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1. Phin cirng

* Thiét bi nhap:
— Ban phim

— May Scan

* BO6 xt ly trung tam (CPU)
— CU (Control Unit): Bo diéu khién
— ALU (Arithmetic Logic Unit): B0 tinh toan toan sé & luén ly
— Register (Thanh ghi): Ghi ma 1énh trwéc khi x ly va ghi két qua sau khi
Xt ly
* BOnhé trong
— ROM (Read Only Memory): Chi doc
— RAM (Random Access Memory): Truy cap ngau nhién.
* Thiét bi lwu trit (b6 nhé ngoai)
— Dia mém (khong con st dung)
— biacirng

- CD



- DVD

— USB

« Thiét bi xuat
— Man hinh
— Mayin
— May chiéu

Vi du: Tham s6 cdu hinh ctia mdt may vi tinh: Intel i5-5500u 3.6 GHz, 4 GB, 512
GB. Tbc @6 CPU la 3.6 GHz, kha luu trit cia Ram 1a 4GB, kha nang luu trit 6 cung la
512GB.

2. Phan mém
* Phan mém hé théng:

— Windows, Linux (hé diéu hanh), Mac OS

— May tinh sé khong hoat dong néu khéng c6 phdn mém nay.
* Phin mém tién ich
* Phan mém rng dung:

— Soan thao van ban (MS Word)

— Xt ly bang tinh (MS Excel)

— Quan tri dir liéu (MS Access)

— Phan mém nén va gidi nén (Winrar, Winzip...)

— Trinh duyét web (Internet Explorer, Google Chrome...)
* Ngobn ngtr lap trinh: Visual Basic, Pascal, C...
3. Pon vi do may tinh

*  DPon vi do lwgng tin trong hé théng may tinh 1a bit.



Céc boi sb cua bit la:

Byte (B): 1 Byte

8 bit (b 12 tlr viét tat cta bit)

Kilobyte(KB): 1KB = 1024B=  2710B
Megabyte(MB): 1IMB = 1024 KB= 2710KB
Gigabyte(GB): 1GB = 1024 MB = 2710MB
Terabyte (TB): 1TB =1024 GB =2710 MB
Petabyte (PB) 1PB =1024GB =2"10MB

BIT<BYTE<KB<MB<GB<TB<PB

. Bao mat

Virus tin hoc :

Phin mém do con nguoi tao ra, xam nhip bat hop phap vao may tinh caa

ban.
Tw nhan ban va 1ay nhiém

Tac hai: thwdng lam may treo, mat dit liéu, danh cap thong tin...

Phong chéng:

Cai dat phan mém diét virus

Khong st dung cac phdn mém khong c6 ban quyén, bé khoéa.

Bdo vé sy riéng tw trong tin hoc

May tinh c6 cai mat khiu
Lwu y chung vé mat khiu:
= Dai, c6 ca ky tw chir 1an sd
» Khong viét ra gidy, khong nén dat mat khau qua don gian.
= Khong dwa vao thong tin ca nhan
* Thwong xuyén thay doi mat khiu

» Khoéng cho ngwdi khac biét mat khau



= Huy dit liéu: bang phan mém chuyén dung...
B. HE PIEU HANH WINDOWS 7
* HDH déng vai tro trung gian gitra nguwdi va may.
— Quan ly tai nguyén hé théng
— T& chirc quan ly dia (t6 chirc & quan ly folder, file theo dang cay folder).

e Thao tic co ban

Kh&i dong may: nhan nut Power

Tat may: Start - Shutdown

— Nut Reset: Khéi dong lai may tinh

Ché do Sleep: bat may tinh vao trang thai cho doi va hoat dong tré lai khi

bam nut trén ban phim hoéc chudt
* Tap tin (file):

— Filename: Cho phép st dung to6i da 255 ky tw. Nhitng ky tw khéng dwoc
dung dat tén folder, file: <> “*?: / \ |

— Extension: Dung dé phan loai tip tin. Chang han: *. Jpg, *.PNG, *.Gif 1a tap

tin hinh anh; *. MP3 1a tap tin nhac; *.zip la tap tin nén...
* Folder chira folder (con), tap tin
» Trong cung cip khong thé dat trung tén.
* Nhirng ky tw khong dwgc dung dat tén folder, file: < >“*7: /\ |
 Trinh ho tro quan ly folder, file: Windows Explorer
* Tao folder: Lénh New — Folder
* Dong tap tin hién hanh khong thoat khoi chwong trinh rng dung: Ctrl - F4
* Dbong chwong trinh &rng dung: Alt - F4

* Chon cac biéu twong file, folder:



— Lién tiép: click vao icon dau, sau dé nhan gitr shift roi click vao icon cuoi.
— Roi nhau: nhin gitr control roi click cic biéu twong file folder dé chon.
e (CActhao tic co ban trén file, folder

— Sao chép (Ctrl+C) - ... » Dan (Ctrl+V): file/folder ngu6én dwoc nhin ban

van tai vi tri méi; file/folder ngudn con tai vi tri cti.

— Cat (Ctrl+X) - ... » Dan (Ctrl+V): file /folder ngudn dwgc chuyén dén vi tri

moéi (file/folder nguén khong con tai vi tri cii).
— DOoi tén: File » Rename (phim F2)

— DE€ chuyén doi qua lai gitra cic tng dung dang m¢& trong windows: Alt -

Tab
— Xoéa: chon file/folder

— Ra lénh Delete (hoic nhin phim Delete hodc kéo file/folder tha vao
Recycle Bin ) — file/folder bi x6a sé chuyén dén Recycle Bin (thung rac);

nhin Shift+Delete dé x6a han (khong vao Recycle Bin)
— Lay lai file/folder da xéa: chon file/folder can lay lai
— File — Restore: phuc hoi tai vi tri cii
* Tim kiém trong windows

— Ky tuw ?: Khép véi mot chir cai duy nhit trong mot vi tri cu thé. Vi du:

b?1l sé tim ball, bell va bill

— Ky tw *: Khép vdi bat ky s6 lwong ky tw nao. Ky tw (*) c6 thé dung & bt ci
cho nao trong mot chudi ky tw. Vi du: wh* sé tim what, white va why,

nhwng khong tim awhile hoac watch.
C. MICROSOFT WORD 2010
* Tap tin word: *.docx
* Mb¢ file van ban méi: Ctrl+N (File = New; 0v)

* Mo file da c6 trén dia: Ctrl+0 (File — Open; )



* Luwu van ban: Ctrl+S (File — Save; &)

* Luwu van ban véi tén khac: (File — Save As; F12).
* Invan ban: Ctrl+P (File = Print;)

* Trinh bay trang: Page Layout — Page Setup

— Paper: Paper Size - chon kho gidy; Orientation - Xoay trang in (Portrait /

Landscape)
— Margin: dinh 1é
* Nhap van ban:
— Phim Backspace: X6a ky tw bén trai cia con tro
— Phim Enter : Xuéng dong
— Phim Delete: X6a
— Phim Capslock: Viét hoa
— Ctrl - Z : phuc héi thao tac vira thuwc hién
— Phim Home: Dwa con tré vé dau dau hién hanh
— Ctrl - End: Di chuyén con tro vé cudi tai liéu
* Chonvan ban
— Chon toan van ban: Ctrl+A
— Chon 1 dong: click vao 1é trai dong
— Chon 1 doan: D-click vao lé trai ciia doan

— Chon mo6t ciu: Gitr phim Ctrl va nhip chudt vao vi tri nao dé trong doan

van ban.
» Chinh dang chi tiét ky tw: HOME— FONT
« Cac phim tat chinh dang ky tu:

— Ctrl+B (dam)



— Ctrl+I (Nghiéng)

— Ctrl+U: gach dwéi

— Ctrl+[: giam font size (1dvi)

— Ctrl+]: tang Font size (1dvi)

— Ctrl <: gidm font size (1 nic trong hop Size)

— Ctrl >: tang font size (1 nic trong hdp Size)

—  Ctrl+=: bat / tit Subscript

— Ctrl+shift+=: bat / tat Superscript

— Shift - F3: Chuyén d6i kiéu chir viét hoa va viét thuwong
* Chinh dang chi tiét doan vin: Home — Paragraph

— Indentation: can 1é doan van

— Spacing: khodng cac giita cdc doan van

— Line Spacing: khoang cach giira cdc dong

— Tao Ky tu (Bullets)/ thi tw (Numbering) ddu doan van: Home — Bullets /

Home — Numbering

— T6 hop phim ngat trang (sang trang maéi): Ctrl + Enter

— T6 hop phim : Shift + Enter (xuéng dong nhwng khong tao thanh doan)

— Cac phim tat canh dit liéu don gian:
»  Ctrl+L: trai
» Ctrl+R: phai
=  Ctrl+]J: lJam déu 2 bén
= Ctrl+E : gitra

* Sao chép dinh dang: nit Format Painter

* Tao ky tw hoa (Dropcap) dau dong: Insert - Drop cap



 Chia van ban thanh nhiéu c6t: Page Layout - Columns

* Tao tiéu dé diu trang / cudi trang: Insert - Header / Insert - Footer
* Chen s6 trang: Insert - Page Numbers

* Trinh bay van ban theo cot: Page Layout = Columns

* (Chen Table: Inset »Table — Insert Table

Chen thém 1 dong trong Table:
» Thé Layout -> Insert/Above hoac Insert/Below
= O cudi cung ctia Table - nhan phim Tab
— Layout - Merge Cells dung dé gép nhiéu 6 thanh 1 6
— Table Tools - Layout- Split Cells dung dé tach 1 6 thanh nhiéu 6

— Muon di chuyén tir 6 sang 6 ké bén phai cia mot bang (table) thi chon

phim Tab

* Cheén d6i twong vao van ban:

Insert — Picture : Hinh anh Iwu trén 6 clrng

Insert — Clipart : Kho dnh c6 san cia MS word

Insert — Shapes: Hinh anh vé don gian nhw hinh tron, hinh vuéng...

Insert - WordArt: Chen chit nghé thuat.
D. MICROSOFT EXCEL 2010

* Tap tin Excel: *xlsx

* Mg file bang tinh méi: Ctrl+N (File = New)

* Mb¢ file da c6 trén dia: Ctrl+O (File = Open)

* Luwu bang tinh: Ctrl+S (File — Save)

* Lwu bang tinh véi tén khac: (File - Save As).

* Inbang tinh: Ctrl+P (File = Print)



* (Cackhai niém:
— Workbook
— Worksheet
— Row
— Column
— Cell
» Cacloai dia chi (dnh hwdng dén copy)

— Twong déi:
A10
A9:C19

— Tuyét déi:
$A$10
$A$9:$C$10

— Hon hop:
A$9; $A9
$A$9:C10; A$9:C$10... (tir 1 — 3 ddu $)

* (Cacloaidirliéu
— Chudi: (m3c nhién canh trai)

— SO0 (mac nhién canh phai). Nhiap khong ding dang quy dinh ctia Windows

— sai hodc chuyén thanh di liéu chudi.

— Ngay (mac nhién canh phai). Nhap khéng ddng dang quy dinh cua

Windows — sai hodc chuyén thanh dit liéu chudi
— Phép toan ndi chudi: &
— Vidu: ="tin hoc"&"dai cwrong" — két qua: tin hocdai cwong
— Cong thirc: bat dau béi ddu =

» Stra dir liéu: D-Click hodc nhin F2



Chen dong: Home — Insert — Insert sheet rows
Chén cot: Home — Insert — Insert sheet columns
Xuong dong trong mot 6: Alt+Enter

Thoéng bao 10i trong Excel

#### : Chiéu rong cot khong da dé hién thi két qua

— #VALUE! : Do st dung dit liéu hodc toan tir tham gia vao cong thirc khong

ding yéu cau cua cong thirc
— #DIV/0! : Chia mot s6 cho 0 hodc mau s6 cia phép 1a mot 6 khong c6 dir
lieu.
— #NAME?: Khong xac dinh dwoc cac ki tw trong cong thirc
. Ex: =IF(A1>=5;DAU;TRUOT)
— #N/A : Loi xay ra do khong c6 dir liéu dé tinh toan
Ham chudi:
— LEFT(Chudi,n): cat n ky tw trai cua chudi
Vd: =LEFT("bénh vién gb vip")
— RIGHT(Chudi,n): cat n ky tw phai cia chudi
Vd: =RIGHT("bénh vién go vip")
— MID(Chubi,m,n):cat n ky tw tir ky tw thit m ctia chudi
— LEN(ddi s6): s6 ky tw/ky s6 cua ddi s6 (chudi/s6)
— VALUE: chuyén chudi ky tw sd thanh s6
Ham théng ké don gian:
— Count: dém 0 chra dir liéu so
Vd: = Count(6;4;max(5;7;8);"A”;0)

— CountA: dém 0 chira dit liéu
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Vd = Counta(6;4;max(5;7;8);"A”;0)
— Sum: tinh tong
— Average: tinh trung binh cong
—  Sumlf(Pvi xét PK,DK,Pvi tinh tong): tinh tong c6 diéu kién
— Countif( Pvi xét PK; PK): Pém c6 diéu kién
— MIN(range):Gia tri nhé nhat
— MAX(range):Gia tri 1&n nhit
— Sqrt: Tra vé can bic hai ctia s6 duwong
Vi du: = SQRT(4) két qua tra vé 1a 2
— INT(number):S6 nguyén ké trai
Vd:INT(-3.2)=-4
* Ham luanly:

— IF(diéu kién,Gia tri 1,Gia tri 2)
=[F(3>=4,False, True)

— IF (diéu kién1,GT1, if(diéu kién 2, GT2,GT3))
=If(7>8,400,if(5>4,500,600))

— And: Tra vé gia tri dang khi ca 2 cung ding
Vd:and( 9>6;4>10;5>4;7>9)->

— Or: Tra vé gia tri ddng khi va chi khi c6 mot gia tri ding
Vd: =OR(9>6;4>10;5>4;7>9)->

* Hamdo
— VLOOKUP(gia tri do,Bang do, chi s6 cot[,True/Flase])
— HLOOKUP(gia tri do,Bang do, chi s6 dong[,True/Flase])

* Ham s6 hoc



— ROUND(S9, vi tri lam tron)
— MOD(number, divisor):Dw s6 chia

— Vd:MOD(11, 3)=2

E. INTERNET

Cac may tinh két ndi véi nhau dé chia sé tai nguyén, chia sé dir liéu...
Cac loai mang:

— LAN: cuc bd

— MAN: do6 thi

— WAN: dién rong

— INTERNET: Lién mang toan ciu
Mang c6 quy mo 1én nhit (xét theo quy mo dia ly): INTERNET, WAN, MAN, LAN
Cac dich vu trén mang internet

- WWW (World Wide Web)

— E-Learning

— E-Commerce

— E-Gov

— FTP (truyén file)...

Website: tip hop cac trang web cia mot tb chirc, cong ty...; trang web: tip tin

siéu van ban...

Trinh duyét: phan mém duyét web (FireFox, Opera, Chrome, Internet

Explorer...).
Cac chirc nang thwdng dung cua trinh duyét:

— Address bar: khai bao dia chi website, trang web
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— Back (quay lai trang truy cap trwéc d6); Forward (quay lai trang sau...).

— Stop (X): ngung tai trang web hién hanh; Refresh (F5): tai lai trang hién
hanh.

— Refesh (F5): Cap nhat nhanh néi dung

— History: lwu cac trang da truy cap.

— Favorites: Luru cac trang thwong dung.

— Trong trinh duyét Internet Explorer tir phién ban 8.0 tré lén:

* DPE& di chuyén gitra cic tab thwong stt dung t6 hop phim tat Ctrl-
Tab

= Tao thém mot Tab mai: Ctrl - T
* Chuyén gitra cac Tab: Ctrl - Tab
* DPoéng mot Tab: Ctrl - W
» Khi glvi thw dién t&r (email) cin phai cé dia chi mail cia ngwdi nhin (To)

* St dung cac dich vu dién toan dam may (Google Drive, onedrive, dropbox...)
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