a mat

bang thao tac Delete, Shift + Delete hodc tham chi format 6 dia.
Photoshop, AutoCAD: Cac phan mém dung dé xir Iy anh, ban thiét ké chuyén nghiép.

Céac phan mém media: Dung dé chay cac tap tin media (avi, dat, mp4, mp3, flv ...)
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