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Trirong Cao dang nghé Céng nghiép Ha Noi
BAI MO PAU: KHAI QUAT CHUNG
1. GiGi thiéu vé ban phim may tinh

Trong mdy tinh, mOt ban phim 12 mOt thi€t bi ngoai vi dugc mo hinh mdt phan

theo ban phim may dénh ch(.

V& hinh déng, ban phim la sy sdp dat cdc nit, hay phim. MOt ban phim théng
thudng c6 cic ky tu dugc khac hodc in trén phim; v&i da s6 ban phim, mOi 18n nhan
mOt phim tudng Ung v&i moOt ky hiéu dudc tao ra. Tuy nhién, d€ tao ra mot sO ky tu
can phai nhan va gir vai phim cing ldc hodc lién tuc; cdc phim khac khong tao ra bat
kY ky hi€u ndo, thay vao dé tdc dOng d€n hanh vi cla mdy tinh hodc cUa chinh ban

phim.

1.1. C6ng giao ti€p

Ban phim két ndi v&i bo mach chl qua: PS/2, USB hodc két nGi khong day.

+ Ban phim khong day

Ban phim khong ddy dang dan phO bién v0i nhimg ngudi st dung mubn su tu
do dang tang 1én. Dii sao, ban phim khéng day can pin d€ hoat dbng, va cé th€ sdp dat
mOt van dé an ninh vi nguy c0 cla sU' nghe trom.

1.2. Cach st dung

Trong cdch st dung binh thuOng, ban phim ding d€ ddnh vin ban vao mbt bd
xU 1y chit, trinh soan thdo vin bdn, hay bat ¢ hOp ch{r khic.

1.3. Lénh

MOt ban phim ciing dugc ding d€ viét 1énh vao mdy tinh. MOt vi du di€n hinh
trén PC 13 t6 hop Ctrl+Shift+Esc. V@i phién ban Windows hién thOi tG hgp nay

ma Task Manager d€ cho phép ngudi s& dung qudn ly nhitng qud trinh dang hoat

dOng, tat mdy tinh ... Dudi Linux, MS-DOS va mt vai phién ban cii cla Windows, tG

hop Ctrl+Alt+Del thuc hién khdi dOng 1ai mdy tinh.

2. Gi6i thi€u mOt s6 phan mém danh may thong dung
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2.1. Luy@n cich ddnh may 10 ngén vG@i game Play Typer Shark

Deluxe 1.02 (PopCap Game)

Chiing ta c6 1€ da kha quen v3i cdc game cUa PopCap. Va mOt trong nhitng game
kh4 b0 ich d6 1a Typer shark deluxe.

DPay 12 m6t game vUra mang tinh chdt gidi tri, vlra gitip ching ta luy€n tap go
phim rat hiéu qua.

Cach choi rat don gidn: Ta s& phdi d6i mat vGi dan c4 mép hung d(r. MOi con
cd map mang mOt tU ti€ng Anh khac nhau, ching ta phai tiéu diét chiing bang cich gd
tUr hién trén minh ching. Hay c6 gang g6 that nhanh, n€u cham tré chiing ta s€ bi
chiing tan cong va mat mOt mang.

Sau khi download vé€, gidi nén ta s€ dugc 2 file. Ban chay file
PCDPRemover.exe rOi nhap nit Open, t&i thu muc cai dat game, mdc dinh 1a: C:\
Program Files\ PopCap Games rdi m@ thu muc game tuong Ung, & day 1a Typer Shark

Deluxe rOi nhdp dip vao file turong Ung trong game (Typershark.exe) d€ Crack game.

Chuong trinh c6 3 ché db:

- Typing Tutor: ché d0 hoc, chuong trinh s€ chi cidch dat ban tay 1én ban phim va
1am quen v&i cic phim, g& phim mOt cich khoa hoc nhat, roi sau dé luy€n kY ning g6
phim bang 10 ngén tay v&i céc doan vin ban.

- ABYSS: ché d6 luyén kY ning gd phim thong qua trd choi: ban déng vai 1a
mOt ngudi thg 1an, & mOi viing bi€n, mOi dd sau sé c6 céc loai cd khac nhau, trén minh
chiing c6 c4c ky tU, ban hay gd tén con c4 dén gan ban nhat d€ diét chiing.

- Advanced: ché d6 tro choi nhu ABYSS nhung & mUc dd cao hon.

2.2. Luyén ciach dianh may 10 ngén vOi GS Typing Tutor
2.9.9.0 Full

Né&u ban mudn ting kha niing danh mdy cUa minh tU c0 ban 1én trinh d0 cao

hon thi GS Typing Tutor s€ gitip ban.
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Pung nhu tén goi, chuOng trinh 1a mot “gia su” s€ day ban cdc thao tic v&i mdy

tinh, dac biét 12 ban phim, ban s& dugc hudng dan tir tu thé ngli trudc may tinh, cach
dat tay, cdc 10i khuyén khi 1am viéc trén mdy tinh...

Phan quan trong nhat, di nhién 14 luy€n kY ning gd phim thanh thuc vdi 2 ban
tay, cac bai hoc ciing nhu bai tdp dugc chia theo cap dO tir dé dén khé, phit hop véi
yéu cau.

Sau cling s& c6 nhiing bai ki€m tra k¥ niing, k€t qud clia ban s& dugc xuat ra
thanh béo cdo.

D& bGt nham chan chudng trinh ciing c6 mOt sO minigame cho ban tap g phim

nhu ban phi thuy€n ngoai hanh tinh, bat chut trong vuon. ..

2.3. Luyén ciach danh may 10 ngén vGi Mario

Ban c¢6 mubn 10 ngén tay cla minh Iudt that nhanh, g chinh xdc tUng con ch(r
ma khong can nhin ban phim? Ban c¢6 mudn dat tiéu chudn clla mOt thu ky véi tbc do
danh chit 100 tU/ phit? Hay bi€n udc muOn cUa minh thanh sy that bang chudng trinh
Mario Teaches Typing.

Chuong trinh nay c6 tU rat l1au; tU thdi hé diéu hanh DOS con thinh tri. Tuy
nhién d€n ngay nay né van cé6 mOt su cudn hiit nhat dinh trong ching ta khi ting budc
chap chlng lam ban v&i mdy vi tinh vi Mario vUa choi 1ai vUa hQoc ddnh chir.
Chuong trinh cUa hang Interplay, dugc sdn xudt nim 1992 va hoan toan mién phi c6
dung 1ugng 985Kb tuong thich v&i cic hé di€u hanh t& DOS dén Windows XP.
Gidi nén tép tin; cat va dan thu muc Mario Teaches Typing vao vi tri ban thuGng d€
nh{ing chuong trinh chay tu dOng khong can cai dat.

Kh&i dOng chuong trinh truc ti€p bang t&p tin Mario.exe hodc tao shortcut clla
chuong trinh trén man hinh Desktop. Vao giao di€n chinh G phia trén 13 thudc 1énh gbm
ba phan sau:

@ Trinh don File:

Demo: Trinh di€én cho chiing ta tlng doan phim cich gb phim theo cic cap do
choi tU mOt dén bon.

Keyboard: Hién thi cic mau cUa ban phim tuong Ung vOi mau sdc cla tlng

ngon tay phai go.
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Music: B&t/Tat nhac nén chuong trinh.

Sound F/X: Thiét 1ap nhac nén cla tUng cap dd tro choi.

Quit: Thodt khdi chuong trinh.

¢ Trinh don Student:

New: Nhap tén ngudi chdi va chQn nhén vat.

Load: Chon nhan vat ta d tao.

Edit: SUa lai profile ngu'di choi.

Lesson times: Thiét 1&p thoi gian cho tUng phan choi bang céch click chudt vao
sO phiit qui dinh.

Certificates: Néu ban hoan tat chuong trinh nay s dugc thdy gido Mario cap
chltng nhdn va in ra gidy; that 1a tuyét phdi khong?! Tuy nhién chdc chan 1 diéu la khi
di tim vi€c, khong ai chap nhan bang cap tdc ky nay!

@ Lessons:

Home row only: Chi tap dong cO ban ngang vGi hai phim dugc ddnh dau trén
ban phim.

Add top row: Tap go phim v&i cdc phim trén hai phim dugc danh dau.

Add bottom row: Tap danh mdy v&i cac phim phia dudi.

Add numbers: Tap go phim kém thém ky tu phim s0.

Add symbols: Tap gé phim kém thém ky tu 12 bi€u tugng.

All keyboard: Tap danh mdy véi céc ky tu trén ban phim.

Vi xu hudng hoc ma choi, choi ma hoc, Mario Teaches Typing s mang dén

cho ban nh{ng gi0 phiit day b0 ich.
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BAI 1: LAM QUEN VOI BAN PHIM MAY TINH
1. Tim hi€u phén vung ban phim cGia may tinh d€ ban
Ban phim (Keyboard) 1a thiét bi giao ti€p cO ban gilta ngu0i dung v&i mdy vi
tinh va 12 thi€t bi khong th€ thi€u, n€u thi€u né mdy vi tinh s& bio 10i va khong khdi
dOng.
Chtic niing clla mOt sd phim co ban trén ban phim.

1.1. C4c phim chir cai va sO

- Phim ch(r cdi (ky tu): Dung d€ nhap cic ky tu dudc ky hiéu trén phim.

- Phim ddu: Dung d€ nhap cic ddu dudgc ky hiéu trén phim, cic phim c6 2 ky tu
dugc dung kém v6i phim Shift.

- Phim sO: Dung d€ nhap céc ky tu sO, cac phim c6 2 ky tu dugc dung kem véi
phim Shift.

1.2. Cac phim chic niing

TU phim F1 dén F12 dugc dung d€ thuc hién mOt cong vi€c cu thé va dugc
qui dinh tly theo tUng chuong trinh.

- F1: M& phan trg gitip chung (Help and Support).

- F2: B6i tén cho cic Tap tin hodc thU muc dang dugc chon.

- F3: M& hOp thoai tim tap tin trong thu muc hién hanh.

- F4: M& rOng/ thu nhO thanh dia chi (Address Bar) cUa c4c chuong trinh.

- F5: Cap nhat 1ai n0i dung (su thay d6i) trong cdc clfa sO chudng trinh va trén
man hinh Desktop.

- F10: Truy cap Menu File trén thanh Menu cUa chuong trinh.

- F11: An/ Hién Menu File trén thanh Menu cUa chudng trinh.

1.3. Cac phim di€u khi€n
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- Esc (Escape): HUy bd (cancel) mOt hoat dOng dang thuc hién, tho4t ra khoi

mOt Ung dung nao d6 dang hoat dOng.

- Tab: Di chuy&n d&u nhdy, day ch(f sang phdi mOt khodng rOng, chuyén sang
mOt cOt hoac Tab khic.

- Caps Lock : Bat/ tat ché d6 go ch(r IN HOA (dén Caps lock s€ bat hodc tat
tuong Ung theo ché do).

- Enter: Phim diing d€ ra 1énh thuc hién m6t 1énh hodc chay mOt chuong trinh
dang duQc chon.

- Space Bar: Phim tao khodng céch gilta cdc ky tu, trong mOt sO trudng hop
phim niy con dugc diing d€ dénh ddu vao cic 6 chon. Luu y mOi khodng cich ciing
dugc xem 1a mOt ky tu, goi 1a ky tu tréng hay trOng.

- Backspace: Lui ddu nhdy vé phia trdi mOt ky tU va x6a ky tU tai vi trf d6 n€u

- Céc phim Shift, Alt (Alternate), Ctrl (Control) 14 phim t0 hgp chi c6 tic dung
khi nhan kém vGi cdc phim khac, mOi chuong trinh sé c¢6 qui dinh riéng cho cic phim
nay.

- DOi vGi phim Shift khi nhdn va gilt phim nay sau d6 nhan thém phim ky tu dé
26 ch(t IN HOA ma khong can bat Caps lock, hodc diing d€ gb cic ky tu bén trén dbi
vGi phim c6 2 ky tu.

- Phim Windows: M3 menu Start cla Windows va dugc diing kém v&i céc phim
khéc d€ thuc hién mOt chlic ning nio dé.

- Phim Menu: C6 tic dung gidng nhu nit phdi chubt.

1.4. Vung ban phim phu

a. Man hinh hién thi

- Print Screen (Sys Rq): Chup anh man hinh dang hié€n thi va Iuu vao bd nhd
dém Clipboard, sau d6, c6 th€ dan (Paste) hinh dnh nay vao bat c(t Ung dung nio ho trg
hinh &nh, hay c4c trinh x( 1§ d hoa (Paint, Photoshop,...). O cdc chuong trinh xUr 1y dd

hQa, chon New trong trinh don File va dung 1&nh Paste trong trinh don Edit (hay dung
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t0 hop phim Ctrl+V) d€ dan hinh dnh vlra chup vao 6 trang d€ x(f Iy né nhu' mOt dnh

thong thuOng.

- Scroll Lock: Bat/ tat chic ning cudn vin ban hay ngung hoat ddng clia mot
chuong trinh. Tuy nhién, nhi€u Ung dung hién nay khong con tuan 1énh phim nay n(ra.
Deén Scroll Lock hién thj trang thai bat/tat cUa niit.

- Pause (Break) : C6 chUc ning tam dUng mOt hoat dOng dang thuc hi€n, mot
Ung dung nao dé dang hoat dOng.

b. Cdc phim diéu khién trang hién thi

- Insert (Ins) : Bat/ tat ch& d6 viét de (Overwrite) trong céc trinh x(r 1y vin ban.

- Delete (Del) : X6a d6i tugng dang dudc chon, x6a ky tu nam bén phai ddu
nhdy trong cdc chuong trinh xU' 1y viin ban.

- Home: Di chuy&n ddu nhdy vé dau dong trong cic chudng trinh xU Iy vin ban.

- End: Di chuy€n ddu nhdy vé cudi dong trong cdc chuong trinh xU Iy viin ban.

- Page Up (Pg Up): Di chuyén man hinh 1én mOt trang trudc néu cé nhi€u trang
trong cUta s6 chuong trinh.

- Page Down (Pg Dn): Di chuyén man hinh xubng mot trang sau néu c6 nhi€u
trang trong c(fa s6 chudng trinh.

c. Cdc phim miii tén

- ChUrc niing chinh diing d€ di chuyé&n (theo hudng miii tén) ddu nhdy trong céc
chuong trinh x( Iy viin ban, di€u khién di chuyén trong céc trd choi.
d. Cum phim s6
- Num Lock: Bat hay tat cdc phim s6, den Num Lock s& bat hodc tat theo trang
thai cQa phim nay. Khi tat thi cic phim s€ c6 tac dung dugc ky hi€u bén dudi.
- Céc phim sO va phép tinh thong dung c6 chlc ning giOng nhU mdy tinh cdm
tay. LUu ¥ ddu chia 1a phim /, d&u nhan 1a phim * va ddu bang (két qua) 1a phim Enter.

e. Cdc den bdo

Dé cuong Ky thuat str dung ban phim - 10 -



Trirong Cao dang nghé Céng nghiép Ha Noi
- Céc den bdo tuong Ung véi trang thdi bat/ tat cla cdc nit Num Lock, Caps

Lock, Scroll Lock.

Cdc chUrc ndng khdc

P6i vOi ban phim cé cdc phim hd trg Media va Internet, cdc phim nay duoc st
dung nhU cdc 1énh trong cdc chUong trinh Media (xem phim, nghe nhac,...) va Internet
(duyét Web, Email,...).

Néu ban phim cé thém cdc cOng USB, Audio (dm thanh) thi ddy cdm cUa cdc
cOng nay phdi dugc cam vao cdc cOng tuong Ung trén mdy vi tinh.

Ngoai ra mdt s6 ban phim cé cdc phim ddc biét can phdi dugc cai dat
chuong trinh diéu khién (Driver) trong dia CD kém theo d€ hoat ddng.

2. Hudng dan tu thé go cua tUng ngoén tay

QWERTY Ila tén ban phim chudn Anh - MY, 13 dang ban phim phG bién & Viét
Nam hién nay. Tén QWERTY bat dau tr 6 ky tu dau tién cUa day phim chr.

- V&i ban phim Qwerty, c¢6 th€ dinh vi cdc phim rat dé dang ngay cd trong béng
tOi vi trén phim F va phim J ludn c6 mOt g& nho.

- D&u chdm nam trén phim s 5 bén cum phim s6 gitip dinh vi ngén gilta tai vi
tri sO 5 khi thao tdc.

2.1.Tu thé g6

Tha 18ng tay trong trang thai tu nhién & tu thé p.

Dat nhe 2 ban tay 1én ban phim sao cho ngén trd tay trdi dat vao phim F, ngén
trd tay phdi dat vao phim J.

Céc phim A S D FJ K L; dugc goi 1a cdc nhém phim chU trén ban phim, né
tuong Ung v3i 4 ngén tay ut, 4p tt, gira, trd trai va trd, gilra, 4p tt, ut phdi. Dat 8 ngén
tay 1én nhém phim nay va ban c6 th€ dé dang nhén thdy rang ban chi viéc dua ngén
tay 1én xulng d€ di chuyén dén cic nhém phim khéc trong danh sich rat dé dang.
Riéng ngén trd va ngén 1t s€ c6 nhi€m vu dua sang hai bén d€ go nhitng phim & gan
n6. Néu phai ding céc t6 hgp phim c¢é ch(ra Shift, Ctrl trong qud trinh thao tic nén bam
2 phim bang 2 tay khac nhau.

Vidu:
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Shift - O thi ban nén bam Shift bang ngén it trai va O bang ngén 4p tt phai. Khi

dd quen dan vGi cdch nhém phim ban nén r&i dan mat khoi ban phim. N&€u ban rdi han
dugc mat khéi ban phim thi c¢6 lic d6 ban di hoan thanh bai tap. P& go ti€ng viét
dugc nhanh nhat ban nén s dung ki€u gé TELEX thay vi ki€u VNI vi khi g6 TELEX
khodng cich dua tay 12 ngan nhat.

2.2. Tay phai

-Ngéntrd: Y, U, H,J,N, M, 6.

- Ngoén gilra: I, K, 8.

- Ngbén cam: O, L, 9.

- Ngén tt: P, 0, chdm phdy, Phim Ctrl phdi, Shift phai.
- Ngén cdi: Space bar (phim céch trOng).

2.3. Tay trai

- Ngoén ut: Q, A, Z, 1, Phim Ctrl trai, Shift tréi.
- Ngén cam (hodc danh): W, S, X, 2.

- Ngén gilra: E, D, C, 3.

-Ngéntré: R, T, F, G, V, B, 4, 5.

- Ngén cdi: Space bar (phim céch trOng)
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BAI 2: LUYEN KY NANG PANH MAY NHANH BANG PHAN
MEM TYPING MASTER

1. GiGi thiéu cach cai dat phan mém

1.1. GiGi thiéu phan mém

Ngay nay khi ma mdy tinh di tr@ nén phG bi€n thi k¥ ning g vin ban nhanh,
chinh x4c 14 yéu cau rat can thi€t cho tat cd moi ngudi. C6 1 c4ch rat hay d€ luyén
tap kY ning gd ban phim nhanh bang ca 10 ngén d6 1a phdn mém Typing Master Pro.

TypingMaster c6 nhiing bai tap go rat hltu hi€u, ngoai ra con c6 cic game ...
nhung tat cd déu la nhitng bai tap luyén d€ ban cé thé€ loai trlr 10i ky tu, gidm do
mét mOi cla ngén tay, c0, canh tay...

Giao dién TypingMaster Pro
Pay 1a phién ban diing kha 6n dinh, c6 day dU cic bai tap, game,...

1.2. Cai dat phan mém

1.2.1. Cai dat TypingMaster Pro 7.0.1.763.

Sau khi download phdn mém v€ mdy tinh, gidi nén ta s& dugc 2 file:
TypingMaster Pro 7.0.1.763.exe va file huGng dan Crack TypingMaster Pro 7.0.1.763.txt.

- Ngat két n6i mang.

- Cai dat chuong trinh: Chay file TypingMaster Pro 7.0.1.763.exe.

1.2.2. Hubng dan crack Typing Master Pro 7.0.1.763

- M@ Typing Master Pro 1én.

- Ban nhap license:

- License ID :icycool and everybody

- Product Key: S46PE-37AA-49Y-24MTNABJ

- Sau d6 c6 th€ k€t n6i mang lai nhu trude

2. Cach khéi dOng va thoat khéi phan mém
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2.1 Cach khoi dOng
Sau khi cai dat chuong trinh thuOng nam trong 6 C. D€ khdi dOng ta chon bi€u
tuong trén Desktop hodc vao nit Start/ Program/ TypingMaster/ TypingMaster Pro. Man

hinh cUa chuOng trinh xu4t hién nhu sau:

Néu Ia 1an dau tién ching ta luyén tap gd thi chon “I am a new user” sau d6
nhap t&n vao. N€u chiing ta di vao chuong trinh truGc d6 c6 User name r0i thi gd tén
vao “Enter Your name” hodc chon tén dudc hién thi & dudi. Sau d6 kich vao niit

“Enter” d€ ti€p tuc.

* Muc Course
Muc nay cho phép chiing ta thuc hién cac bai luy€n go 10 ngén.
P& bat dau thuc hién cdc bai g6 10 ngén, trén man hinh hi€n thj kich chon Start

Course. C6 tat cd 12 bai tap luy€n gd (Lessons 1 dén 12).

C6 thé€ kich 1ua chon tén bai d€ luyén tap hodc ciing c6 th€ Iua chon Continue

Lesson 1, xudt hién hOp thoai 1ua chon cic phan luyén tap trong tUng bai:

Tai day s€ hién thi tén cdc bai hoc tdp g6 10 ngén tir bai 1.1 dén bai 12.7. Chiing
ta chon 1an 1ugt tU bai 1.1 d€ thuc hién, n€u da thanh thao thi chon bai ti€p theo.
Ngoai ra c6 th€ nhan vao Next Lesson ... hodc Previous Lesson ... d& chon ti€p hodc
quay lai bai trudc.

Vi bai tap 1.1 chi hudng dan chiing ta cach dat 8 ngén tay tuong Ung vGi tUng
phim: 4 ngén tay trdi twOng Ung vGi phim ky tU A, S, D, F; 4 ngén tay phdi tuong Ung
v&i phim J, K, L, ; trén ban phim. Bai hudng dan kéo dai khodng 3 phuit.

V@i bai tap 1.2. gitip ta luyén tap v&i tUng ngén.

Kich nit Next/ Next ... d€ ti€p tuc vi€c luyén tap.
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2.2. Thoat kh@i phan mém
Sau khi hoan thanh cdc bai luyén tap. D€ két thiic chuong trinh chiing ta thoat

khoi phdn mém bang cdch kich niit & géc trén bén phai clra s6 chuong trinh.

3. Huéng dan cach st dung phan mém d€ luyén kY ning
danh may nhanh

3.1. Huéng dan cach lam bai ki€m tra

Sau khi g6 10 ngén tudng doi thanh thao cdc bai hoc trong phan mém ching ta
c6 th€ kiém tra trinh d6 gé cUa minh bang cach thuc hién cic bai kiém tra.
P4y 1a mOt tinh ning hay gitp cho ban c6 th€ ki€m tra, theo ddi kY ning gé mdy

tinh cUa riéng minh khi s& dung chung mdy tinh v&i cdc dOng nghiép.
Trén man hinh ching ta chon Typing Test

Chuong trinh cho phép ban chon cic doan vin ban ¢ san dé kiém tra.

Ban ciing c6 th€ thém, bdt cic doan vin ma minh thich, nhung bi giGi han chi
cho phép thém c4c doan viin ban tU dang text (*.txt).

Muc Add cho phép ching ta thém céc file vin ban vao trong Typing 1am bai
ki€m tra.

Muc Delete cho phép xo4 cic file khong can thi€t nita.

Muc Test text chon bai can gé.

Ban ciing c6 thé chon chon thdi gian ki€m tra sao cho phit hgp v&i minh & muc
Duration nhu: khong gidi han thOi gian hay 2 phit, 5 phit, 10 phit, 20 phut, 30 phit.
Thoi gian mac dinh 1a 10 phiit.

CuOi ciing kich vao Start test d€ thuc hi€n bai ki€m tra.

P& xem k€t qud chiing ta thuc hién hét bao nhiéu thoi gian, dat bao nhiéu phan

tram thi kich Next. Khong muOn thuc hién bai ki€m tra da chon thi kich Cancel.
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Khi hoan thanh bai ki€m tra trong thdi gian ban di dinh, chuong trinh s& hién thi

k€t qud ma ban dat dugc.

Muc Duration: Thoi gian ki€m tra.

Muc Gross Speed: TOc d0 g6 chung bao gdm ca 10i g6 sai.

Muc Accuracy: DO chinh xac.

Muc Net Speed: T6c d0 g thuc khong bao gbm 16i g sai.

Muc Error hits: SO tU 10i.

Muc Gross strokes: SO ky tu g& dugc bao gbm cd ky tu sai.

Muc Net strokes: SO ky tu ding gd dudc.

Néu nhu két qud 1an dau clia ban khong cao thi ciing dUng buln, ki ning go
phim 12 ki niing doi hdi ban phai rén luyén déu dan.

3.2. Luyén ky ning danh may nhanh théng qua cac tro choi

trong muc Games.

Trén man hinh ching ta chon muc Games.
Muc nay cho phép chiing ta thuc hién bai luyén gd 10 ngén thong qua cic tro
choi. Trong bang dudi day ching ta c6 thé chon céc bai luyén tap Ung v4i céc tro choi

va kich vao nut Start.

Vi du chon muc ABC Speed Race: “a-z”

Ch(r nao chuy€n mau xanh dam thi chiing ta g6 n€u go diing chit d6 s€ bi€n mat
khoi vong tron.

Hodc chiing ta c6 th€ chon kiu chdi khac nhu: & muc WordTris v&i tén céc loai

vat (Animals), cdc loai 6 t (Cars),... cudi ciing kich nit Start d€ chdi.
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BAI 3: SU DUNG BO GO TIENG VIET
1. Tim hi€u cic bang mi tiéng Viét
1.1. B& ma 8 bit

ASCII (American Standard Code for Information Interchange - Chudn mi trao

d0i thong tin Hoa Ki), thuGng dudc phat am 1a dt-x0-ki, 12 b0 ki tu va b0 ma ki tu dua

trén bang ch(r cdi La Tinh dudgc ding trong ti€ng Anh hién dai va cdc ngdén nglr Tay Au
khéc.

N6 thuong dugc dung d€ hi€n thi vin ban trong mdy tinh va cdc thi€t bi thong
tin khac. N6 ciing dugc diing b3i cic thi€t bi di€u khi€n lam viéc vGi vin ban.

Ciing nhU cdc ma may tinh bi€u dién ki tu khac, ASCII quy dinh m&i tuOng quan
gilta ki€u bit s6 v&i ki hiéu/ bi€u tugng trong ngdn nglr viét, vi vay cho phép céc thiét
bi s0 lién lac v&i nhau va xU 1f, 1uu tr(r, trao d6i thong tin hudng ki tu.

Bang mi ki tu ASCII hodc cdc m& rOng tuong thich, dudc dung trong hau hét
cdc mdy tinh thong thuOng, dac bi€t lamdy tinh c4 nhin va mdy tram lam viéc.

Tén MIME thuOng dung cho bang ma nay 1a "US-ASCII".

ASCII chinh x4c 12 ma 7-bit, tlrc 12 né dung ki€u bit bi€u dién v&i 7 s6 nhj phan
(thap phan tUr 0 d€n 127) d€ bi€u dién thong tin v& ki tu.

Vao lic ASCII dugc gidi thiéu, nhi€u mdy tinh dung nhém 8-bit (byte hodc,
chuyén bi€t hon, b0 tdm) lam don vi thdng tin nhd nhat, bit th( tim thudng duoc dung
bit chan - 1é (parity) d€ ki€m tra 10i trén cdc duOng thong tin hodc ki€m tra chlic ning
ddc hi€u theo thié€t bi. Cdc mdy khong ding chan - 1€ thuOng thié€t 1ap bit th(t tdm 1a
zero, nhung mOt sO thi€t bi nhu mdy PRIME chay PRIMOS thié€t 1ap bit th( tdm la

A

mOt.

ASCII dugc cong bO 1am tiéu chudn 1an dau vao nim 1963 bGi Hiép hoi ticu
chudn Hoa Ki (American Standards Association, ASA), sau nay d6i thanh ANSI. Cé
nhi€u bi€n th€ cla ASCII, hién tai ph6 bi€n nhat 12 ANSI X3.4-1986, ciing dugc tidu
chudn hoi bdi Hiép hbi nha sdn xudt mdy tinh chiu Au (European Computer
Manufacturers Association) ECMA-6, ISO/IEC 646:1991 Phién ban tham khdo quOc t€,
ITU-T Khuyén cdo T.50 (09/92), va REC 20 (Request for Comments).
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N6 dugc ding trong Unicode, mOt thay th€ c6 th€é xdy ra cla né, nhu 1a 128 ki

tU 'thdp nhat'. ASCII dugc xem la tiéu chudn phan mém thanh cong nhat tlng dugc
cong b tU trude tdi nay.

Trong bang ma ASCII chudn cé 128 ki tu. Trong bang ma ASCII m3 rOng cé
255 ki tU bao gbm cd 128 ki tu trong md ASCII chudn. Céc ki tU sau 12 cdc phép todn,
cic ch{f c6 ddu va cdc ki tu d€ trang tri.

1.2. BO ma Unicode 16 bit

Unicode (hay gOi 12 ma théng nhat; ma don nhat) 13 b0 mi chudn qulc té
dudgc thiét k€ d€ dung 1am b0 ma duy nhat cho tat ca cdc ngdn ngl khdc nhau trén thé
gii, k€ cd cic ngdn nglr sU dung ky tu tuong hinh phlc tap nhu ti€ng Trung

QuOc, tiéng Thdi,.v.v.

V@i nhig di€m uu di€m d6, Unicode da va dang tUng budc thay thé cic bd
mi truyén thOng, k€ cd b0 ma tiéu chudn ISO 8859 va hién dang dugc hd tro trén rat
nhi€u phan mém ciing nhu céc trinh Ung dung, chang han Windows.
Céc Font cht Unicode
Font Unicode c¢6 thé dugc tai vé tlr nhi€u trang web, hdu hét 1a mién phi. Du da
c6 hang ngan Font ch{f trén thi truGng, nhung hau hét chi hd trg ¢ mOt mUc d6 nhat
dinh mét sO ky hiéu ngoai ASCII cUa Unicode. Thay vi d6, céc phong ch(t Unicode
thuOng tap trung ho trg cdc ky tu ASCII va nhimg chr viét cu th€ hodc tap cic ky tu
hay ky hi€u. C6 vai Iy do cUa di€u nay: cdc Ung dung va tai liéu rat it khi can hién thi
ky tu tU nhi€u hon hai hé thOng chit viét; Font ch(t thuOng 13 nhiing tap khong day
du, hé diéu hanh va cic Ung dung ngay cang x( Iy tOt hon cdc ky tu' tU nhi€u bd Font
khéc nhau... Thém vao nita, viéc thi€t k& mOt hé thOng chi ti€t hang nghin ky tu 1a
cong viéc doi hdi nhi€u thdi gian va cong sUc trong khi hdu nhu khong thu 10i gi tUr
viéc nay...
Lich st cac phién ban Unicode
. 1991 Unicode 1.0
. 1993 Unicode 1.1
. 1996 Unicode 2.0
. 1998 Unicode 2.1

bé cuong Ky thuat str dung ban phim -19 -


http://vi.wikipedia.org/wiki/1998
http://vi.wikipedia.org/wiki/1996
http://vi.wikipedia.org/wiki/1993
http://vi.wikipedia.org/wiki/1991
http://vi.wikipedia.org/wiki/Web
http://vi.wikipedia.org/wiki/Windows
http://vi.wikipedia.org/w/index.php?title=ISO_8859&action=edit&redlink=1
http://vi.wikipedia.org/w/index.php?title=B%E1%BB%99_m%C3%A3&action=edit&redlink=1
http://vi.wikipedia.org/w/index.php?title=B%E1%BB%99_m%C3%A3&action=edit&redlink=1
http://vi.wikipedia.org/wiki/Ti%E1%BA%BFng_Th%C3%A1i
http://vi.wikipedia.org/wiki/Ti%E1%BA%BFng_Trung_Qu%E1%BB%91c
http://vi.wikipedia.org/wiki/Ti%E1%BA%BFng_Trung_Qu%E1%BB%91c
http://vi.wikipedia.org/wiki/Ng%C3%B4n_ng%E1%BB%AF
http://vi.wikipedia.org/wiki/Unicode

Trirong Cao dang nghé Céng nghiép Ha Noi
. 2000 Unicode 3.0

. 2001 Unicode 3.1
. 2002 Unicode 3.2
. 2003 Unicode 4.0

2. Thao tac v6i cac phuong phap go ti€ng Viét khac nhau
2.1. Bdng ma chudn Unicode

Nhu chiing ta di bi€t Unicode 12 mOt cich d€ danh s duy nhat cho tat ca céc ky
tU dugc dung bdi con ngudi trong ngdén nglr vi€t. Nhung nhig con s6 d6 dugc ghi
trong c4c hé thOng x(r 1y vin ban 1ai 1a nhitng van dé€ khic, nhiing van dé d6 1a hau
qud cUa vi€c phan 16n cdc phan mém G phuong Tay chi biét t&i cdc hé thdng mai héa
8-bit, va viéc dua Unicode vao cic phan mém chi mdi dién ra trong nhiing nim gan
day.

Ciac chuong trinh 8-bit cii chi nhan biét cdc ky tu' 8 bit, va khong thé€ diing nhi€u
hon 256 di€m ma néu khong c¢é nhing céch gidi quyét dac biét. Do d6 ngudi ta phai
dé ra nhi€u c0 ché d€ dung Unicode; tity thuOc vao khd ning luu tr(f, sU tuong thich

vGi chuong trinh nguldn va su tuong tic v&i cic hé thGng khic ma mbi ngudi chon

mOt cO ché.

UTF-32

C4ch don gidn nhat d€ 1uu tr(r tat cd cdc 2%+2' Unicode code points 12 st dung
32 bit cho mOi ky tu, nghia 1a 4 byte — do d6 cdch mi héa nay dugc Unicode gOi
la UTFE-32 va ISO/ IEC 10646 goi 1a UCS-4. Van dé chinh cUa cich nay la n6 hao chd
hon 4 1an so vGi tru@c kia, do d6 né it dugc ding trong cic vat nhd ngoii (nhu dia,
bing). Tuy nhién, né rat don gidn, nén moOt s6 chuong trinh s& s dung ma héa 32 bit
bén trong khi xUr 1y Unicode.

UTF-16

UTF-16 12 mOt cdch ma héa dung Unicode 20 bit. Cac ky tU trong BMP dugc
dién ta bang cich dung gid tri 16-bit cla code point trong Unicode CCS.

Theo céch d6 UTF-16 c6 thé bi€u dién dugc nhitng ky hi€u Unicode c6 20 bit.

UTF-8
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UTF-8 1a mOt cidch mi héa d€ c6 tic dung giOng nhu UCS-4 (ciing 1a UTF-16),

ch( khong phai c6 code point nao khac. UTF-8 dugc thi€t k& d€ tuong thich v3i chudn
ASCII. UTF-8 c6 th€ st dung tU mOt (cho nhing ky tu trong ASCII) cho dén 6 byte d€
bi€u dién mot ky tu.

Chinh vi tuong thich v3i ASCII, UTF-8 cuc kY ¢6 10i thé khi dugc st dung dé
b0 sung ho trg Unicode cho cic phdn mém cé san. Thém vao d6, cic nha phét trién

phén mém van c6 thé s dung cdc ham thu vién c6 san cla ngoén nglt 1ap trinh C d€

so sdnh va x€p th( tu. (Nguoc 1ai, d€ ho trg cdc cich ma héa 16 bit hay 32 bit nhu' G
trén, mOt s& 16n phan mém budc phai viét 1ai do d6 tOn rat nhi€u cong slc. MOt diém
manh n(fa cUa UTF-8 12 v&i cdc vin ban chi c6 mOt sO it cic ky tU ngoai ASCII, hay

tham chi cho cdc ngdn ng(r dung bang ch(f cdi Latinh nhu ti€ng Viét, ti€ng Phdp, ti€ng

Tay Ban Nha, v.v.; cdch ma héa ki€u nay cuc kY ti€t kiém khong gian 1uu tr(r.

UTEF-8 dudc thiét k€ ddm bdo khong c6 chubi byte cUa ky tu nao 1ai ndam trong
mOt chudi cla ky tu khic dai hon. Di€u nay khi€n cho viéc tim ki€m ky tu theo byte
trong mOt vin ban 1a rat dé dang. MOt sO dang ma héa khéc (nhu Shift-JIS) khdng cé
tinh chat nay khi€n cho viéc xU 1y chudi ky tu trd nén phlc tap hon nhi€u. Mac du dé
thuc hién di€u nay doi hoi phdi c6 dd du (viin ban s€ dai thém) nhung nhitng Uu di€m
ma né mang 1ai van nhi€u hon. Viéc nén dit liéu khong phdi 1a muc dich hudng t6i
cUa Unicode va vi€c nay can dugc ti€n hanh mOt cich dOc 1ap.

Cic quy dinh chinh xdc cla UTF-8 nhu sau (cdc sO bat dau bang Ox 1a cdc s

bi€u dién trong hé thap luc phén)

Céc ky tu c6 gid tri nhé hon 0x80, st dung 1 byte c6 cuing gi tri.

Céc ky tu c6 gid tri nhd hon 0x800, s& dung 2 byte: byte thU nhat c6 gid tri 0xCO
cOng v6Gi 5 bit tU th& 7 t6i 11 (7th-11th least significant bits); byte th( hai c6 gia tri 0x80
cOng vGi cac bit tur th(r 1 t6i th 6 (Ist-6th least significant bits).

Ciéc ky tu c6 gid tri nhd hon 0x10000, st dung 3 byte: byte th(r nhat cé gid tri
0xEO c¢Ong v&i 4 bit tU th(r 13 tGi 16; byte th( hai ¢6 gia tri 0x80 cOng v3i 6 bit tU th 7
t&i 12; byte th( ba c6 gia tri 0x80 cOng v&i 6 bit tU th( 1 t6i th(r 6.

Céc ky tu ¢6 gid tri nhd hon 0x200000, s& dung 4 byte: byte th(f nhat ¢ gia tri
0xFO0 c¢Ong vGi 3 bit tU th 19 tGi 21; byte th( hai c6 gid tri 0x80 cOng v¥i 6 bit tU th(r
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13 t6i 18; byte th( ba c6 gia tri 0x80 cOng vGi 6 bit tU th(r 7 tGi th(r 12; byte th(F tu' ¢6

gid tri 0x80 cOng v&i 6 bit tU th(r 1 tGi th 6.

Hién nay, cdc gia tri khic ngoai cdc gia tri trén déu chua dugc sU dung. Tuy
nhién, céc chudi ky tu dai tdi 6 byte ¢6 th€ dugc dung trong tuong lai.

Chu0i 5 byte s€ 1uu trit dugc ma ky tu chlra d€n 26 bit: byte th(r nhat c6 gid tri
0xF8 cOng vGi 2 bit th(r 25 va 26, cic byte ti€p theo luu gid tri 0x80 cOng vdi 6 bit c6 ¥
nghia ti€p theo.

Chu0i 6 byte s€ luu tr(f duge ma ky tu ch(fa dén 31 bit: byte th( nhat c6 gid tri
0xFC cOng vGi bit th(r 31, cic byte ti€p theo 1uu gia tri 0x80 cOng vdi 6 bit cé y nghia
ti€p theo.

UTF-7

Chudn héa dugc it ding nhat c6 1& 1a UTF-7. Chudn MIME yéu cau moi thu'
dién t& phdi dugc gli dudi dang ASCII cho nén céc thu di€n tUf nao sU dung mi héa
Unicode dugc coi 1a khong hgp 1&. Tuy nhién han ché nay thuOng bi hau hét moi
ngUdi bd qua. UTF-8 cho phép thu di€n t s dung Unicode va dOng thOi ciing phil
hgp vGi tiéu chudn. Cac ky hi€u ASCII s€ dugc gilt nguyén, tuy nhién cdc ky tu khac

ngoai 128 ky hi€u ASCII chudn s€& dugc mi héa bang mot escape sequence hay mot

d&u '+ theo sau mot ky tu Unicode dugc ma héa bang Base64, va két thiic bang mot
dau -'. Ky tu '+ nGi ti€éng s€& dugc ma héa thanh '+-'.

Unicode trén mang toan cau

Hau hét céc trang web ti€ng Viét s& dung cdch ma héa UTF-8 d€ dam bdo tinh
tuong thich, tuy nhién mOt sO trang web van con gilf cdch ma héa theo chudn ISO-

8859-1 cii. Céc trinh duyét hién dai ngay nay nhu Mozilla Firefox c6 chlUc ning tU

dOng chon cach mi hod (encoding) thich hop n€u nhu mdy tinh di dugc cai dat mot
font thich hQp.

Mac dit céc quy tac ci phap c6 th€ anh hudng téi th(r tu xudt hién cla céc ky
tU nhung cdc vin bdn HTML 4.0 vi XML 1.0 d€u c6 th€ bao trim hau hét cic ky tu
trong Unicode, chi trlr mOt sO 1ugng nho ky tu di€u khi€n va diy chua dugc gan D800-
DFFF va FFFE-FFFF.
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2.2. Cac hé thong bang mai trong Unikey, Vietkey

2.2.1. Hé théng bang md trong UniKey

- Unicode: unicode dung san.

- Composed Unicode: unicode tG hop.

- ABC, VNI, VISCII, VPS, VIETWARE, BKHCM: Day la céac béng mai cii, dan
dan sé khong con dugc dung nita.

- TCVN3 (ABC).

- MS CP 1258: bdng ma ti€ng Viét do Microsoft quy dinh. Néu diing badng ma
nay trong cdc chuong trinh ho trg unicode clla Microsoft nhu Office, Outlook Express...
thi n6 cho cing mOt két qua nhU unicode t& hop.

- VIQR: Thuc chat day khong phai 1a bAng ma ma chi 1a dang th€ hién tiéng
Viét dudi dang "thd so" théng qua cic ky tu chudn. Dang nay van con dugc ding
nhiéu trong trao dGi email.

- UTF-8 Literal, NCR Decimal, NCR Hexadecimal: Pay thuc chat 1a cic dang
th€ hién khic nhau cUa Unicode dung san. Néu ban 1a ngudi dung binh thuOng va
chua nghe dén ching thi nhi€u kha ning ban sé& khong bao giG can dén ching. Céc
dang nay chU y€u nham phuc vu nhiing ngudi soan Web chuyén nghiép khi chuong
trinh soan Web khong cho phép soan unicode truc ti€p. Hién nay nhi€u ngudi dung
NCR Decimal trong chuong trinh Yahoo Chat d€ trao dGi ti€ng Viét c6 dau.

- X UTF-8: dang dac biét d€ soan unicode trong cdc chuong trinh vOn xudt x(
tU moi truOng Unix, Linux nhu Emacs, gVim.

2.2.2. Cdc bang ma hé tro'trong VietKey

- TCVN3 - ABC

- Unicode 16-bit dung san va t6 hgp cho C va HTML

- VIOR

- VNI Win

- Vietnamese CP 1258 cUa Microsoft.

- IBM CP-01129 do IBM phit trién.
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Trirong Cao dang nghé Céng nghiép Ha Noi
2.2.3. Cdc kiéu gé ho tro

Telex
VNI
2.2.4. Cdc ngon ngit ho tro

Chuong trinh h® trg g6 céc ngdn nglt ti€ng Anh, tiéng Viét, ti€ng Phdp, tiéng

PUc, tiéng Nea.

2.2.5. Churc nang khdc

- B4 dau ki€u cii, bd ddu ngay sau nguyén am, bo dau tu do.

- Ki€m tra chinh t3.

3. S dung bO go Unikey

3.1. Huéng dan st dung bd g6 Unikey

UniKey 12 b6 g6 ti€ng Viét ho trg font Unicode thuOc loai nhé va théng dung
nhat hién nay. V&i uu di€m nhd gon, mi€n phi va tuong thich hau hét vdi cic hé diéu
hanh hién nay.

3.1.1. Kh6i déng va két thiic UniKey

Khdi dOng UniKey: chay file UniKey.exe

Két thiic UniKey: chon muc Két thiic trong menu hodc bam viao niit Két thiic

trong bang di€u khién.

C6 thé€ tao shortcut trén desktop hodc taskbar cla Windows d€ tién cho viéc
kh&i dOng UniKey.

Kich vao “M0 rOng” d€ c&u hinh cho Unikey
3.1.2. Cau hinh cho UniKey

Sau khi bat Unikey 1én, nhdn vio “M& rOng” d€ cau hinh cho Unikey.
C&u hinh b0 gé Unikey
Vié€c cau hinh cho b0 gd Unikey chi can thuc hi€n mOt 1an duy nhat sau khi cai
dat thanh cong.
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Vietnamese interface/Giao dien tieng Viet: Chon ngoén ng(t th€ hién la ti€éng

Anh hay ti€ng Viét.

Bang ma: Chon bang ma ti€ng Viét. Phdi chon diing bAnng ma tuong Ung vGi
font ti€ng Vi€t ma dang st dung.

Kiéu go phim: Cho phép chon ki€u gb tiéng Viét: Telex, VNI, hodc VIQR.

Phim chuyén: Thiét 14p t6 hgp phim néng dung d€ bat tat tiéng Viét bang.
Ban chOn 1 trong 2 t0 hgp: CTRL + SHIFT hoac ALT + Z.

Cho phép g6 dau mii, méc & cubi ttr: Néu bat tuy chon nay thi cic ddu ma,
dau méc, dau tring khong nhat thi€t phdi gé ngay sau chit cdi goc.

Vidu:

Ki€u TELEX: duongwwfd = dduwowngf = duOng.

Ki€u VNI: duong9772 = d9u707ng2 = dudng.

Tuy chon nay cho phép ngudi ding ki€u g VNI d3 phdi chuyén tay nhi€u (g6
xong phim chi r6i dé€n phim s6). Ngudi dung ki€u gé TELEX nén tat chiic ning nay
dé€ tranh nham 1an.

Phai b6 dau ngay sau nguyén am: NEu bat tuy chon nay bat bulc phdi g6
phim d&u ngay sau chif cdi gbc. Tuy chOn nay dugc chi nham phuc vu nhiing ngudi da
quen gd nhu vay tU trudc dén nay. Nén tat chlc ning nay d€ cho phép UniKey tu
dOng bo ddu moOt cach chudn xéc, ding chinh ta.

B0 d&au oa, uy (thay vi oa, 1iy): C6 2 quan niém khéc nhau v€ vij tri dat dau trong
cdc Am oa, oe, uy khi ching xudt hién & cudi ti.

+ Ki€u ¢0 di€n: dau duoc dat vao nguyén am trudc cho can doi. Vi du: héa,
thUy, khOe.

+ Ki€u méi: ddu dugc dat theo quy tac phat Am. Vi du: hod, thuy, kho@.

Theo nhi€u nha ngdn nglt hoc thi “ki€u mGi” dudgc coi la ding chinh t3.

Cho phép go tat: Bat tinh ning hd trg go tat

Pinh nghia gé tat: Cho phép soan bang gd tat

Mac dinh: Ban bam vao nit nay d€ dat 1ai cdc thong sO cla UniKey vé gi4 tri

mac dinh.
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Bat hoi thoai ngay khi khéi déng: Cho phép bat, tat hOp hoi thoai moi khi
UniKey kh&i dOng.

Khéi déng cing Windows: Tu ddng bat UniKey moOi khi Windows khdi dOng.
Néu ban chon muc nay, hdy nh& xod bd shortcut clla UniKey trong Startup Menu néu
co.

Thoéng tin: Xem thong tin thém vé UniKey.

Pong: Déng bang diéu khién cla UniKey

Két thiic: Tat UniKey

Sau khi thuc hién xong nh@n chon “Péng*, nhu vay 1a c6 th€ go dugc ti€ng
Viét c6 ddu nhO su hO trg clia bd g6 Unikey.

3.1.2. Menu va biéu turong trang thdi (taskbar icon)

Bi€u tugng trang thdi va menu cla UniKey

Bi€u tugng cla UniKey ludén xudt hién & géc phdi dudi cla man hinh. Téic
dung cUa bi€u tugng

Hién thi trang thdi hién thoi cUa ban phim. Bi€u tugng ch(r V 1a bat ti€ng viét.
Ch(r E (English) 12 tat ti€éng Viét.

B&m phim chudt tréi: bat tat ti€ng Viét.

Bam phim chu0t phdi: hi€n thi menu clia UniKey.

Bam dip chult trdi: bat bang di€u khi€n cla UniKey.

Qua menu c6 thé: m3 bang di€u khi€n, m3 hOp cong cu, thuc hién chuyén ddi
nhanh théng qua clipboard, chon ki€u g& (TELEX, VNI, VIQR) hodc bang mi ti€ng

Viét. Néu khong nhin thdy badng mi can dugc hi€n thi trén menu, hiy mé bang di€u
khi€n va chon bang mi d6, sau d6 bang ma nay s€ xudt hién trong menu.

3.1.3. Thiét 1@p go tat — AutoText trong Unikey.

Tinh ning hO trg gb tat cho phép ban gb cdc tU hodc cum tU mOt cich nhanh
chéng. Chang han néu thudng xuyén phdi go tlr Cong nghé thong tin ban c6 thé thiét
14p mOt muc g6 tat cho phép ban chi can go Cntt va UniKey s€ tu di€én cum tUr Cong
nghé thong tin cho ban.

Chii y: N&u ban khong mu6n mOt cum tUr da dinh nghia g6 tat (Vi du vn=Viét
Nam) bi UniKey chuyé&n d0i, sau khi gd cum go tat (vn), hiy g& phim Pause/Break.
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Trudng hgp mubn go 1 du trang sau cum go tat (vn) ma khéng mudn vn bi d6i

thi c6 thé€ gi(t phim SHIFT khi g6 ddu trang.
DE thié€t 14p dugc ché dd g6 tat can 1am 2 diéu sau:

- Bat Iua chon Cho phép gé tat trong bang di€u khién cla UniKey (Iua chon nay

ngam dinh 1a tat).
- Pinh nghia cidc muc gé tat. Chi can lam di€u nay mOt 1an va UniKey s€ ghi nhd

lau dai cdc muc tU nay trong mdy cUa ban. D€ dinh nghia gé tat, hay chon Bang go

tat trong bang diéu khi€n cla UniKey. Khi d6 sé& thdy hdp hoi thoai giOng nhur

Hinh 4. Dinh nghia cdc muc go tat

Trong hinh c&t bén trai cho phép nhép day g6 tat, cOt bén phdi danh d€ nhép
cum tU thay thé tuong Ung vGi day go tat. C6 thE thém, x6a, slra cac dinh nghia go tat.
Chii y: Can luu ¥ cic di€ém sau khi dinh nghia g6 tat
Diy g6 tat dai tdi da 15 ky tu, chi ch(a cic ch(t khong dau hodc s0.
Diy g6 tat c¢6 phan biét ch{t hoa va ch{f thudng.
Chang han c6 thé dinh nghia Cntt 1a Cong nghé thong tin va CNTT 1a CONG
NGHE THONG TIN
C6 thé€ dinh nghia 1én t&i 1024 muc g6 tat, mOi cum tU thay thé cé thé dai tOi
da 1a 512 ky tu ti€ng Viét, tOng dung 1ugng t6i da cla bang go tat 1a 64 KB. Cic gibi
han nay néi chung 12 d0 ddm bado yéu cau cho hau hét ngudi ding.
3.1.4. Cdc phim nong
P& viéc s dung dugc nhanh chéng, thudn tién, UniKey cé dinh nghia céc t6
hgp phim néng cho cic tinh ning thudng dung nhat nhu sau:
CTRL+SHIFT+F5: M& hdp di€u khién chinh cla UniKey
CTRL+SHIFT+F6: M& hOp cong cu cla UniKey
CTRL+SHIFT+F9: Thuc hién chuy&n mai cho clipboard v&i cdc 1ua chon da
dat trong hOp cdng cu
CTRL+SHIFT+F1: Chon bang ma Unicode
CTRL+SHIFT+F2: Chon bang ma TCVN3 (ABC)
CTRL+SHIFT+F3: Chon bang ma VNI-Windows

CTRL+SHIFT+F4: Chon bang ma VIQR
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3.2. Huéng dan chon font chit tuong Ung véi b go

3.2.1. Nguyén tac chung

DE g6 céc chll cdi Viét c6 ddu phai g ch(f cdi chinh trudc, sau d6 g cic dau
thanh, ddu mii, ddu méc. C4c ki€u go ti€ng Vi€t khic nhau s€ quy dinh céc phim bam
khéc nhau cho c4c ddu thanh, ddu mii va ddu méc. c¢6 thé g phim ddu ngay sau céc chlr
cdi gbc, nhung di€u nay dé dan dén viéc bd dau khong nhat quan.

Vi du: chit toan c6 th€ dugc vié€t thanh téan. V&i UniKey, nén go dau & cudi tur
va UniKey s€& ludn tu ddng dat ddu diing vao ch{f cdi can thiét.

Trang thdi ch{t hoa, thuOng phu thudc vao trang thii cUa cidc phim SHIFT va
CAPS LOCK. V@i cic bang mi 1 byte (TCVN 3, BK HCM1, VISCII, VPS), phdi dung
font ch{t hoa mGi c6 dugc chif hoa c6 dau. V3i font chr thuGng, chi cé thé g& dugc
cdc ch(r hoa khong ddu: A, A, E, O, O, U, b.

C6 thé dung bang diéu khién cla UniKey d€ tat chlrc ning b ddu & cudi tU.

Hay Iuu ¥ cdc tiéu chu@n gilta bang md va font chir nhW sau:

- Bang ma TCVN3 thi 4p dung cho font dang .Vn (vi du: .VnTime)

- Bang ma VNI window thi 4p dung cho font dang VNI (vi du: VNI-Thufap)

- Bang mi Unicode (UTF-8), ki€u gd Telex thi 4p dung cho nhitng font dang
nhU Times New Roman, nhitng font thuOng c6 san khi cai hé di€u hanh.

3.2.2. Gé tiéng Viét bang kiéu go Telex

Cic phim g6 ti€ng Viét clQia ki€u gé TELEX

Phim Dau

S Sac

F Huyén

R Hoi

X Nga

J Nang

Z Xo4 ddu da dat. Vi du: toansz = toan

DAau tring trong ch(r 4, ddu méc trong cic ch(r u, O.

W Ch{t w don 1€ tu dOng chuy€n thanh chu U.
Aa a
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Dd d

Ee e

Oo 0
[ G6 nhanh chr u
] Go nhanh ch(r 0

D& g6 chit cOng ddng ta s& g nhu sau: coojng ddoofng hodc coongj ddoongf
Ch(r duong: dduwowfng hodac dduowngf
3.2.3. Go tiéng Viét bang kiéu gé VNI

Céc phim gd ti€ng Viét cUa ki€u g& VNI

s

Phim Dau
1 sac
2 huyén
3 hoi
4 nga
5 nang
6 ddu mii trong cic chit 4, &, 6
7 dau méc trong cdc ch(r U, O
8 dau tring trong chir 4
do chr @
0 x6a dau thanh

tie6ngl Vie6t5 = tiéng Viét
d9u707ng2 = duGng
Trén diy 12 hai ki€u g dang dugc sU dung rOng rii nhat hi€n nay, va tiy vao

théi quen clla mOi ngudi d€ chon cich g nao cho phit hop.
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BAI4: MOT SO PHIM TAT TRONG WINDOWS VA CAC
TRINH UNG DUNG

1. Phim tat trong méi trudng Windows

1.1. Phim tat chung

Delete: x6a

Shift + Delete: x6a vinh vién mOt d6i tugng, khong phuc hdi dugc bang cich
vao thung réc.

Ctrl + kéo tha: sao chép dOi tugng dang chon

Ctrl + Shift + kéo tha: tao 16i tat cho d6i tuong dang chOn

Shift + miii tén: chon cic d6i tuong trén man hinh Desktop, trong c(fa sO
Windows, trong cdc phan mém soan thdo.

Ctrl + A: chon tat cd

F3: tim ki€m mOt tap tin, thu muc.

Alt + Enter: xem thuOc tinh cUa d0i tuong dang chon

Ctrl + F4: d6ng cUa sO con trong Ung dung da c(ra s6 nhu Word, Excel...

Alt + Tab: chuyén d6i qua lai gilta cdc clra sG dang md.

Alt + ESC: Di chuyén vong quanh theo th( tU cic dOi tugng dang m3

F6: Di chuyén vong quanh cic phan t( gi®ng nhau trong mOt c(ta sG hodc trén
man hinh Desktop.

F4: sO ndi dung cUa thanh dia chi trong clfa s6 My Computer hodc Windows
Explorer.

Shift + F10: hién thj thuc don tat (thuc don ngr cdnh) cla dbi tuong dang
chOn

Alt + phim cach: hién thi thuc don hé thOng (System menu) cUa c(fa sG dang
kich hoat.

Alt + ky tu gach chin trén thuc don 1€nh: thuc hién 1é€nh tuOng Ung.

Ky tu gach chin trong trong mOt thuc don dang mo: thuc hién 1énh tuong
Ung trong thuc dOn dang m&.

F10: kich hoat thanh thUc don 1énh cla Ung dung dang dugc kich hoat.
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->, <-, Up, Down: di chuyén gi(ta cic d0i tuong dang chon trong cla sO, gilra

c4c nhanh 1€énh trén thanh thuc don 1€nh.

F5: cap nhat cho clra s6 dang kich hoat.

Backspace: trd vé€ thu muc cap trén lién ké cUa thu muc hién tai trong c(fa sO
My Computer hoac Windows Explorer.

ESC: b0 qua tic vU hién tai.

Windows key: Kich hoat menu start

Ctrl + ESC: Kich hoat menu start

ALT + F4: Déng clra sO hién thoi hodc két thiic mOt chuong trinh

CTRL + F4: D6ng cla sO hién thdi trong mOt chuong trinh v&i giao dién tai
liéu da clra s6 (MDI).

CTRL + C: Sao chép d0i tugng vao Clipboard

CTRL + X: Cat d6i tugng vao Clipboard

CTRL + V: Dén d0i tuong tU Clipboard

CTRL + Z: Huy bd (Undo) 1énh, thao tic vira thuc hi€én

CTRL +A: Chon tat cd cdc d0i tugng

F1: Hién thi c(ra s6 trg gitdp cla Windows

F2: Dat 1ai tén file nhan phim F2 trén ban phim khi file dugc chon.

F10: Kich hoat menu trong chuOng trinh

TAB: Di chuyén qua lai gilta cdc d6i tuong

ALT + TAB: Chuyén t&i clra sG vlra s& dung truGe d6

ALT + SPACE: Kich hoat hOp di€u khi€n c(ra sO

Windows + E: MG Windows Explorer.

Windows + F: Tim ki€m file --> m& ra mOt cUfa sG tim ki€m va dién nhiing
thong tin vE€ file dang can tim.

Windows + D: thu nhO céc cUlra sG va chi hi€n thi Desktop.

Windows + D mOt 1an nira: m& 1ai tat ca cac clra s6 lic dau

Windows + L: Khéa ngay mdy tinh ma khong can chG cho dén khi ché do bdo

v€ man hinh hoat dOng.
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Windows + F1: M@ clta sG Windows Help.

Windows + Tab: Chuyén dich gi(ta cic chudng trinh ban dang s dung.

Shift + Delete: hodc gilt phim Shift trong khi kéo file hoac t€p vao thung réc, céc
file s& bi x6a ngay 1ap tUc.

Alt + F4: BO Ung dung dang hoat dOng hodc tat Windows néu khong cé Ung
dung nao.

Alt + PrtScrn: Chup chon duge mOt clra sG hoat dOng.

Alt +Ctrl +Del:

+ Trong Windows 98, tO hgp phim nay sé& kh3i dOng 1ai mdy tinh.

+ Trong Windows XP, hi€n thi hdp thoai Windows Task Manager cho phép tat
céc chuong trinh bi "treo", kh&i dOng lai mdy, tat mdy, xem tai nguyén hé thdng...

Ctrl + Shift + Escape: Khi m0t chuOng trinh bi dUng “treo” ta s& m& Task
Manager va déng chuong trinh d6. TG hgp phim tat m3 nhanh chudng trinh Task
Manager.

1.2. Phim tat trén hOp thoai

Alt + Space: Khi nhd@n c4c phim ndy thi mOt menu xudt hién véi cic 1€nh nhu
Move, Minimize, Maximize, va Close.

Ctrl + W: Déng céc cUa s6 tai li€u dang m&

Ctrl + Tab: chuyén sang thé k€ ti€p trong hOp thoai.

Ctrl + Shift + Tab: chuyén vé thé phia truGc trong hdp thoai

Tab: chuy€n dén céc phan lua chon, 1énh k€ tiép

Shift + Tab: chuyén vé cic phan lua chon, 1énh phia trudc

Alt + Ky tu gach chan: thuc hién 1énh tuong Ung c6 ky tu gach chan

Enter: thuc hién thi€t 1ap hodc niit nhan dang kich hoat

Phim cach: chon hodc bd chon trong 6 chon (checkbox)

Miii tén: chon mOt nit n€u dang & trong mOt nhém c6 nhi€u nit chon

F1: hién thi phan trg gitp

F4: hién thi dang s4ch gi4 tri cUa d0i tugng dang kich hoat

Backspace: tré vé thu muc cap cao hon lién k€ trong cac hOp thoai Iuu va m&
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1.3. Phim dac biét trén ban phim

- Esc (Escape): HUy b0 (cancel) mOt hoat dOng dang thuc hién, thoat ra khoi
mOt Ung dung nao d6 dang hoat dOng.

- Tab: Di chuy€n ddu nhdy, ddy chit sang phdi mOt khodng rOng, chuyén sang
mOt cOt hoac Tab khic.

- Caps Lock : Bat/ tat ché d0 g6 ch(r IN HOA (dén Caps lock s& bat hodc tat
tuong Ung theo ché do).

- Enter: Phim diing d€ ra 1énh thuc hién mOt 1énh hodc chay mOt chuong trinh
dang duQc chon.

- Space Bar: Phim tao khodng céch gilta cdc ky tu, trong mOt sO truGng hgp
phim nay con dudgc diing d€ dénh dau vao cic 6 chon. Luu y mOi khodng cich ciing
dugc xem 1a mOt ky tu, goi 1a ky tu trang hay trOng.

- Backspace: Lui ddu nhdy vé phia trdi mOt ky tU va x6a ky tU tai vi trf d6 n€u

- Céc phim Shift, Alt (Alternate), Ctrl (Control) 14 phim t0 hgp chi c6 tic dung
khi nh&n kém vGi cdc phim khéc, mOi chuong trinh s& c6 qui dinh riéng cho cdc phim
nay.

- POi vGi phim Shift khi nhdn va gilt phim nay sau d6 nhan thém phim ky tu dé
26 ch(t IN HOA ma khong can bat Caps lock, hodc diing d€ gb cdc ky tu bén trén dbi
v8i phim c6 2 ky tu.

- Windows: M@ menu Start cUa Windows va dugc dung kém v6i cic phim khac
d€ thuc hién mot chlc ning nio dé.

- Menu (k€ phim Alt bén phdi): C6 tic dung giOng nhu nit phai chudt. K&t hop
v6i céc phim Up, Down tuong Ung vGi vi€c duing nit chudt phai.

- Print Screen(Sys Rq) : Chup dnh man hinh dang hi€n thi va 1uu vio bd nhé
dém Clipboard.

- Scroll Lock: Bat/ tat chlic ning cudn vin ban hay ngung hoat dOng clia mot
chuong trinh. Tuy nhién, nhi€u Ung dung hi€n nay khong con tuan 1€nh phim nay n(ra.

Den Scroll Lock hién thi trang thai bat/tat cUa niit.
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- Pause (Break) : ChUc ning tam dung mOt hoat dOng dang thuc hién, mét Ung

dung nao d6 dang hoat dOng.
- Gilr Shift khi bd dia CD: ngiin can viéc chay cic chuong trinh tuU dOng tU dia
CD.

2. Phim tat trong céc trinh soan thao

2.1. Phim tat trong hé soan thdo vin ban MS Word

CTRL + N: m@ trang mdi.

CTRL + O: m@ tai liéu da cé.

CTRL + S: luu tai liéu.

CTRL + W: d6ng tap tin.

CTRL + X: cat tai liéu khi boi den.

CTRL + C: chép doan vin ban bdi den (copy).
CTRL + Z: khoi phuc cdi bi x6a nham.

CTRL + J: canh 1€ 2 bén.

CTRL + F2: xem tai liéu trudc khi in.

CTRL + P: in nhanh tai liéu.

CTRL + H: tim ki€m va thay thé.

CTRL + D: chon font chir.

CTRL + A: bdi den toan b0.

F2: d6i tén file.

DELETE: x6a ky tu bén trai di€m chen.
INSERT: bat ché d0 chén hay ghi chOng Ién.
2.2. Phim tat trong bang tinh Excel

Ctrl + A: Chon toah b bang tihh

Ctrl + C: Sao chep. Enter: danh mdt 1an.

Ctrl + V: dan nhiéu 1an

Ctrl + F: Bat hop thoai tim kiém

Ctrl + H: Bat hop thoai tim ki€m va'thay thé’
Ctrl + N: Tao moi mot bang tinh trihg

Ctrl + P: Bat hop thoai in an
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Ctrl + S: LUu bang tihh

Ctrl + X: caf mot ndi dung dang chon
Ctrl + Z: Phuc hoi thao ta¢ truo¢ do’
Ctrl + F4, Alt + F4: Déng bang tinh, déng Excel.

2.3. Phim tat trong hé trinh chi€u PowerPoint

CTRL + M: Chén mOt Slide M&i

F6 hay Shift + F6: Di chuy&n nhanh viing soan thdo (switch pane)
CTRL + D: Tao mGi mOt file trung tiéu dé

F5: Trinh chi€u Slide show

CTRL + T: M@ hdp thoai Font

CTRL + F: MG hdp thoai Find

CTRL + G: Truy cap HuGng dan (view Guides)
SHIFT + F3: Chuyén ch(f in hoa

CTRL + B: Panh ddu dam

CTRL + I: Panh d&u in nghiéng

CTRL + K: Chen siéu lién két

CTRL + A: Chon tat cd

CTRL + C: Sao chép

CTRL + V: Déan

CTRL + Z: Undo

CTRL + S: Luu

CTRL + P: In

CTRL + O: MG file da Iuu.
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MUC LUC
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