Phin M& Dau

Go Vin Ban Tiéng Viét C6 Dau Sir Dung Internet

Sir Dung Phin Mém Soan Thio

X X Su D Email Chuyén Nghié
Tieng Viét Co Dau Trén Windows ung Lmatl Lhuyen Nghiep

Str Dung H¢ Sinh Thai Google Co

Két Cau May Vi Tinh Co Bén .
Ban

Thao Tac Co Ban Véi May Vi Tinh 0 ‘ On Tap Va Kiém Tra Cudi Khéa




CHUONG I: PHAN MO DAU

Bai 01: H¢ Théng Pao Tao Va Khoa Hoc Tai Sao Viét
Bai 02: Muc Tiéu Khoa Hoc



Bai 01: Hé Thong Pao Tao Va Khéa Hoc Tai Sao Viét
1. Hé Thong Do Tao:

i

|
T

il CN Bién Hoa: 91 Poan Van Cy, P. Tam Hoa,

TP. Bién Hoa il CN Tan Uyén: $é 20 P. PX 12, Tan Vinh Hiép, Tan Uyén,
Binh Duong

il CN Binh Thanh: 21/12 Lé Truc, phuong 7, Quan
Binh Thanh, TPHCM (chung cw Lé Truc)

il CN Viing Tau: 293 Binh Gia, Phuong 8, il CN Binh Tan: TM-0.39, 510 Kinh Duong Vuong, il CN Thuan An: 8 Puong NA8, KDC Viet Sing,

Tp. Viing Tau An Lac, Binh Tan Thuén An
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i CN Di An: 184/19/11 Dang Van May, KP. Déng il CN Thii Dic: 133/2 . D6 Xuan Hop, Phuéc Long B,
Chiéu, P. Tan Péng Hiép, Di An

Tha Dic, Hé Chi Minh
)&4; VIET

HE THONG BAD TAO THUC HANH THUC TE
e v i | XTI I
| I [ orcom

il CN Thii Déu Mét: 3 107, D5, KDC Phi Hoa 1, Khu 4, i CN Quéan 12: A23 P. Lé Thi Riéng, Khu dan cu Théi
Thi Dau Mt An, Phuong Théi An, Quan 12

|
|
3
{
il
1
i
Al
|

it CN Quan 7: 515 B2/12, P. Lé Van Luong, Tan
il CN Tan Binh: 2A Nguyén Sy Sach, Phuong 15, Tan Binh

i CN Long Thanh: 72 Pinh B¢ Linh, Lc An, Long
Phong, Quan 7 Thanh, Péng Nai
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2. Hé¢ Thong Khéa Hoc:

Trung tdm Tin hoc Sao Viét cung cap nhiéu khoa hoc da dang nhu tin hoc vin phong
(Word, Excel, PowerPoint), thiét ké do hoa (Photoshop, Illustrator, CoreIDRAW), v&
k¥ thuat (AutoCAD, SolidWorks, SketchUp), 1ap trinh (Python, Scratch), ké toan thuc
hanh, digital marketing, va cac khoa hoc irng dung AI. Ngoai ra, trung tam con co cac
khoa hoc quéc té nhu MOS, IC3 va cac chuong trinh danh cho tré em.



Bai 02: Muc Tiéu Khoa Hoc
Khoéa hoc nham trang bi cho hoc vién kién thirc va k¥ niing tin hoc co ban dé sir dung may tinh
hi¢u qua — an toan — ding chuin trong hoc tap va cong vi¢c. Sau khoa hoc, hoc vién co thé:
e Hiéu cdu tric may vi tinh va thuc hién thanh thao cac thao tac co ban trén Windows.
 Gé tiéng Viét c6 diu, soan thdo van ban va quan Iy dir ligu, luu tri file khoa hoc.
*  Su dung Internet, Email va hé sinh thai Google mot cach hiéu qua, chuyén nghiép.
* Ndng cao nhdn thikc vé an toan théng tin, bao mdt dir ligu khi lam viéc va hoc tdp triee tuyén.

* Cung co kién thirc thong qua on tdp va kiém tra cuoi khoa, san sang ung dung vao thuc te.




CHUONG II: GO VAN BAN TIENG VIET CO DAU

o I. MUC PICH NGHIEN CUU
II. NOI DUNG NGHIEN CUU
Bai 03: Luyén G Vin Ban Tiéng Viét



D I. MUC PICH NGHIEN CUU

> Hiéu duoc cach gd tiéng Viét co dau trén may tinh (Telex/VNI).
> Biét chuyén doi va str dung bd gd tiéng Viét (nhu Unikey) dung cach.
> G6 duge vin ban tiéng Viét ddy du diu, ding chinh ta va dé doc.

> Hinh thanh k¥ ning soan thao vin ban co ban phuc vu hoc tip va cong viéc hang ngiy



H IL NOI DUNG NGHIEN CUU

Bai 03: Luyén G6 Vin Ban Tiéng Viét

1. Kiéu G6 Telex
2> GV tuy chinh san bé g6 va mé san Word cho hoc vién gé doan sau:
Lam sao dé co kién thitc chic chén, khong s¢ bi quén, luén chu dong va tu phat
trién dugc trong moi cong vi¢c?
1. Can biét dang hoc cai gi va tac dung mén hoc d6: Hoc vién khi dang ky
can nghe tu van k¥ cang vé cac mon hoc ma minh s€ dugc hoc, sau do6 phai xac
nhan cac mon minh s€ dugc hoc, tranh tinh trang di hoc nhung khong biét minh
dang hoc cai gi, mac du bai tap lam rat tot.
2. Phai xem trwéce cac nfi dung sé duwgc hoc trong mot mon hoc: trude khi
hoc nén xem minh s€ dugc hoc nhirng ndi dung nao.
3. Van dung cac cong cu hd tro: trong qua trinh hoc tap, hoc vién nén van
dung cac cong cu ho trg trén Internet nhu ChatGPT, Youtube... dé tu tim cach
gial quyéet van de, gido vién s€ dinh hudng va g& not that, khi do hoc vién s€
hiéu 10 van dé va van dung tot hon.

= [

Kiéu g6 Telex
AA=A EE=E
DD=b 00=0
ow=0 UwW=U
AW =A

F = Dau huyén (\)
S = DAu sic (/)

J =Déau nang (.)
X = DAu ngi (~)
R = Dau hoi (?)



2. Kiéu Go VNI
2> GV tuy chinh san bo g0 va mo san Word cho hoc vién g0 doan sau:

Lam sao dé co kién thurc chac chan, khong s¢ bi quén, luén chu dong va tu phat
trién dugc trong moi cong vi¢c?

1. Can biét dang hoc cai gi va tac dung mén hoc d6: Hoc vién khi dang ky
can nghe tu van k¥ cang vé cac mon hoc ma minh s& dugc hoc, sau d6 phai xac
nhan cac mon minh sé dugc hoc, tranh tinh trang di hoc nhung khong biét minh
dang hoc cai gi, mac du bai tap lam rat tot.

2. Phai xem truwéce cac nfi dung s€ duwgc hoc trong mot mon hoc: trude khi
hoc nén xem minh s€ dugc hoc nhitng nd1 dung nao.

3. Van dung cac cﬁng cu hé trg: trong qué trinh hoc tap, hoc vién nén van
dung cac cong cu ho tro trén Internet nhu ChatGPT, Youtube . dé ty tim cach
g1a1 quyet van dé, gido vién s& dinh hudng va g& ndt that, khi d6 hoc vién s&
hiéu rd van dé va van dung tdt hon.

Kiéu g VNI
A6=A E6=E
D9 =D 06=©
07=0 =U
A8=A

1 = Déu sic (/)

2 = Dau huyén (\)
3 =Dau hoi (?)
4 = Dau ngi (~)

5 =Dau nang (.)



CHUONG III: PHAN MEM SOAN THAO TIENG VIET CO DAU TREN WINDOWS

o I. MUC PICH NGHIEN CUU

II. NOI DUNG NGHIEN CUU

Bai 04: Kiém Tra Phan Mém G& Tiéng Viét

Bai 05: Khoi Pong Va Tat Phan Mém G& Tiéng Viét
o Bai 06: Tty Chinh Phan Mém G& Tiéng Viét
O



D I. MUC PICH NGHIEN CUU

> Hiéu duoc vai trd ctia phan mém g tiéng Viét trong soan thao vin ban.
> Biét cai dit, bat/tat va lya chon kiéu gd (Telex, VNI) trén Windows.
> Sir dung thanh thao phan mém go tiéng Viét (nhu Unikey) dé nhap van ban c6 dau.

> Go duoc van ban tiéng Viét dang du, ding chinh ta, phuc vu hoc tip va cong viéc hang ngay.



U IL. NOI DUNG NGHIEN CUU T

Bai 04: Kiém Tra Phan Mém Gé Tiéng Viét
Kiém tra trén khay hé thong, xem c6 biéu tugng V hay E, néu c6 thi ¥ nghia cta no la:
O Chir V: Go tiéng Viét c6 dau
O Chir E: Gd tiéng Viét khong dau

Bdm vao biéu twong dé thay doi qua lai gifta hai kiéu gé nay

M0t $6 may tinh 6 thé sir dung phan mém gé tiéng viét véi tén khdc

CheldolgoltiengpVictcoldau

cheldslgoltieng)Vietikhong

)
?
f = 5:52 PM ol S
Q > ooz VE® T Y® 03005
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Bai 05: Khéi Pong Va Thoat Phan Mém Gé Tiéng Viét

1. Khéi Pong Phan Mém G6 Tiéng Viét
Néu phan mém chua md, chiing ta md phan mém theo hudng dan sau:
® Cich 1: Nhian phim Windows = G& tim kiém “Unikey” (hoic EVKEY ...) = Enter

TIN HOC SAO VIET

== Q unikey]NT

#Bach Xuan Hién 7093 11 44 858 @ tinhocsaoviet.com

Trang 14



2. Thoat Phan Mém G6 Tiéng Viét
Chudt phai vao biéu twong phan mém - Chon Két thic:

Huéng dan
Céng cu..[CS+F6]
i Chuyén mé nhanh - [CS+F9]

v Bat ki€ém tra chinh ta

Bat tinh nang gé tat

Soan béang gé tat...

Kiéu g&

v Unicode dung sén
TCVN3 (ABC)
VNI Windows

Bang ma khac

a
S DD ® 4032005
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Bai 06: Tuy chinh phan mém g tiéng Viét

" UniKey 4.6 RC2

&) ~) (3
.. Kieu go Telex
w Béng
Béng ma: Unicode ~
Kiéu ad: Telex w .+ Két thiic
Phim chuyén: OCTRL+SHFT  (JALT+Z .

Tay chon khac
& Cho phép gd tw do
(] Pat déu o, uy (thay vi da, Oy)

E] Ludn st dung clipboard cho unicode

Tiy chon gb tat
(] Cho phép g tat
(] Cho phép g tat ca khi tat tiéng Viét

Bang gb tat...

[N Huéng dén

© Tong tin

& Bt kiém tra chinh ta

s Tw ddng khdi phuc phim v tir sai
[_JHién théng béo phan héi

& Bat chudng khi chuyén ngon ngi®
Heé théng

s Bét hoi thoai nay khi khéi déng
& Khéi dong ciing Windows

(] B&t/Tat theo tirng trng dung

& Vietnamese interface

O Mécdinh

https://unikey.org

X

- UniKey 4.6 RC2

Kieu |g6 VNI

V

- > Kétthic

Diéu khién
Bang mé: Unicode
Kiéu g VNI
Phim chuyén: OCTRL+SHFT  (OALT+Z

Tuy chon khac
& cho phép gb tw do
(] Dt déu oa, uy (thay vi da, dy)

C] Ludn st dung clipboard cho unicode

Tiy chon g tat
() Cho phép gb tat
(] Cho phép gb tat ca khi tat tiéng Viét

Bang gt tat...

[N Hréng dan

o Théng tin

Thu nhd

& Bat kiém tra chinh ta

BTLP ddng khdi phuc phim véi tir sai
(] Hién théng béo phan hdi

& Bat chudng khi chuyén ngon ngl

Hé théng

@ Bat hoi thoai nay khi khdi dong
B Khdi dong cing Windows

(] BatiTt theo tirng tng dung

B Vietnamese interface

O Mac dinh

https://unikey.org

X




CHUONG IV: KET CAU MAY VI TiNH CO BAN

o I. MUC PICH NGHIEN CUU
II. NOI DUNG NGHIEN CUU
Bai 07: Tong Quan Vé May Tinh



D I. MUC PICH NGHIEN CUU

> Nhan biét duoc cac bd phan chinh cia may vi tinh (thung may, man hinh, ban phim, chuét...).

> Hiéu chtic ning co ban cta timg bo phan trong hé théng may tinh.




II. NOI DUNG NGHIEN CUU

Bai 07: Tong Quan Vé May Tinh
May Tinh Pé Ban
Thung may tinh: Chtra c4c linh kién dé may tinh hoat dong.
Man hinh: Hién thi hinh anh tir may tinh.

Chuét va ban phim: Diéu khién va nhap dir liéu.

Ban phim




2. May Tinh Xach Tay (Laptop)

e May tinh xach tay co ciu tao ddy du thanh phan dé c6 thé st dung ma khong can lap thém
thiét bi nao.

Tuy nhién, nhiéu ngudi dung cam thdy Touchpad cua laptop kho dung nén van thuong lip

thém chuot roi dé tién st dung.

Ban phim

Touchpad
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CHUONG V: CAC THAO TAC CO BAN VOI MAY TINH

o I. MUC PICH NGHIEN CUU

II. NOI DUNG NGHIEN CUU

Bai 8: Tat/ M& May Tinh Pung Cach

Bai 9: Thao Tac Vi Cira S6 Ung Dung
o Bai 10: Sao Chép, Cat Va Dan Vian Ban
O



D I. MUC PICH NGHIEN CUU

> Biét md va tit mdy tinh dang quy trinh, ddm béo an toan cho thiét bi.
> Thuc hién duoc cac thao tic vdi ctra s6 tmg dung (md, dong, thu nho, phong to, chuyén doi).
» St dung thanh thao céc thao tac sao chép, cat va dan vén ban.

> Hinh thanh k¥ nang sir dung may tinh co ban, phuc vu hoc tip va cong viéc hing ngay.




II. NOI DUNG NGHIEN CUU

Bai 8: Tat/ Mé May Tinh Ping Cach

1. Tat Hoic Khéi Pong Lai May Tinh Nhw Thé Nao Pung Cach

Buwde 1: Tat cac ing dung dang mé (dau x trén goc phai)
Buéc 2: Chon nut Start — Chon vao (1) — Shut down (hoic Restart)

2. Mé May Tinh Nhu Thé Nao Cho Puing Cach:

Buwée 1: Kiém tra tin hiéu dén ban phim, bang cach bat tit nit Numlock, néu khong
co tin hiéu den la CPU chua mé

Bwéc 2: Bat nguén CPU (luu ¥: Nt nguén CPU ludn nam phan trude CPU)
1. Tay an nhe niit nguon r6i tha ra
2. Nhin tin hiéu dén tai ntt ngudn hodc xung quanh nit ngudn

3. Cho 5-10 giay va nhin I1€n man hinh xem c¢6 tin hiéu chua



Bai 9: Thao Tac Véi Cira S6 Ung Dung
1. Mé Mot Ung Dung
Cach 1: Nhan chudt trai 2 1an vao biéu tuong Ung dung d6 trén man hinh (néu co)

0‘ °

=- Q Tim kiém

& QUEEZ)) Cacdngdung  Cac tailiéu

Phu hop nhat

> Word
Ung dung




2. Di Chuyén Cira S6 Ung Dung

Bam giit chudt trai vao thanh tiéu dé dong thoi kéo dén vi tri khac va tha ra

Chon vio 1 diém bét ky trong khu vie nay dé di chuyén

¥

Bao gia X + . B . *
™ C J > Baogia SearchBd Q
® New v N sort ~ (D Preview
/> Home [J Name : Date modified Type
'H] Ga\lery. This folder is empty.
OneDrive

& Desktop

< Downloads




3. Phéng To, Thu Nhé Va An Cira So

® = An cira s6
® = Phong to, thu nhé

® = Dong cira s6
4. Ting Giam Kich Thuéc Cira So

® = Tang giam theo chiéu doc
® = Ting giam theo chiéu ngang

®© = Tang giam theo hai chiéu

TIN HOC SAO VIET 4Bach Xuan Hién

Bdo gia X + 8 % 9
™ G (J > Baogid S Q
@ New - (D Preview
7 Home O Name ) Date modi
w GaHeryl This folder is empty.
OneDrive

Béo gia

@ New

/> Home J Name Date modi

ﬂGaHenj

OneDrive

This folder is empty.

@ tinhocsaoviet.com
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Bai 10: Sao Chép, Cat Va Dan Vin Ban
1. Chon Van Ban
* (Cach 1: Dung chuot: Nhén gilt chudt trai va kéo
 Cach 2: Dung phim tit: Ctrl + A (chon tat ca van ban)

 Cach 3: Chon tir dau tién — giit Shift dong thoi click chudt trai vao vi tri cudi cing

2. Sao Chép — Dan Van Ban

Cach 1: Dung chut

* Budc 1: Chon van Ban (gilt chudt trai va quét) — Chudt phai — Copy (hodc Sao chép)
e Budc 2: bt trd chudt va vi tri mudn dan — Chuét phai — Paste (hodc dan)

Cach 2: Dung phim tit

e Budc 1: Chon van Ban (giit chudt trai va quét) — Nhan phim Ctrl + C

e Budc 2: Bt tro chudt va vi tri mudn dan — Nhéan phim Ctrl + V



3. Cit-Dan Vin Bin

Cach 1: Dung chudt

* Budc 1: Chon vin Ban — Chudt phai — Cut (hoic Cat)

e Budc 2: Dit tré chudt va vi tri mubdn dan — Chudt phai — Paste (hodc dan)
Cach 2: Dung phim tit

e Budc 1: Chon vin Ban — Nhan phim Ctr] + X

* Budc 2: Bat tro chudt va vi tri mudn dan — Nhan phim Ctrl + V




CHUONG VI: QUAN LY LUU TRU

o I. MUC PICH NGHIEN CUU

II. NOI DUNG NGHIEN CUU

Bai 11: Thu Muc Va T¢p Tin

Bai 12: Mot S6 Thao Tac Véi Thu Muc Va Tép Tin
O
O



D I. MUC PICH NGHIEN CUU

» Hiéu duoc khai niém luu trir dit liéu va vai trd cta viéc quan 1y Iuu trit trén mdy tinh.
» Biét tao, doi tén, sao chép, di chuyén va xda thu muc, tip tin.
» Sap xép dir liéu khoa hoc, dé tim kiém va an toan.

» Hinh thanh théi quen quan 1y va bao vé dit liéu ca nhan trong hoc tip va cong viéc.



U IL NOI DUNG NGHIEN CUU

Bai 11: Thu Muc Va Tap Tin

1. Thw Muc La Gi?
Thu muc 13 cong cu dung dé luu trir dir liéu (tép tin hodc thu
muc khac), gip may tinh gon gang va tim kiém doi tugng s¢€
nhanh hon.

Thw muc hé théng twsinh ra

Thw muc ngwei dung tao

2. Tép Tin La Gi?

Tép tin 1a cong cu luu trir thong tin (van ban, am thanh,
hinh anh...)

* Cdc dir lieu cung logi nén cho vao chung mot thu muc

*  Thu muc nén dat tén theo cong viéc cho dé nhdn biét va dé tim kiém




3. Tao Thw Muc
Chudt phai vao khoang tréng — New — Folder (hodc nhan phim Ctrl + Shift + N)
4. Tao Tép Tin Ung Dung

Chudt phai vao khoang tréng — New — Chon céc tép tin nhu Word, Excel, PowerPoint. ..

88 View 88 View

N Sort by N Sort by

C Refresh C Refresh

2" Undo Delete tri+Z Fhu’/ mucj %) Undo Delete Ctrl+Z TTé_,p/‘ tjn‘ (Hn_gJ d!},ﬂgj

™

Folder ] (O New ] Folder

7 Shortcut

[@ New J

(& Display settings

Shortcut (& Display settings

=

Microsoft Access Database

. Personalize Microsoft Access Database /. Personalize \

Bitmap image \ ® Bitmap image
& Open in Terminal & Open in Terminal \

Microsoft Word Document Microsoft Word Document

67 Show more options Microsoft Access Database &3 Show more options =N Microsoft Access Database

Microsoft PowerPoint Presentation Microsoft PowerPoint Presentation

Microsoft Publisher Document Microsoft Publisher Document

Eﬂv'ia-\g\\.
]

E® @ 2

= WinRAR archive | = WinRAR archive |
B | r |
d Text Document | ‘d Text Document ]
i ]
BY  Microsoft Excel Worksheet " B:  Microsoft Excel Worksheet i

- -
B WIinRAR ZIP archive I B WinRAR ZIP archive ]

5. Dat Tén Thu Muc, Tép Tin

Chudt phai vao doi tuong — Rename (hodc chon doi tuong — F2)

= [



Bai 12: Mt S6 Thao T4c Véi Thu Muc Va Tép Tin

1. Chon Thu Muc, Tép Tin

Céch 1: BAm chudt trai 1 1an vao icon ddi twong (khong bam vao tén)

Céch 2: Giit chudt trai va kéo dé chon tat ca d6i tuong trong ving hinh chir nhat
2. M¢é Thu Muc, Tép Tin

¢ Cach 1: Nhén chuét trai 2 1an vao d6i tuong

* Cach 2: Chudt phai vao dbi tugng — Open

* Cach 3: Chon vao dbi tuong — Enter
3. Xo6a Thu Muc, Tép Tin

e Cich 1: Chon vao dbi tuong — nhan phim Delete

* Ciach 2: Chon vao ddi tuong — Chudt phai — Delete



4. Sao Chép — Dan Thu Muc, Tép Tin
e Cach 1: Budc 1: Chon vao d6i tugng — Chudt phai — Coppy (hodc Sao chép)
Budc 2: M& thuy myc mubn dan — Chudt phai — Paste (hodc Dén)
¢ Cach2: Bud6c 1: Chon vao ddi tugng — Ctrl + C
Budc 2: M6 thu muc mudn dan — Ctrl + V
5. Cit—Dan Thu Muc, Tép Tin
e Cach 1: Budc 1: Chon vao d6i tugng — Chudt phai — Cut (hodc Cat)
Budc 2: Mo thuy muc mubn dan — Chudt phai — Paste (hodc Dan)
e Cach 2: Budc 1: Chon vao d6i tugng — Ctrl + X

Bude 2: M& thu muc mudn dan — Ctrl + V




CHUONG VII: SU DUNG INTERNET

o I. MUC PICH NGHIEN CUU
II. NOI DUNG NGHIEN CUU
Bai 13: Tim Kiém Thong Tin Cung Google
Bai 14: Sao chép nd1 dung tir Internet

o Bai 15: Tai Hinh Anh Tir Internet

o



D I. MUC PICH NGHIEN CUU

> Hiéu cach st dung Internet phuc vu hoc tap va tra ctru thong tin.
> Biét cach tra ctru thong tin trén Internet
> Biét cach tim kiém 13 14y noi dung tir Internet

> Biét cach tim va tai hinh anh vé may tinh



U IL. NOI DUNG NGHIEN CU'U T
Bai 13: Tim Kiém Théng Tin Cung Véi Google Chrome

1. Giao Dién Cira S6 Chrome

s - 508

@) Tim kiem bang giong néi

@) Tim kiém bang hinh anh
©) Tim kiém théng thwéng
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2. Tim Kiém Bang Google Chrome

Chuyén muc mua sam

Chuyén muc Video

TIN HOC SAO VIET

Nha cap 4 mai

" Hinh anh )} Video

1 =
2 tang dep ﬁ Nha vuén g Nha éng dep a Nha mai thai ﬂ Nha phé
“

a Mai nhét

Go g|e [ laptop dell vostro] X = § Q
N
Tatcd Hinhanh Video Videongan Tintic Web { Thém
Go gle [(mau nha dep 2025 X =m 3 & Q
Tatca Tintlc  Sach Muasém  Chuyén bay i Thém Céng cu

4Bach Xuan Hién

Go gle ((hoc photoshop lam dugc nhiing gi ) X =m § & Q
N
Tatcd Hinhanh Tintlc Sach Muasém Chuyénbay & Thém Coéng cu
7 093 11 44 858 @ tinhocsaoviet.com Trang 38



Bai 14: Sao Chép N¢i Dung Tt Internet
e Budc 1: Tim kiém noi dung can 1ay
*  Budc 2: Chon vao cdc Website hién thi dau tién
* Budc 3: Tim dén noi dung can lay trong bai viét
* Budc 4: Chon ndi dung can 1y (gitr chudt trai va quét) — Nhan Ctrl + C dé sao chép

e Budc 5: Chon vi tri muén dan vin ban ra (Word) — Ctrl + V




Bai 15: Tai Hinh Anh Tir Internet

Cach 1:

e Budc 1: Tim kiém hinh can tai

| v G hoahdngdep-TimtrénGoog X |

« G = googlecom/search?q=hoa+hdng+depéisca. ¢l

88 (= Zaloweb @ Thuedientu @ Héadon @ Cdngthéng

* Budc 2: Vao chuyén muc hinh anh I e
Kéo thara day)

*  Budc 3: Gitr chudt trai kéo hinh vao noi can luu thoh Whkh Voo Ttk Maskn Sen O
A S ERTS @ Hinh trai tim Gié hoa
(Desktop, 0 dia...) .l | = L

Cach 2:

* Budc 1: Tim kiém hinh can tai

Giﬁ’fch_uc}tﬂvéorhinip\
® Evavn hop ho

va.v »p hoa tuoi Dt Vie
50+ Hinh &nh hoa hdng dep n Gié Hoa Héng D6 Dep

| N

* Budc 2: Vao chuyén muc Hinh anh
e Budce 3: Chon vao hinh cén tai
* Budc 4: Chudt phai vao hinh — Save image as (Luu hinh anh thanh)

* Budc 5: Chon noi luu — Dat tén — Nhéan nat Save (Luu)
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CHUONG VIII: SUDUNG EMAIL CHUYEN NGHIEP

o I. MUC PICH NGHIEN CUU

II. NOI DUNG NGHIEN CUU

Bai 16: Tao Tai Khoan Gmail

Bai 17: Gui Email
o Bai 18: Mot S6 Thong Tin Va Luu Y Khi Dung Email
o



D I. MUC PICH NGHIEN CUU

> Hiéu duoc vai trd ctia email trong hoc tap va cong viéc.
> Biét tao, giri, nhan va quan 1y email dung cach.
> Soan dugc email lich sy, 16 rang, chuyén nghiép (tiéu dé, ndi dung, 10i két).

> Sir dung email dé trao doi théng tin hiéu qua va an toan.



II. NQI DUNG NGHIEN CUU T

Google ©Fwa] Bwd'e 1 X m

/

Bai 16: Tao Tai Khoan Gmail

o)

Q

Tatcd Video Hinhanh Muasdm Tintfc Web Sach i Thém Céng cu

~ Google Help
https://support.google.com » mail » answer

2)

Tao tai khoan Gmail - Gmail Tro giup

TIN HOC SAO VIET

Pang ky tai khoan Gmail - Trén thiet bi, hiy truy cip vao trang ding nhip vio Tai khoan Google. -
Nhap vao Tao tai khodn. - Trong trinh don tha xudng, hiy chon ..

ar V.Y 1FY
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TIN HOC SAO VIET

Tao tai khoadn Gmail

Dé dang ky Gmail, hay tao Tai khoan Google. Ban cé thé sir dung tén ngudi diing va mat khau dé
dang nhap vao Gmail va cac san pham khac cla Google nhu YouTube, Google Play va Google
Drive.

Dang ky tai khoan Gmail
Quan trong: Trudc khi thiét Iap tai khoan Gmail mdi, hay nha dang xuat khoi tai khoan Gmail
hién tai. Tim hiéu cach dang xuat khai Gmail.
1. Trén thiét bi, hay truy cép vao trang dang nhap vao Tai khoadn Google & .
2. Nhap vao Tao tai khoan.
3. Trong trinh don tha xudng, hay chon loai tai khoan:
» Sir dung ca nhan
» Cho con cai
+ Cong viéc hoac kinh doanh

4. D& thiét |ap tai khoan, hay 1am theo cac budc trén man hinh.

~— Bwoc 2

Meo: D& sif dung Gmail cho doanh nghiép clia minh, ban nén dung tai khoan Google
Workspace thay vi Tai khoan Google ca nhan. Khi sir dung Google Workspace, ban sé co thém
b6 nha, dia chi email chuyén nghiép va cac tinh nang khac. Tim hiéu vé cac goi va muc gia cla
Google Workspace &

Dung thir Google Workspace

#Bach Xuan Hién 7093 11 44 858 @ tinhocsaoviet.com
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G

Chon téi khOén o th.thuy24.05.2005@gmail.com

® Sur dung mot tai khoan khac
, >
Bwoc 3.1 -

2~ Xoa tai khoan

N

Buéc nay c6 thé Khong co, néu
khong co thi cir bo qua va chuyén
qua buoc ke tiep

p N




G

Dang nhap

bang Tai khoan Google clia ban. Ban s& cé thé truy cap vao

Email hoac so6 dién thoai

Ban quén dia chi email?

céac Ung dung khac clia Google trong trinh duyét bang tai

khoan nay.

Tiéng Viét -

TIN HOC SAO VIET

Pay khong phai may tinh cla ban? Hay sir dung Ché do khach dé dang
nhap mét cach riéng tu. Tim hiéu thém vé cach st dung Ché do
khach

Bll’(’)’c 3.2 ( Tao tai khoan

S I Danh cho muc dich ca nhan cla toi l

Cho con toi

Danh cho cong viéc hoac doanh nghiép cua toi
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G Buoc 4

- Ho (khdng bat budc)

Tao Tai khoan Google Nguyén |©)
4 \
~ Tén v

\
F
Thu Thuyf (2)

Nhap tén clta ban
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G Buodc S

~ . 2 ~ Ngdy ————  ~ Thang MNam ——
Thong tin co ban i o [ gt | [ 2008
— |
Nhép ngay sinh va gidi tinh cta ban ~ Gidi tinh
( N -

Ly do ching toi yéu cdu cung cap ngay sinh va gidi tinh
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G Buoc 6
Cach ban dang nhap

?) th.thuy24.05.2005

@gmail.com

Tao mét dia chi Gmail dé dang nhap vao Tai khoan Google cla | Banco thé sir dung chill ci, s8 va diu chém
ban

|
Str dung email hién tai ciia ban /9 Tiép theo
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G Buoc 7

— Mat khau

TaO mét mét khéu thuy123456@
manh Q...

\ _ . - Y . thuy123456 @)
Tao mot mat khau manh co két hop cua cac chi cai, s va kj
hieu @} Hien matkhau
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G Buoc 8

Nhan ma xac minh duoc gui dén dién thoai ctia ban

Xac nhan ban khong

SEm- ?) 0901456055 ’

phai la roé bot

phi).
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Nhap ma

TIN HOC SAO VIET

#Bach Xuan Hién

Buwoc 9

Nhap ma xac minh 6 chif s6 dé xac nhan ban da nhan tin nhan van ban

T Nhap ma
gﬁ G- 460482

|
T 2) Tiép theo
7093 11 44 858 @ tinhocsaoviet.com
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~

<J

Thém email khoi phuc |

[ Dia chi email khéi phuc

Bay |a dia chi email ma Google co thé lién hé vai ban néu co
hoat déng bat thuadng trong tai khoan cia ban hoac néu ban
mat quyén truy cap.

Bwoc 10 \

' Bd qua

Tiép theo




~

J

Xem Iai théng tin téi o :wﬂ:fill.L:.l;;:}}.lsggmail.com
khOén ija ban S8 dién thoai khdi phuc

0901 456 055

Ban cd thé sir dung théng tin nay khi can dé dang nhap

Buoc 11 — (@
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Két hop dir liéu

Chung téi cling két hap dir liéu nay gilta cae dich vu cla ching toi va
trén thiét bi clia ban cho nhiing muc dich nay. Vi du: tiy thudc vao cac
tiy chon cai dat tai khoadn cla ban, ching tdi hién thi cho ban quang
céo dua trén thang tin vé sd thich cla ban ma ching téi suy ra dude tir
nhitng Ian ban st dung dich vu Tim kiém va YouTube. Ngoai ra, ching tdi
st dung dii lidu tir hang nghin ti cum tir tim kiém dé tao cde miu sira
chinh ta ma ching téi sir dung trén tat ca cac dich vu cia minh.

Ban nam quyén kiém soat

Ty thude vao cai dat tai khoan, mot sa dif liéu nay cd thé dugce lién két
vdi Tai khoan Google cla ban va chang téi xr ly dir liéu nay nhu thong
tin ca nhan. Ban co thé kiém soat cach ching toi thu thap va sir dung dix
liéu nay bang cach nhap vao "Tuy chon khac” & bén dudi. Ban ludn cb
thé chinh sira cai dat kiém soat sau nay hodc rit lai su ddng v cla minh
trong tuang lai bang cach truy cap vao Tai khoan cla toi
(myaccount.google.com).

Lua chon khac v

Bwoc 12 —,
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Xin chao Nguyén Thu Thuy

1 riéng tu va ché do bao mat dé Google hoat déng hiéu qua cho ban. Tim hiéu thém @

juyén truy cap X Dat dia chi nha riéng cho Tai X
ogle cua ban khoan Google cta ban

1 thoai khoi phuc dé dam bao Nhan két qua tim kiém, thong tin thoi tist va

n truy cAp vao tat ca cac @ két qua tim kiém trén ban d6 phi hop hon

jle, ngay ca khi ban quén mat

sb dién thoai khai phuc Bit dia chi nha riéng

TIN HOC SAO VIET 4Bach Xuan Hién & 093 1144 858

Gmail Meet
» &
[}

Danh ba Drive

@ tinhocsaoviet.com

Trd chuyén

E

Lich

3
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Bai 17: Gwi Email

1. Giao Dién Gmail

Giao dién tiéng Anh

Giao dién tiéng Viét

hd M Hop thu dén (473) - saoviet51 x o L M Inbox (25) - trungtamtinhoesac X +
€ > C 23 mail.google.com/mail/u/0/?pli=1#inbox <« c 25 mail.google.com/mail/u/0/?tab=rm&ogbl#inbox
= M Gmail Q_ Tim kiém trong thu = M Gmail Q, Search mail
{ - c H F R
o o [Omrm
& Chinh > Quang @ Hép thu dén ) Promotions D
S ] @) - o - e
Yr Cogandiusao Alibaba.com Hi Viet, you Yr Starred @Th" da giri Security alert - A new s
® ©oitaman Udemy Welcome tof ® snoozed @Thﬁ“g ric Your account has been
T
@ Udemy Order comp @ Introducing Tags for Bett]
[ Thunhap 3 [ Drafts
~ Anbét Google I. Your Gm. o (e % From Purpose to Prq|
D  Quantrong Alibaba.com Hi Viet, ens! D Important Instapaper Weekly - SP|
B o chuyén Batdongsan.com.vn 2 Ban 2 16 d&t B chats Sao Viet Tan Uyen, f|
Ee ®Palénlich » Ee Scheduled . ]
Batdongsan.com.vn Ban dat nga Security alert - A new s
I® Tatcathu B2 Al Mail
Alibab i In-House, Studio |
© Thurse . ibaba We think yo| © spam = mn
[ Thing rac @ Batdongsan.com.vn 2 Ban gép 1281 @ Video is blocked: Meo Ex
*©  Danhmyc Team Alayna 2 Your AskAlg »©  Categories Instapaper Weekly - SP)
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2. Guwi Email

Ung tuyén vi tri ban hang tai cong ty ABC - @ X

Hay dian Email cta ban vao day|

= M Gmail . Q Tim kiém}rong thu
Bam vao day deé soan thw

saoviet511@gmail.com X :e

3 . s——————— 4 Bec
Soan th / o- ¢
/ oan thu 1 Ung tuyén vi tri ban hang tai céng ty ABC H 9

&4 Chinh {Kinh gri Quy cong ty ABC,

B Hépthudén 392

Téi tén Ia Tran Nguy&n Tam Ban, hién dang tim kiém co’ hdi nghé nghiép trong Iinh vurc ban
1 hang. Sau khi tim hiéu v& céng ty, t8i rét &n tuong véi méi trudng |am viéc tai ABC va mong

Automate Excel + hang !
» mudn duoc dong gop vao sir phat trién ctia cong ty.

%

C6 gan dau sao

T6i da tét nghiép chuyén nganh Marketing tai trrong BH XYZ, véi kinh nghiém lam viéc 5
nam, téi tin ring véi ki nang chuyén mén viing vang va kha nang lam viéc nhom, 16i cé thé
déng gop hiéu qua cho cong ty.

®© Dataman Google Maps

T6i r&t mong nhan duoc co hdi phdng vén va trao ddi chi tiét hon vé kha nang dong gop clia:
minh cho céng ty ABC.

Cam on Quy cdng ty d4 danh thei gian xem xét hé so cua téi.

Tran trong,

O = Email ngudi nhan chinh
® = Email nguoi nhan phu o eton
® = Chu dé Email e _
) . TRAN NgkleN TAM
O = No6i dung Email e
® = Dinh kém t&p tin
®= Lénh gtri o@D :v-cocoazs -

KINH NGHIEM LAM VIEC

Nk Vit K Dossh

Nt

- Thur e coc 8 hosch ki doar: tm kiém
Mndc han, i1 1 i A dich v B

cang Tycp
2022.20m

MUC TIEU NGHE NGHIEP

tamamsEsEEssEsssARsEsssEEsERAsEASRAs AR RRRsRRRRRRREES

=]

4
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1.

Bai 18: Mt S6 Thong Tin Va Luwu Y Khi Ding Email

Mt S6 Thong Tin Trén Email

To (dén): Pién Email ctia nguoi nhan chinh. Ngudi nay truc tiép trao doi truc tiép voi ngudi gui
vé nodi dung cong viéc trong Email.

Cc: Nguoi nay khong c6 nghia vu phai tra 101 Email ndy néu thay khong thyuc sy can thiét.
Nhitng nguoi nay s€ cung xem duogc danh sach nhirng nguo1 nhan dugc ndi dung mail.

Bcee: Ciing gidng nhu Cc, tuy nhién nhitng ngudi nay khong thé nhin thay danh sach cta nhiing
nguoi cung dugc nhan email nay.

Subject (Chi dé): La noi dung chinh cua thu, 1a dong chir dau tién hién thi trong Email dén



2. Mot S6 Lwu Y Khi Giri Email

Email la thu dac biét, thong thuong duoc su dung trong cdc giao dich cong viéc, vi vay chung ta sé
phdi chit ¥ mét s6 diém sau:

* Chi dé phai ngin gon, rd rang

Vi dy dé giri Email nghi hoc cho gido vién, ching ta c6 thé ghi “Pon xin nghi tiét hoc _ Xuén

An 16p Excel t6i”.
* Noi dung thong thwong cé thé chia ra 3 phan nhu sau:
1. Loi chao dau thu, vi du: Kinh giri Thay!, Chao ban...

2. Nbi dung chinh cuia thu, phan nay néu c6 nhiéu y nén trinh bay theo cac doan khac nhau,

cac doan phai c6 khoang cach xa nhau hon khoang cach gitra cac dong.

3. Loicam on, 101 hua...




CHUONG IX: SUDUNG HE SINH THAI GOOGLE CO BAN

o I. MUC PICH NGHIEN CUU
II. NOI DUNG NGHIEN CUU
Bai 19: YouTube — Nén Tang Chia Sé Videos Truc Tuyén
Bai 20: Google Maps — Ban D6 S6 Truc Tuyén

o

o



D I. MUC PICH NGHIEN CUU

> Biét sir dung YouTube dé tim kiém va hoc tap qua video.
> Biét st dung Google Maps dé tim dia diém, chi dudng co ban.
» Khai thac céac dich vu Google phuc vu hoc tap va doi séng.

> Nang cao k¥ niang st dung cong cu tryc tuyén mot cach hiéu qua.



U IL NOI DUNG NGHIEN CUU
Bai 19: YouTube — Nén Tang Chia Sé Videos Truc Tuyén
1. YouTube La Gi?

YouTube 14 trang web xem video trén Internet. Ngudi dung YouTube dé xem video hoc tip, nghe
nhac, xem phim, xem tin tirc, giai tri.

2. Cach M¢ Youtube
* Budc 1: M6 trinh duyét Google Chrome

* Budc 2: GO vao thanh dia chi youtube.com — Enter

* YouTube X ar

23 | youtube.com

® g 4+ B A Mt O [ Tinkoc
= E3YouTube " Tim kiém = Q @ P @ oo
n
Trang i Thir tim kiém dé bat dau

Héay bat ddu xem video dé& gilp chung 16i tao trang dé xudt nhifng video ma ban cé thé yéu thich.

w
-
o

= [



3. Cach Tim Video
* Nhap chudt vao thanh tim kiém — G& noi dung can tim — Enter — Tim chon video phu hop
4. Cach Xem Videos

= Youlube " Hudng Dan Sir Dung May Vi Tinh Co Bén mX Q ) + 100 (D ﬂ»

x {:\:\J FT > j—
L Build smarter. * - o

’ . = A ship faster = =

o3 —_—

Gemini API—simple
integration
Puoc tai tro - aistudio.go

Trong loat video

Video Hudng Dan Sir Dung May  §
Vi Tinh Co Ban - Bai 4 Huéng ...

yng Tam Tin Hoc Sao Viét

Tim hiéu thém v

Phat / Tam
dung

Irot xem - 11 thang trudc

Hudéng Dan Chi Tiét - Hoc Ky :
N&ng St Dung Mdy Vi Tinh Co ...

Trung Tam Tin Hoc Sao Viét - Danh sdch

TUY CHINH &
0 HE THONG
TRONG MAY TIN&

& e
Ta b ewn 25

»
& <2 eo . 7 Cuih

" - = 5 s " > g ” % > , ~ Xem toan bo danh sach
Video Huéng Dan Sir Dung May Vi Tinh Co Ban - Bai 5 Hudng Dan Quan Ly Luu Trir
Trong May Tinh Hu6ng Dan Ty Hoc May Tinh

Tai Nha - Téng Hop Ky Nang S...

Q Trung Tam Tin Hoc Sao Viét N3 G L chiass RPN 1 72 Tin Hoc Sao Vit
13 N ngudi dang ky TONG HOP KY NK%, 40 N lugt xem - 2 ndm trudc
00

DUNG MAY TINH CET

= [



Bai 20: Google Maps — Bian P6 S0 Truwe Tuyén
1. Google Maps La Gi?
Google Maps 13 ban db truc tuyén gitp ban tim dia diém, xem dudng di va xac dinh vi tri ctia minh
2. Cach M¢ Google Maps

* Budc 1: Mo trinh duyét Google Chrome
* Budc 2: GO maps.google.com — Enter hoac chon Cac tng dung cua Google — Maps

/ Gmail Hinh anh @ (‘3

~ & Trang chii - Google Drive J X arF
<« C m (L drive.google.com)
oo (.\—.
- o & o
‘ Drive Q, Tim trong Drive Tai khodn Drive rinh qua...
+ wma Chao mung '
Grylail YouTube Gemini
A Trang chi v Thu muc dé xuat
31
v [& Drive cla tai B STANDEE CAM a E
vCB May tinh trong Bugc chia sé vdi toi Tim kidm Lich




3. Cach Tim Pia Piém
e Budc 1: Nhin vao 6 tim kiém e
* Budc 2: GO tén dia diem — Nhan Enter Guma—— |
4. Cach Xem Dwong Di

* Budc 1: Chon dia diém muodn dén

* Budc 2: Bim Chi dudng

* Budc 3: Chon phuong tién va diém xuat phat

¥

© m 8 % H 4+ X '

Trung Tam Tin Hoc Sao Viét

= ©
anh vi 4,9 435 ol A .
Beqﬂj ; Trung tam giao ;uc ) & ﬁ;‘;n\%ﬂ:: O‘ © 10 IaM.day o Ceng Ty iBee Q) §
g g ic - A } thém Hoc Them.
s 2t d3 3 4D V3 congyien VNP
) O [Chqn diém bat dau hodc nhap vao t Q ] 5 Q) Congprenl o %
fﬁl Gidi thigu : N P
4
Thanh ® [Trung Tam Tin Hoc Sao Viét, 39 510 Kinh } *
pho Ho Cép Ctru'Laptop-
0] < B My n Trann P00, © Cép Cau Di Dong
] D3 xem §3n 0y}
Buang di Luu Gandé Glitdidien  Chiasé | R
; 1 S
thogi | Vi tri ctia ban '
s
@ 39 510 Kinh D. Vuong, An Lac, Binh Tan, Thanh \ Trung Tam Tin Hoc Sao Viét g Kinh Duong Virong
h& H& Chi Minh 700000, Viét N i . ’ i R Cong)TyTnhh
pha Ho LAt et Ram | ® 510 Kinh Duang Vuong, An Lac A, Binh Tan,... 1a Nha Huy Hung 1 @) o - ho ky Thugt Ckt 1
o . e . an ho Moonlight =
@ B3 déng cifa - M& clfa vao 6:30 Thir5  ~ D3 dong cifa - Md clia vao 6:30 Thi 5 / Boulevard ©
J \ ot
[  blogdaytinhoc.com ® 14 Busng sé 17
| Binh Tri B8ng B, Binh Tan, Thanh phd H6 C... S P
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CHUONG X: ON TAP VA KIEM TRA CUOI KHOA

Bai 21: Bai Thi Cudi Khoa
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