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Ky nang s6 cd ban
Ban ghi chép I5i thoai

Tuong tac vai may tinh

1 gid 9 phut

Khda hoc nay sé gidi thiéu cho ban cac bd phan, cac loai may tinh khac nhau va chic nang
clia ching. Ban cling sé tim hi€u sy khac nhau gitta cac hé diéu hanh, ing dung cling nhu
chiic nang clia chiing. Cac thiét bi ngoai vi va luu trir di déng cling sé dugc dé cap trong khoa
hoc.

DPé hoan thanh khéa hoc ndy va nhan chirng chi, ban phai xem tat ca bai hoc cua khéa.

Tuong tac vai may tinh

11 phut | 6 bai

Trong hoc phan nay, ban s& tim hiéu may tinh la gi, cdc bé phan ciia may tinh va cach tuong
tac vai chung.

Gidi thiéu

1 phut

Co nhiéu loai may tinh dugc st dung cho cac cong viéc hang ngay.

Trong bai hoc nay, ching ta sé cling tim hi€éu may tinh 13 gi, cdc bé phén ciia may tinh va cach
tuong tac véi may tinh.

Két thiic hoc phan nay, ban cé thé:

e M0 ta cac chlic ndng cua may tinh.
e Phan biét gilta phan ciing va phan mém may tinh.
e M0 ta cac b6 phan co ban cia may tinh va cach st dung ting bé phan do.

M6 ta cac chiic nang cda may tinh

1 phut

May tinh la gi

Ngay nay, may tinh c6 & khap moi nai, va ching ta dang st dung chidng cho rat nhiéu cong
viéc. C6 nhiéu loai may tinh khac nhau da ra d&i va thay déi cach séng cla ching ta.

Xem video sau dé tim hiéu vé may tinh.

Video: May tinh la gi
May tinh hién dugc st dung khdp nai xung quanh ching ta. Ban sé dé dang tim thdy may tinh
& nai lam viéc, trong clfa hang, bénh vién va & nha.

May tinh la mét cd may dién tir ¢ thé xir ly, luu trid, tim kiém cac loai dif liéu va théng tin khac
nhau. Ban c6 thé st dung may tinh dé thuc hién nhiéu céng viéc nhu soan thao tai liéu, choi
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tro chai, gfi email, hoc cac kj nang mdi, duyét web, va xem phim. Moi may tinh déu bao gom
hai bo phan chinh la phan cliing va phan mém.

Phan mém la nhitng bd phan vo6 hinh cda may tinh ma ban khéng thé cham vao. Phan mém
bao gém cac Iénh diéu khién hoat déng cua phan clng, cling nhu cac iing dung va dir liéu
dudc luu trén may tinh.

Phan ciing bao gom tat ca cac bo phan vat ly tao nén mét chiéc may tinh nhu man hinh va bo
XU ly trung tdm dé xir ly dit liéu. Ban c6 thé gap rat nhiéu loai may tinh khac nhau nhung tat
ca ching déu dugc st dung véi muc dich ca ban chung la xt ly va luu trr thong tin.

M6 ta cac bo phan chinh cda may tinh
2 phut

Cac b6 phan cia may tinh

May tinh bao gém nhiéu linh kién phan citng. Mdc du c6 nhiéu loai may tinh khac nhau, nhung
tat ca ching déu c6 mét té hap linh kién phan ciing tuang tu nhau. Moi phan cling nay gidp
chuing ta s dung va tudgng tac v4i may tinh theo cach nao doé.

Xem video sau day dé tim hiéu vé cac linh kién phan cirng cau tao nén mét may tinh.

Video: Cac bo phan cda may tinh

Hay nhin vao cac linh kién phan cing chinh cau thanh may tinh. Cac linh kién nay bao gém
thung may, man hinh, loa, ban phim va chuét. Méi bé phan déng mét vai trd cu thé gilp
chling ta diéu khién va tuong tac dugc véi may tinh.

Thung may chira dung “"b6 ndo” clia may tinh, la cac linh kién vat ly c6 nhiém vu xt ly thdng
tin va thuc hién cac chiic nang may tinh. Thung may chlra cac linh kién quan trong nhu B vi
xu ly trung tdm (CPU), bo mach chd, 6 cling va cac bé nhd. N6 cling bao gom cac cdng két
noi cho phép ban cam cac linh kién hoac thiét bi ngoai vi vao may tinh nhu tai nghe hoac may
in.

Man hinh 1a mét bé phan cta may tinh gitip hién thi cac théng tin dau ra cho ngudi dung xem,
nhu hinh anh va chr. Man hinh ¢é thé 13 thiét bi r&i ma ban phai két néi vao may tinh, hoac
c6 thé dugc tinh hgp san trong may tinh.

Loa cho phép ban nghe &m thanh phat ra tir may tinh. Ching c6 thé dugc tich hgp san trong
may tinh, hoac la thiét bi r&i ma ban phai két néi dén may tinh dé nghe 4m thanh.

Ban phim la mét thiét bi dau vao dugc sir dung dé tuong tac vai may tinh. S dung ban phim,
ban cé thé nhap ch, s6 va ky tu dugc may tinh x{ ly. Ban phim cé thé & dang vat ly dugc gan
véi may tinh, hodc cé thé & dang do dé ban cham tryc ti€p trén man hinh cam ng.

Chudt la mot thiét bi quan trong dung dé tuong tac véi cac théng tin hién thi trén man hinh.
Khi ban di chuét, mét con tréd trén man hinh cling di chuyén theo, cho phép ban diéu khién
may tinh. Ban cé thé cdm chudt vao may tinh dé hoac sir dung ban ré cdm (ng tich hop trong
mot s may tinh vai chiic nang tuang tu.
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T4t ca cac bo phan nay c6 thé trong khéng gidng nhau giita cac loai may tinh, nhung van cé
cac chlic ndng tuong tu nhau.

M6 ta cac loai may tinh ca nhan khac nhau
3 phut

Cac loai may tinh ca nhan
May tinh cé nhiéu hinh dang va kich thudc khac nhau. Méi loai may tinh c6 cac uu nhugc diém
riéng, phu hop véi cac muc dich va hoan canh sir dung cu thé.

Xem video sau dé tim hiéu vé cac loai may tinh ca nhén, su khac nhau giira ching va
cach s dung.

Video: Cac loai may tinh ca nhan

C4 nhiéu loai may tinh khac nhau. M6t sé loai phé bién nhat la may tinh d€ ban, may tinh xach
tay va dién thoai di ddng. Nhiéu loai thiét bi khac nhu may tinh bo tdi, may choi game console
va tivi théng minh cling dugc xem la may tinh.

Cac loai may tinh ma ching ta st dung trong cuéc séng hang ngay dugc goi la may tinh ca
nhan. Hay cling tim hiéu mét trong cac loai thiét bi may tinh ca nhan phé bién nhat va cach
stt dung chdng. May tinh dé€ ban la loai may tinh dugc thiét ké dé dat cé dinh & mot nai nhu
trén mat ban. May tinh dé ban thudng cé cac bé phan rdi nhu thing may, man hinh, loa, ban
phim va chuét. Cac bo phan nay phai dugc két néi véi nhau bang day cap. May tinh dé ban
can dugc cam dién dé s dung.

May tinh xach tay la mét may tinh ca nhan di déng ma tat ca cac bo phan déu dugc tich hgp
trong mot thiét bi. May tinh xach tay dugc tich hgp bo vi xr ly, man hinh, ban phim, loa va
chuét. Ching thuong chay bang pin. Vi vay, khong phai lic nao cling can cam may tinh xach
tay vao ngudn dién. Diéu nay gilp ban dé dang st dung hon khi di chuyén.

May tinh bang la mét loai may tinh ca nhan xach tay khac. Cac bé phan cau tao nén may tinh
bang dudc tich hgp trong mot thiét bi duy nhat. Thiét bi nay nhé hon hau hét cac may tinh
xach tay. Vé co ban, nd cé kich thudc tuang dusng mét quyén sach. Vi kich thudc nhé gon,
may tinh bang thudng dugc st dung trong cac hoat déng giai tri nhu xem phim, choi game.
Ban c6 thé cai dat cac ing dung trén may tinh bang cho phép ban thuc hién nhiéu céng viéc
khac nhau.

Dién thoai thong minh la mét loai thiét bi may tinh ca nhan di déng, dd nhé dé bo tai. Chic
nang cd ban cua dién thoai thdng minh la thuc hién cac cudc goi thong qua mang di déng.
Tuy nhién, ching ciing cé thé dugc st dung vai nhiéu muc dich hon thé. Ban c6 thé dung cac
(ng dung trén dién thoai théng minh dé chup anh, choi game, ludt web, gui email hay doc
van ban.

Cac Ung dung nay dac biét hitu ich khi ban di chuyén. Nhung thudng thi cac iing dung ban co
thé cai dat vao dién thoai théng minh sé & dang cc ban hon nhiéu so véi cac iing dung dugc
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cai dat trén may tinh dé ban hodc may tinh xach tay. Ty thuéc vao nhu cau cua ban, ¢ nhiéu
loai thiét bi may tinh ca nhan khac nhau ban cé thé sit dung dé 1am viéc.

Kiém tra kién thiic
3 phut

1. Thiét bi nao dudi day khong phai la may tinh?
a) May tinh ban
b) May tinh xach tay
c) May tinh bang
d) Man hinh - Bang! Man hinh khong phai la may tinh.

2. B6 phan nao sau day clia may tinh dugc coi la thiét bi dau vao?
a) Loa
b) Man hinh
c) Ban phim - Piang! Ban phim la mét thiét bi dau vao.
d) Bo mach chu

3. Harold can mua mot chiéc may tinh vi cdu sap vao dai hoc. Cau muén mét chiéc may tinh
c6 ban phim tich hgp dé ghi chu bai giang va lam céc bai tap vé nha. Cau cling can cai dat
nhiéu Uing dung va chuong trinh khac nhau trén may tinh dé hoan thanh cac bai tap. Loai
may tinh nao phu hgp nhat véi nhu cau ctia Harold?

a) May tinh ban

b) May tinh xach tay — Pung! May tinh xach tay la mét thiét bi di déng co tich
hgp ban phim.

c) May tinh bang

d) Dién thoai thong minh

ToNng két
1 phat

Chuc mung ban!
Ban da hoan thanh hoc phan Tuong tac vSi may tinh. Gid ban cé thé tuy tra I6i cac cau hoi sau:

Cac chlc nang cd ban cda may tinh la gi?

Su khac nhau gilta phan cling va phan mém may tinh?

Cac bo phan phan cing chinh cau thanh nén may tinh la gi?
Cé cac loai thiét bi may tinh ca nhan phé bién nao?

Hwn =

SU dung may tinh
36 phat | 11 bai

Trong hoc phan nay, ban sé tim hiéu vé cac hé diéu hanh va cach st dung cac chiic nang co
ban clda hé diéu hanh Windows 10.
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Gidi thiéu
1 phut

Trong hoc phén nay, ban sé tim hiéu cach van hanh may tinh dé thuc hién cac céng viéc co
ban.

Két thic hoc phan nay, ban cé thé:

e Hiéu dudc vai tro cia mét hé diéu hanh.

e Van hanh Hé diéu hanh Windows 10.

e T chuc cac tap tin va thu muc trong Windows 10.

e S dung chuét phai dé truy cap cac tinh nang hé théng.
e Tuy chinh man hinh desktop.

MO ta vai tro clia hé diéu hanh

2 phut

Hé diéu hanh la gi

Hé diéu hanh 1a phan mém diéu khién may tinh. N6 diéu phéi cac bd phan phan cling va phan
mém khac cGa may tinh, dam bao tat ca cac linh kién khac nhau cung két hgp dé hoat déng.
Cé nhiéu hé diéu hanh do cac cong ty khac nhau trén thé gidi cung cdp Moi hé diéu hanh
dudgc thiét k& dé lam viéc trén cac loai thiét bj cu thé. Vi du:

e Windows do Microsoft thiét ké. Windows la mét t6 hgp hé diéu hanh c6 thé chay trén
nhiéu loai may tinh dé ban va may tinh xach tay khac nhau. Ching ta sé sir dung phién
ban Windows 10 cla hé diéu hanh nay dé thir nghiém trong khéa hoc.

e MacOS do Apple thiét k&, chay trén cac may tinh Mac ctia Apple nhu MacBook.

e i0S do Apple thiét ké, chay trén cac thiét bi di dong ctua Apple nhu iPhone, iPod va
iPad.

e Android OS do Google thiét k&, chay chd yéu trén cac thiét bj di ddng man hinh cam
Ung nhu dién thoai thong minh va may tinh bang.

e Google Chrome OS do Google thiét k&, chay trén cac thiét bi Chromebook.

Xem video sau diy dé tim hiéu vé cac hé diéu hanh.

Video: Hé diéu hanh la gi

May tinh la cac cong cu cho phép ching ta thuc hién cong viéc theo cach dién tir hoa. Dé si
dung may tinh lam viéc, chiing ta can phai cho may tinh biét ching ta muén chung lam gi. Hé
diéu hanh gitp chung ta thuc hién dugc viéc nay.

Hé diéu hanh la phan mém chinh cGia may tinh. Hé diéu hanh quan ly tat ca cac phan mém,
phan cling cla may tinh va giup ban giao ti€p v&i may tinh. Cac hé diéu hanh hién dai dugc
thiét ké vai giao dién chlfa cac biéu tugng, nat va van ban gidp moi ngudi dé dang st dung
may tinh. Ban cé thé tuy chinh giao dién cla hé diéu hanh dé dé st dung han theo cach ban
muoén.
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Gia st nhu ban muén st dung may tinh cia minh dé tao mét tai liéu. Ban c6 thé st dung cac
menu va nut trong hé diéu hanh dé tao tai liéu, s dung ban phim dé nhap van ban, va yéu
cau hé diéu hanh luu tap tin cta ban. Hé diéu hanh xur ly tat ca cac cong viéc thuc té phia sau,
nhu theo ddi nhiing gi ban g trén ban phim, diéu khién bé x( ly va luu théng tin vao 6 cing.

Co nhiéu loai hé diéu hanh khac nhau st dung cho cac loai may tinh khac nhau. Nhiéu may
tinh s dung hé diéu hanh Microsoft Windows, trong khi dé cac may tinh Mac chay hé diéu
hanh MacOS, va mét s6 may tinh chay hé diéu hanh Linux. Cac thiét bi di déng st dung cac
loai hé diéu hanh khac so v&i may tinh xdy tay va may tinh dé ban.

Khi mua may tinh, hé diéu hanh cho may tinh dé thudng da dudc cai dat san. Cac hé diéu
hanh gilp ching ta van hanh va xt ly cong viéc trén may tinh.

Van hanh Hé diéu hanh Windows 10
7 phut

Tim hiéu hé diéu hanh
Hay clng tim hiéu cac théng tin ca ban khi lam viéc véi hé diéu hanh. Ching ta sé st dung
Windows 10 lam vi du, nhung cac khai niém nay ciling ap dung daéi véi cac hé diéu hanh khac.

Xem video sau vé tong quan Hé diéu hanh Windows 10.

Video: Van hanh hé diéu hanh

Windows 10 la phién ban hé diéu hanh mdi nhat cla Microsft danh cho may tinh, may tinh
bang cling nhu nhiéu thiét bi khac. Windows dugc cai dat san trong hau hét cac thiét bi méi.
Trong video nay, ching ta s& tim hiéu cac théng tin ca ban vé hé diéu hanh. Mac du Windows
10 dugc st dung lam vi dy, cac khai niém nay ciing ap dung vdi nhitng hé diéu hanh khac.

Khi ban khai dong thiét bi Windows 10, phan mém dau tién dugc tai l1én sé la hé diéu hanh.
Ban sé thay man hinh yéu cau dang nhap. Mét thiét bi s dung hé diéu hanh Windows 10 c6
thé dugc si dung bdi mét hodc nhiéu ngudi. Méi ngudi dung sé tao tén dang nhap va mat
kh3u riéng, sau dé st dung ching dé dang nhap vao hé so clia ho va truy cép vao cac tai liéu
cUa riéeng minh ma khéng nhin thay cac tai liéu va hé sa clia nhirng ngudi dung khac. Biéu nay
cho phép mdi ngudi dung tao hé sa riéng va thuc hién nhitng cai dat riéng theo cach ho
muédn.

Vi dy, tudng tugng hai ngudi dung st dung may tinh cung c6 hé diéu hanh Windows 10. Mot
ngudi co thé mudn cai dat ngdn nglr trén thiét bi cta ho la tiéng Anh. Trong khi ngudi kia
muén cai tiéng A Rap hodc mét ngdn ngir khac. Cac thiét bi Windows 10 gilp viéc cai dat cac
ngdn nglt khac nhau tré nén dé dang.

Dé dang nhap vao thiét bi cia minh, ban chi can nhap tén ngudi dung va méat khau vao cac 6
tuong Ung. Néu ban cai ma dinh danh ca nhan hoac ma pin khi khéi dong Windows 10, ban
6 thé st dung ma pin clia ban thay cho mat khau khi dang nhap. Sau d6 bam vao mii tén
bén canh & mat khau hodc dan gian chi can bdm Enter. Trong trudng hgp st dung ma pin,
mot khi nhap ding ma, hé diéu hanh sé ngay lap tic dua ban dén man hinh desktop.
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Khi ban dang nhap vao may tinh Windows 10 ca minh, th( dau tién ban nhin thay la man
hinh desktop, giéng nhu mat ban cia moét ban lam viéc thuc su. Man hinh desktop la naoi ban
c6 thé dat tai liéu ban dang lam viéc, hoac tai liéu ban can truy cdp nhanh vao. Windows cho
phép ban tuy chinh giao dién man hinh desktop, nhu mau sac va hinh nén (wallpaper). D6 la
ly do vi sao man hinh desktop trén thiét bj ctia ban c6 thé tréong khac so vi man hinh desktop
cla toi.

Phia dudi cung ctia man hinh desktop Windows 10 la thanh tac vu (taskbar). Thanh tac vu la
mét bé phan rat quan trong ctia Windows 10. Trén thanh tac vy, ban cé thé hoan thanh cac
thao tac, nhu st dung thanh tac vu dé biét cac ing dung hién dang md, xem thai gian, quan
ly lich cia minh, va ghim cac (ing dung yéu thich Ién thanh tac vu dé€ dé dang s dung chung.

Hay quan sat ki hon thanh tac vu. O gdc bén trai, ban sé thay nut Start. Nhap chudt hodc
cham vao nlt nay s&é md& ra menu Start (Bat dau). Menu Start la nci ban c6 thé tim thdy moi
Ung dung trén thiét bi cia minh, cling nhu truy cap cac chiic nang nhu thoat, khgi dong lai va
tat thiét bi.

Ching ta sé md lai menu Start trong it phut nita. Ngay bén canh nut Start la hép thoai tim
kiém, cho phép ban tim kiém cac ing dung theo tén hoac tim cac tap tin va tai liéu trén thiét
bi. Chi can nhap tén ng dung hoac tai liéu, va ban sé thdy Windows chi cho ban cac két qua
tim ki€ém. Ban cling sé& tim dugc mét biéu tugng micro nho & goc phai clia hdp thoai tim kiém,
do la Cortana.

Phan nay cua thanh tac vu c6 cac biéu tugng ng dung dugc ghim, cling nhu cac ing dung
phan mém dang md hodc chay trén thiét bi cia ban. Cac Ung dung dang chay sé cé mét
dudng ké bén dudi biéu tugng dé biéu thi iing dung dang chay. Ban c6 thé tuy chinh phan
nay bang cach g& hodc thém (ng dung néu thdy phu hgp. Théng thudng, cac ing dung ban
st dung thudng xuyén dugc ghim |én thanh tac vu dé tién truy cap. Microsoft Edge va Outlook
la vi du tiéu biéu cla cac ing dung thudng dugc ghim |én thanh tac vu.

Phan cudi cling clia thanh tac vu hién thi ngay/gid va cac biéu tugng khac tuy theo mai thiét
bi. Pong ho sé cho ban biét thai gian va ngay hién tai. Néu nhap chudt vao déng ho, mét clra
s6 s& md ra hién thj lich clia thang dé.

Céc biéu tugng khac trén thanh tac vu bao gém biéu tugng loa, cho phép ban diéu chinh 4m
lugng thiét bi. Nhap chudt vao biéu tugng nay va diéu chinh dm lugng bang cach kéo tro
chudt tlr trai sang phai. Biéu tugng mang cho biét ban c6 dang két néi vdi internet hay mang
khéng day hay khéng. Nhap chudt vao biéu tugng nay sé hién thi cac mang khéng day gan
ban, nhap chudt phai sé cho ban Iya chon xt ly van dé két n6i hodac mé phan cai dat Mang va
Internet.

Né&u ban c6 bat ky théng bao nao tir Windows, ban cé thé xem ching bang cach nhap chuét
vao biéu tugng thong bao & day. Ban ciing co thé c6 cac biéu tugng an & day, dé chiung khéng
x€p thanh mét cum & gdc phai thanh tac vu. Nhap chuét vao mii tén dé xem cac biéu tugng
an. Gid hay di chuét sang goc bén trai va tim hi€u menu Start ky han.
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Nhap chudt vao nat Start dé hién thj menu Start. O day, mot danh sach cac Ung dung dugc
liét ké bén tay trai, trong khi bén tay phai ban sé thay mét sé ('ng dung dugc sap xép theo 6.
O 13 hinh thi'c ma cac phién ban mdi cta hé diéu hanh Windows st dung, chiing cé vai tro
gilp cho viéc truy cap cac (ing dung ua thich clia ban dé dang va nhanh chéng.

Ban c6 thé sap xép lai cac 6 trén menu Start mét cach dé dang. D€ di chuyén 6, hay nhap
chuét va kéo dén vi tri mong muén. D€ tang hoac giam kich thudc 6, nhdp chudt phai vao 6
dé, chon “Resize” (D6i ¢&) va chon kich thuéc mong muén. Menu Start con ¢ cac lua chon
truy cap nhanh vao tai liéu va hinh anh ctia ban, cling nhu m@ nhanh menu Cai dat. Menu Start
cling c6 cac phim tat dé dang xuat khoi thiét bi Windows 10, tat hoac khai déng lai thiét bi.

Dé dang xuét thiét bj st dung Windows, nhap chudt vao menu Start, bAm vao tén dang nhap
cta ban hodc anh dai dién, sau d6 nhap chudt vao "Sign out” (Bang xuat), va ban da dang xuat
khéi Windows.

Dang xuat (Sign out) khac vdi tat may (Shut down/Turn off). Khi ban dang xuat, thiét bj cla
ban van hoat déng nhung ban da thoat khoi Windows 10. Sau khi dang xuét, may tinh san
sang cho ngudi dung khac dang nhap. Tat may don gian 1a ban tat thiét bi hoan toan, giéng
nhu ban tat tivi hodc mét thiét bi nao khac.

Diéu quan trong la ban phai tat may ding cach dé khéng mat dir liéu dang lam da. Tat may
ddng cach cling gitp hé diéu hanh va cac iing dung duy tri hoat déng binh thudng.

Dé tat may, nhdp chudt vao menu Start va chon “Power” (Nguén), sau dé chon “Shut down”
(Tat may). Déi khi ban sé phai khai dong lai may, nhu trong trudng hgp cai dat xong mét (ng
dung mdi, hodc sau khi mét cap nhat méi dugc tai vé va cai dat. Khdi dong lai may cao ban la
tat may, sau do khai déng lai trong cing mét budc. Thiét bi sé nhac ban khi can khai dong lai.

DE khd&i déng lai thiét bi, nhdp chuét vao nat “Start”, sau dé chon “Power” (Nguén), chon tiép
“Restart” (Khdi dong lai). Nhu ban thdy, hé diéu hanh cé thé ho trg ban rat nhiéu khi sir dung
may tinh dé lam viéc.

Hay thir trai nghiém

Thi thach: MG Ung dung may tinh b tdi trong may tinh cda ban.

T6 chic tap tin va thu muc trong Windows 10

4 phat

Lam viéc véi cac tap tin (File) va thu muc (Folder)

Hé diéu hanh dugc thiét ké dé giup ching ta lam viéc theo nhiing cach ching ta da quen
thudc. Cling giéng nhu khi lam viéc v&i van ban gidy, ching ta co thé tao ra cac tap tin va thu
muc dé luu trir thdng tin trén may tinh.

Xem video sau dé tim hi€u cach lam viéc véi tap tin va thu muc trén may tinh.
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Video: Lam viéc véi tap tin va thu muc

DU ban can thu muc vi ly do gi, ban déu dé dang tao ching. Hay bat dau bang cach ma File
Explorer. Ban cé thé nhin thay File Explorer trén thanh tac vu hoac tim trong thanh tim kiém.
T6i mudn tao mét thu muc mai dé luu tai liéu cha minh. Vi vay toi sé tao mét thu muc tén 13
Business, va vi t6i muén tim kiém nd dé dang, toi sé tao n6 bén trong thu muc Documents
(Tai liéu).

& day, t6i sé di chuyén lén phia trén va nhap chudt vao muc “Home” (Trang dau), sau dé chon
“New Folder” (Thu muc méi). M6t thu muc mdi sé xuat hién trong danh sach bén dudi. Ban co
thay tén cta thu muc dudc té mau. Lic nay, Windows mudn t6i dat lai tén cho thu muc. Nhap
chudt vao tén, quét chon toan bd cum tu “New Folder” (Thu muc mdi), sau d6 dat lai tén cho
thu muc la Business va nhan “Enter”. Thé la t6i da tao dudc thu muc mdi ctia minh.

Bay gid tdi da c6 thu muc mdi, lam thé nao dé tbi tao dugc mot tap tin? DE lam viéc nay, hay
md lai vao thu muc mdi téi vira tao. Trong thu muc, mét [an nita di chuyén dén muc “Home”
(Trang dau) va chon “New item” (Muc mdi). Gid ching ta sé dudc lua chon loai tap tin mdi can
tao.

Sau khi chon mét loai tap tin nhu Microsoft Word Document (Tai liéu Microsoft Word) hay
Text Document (Tai liéu dang Van ban), hé théng sé tao mot tai liéu trong thu muc cia ban.
Sau khi dugc tao giéng nhu tao thu muc mdi, tap tin sé chd ban déi tén. Vi du, t6i la mét nha
van va dang nghi dén viéc viét mot cuén sach mdi, to6i mudn tao mét danh sach cac loai sach
toi co thé viét. Vay ching ta hay goi tap tin nay la “Book Ideas” (Cac y tudng vé sach). Gid tap
tin da dugc tao, ching ta c6 thé md va chinh stia nd.

Roi. Toi co |1€ da dat sai tén tap tin do. Thay vi dat |a "Book Ideas”, t6i nén dat né la Book Types
(Cac loai sach). Vi thé, téi can dat lai tén tap tin. D€ lam dugc diéu nay, hay tim tap tin d6 trong
thu muc va nhap chudt vao né. Sau dé vao muc "Home" (Trang dau) va chon “Rename” (D&i
tén). Gid toi co thé dat lai tén tap tin. Toi lai thdy minh d3 tao tap tin d6 & sai thu muc, dang
|& t6i nén tao trong thu muc “New Book” (Sach mdi), vi vay hay chuyén vao thu muc dé. bé
lam diéu nay, chon tép tin, vao muc “"Home" (Trang dau), chon “Move to" (Chuyén dén).

Cé nhiéu lya chon di chuyén tap tin dé. Thu muc téi muén di chuyén dén khéng cé trong danh
sach. Vi vay, t6i chon “Choose location” (Chon vj tri). Dén thu muc cda t6i, chon va nhap chudt
vao "Move" (Di chuyén), tp tin s& bién mat tir thu muc hién tai. Va day, né da xuat hién trong
thu muc méi. Thuc chat, téi thich dé nd trong thu muc ci hon.

Mot cach khac dé di chuyén tap tin 1a kéo va tha ching. D€ di chuyén tap tin nay vao thu muc
khac, nhap va gitr chudt trén tap tin, sau d6 kéo vé phia thu muc mdi, réi nha nat chudt dé tha
tap tin vao thu muc mdi. Gig t6i dang nghi vé viéc to6i khong phai la nha van. Vi vay t6i khong
nén viét mét cudn sach chat nao, sé khong ai mua né ca. Vi vay, toi sé xoda tap tin dé di. Néu
khong can tap tin d6 nita va mudn xda né di, ban chi can chon tap tin, vao muc “Home" (Trang
dau), chon “Delete” (Xda bd). Thé la tap tin da dugc xoa.
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Gid ban da biét cach tao tap tin va thu muc, dat lai tén cho ching, di chuyén tép tin ti thu
muc nay sang thu muc khac, va xda tap tin.

Hay thir trai nghiém
Tuy chon giao dién File Explorer cua ban.

1. MG File Explorer trén may tinh cua ban.
2. Thay déi gilta cac tuy chon bé tri tap tin khac nhau (s& dung menu Xem/View)
3. Chon céach bé tri ban muén.

S dung chudt phai dé truy cap vao cac tinh nang hé théng
3 phut

Tim hiéu chudt phai

Phan cling va phan mém may tinh cung lam viéc gilp ching ta s dung may tinh mét cach
hiéu qua. Mot vi du vé viéc nay la chudt va hé diéu hanh. Chdng ta st dung nat bam bén trai
cla chudt dé thuc hién hau hét cac thao tac trén may tinh. NGt bam chudt phai c6 céc chic
nang hitu ich gilp chdng ta truy cap cac tinh nang khac ctia phan mém.

Xem video sau dé tim hiéu vé chuét phai va cac tinh ning cta né.

Video: Tim hiéu chuét phai

Khi ban s dung chuét, nat chudt phai gitp ban thuc hién mét sé tac vy trén may tinh mét
cach dé dang va nhanh hon. Trudc hét, thé nao la chudt phai? Nhu ban biét, nit bén trai cua
chudt 1a nit thao tac co ban. Khi chon mot muc, badm vao lién két, kéo modt muc, v.v...ban ludn
st dung nat chudt trai. Nhung nut chudt phai dugc sit dung dé truy cap vao cac menu dac
biét.

Moi thanh phan trén may tinh cta ban s& c6 mét menu lya chon haoi khac nhau khi bdm chuét
phai. M6t 'ng dung cuia chudt phai la khi ban lam viéc véi cac tap tin. Vi duy, thay vi phai diéu
huéng vé menu “Home" (Trang dau) cua trinh quan ly tap tin dé x6a mét tap tin, ban cé thé
bam chudt phai lén tap tin, kéo xuéng phia dudi dén lua chon "Delete” (Xoa bd).

Ban ciing nén kiém tra menu chuét phai & nhitng muc minh dang lam viéc. Thudng sé cé nhiéu
thao tac hitu ich ban co thé truy cp bang cach nhdp chudt phai vao thit nao dé. Vi dy, khi
ban bam chuét phai vao mét tap tin, bén canh lya chon xda tap tin, ban cling cé thé sao chép,
md&, déi tén, hodc di chuyén nd, v.v...Ban cling c6 thé xem va tim hiéu thém cac thong tin vé
tap tin. Di chudt Ién tap tin, sau d6 bam chudt phai, chon “Properties” (Thudc tinh). o] day
chiing ta sé dudc cung cép cac thong tin vé tap tin nhu vi tri hién tai, loai tap tin, dung lugng
tap tin, thai diém tao tap tin, va thdi diém stra d6i cudi clng.

Nhirng thong tin nay c6 thé sé hitu ich v&i ban trong tuong lai, va hién tai ban biét chinh xac
cach tim né. Ban ciing c6 thé s dung chudt phai bén trong mét thu muc dé truy cap vao
menu lya chon khac.
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Vi duy, & day ban c6 thé tao tap tin hoac thu muc mdi bén trong mét thu muc cé sén. Ban ciing
c6 thé xem théng tin vé thu muc va tly chon dang hién thi cGa cac tap tin trong thu muc dé.
Luén nhé nut chudt phai khi lam viéc trong Windows 10 va xem cac luya chon ban c6 thé truy
cap. Chang cé thé gilp ban lam viéc hiéu qua hon.

Hay thu trai nghiém
Nhap chudt phai vao bat ky diém nao trén man hinh desktop. Ban thdy xuat hién nhiing tuy
chon nao? Theo ban nhiing tuy chon nay c6 thé dugc st dung dé lam gi?

TS chic cac clfa s6
4 phut

Lam viéc véi cac clra sb

Khi ban st dung mét hé diéu hanh, ban sé thudng xuyén lam nhiéu viéc khac nhau cuing mét
lGc. Hé diéu hanh t& chiic nhiéu hoat déng khac nhau trong cac khung giao dién khac nhau,
goi la cac "clra s6” (window).

Trong video ndy, ban sé tim hiéu vé cac cira sé (rng dung va cach lam viéc véi chiing.

Video: Lam viéc vdi cac clra s6

Khi st dung may tinh, ban thudng sé lam viéc trong nhiéu khung giao dién khac nhau ma
chling ta goi la clra s6 (window), thuc chat d6 ciing la ly do vi sao hé diéu hanh nay dugc goi
la Windows. Trong video nay, chling ta sé tim hiéu cfa sé 1a gi va cach st dung chiing trong
hé diéu hanh Windows 10. Bat ky i'ng dung hodc chuang trinh nao ching ta md va xem trong
hé diéu hanh cling déu la mét cua sé.

& day, toi sé ma File Explorer. D6 la mot clra s6. Tai cling sé md Microsoft Edge; c6 thém mot
clra s6 nira. Hai chuong trinh hodc clra s6 nay hoat déng déc 1ap vai nhau. Chiang cé thé dugc
di chuyén bat ky dau ban mudn trén man hinh desktop. Diéu nay kha hay, va day mdi chi la
bat dau.

Doi khi, du ban dang lam viéc véi Word hay Microsoft Edge hay bat ky iing dung nao khac,
ban c6 thé can ing dung phéng to ra toan bd man hinh. Viéc nay rat dé thuc hién. Bén trong
clra s6 cua ban, hdy nhap chuét vao nat “Maximize” (Cuc dai hod) & géc trén bén phai. Gid clra
s6 da phdng to ra hét man hinh. Néu clrta s6 dé qua réng, ban cé thé dua no trd vé kich thudc
ban dau bang cach bam vao nut “Restore Down” (Khoi phuc Xuéng).

Vi dy, t6i dang stra cac tap tin trong thu muc, nhung té6i mudn dong tat ca tap tin vi sau dé toi
md&i can mot trong nhitng tap tin nay. Thay vi ddng hoan toan cac clra s6, ban c6 thé thu nho
chlng bang cach nhap chuét vao nat “Minimize” (Cuc ti€u hod) & goc trén bén phai. Thao tac
nay sé dat cac thu muc vao thanh tac vu & phia dudi man hinh desktop.

Dé ma lai hoac khoi phuc cira sé, ban chi can tim biéu tugng clra s6 da thu nho va nhap chubt
vao no. That thu vi phai khong. Néu téi can md hai ing dung cung luc, vi du téi dang nghién
cltu va viét mét bao cao, téi can ma Microsoft Edge va Word, c6 mét cach gon nhe dé dam
bao chiing ma cung ldc, cung kich thudc va khong chéng 1én nhau.
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Hay m& Word va tao mét tai liéu mdi, sau dé nhdp chubt vao phia trén cling ctia sé va kéo no
sang mét canh cdia man hinh desktop. Sau khi thdy xuat hién vung sang & day, nha chudt va
clia s6 sé dudc thu lai vao nira man hinh.

Bay gig, hdy md Microsoft Edge va kéo n6 canh con lai cia man hinh desktop, réi tha ra. Gig,
hai clra s6 déu da chiém hai nita man hinh, ban sé dé sang chuyén qua lai gilta hai clfa s6. Ban
cling c6 thé st dung phuong phap nay dé 1am viéc vdi hai clra sé dang mé.

Gid ti s& md hai thu muc, t6i sé md cac tap tin va dat ching sang bén phai, sau doé t6i sé md
thém nhiéu tap tin va dat ching sang bén trai. T6i can di chuyén mot sé tap tin tir thu muc
nay sang thu muc kia, hai clta s6 cing md sé giup viéc nay trd nén rat dé dang. Chi can kéo
va tha cac tap tin vao trong thu muc kia, vay thoi. Biét cach 1am viéc vdi cac cla s6 sé gitp ban
dé dang thuc hién céng viéc trén may tinh.

C& nhan hoa man hinh desktop ctia hé diéu hanh
4 phat

Ca nhan hoa man hinh desktop

C4 nhiéu tinh nang va cai dat ma ban cd thé tly chinh trong hé diéu hanh ctia minh tly thudc
vao sd thich cta ban than. Cac tuy chinh nay gilp ban dé dang thuc hién cac thao tac trén
may tinh cia minh.

Xem video sau dé tim hiéu cach tuy chinh cac thiét l1ap trén hé diéu hanh.

Video: Ca nhan hoa man hinh desktop
DE viéc st dung may tinh thuan tién hon, ban c6 thé tuy chinh cai dat nhiéu phan trong hé
diéu hanh. Chdng ta hdy cing xem nao.

DE tim menu tly chinh, trudc hét hdy nhap chudt vao nut Start d€ ma menu Start, sau dé chon
"Settings” (Cai dat), trong Settings, chon "Personalization” (Ca nhan hoa). Trong menu nay, ban
c6 thé tuy chinh Windows 10 theo y thich cua ban than.

Vé video nay, chiing ta sé tap trung vao moét sé cach phé bién hon dé tuy chinh Windows 10,
hinh nén, mau, khéa man hinh, chd dé va thanh tac vu. Trudc hét, ching ta sé tly chinh hinh
nén, dé lam diéu nay, hay nhap chudt vao “Background” (Hinh nén). Ching ta cé lua chon gitra
anh, dé 1a cai t6i dang cé & day, mau tran va dang trinh chiéu. Mau tron chinh xac 13 thay doi
hinh nén cta ban sang mét mau tran. Ban cé nhiéu mau dé lua chon hodc ban cé thé chon
mot mau tuy chinh. Néu ban c6 anh trong thu muc anh hoac bat ky dau trong may tinh cla
minh, chon dang trinh chiéu sé giGp hién thi cac anh tur thu muc dé 1am hinh nén. Gid toi sé
chon céi logo ctra s& mau xanh nudc bién lam hinh nén cho may toi.

Mau sac chu dé giup ban tuy chinh cac phan khac theo bat ky mau nao ban thich, ban cé thé
dé Windows ty déng chon mau ti anh nén ma ban dang st dung, hodc ban cling cé thé chon
mau yéu thich tir bang mau bén duédi. Tuong ty, trong phan mau sac, ban c6 thé ap dung mau
vira chon cho thanh tac vu va menu Start néu muén, cling nhu lua chon hién thi & dang sang
hay t6i.
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Ban cling c6 thé tly chinh man hinh khoa. Day 1a man hinh ban sé thay khi ban dang nhap
vao Windows 10. Ban ¢6 thé chon tif cac anh trén Windows hodc st dung mét trong cac anh
ban cé. Ban ciing c6 thé chon dang trinh chiéu anh va anh sé dugc hién thi ngau nhién tir thu
muc cla ban bat c khi nao ban dén khéa man hinh.

Chu dé 1a nhém cac anh nén, mau sac, am thanh, v.v..tao nén trai nghiém cu thé trong
Windows. Co6 mét s6 chu dé da dugc tai vé trudc cho ban lua chon, hodc ban cé thé tim kiém
thém cha dé trong kho Microsoft. Trong mét chd dé, ban cling cé thé chon thay déi mét khia
canh ctia cha dé d6 dé phu hgp véi sa thich cla ban than. Vi dy, t6i thich cha dé nay, nhung
t6i mudn mau sac sang han mét chat. Kiéu nhu vay do.

Cudi cung la thanh tac vu. Trong menu tuy chinh nay, ban cé thé khda hodc mé khéa thanh
tac vu. Ban cling c6 thé an thanh tac vu cho dén khi ban can st dung né, hay thu nho cac biéu
tugng trén thanh tac vy, va thao tac nay thuc sy hitu ich néu ban dua vao thanh tac vu cac
phim tat cia Ung dung. Va néu mudn, ban c6 thé di chuyén thanh tac vu sang bén phai, bén
trai hodc tham chi [én trén cung cdia man hinh.

Khi st dung may tinh, viéc c6 thé tuy chinh cai dat gidp ban sir dung Windows 10 dé dang va
thuén tién hon.

Hay thir trai nghiém
Thir thach: Chinh cai dat trén may tinh cla ban dé thay d6i mau chu dao sang chi dé ban
mudn.

Tuong tac vaéi tra ly do dé hoan thanh cac nhiém vy cc ban
4 phat

Su dung trg ly 4o - Cortana

Trg ly do la dich vu sé gitp ban thuc hién cac thao tac trén may tinh, nhu cai dat nhac nhé,
kiém tra thai tiét va tim kiém trén web. Cac trg ly do dudc tich hgp trong hé diéu hanh cua
nhiéu thiét bj hién dai. M6t s6 trg ly do phé bién nhat 1& Microsoft Cortana, Apple Siri va
Google Assistant.

Cac trg ly ao sir dung tri tué nhan tao dé tim hi€u thém vé ban, vi vy ban cang st dung nhiéu,
chlng cang tr& nén hitu ich hon. Ban c6 thé st dung cac trg ly do nay trén may tinh dé ban,
may tinh xach tay, may tinh bang, dién thoai thng minh, hoac cac thiét bj dugc ho trg khac
nhu loa thdng minh. D€ viéc tuang tac trd nén dé dang han, ban cé thé thudng xuyén ra lénh
bang giong ndi cho trg ly do ctia minh.

Xem video sau day dé tim hiéu cach sir dung trg ly o Cortana trén may tinh sir dung hé
diéu hanh Windows 10.

Video: S dung Cortana trong Windows 10

Cortana la mét trg ly sé dugc tich hdp trong Windows. C6 dy sé gilp ban thuc hién cac thao
tac. Ban cang s dung nhiéu Cortana thi trai nghiém cua ban cang dugc tuy chinh phu hgp
hon.
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Dé bat dau st dung Cortana, hdy nhap mot cau hoi trong hdp thoai tim kiém hoac lya chon
bi€u tugng micro va néi chuyén véi Cortana. Luu y ban can mét micro dé néi chuyén véi
Cortana.

Trudc hét, toi luén lam viéc v&i may tinh va doi khi quén mat thai gian, nhung t6i cling can
chuén bi bira t&i cho gia dinh t&i nay. Cortana c6 thé gitp nhac toi vé viéc nay. Vi vy, ti nhap
chuét vao biéu tugng micro va néi, “Cai dat nhac nha dé lam bira téi lic 5 gid chiéu”. Cortana:
“Vang, ti sé nhac ban lam bira t6i lGc 5 gid chiéu nay. Pugc khéng?” “Dudgc, Cortana”.

Pudgc réi. Vay la t6i da cai dat nhac nhd, nhung ti van con rat nhiéu viéc khac. Hai muci phat
nlfa toi phai di don con bang xe buyt. Vi vay tbi sé cai dat nhac nhd véi Cortana, va c6 ay sé
nhac t6i khi nao phai ra bén xe buyt. Nhap chuét vao biéu tugng micro va néi “Bat hen gi& 20
phat”. Cortana: “Toi bat dau bat hen gid cho ban trong 20 phat”.

Co mét sb viéc Cortana cé thé lam cho ban. Cac viéc nay bao gom: nhac nhd ban dua trén
thai gian, dia diém hodc con ngudi; theo ddi cac kién hang, déi nhom, 1ai suat hoac chuyén
bay; gui email hodc tin nhan; quan ly lich va cap nhéat lich cho ban; tao va quan ly danh sach;
va md bat ky ing dung nao trén hé théng cla ban. Tuong ty, ban tham chi khong can phai
bam vao biéu tugng micro d€ giao ti€p vaéi Cortana. Hay vao cai dat Cortana bang cach nhap
chudt vao thanh tim kiém va chon biéu tugng banh rang. Khi vao cai dat Cortana, chon “Noi
chuyén véi Cortana”. Gid hay kich hoat “"Hey Cortana”. Sau khi ching ta thuc hién xong thao
tac nay, ching ta co thé giao tiép vai Cortnana chi bang cach néi chuyén. “Hey, Cortana”. Hay
thir nao. “"Hey Cortana. Cho t6i xem anh nhitng chi ché pug”. Cortana: “Toi kéo Ién mét sé
anh cho ban nhé".

Vi t6i c6 trach nhiém ndu bira téi vao t6i nay, t6i dang nghi sé lam mén gi dé t6i chua ting
lam trudc day. Vi vay, c6 thé Cortana sé gilp dugc téi Ién thuc don. “"Hey Cortana. Tim mét
thuc don Bo Wellington”. Cortana: “Thuc don dau tién la mon bo Wellington, véi 4.5/ 5 sao
trén tat ca cac thuc don. Phai mat mot gid dé lam mén nay”.

Mac du Cortana da dugc cai dat san, nhung ching ta van cé thé chinh dugc mot s6 phan khi
st dung Cortana. Hay quay trd& lai vao Cai dat Cortana. Trong phan cai dat Cortana, ching ta
c6 thé chinh cach thiic giao ti€p véi Cortana, cai dat cac ing dung va quy trinh ma Cortana cé
thé ti€p can, cling nhu xem lai lich si Cortana, lién két Cortana trén Windows 10 véi Cortana
trén cac thiét bi khac nhu dién thoai thong minh va tim hi€u vé cac cai dat bao mat cua Cortana.

Néu ban can hé trg vai Cortana, hay tim hiéu qua cac lién két trong tiing phan nay. Cortana la
mot trg ly do cia Windows, dugc cai dat vd@i cac tinh nang gilip ban lam viéc hiéu qua hon va
dat dugc muc dich.

Hay thu trai nghiém

Thir thach: SU dung trg ly do trén thiét bi cia ban, cai dat nhac nhd cho ban than dé cudi
trong 5 phut nita.
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Tim hiéu cac tinh nang ho trg tiép can clia hé diéu hanh
2 phut

S dung cac tinh ndng hé trg tiép can

May tinh hién dai dugc thét ké dé phuc vu nhu cau con ngudi. Khéng gidi han ngudi sir dung.
Nhitng ngudi khuyét tap nhu khiém thi, khiém thinh cling c6 thé s dung ching véi su trg
gilp cla cac cong cu va tinh niang hé trg tiép can dugc tich hgp. Cac cdng cu khac nhau
cling cé thé dugc cai dat dé tang cudng kha nang tiép can.

Xem video sau dé tim hiéu thém vé cac tinh ning hé trg ti€p can hitu ich cho ngudi dung
may tinh sir dung hé diéu hanh Windows 10.

Video: S&r dung céc tinh ndng hé trg tiép can trong hé diéu hanh Windows 10

Ban c6 thé st dung nhiéu tinh nang va céng cu tiép can véi Windows 10 dé gilp viéc sir dung
may tinh dé& dang hon, trong trudng hgp ban cé nhiting khuyét tat nhat dinh hodc han ché vé
kha nang ti€p can. D€ sir dung tinh ndng hé trg ti€p can trong thiét bi ctia ban, thong thudng
ban phai kich hoat ching trudc. Ban cé thé tuy chinh cac tinh nang hd trg ti€p can cua
Windows 10 trong Ung dung Cai dat, phan “Ease of Access” (Trg nang).

Trudc hét, chiing ta sé tim hiéu cai dat “Vision” (Nhin). V& mat hién thi, ban c6 thé thay déi
kich thudc ing dung va chr ma ban dang xem. D€ lam vay, nhap chuét vao menu tha xuéng
& day va chon phan tram phu hgp véi ban. Ban cling c6 thé thay d6i dé sang cua hinh anh,
théng tin hién thi, va lam n6 sang hon. Vé kich thudc con tro, Windows 10 cho phép ban thay
déi kich thudc va mau sdc clia con trd dé gitp ban nhin va st dung dé dang hon. & day ban
cling c6 thé thay déi chiéu rong cua con trd dé gitip ban dé dang tim ki€ém khi dang danh chr.

Tiép theo la “Magpnifier” (Kinh 1ip). Kich hoat tinh nang “Kinh lGp” @& phéng to mét phan cda
man hinh khi ban s dung may tinh.

Tinh nang cai dat "Hearing” (Nghe). Trong phan am thanh, ban c6 thé cai dat vi tri hién thi
canh bao. biéu nay gilp ban khéng bd 16 canh bao am thanh.

Trong khi tuong tac, c6 mot so cai dat dua trén ngd vao, bao gom giong ndi, ban phim va
chuét. Trong cai dat ban phim, c6 lya chon st dung ban phim ao rat hitu ich déi véi cac thiét
bi khdng c6 ban phim vat ly.

Trén day la mét vai trong sé nhiéu tinh nang ciia Windows va cac hé diéu hanh khac gidp nang
cao kha nang tiép can va giup ban sir dung may tinh moét cach hiéu qua hon.

Kiém tra kién thiic
4 phut

1. Chulrc nang nao sau day la nhiém vy clia hé diéu hanh?
a) Quan ly phan cirng may tinh - Ping! Nhiém vu nay la mét trong nhirng chirc
nang cua hé diéu hanh.
b) Hién thi cho nguai dung khu vuc lam viéc
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¢) Cho phép ngudi dung danh may
d) Cho phép ngudi dung tuong tac v8i man hinh

2. Hé diéu hanh la quan trong nhat trén may tinh.
a) Phan cing
b) Phan mém - Ding! Hé diéu hanh la phan mém quan ly moi phan cirng va phan
mém khac.
¢) Thiét bi ngoai vi
d) Ung dung

3. Diéu gi sé xay ra néu ban chon “Cuc tiéu hod” (Minimize) & gdc trén clra s6 Ung dung?
a) Cua s6 dong lai
b) Cira sé an di cho t6i khi dugc mé lai — Ping! Ung dung van dang lam viéc va
ban cé thé mé lai né.
c) Cla sé md réng hét trén toan bé man hinh
d) Cla s6 chuyén sang mét bén ctia man hinh

4. Trong Windows 10, menu nao cla Ung dung Cai dat quan ly cai dat ho trg ti€p can?
a) Thiét bi (Devices)
b) Mang va Internet (Network and Internet)
¢) Trg nang (Ease of Access) — Pung! Menu nay chira cac tinh nang ho trg tiép
can.
d) Riéng tu (Privacy)

ToNg két
1 phut

Chdc mung ban!
Ban vlra hoan thanh hoc phan St dung may tinh va gid ban cé thé tu tra I8 cac cau hoi sau:

Hé diéu hanh 13 gi? Cho vi du vé mot hé diéu hanh phé bién.

Céac b phan ca ban nao cla hé diéu hanh dugc st dung dé lam viéc?

Cac tap tin va thu muc gitp ban té chlic moi thit trén may tinh nhu thé nao?
Céac bd phén nao cla hé diéu hanh ban cé thé tly chinh theo s& thich ciia minh?

Hwn =

Lam viéc vdi cac ung dung
12 phut | 6 bai

Trong hoc phan nay, ban sé tim hiéu thém vé cac ing dung, loai iing dung nao ban cé thé su
dung va cach lam viéc v&i Ung dung trén may tinh.

Gidi thiéu
1 phat
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Ung dung la chuang trinh phan mém chiing ta c6 thé st dung dé 1am viéc trén may tinh. Hang
ngay, nhiéu Uing dung dugc phat trién dé giai quyét cac van dé mai trén thé gidi.

Trong hoc phan nay, ban sé tim hiéu thém vé ing dung, cac loai ting dung ban cé thé st dung
va cach lam viéc vdi cac Uing dung trén may tinh.

Cudi hoc phan nay, ban cé thé:

e Trinh bay khai niém vé Uing dung.

e Tim Ung dung phu hgp vdi nhu cau cia minh.

e Hiéu cac diém tuong dong gilra cac ing dung khac nhau.
e Lam viéc véi cac ing dung trén may tinh.

Trinh bay khai niém Ung dung
2 phut

Ung dung 13 gi

Ung dung la chuong trinh phan mém gitp ching ta lam viéc trén may tinh. Méi (ing dung
dugc phat trién dé€ gitp ban lam viéc trén may tinh — nhu thuc hién tinh toan, chinh sira anh
hodc gui tin nhan. C6 nhiéu ing dung dé ban lya chon st dung v8i cac muc dich khac nhau.

Xem video sau dé tim hiéu rng dung la gi.

Video: Ung dung la gi

Ung dung 1a cac chuong trinh phan mém gilp ching ta lam viéc trén may tinh. M&i ing dung
dugc phat trién dé gilp ban lam viéc trén may tinh — nhu thuc hién tinh toan, chinh sta anh
hodc gui tin nhan.

C4 nhiéu nhom Ung dung ban ¢é thé st dung. Hién nay ngay cang nhiéu iing dung dugc phat
trién. TU cac tro chai, dén cac iing dung hoc tap, giao ti€p, ban cé thé tim thdy mét iing dung
gilp ban lam hau nhu bat c( viéc gi trén may tinh. Mét s6 ing dung nay dudc cai dat san
trong may tinh hoac dién thoai véi hé diéu hanh cGa n6. Néu ban mudn st dung Uing dung
khac, ban c6 thé tai vé va cai vao thiét bi cia minh.

Céac Ung dung khac nhau dugc thiét ké cho cac loai thiét bi khac nhau. Nhiéu nha phat trién
phan mém tao ra cac Ung dung di déng co thé cai dat va chay trén cac loai dién thoai thong
minh. Cac ing dung nhu (‘ng dung van tai gidp ban theo déi xe buyt va tau hoa, hodc cac ing
dung quan ly thai gian, nhac nhd ban sudt ca ngay, rat hitu ich d6i véi dién thoai di dong.

Cac Ung dung chay trén may tinh dé ban va thudng cé nhiéu tinh ndng hon cac ing dung di
déng, vi ching chay trén cac may tinh 16n hon va manh mé han. Ban co thé st dung cac tng
dung nay dé thuc hién cac cdng viéc nhu lam viéc vdi tai liéu, hodc tham chi 1ap trinh dé xay
dung cac ing dung cua chinh minh.

Cd nhiéu ing dung web ban co thé truy cap truc tuyén tu thiét bi cé trinh duyét cia minh. V4i
(rng dung truc tuyén, ban s& dé dang tim dugc cac cdng cu can dé lam viéc trén may tinh.

Ban quyén Microsoft 2019



Ky nang sbé ca ban
Ban ghi chép IGi thoai Lam viéc v&i may tinh | 18

Tim Ung dung phu hgp
3 phut

Tim Ung dung phu hgp
Chon Uing dung phu hgp véi nhu cau cla ban 1a mét kj nang ban cé thé phat trién khi ban d3
biét dugc nhiéu loai ting dung hién hanh va cach st dung ching.

Xem video sau dé tim hiéu cach tim &'ng dung phu hgp véi nhu cau cua ban.

Video: Tim Ung dung phu hgp

Khi ban dung may tinh cai hé diéu hanh Windows 10, déi khi ching ta cé thé can lam viéc véi
nang suat cao, déi khi chiing ta chi muén giai tri. Cé nhiéu (ng dung ching ta c6 thé st dung
tly thudc vao nhu cau cla ban than. Mét s6 ing dung dugc cai dat san nhu Calculator (May
tinh tay) hoac Notepad. Ban cling c6 thé cai dat cac ing dung méi trén may tinh ciia minh. Sur
dung Windows 10, ban c6 thé tim kiém va cai dat cac ing dung tir kho ing dung Microsoft.

Hay cing mé& kho (ng dung Microsoft Store. Ching ta cé thé tim thdy nd trong menu Start.
Né&u khéng thay, ban chi can nhap tén (ing dung vao hop thoai tim kiém. Cac ing dung c6 thé
dugc tim thay & day trong phan “Ung dung” clia kho. Cac (ing dung nhu céng cu cling dugc
x€p vao cac nhom khac nhau. Cac ing dung dugc danh gia cao luén xuat hién trén dau. Cé
cac Ung dung ban chay nhat, tng dung mién phi va trd phi tét nhat, ing dung theo mua,
vv..O phia dudi, ban c6 thé loc cac ing dung theo nhém. Ban dang tim ki€m mot ¢ing dung
ban cé thé xem thé thao hoac theo d&i cac déi ban yéu thich? Ban c6 thé tim thay no trong
nhém (ng dung thé thao. Mét iing dung gitp ban quéan ly sach va hoac theo déi ho sa cua
minh, ban sé tim thay trong nhom ng dung tai chinh ca nhan.

Vi dy, Microsoft White board la mét (ing dung t6i can trén may tinh dé 1am viéc. D€ cai dat nd
trén may tinh, t6i chi can nhap chudt vao (ng dung va sau do, trong trang ing dung, bam vao
"Get” (Nhan). TU do, Ung dung sé dugc tai vé va cai dat trén may tinh cua toi, va toi sé st dung
né dé lam viéc.

Cac loai tap tin nhat dinh can cé loai ing dung nhat dinh d&€ md&. Luu y, khi ching ta cé gang
md mot tap tin van ban va chon “Open with” (M& bang), chiing ta cé nhiéu ing dung bién tap
dé Iya chon. Néu chiing ta nhin vao mét blrc anh va chon “Open with”, ching ta sé dugc cung
cdp mdt s6 Ung dung dé lya chon xem hoac chinh stra anh. Lua chon “Open with” sé khac
nhau tuy thudc vao tap tin ban dang muén mé.

M6t khi ban da quen vdi cac loai ting dung ban c6 thé st dung trén may tinh, ban sé luén cé
cac céng cu can thiét dé lam viéc.

Hay thu trai nghiém

M& (ng dung Paint (V&) trén may tinh cla ban. Tim hi€u cac tinh ndng cua ng dung nay.
Theo ban, ban cé thé st dung ing dung nay dé lam gi?
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Tim hiéu diém tucong dong gitta cac tng dung khac nhau
3 phut

Lam viéc véi cac Ung dung
Hau hét thai gian s& dung may tinh, ban sé lam viéc véGi cac iing dung. Moi (ing dung déu co
chung mét s6 tinh nang gilp ban dé dang tim hiéu cach st dung cac ing dung mdi.

Xem video sau dé tim hiéu thém vé cach lam viéc véi cac (rng dung trong Windows 10.

Video: Lam viéc v@i cac Ung dung trong Windows 10
Khi lam viéc hoac chai trén may tinh, ban sé s dung mét ing dung. Nhung Ung dung la gi?

Cac Uing dung don gian la cac chuong trinh phan mém trén may tinh gilp ban lam viéc dé
dang. Vi dy, néu ban can thuc hién mét sé tinh todn nhanh, ban cé thé st dung ing dung
Calculator (May tinh tay), hodc néu ban muén vé gi dé, ban cé thé sit dung ing dung Paint
(V&). Mac du co6 nhiéu loai ing dung khac nhau, nhung hoc cach st dung ching sé dé dang
mét khi ban hiéu dugc hau hét cac iing dung déu cé cac tinh nang chung. Téi sé chi cho ban.

Chudng ta cung md Paint. Ban ¢4 nhin thdy mét khu vuc trén dau ing dung dugc goi la ribbon
(ruy-bang)? Trén dai ruy-bang cé cac tab (thé) nhu File (Tép), Home (Nha) va View (Xem) gilp
ban thuc hién dugc cac chic nang chung trong ing dung. Trong tab Home, ban cé thé tim
thay cac chiic nang Cut (Cat), Copy (Sao chép) va Paste (Dan), cling nhu cach thay déi kich
thudc va mau sac cua chir. Trong tab View, ban cé thé phong to thu nhé cling nhu mé va déng
thudc do.

Bay gid chiing ta hay cing md Word. Ban c6 nhin thay ruy-bing & phia trén khong? & do
chling ta c6 thé tim thay cac tab va nudt tuong tu dé. Trong tab Home, ching ta c6 thé cat, sao
chép va dan ciing nhu thay déi kich thudc va mau sac clia chir. Trong tab View, chidng ta cé
thé phdng to thu nhé cling nhu mé va dong thudce ké. Néu ban méi sit dung cac ing dung
nay, luén nhé rang dai ruy-bang & phia trén (ng dung la nagi ban sé tim thay hau hét cac chic
nang ma ban can dé si dung (ng dung mot cach hiéu qua. Ruy-bang va hé théng menu co6
thé trong haoi khac trong cac iing dung khac nhau, hoac néu ban dang st dung mét hé diéu
hanh khac ma khéng phai Windows 10, nhung ban van sé thdy nhitng su tuong déng giup
ban hoc cach si dung Ung dung.

Tuong ty, cac hé diéu hanh hién dai nhu Windows 10 rat tién Igi, ban c¢6 thé md nhiéu lng
dung cung mét luc. Biéu nay rat c6 Igi néu ban dang lam viéc trong mét vai ing dung cung
lGc va cdn md qua lai cac ing dung nay mot cach dé dang, hodc néu ban ciing giéng nhu téi,
khong mudn dong cac ing dung ngay ca khi da st dung xong. M6t khi ban da quen véi cac
(ing dung khac nhau trén may tinh va chiic nang clia ching, ban c6 thé Iam dugc moi tha.

Kiém tra kién thiic
2 phut
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1. Luva chon nao sau day la hé diéu hanh?
a) Notepad
b) Microsoft Word
¢) Microsoft Windows - Dung! Microsoft Windows la hé diéu hanh phé bién
nhat.
d) Paint

2. Dau la chic nang cia mét ing dung?
a) Quan ly phan cirng may tinh
b) Quan ly phan mém may tinh
c) Cho phép con ngudi kiém soat may tinh
d) Tinh toan nhanh - DPiang! May tinh bé tii (Calculator) la ‘ng dung dé tinh
toan.

Tong két
1 phat

Chuc mung ban!
Ban vira hoan thanh hoc phan Lam viéc vai cac Ung dung va gid ban c6 thé ty tra ISi cac cau

hoi sau:
1. Ung dung la gi?
2. Su khac nhau gilta iing dung va hé diéu hanh? Ching hoat dong nhu thé nao?
3. Co6 nhitng loai Ung dung nao?
4. Ban hoc cach s dung ing dung méi bang cach nao?

Lam viéc vdi cac thiét bi ducc két ndi
10 pht | 5 bai

Trong hoc phan nay, ban sé tim hi€u cach st dung cac thiét bi ngoai vi, thiét bi luu trir di déng
va thiét bj Bluetooth.

Gidi thiéu

1 phut

May tinh dugc lap rap véi nhitng phan cliing can thiét dé van hanh & mdc dé ca ban. Tuy nhién,
s& ¢4 nhitng lic ban muén bé sung thém chiic nang cho may tinh bang viéc két néi né vdi
mot thiét bi bén ngoai.

Cac loai thiét bi nay dudc goi la thiét bi ngoai vi. Chiing gitp cho may tinh cla ban c6 thém
chlic nang bang cach cung cap thém cac chiic nang dau vao va/hoac dau ra. Mét vi duy vé
thiét bi dau vao la ban phim, cho phép ngudi dung nhap thong tin, hodc may quét (scanner)
cho phép ngugi dung scan anh vao may tinh. Mot vi du vé thiét bi dau ra la loa gilp phat am
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thanh tir may tinh d@én ngudi dung, hodc mét man hinh gitp hién thij théng tin dén ngudi
dung.

Trong hoc phén nay, ban s& tim hi€u cach két néi cac thiét bi ngoai vi véi may tinh cia minh.
Két thiic hoc phan nay, ban cé thé:

e Trinh bay cac loai thiét bi ngoai vi va cach st dung chdng.
e SU dung céc thiét bi luu trir di dong.
e Két noi cac thiét bi Bluetooth v&i may tinh.

MO ta cac loai thiét bj ngoai vi va cach sif dung
3 phut

Cac thiét bi luu trir di déng

Déi khi ban can tang cudng kha nang luu trir cia may tinh. Ban cé thé két ndi cac thiét bi luu
trit di ddng nhu USB va 6 cing ngoai véi may tinh cia minh dé tang thém dung lugng luu
trr. Cac thiét bi nay cling gilp ban dé dang chuyén tap tin tir thiét bi nay sang thiét bj khac.

Xem video sau day dé tim hiéu thém vé cac thiét bi luu trir di dong.

Video: Két néi thiét bi luu trt di dong trong Windows 10

C4 thé ¢ nhitng luc khi ban dang st dung may tinh va nhan ra rang may da hét dung lugng
luu trlt danh cho cac tai liéu, hinh anh hodac am nhac ban dang luu. Hoac ban c6 mét tap tin
nang mudn chia sé véi ban bé hodc ngudi nha gan dé, nhung tép tin quéa nang dé gui email.
D4 la 1ic ban can ¢d cac thiét bi luu tri di ddng nhu USB hoac 6 cliing di déng. Ca USB va 6
cling di déng két ndi v8i may tinh cla ban bang cach cam ching vao mét céng két néi USB
trén may tinh. Thong thudng, cac céng nay nam & mat sau cia may tinh, nhung ciing c6 mét
hodc nhiéu c6ng USB & mat trudc may tinh.

USB cé mét ngd vao dang USB tich hgp. Vi vay, chiing dugc cam vao céng USB trén may tinh
cuia ban, trong khi cac 6 ciing di ddng thudng két néi véi may tin clia ban théng qua day cap
ndi vai céng USB.

Khi ban két ndi moét thiét bi luu trir di ddng v&i may tinh cia minh, mét clra sé File Explorer
thudng sé ma ra dé hién thi ndi dung cua thiét bi d6. Nhu ban thay, may tinh ctia ban nhan
dién thiét bi luu trir di dong do6 va xem véi né nhu mét 6 cling trén may tinh. Nhu da dé cap
trudc do, cac loai 6 cing nay la cong cu tuyét véi dé truy cap vao tap tin da phuong tién hoac
chia sé cac tap tin cé dung lugng 16n véi ngudi khac.

Di chuyén tap tin dén va di ti thiét bi di dong rat don gian. Pau tién, di chuyén cia s6 File
Explorer cla thiét bi luu trf di ddng sang mot bén man hinh. Sau d6, mé& thu muc chira tap tin
ban mudn chia sé.

Chj gai t6i dua cho t6i mot USB va chi &y muén xem video tbi quay con trai téi chai tran bong
chay dau tién hoi dau mua. Vi thé, t6i tim thdy video dé trong thu muc FILES va chi can kéo va
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tha né vao thu muc trén USB. May cho téi, trong 6 cla chi dy, chi 8y da luu mét video vé budi
biéu dién dan violin gan day nhat cla chau gai téi. Tdi chi can chon tap tin do va kéo no vao
thu muc FILES d€ xem sau. Dan gian ding khéng?

Gid ban da xong viéc vdi thiét bi luu trlt di déng, ching ta can dadm bao né dugc rat ra khoi
may tinh ding cach. D& vay, ching ta chi can nhap chudt phai vao thiét bi luu trir di déng
trong File Explorer va chon “Eject” (Day ra). Windows cho t6i biét toi cé thé rat 6 ra khdi may
tinh mot cach an toan. Ban cé thé st dung cac thiét bi luu trt di déng nhu USB va 6 cing di
déng dé ting cudng kha nang luu trit cia may tinh hodc chuyén cac tap tin sang may tinh
khac dé dang.

MO ta cac loai thiét bi ngoai vi va cach sif dung
3 phut

Cac thiét bi Bluetooth

V@i cdng nghé hién dai, chiing ta c6 thé két néi cac thiét bi ngoai vi véi may tinh ma khéng
can st dung day cap. Bluetooth la mot cong nghé khong day gitp ching ta thuc hién dugc
viéc nay. Néu mét thiét bi cd Bluetooth, ban cé thé két ndi né véi mot may tinh co két néi
Bluetooth mot cach don gian.

SUt dung Bluetooth ban c6 thé két ndi tai nghe khdng day vai may tinh va nghe nhac ma khéng
can cam bat ky thiét bj nao vao may tinh, hoac két néi moét ban phim véi may tinh ctia ban ma
khéng can day cap. Ban tham chi c6 thé két néi ca hai thiét bi qua Bluetooth cung ldc.

Nhiéu may tinh xach tay va may tinh bang cé tich hgp Bluetooth. Néu ban dang st dung mét
may tinh khéng cé két néi Bluetooth, ban ¢ thé cdm mét bd chuyén déi USB Bluetooth rdi
vao céng USB dé kich hoat Bluetooth.

Xem video sau dé tim hiéu cach két néi mét thiét bi Bluetooth véi may tinh Windows
10.

Video: Két néi thiét bi Bluetooth trong Windows 10

Bluetooth la mét cdng nghé khéng day cho phép cac thiét bi két néi véi may tinh clia ban ma
khong can cam day cap. Nhiéu thiét bi hién dai dugc két néi Bluetooth nhu tai nghe khéng
day, chuét khéng day, ban phim va loa khong day.

Hay cung tim hiéu cach két n6i mét thiét bi Bluetooth v&i may tinh sit dung Windows 10. Bé
két ndi tai nghe, loa hoac thiét bi am thanh khac c6 két néi Bluetooth, trudc hét hay bat thiét
bi am thanh c6 két néi Bluetooth cua ban va phat tin hiéu Bluetooth cta né. Cach ban phat tin
hiéu Bluetooth tuy thudc vao mdi thiét bi. Néu ban khong chac chan cach phéat tin hiéu
Bluetooth , hay ki€ém tra thiét bi. Xem hudng dan st dung thiét bi hodc truy cap vao website
cla nha san xuat dé tim hiéu.

Khi thiét bi cia ban da phat tin hiéu Bluetooth, hdy bat Bluetooth trén may tinh cia ban, néu
nd chua dugc bat. D€ lam diéu nay, hdy ma Action Center (Trung tdm hanh déng) & goc phai
phia dugi man hinh desktop trong thanh tac vy, va chon “Bluetooth”. Néu ban khéng nhin

Ban quyén Microsoft 2019



Ky nang sbé ca ban
Ban ghi chép IGi thoai Lam viéc v&i may tinh | 23

thay biéu tugng Bluetooth trén thanh tac vy, hdy nhdp chuét vao nat Start va chon “Settings”
(Cai dat), chon "Devices” (Thiét bi) sau d6 chon "Bluetooth and other devices” (Bluetooth &
cac thiét bi khac). Trong cai dat Bluetooth, bat Bluetooth Ién. Gig trong Action Center, hay
chon “Connect” (Két ndi) va sau doé tim kiém thiét bi ctia ban.

Khi ban chon dugc thiét bi ca minh, né sé két néi dén may tinh cta ban théng qua Bluetooth.
Trong tuong lai, thiét bi va may tinh cta ban thudng tu dong két ndi bat c khi nao hai thiét
bi nay & gan nhau va dudc bat Bluetooth. Néu ban c6 ban phim, chudt hoac thiét bi dau vao
khac, bat thiét bi [én va phat tin hiéu Bluetooth cta né.

Sau dé vao menu Start, chon “Settings” (Cai dat), “Devices” (Thiét bi), sau d6 chon “Bluetooth
and other devices” (Bluetooth & cac thiét bj khac). Nhdp chuét vao dau céng dé "Add
Bluetooth or other device" (Thém Bluetooth hoac thiét bi khac), chon “Bluetooth” va sau dé
bam vao thiét bi ban mudn két ndi véi may tinh. Lam theo cac chi dan bé sung, sau d6 nhap
chudt vao "Done” (Hoan thanh).

Ban c6 thé st dung Bluetooth dé két ndi nhiéu thiét bi v&i may tinh ma khdng can st dung
cap hoac day.

Kiém tra kién thiic
2 phut

1. Ban c6 thé sir dung cac thiét bj luu trit di déng dé:
a) Nang cao kha nang luu trlt ca may tinh.
b) Chuyén tap tin tU may tinh nay sang may tinh khéac.
¢) Luu mét ban sao vao nai an toan.
d) Tat ca cac dap an trén - Plng! Cac thiét bj luu trir di déng gitip ban dé dang
luu trir va xur ly tap tin.

2. Céc thiét bi luu trir c6 thé dugc két ndi véi may tinh thong qua cdng nghé Bluetooth trur:
a) Loa
b) Chuot
¢) O cirng - Ping! O citng phai dugc két néi truc ti€p véi may tinh. Diéu nay anh
huéng dén téc do truy cap cac tap tin luu.
d) Tainghe

TONg két
1 phat

Chuc mung ban!
Ban vlra hoan thanh hoc phan Lam viéc véi cac thiét bi dugc két néi va gid ban cd thé tu tra
[Gi cac cau hdi sau:

1. Vai tro cua cac thiét bi ngoai vi la gi?
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2. Lam thé nao ban c6 thé tang kha nang luu trit cia may tinh bang cach st dung thiét
bi ngoai vi?
3. Lam thé nao ban co thé két néi khéng day mét thiét bi vai may tinh?

Thuc hien khao sat va nhan chidng chi hoan thanh
4 phat | 2 bai

Ban phai hoan thanh tat ca cac hoc phan trong khéa hoc nay va thuc hién khao sat dé nhan
dugc ching chi.

Thuc hién khao sat cudi khoa hoc
3 phut

Chac mung ban da hoan thanh khéa hoc Tuong tac véi may tinh. Hay bam vao lién két dén
ban khao sat cuéi khoa hoc & muc ké tiép va dién cac thong tin yéu cau. Nhiing y kién dong
gop cua ban sé giup cho chudng trinh ngay cang hoan thién hon.

Nhan chiing chi hoan thanh
1 phat

Nhan chlng chi

Sau khi hoan thanh ban khao séat, ban hay trd lai trang nay, chon muc Chirng chi phia dudi va
nhan chiing chi hoan thanh khoa hoc cia minh. Ho va tén ban cung cap trong hoé sa ca nhan
clia minh sé dugc tu dong in trén chiing chi cung véi ngay ban hoan thanh khoa hoc.

Tai xuéng chiing chi

& géc trén bén phai ctia muc Chitng chi, ban hay chon Tai xuéng chitng chi dé luu ching chi
clia minh vao nai an toan. Néu chua mudn tai xuéng, ban cé thé chon Péng va thoat. Ching
chi hoan thanh kho4 hoc cta ban van sé dugc luu trén hé théng, va ban hoan toan cé thé truy
cap va tai xuéng bat ky lic nao.
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