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Truong Cao ddng nghé Céng nghiép Ha Noi

BAI MO PAU: KHAI QUAT CHUNG

1. Gi@i thi€u vé ban phim may tinh

Trong mdy tinh, mOt ban phim 12 m&t thi€t bi ngoai vi dugc md hinh mbt

phan theo ban phim may ddnh ch.

V& hinh ddng, ban phim 1a sy sap dat cdc niit, hay phim. MOt ban phim thong
thudng c6 cic ky tu dugc khac hodc in trén phim; v4i da sO ban phim, mOi 1an
nhdn mOt phim tuong Ung v&i mOt ky hiéu dugc tao ra. Tuy nhién, d€ tao ra mot
sO ky tu can phai nhan va gilt vai phim cuing lic hodc lién tuc; cic phim khac khong
tao ra bat ky ky hi€u nao, thay vao dé tic ddng dén hanh vi cla mdy tinh hodc cla

chinh ban phim.

1.1. COng giao ti€p

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

+ Ban phim khong day

Ban phim khéng ddy dang dan phO bién vOi nhiing ngudi st dung mubn su
U do dang tdng 1én. Dit sao, ban phim khong day can pin d€ hoat dOng, va cé th€
sap dat mOt van dé an ninh vi nguy c0 cla sU nghe trOm.

1.2. Cach sir dung

Trong cdch st dung binh thuGng, ban phim ding d€ danh vin ban vao mot bd

xU 1y chi, trinh soan thdo viin bdn, hay bat ct hOp chit khéc.

1.3. Lénh

MOt ban phim ciing dugc dung d€ viét 1énh vao mdy tinh. MOt vi du dién
hinh trén PC 14 t6 hgp Ctrl+Shift+Esc. V&i phién ban Windows hién thdi tG hgp nay
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ma3 Task Manager d€ cho phép ngu0i s& dung qudn ly nhifng qud trinh dang hoat

dOng, tat may tinh ... Dudi Linux, MS-DOS va m0t vai phién ban cii clla Windows,

t0 hgp Ctrl+Alt+Del thuc hién khéi dOng lai mdy tinh.

2. Gi6i thiéu mOt s6 phan mém dianh may thong dung
2.1. Luyén ciach didnh may 10 ngén vGi game Play Typer
Shark Deluxe 1.02 (PopCap Game)

Chiing ta c6 1& da kha quen v&i cidc game cUa PopCap. Va mOt trong nhitng
game khd b0 ich d6 1a Typer shark deluxe.

Pay 12 mOt game vUra mang tinh chat gidi tri, vira gitip ching ta luyén tap g6
phim rat hiéu qud.

Céch chai rat don gidn: Ta s& phai d0i mat v4i dan c4 map hung dit. Moi
con c4 map mang mOt tU ti€ng Anh khic nhau, ching ta phai tiéu diét ching bang
cach g6 tUir hién trén minh ching. Hiy cO gang g6 that nhanh, néu chdm tré chiing ta
s€ bi chiing tdn cong vi mat mOt mang.

Sau khi download vé€, gidi nén ta s€ duoc 2 file. Ban chay file
PCDPRemover.exe rOi nhdp niit Open, t0i thu' mUc cai dat game, mac dinh la: C:\
Program Files\ PopCap Games rOi mG thU' mUc game tUong Ung, 0 ddy la Typer
Shark Deluxe rOi nh@p diip vao file tuong Ung trong game (Typershark.exe) dé

Crack game.
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LESSON 6

25% COMPLETE

15 ERRORS

Chuong trinh c6 3 ché do:

- Typing Tutor: ch€ d6 hoc, chuong trinh s€ chi cich dat ban tay 1én ban phim
va 1am quen vGi cic phim, gd phim mOt cich khoa hoc nhat, rOi sau dé luyén ky
ning g6 phim bang 10 ngén tay vGi cac doan vin ban.

- ABYSS: ché d0 luyén kY niing gd phim thong qua trdo choi: ban déng vai 1a
mOt ngudi tho 1an, 3 mOi viing bi€n, moi dO sau s€ c6 cdc loai cd khac nhau, trén
minh ching c6 cdc ky tU, ban hiy g6 tén con c4 d€n gan ban nhat d€ diét chiing.

- Advanced: ch€ d0 tro choi nhu ABYSS nhung ¢ mUc d0 cao hon.
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2.2. Luyén cach dianh may 10 ngén v@i GS Typing Tutor

2.9.9.0 Full
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Né€u ban mudn ting khd ning ddnh may cUa minh tU cO ban 1én trinh d6 cao
hon thi GS Typing Tutor s€ gidp ban.

DPung nhu tén g0i, chuong trinh 12 m&t “gia su” s€ day ban cac thao tac v&i
mdy tinh, ddc biét 1a ban phim, ban s& dugc hudng dan tlr tu thé ngdi truGe may
tinh, cdch dat tay, cdc 10i khuyén khi lam viéc trén may tinh...

Phan quan trong nhat, di nhién 13 luy€n kY ning gd phim thanh thuc v&i 2 ban
tay, cdc bai hQc ciing nhu bai tdp dudgc chia theo cdp d6 tir d& dén khé, phit hop véi
yéu cau.

Sau ciing s& c6 nhitng bai ki€m tra k¥ ning, k€t qua cla ban s& dugc xudt ra
thanh béo cdo.

P& bt nham chan chuong trinh ciing cé mOt s6 minigame cho ban tap g6

phim nhu ban phi thuy€n ngoai hanh tinh, bat chubt trong vuon. ..
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2.3. Luyén cach danh may 10 ngén v@i Mario

Student Lessons

BORUT!:

NERCT]

Ban c¢6 mubn 10 ngén tay cla minh 1UGt that nhanh, go chinh x4c tUng con
ch(f ma khong can nhin ban phim? Ban c¢6 mubn dat tiéu chudn clla mOt thu ky véi
tOc d6 danh ch(r 100 t/ phit? Hay bién udc mudn cla minh thanh su that bang
chuong trinh Mario Teaches Typing.

Chuong trinh nay c6 tU rat lau; tU thoi hé di€u hanh DOS con thinh tri. Tuy
nhién dén ngay nay né van c6 mOt su' cubn hit nhat dinh trong chiing ta khi tUng
budc chap chling 1am ban v&i mdy vi tinh vi Mario vUa choi 1ai vira hoc danh chir.
Chuong trinh cUa hang Interplay, dugc sdn xudt nim 1992 va hoan toan mién phi cé
dung 1ugng 985Kb tudng thich v&i cidc hé diéu hanh tU DOS dén Windows XP.
Gidi nén tép tin; cat va dan thu muc Mario Teaches Typing vio vi tri ban thudng dé
nh{tng chuong trinh chay tu ddng khong can cai dat.

Kh&i ddng chuong trinh truc ti€p bang té€p tin Mario.exe hodc tao shortcut
cla chuong trinh trén man hinh Desktop. Vao giao dién chinh & phia trén 12 thuéc
1énh gOm ba phan sau:

@ Trinh don File:

Demo: Trinh dién cho chiing ta tUng doan phim c4ch gd phim theo cic cdp dd
chai t&r mOt dén bOn.

Keyboard: Hién thi cic mau cUa ban phim tuong Ung vGi mau sac cla tlng
ngén tay phdi go.

Music: Bat/Tat nhac nén chuOng trinh.

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

Quit: Thodt khoi chudng trinh.

@ Trinh don Student:
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New: Nhap tén ngudi choi va chon nhan vat.

Load: ChOn nhan vat ta da tao.

Edit: SUa lai profile ngu'di choi.

Lesson times: Thié€t 1dp th0i gian cho tUng phan choi bang céch click chult
vao s0 phiit qui dinh.

Certificates: N€éu ban hoan tat chuong trinh nay s€ dugc thay gido Mario cap
chlng nhdn va in ra gidy; that 12 tuyét phdi khong?! Tuy nhién chac chan 1 diéu Ia
khi di tim vi€c, khong ai chdp nhan bang cap tbc ky nay!

O Lessons:

Home row only: Chi tap dong cG badn ngang vGi hai phim dugc dinh ddu trén
ban phim.

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

Add bottom row: Tap déanh mdy vGi cdc phim phia dudi.

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

Add symbols: Tap g6 phim kem thém ky tu 12 bi€u tugng.

All keyboard: Tap danh mdy vGi cdc ky tU trén ban phim.

V&i xu huéng hoc ma choi, chGi ma hoc, Mario Teaches Typing s€ mang dén
cho ban nhiing gi¥ phiit day bé 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 c0O ban gilta ngudi diing v&i may vi
tinh va 1a thi€t bi khong th€ thi€u, n€u thi€u né mdy vi tinh s& bdo 16i va khong khdi
dbng.

Chuc niing cila mOt s6 phim co ban trén ban phim.
1.1. Céc phim chif c4i va s0
.-...... -
CJCJE e e e e e e Je e e
@.C OO
dd@0EEE a0
H

- Phim ch{r cdi (ky tu): Dung d€ nhép cic ky tu dugc ky hi€u trén phim.

e

- Phim dau: Dung d€ nhdp cdc ddu dugc ky hiéu trén phim, cc phim c6 2 ky
ty dugc dung kém v&i phim Shift.

- Phim s0: Dung d€ nhdp céc ky tu s, cac phim c6 2 ky tu dugc ding kem
vOi phim Shift.

1.2. Cac phim chic niing

acaalaaaalanna

TU phim F1 dén F12 dugc dung d€ thuc hién mOt cong vi€c cu thé va dugc

qui dinh tuy theo tUng chuong trinh.
- F1: M phan trQ gitip chung (Help and Support).
- F2: BGi tén cho cic Tap tin hodc thU muc dang du'gc chon.
- F3: M& hOp thoai tim tap tin trong thu' muc hién hanh.

- F4: M& rOng/ thu nh0 thanh dia chi (Address Bar) cUa cdc chuong trinh.
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- F5: Cap nhat 1ai ndi dung (sU thay dGi) trong cdc clfa sO chuong 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 khién

)

Tab
—

—]
Caps Lock I I Enter
Menu key
Shift windows key windows key Shift
4 -~ ™~ i's
- i h \
i Ly Al l Space bar ] At l a lﬂ- l| i

- Esc (Escape): HUy b0 (cancel) mOt hoat dOng dang thutc hi€n, thoat ra khoi

mOt Ung dung nao d6 dang hoat dOng.

- Tab: Di chuyén d&u nhdy, ddy ch(f sang phdi mOt khodng rOng, chuyén
sang mOt cOt hodc Tab khdc.

- Caps Lock : B4t/ tat ch€ d6 g ch(r IN HOA (deén Caps lock s& bat hodc
tat tuong Ung theo ché do).

- Enter: Phim dung d€ ra 1&énh thuc hién mOt 1énh hodc chay mdt chuong
trinh dang dugc chon.

- Space Bar: Phim tao khodng céch gilra cdc ky tU, trong mOt sO truGng hop
phim nay con dugc ding d€ danh ddu vao cic 6 chon. Luu y mOi khodng cich ciing
dugc xem 1a mOt ky tu, goi 1a ky tu trdng hay trOng.

- Backspace: Lui ddu nhdy v€ phia trai mOt ky tu va x6a ky tU tai vi tri d6

néu co.
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- Céac phim Shift, Alt (Alternate), Ctrl (Control) 1a phim to hop chi cé tic
dung khi nh@n kém vGi cdc phim khic, mOi chuong trinh s€ c6 qui dinh riéng cho
cac phim nay.

- P6i v&i phim Shift khi nh@n va gilt phim nay sau d6 nhan thém phim ky tu
d€ g6 chlr IN HOA ma khong can bat Caps lock, hodc ding d€ gb cic ky tU bén trén
d6i v&i phim c6 2 ky tu.

- Phim Windows: M@ menu Start cUa Windows va dugc dung kem vdi cic
phim khac d€ thuc hién mot chlfc ning nao do.

- Phim Menu: C6 tdc dung giOng nhu niit phdi chuot.

1.4. Vung ban phim phu

E=)=)

- Print Screen (Sys Rq): Chup dnh man hinh dang hi€n thi va luu vao b0 nhé

a. Man hinh hién thi

dém Clipboard, sau d6, c6 th€ dan (Paste) hinh dnh nay vao bat c(f Ung dung nao hod
tr@ hinh &nh, hay céc trinh xU 1y d6 hoa (Paint, Photoshop,...). O cdc chuong trinh
x( Iy d6 hQa, chon New trong trinh don File va dung 1€nh Paste trong trinh
don Edit (hay ding t6 hgp phim Ctrl+V) d€ dan hinh anh vlra chup vao 6 trang dé€
xU 1y n6 nhu mOt Anh thong thudng.

- Scroll Lock: B4t/ tat chlc ning culn vin ban hay ngung hoat dOng cla
mOt chuong trinh. Tuy nhién, nhi€u Ung dung hi€n nay khong con tudn 1énh phim
nay n(ta. Bén Scroll Lock hién thj trang théi bat/tat cUa nit.

- Pause (Break) : C6 chUc ning tam dUng mOt hoat dOng dang thuc hién,
mOt Ung dung nao d6 dang hoat dOng.

b. Cdc phim diéu khién trang hién thi
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- Insert (Ins) : Bat/ tat ch€ d0 viét d& (Overwrite) trong cdc trinh x( 1y vin

- Delete (Del) : X6a dOi tugng dang dugc chon, x6a ky tU nam bén phai dau
nhdy trong cdc chuong trinh xU 1y vin ban.
- Home: Di chuyén dau nhdy vé dau dong trong cic chuong trinh xU 1y viin

ban.

- End: Di chuyén ddu nhdy vé cudi dong trong cdc chuong trinh xU 1y vin

- Page Up (Pg Up): Di chuyén man hinh 1én moOt trang truGc n€u cé nhi€u
trang trong cUfa s6 chuong trinh.

- Page Down (Pg Dn): Di chuy€n man hinh xu0ng moOt trang sau n€u c6 nhi€u
trang trong c(fa sG chuong trinh.

¢. Cdc phim miii tén

]

- ChUc ning chinh ding d€ di chuyén (theo hudng miii tén) ddu nhdy trong

cc chuong trinh xU 1y viin ban, di€u khién di chuy&n trong céc trd choi.

d. Cum phim s6

——p, e,
INum I . .

2 Kt Lt L]
7 e )
Homa

ML)l
a Is Jls
(S | N— | S, || N—
1 2 3
End || J|PeDn

- % - || Enfer
D "
Ins Dal
e

- Num Lock: Bét hay tat cdc phim s6, den Num Lock s& bat hodc tat theo

trang thdi cUa phim nay. Khi tat thi cdc phim s€ c6 tdc dung dudc ky hi€u bén dudi.
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- Céc phim sO va phép tinh thong dung cé chlc ning giOng nhu' mdy tinh cam
tay. Luu y dau chia 13 phim/, ddu nhan 13 phim * va ddu bang (két qud) Ia
phim Enter.

e. Cdc den bao

| — | | — | | —
Murm Caps Seroll
Lock Lock Lock

- Céc den bdo tuong Ung vGi trang thdi bat/ tat cla cac nit Num Lock, Caps
Lock, Scroll Lock.

Cdc chtfc ndng khdc

DOi vOi ban phim ¢é cdc phim hO tro Media va Internet, cdc phim nay dugc
sU 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 (am thanh) thi ddy cdm cUa
cdc cOng nay phdi duoc cdm vao cdc cOng tuong Ung trén mdy vi tinh.

Ngoai ra mOt 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. Huéng dan tu thé gé cla tlng ngon tay

QWERTY Ia tén ban phim chudn Anh - MY, 14 dang ban phim phG bién &
Viét Nam hién nay. Tén QWERTY bat dau tir 6 ky tu dau tién cla day phim chir.

6 S S S S S Y =
== 1
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- V&i ban phim Qwerty, c6 th€ dinh vi cdc phim rdt dé dang ngay ca trong
béng tOi vi trén phim F va phim J luén c6 mOt g0 nho.

- D&u chdm nam trén phim sO 5 bén cum phim sO gidp dinh vi ngén gilra tai
vi trf sO 5 khi thao tac.

2.1.Tu thé g6

Tha 10ng tay trong trang thai tu nhién & tu thé dp.

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

Céc phim A S D FJ K L; dugc goi I1a cdc nhém phim chU trén ban phim, n6
tuong Ung vdi 4 ngén tay ut, ap tt, gilta, trd trai va o, gilra, 4p ut, Gt phdi. Dat 8
ngén tay 1én nhém phim nay va ban c6 thé dé dang nhdn thdy rang ban chi viéc dua
ngén tay 1én xuOng d€ di chuyén dén cic nhém phim khéc trong danh sich rat dé
dang. Riéng ngén trd va ngén it s€ c6 nhiém vu dua sang hai bén d€ go nhitng phim
G gan né. Néu phai diing cdc t6 hop phim c6 chifa Shift, Ctrl trong qua trinh thao tic
nén bam 2 phim bang 2 tay khic nhau.

Vidu:

Shift - O thi ban nén bam Shift bang ngén 1t trdi va O bang ngén 4p ut phai.
Khi da quen dan véi cich nhém phim ban nén rdi dan mat khéi ban phim. N€u ban
r0i han dudc mat khoi ban phim thi ¢6 lic d6 ban di hoan thanh bai tap. P& g6
ti€ng viét dugc nhanh nhat ban nén s dung ki€u g6 TELEX thay vi ki€u VNI vi
khi g6 TELEX khodng cdch dua tay 12 ngdn nhat.

2.2. Tay phai

-Ngén trd: Y, U, H,J, N, M, 6.

- Ngén gilra: I, K, 8.

- Ngén cam: O, L, 9.

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

2.3. Tay trai

- Ngén ut: Q, A, Z, 1, Phim Ctrl trdi, Shift trai.
- Ngén cam (hodc danh): W, S, X, 2.
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- Ngén gilra: E, D, C, 3.
-Ngéntrd: R, T, F, G, V, B, 4, 5.

- Ngén cdi: Space bar (phim cach trOng)
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BAI 2: LUYEN KY NANG DANH MAY NHANH BANG PHAN
MEM TYPING MASTER
1. GiGi thi€u cich cai dat phan mém
1.1. GiGi thiéu phan mém

Ngay nay khi ma mdy tinh di tr& nén ph6 bi€n thi k¥ niing g6 vin ban nhanh,
chinh x4c 12 yéu cau rat can thi€t cho tat cd moi ngudi. C6 1 cach rat hay d€ luyén
tap k¥ ning go ban phim nhanh bang cd 10 ngén d6 1a phan mém Typing Master
Pro.

TypingMaster cé nhiing bai tap go rat h(tu hiéu, ngoai ra con cé cic game ...

nhung tat ca déu 1a nhitng bai tap luyén d€ ban cé thé loai trlr 16i ky tu, gidm do

mét moi cUa ngén tay, cO, canh tay...

Giao dién TypingMaster Pro

= 0
@ TypingMaster Pro
Typing Tutor
Welcome to TypingMaster
@ Enter your name
WU Thu Hien
Hien
MNguyen Thi Nga
Mguy?n Th? Mga
YU Thu Hien
k] am a new user.,
L Enter J
\ y

Day 1a phién ban diing kh4 On dinh, c6 ddy dU cic bai tap, game,...
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[ Information Close W
2 i c
TypingMaster Pro Typing Tutor SHESE
version 7.01 [2007] Review
Build TH3RP; 2007-08-31
User W Thu Hien Lyt st
License icycool and everybod
v i b 4 Games
» Enter License... T
4 Statistics
More Information
; ; 4 Satellite
» Introduction to Typinghaster
* User Manual
: : Settings
» Educational and business custaormers L
Internet Links ey
» v, TypingMaster.com
» Technical support
» Check for updates
Copyright 1992-2007 TypingMaster, Inc. All rights reserved. e
"/ TypingMaster

1.2. Cai dat phan mém

1.2.1. Cai dat TypingMaster Pro 7.0.1.763.

Sau khi download phan mém v& mdy tinh, gidi nén ta s€& duogc 2 file:
TypingMaster Pro 7.0.1.763.exe va file hubng ddn Crack TypingMaster Pro
7.0.1.763.1xt.

- Ngat két n6i mang.

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

1.2.2. Huéng dan crack Typing Master Pro 7.0.1.763

- M3 Typing Master Pro 1én.

- Ban nhap license:

- License ID : icycool and everybody

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

- Sau d6 c6 th€ k€t ndi mang 1ai nhu trude

2. Cach khéi dOng va thoat khéi phan mém
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2.1 Cach khoi dOng

Sau khi cai dat chudng trinh thuOng nam trong 6 C. D& khéi dOng ta chon
bi€u tugng trén Desktop hodc vio nit Start/ Program/ TypingMaster/ TypingMaster
Pro. Man hinh cUa chuong trinh xuat hi€n nhu sau:

4

@ TypingMaster Pro =
YP g Typing Tutor
Welcome to TypingMaster

@ Enter your name
Hguyen Thi Mga

Hien
Mguyen Thi Nga
Mauy?n Th? Mga

k] am a new user..

L Enter J

Neéu la 1an dau tién chiing ta luy€n tap gd thi chon “I am a new user” sau d6

nhap tén vao. Néu chiing ta di vao chuong trinh trudc dé c6 User name r0i thi go tén

vao “Enter Your name” hodc chon tén dugc hién thi ¢ dudi. Sau dé kich vao nit
“Enter” d€ ti€p tuc.
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rChoose Course

Step 1 Touch Typing Course

In this course, you will learn the positions of the letter keys and common
punctuation by heart, After completing the course you will be able to type
with all ten fingers without looking at the keyboard.

Duration 3:10 - 5:20 hours

Lessons 12 lessons

Progress Mot started [ Start Course ]

Step 2 Launch Satellite -
Step 3 Speed Building Course -
Step 4 Mumbers, Special Marks and 10-Key Pad b

.

* Muc Course

close @

Course

Review

Typing Test

Games

Statistics

Satellite

Settings

Information

"7 TypingMaster

Muc nay cho phép chiing ta thutc hién céc bai luyén gd 10 ngén.

DE bat dau thuc hién céc bai g& 10 ngén, trén man hinh hién thi kich chon

Start Course. C6 tat cd 12 bai tap luyén g (Lessons 1 dén 12).

(T

ouch Typing Course > Change course

Lessons @ Optimized Duration

1. The Home Row During this course the duration of
each exercise will be optimized based

2. KeysEandl on your progress, This will save you
time while guaranteeing good

3. KeysRandU learning results.

4. Keys T and O

5. Capital letters and period e i el e s =

6. Kevs C and comma minutes depending on vour

BEYS - and comma progress
7. Keys GH and apostrophe
. @ The whole course takes 3:10 -
8. Keys ¥ M and question mark 5:20 hours
9. Keys W and M

10. kKeys Q and P
11. Keys B and ¥

Turn Off Optimized Duration
12. Keys £ and X

[ Continue Lesson 1 J

.

close @

Course
Review
Typing Test
Games
Statistics

Satellite

Information

T TypingMaster

C6 thé kich lua chon tén bai d€ luyén tdp hodc ciing c6 thé lua chon

Continue Lesson 1, xudt hi€n hOp thoai 1ua chon cic phan luyén tap trong tUng bai:

bé cuwong Ky thuat str dung ban phim
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rTouch Typing Course » Change course Close [l
: Course
B 4 Review
Lesson 1: The Home Row
4 Typing Test
1.1 Touch typing basics 3 min. R
1.2 MNew keys: Home row 3 - & min. Y Gerie
1.3 Understanding results 3 min. 4 Statistics
1.4 Key drill 3 - & min, 4 Satellite
1.5 Tip: Typing tests
4 Settings
1.6 \Word drill 3 - 5 min.
4 Information
1.7 Paragraph drill 2 - & min. @
Lesson 2
Caurse progress * Course contents
|0:00 h 513 h _ _ — .
» adjust course duration | TypingMaster

Tai day s hién thi tén cac bai hoc tap gd 10 ngén tir bai 1.1 dé€n bai 12.7.
Chiing ta chon 1an 1uot tr bai 1.1 d€ thuc hi€én, 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 1ai bai trudc.

VGi bai tap 1.1 chi hudng dan chiing ta cich dat 8 ngén tay tuong Ung vGi
tUng phim: 4 ngén tay trai tuwong Ung vOi phim ky tu' A, S, D, F; 4 ngén tay phdi
tuong Ung vGi phim J, K, L, ; trén ban phim. Bai hudng dan kéo dai khodng 3 phiit.
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Finger Positions *
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
fram 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 pictura).
2. Put your right hand fingers on keys JK 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
bumps on the F and 1 I l l l I l l I l l II l
keys? They are there 1 1 1 -
to help you find the FI?IFI?..ITWITI'—.
hatme row keys without 'I"':...l‘i‘.' .
looking at your hands. r"'_““.
\ WE
L
Cancel 2 of 5 [ MNext ]
. J
/. N A ., A N /.. AN ,
Vi bai tap 1.2. gidp ta luy€n tap vOi tung ngén.
. O

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

Press Space to continue

2l N G
— R T T [
=i ol o =

Space H ‘ ‘

Back

[ ]

Cancel
J

Kich nit Next/ Next ... d€ ti€p tuc viéc luyén tap.
2.2. Thoat khoi phan mém

Sau khi hoan thanh cic bai luy€n tap. D& két thiic chuong trinh chiing ta thoat

2 . PN N > , , , CI 2 , A A 2 . 2 ~
khOi phan mém bang céch kich nt O goc trén bén phai cUa sO chuOng

trinh.
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rChoose Course

Course
Step 1 Touch Typing Course

Review
In this course, you will learn the positions of the letter keys and common
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 3:10 - 5:20 hours Games
Lessons 12 lessans o
Statistics

Progress Mot started Start Course

4 Satellite
Step 2 Launch Satellite Bt 4 Settings

4 Information
Step 3 Speed Building Course -
Step 4 Numbers, Special Marks and 10-Key Pad b

"7 TypingMaster

3. Huéng dan cach st dung phan mém dé luyén ky niing
danh may nhanh
3.1. Huéng dan cich lam bai ki€m tra

Sau khi g& 10 ngén tuong ddi thanh thao cic bai hoc trong phan mém chiing
ta c6 th€ ki€ém tra trinh d6 gd cla minh bang cach thuc hién céc bai ki€m tra.
Pay 12 mOt tinh ning hay gitip cho ban c6 th€ ki€m tra, theo ddi kY ning g6

mdy tinh cUa riéng minh khi s dung chung mdy tinh v3i cidc ddng nghiép.
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Touch Typing Course » Change course

Course

Review

Lesson 12: Keys Z and X

Typing Test

12.1 New keys: 7 ¥ 3 - 5 min,

12.2 ward dril 3 - 5 min. Hahes
12.2 Sentence drill 3 - 5 min. Statistics
12.4 Paragraph drill 3 - & min. Satellite

12.5 Tip: Typing tests

12.6 Text drill 3 - 5 min,
Information
@ 12.7 Completed - what next? 2 min. @
Lesson 11 Completed
CEUEE [BEGESS » Course contents
[0:12 h 0:27 h : : o .
» Adjust course duration TypmgMaster

.

Trén man hinh ching ta chon Typing Test

rTyping Test Glose I

Test Text LOEsE

! z fa = .
Astronauts B REY a0y
Behind the scene: Movie credits =

DH& Research -- the Human Genome Project - Typing Test
History of Photography

Hubble Space Telescope

Legends of abraharm Lincoln L
Netigquette

Chbservations of the "Father of Computing” (1791-1871) | Statistics

Aesop (sixth century B.C)
Satellite

Duration
[ Settings

Start test ]

Infarmation

Completed Tests

" TypingMaster

Chuang trinh cho phép ban chon céc doan vin ban c6 san d€ ki€m tra.
Ban ciing c6 th€ thém, bSt cic doan vin ma minh thich, nhung bi gidi han chi

cho phép thém cdc doan vin ban tUr dang text (*.txt).
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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 n(ra.

Muc Test text chon bai can go.

Ban ciing c6 th€ chon chon thdi gian ki€m tra sao cho phit hgp v&i minh &

muc Duration nhu: khong gidi han thOi gian hay 2 phiit, 5 phiit, 10 phit, 20 phut, 30
phut. ThOi gian mac dinh 1a 10 phit.

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

7

5 . Time
tables, stories that have a moral They

teach us something about how we should live our lives. 29:03
Aesop wrote thousands of these stories. Here are a few. J

The Wolf in Sheep's Clothing J

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 |

[ MNext J
k Cancel J

D& xem két qua ching ta thuc hién hét bao nhiéu thdi gian, dat bao nhiéu
phan trim thi kich Next. Khong muOn thuc hién bai ki€m tra da chon thi kich

Cancel.
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rTypin(_:j Test Results Q)

! Test Interrupted
The test was interrupted before the time was up.

Time Used 0:47 min.
Gross Speed 13 wpm
Accuracy Q0%

Net Speed 11 wpm

Your Difficult Keys

_WWWWW

: _ L oK J
» Yiew & Print Results

L » Yiew 8 Print Certificate

J
Khi hoan thanh bai ki€m tra trong thdi gian ban di dinh, chuong trinh s& hién

thi k€t qua ma ban dat duogc.

Typing Test completed | 1112912011 | TypingMaster Page 1
TYPING TEST - PASSED
User: YU Thu Hien
Test name: Behind the scene: Movie credits
Date: 1292011 956 AW
TEST RESULTS
Duration: 0:47 min. of total 2:00 min.
Gross speed: 13 wpm Gross strokes: 52
Accuracy: 90% Error hits: S{lemrors™ o)
Net speed: 11 wpm Net strokes: 47
TEST TEXT
1» You've staved through the movie's final credit [credits] —— 3

Muc Duration: Thdi gian ki€ém tra.
Muc Gross Speed: TOc d g6 chung bao gbm ca 10i g6 sai.
Muc Accuracy: DO chinh xéc.

Muc Net Speed: T6c d0 g6 thuc khong bao gom 16i gd sai.
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Muc Error hits: S tUr 16i.

Muc Gross strokes: SO ky tuU g& dugc bao gdm cd ky tU sai.

Muc Net strokes: SO ky tU diing gd dugc.

Né€u nhu k€t qud 1an dau cla ban khong cao thi ciing dUng buln, ki ning g
phim 12 ki niing doi hGi ban phai rén luyén déu dan.

3.2. Luyén ky ning didnh may nhanh thong qua cac tro choi

trong muc Games.

Touch Typing Course » Change course
Course
Review
Lesson 12: Keys Z and X
Typing Test
12.1 Mew keys: Z ¥ 2 - & min. =B
12.2 word drill 3 - 5 min. Games
12.3 Sentence dril 3 - 5 min. Statistics
12.4 Paragraph drill 3 - & min. Satellite
12.5 Tip: Typing tests
Settings
12.6 Text dril 3 - 5 min.
Infarmation
@ 12.7 Completed - what next? 2 min. @
Lesson 11 Completed
Course progress * Course contents
|0:12 h 0:27 h - : - .
» Adjust course duration L TypingMaster

Trén man hinh ching ta chOn muc Games.
Muc nay cho phép ching ta thuc hi€n bai luyén go 10 ngén thong qua céc trd
chdi. Trong bang dudi day chiing ta c6 th€ chon cic bai luyén tap Ung vGi céc tro

choi va kich vao nat Start.
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[ Games
Course
Bubbles WordTris Clouds o
|with studied keys  v| | |with studied keys  %| |with studied keys v

Typing Test

Statistics

Satellite

/_V/-_-\',_\ Settings
Information
ABC Speed Race
|a-z - ’
7 TypingMaster
Start
.
Vidu chon muc ABC Speed Race: “a-z”
i o 0
o]
o
[ Mext ]
0 Time: 00:04.20
Cancel
G S

Ch{f nao chuy@n mau xanh dam thi ching ta gé n€u go diing chit d6 sé bi€n
mat khoi vong tron.
Hodc chiing ta c6 thé chon ki€u choi khic nhu: & muc WordTris vi tén cic

loai vat (Animals), cic loai 6 td (Cars),... cuOi cuing kich nit Start dé€ chai.
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a o)

squirrel

0 Pgeal [ Hewxt ]

Cancel

. J
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BAI 3: SU DUNG BO GO TIENG VIET
1. Tim hi€u cic bdng mi tiéng Viét
1.1. B& ma 8 bit

ASCII (American Standard Code  for Information Interchange - Chu@n ma

trao dGi thong tin Hoa Ki), thuGng dudc phat Am 1a dr-x0-ki, 12 b ki tu va b0 ma ki

tU dua trén bang ch(r cdi La Tinh dugc diung trong ti€ng Anh hi€én dai va cic ngdn

ng(r Tay Au khéc.
N6 thuOng dugc dung d€ hién thi vin ban trong mdy tinh va cic thi€t bj
thong tin khic. N6 ciing dugc dung bdi cic thi€t bi di€u khi€n 1am vi€c vGi vin ban.
Ciing nhU cic md mdy tinh bi€u dién ki tu khic, ASCII quy dinh m&i tuong
quan gi(ra ki€u bit s& vGi ki hi€u/ bi€u tugng trong ngdn nglt vi€t, vi vay cho phép
cdc thi€t bj s6 lién lac vGi nhau va x( I, Iuu trit, trao dGi thong tin hudng ki tu.
Bang mi ki tu ASCII hodc cdc m& rOng tuong thich, dugc ding trong hau
hét c4c mdy tinh thong thudng, ddc biét 12 mdy tinh cd nhin va mdy tram lam viéc.

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

ASCII chinh xdc 12 mé 7-bit, tdc 12 né ding ki€u bit bi€u dién vGi 7 sO nhj
phan (thdp phan tlr 0 dén 127) d€ bi€u dién thong tin vé ki ty.

Vao lic ASCII dugc gidi thi€u, nhi€u mdy tinh dung nhém 8-bit (byte hodc,
chuyén biét hon, bd tdm) lam don vi thdng tin nhd nhat, bit th( tim thuOng dugc
dung bit chan - 1& (parity) d€ ki€m tra 10i trén cdc dudng thong tin hodc ki€m tra
chlc ning dac hiéu theo thiét bi. C4c mdy khong dung chan - 1& thuOng thiét 1&p bit
th( tém 1a zero, nhung mOt sO thi€t bj nhu may PRIME chay PRIMOS thiét 1ap bit
th(r tdm 12 mOt.

ASCII dugc cong bO 1am tiéu chudn 1an dau vao nim 1963 béi Hiép hoi tieu
chud@n Hoa Ki (American Standards Association, ASA), sau nay d6i thanh ANSI. C6
nhi€u bi€n thé cla ASCII, hién tai ph6 bi€n nhat 12 ANSI X3.4-1986, ciing dugc
tiéu chudn hod bdi Hi€p hdi nha sdn xudt mdy tinh chiau 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 dung trong Unicode, mOt thay thé c6 thé xdy ra cla né, nhu 1a 128
ki tu 'thap nhat'. ASCII dugc xem la tiéu chudn phdn mém thanh cong nhat ting
duogc cong bo tU trude tGi nay.

Trong bang ma ASCII chudn c6 128 ki tU. Trong bang ma ASCII m@ rdng c6
255 ki tU bao gbm cd 128 ki tu trong md ASCII chudn. Céc ki tU sau la cdc phép
todn, cdc ch{ c6 dau va céc ki ty d€ trang tri.

1.2. BO ma Unicode 16 bit

Unicode (hay g0i 12 ma théng nhat; ma don nhat) 13 b0 ma chudn qubc té
dugc thi€t k&€ d€ dung 1am bd ma duy nhat cho tat cd cic ngoén nglr khic nhau trén
th€ gidi, k€ cd cac ngdn nglt st dung ky tU tugng hinh phlc tap nhu ti€ng Trung

QuOc, ti€éng Thdi,.v.v.

V@i nhitng di€m Uu di€m d6, Unicode di va dang ting budc thay thé cic bO
mi truyén thOng, k€ cd b0 ma tiéu chudn ISO 8859 va hién dang dugc hd trQ trén
rat nhiéu phan mém ciing nhU cdc trinh Ung dung, chang han Windows.
Céc Font ch{r Unicode
Font Unicode c6 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 & mbt mic dd
nhat dinh mOt sO ky hi€u ngoai ASCII cUa Unicode. Thay vi d6, cic phong chit
Unicode thuOng tap trung hO trg céc ky tu ASCII va nhitng ch(t viét cu th€ hodc
tap céac ky tu hay ky hi€u. C6 vai ly do cUa di€u nay: cac Ung dung va tai li€u rat it
khi can hién thi ky tu tU nhi€u hon hai hé thOng chit vié€t; Font ch(r thuGng 1a
nh(ng tap khong day du, hé di€u hanh va cdc Ung dung ngay cang xU 1y tOt hon céc
ky tu tU nhi€u bd Font khdc nhau... Thém vao n(ra, viéc thiét k& mOt hé thOng chi
ti€t hang nghin ky tu 1a cong vi€c doi hdi nhiu thoi gian va cong sUc trong khi hau
nhu khong thu 10i gi tU viéc nay...
Lich st cac phién ban Unicode
= 1991 Unicode 1.0
= 1993 Unicode 1.1
= 1996 Unicode 2.0
= 1998 Unicode 2.1
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= 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. Bang mi chudn Unicode

Nhu chiing ta di bi€t Unicode 1a mOt cich d€ d4nh sO duy nhat cho tat cd cic
ky tu dudc dung bdi con ngU0i trong ngdn ng(r viét. Nhung nhiing con s6 dé dugc
ghi trong cdc hé thOng x(r Iy vin ban 1ai 1a nhiing v@n dé khic, nhitng van dé d6 1a
hau qud cUa vi€c phan 16n c4dc phan mém G phuong Tay chi biét téi cic hé thdng
ma héa 8-bit, va viéc dua Unicode vao cdc phdn mém chi mdi dién ra trong nhiing
nim gan day.

Céc chuong trinh 8-bit cii chi nhdn biét cic ky tu 8 bit, va khong thé ding
nhi€u hon 256 di€m ma néu khong c¢é nhing cach gidi quyét dac biét. Do d6 ngudi
ta phdi dé ra nhi€u co ché d€ dung Unicode; tuiy thudc vao khd ning luu trlr, su

tuong thich v&i chuong trinh ngudn va su tuong tic v&i cdc hé thOng khic ma moi

ngU0i chon mdt co ché.

UTF-32

Céch don gidn nhat d€ luu tr(r tat cd cdc 2%°+2'° Unicode code points 12 sCf
dung 32 bit cho mOi ky tu, nghia 1a 4 byte — do d6 cdch ma héa nay dudc Unicode
g0i la UTF-32 va ISO/ IEC 10646 goi 1a UCS-4. Van dé chinh cUa céch nay la né
hao ch® hon 4 1an so vGi trudc kia, do d6 né it dugc diing trong cic vat nhG ngoai
(nhu dia, bing). Tuy nhién, né rat don gidn, nén mOt s6 chuong trinh s& sU dung ma
héa 32 bit bén trong khi xUr Iy Unicode.

UTF-16

UTF-16 1a mOt cach ma héa dung Unicode 20 bit. C4c ky tu trong BMP dugc
dién ta bang cich dung gi4 tri 16-bit clia code point trong Unicode CCS.

Theo cich d6 UTF-16 c6 th€ bi€u dién dugc nhig ky hi€u Unicode c6 20
bit.

UTF-8
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UTF-8 12 mOt cach ma héa d€ c6 tic dung gidng nhu UCS-4 (ciing 12 UTF-
16), chr khong phadi c6 code point nao khac. UTF-8 dugc thi€t ké dé€ tuong thich
vGi chudn ASCII. UTF-8 c6 th€ st dung tU mOt (cho nhitng ky tu trong ASCII) cho
dén 6 byte d€ bi€u dién mot ky tu.

Chinh vi tuong thich véi ASCII, UTF-8 cuc kY c6 10i thé khi dugc s dung
d€ b0 sung ho trg Unicode cho cdc phdn mém cé san. Thém vao d6, cdc nha phat

tri€n phan mém van c6 th€ s dung cic ham thu vién cé san cla ngdn nglt 1&p

trinh C d€ so sanh va x€p th(r tw. (Ngudc lai, dé hO tro céc cdch ma héa 16 bit hay
32 bit nhu @ trén, mOt sO 16n phdn mém bulc phadi viét 1ai do d6 tOn rat nhi€u
cong sUc. MOt di€m manh n{ta cla UTF-8 1a v&i cac viin ban chi c6 mot s it cac ky

tU ngoai ASCII, hay thdm chi cho c4c ngdn ng(r ding bang ch{t cdi Latinh nhu ti€ng

Viét, tiéng Phép, ti€ng Tay Ban Nha, v.v.; cich mi héa ki€u nay cuc kY ti€t kiém

khong gian 1uu trir.

UTEF-8 dugc thi€t k€ ddm bdo khong c6 chudbi byte cla ky tu nao l1ai nam
trong mOt chuOi cUa ky tU khic dai hon. Pi€u nay khi€n cho viéc tim ki€m ky tu
theo byte trong mOt vin ban 1a rat dé dang. MOt s6 dang mi héa khac (nhu Shift-
JIS) khong c6 tinh chat nay khi€n cho viéc xU 1y chudi ky tu trd nén phlc tap hon
nhi€u. Mdc du d€ thuc hién di€u nay doi hdi phdi c6 dd du (vin ban sé€ dai thém)
nhung nhiing Uu di€m ma né mang 1ai van nhi€u hon. Viéc nén d{t liéu khong phai
12 muc dich hudng t&i cla Unicode va viéc nay can dugc ti€n hanh mOt cich dOc
1ap.

Cic quy dinh chinh x4c cla UTF-8 nhu sau (céc sO bat dau bang Ox 1a céc sO

bi€u dién trong hé thap luc phin)

Céc ky tu c6 gid tri nhd hon 0x80, st dung 1 byte cé cling gi4 tri.

Ciéc ky tu c6 gid tri nhd hon 0x800, st dung 2 byte: byte th(f nhat c6 gid tri
0xCO cOng vGi 5 bit tU th& 7 tGi 11 (7th-11th least significant bits); byte th( hai cé
gid tri 0x80 cOng vGi cac bit tU th( 1 t&i th( 6 (Ist-6th least significant bits).

Céc ky tu c6 gia tri nhd hon 0x10000, st dung 3 byte: byte th( nhat c6 gia tri
0xEO cOng vGi 4 bit tU th(r 13 t&i 16; byte th( hai c6 gid tri 0x80 cOng v&i 6 bit tUr
th(r 7 tGi 12; byte th( ba c6 gia tri 0x80 cOng vdi 6 bit tur th(r 1 téi thr 6.
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Ciéc ky tU c6 gid tri nhd hon 0x200000, st dung 4 byte: byte th(f nhat cé gia
tri 0xFO cOng v@i 3 bit tU th( 19 tGi 21; byte th( hai c6 gia tri 0x80 cOng v6i 6 bit tU
th(r 13 t&i 18; byte th( ba c6 gi4 tri 0x80 cOng vdi 6 bit tU th( 7 tdi th( 12; byte th(
tU ¢6 gia tri 0x80 cOng vdi 6 bit tU th(r 1 tGi th( 6.

Hién nay, cic gid tri khic ngoai cdc gid tri trén d€u chua dugc sU dung. Tuy
nhién, cdc chudi ky tu dai tGi 6 byte c¢6 thé dugc dung trong tuong lai.

Chu0i 5 byte s€ luu tr{f duge ma ky tu chra dén 26 bit: byte th(f nhat cé gia
tri 0XF8 cOng v&i 2 bit th( 25 va 26, cic byte ti€p theo 1uu gid tri 0x80 cOng v4i 6 bit
¢ y nghia ti€p theo.

Chu0i 6 byte s€ 1uu tr{f dugc ma ky tu' chra dén 31 bit: byte th( nhat c6 gid
tri OXFC cOng v@i bit th( 31, c4c byte ti€p theo 1Uu gid tri 0x80 cOng vGi 6 bit ¢6
nghia ti€p theo.

UTF-7

Chudn héa dugc it dung nhat c6 1€ 13 UTF-7. Chudn MIME yéu cau moi thu
dién t phdi dugc g dudi dang ASCII cho nén cdc thu dién t& nao st dung ma
héa Unicode dugc coi 12 khong hgp 1€. Tuy nhién han ché nay thuGng bi hau hét
mOi ngUdi bd qua. UTF-8 cho phép thu di€n t st dung Unicode va dOng thdi ciing
phit hgp véi tieu chudn. Céc ky hi€u ASCII sé dugc gilt nguyén, tuy nhién cic ky tu

khac ngoai 128 ky hiéu ASCII chudn s& dugc ma héa bang mOt escape sequence hay
mOt ddu '+' theo sau mOt ky tu Unicode dugc ma héa bang Base64, va két thic bang
mot ddu -'. Ky tu '+ n0i ti€ng s& dugc ma hda thanh '+-'.

Unicode trén mang toan cau

Hau hét céc trang web ti€ng Viét st dung cach mi héa UTF-8 d€ ddm bdo
tinh tuong thich, tuy nhién mot sO trang web van con gilt cich ma héa theo chudn

ISO-8859-1 cii. Céc trinh duyét hién dai ngdy nay nhu Mozilla Firefox c6 chUc ning

tu dOng chon ciach mi ho4 (encoding) thich hgp n€u nhu mdy tinh da dugc cai dat
mOt font thich hgp.

Mac di céc quy tac ci phap c6 thé dnh hudng tdi th( tu xudt hién cla cic
ky tu nhung céc vin bAn HTML 4.0 va XML 1.0 d€u c6 thé€ bao trum hau hét céc ky
tU trong Unicode, chi trlr mOt s6 1ugng nho ky tu di€u khi€n va diy chua dudc gin
D800-DFFF va FFFE-FFFF.
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2.2. Céac hé théng bang ma trong Unikey, Vietkey

2.2.1. Hé théng bang ma trong UniKey

- Unicode: unicode dung san.

- Composed Unicode: unicode t& hop.

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

- TCVN3 (ABC).

- MS CP 1258: bang mi ti€ng Viét do Microsoft quy dinh. Néu ding bang
mi ndy trong cic chudng trinh ho trg unicode clla Microsoft nhu Office, Outlook
Express... thi né cho ciing mOt k€t qud nhu unicode td hgp.

- VIQR: Thuc chat diy khong phdi 12 bdng ma ma chi 1a dang th€ hién ti€ng
Viét dudi dang "thd sO" thong qua céc 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 cla Unicode dung san. N&u ban 14 ngudi diing binh thudng va
chua nghe dén chiing thi nhi€u khd ning ban s& khong bao gi® can dén chiing. Cic
dang nay chlU y€u nham phuc vu nhiing ngudi soan Web chuyén nghi€p khi
chuong trinh soan Web khong cho phép soan unicode truc ti€p. Hi€én nay nhiéu
ngUdi dung NCR Decimal trong chuong trinh Yahoo Chat d€ trao d6i ti€ng Viét c6
dau.

- X UTF-8: dang ddc biét d€ soan unicode trong cic chuong trinh vOn xudt
xU tU moi truOng Unix, Linux nhu Emacs, gVim.

2.2.2. Cdc bang md 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 tri€n.
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2.2.3. Cdc kiéu gé hé tro
Telex

VNI

2.2.4. Cdc ngon ngirhé tro

Chuong trinh h® trg g cdc ngdn nglfti€ng Anh, ti€ng Viét, ti€ng

Phdp, ti€ng PUc, tiéng Nea.

2.2.5. Chitc néing khdc

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

- Ki€m tra chinh t3.

3. SU dung b go Unikey

3.1. Huéng dan st dung bd g6 Unikey

UniKey 1a b0 go ti€ng Viét hd trg font Unicode thudc loai nhd va thong
dung nhat hién nay. V&i uu di€m nho gon, mién phi va tuong thich hdu hét véi
cdc hé diéu hanh hién nay.

3.1.1. Kh6i déng va két thiic UniKey

Kh6i ddng UniKey: chay file UniKey.exe

Két thiic UniKey: chon muc Ké? thiic trong menu hodc bam vao nit Két thiic

trong bang di€u khién.

C6 thé€ tao shortcut trén desktop hodc taskbar clla Windows d€ ti€n cho viéc
khdi dOng UniKey.
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3

My Cormpuker

TP Unikey 3.63

—Biéu khign
Bing m3: I Unicode

Kiéu gt: | TELEX

Phim chuyén; + CTRL + SHIFT
CALT + 2

@ﬂuﬁfng dan @ Théng tin

Kich vao “M0 rOng” d€ c8u hinh cho Unikey
3.1.2. Cau hinh cho UniKey
Sau khi bat Unikey 1én, nhdn vio “M& rOng” d€ cau hinh cho Unikey.

T8 Unikey 3.63

—E1iéu khién
Bing ma; ILlnin::n:-de j Wl
Kigu gi: ITELEX 'vI x S

Phim chupdn:  © CTRL + SHIFT
O ALT+7 ﬁ} Thu nhd

— T chon khéc
¥ Cho phép gt dau mil, moc & cudi b ¥ ‘ietnamese interface
[ Phaigd dau ngay sau nguyén am [~ Cho phép gt tét

[T P& diuod, ui [thay +i da, y) Blng gi tit . |
[ 5 dung clipboard cha unicode

[T Bat hi thoai nay khi khdi ddng | Ehdi ddng ciing Windows

@ﬂu&ng dan @ Thing tin b Mac dink

Cdau hinh b0 gé Unikey
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Vié€c cau hinh cho b0 gb Unikey chi can thuc hi€n mOt 1an duy nhat sau khi
cai dat thanh cong.

Vietnamese interface/Giao dien tieng Viet: Chon ngdn ng(r th€ hién Ia ti€ng
Anh hay ti€ng Viét.

Bang md: Chon bang mi ti€ng Viét. Phai chon ding badnng mi tuong Ung
vGi font ti€ng Viét ma dang s dung.

Kiéu go phim: Cho phép chon kiu go ti€ng Viét: Telex, VNI, hodc VIQR.

Phim chuy@n: Thiét 1ap t6 hop phim néng ding d€ bat tat ti€ng Viét bang.
Ban chon 1 trong 2 t6 hgp: CTRL + SHIFT hodc ALT + Z.

Cho phép g6 d@u mii, méc & cudi ttr: NEu bat tuy chon nay thi cac ddu m,
dau méc, dau tring khdng nhat thi€t phai g6 ngay sau ch{f cdi glc.

Vidu:

Ki€u TELEX: duongwwfd = dduwowngf = duOng.

Ki€u VNI: duong9772 = d9u707ng2 = dudng.

Tuy chon nay cho phép ngudi diing ki€u gé VNI d& phai chuyén tay nhiéu
(g6 xong phim ch(t rOi dén phim s0). Ngudi dung ki€u gé TELEX nén tat chlc ning
nay dé€ tranh nham 1an.

Phadi b0 d@u ngay sau nguyén am: Néu bat tuy chon niy bat budc phai go
phim d&u ngay sau chit ci gc. Tuy chon nay dugc chi nham phuc vy nhiing ngudi
da quen g6 nhu vay tU trudc dé€n nay. Nén tat chlc ning nay d€ cho phép UniKey
tu ddng bo dau mOt cach chudn xac, ding chinh t3.

BO dau oa, uy (thay vi oa, iiy): C6 2 quan ni€m khac nhau vé vj tri dat dau
trong céc Am oa, oe, uy khi chiing xudt hién & cudi tu.

+ Ki€u ¢0 di€n: dau dugc dat vao nguyén am trudc cho cin 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 ng(r hoc thi “ki€u mdi” dugc coi la ding chinh t3.

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

Pinh nghia g tat: Cho phép soan bang go tat
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Mac dinh: Ban bam vio niit nay d€ dat 1ai cc thong sO cla UniKey vé gia
tri mac dinh.

Bat héi thoai ngay khi khéi déng: Cho phép bat, tat hOp hoi thoai moi khi
UniKey khéi dOng.

Khéi déng cing Windows: Tu dOng bat UniKey mOi khi Windows khai
dOng. Néu ban chon muc nay, hdy nhd xod bo shortcut cla UniKey trong Startup
Menu néu cé.

Thoéng tin: Xem thong tin thém v€ UniKey.

DPéng: Déng bang di€u khién cla UniKey

Két thiic: Tat UniKey

Sau khi thuc hién xong nhdn chon “Péng®, nhu vay 1a c6 thé go dudgc tiéng
Viét c6 dau nhd sy ho trg clia b gb Unikey.

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

Bi€u tugng trang thdi va menu cUa UniKey

ket thic

Hudng dan
Bang diéu khién...[C5+F5]
Cong cu.. [CS+FE]

Chuyén mé nhanh - [CS+F9]

w 36 kifu TELEX
38 kigu YR
38 kigu YIGR
3 kifu vIGR

w nicode
TCWM3G - ABC
SNEWYINcowe s
WIGIR:
LITF-G Literal

Decompozed Unicode

ENC WV X @ ET 1:48 am

Bi€u tugng cUa UniKey ludn xudt hién & géc phdi dudi clia man hinh. Tac
dung cla bi€u tugng

Hién thi trang th4i hién thoi cUa ban phim. Bi€u tugng cht V 1a bat ti€ng
viét. Chit E (English) 1a tat ti€éng Viét.
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B&m phim chudt trai: bat tat ti€ng Viét.

B&m phim chudt phai: hi€n thi menu cUa UniKey.

B&m dip chuOt tri: bat bang di€u khi€n cla UniKey.

Qua menu c6 thé: m& bang di€u khi€n, m& hdp cong cu, thuc hién chuyén
d6i nhanh théng qua clipboard, chon kiéu g0 (TELEX, VNI, VIQR) hodc bang mi

ti€ng Viét. N€u khong nhin thdy bang ma can dugc hi€n thi trén menu, hdy mé
bang di€u khi€n va chon bang mi d6, sau d6 bdng ma nay s€ xudt hi€n trong menu.

3.1.3. Thiét 18p gé tat — AutoText trong Unikey.

Tinh ning hO trg gd tat cho phép ban g cic tir hodc cum tlr mOt cach nhanh
chéng. Chang han néu thudng xuyén phdi go tUr Cong nghé thong tin ban cé thé
thi€t 1&p mOt muc gb tat cho phép ban chi can go Cntt va UniKey sé€ tu dién cum
tU Cong nghé thong tin cho ban.

Chii y: Néu ban khong muOn mOt cum tU di dinh nghia g6 tat (Vi du
vn=Viét Nam) bi UniKey chuyén d6i, sau khi g& cum g& tat (vn), hay g6 phim
Pause/Break.

Trudng hop mudn g6 1 dau trdng sau cum go tat (vn) ma khong mudn vn bi
d0i thi c6 thé€ gilt phim SHIFT khi gé dau trang.

DE thié€t 1&p dugc ché dd go tat can 1am 2 diéu sau:

- Bat 1ua chon Cho phép go tat trong bang di€u khi€n cUa UniKey (IUa chOn

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

nh& lau dai cic muc tU ndy trong may cUa ban. D€ dinh nghia go tat, hiy chon

Bang go tat trong bang di€u khién cla UniKey. Khi dé sé thdy hdp hoi thoai

gi®ng nhu Hinh 4. Dinh nghia cdc muc gd tat
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i Sy

Macro Table
Thary thé: B
GODT GIAD DUC DA TAD
critt cang noghé thing tin
it Zong nghé théng tin
oot Giéju duc - ‘E'E:III tao
GODT GlAC DUC B0 TAD
ot Gian thing van tai
teitt Thé duc thé thao
o Sika — 04 @ Lo ‘ X Moimg ‘

Trong hinh cOt bén trdi cho phép nhdp diy go tat, cOt bén phai danh d€ nhap
cum tU thay thé€ tudng Ung v&i diy go tat. C6 thé thém, x6a, sUa cdc dinh nghia g
tat.
Chii y: Cén luu y cdc diém sau khi dinh nghia go tat
Diy go tat dai tdi da 15 ky tu, chi chlra céc ch(f khong dau hodc s6.
Diy g6 tat ¢6 phan biét chit hoa va chit thuOng.
Chang han c6 th€ dinh nghia Cntt 12 Cong nghé thong tin va CNTT 1a CONG
NGHE THONG TIN
C6 th€ dinh nghia Ién t&i 1024 muc g6 tat, mOi cum tU thay thé c6 thé dai
t0i da 1a 512 ky tu ti€ng Viét, tOng dung 1ugng t0i da clla bang go tat 1a 64 KB. Cac
gidi han nay néi chung 13 dU ddm bdo yéu cau cho hau hét ngudi ding.
3.1.4. Cdac phim nong
PE viéc st dung dugc nhanh chéng, thudn tién, UniKey c6 dinh nghia cic t6
hgp phim néng cho cic tinh ning thuOng ding nhat nhu sau:
CTRL+SHIFT+F5: M& hOp di€u khi€n chinh cla UniKey
CTRLA+SHIFT+F6: M3 hdp cong cu clia UniKey
CTRL+SHIFT+F9: Thuc hién chuyén ma cho clipboard vGi cic 1ua chon da
dat trong hQp cong cu
CTRL+SHIFT+F1: Chon bang ma Unicode
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CTRL+SHIFT+F2: Chon bang ma TCVN3 (ABC)
CTRL+SHIFT+F3: Chon bang ma VNI-Windows
CTRL+SHIFT+F4: Chon bang ma VIQR

3.2. Huéng dan chon font chit tuong Ung véi b go

3.2.1. Nguyén tac chung

DE g6 cic chll cdi Viét c6 ddu phdi gb chlf cdi chinh tru@c, sau d6 go cic ddu
thanh, ddu mii, ddu méc. Céac ki€u go ti€ng Viét khac nhau sé quy dinh cdc phim
bam khéc nhau cho céc ddu thanh, ddu mii va ddu méc. c6 thé gd phim ddu ngay sau
céc chit cdi gOc, nhung di€u nay dé dan dén viéc bd dau khong nhat quén.

Vi du: chif todn c6 th€ dugc viét thanh téan. VGi UniKey, nén g6 dau & cudi
tUr vi UniKey s€ ludn tU ddng dat dau diing vao chit cdi can thiét.

Trang thdi ch{f hoa, thuOng phu thuQc vao trang théi cla céc phim SHIFT va
CAPS LOCK. Vi cic bang md 1 byte (TCVN 3, BK HCM1, VISCII, VPS), phai
diing font ch{t hoa m&i c6 dugc chlt hoa c6 dau. VGi font ch(t thudng, chi ¢ thé go
dugc cdc chir hoa khong dau: A, A, E, O, O, U, b.

C6 th€ dung bang di€u khién cUa UniKey d€ tat chlc ning bd dau G cubi

Hay luu ¥ cdc tiéu chu@n gilta b@ng ma va font chif nhu 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)

- Bdng ma Unicode (UTF-8), ki€u go Telex thi 4p dung cho nh{ing font dang
nhu Times New Roman, nhitng font thuOng c6 san khi cai hé di€u hanh.

3.2.2. Go tiéng Viét bang kiéu go Telex

Céc phim go ti€ng Viét cla kiéu gé TELEX

Phim Dau
S Sac
F Huyén
R Hoi
X Nga
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Vidu:

Aa
Dd
Ee
Oo

Nang
Xo4 dau da dat. Vi du: toansz = toan
Dau tring trong chit 4, ddu méc trong céc chr u, 0.
Ch(r w don 1€ tu dOng chuyén thanh chu u.

o> o o

(o)

G6 nhanh ch(r U
Go nhanh ch(r ©

P& gb chit cOng dOng ta s& gb nhu sau: coojng ddoofng hodc coongj

ddoongf

Ch(r duwong: dduwowfng hodc dduowngf

3.2.3. G tiéng Viét bang kiéu gé VNI

CA4c phim g ti€ng Viét cUa ki€u g& VNI

Phim
1

o 4 N Lt AW

do
0
Vi du:

Dau
sac
huyén
hoi
nga
nang
ddu mii trong c4c chit 4, &, 6
dau méc trong cic ch(r u, 0
dau tring trong chr 4
ch(r d
x6a ddu thanh

tie6ngl Vie6t5 = ti€ng Viét

d9u707ng2 = duOng

Trén day 1a hai ki€u g6 dang dudc st dung rOng rdi nhat hién nay, va tily vao

th6i quen cla mOi ngudi d€ chon cach gd nao cho phit hgp.
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BAI 4: MOT SO PHIM TAT TRONG WINDOWS VA CAC
TRINH UNG DUNG

1. Phim tat trong moi trudng Windows

1.1. Phim tat chung

Delete: x6a

Shift + Delete: x6a vinh vién mOt dodi tuong, khong phuc hdi dugc bang
céch vao thung rac.

Ctrl + kéo tha: sao chép d0i tugng dang chon

Ctrl + Shift + kéo thad: tao 10i tat cho d6i tugng dang chon

Shift + miii tén: chon cic d6i tuOng trén man hinh Desktop, trong clfa sO
Windows, trong cidc phdn mém soan tho.

Ctrl + A: chon tat ca

F3: tim ki€m mOt tap tin, thu muc.

Alt + Enter: xem thuQc tinh clla d0i tugng dang chon

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

Alt + Tab: chuyén dGi qua lai gilra cdc c(ra sO dang m&.

Alt + ESC: Di chuy€n vong quanh theo th(f tU cac d0i tugng dang m&

F6: Di chuyén vong quanh cic phan t giOng nhau trong mOt clra s6 hodc
trén man hinh Desktop.

F4: s6 n0i dung cUa thanh dia chi trong clta s6 My Computer hodc Windows
Explorer.

Shift + F10: hi€n thi thuc don tat (thuc don nglt canh) cla doi tugng dang
chOn

Alt + phim cach: hi€n thi thuc don hé thOng (System menu) cUa c(fa sO dang
kich hoat.

Alt + ky tu gach chan trén thuc don 1€nh: thuc hién 1énh tuong Ung.

Ky tu gach chéan trong trong mot thuc don dang m@: thuc hién 1énh

tuong Ung trong thuc don dang md.

bé cuwong Ky thuat str dung ban phim - 45 -



Truong Cao ddng nghé Céng nghiép Ha Noi

F10: kich hoat thanh thuc don 1énh cUa Ung dung dang dugc kich hoat.

->, <-, Up, Down: di chuyén gi(fa cdc d6i tuong dang chon trong cla sO,
gi(ra cdc nhanh 1€nh trén thanh thuc don 1€nh.

F5: cap nhat cho clra sO dang kich hoat.

Backspace: trd vé thu muc cap trén lién k€ cla thu muc hién tai trong cUa
s6 My Computer hodc Windows Explorer.

ESC: b0 qua t4c vU hién tai.

Windows key: Kich hoat menu start

Ctrl + ESC: Kich hoat menu start

ALT + F4: Péng cUa s6 hién thOi hodc két thic mOt chuong trinh

CTRL + F4: Déng clta s hién thQi trong mOt chuong trinh v3i giao di€n tai
liéu da clra s6 (MDI).

CTRL + C: Sao chép doi tugng vao Clipboard

CTRL + X: Cat d6i tugng vao Clipboard

CTRL + V: Din d0i tugng tU Clipboard

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

CTRL +A: Chon tat cd cdc dOi tugng

F1: Hién thi cUra sO trg gitip cUa Windows

F2: Dat 1ai tén file nh&n phim F2 trén ban phim khi file dugc chon.

F10: Kich hoat menu trong chuOng trinh

TAB: Di chuyén qua lai gi(ra cic d0i tugng

ALT + TAB: Chuyén tdi clra s6 vlra s& dung truGe d6

ALT + SPACE: Kich hoat hOp di€u khién clra sO

Windows + E: MG Windows Explorer.

Windows + F: Tim ki€m file --> m& ra mOt c(ta s6 tim ki€m va di€én nhing
thong tin v€ file dang can tim.

Windows + D: thu nhd céc c(ra sG va chi hi€n thi Desktop.

Windows + D mOt 1an nita: m& 1ai tat cd céc clra s6 lic dau
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Windows + L: Khéa ngay mdy tinh ma khong can chG cho dén khi ché d0
bdo vé& man hinh hoat dOng.

Windows + F1: M3 clta s6 Windows Help.

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

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

Alt + F4: BS Ung dung dang hoat dOng hodc tat Windows néu khong c6 Ung
dung nao.

Alt + PrtScrn: Chup chon dugc mot clra sG hoat dOng.

Alt +Ctrl +Del:

+ Trong Windows 98, t0 hgp phim nay s& kh@i dOng 1ai mdy tinh.

+ Trong Windows XP, hién thi hOp thoai Windows Task Manager cho phép
tat cdc chuong trinh bi "treo", khdi dOng lai mdy, tat mdy, xem tai nguyén hé
thOng...

Ctrl + Shift + Escape: Khi mOt chuOng trinh bi dling “treo” ta s&€ md 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 nh@n cdc phim nay thi mOt menu xudt hién v&i cic 1énh
nhU Move, Minimize, Maximize, va Close.

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

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

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

Tab: chuyén dén cic phan lua chon, 1énh k€ tiép

Shift + Tab: chuyén v€ c4c phan lua chon, 1€nh 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 b6 chon trong & chon (checkbox)

Miii tén: chon mOt niit néu dang & trong mOt nhém c6 nhi€u niit chon
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F1: hién thi phan trg gitip
F4: hién thi dang sach gia tri cQa d6i tugng dang kich hoat

Backspace: trd v€ thU muc cdp cao hon lién k€ trong cic hdp thoai luu va

1.3. Phim dac bié€t trén ban phim

- Esc (Escape): HUy b0 (cancel) mOt hoat dOng dang thutc hi€n, thoat ra khoi
mOt Ung dung nao d6 dang hoat dOng.

- Tab: Di chuyén dau nhdy, ddy ch(t sang phdi mOt khodng rOng, chuyén
sang mOt cOt hodc Tab khdc.

- Caps Lock : B4t/ tat ch€ d6 g ch(r IN HOA (deén Caps lock s& bat hodc
tat tuong Ung theo ché dd).

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

- Space Bar: Phim tao khodng céch gilra cdc ky tu, trong mOt sO truGng hop
phim nay con dugc diing d€ danh du vio cic 6 chon. Luu y mOi khodng cich ciing
dugc xem 1a mOt ky tu, goi 1a ky tu trdng hay trOng.

- Backspace: Lui du nhdy v€ phia trdi mOt ky tU va xéa ky tU tai vi tri dé
néu co.

- Cic phim Shift, Alt (Alternate), Ctrl (Control) 1a phim t0 hOp chi cé tic
dung khi nh@n kém v3i cic phim khic, mOi chuong trinh s€ c6 qui dinh riéng cho
céc phim nay.

- D6i v&i phim Shift khi nh@n va gilt phim ndy sau d6 nhan thém phim ky tu
d€ g6 ch(t IN HOA ma khong can bat Caps lock, hodc diing d€ go cic ky tu bén trén
d6i v6i phim ¢6 2 ky (.

- Windows: M3 menu Start clUa Windows va dugc dung kém vGi cdc phim
khéc d€ thuc hién mOt chlic ning nio dé.

- Menu (k€ phim Alt bén phdi): C6 tic dung giOng nhU nit phai chudt. K&t

hQp véi cdc phim Up, Down tuong Ung v6i viéc dung nit chuOt phai.
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- Print Screen(Sys Rq) : Chup dnh man hinh dang hi€n thi va luu vio b0 nhd
dém Clipboard.

- Scroll Lock: Bat/ tat chiic ning cubn vin ban hay ngung hoat dong cla
mOt chuong trinh. Tuy nhién, nhi€u Ung dung hién nay khong con tuan 1énh phim
nay n{ra. Bén Scroll Lock hién thi trang thai bat/tat cla niit.

- Pause (Break) : ChUc ning tam dUng mOt hoat dOng dang thuc hién, mOt
Ung dung ndo doé dang hoat dOng.

- Gilr Shift khi b6 dia CD: ngiin can viéc chay cic chuong trinh tu dOng tUr
dia CD.

2. Phim tat trong céc trinh soan thao

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

CTRL + N: m@ trang m&i.

CTRL + O: m& tai li€u di 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 li€u trudc khi in.

CTRL + P: in nhanh tai li€u.

CTRL + H: tim ki€m va thay thé.

CTRL + D: chon font ch(.

CTRL + A: bdi den toan b0.

F2: d6i tén file.

DELETE: x6a ky tU bén trdi di€m chen.
INSERT: bat ché d0 chen hay ghi chdng 1én.
2.2. Phim tat trong bang tinh Excel

Ctrl + A: Chon toan bd bang tihh

Ctrl + C: Sao chep. Enter: dah mot 1an.
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Ctrl + V: dan nhiéu 1an

Ctrl + F: Bat hop thoai tim kiém

Ctrl + H: Bat hop thoai tim kiém va'thay thé.
Ctrl + N: Tao mOi mot bang tinh trahg

Ctrl + P: Bat hop thoai in an

Ctrl + S: Luu bang tihh

Ctrl + X: caf mdt ndi dung dang chon

Ctrl + Z: Phuc hoi thao tac truo¢ do’

Ctrl + F4, Alt + F4: D6ng 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 tidu dé

F5: Trinh chi€u Slide show

CTRL + T: M@ hOp thoai Font

CTRL + F: M@ hOp thoai Find

CTRL + G: Truy cap Hudng dan (view Guides)
SHIFT + F3: Chuyén ch{t in hoa

CTRL + B: Panh ddu dam

CTRL + I: Banh d&u in nghiéng

CTRL + K: Chén siéu lién két

CTRL + A: Chon tat c3

CTRL + C: Sao chép

CTRL + V: Dan

CTRL + Z: Undo

CTRL + S: Luu

CTRL + P: In

CTRL + O: M4 file da luu.
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