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Truwong Cao dang nghé Cong nghiép Ha Noi

BAI MO’ PAU: KHAI QUAT CHUNG

1. Giéi thiéu vé ban phim may tinh

Trong may tinh, mot ban phim 1a mot thiét bi ngoai vi dwge mé hinh mot phan
theo ban phim may danh chi.

Vé hinh dang, ban phim 1a sy sap dat cac nat, hay phim. Mgt ban phim théng
thuong co cac ky tu duge khic hodc in trén phim; véi da sé ban phim, mdi lan nhan mot
phim twong tng v&i mot ky hiéu duoc tao ra. Tuy nhién, dé tao ra mot s6 ky tu can phai
nhan va gitr vai phim cing IGc hoac lién tuc; cac phim khac khong tao ra bat ky ky hiéu

nao, thay vao do6 tac dong dén hanh vi ciia may tinh hodc cua chinh ban phim.

1.1. Cong giao tiép

Ban phim két ndi v6i bo mach chu qua: PS/2, USB hoic két ndi khong day.

+ Ban phim khéng day

Ban phim khéng ddy dang dan phé bién véi nhing nguwoi sir dung muon sw tw do
dang tang lén. D sao, ban phim khéng ddy can pin dé hoat dong, va c6 thé sap dat mot
Vdn dé an ninh Vi nguy Co ciia Sw nghe trém.

1.2. Cach sir dung

Trong cach st dung binh thuong, ban phim dung dé danh van ban vao mot bo xir
ly chit, trinh soan thao van ban, hay bat ctr hop chir khac.

1.3. Lénh

M6t ban phim ciing duoc dung dé viét 1énh vao may tinh. Mot vi du dién hinh
trén PC 1 to hop Ctrl+Shift+Esc. Vi phién ban Windows hién thoi to hop ndy mg Task
Manager dé cho phép ngudi sir dung quan 1y nhiing quéa trinh dang hoat dong, tat may
tinh ... Dudi Linux, MS-DOS va mot vai phién ban cti caa Windows, t6 hgp Ctrl+Alt+Del

thye hién khdi dong lai may tinh.
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2. Giéi thiéu mot s6 phan mém dianh may thong dung

2.1. Luyén cach danh may 10 ngén véi game Play Typer Shark
Deluxe 1.02 (PopCap Game)

Chung ta co 1€ da kha quen vdéi cac game cua PopCap. Va moét trong nhirng game
kha bd ich d6 1a Typer shark deluxe.

Day 1a mot game vira mang tinh chat giai tri, vira giap ching ta luyén tap gb phim
rat hiéu qua.

Cach choi rat don gian: Ta s& phai ddi mat véi dan ca map hung dir. Mdi con cé
méap mang mot tir tiéng Anh khac nhau, ching ta phai tiéu diét ching bang cach gd tir
hién trén minh chdng. Hay cd gang gb that nhanh, néu cham tré chling ta s& bi chung tin
cdng va mat mot mang.

Sau khi download vé, giai nén ta s& duoc 2 file. Ban chay file PCDPRemover.exe
réi nhap nat Open, t6i thu muc cai dat game, mic dinh 12: C:\ Program Files\ PopCap
Games roéi mo thu muc game twong tmg, & day 12 Typer Shark Deluxe roi nhap dip vao

file tvong g trong game (Typershark.exe) dé Crack game.

WIDTORMTODE) |

LESSON 6

The sixth lesson will
help you learn
capitalization and
punctuation.

If you see Mr, Fish, be careful. He may want you to buy

a pig. Dr. Samuels is a better choice for your pork needs,
Bill Monk Jr. can vouch for that. He used to buy from Ms.
Slappy. But now he only buys his pork from Dr. Samuels.
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25% COMPLETE

15 ERRORS

Chuong trinh ¢6 3 ché do:

- Typing Tutor: ché do hoc, chuong trinh s& chi cach dat ban tay 1én ban phim va
lam quen véi cac phim, gd phim mot cach khoa hoc nhat, réi sau d6 luyén ky nang g6

phim bang 10 ngén tay véi cac doan van ban.
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- ABYSS: ché do luyén k¥ nang g6 phim thong qua trd choi: ban déng vai 1a mot
nguoi tho lin, & mdi ving bién, mdi do sau s& c6 cac loai ca khac nhau, trén minh ching
c6 céc ky tu, ban hdy gb tén con c4 dén gin ban nhat dé diét chung.

- Advanced: ché d6 trd choi nhu ABYSS nhung ¢ mirc d cao hon.

2.2. Luyén cach danh may 10 ngon véi GS Typing Tutor 2.9.9.0

Full
Learn to Type
~  GS ing Tut
- Typing Tutor
w296 hudd DF0%
Flay Typing Game
Koo I prowement 3
] 7 = W
Spacial Practica .
¥ v | e
(¥ ]
&
. = o 7]
Exit Qptions ! How to use
- 4 a ; s Tedl & Friend aboat G5 Typing Tutor

Néu ban mudn tang kha ning danh may cia minh tir co ban 1én trinh 6 cao hon
thi GS Typing Tutor s€ gitup ban.

Dlng nhu tén goi, chwong trinh la mot “gia su™ sé day ban cac thao tac vdi may
tinh, dic biét 12 ban phim, ban s& dugc hudng dan tir tu thé ngdi trudc may tinh, cach dat
tay, cac loi khuyén khi lam viéc trén may tinh...

Phan quan trong nhat, di nhién 1a luyén k¥ nang g phim thanh thuc véi 2 ban tay,
cac bai hoc ciing nhu bai tap duoc chia theo cap d6 tir dé dén kho, phu hop véi yéu cau.

Sau cling s& c¢6 nhitng bai kiém tra k¥ ning, két qua cta ban s& dugc xuat ra thanh
bao cao.

Dé bét nham chan chuong trinh cling c6 mot sé minigame cho ban tap g phim

nhu ban phi thuyén ngoai hanh tinh, bat chudt trong vuon...
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2.3. Luyén cach danh may 10 ngon véi Mario

Ban c6 mudn 10 ngdn tay ciia minh ludt that nhanh, g chinh xac timg con chir ma
khdng can nhin ban phim? Ban c6 muén dat tiéu chuan caa mot thu ky véi toc do danh
chir 100 tir/ phit? Hay bién wéc mubn ciia minh thanh sy that bang chuong trinh Mario
Teaches Typing.

Chuong trinh ndy ¢6 tir rat lau; tir thoi hé didu hanh DOS con thinh tri. Tuy nhién
dén ngay nay né vin c6 mot sy cudn hit nhat dinh trong chung ta khi timg budc chép
chimg lam ban véi may vi tinh vi Mario vira choi lai vira hoc danh chi.
Chuong trinh cua hang Interplay, dugc san xuit nam 1992 va hoan toan mién phi c6 dung
lugng 985Kb twong thich v&i cac hé diéu hanh tr DOS dén Windows XP.
Giai nén tép tin; cat va dan thu muc Mario Teaches Typing va0 Vi tri ban thuong dé
nhitng chuong trinh chay tu dong khong can cai dat.

Khoi dong chuong trinh truc tiép bang tép tin Mario.exe hodc tao shortcut cta
chuong trinh trén man hinh Desktop. Vao giao dién chinh ¢ phia trén 14 thudc 1énh gom
ba phan sau:

@ Trinh don File:

Demo: Trinh dién cho chung ta tirng doan phim cach go phim theo cac cap d6 choi
tir mot dén bén.

Keyboard: Hién thi cac mau cta ban phim twong tng voi mau sic cia ting ngén
tay phai go.

Music: Bat/Tat nhac nén chuong trinh.

Sound F/X: Thiét 1ap nhac nén ctia timg cép do trd choi.

Quit: Thoat khoi chuong trinh.

@ Trinh don Student:

New: Nhap tén nguoi choi va chon nhan vat.
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Load: Chon nhan vét ta da tao.

Edit: Stra lai profile nguoi choi.

Lesson times: Thiét lap thoi gian cho ting phan choi bang céach click chudt vao s6
phut qui dinh.

Certificates: Néu ban hoan tat chwong trinh ndy s& duoc thiy gidao Mario cip
ching nhan va in ra gidy; that 1a tuyét phai khong?! Tuy nhién chic chan 1 diéu 1a khi di
tim viéc, khong ai chap nhéan bang cép téc ky nay!

@ Lessons:

Home row only: Chi tap dong co ban ngang vé6i hai phim dugc danh dau trén ban
phim.

Add top row: Tap g phim véi cac phim trén hai phim dugc danh dau.

Add bottom row: Tap danh may vdi cac phim phia dudi.

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

Add symbols: Tap gb phim kém thém ky ty 1a biéu tuong.

All keyboard: Tap danh may véi cac ky tu trén ban phim.

Véi xu huéng hoc ma choi, choi ma hoc, Mario Teaches Typing s& mang dén cho

ban nhing gid phut day bo ich.
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BAI 1: LAM QUEN VOl BAN PHIM MAY TiNH

1. Tim hiéu phan ving ban phim ciia may tinh dé ban

Ban phim (Keyboard) Ia thiét bi giao tiép co ban gitra ngudi ding véi may vi tinh
va la thiét bi khong thé thiéu, néu thiéu né may vi tinh s& bao 18i va khdng khoi dong.

Chike ning ciia mdt s6 phim co ban trén ban phim.

1.1. Céc phim chik c&i va so
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- Phim chir cai (ky tu): Dung dé nhép cac ky tu dugc ky hiéu trén phim.

- Phim dau: Dung dé nhap cac ddu duoc ky hiéu trén phim, cac phim c6 2 ky tu
dugc dung kém véi phim Shift.

- Phim s6: Dung dé nhap cac ky tu s6, cac phim c6 2 ky tu duoc ding kém véi
phim Shift.

1.2. Cac phim chirc nang

aaaalaaaaiannn

Tir phim F1 dén F12 duoc ding dé thuc hién mot cong viée cu thé va duoc qui

dinh tuy theo ting chuong trinh.

- F1: M6 phan trg giup chung (Help and Support).

- F2: Poi tén cho cac Tap tin hodc thu muc dang dugc chon.

- F3: M6 hop thoai tim tap tin trong thu muc hién hanh.

- F4: M6 rong/ thu nho thanh dia chi (Address Bar) ctuia cac chuong trinh.

- F5: Cap nhat lai ndi dung (su thay d6i) trong cac cira sd chuwong 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 ciia chwong trinh.
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1.3. Cac phim diéu khién

=
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Menu key

Shift Windows key Windows key \\\ Shift
ﬁ} ‘_,,""- , {F‘
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- Esc (Escape): Hiy bo (cancel) mdt hoat dong dang thuc hién, thoat ra khoi mot

ung dung nao d6 dang hoat dong.

- Tab: Di chuyén dau nhay, day chir sang phai mot khoang rong, chuyén sang mot
cot hoac Tab khac.

- Caps Lock : Bat/ tit ché do gd chir IN HOA (dén Caps lock s& bat hoac tat
tuong tmg theo ché do).

- Enter: Phim dung dé ra Iénh thyc hién mot 1énh hodc chay mot chuong trinh
dang dugc chon.

- Space Bar: Phim tao khoang cach gitra cac ky tu, trong mot s6 trudng hop phim
nay con dugc ding dé danh dau vao cac 6 chon. Luu Yy mdi khoang cach ciing dugc xem
la mot ky tu, goi 14 ky ty trang hay trong.

- Backspace: Lui dau nhay vé phia trai mot ky tu va x6a ky tu tai vi tri d6 néu c6.

- Céac phim Shift, Alt (Alternate), Ctrl (Control) 1a phim t6 hop chi c6 tac dung
khi nhan kém véi cac phim khac, mdi chuong trinh s& co qui dinh riéng cho cac phim
nay.

- Péi voi phim Shift khi nhan va gitr phim nay sau ¢6 nhan thém phim ky tu dé g6
chit IN HOA ma khdng can bat Caps lock, hodc dung dé gb cac ky tu bén trén d6i véi
phim co 2 ky ty.

- Phim Windows: M¢é menu Start cia Windows va dugc dung kém véi cac phim
khéc dé thuc hién mot chirc ning nao do.

- Phim Menu: C6 tac dung giéng nhu nat phai chuét.
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1.4. Vung ban phim phu

EEE

- Print Screen (Sys Rq): Chup anh man hinh dang hién thi va luu vao bo nhé dém

a. Man hinh hién thi

Clipboard, sau d6, c6 thé dan (Paste) hinh anh nay vao bét ctr tmg dung nao hd trg hinh
anh, hay cac trinh xir Iy d hoa (Paint, Photoshop,...). O céc chwong trinh xir Iy d hoa,
chon New trong trinh don File va dung 1énh Paste trong trinh don Edit (hay ding to hop
phim Ctrl+V) dé dan hinh anh vira chup vao 6 tring dé xir 1y n6 nhu mot anh thong
thuong.

- Scroll Lock: Bat/ tit chirc nang cudn vin ban hay ngung hoat dong cia mot
chuong trinh. Tuy nhién, nhiéu tmg dung hién nay khong con tuan lénh phim nay nira.
Dén Scroll Lock hién thi trang thai bat/tat cila nit.

- Pause (Break) : C6 chtrc nang tam dimg mot hoat dong dang thuc hién, mot ing
dung nao d6 dang hoat dong.

b. Cdc phim diéu khién trang hién thj

- Insert (Ins) : Bat/ tat ché do viét dé (Overwrite) trong céc trinh xtr Iy van ban.

- Delete (Del) : Xéa dbi twong dang duoc chon, xéa ky ty nam bén phai dau nhay
trong cac chuong trinh Xt Iy van ban.

- Home: Di chuyén dau nhay vé dau dong trong cac chuong trinh xir 1y van ban.

- End: Di chuyén dau nhay vé cubi dong trong céc chuong trinh xir Iy van ban.

- Page Up (Pg Up): Di chuyén man hinh 1én mot trang truéc néu co nhiéu trang
trong cira s6 chuong trinh,

- Page Down (Pg Dn): Di chuyén man hinh xuéng mot trang sau néu c6 nhiéu

trang trong cira so chuong trinh.
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c. Cac phim mdi £n

ams

- Chirc ning chinh dung dé di chuyén (theo huéng miii tén) dau nhay trong céc

chuong trinh xir 1y vin ban, diéu khién di chuyén trong céc tr0 choi.

d. Cum phim sé

b’ B’ B’
lNum Il l‘
Lock

2 M) h—!
7 s 9
Home
_ut_. EOP -
4 |Is 6
L= Ak AL=" b /
1 2 3
End ||| ||PaDn

= 4 > || Enter
D [
Ins Dal

- Num Lock: Bat hay tit cac phim s6, d&n Num Lock s& bat hoic tit theo trang
thai caa phim nay. Khi tit thi cac phim s& cé tac dung dugc ky hidu bén dudi.

- Céc phim s6 va phép tinh théng dung ¢ chirc nang gidng nhu may tinh cam tay.
Luu y dau chia 12 phim /, dau nhan 1a phim * va ddu bang (két qua) 1a phim Enter.

e. Cac den bao

=  m— |  — |
Mum Caps Scroll
Lock Lock Lock

- Cac dén bao twong umg voi trang thai bat/ tit ctia cac nit Num Lock, Caps
Lock, Scroll Lock.

Cac chare nang khac

« D6i véi ban phim ¢ cac phim hé tro Media va Internet, cic phim nay dwoc siv
dung nhu cdc lénh trong cac chuwong trinh Media (xem phim, nghe nhac,...) va Internet
(duyét Web, Email,...).

« Néu ban phim c6 thém cac cong USB, Audio (Gm thanh) thi day cdm cia cdc
cong nay phdi dwoc cam vao CAC Cong tiwong g trén may Vi tinh.

« Ngoai ra mét sé6 ban phim cé cic phim dic biét can phai dwoc cai dat chirong
trinh diéu khién (Driver) trong dia CD kém theo dé hoat djng.

2. Huéng dan tir thé gb ciia tirng ngén tay
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QWERTY Ila tén ban phim chuan Anh - My, 14 dang ban phim pho bién & Viét
Nam hién nay. Tén QWERTY bit dau tir 6 ky ty du tién cua ddy phim chit.

- Vi ban phim Qwerty, c6 thé dinh vi cac phim rat dé dang ngay ca trong bong tbi
vi trén phim F va phim J luén c6 mot go nho.

- Dau chdm nam trén phim s6 5 bén cym phim sb gitp dinh vi ngén giita tai vi tri
s0 5 khi thao téc.

2.1.Tu thé gb

Tha long tay trong trang thai ty nhién & tu thé up.

bat nhe 2 ban tay Ién ban phim sao cho ngon tré tay trai dat vao phim F, ngon tro
tay phai dat vao phim J.

Cac phim A S D F J K L; dugc goi 1a cac nhdm phim chu trén ban phim, né tuong
ung vdoi 4 ngdn tay ut, ap ut, gitra, tro trai va tro, gitra, ap ut, Gt phai. Bat 8 ngon tay 1én
nhoém phim nay va ban c6 thé dé dang nhan thiy rang ban chi viéc dua ngén tay 1én
xudng dé di chuyén dén cac nhém phim khéc trong danh sach rat dé dang. Riéng ngon tro
va ngon Ut s& co nhiém vu dua sang hai bén dé g nhilng phim & gan n6. Néu phai ding
c4c to hop phim co6 chira Shift, Ctrl trong qué trinh thao tac nén bam 2 phim bang 2 tay
khac nhau.

Vi du:

Shift - O thi ban nén bam Shift bang ngoén ut trai va O bang ngoén ap ut phai. Khi
d4 quen dan v6i cach nhém phim ban nén roi dan mét khoi ban phim. Néu ban roi hin

duoc mat khoi ban phim thi c6 lic d6 ban d4 hoan thanh bai tap. Dé gb tiéng viét duoc
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nhanh nhét ban nén st dung kiéu gb TELEX thay vi kiéu VNI vi khi g8 TELEX khoang

cach dua tay 1 ngén nhat.
2.2. Tay phai
-Ngoéntro: Y, U, H, J, N, M, 6.
- Ngon gitra: 1, K, 8.
- Ngoncam: O, L, 9.
- Ngon ut: P, 0, chim phay, Phim Ctrl phai, Shift phai.
- Ngon céi: Space bar (phim céch trong).
2.3. Tay trai
- Ngoén ut: Q, A, Z, 1, Phim Ctrl trai, Shift trai.
- Ngén cam (hoac danh): W, S, X, 2.
- Ngoén gitra: E, D, C, 3.
-Ngontro: R, T,F, G, V, B, 4, 5.

- Ngon cai: Space bar (phim céch trong)
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BAI 2: LUYEN KY NANG PANH MAY NHANH BANG PHAN MEM
TYPING MASTER
1. Giéi thi¢u cach cai dit phan mém

1.1. Giéi thiéu phan meém

Ngay nay khi ma may tinh da tr& nén pho bién thi ki niang g8 van ban nhanh,
chinh x4c 1a yéu cau rat can thiét cho tat ca moi nguoi. Co 1 cach rat hay dé luyén tap k¥
nang gd ban phim nhanh bang ca 10 ngén d6 1a phan mém Typing Master Pro.

TypingMaster c6 nhimg bai tap gd rat hiru hiéu, ngoai ra con c6 cac game ...

nhung tat ca déu 1a nhitng bai tap luyén dé ban co thé loai trir 16i ky tu, giam do6 mét moi
clia ngdn tay, co, canh tay...

Giao dién TypingMaster Pro

4 0
@ TypingMaster Pro
Typing Tutor
Welcome to TypingMaster
@ Enter your name
WU Thu Hien
Hien
Mguyen Thi Mga
Mguytn Th? Nga
YU Thu Hien
B 1 am a new user.,
[ Enter J
\ . v

Pay 1a phién ban dung kha 6n dinh, c6 day du cac bai tap, game,...
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r i Close
Information u
. . c
TypingMaster Pro Typing Tutor e
Varsion 7.01 [2007] 4 Review
Build 7G63RP; 2007-08-31 .
User WU Thu Hien A Al R
License icycool and everybod
v v v 4 Games
» Enter License... o
4 Statistics
More Information
: : 4 Satellite
» Introduction to TypingMaster
» User Manual
) ) 4 Settings
» Educational and business customers
Internet Links 4 BniErRekern
vy, Typinghaster.com
» Technical support
» Check for updates
Copyright 1992-2007 TwpingMaster, Inc, &ll rights reserved,
4T .
TypingMaster

1.2. Cai dat phan mém

1.2.1. Cai dat TypingMaster Pro 7.0.1.763.

Sau khi download phan mém vé may tinh, giai nén ta s& dugc 2 file: TypingMaster
Pro 7.0.1.763.exe va file hudéng dan Crack TypingMaster Pro 7.0.1.763.txt.

- Ngat két ndi mang.

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

1.2.2. Hwdng din crack Typing Master Pro 7.0.1.763

- Mo Typing Master Pro 1én.

- Ban nhép license:

- License ID :icycool and everybody

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

- Sau d6 ¢6 thé két ndi mang lai nhu trude

2. Céach khéi dong va thoat khoi phan mém

2.1 Cach khéi dong

Sau khi cai dit chuong trinh thudng nam trong 6 C. Pé khai dong ta chon biéu

tugng trén Desktop hoac vao nat Start/ Program/ TypingMaster/ TypingMaster Pro. Man

hinh cta chuong trinh xuat hién nhu sau:
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o\

. TypingMaster Pro

Typing Tutor

Welcome to TypingMaster

@ Enter your name

Mguyen Thi Mga

Hien
Nguyen Thi Mga
Nguy?n Th? Mga

b1 am anew user.,

: )

Néu 1a lan dau tién ching ta luyén tap gd thi chon “I am a new user” sau d6 nhép

tén vao. Néu ching ta d4 vao chwong trinh trudc d6 c6 User name rdi thi gd tén vao
“Enter Your name” hoic chon tén duoc hién thi & dudi. Sau d6 kich vao nit “Enter” dé
tiép tuc.

rChoose Course

Close [
Course
‘ Step 1 Touch Typing Course
Review
In this course, you will learn the positions of the letter keys and commaon
punctuation by heart, After completing the course you will be able to type Typing Test
with all ten fingers without looking at the keyboard. +¥Yping
Duration 3:10 - 5:20 hours Games
Lessons 12 lessans
Statistics
Progress Mot started Start Course

Satellite

‘ Step 2 Launch Satellite

‘ Step 3 Speed Building Course b 4 ‘
‘ Step 4 Numbers, Special Marks and 10-Key Pad v ‘
il TypingMaster

* Muc Course

Muc nay cho phép ching ta thuc hién céac bai luyén gb 10 ngon.

DPé cuwong Ky thuat st dung ban phim - 16 -
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Pé bat dau thyuc hién cac bai gd 10 ngdn, trén man hinh hién thi kich chon Start

Course. C0 tat ca 12 bai tap luyén gd (Lessons 1 dén 12).

-

10. Keys Q and P
11. Keys B and ¥

Turn Off Optimized Duration

Touch Typing Course » Change course Close
Course
Lessons 51l Optimized Duration
1. The Home Row During this course the duration of Review
each exercise will be optirnized based =
2. KeysEandl on your progress. This will save you
time while guaranteeing good :
3. KeysRandU learning results, Typing Test
4., Keys T and O
. . Games
5. LCapital letters and period - P e
inutes depending on your e
. rminy
6. Keys C and comma dra Statistics
7. Keys G H and apostrophe
. @ The whole course takes 3:10 - ;
8. Keys ¥ M and guestion mark 520 hours Satellite
9. Keys W and M

Settings

Information

12. Keys 7 and ¥

[ Continue Lesson 1 ] 7T TypingMaster

.

C6 thé kich Iya chon tén bai dé luyén tap hodc ciing c6 thé lwa chon Continue

Lesson 1, xuat hién hop thoai lya chon céac phﬁn luyén tap trong tirng bai:

» Change course Close

fTouch Typing Course
Course
Lesson 1: The Home Row RERlEsy

Typing Test

1.1 Touch typing basics 3 rmin.
1.2 HMNew keys: Home row 3 - 5 min. GIES
1.3 Understanding results 3 min, Statistics
1.4 Key drill 2 - 5 min. Satellite
1.5 Tip: Typing tests
Settings

1.6 Word dril 3 - 5 min.

_ : Information
1.7 Paragraph drill 3 - 5 min.

>

Lesson 2

CEUITSE [EIEEEss » Course contents

[0:00 h 5:13 h|

» adjust course duration

) TypingMaster

"

Tai ddy sé& hién thi tén c4c bai hoc tap gb 10 ngdn tir bai 1.1 dén bai 12.7. Chung ta

chon 1an luogt tir bai 1.1 dé thuc hién, néu d4 thanh thao thi chon bai tiép theo. Ngoai ra c6

DPé cuwong Ky thuat st dung ban phim =17 -
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thé nhan vao Next Lesson ... hoic Previous Lesson ... dé chon tiép hodc quay lai bai
trude.

Vi bai tap 1.1 chi huéng dan chung ta cach dit 8 ngon tay twong tmg véi timg
phim: 4 ngdn tay trai tvong tng véi phim ky tu A, S, D, F; 4 ngon tay phai twong tng véi
phim J, K, L, ; trén ban phim. Bai huéng dan kéo dai khoang 3 pht.
=

Finger Positions o)

In their basic position, your fingers rest on the middle row of the
keyboard - also called the "home row". The home row is the base
frarn which all other keys can be reached.

Now place your fingers on the home row:

1. Put your left hand fingers on keys A S D F (see picture).
2. Put yaur right hand fingers on keys 1K L ;

3. Let the thumbs rest lightly on the space bar

4. Keep your wrists straight and fingers lightly curled

Tip! Can you feel small I I | I I I | I I I l I I

A\
\\lb \‘.

keys? They are there
Zancel 2 Of 5 [ Mext

to help you find the
home row keys without
looking at your hands.

"

\.

Vi bai tap 1.2. gitp ta luyén tap vdi tirng ngon.
4 o\

In this lesson you will learn the home row :
ASDFandJKL;

Press Space to continue

[PEP DL ]
[Pl ]

I 55 ) 5
Wﬂﬂﬂﬂﬂﬂ TT T

‘ Space H ‘ ‘

\\u‘] \ l

Kich nt Next/ Next ... dé tiép tuc viéc luyén tap.

Back

T

Cancel
J
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2.2. Thoat khéi phan mém
Sau khi hoan thanh céc bai luyén tap. Dé két thiic chwong trinh ching ta thoat khoi

X b N . , , Close n A LA - N
phan mém bang cach kich nut & gbc trén bén phai cira s6 chuong trinh.

rChoose Course close B

Course
‘ Step 1 Touch Typing Course

Review
In this course, you will learn the positions of the letter keys and commaon
punctuation by heart. after completing the course you will be able to type

with all ten fingers without looking at the keyboard. Typing Test

Duration 310 - 5:20 hours Games
Lessons 12 lessans
Statistics
Progress Mot started Start Course
Satellite
‘ Step 2 Launch Satellite v ‘ Settings
Information
‘ Step 3 Speed Building Course h 4 ‘
‘ Step 4 Numbers, Special Marks and 10-Key Pad h 4 ‘

" TypingMaster

.

3. Huéng din cach sir dung phin mém dé luyén k§ ning danh
may nhanh

3.1. Huwéng dan cach 1am bai kiém tra

Sau khi g6 10 ngon twong ddi thanh thao cac bai hoc trong phin mém chiing ta c6
thé kiém tra trinh do g cia minh bang cach thyc hién cac bai kiém tra.

Pay 1a mot tinh nang hay gitip cho ban c6 thé kiém tra, theo dbi ki ning gb may

tinh caa riéng minh khi sir dung chung may tinh véi cac déng nghiép.

DPé cuwong Ky thuat st dung ban phim -19 -
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TOUCh Typlng course » Change course

Course

Review

Lesson 12: Keys Z and X

Typing Test

12.1 Mew keys: & =« 3 - & min.

12.2 waord dril 2 - 5 min, GolnEs
12.3 Sentence drill 3 - 5 min. Statistics
12.4 Paragraph drill 3 - & min. Satellite

12.5 Tip: Typing tests
Settings

12.6 Tesxt dril 3 - & min.

@ 12.7 Completed - what next? 2 min. @

Lesson 11 Completed

Information

COUISS [rEgEss » Course contents

012 h 0:27 h|

» adjust course duration I TypingMaster

\\
Trén man hinh ching ta chon Typing Test

rTyping Test

Course

Test Text » Add

Review

Astronauts
Behind the scene: Movie credits

DMA& Research -- the Human Genome Project
History of Photography

Hubble Space Telescope

Legends af abraham Lincoln

MNetiguette

Observations of the "Father of Computing” (1791-1871) | Statistics
Aesop (sixth century B.C)

Typing Test

[

Games

Satellite

Duration [

Start test ] ttings

Information

Completed Tests

I/ TypingMaster

Chuong trinh cho phép ban chon cac doan vin ban c¢6 sin dé kiém tra.
Ban ciing c6 thé thém, bt cac doan van ma minh thich, nhung bi gi6i han chi cho

phép thém cac doan van ban tir dang text (*.txt).

DPé cuwong Ky thuat st dung ban phim - 20 -
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Muc Add cho phép chiing ta thém cc file vin ban vao trong Typing lam bai kiém

tra.

Muc Delete cho phép xo4 céc file khdng can thiét nira.

Muc Test text chon bai can gd.

Ban ciing c6 thé chon chon thdi gian kiém tra sao cho phd hop véi minh & muc
Duration nhu: khong gidi han thoi gian hay 2 phat, 5 phat, 10 phut, 20 phut, 30 phut.
Thoi gian mac dinh 1a 10 phat.

Cubi cuing kich vao Start test dé thuc hién bai kiém tra.

7

D‘\
fables, stories that have a moral. They Time
teach us something about how we should live our lives. 29:03

Aesop wrote thousands of these stories. Here are a few.
The Wolf in Sheep's Clothing

Once upon a time, a Wolf decided to disguise the way
he looked. He thought it would help him get food more

Aesop was one of the great Greek writers. He is best
known for his |

[ Hext J
k Cancel J

Pé xem két qua chung ta thuc hién hét bao nhiéu thoi gian, dat bao nhiéu phan
tram thi kich Next. Khdng mudn thuc hién bai kiém tra da chon thi kich Cancel.
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Time Used
Gross Speed
Accuracy

Net Speed

Truwong Cao dang nghé Cong nghiép Ha Noi

Typing Test Results

The test was interrupted before the time was up.

0: 47 min.
13 wpm
Q0%

11 wpm

Your Difficult Keys

_WWWWW

» Yiew & Print Results

L » Yiew & Print Certificate

o)

QK

J

J

Khi hoan thanh bai kiém tra trong thoi gian ban d4 dinh, chuong trinh s& hién thi

két qua ma ban dat duoc.

Page 1

Typing Test completed | 11/29/12011 | TypingMaster
TYPING TEST - PASSED
User: Wu Thu Hien
Test name: Behindthe scene: Movie credits
Date: 11292011 956 AM
TEST RESULTS
Duration: 0:47 min. of total 2200 min.
Gross speed: 13 wpm Gross strokes: 52
Accuracy: 90% Error hits: 5{1emors™ &)
Net speed: 11 wpm Net strokes: a7
TEST TEXT
1> You've stayed through the movie's final credit [credits] —- a

Muc Duration: Thoi gian kiém tra.

Muc Gross Speed: Toc do gb chung bao gom ca 15i gd sai.

Muc Accuracy: B¢ chinh xac.

Muc Net Speed: Téc d6 g8 thuc khong bao gdom 15i gb sai.

Muc Error hits: S tur 16i.

Dé cwong Ky thuat st dung ban phim
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Muc Gross strokes: S6 ky tu gd duoc bao gdm ca ky tur sai.

Muc Net strokes: Sé ky tu dlng g8 duoc.

Néu nhu két qua lan dau ctia ban khong cao thi cling dirng budn, ki nang gd phim
la ki nang doi hoi ban phai rén luyén déu din.

3.2. Luyén k§ nang danh may nhanh thong qua cac tro choi
trong muc Games.

f

Touch Typing Course > Change course Close I

Course

4 Review

Lesson 12: Keys Z and X

4 Typing Test

12.1 New keys: 7 ¥ 3 - 5 min.

12.2 word dril 3 - 5 min. o EEmiee
12.3 Sentence drill 3 - 5 min, 4 Statistics
12.4 Paragraph drill 2 - € min. 4 Satellite

12.5 Tip: Typing tests

4 Settings

12.6 Tesxt drill 3 - & min.

@ 12.7 Completed - what next? 2 min. @

Lessan 11 Completed

4 Information

COUISS [ArEg)Ess » Course contents

012 h 0:27 h|

.

Trén man hinh ching ta chon muc Games.

v adjust course duration i/ TypingMaster

Muc nay cho phép ching ta thuc hién bai luyén gd 10 ngdn théng qua cac tro choi.
Trong bang dudi day chiing ta c6 thé chon céc bai luyén tap ing véi cac trd choi va kich

vao nut Start.
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rGa meS Close !

Course

Bubbles WordTris Clouds

|with studied keys @ |with studied keys ng |with studied keys lﬂ

Statistics
y = .
E Satellite
]

Review

Typing Test

o
Settings
o
o Information
- @
2 o

C Speed Race @ e

r

TypingMaster

( et ]
0 Time: 00:04.20

[ Cancel J

Chir nao chuyén mau xanh dam thi ching ta gé néu g dung chit d6 s& bién mat
khoi vong tron.

Hoic ching ta c6 thé chon kiéu choi khac nhu: & muc WordTris véi tén cac loai
vat (Animals), cac loai 6 t6 (Cars),... cudi ciing kich nat Start dé choi.
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M o)
squirrel
o _ ( et )
Cancel
. S
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BAI 3: SU* DUNG BO GO TIENG VIET

1. Tim hiéu cac bang m3 tiéng Viét

1.1. B¢ ma 8 bit

ASCII (American Standard Code for Information Interchange - Chuan mé trao
d6i thong tin Hoa Ki), thuong duoc phat 4m 12 &t-xo-ki, 1a bd ki tw va bo ma ki ty dua
trén bang chir cai La Tinh dugc ding trong tiéng Anh hién dai va cac ngdn ngir Tay Au
khéc.

N6 thuong duge dung dé hién thi van ban trong may tinh va cac thiét bi thong tin
khac. N6 ciing dugc ding boi cac thiét bi didu khién 1am viéc véi van ban.

Ciing nhu cac ma may tinh biéu dién ki ty khac, ASCII quy dinh méi trong quan
gitra kiéu bit s6 véi ki hiéu/ biéu tuong trong ngon ngit viét, vi vay cho phép cac thiét
bi sb lién lac v&i nhau va xtr 1i, luu trit, trao doi thong tin hudéng ki tur.

Bang m& ki ty ASCII hoic cac mo rong tuong thich, duge dung trong hau hét cac
may tinh thong thuong, dac biét 1a may tinh ca nh&n va may tram lam viéc. Tén MIME
thuong dung cho bang mé nay la "US-ASCII".

ASCII chinh x&c 1a ma 7-bit, tirc 1 né ding kiéu bit biéu dién véi 7 s6 nhi phan
(thap phan tir 0 dén 127) dé biéu dién thong tin vé ki tu.

Vao luc ASCII dugc gi6i thiéu, nhiéu may tinh ding nhom 8-bit (byte hoic,
chuyén biét hon, by tdm) 1am don vi thong tin nho nhat, bit th tam thuong duogc ding
bit chén - I¢ (parity) dé kiém tra 15i trén cac duong thong tin hodc kiém tra chirc nang dic
hiéu theo thiét bi. Cac may khong dung chan - Ié thuong thiét lap bit thir tam 1a zero,
nhung mot sb thiét bi nhu may PRIME chay PRIMOS thiét 1ap bit thir tam 12 mot.

ASCII duoc cong bd 1am tiéu chuan 1an dau vao nam 1963 bai Hiép hoi tiéu chuan
Hoa Ki (American Standards Association, ASA), sau nay doi thanh ANSI. C6 nhiéu bién
thé ciia ASCII, hién tai phd bién nhat 1a ANSI X3.4-1986, ciing dugc tiéu chuan ho bai
Hiégp hoi nhd san xudt may tinh chau Au (European Computer Manufacturers
Association) ECMA-6, ISO/IEC 646:1991 Phién ban tham khao qubc té, ITU-T Khuyén
cao T.50 (09/92), va RFC 20 (Request for Comments).

N6 dugc dung trong Unicode, mot thay thé c6 thé xay ra cua nd, nhu 1a 128 ki tu
'thap nhat'. ASCII dugc xem 12 tiéu chuan phan mém thanh céng nhat timg duoc cong bd

tur trude té1 nay.
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Trong bang ma ASCII chuan c6 128 ki tu. Trong bang m& ASCIl mé rong c6 255
ki tur bao gom cé 128 ki tu trong m& ASCII chuan. Céc ki ty sau 1a c4c phép toan, cac chir
c6 dau va cac ki tu dé trang tri.

1.2. Bo ma Unicode 16 bit

Unicode (hay goi 1a ma théng nhit; ma don nhit) la bo ma chuan qudc té dugc
thiét ké dé dung 1am bo ma duy nhat cho tat ca cac ngdn ngir khac nhau trén thé gidi, ké
Ca cic ngdn ngir sir dung ky tu tuwong hinh phirc tap nhu tiéng Trung Qudc, tiéng
Thai,.v.v.

Vé6i nhirng diém wu diém d6, Unicode dd va dang timg budc thay thé cac bo
ma truyén thong, ké ca bo ma tiéu chuan ISO 8859 va hién dang duoc hd tro trén rat
nhiéu phan mém ciing nhu cac trinh tmg dung, chang han Windows.

Cac Font chir Unicode

Font Unicode c6 thé duoc tai vé tir nhiéu trang web, hau hét 14 mién phi. Du da c6
hang ngan Font chir trén thi truong, nhung hau hét chi hd trg & mot mirc d6 nhat dinh mot
s6 ky hiéu ngoai ASCII cia Unicode. Thay vi d6, cac phong chit Unicode thuong tap
trung hd tro cac ky tw ASCII va nhimg chir viét cu thé hodc tap cac ky tu hay ky hiéu. C6
vai ly do cua diéu nay: cac ung dung va tai liéu rat it khi can hién thi ky tu tir nhiéu hon
hai hé théng chir viét; Font chir thuong 1 nhimg tap khong day du, hé diéu hanh va céc
tmg dung ngdy cang xt 1y tét hon cac ky tu tir nhiéu bo Font khac nhau... Thém vao nika,
viéc thiét ké mot hé thong chi tiét hang nghin ky tu 1a cong viéc doi hoi nhiéu thoi gian va
cong strc trong khi hau nhu khong thu loi gi tir viée nay...

Lich si cac phién ban Unicode
= 1991 Unicode 1.0
= 1993 Unicode 1.1
= 1996 Unicode 2.0
= 1998 Unicode 2.1
= 2000 Unicode 3.0
= 2001 Unicode 3.1
= 2002 Unicode 3.2
= 2003 Unicode 4.0

2. Thao tac véi cac phwong phap go tiéng Viét khac nhau
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2.1. Bang ma chuan Unicode

Nhu chiing ta d4 biét Unicode 12 mot cach dé danh sé duy nhét cho tat ca cac ky tu
duoc ding bdi con ngudi trong ngdn ngir viét. Nhung nhimg con sé d6 duoc ghi trong
cac hé thong xir 1y van ban lai 12 nhimg van dé khac, nhirng van dé d6 1a hau qua cia viéc
phan 16n cac phan mém & phuong Tay chi biét t6i cac hé thdng ma hoa 8-bit, va viéc dua
Unicode vao c4c phan mém chi méi dién ra trong nhitng nam gan day.

Céc chuong trinh 8-bit cii chi nhan biét cac ky tu 8 bit, va khong thé dung nhiéu
hon 256 diém ma néu khong c6 nhimg cach giai quyét dac biét. Do d6 ngudi ta phai dé ra
nhiéu co ché dé dung Unicode; tly thudc vao kha nang luu trit, sy twong thich v&i chuong
trinh ngudn va sy twong tac véi cac hé thong khac ma mdi ngudi chon mot co ché.

UTF-32

Céch don gian nhat dé luu trix tit ca cac 2°°+2' Unicode code points 12 s dung 32
bit cho mdi ky tu, nghia 1a 4 byte — do d6 cach ma hda nay dugc Unicode goi 1a UTF-
32 va ISO/ IEC 10646 goi 1a UCS-4. Van dé chinh cta cach nay la né hao chd hon 4 lan
S0 Voi trude kia, do d6 nod it dugc dung trong cac vat nhd ngoai (nhu dia, bang). Tuy
nhién, n6 rat don gian, nén mot sé chwong trinh s& str dung mé hoa 32 bit bén trong khi
Xt ly Unicode.

UTF-16

UTF-16 la mot cach mé hda dung Unicode 20 bit. Céac ky tu trong BMP dugc dién
ta bang cach dung gia tri 16-bit cta code point trong Unicode CCS.

Theo cach d6 UTF-16 c6 thé biéu dién duoc nhitng ky hiéu Unicode c6 20 bit.

UTF-8

UTF-8 12 mot cach ma hoda dé co tac dung gidng nhu UCS-4 (ciing 1a UTF-16),
chtr khong phai co code point ndo khac. UTF-8 dugc thiét ké dé twong thich v6i chuan
ASCII. UTF-8 ¢6 thé sir dung tir mot (cho nhimg ky tu trong ASCII) cho dén 6 byte dé
biéu dién mot ky tu.

Chinh vi tuong thich voi ASCIL UTF-8 cuc ky ¢6 loi thé khi duoc s dung dé bd
sung hd trg Unicode cho cac phan mém c6 san. Thém vao d6, cic nha phat trién phan
mém van c6 thé str dung cac ham thu vién cé san cta ngdn ngit 1ap trinh C dé so sanh va
xép tht ty. (Nguoc lai, dé hd tro cac cach ma hda 16 bit hay 32 bit nhu & trén, mot sb 16n
phan mém budc phai viét lai do d6 tén rat nhidu cong stirc. Mot diém manh nira cia UTF-

8 1a v6i cac van ban chi co mot sd it cac ky tw ngoai ASCII, hay tham chi cho cic ngdn
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ngir dung bang chir cai Latinh nhu tiéng Viét, tiéng Phap, tiéng Tay Ban Nha, v.v.; cach
ma hoa kiéu ndy cyc ky tiét kiém khong gian luu trir.

UTF-8 duoc thiét ké dam bao khong c6 chudi byte ciia ky tw ndo lai nim trong mot
chudi ciia ky tr khac dai hon. Diéu nay khién cho viéc tim kiém ky tu theo byte trong mot
van ban 1a rat dé dang. Mot s6 dang ma héa khac (nhu Shift-JIS) khong c6 tinh chat nay
khién cho viéc xur 1y chudi ky tu tré' nén phirc tap hon nhiéu. Mic du dé thyc hién diéu
nay d0i hoi phai c6 do du (van ban s& dai thém) nhung nhimg wu diém ma né mang lai
van nhiéu hon. Viéc nén dir liéu khong phai 12 muc dich huéng t6i ciia Unicode va viéc
nay can dugc tién hanh mot cach doc 1ap.

Céc quy dinh chinh x4c cia UTF-8 nhu sau (cac so bat dau bang Ox la cac s6 bicu
dién trong hé thap luc phan)

Céc ky tu co gia tri nho hon 0x80, sir dung 1 byte c6 cung gia tri.

Céc ky tu c6 gia tri nho hon 0x800, sir dung 2 byte: byte thtr nhét c¢6 gia tri 0xCO
cong voi 5 bit tir thr 7 tdi 11 (7th-11th least significant bits); byte tha hai co gia tri 0x80
cong voi cac bit tir thir 1 tdi thir 6 (1st-6th least significant bits).

Céc ky tu c6 gia tri nho hon 0x10000, sir dung 3 byte: byte thir nhat c¢6 gia tri 0XEO
cong vai 4 bit tir thir 13 t61 16; byte thir hai c6 gia tri 0x80 cong véi 6 bit tur thir 7 t&1 12;
byte thir ba ¢o6 gia tri 0x80 cong vdi 6 bit tir thir 1 tdi thir 6.

Céc ky tu c6 gia tri nho hon 0x200000, sir dung 4 byte: byte thir nhat c6 gia tri
OxFO cong v&i 3 bit tir thir 19 t61 21; byte thir hai ¢6 gia tri 0x80 cong vadi 6 bit tir thir 13
to1 18; byte thar ba cé gia tri 0x80 cong véi 6 bit tir thir 7 t&1 thir 12; byte thir tu c6 gia tri
0x80 cong voi 6 bit tir thir 1 tdi thir 6.

Hién nay, cac gia tri khic ngoai cac gia tri trén déu chua duoc sir dung. Tuy nhién,
cac chudi ky tu dai téi 6 byte co thé duge dung trong twong lai.

Chudi 5 byte s& luu trit duge ma ky tu chira dén 26 bit: byte thir nhat c6 gia tri
0xF8 cong véi 2 bit thir 25 va 26, cac byte tiép theo luu gia tri 0x80 cong véi 6 bit ¢ y
nghia tiép theo.

Chudi 6 byte s& luu trit duge ma ky tu chira dén 31 bit: byte thir nhat c¢6 gia tri
OXFC cong véi bit thir 31, cac byte tiép theo luu gia tri 0x80 cong vdi 6 bit ¢ ¥ nghia tiép
theo.

UTF-7

Chuan hoéa dugc it dung nhat co 18 14 UTF-7. Chuan MIME yéu cau moi thu dién

tir phai dugc gui dudi dang ASCII cho nén cac thu dién tir nao su dung mé hda Unicode
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dugc coi 12 khdng hop 18. Tuy nhién han ché nay thuong bi hau hét moi nguoi bo qua.
UTF-8 cho phép thu dién tir str dung Unicode va dong thdi ciing phi hop véi tiéu chuan.
Céac ky hiéu ASCII s€ dugc gilr nguyén, tuy nhién cac ky tu khac ngoai 128 ky hiéu
ASCII chuan s& duoc ma hda bang mot escape sequence hay mot dau '+ theo sau mot ky
tu Unicode dugc mé hoa bang Base64, va két thic bang mot dau '-'. Ky tu '+ ndi tiéng s&
dugc ma hoa thanh '+-',

Unicode trén mang toan cau

Hau hét cac trang web tiéng Viét st dung cach ma hda UTF-8 dé dam bao tinh
twong thich, tuy nhién mét sb trang web van con giit cach ma hoa theo chuan ISO-8859-1
cli. Cac trinh duyét hién dai ngay nay nhu Mozilla Firefox c6 chirc nang ty dong chon
cach ma hoé (encoding) thich hop néu nhu may tinh da duoc cai dat mot font thich hop.

Mic dU cac quy tic ct phap co thé anh hudng téi thir ty xuét hién cia cac ky tu
nhung cac vin ban HTML 4.0 va XML 1.0 déu c6 thé bao trim hau hét cac ky tu trong
Unicode, chi trir mot s6 luwgng nhoé ky tu diéu khién va ddy chua dugce gan D800-DFFF va
FFFE-FFFF.

2.2. C4c hé thong bang ma trong Unikey, Vietkey

2.2.1. H¢ thong bing ma trong UniKey

- Unicode: unicode dyng san.

- Composed Unicode: unicode t6 hop.

- ABC, VNI, VISCII, VPS, VIETWARE, BKHCM: Pay la cac bang mé cii, dan
dan s& khong con duge dung nira.

- TCVN3 (ABC).

- MS CP 1258: bang mé tiéng Viét do Microsoft quy dinh. Néu ding bang ma nay
trong cac chuong trinh hd trg unicode ctia Microsoft nhur Office, Outlook Express... thi no
cho ciing mot két qua nhu unicode t6 hop.

- VIQR: Thyc chat day khong phai 1 bang m& ma chi 12 dang thé hién tiéng Viét
dudi dang "thd so" thong qua cac ky tu chuan. Dang ndy Van con duoc ding nhiéu trong
trao doi email.

- UTF-8 Literal, NCR Decimal, NCR Hexadecimal: Bay thuc chét 1a céac dang thé
hién khac nhau cia Unicode dung san. Néu ban 13 ngudi ding binh thuong va chua nghe
dén chung thi nhiéu kha ning ban s& khong bao gid can dén chiing. Cac dang nay chu yéu

nham phuc vu nhiing ngudi soan Web chuyén nghiép khi chuong trinh soan Web khong
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cho phép soan unicode tryc tiép. Hién nay nhiéu ngudi ding NCR Decimal trong chuong
trinh Yahoo Chat dé trao doi tiéng Viét co dau.

- X UTF-8: dang dac biét dé soan unicode trong cac chuong trinh von xudt xir tir
moi truong Unix, Linux nhu Emacs, gVim.

2.2.2. C4c bang ma hé tro trong VietKey

- TCVN3 - ABC

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

- VIQR

- VNI Win

- Vietnamese CP 1258 cua Microsoft.

- IBM CP-01129 do IBM phét trién.

2.2.3. Cac Kiéu gb hé tro

Telex

VNI

2.2.4. Cac ngbn ngir hé tro

Chuong trinh hd tro gd cic ngbn ngit tiéng Anh, tiéng Viét, tiéng Phép, tiéng
P, tiéng Nga.

2.2.5. Chirc nang khdc

- B6 dau kiéu cii, bo dau ngay sau nguyén am, bo dau tu do.

- Kiém tra chinh ta.

3. St dung bo gd Unikey

3.1. Huéng dan sir dung bd gb Unikey

UniKey 1a bo g tiéng Viét hd tro font Unicode thudc loai nhé va thdng dung nhét
hién nay. Véi vu diém nho gon, mién phi va tuwong thich hau hét véi cac hé diéu hanh
hién nay.

3.1.1. Khéi déng va két thitc UniKey

o Khoi dong UniKey: chay file UniKey.exe
o Két thuc UniKey: chon muc Két thiic trong menu hodc bam vao nat Két thiic trong

bang diéu khién.

C6 thé tao shortcut trén desktop hoic taskbar cuia Windows dé tién cho viéc khoi

dong UniKey.
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%

My Computer

TP UniKey 3.63 E
Eriéu khign
Bing m3: IUniu:cu:Ie

Kigu gé: | TELEx

Fhimn chuyén: &+ CTRL +SHIFT
AT +Z

@ﬂu&ng dén @ Théng tin o Mac dinh

Lnikey *
Kich vao “Mgé réng” dé cau hinh cho Unikey

3.1.2. Cdu hinh cho UniKey

Sau khi bat Unikey 1én, nhan vao “M¢ rong” dé cau hinh cho Unikey.

—Biiéu khign
Bing m3: ILlniu:u:u:Ie j |
Kifu gi: ITELEX vl X Két thic

Phim chupén:  © CTRL +SHIFT
W ﬁ Thu nha

— T chaon khac
|_|7 {Cho phép gb daw mi, mac & cudi g | V¥ ‘igtnamese interface
[T Phdi g dau ngay sau nguyén &m [T Chao phép @ tat
[ P&t diu od, up (thay vi da, oy P |
[ Sit dung clipboard cho unicode

Lnikey

[T Bt hii thoai nay khi khdi déng  |W Khdi déng cing Windows

@Huéfng din @ Théng tin o Mac dinh

Cdu hinh bg g Unikey
Viéc cau hinh cho bo g& Unikey chi can thuc hién mot 1an duy nhat sau khi cai dat
thanh cong.
Vietnamese interface/Giao dien tieng Viet: Chon ngon ngir thé hién 1a tiéng Anh

hay tiéng Viét.
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Bdng ma: Chon bang mé tiéng Viét. Phai chon ding banng mi twong tmg véi font
tiéng Viét ma dang st dung.

Kiéu gb phim: Cho phép chon kiéu gd tiéng Viét: Telex, VNI, hodc VIQR.

Phim chuyén: Thiét 1ap to hop phim ndng dung dé bat tat tiéng Viét bang. Ban
chon 1 trong 2 to hop: CTRL + SHIFT hoac ALT + Z.

Cho phép g6 ddu mii, méc é cuéi tir: Néu bat tuy chon nay thi cac dau mii, dau
mac, ddu tring khong nhat thiét phai gb ngay sau chir cai goc.

Vi du:

Kiéu TELEX: duongwwfd = dduwowngf = duong.

Kiéu VNI: duong9772 = d9u707ng2 = dudng.

Tuy chon nay cho phép ngudi dung kiéu gd VNI d& phai chuyén tay nhiéu (g0
xong phim chir r6i dén phim sb). Nguoi ding kiéu g TELEX nén tit chic ning nay dé
tranh nham 14n.

Phdi b6 diu ngay sau nguyén am: Néu bat tuy chon nay bat budc phai gb phim
dau ngay sau chir cai géc. Tuy chon nay dugc chi nham phuc vu nhiing ngudi d quen g
nhu vy tir trude dén nay. Nén tat chirc nang nay dé cho phép UniKey ty dong bo dau
mot cach chuén xac, ding chinh ta.

Bé diu 03, uy (thay vi 0a, Uy): C6 2 quan niém khac nhau vé vi tri dat dau trong
cac Am oa, oe, uy khi chling xuat hién & cudi ti.

+ Kiéu co dién: diu duoc dit vao nguyén am trude cho can ddi. Vi du: hoa, thiy,
khoe.

+ Kiéu méi: ddu duoc dit theo quy tic phat am. Vi du: hoa, thuy, khoé.

Theo nhiéu nha ngdn ngit hoc thi “Kiéu méi” dugc coi la ding chinh ta.

Cho phép gd tdr: Bat tinh nang hd tro g tat

Dinh nghia g6 tit: Cho phép soan bang g tat

Mdc dinh: Ban bam vao nat nay dé dat lai cac thong sb ciia UniKey vé gia tri mic
dinh.

Bdt héi thoai ngdy khi khéi déng: Cho phép bat, tait hop hoi thoai mdi khi
UniKey khoi dong.

Khéi déng cung Windows: Tu dong bat UniKey mdi khi Windows khoi dong.
Néu ban chon muc nay, hdy nhé xo4 bo shortcut cia UniKey trong Startup Menu néu co.

Théng tin: Xem théng tin thém vé UniKey.

Déng: Dong bang diéu khién ciia UniKey
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Két thirc: Tit UniKey

Sau khi thuc hién xong nhan chon “Péng", nhu vay 1a c6 thé gb dugc tiéng Viét
c6 dau nho sy ho tro ciia bo gd Unikey.

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

Biéu tuong trang thai va menu cua UniKe

bt thic

Hudng dén
Bang didu khién..[C5+F5]
Cong cu.. [C5+FE]

ChuyEn mé nhanh - [C5+F3]

w G0 kifu TELEX
A kidu Whl

G kifu VIGR
G kifu VIGR

' nicade
TEWMS - ABC
WRIDWInd o s
WG
UTF-& Literal

Decomposed Unicode

X @ ET 148 am

Biéu twong cua UniKey ludn xuat hién & goc phai dudi ciia man hinh. Tac dung
cta biéu tuong

Hién thi trang thai hién thoi cua ban phim. Biéu tuong chir V 1a bat tiéng viét. Chir
E (English) la tat tiéng Viét.

Bam phim chudt trai: bat tat tiéng Viét.

Bam phim chudt phai: hién thi menu cta UniKey.

Bam dup chudt trai: bat bang diéu khién ciia UniKey.

Qua menu c6 thé: mé bang diéu khién, mé hop cong cu, thyc hién chuyén doi
nhanh thong qua clipboard, chon kiéu g8 (TELEX, VNI, VIQR) hoic bang mi tiéng Viét.
Néu khong nhin thdy bang ma can duoc hién thi trén menu, hiy mo bang diéu khién va
chon bang ma do, sau d6 bang ma nay s& xuat hién trong menu.

3.1.3. Thiét lap g6 tir — AutoText trong Unikey.

Tinh ning hd tro gd tat cho phép ban gd cac tir hodc cum tir mot cach nhanh

chong. Chang han néu thudng xuyén phai gb tir Cong nghé thong tin ban co thé thiét 1ap
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mot muc gd tat cho phép ban chi can g Cntt va UniKey sé& tu dién cum tir Cong nghé
thong tin cho ban.

Chu y: Néu ban khong muén mot cum tir d dinh nghia gb tit (Vi du vn=Viét
Nam) bi UniKey chuyén di, sau khi g& cum g8 tat (vn), hdy gb phim Pause/Break.
Truong hop mudn g6 1 déu tring sau cum g@ tit (vn) ma khdng mudn vn bi doi thi
c6 thé giir phim SHIFT khi gd dau tring.
Pé thiét 1ap dugc ché do gd tit can lam 2 diéu sau:
- Bat Iya chon Cho phép g6 tdr trong bang diéu khién ctia UniKey (lya chon nay ngam
dinh 1a tat).
- Pinh nghia cdc muc gd tit. Chi can lam diéu ndy mot 1an va UniKey s& ghi nhé lau
dai cac muc tir ndy trong may cta ban. Bé dinh nghia gd tat, hdy chon Bdng g0 tdit
trong bang diéu khién cta UniKey. Khi d6 sé thiy hop hoi thoai giéng nhu Hinh 4.

Dinh nghia cac muc gf tat

7 Sy
Macro Table
Thay thé: Bidi:
GOOT GIAQ DUC BAD TAD
critt cong nghé thing tin
Critt ZAng noghé thong tin
oycdcht Giéju duc - El%u:n tan
GDDT GlAD DUC BAD TAD
ot Giao thang wan tai
tot Thé duc thé thao
dSia | = od @ L | X toimg |

Trong hinh cot bén trai cho phép nhap day gb tat, cot bén phai danh dé nhap cum
tir thay thé twong tmg vai diy g tat. Co thé thém, x0a, stra cac dinh nghia gd tat.

Chay: Can luu y cac diém sau khi dinh nghia g tat

. DAy g0 tat dai t6i da 15 ky tu, chi chira cac chir khong dau hoic so.

« DAy gd tat c6 phan biét chit hoa va chir thuong.

Chang han c6 thé dinh nghia Cntt 13 Céng nghé thong tin va CNTT la CONG
NGHE THONG TIN
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« CO thé dinh nghia 1én t&i 1024 muyc g6 tat, mdi cum tir thay thé c6 thé dai toi da

la 512 ky tu tiéng Viét, tong dung lugng ti da clia bang gd tat 14 64 KB. C4c gidi han nay
no6i chung 1a di dam bao yéu cau cho hau hét nguoi dung.

3.1.4. Cac phim néng

Dé viée str dung dugc nhanh chong, thuéan tién, UniKey c6 dinh nghia cac to hop
phim néng cho cic tinh ning thuong ding nhat nhu sau:

« CTRL+SHIFT+F5: Mg hop diéu khién chinh cia UniKey

o CTRL+SHIFT+F6: M6 hop cong cu ciia UniKey

o CTRL+SHIFT+F9: Thuyc hién chuyén ma cho clipboard véi cac Iya chon d4 dat
trong hop cong cu

o CTRL+SHIFT+F1: Chon bang m& Unicode

o CTRL+SHIFT+F2: Chon bang md TCVN3 (ABC)

o CTRL+SHIFT+F3: Chon bang m& VNI-Windows

o CTRL+SHIFT+F4: Chon bang m& VIQR

3.2. Hwéng dan chon font chir twong wng véi bé go

3.2.1. Nguyén tic chung

Pé gb cac chir cai Viét co ddu phai gd chit cai chinh trude, sau d6 gb cac dau
thanh, dau mii, ddu moc. Céc kiéu gb tiéng Viét khac nhau s& quy dinh cac phim bim
khac nhau cho c4c diu thanh, diu mil va ddu moéc. c6 thé gd phim dau ngay sau cac chit
cai goc, nhung diéu ndy d& dan dén viéc bo diu khong nhat quan.

Vi du: chir toan c6 thé dugc viét thanh téan. V6i UniKey, nén gd dau ¢ cudi tir va
UniKey sé& ludn tu dong dat diu dang vao chit cai can thiét.

Trang thai chit hoa, thuong phu thudc vao trang thai cua cac phim SHIFT va
CAPS LOCK. Vi cac bang mé 1 byte (TCVN 3, BK HCM1, VISCII, VPS), phai dung
font chir hoa méi c¢6 dugc chir hoa c6 dau. Véi font chit thuong, chi co thé gb dugc cac
chir hoa khong dau: A, A, E, O, O, U, D.

C6 thé dung bang diéu khién ctia UniKey dé tat chire nang bo ddu & cudi tir.

Hay lweu y cAc tiéu chudn gida bang ma va font chi nhw sau:

- Bang md@ TCVN3 thi ap dung cho font dang .Vn (vi du: .VnTime)

- Bang ma VNI window thi &p dung cho font dang VNI (vi du: VNI-Thufap)
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- Bang m& Unicode (UTF-8), kiéu gd Telex thi 4p dung cho nhiing font dang nhur
Times New Roman, nhiing font thudng ¢ san khi cai hé diéu hanh.

3.2.2. GB tiéng Vit bang kiéu gd Telex

Céc phim g tiéng Viét ciia kiéu gd TELEX

Phim Déu

S Sdc

F Huyén

R Hoi

X Nga

J Nang

Z Xo4 dau d& dat. Vi du: toansz = toan

DAu tring trong chif 4, ddu moc trong cac chit u, 0.

W Chit w don 1¢ tur dong chuyén thanh chu u.
Aa a
Dd d

Ee é
Oo 0

[ G0 nhanh chir w

] G0 nhanh chir o

Vi du:
Pé gb chir cong dong ta s& gb nhu sau: coojng ddoofng hoic coongj ddoongf

Chtr dwong: dduwowfng hoac dduowngf
3.2.3. G@ tiéng Viét bang kiéu gb VNI
Cac phim gb tiéng Viét ciia kiéu gb VNI

Phim Déu
1 sic
2 huyén
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3 hoi
4 nga
) nang
6 dau mil trong cac chit 4, &, 6
7 dau moc trong céac chir u, o
8 dau trang trong chir a
do chir d
0 x6a dau thanh
Vi du:

tie6ngl Vie6t5 = tiéng Viét
d9u707ng2 = duong
Trén day 1a hai kiéu g dang dugc sir dung rong réi nhat hién nay, va tly vao thoi

quen cia mdi ngudi dé chon cach gb nao cho phl hop.

Dé cwong Ky thuat st dung ban phim -38 -



Truong Cao dang nghé Cong nghiép Ha Noi

BAI 4: MOT SO PHIM TAT TRONG WINDOWS VA CAC TRINH U'NG
DUNG

1. Phim tat trong mdi trwong Windows
1.1. Phim tit chung

Delete: x6a

Shift + Delete: x6a vinh vién mot d6i twong, khéng phuc hdi duoc bang cach vao
thung rac.

Ctrl + kéo tha: sao chép d6i twong dang chon

Ctrl + Shift + kéo tha: tao 16i tit cho ddi tugng dang chon

Shift + miii tén: chon cac dbi twong trén man hinh Desktop, trong cira so
Windows, trong cac phan mém soan thao.

Ctrl + A: chon tit ca

F3: tim kiém mot tap tin, thu muc.

Alt + Enter: xem thudc tinh cua dbi teong dang chon

Ctrl + F4: dong cira s6 con trong ing dung da cira s6 nhu Word, Excel...

Alt + Tab: chuyén ddi qua lai giita cac cira s6 dang mo.

Alt + ESC: Di chuyén vong quanh theo thir ty cac ddi twong dang mé

F6: Di chuyén vong quanh cac phan tir gibng nhau trong mot cira sd hodc trén man
hinh Desktop.

F4: s6 noi dung cua thanh dia chi trong ctra s6 My Computer hoic Windows
Explorer.

Shift + F10: hién thi thyc don tét (thuc don ngit canh) cta ddi twong dang chon

Alt + phim cé&ch: hién thi thyc don hé théng (System menu) cua cira s6 dang kich
hoat.

Alt + ky tw gach chan trén thwe don I€nh: thuc hién 1énh tuong Gng.

Ky tw gach chan trong trong mét thwe don dang mé: thyc hién 1énh tuwong ing
trong thuc don dang mo.

F10: kich hoat thanh thuyc don 1énh cua ing dung dang duogc kich hoat.

->, <-, Up, Down: di chuyén giita cac d6i tuong dang chon trong cira so, giita cac
nhanh Iénh trén thanh thuc don 1énh.

F5: cap nhat cho ctra ) dang kich hoat.

Dé cwong Ky thuat st dung ban phim -39 -



Truwong Cao dang nghé Cong nghiép Ha Noi

Backspace: tr¢ vé thu muc cap trén lién ké cta thu muc hién tai trong cira s6 My
Computer hogc Windows Explorer.

ESC: bo qua tac vu hién tai.

Windows key: Kich hoat menu start

Ctrl + ESC: Kich hoat menu start

ALT + F4: Béng cira s6 hién thoi hodc két thuc mot chwong trinh

CTRL + F4: Péng cira s6 hién thoi trong mot chuwong trinh voi giao dién tai lidu
da ctra s6 (MDI).

CTRL + C: Sao chép ddi turong vao Clipboard

CTRL + X: Cat d6i tugng vao Clipboard

CTRL + V: Dan déi tugng tir Clipboard

CTRL + Z: Huy bo (Undo) I¢nh, thao tac vira thuc hién

CTRL +A: Chon tat ca cac d6i tuong

F1: Hién thi ctra s tro gitp ctia Windows

F2: Pat lai tén file nhan phim F2 trén ban phim khi file dugc chon.

F10: Kich hoat menu trong chuong trinh

TAB: Di chuyén qua lai giita cic di tugng

ALT + TAB: Chuyén tdi cira sd vira sir dung trude dé

ALT + SPACE: Kich hoat hop diéu khién cira s6

Windows + E: Mé Windows Explorer.

Windows + F: Tim kiém file --> mé ra mot cira s6 tim Kiém va dién nhimg thong
tin vé file dang can tim.

Windows + D: thu nhé céc ctra s6 va chi hién thi Desktop.

Windows + D mét lan nira: mo lai tat ca cac cira s6 luc dau

Windows + L: Khéa ngay may tinh ma khéng can chd cho dén khi ché do bao vé
man hinh hoat dong.

Windows + F1: M& ctra s6 Windows Help.

Windows + Tab: Chuyén dich giita cac chuong trinh ban dang sir dung.

Shift + Delete: hodc gilt phim Shift trong khi kéo file hodc tép vao thung réc, cac
file s€ bi x6a ngay lap turc.

Alt + F4: Bo ung dung dang hoat dong hoic tit Windows néu khong c6 tng dung
nao.

Alt + PrtScrn: Chup chon duoc mot cira s6 hoat dong.
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Alt +Ctrl +Del:

+ Trong Windows 98, t6 hop phim ny s& khéi dong lai may tinh.

+ Trong Windows XP, hién thi hop thoai Windows Task Manager cho phép tat cac
chuong trinh bi "treo", khai dong lai may, tit may, xem tai nguyén hé thong...

Ctrl + Shift + Escape: Khi mét chwong trinh bi ding “treo” ta s&€ mo Task
Manager va dong chuong trinh d6. T6 hop phim tit md nhanh chuong trinh Task
Manager.

1.2. Phim tit trén hép thoai

Alt + Space: Khi nhan cac phim nay thi mot menu xuat hién voi cac 1énh nhu
Move, Minimize, Maximize, va Close.

Ctrl + W: DPéng céc cira sb tai liu dang mo

Ctrl + Tab: chuyén sang thé ké tiép trong hop thoai.

Ctrl + Shift + Tab: chuyén vé thé phia trudc trong hop thoai

Tab: chuyén dén cac phan lya chon, 1énh ké tiép

Shift + Tab: chuyén vé cac phan lya chon, 1énh phia trudc

Alt + Ky tw gach chan: thyc hién Iénh tuong tmg c6 ky ty gach chan

Enter: thuc hién thiét 1ap hodc nit nhén dang kich hoat

Phim céch: chon hodc bo chon trong 6 chon (checkbox)

Mii tén: chon mot nat néu dang & trong mot nhom ¢ nhidu niit chon

F1: hién thi phan trg gitp

FA4: hién thi dang sach gia tri ciia d6i twong dang kich hoat

Backspace: tré vé thu muc cép cao hon lién ké trong cac hop thoai luu va mé

1.3. Phim dic biét trén ban phim

- Esc (Escape): Hiy bo (cancel) mot hoat dong dang thuc hién, thoat ra khoi mot
ung dung nao d6 dang hoat dong.

- Tab: Di chuyén dau nhay, day chir sang phai mot khoang rong, chuyén sang mot
cot hoac Tab khac.

- Caps Lock : Bat/ tat ché do gd chit IN HOA (dén Caps lock s& bat hodc tat
tuong tng theo ché do).

- Enter: Phim dung dé ra lénh thyc hién mot 1énh hodc chay mot chuong trinh

dang dugc chon.
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- Space Bar: Phim tao khoang céach giira cac ky tu, trong mot s6 trudng hop phim
nay con dugc ding dé danh dau vao cac 6 chon. Luu Yy mdi khoang cach ciing duoc xem
la mot ky tur, goi 12 ky tu trang hay trong.

- Backspace: Lui dau nhay vé phia trai mot ky tu va x6a ky tu tai vi tri d6 néu c6.

- Céac phim Shift, Alt (Alternate), Ctrl (Control) 1a phim t6 hop chi c6 tac dung
khi nhan kém véi cac phim khac, mdi chuong trinh s& co qui dinh riéng cho cac phim
nay.

- Déi voi phim Shift khi nhan va gitr phim nay sau ¢6 nhan thém phim ky tu dé g6
chit IN HOA ma khdng can bat Caps lock, hodc dung dé gb cac ky tu bén trén d6i véi
phim cé 2 ky tu.

- Windows: M& menu Start cua Windows va dugc dung kem véi cac phim khac
dé thuc hién mét chirc nang nao do.

- Menu (ké phim Alt bén phai): C6 tac dung gidng nhu nat phai chuot. Két hop
voi cac phim Up, Down tuong tng véi viée dung nut chudt phai.

- Print Screen(Sys Rq) : Chup anh man hinh dang hién thi va luu vao bo nhé dém
Clipboard.

- Scroll Lock: Bat/ tit chirc nang cudn vin ban hay ngung hoat dong cia mot
chuong trinh. Tuy nhién, nhiéu tmg dung hién nay khong con tuan lénh phim nay nira.
Dén Scroll Lock hién thi trang thai bat/tat cua nit.

- Pause (Break) : Chuc nang tam dung mot hoat dong dang thuc hién, mot g
dung nao do6 dang hoat dong.

- Gitr Shift khi bé dia CD: ngan can viéc chay cac chuong trinh tu dong tir dia
CD.

2. Phim tit trong cac trinh soan thio

2.1. Phim tat trong hé soan thao vin ban MS Word
CTRL + N: m¢ trang méi.

CTRL + O: mo tai liéu da co.

CTRL + S: luu tai ligu.

CTRL + W: dong tap tin.

CTRL + X: cat tai liéu khi boi den.

CTRL + C: chép doan van ban béi den (copy).

CTRL + Z: khdi phuc cai bi x6a nham.
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CTRL + J: canh I& 2 bén.

CTRL + F2: xem tai liéu trudce khi in.

CTRL + P: in nhanh tai liéu.

CTRL + H: tim kiém va thay thé.

CTRL + D: chon font chir.

CTRL + A: boi den toan bg.

F2: d6i tén file.

DELETE: x6a ky tu bén trai diém cheén.
INSERT: bat ché d chén hay ghi chong 1én.
2.2. Phim tat trong bang tinh Excel
Ctrl + A: Chon toan bd bang tinh

Ctrl + C: Sao chép. Enter: dan mot lan.

Ctrl + V: dén nhiéu lan

Ctrl + F: Bat hop thoai tim kiém

Ctrl + H: Bat hop thoai tim kiém va thay thé.
Ctrl + N: Tao méi mot bang tinh trang

Ctrl + P: Bat hop thoai in 4n

Ctrl + S: Luu bang tinh

Ctrl + X: cat mot ndi dung dang chon

Ctrl + Z: Phyc hdi thao tac trudc d6

Ctrl + F4, Alt + F4: D6ng bang tinh, dong Excel.
2.3. Phim tat trong hé trinh chiéu PowerPoint
CTRL + M: Chén mot Slide Méi

F6 hay Shift + F6: Di chuyén nhanh vling soan thao (switch pane)
CTRL + D: Tao méi mot file tring tiéu dé

F5: Trinh chiéu Slide show

CTRL + T: M& hop thoai Font

CTRL + F: M6 hop thoai Find

CTRL + G: Truy cap Huéng dan (view Guides)
SHIFT + F3: Chuyén chit in hoa

CTRL + B: Panh dau ¢am

CTRL + I: Panh dau in nghiéng
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CTRL + K: Chén siéu lién két
CTRL + A: Chon tit ca
CTRL + C: Sao chép

CTRL + V: Dan

CTRL + Z: Undo

CTRL + S: Luu

CTRL +P: In

CTRL + O: Mg file da luu.
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MUC LUC
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