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I. KIOn thgc chung vO c«ng nghO th«ng tin vp truyOn th«ng
Bpi 1. C.c kh,I niOm c- b{n
1.1 Th«ng tin vy x6 ly th«ng tin
1.1.1. Th«ng tin
Th«ng tin ®ic coi lp th«ng b,o ci lign quan ®On kanh truyOn, phd
thuéc vo nguan th«ng b,0, n=i nhEn tin v st nhiOu tin. 80 x6 ly th«ng tin
ngéi ta ca thO ding tiOng nai, ch+ viOt hay c,c ph-ng tiOn hiOn ®1i.
1.1.2. D= liGu
Nh+ng th«ng tin c6 thO trong mét c«ng nghO xo ly tin ®ic gai Iy d=+
liOu.
1.1.3. X6 ly th«ng tin
Qu, trxnh x0 ly th«ng tin gam:
- Txm kiOm, thu thEp th«ng tin.
- X0 ly th«ng tin.
- Lu tr+ th«ng tin.
- TruyOn tin.
1.2 . PhCn cgng, phCn mOm v c«ng nghO th«ng tin
1.2.1. PhCn ceng
PhCn cang gdm nh+ng ®gi ting h<u hxnh, c_c linh kiOn, chi tiOt 134p
r.p thunh m.y tYnh nh: bfin mich chYnh, vi mich, d©y c,p néi mich, bé nhi
mun hxnh, m_ y in,...
1.2.2. PhACh mOm
PhCn mOm I c¢.c ch-ng trxnh ding ®0 ®iOu khiOn ho't ®éng cfia
m.y tYnh, x6 ly d= iOu phdc vd cho mét gng déng cé thO trong ho't ®éng kinh
tO, sfn xuEt, an ninh, quec phi3ng. . .
1.2.3. C«ng nghO th«ng tin
Lu tEp hip c.c ph-ng ph,p khoa hac, c.c ph-ng tiOn khoa hac ki
thukt, c,c ph-ng tb2n vu c«ng cd ki thuEt hiOn ®% nh»m tee chgc khai th,c vu
s6 dong ca hiOu quf c.c nguén tui nguy?n th«ng tin phong phé vu tiOm n'ng
trong mai lUnh vuc ho't ®éng ciia con ngéi vu x- héi.
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Bpi 2. CEu tréc c- bfn ciia hO théng m_y tYnh
2.1. PhCn cong
2.1.1. 8=n vP x0 ly trung t©m (CPU)

Bé x0 ly trung tOm Iy bé n-o ciia m_y tYnh. N& ca chac n"ng thi hunh
ch-ng trxnh lu trong bé nhi chYnh b»ng c,ch txm nlp |IOnh, kiOm tra
choéng rai thi hunh téng IOnh.

Khei x0 ly trung tom - CPU gam:

+ Khéi tYnh to,n sé hac v logic (ALU - Arithmetic Logic Unit).
+ Khéi ®iOu khiOn (CU - Control Unit)
2.1.2. ThiOt bb nhEp
ThiOt bb nhEp bao gdm: chuét, bun phYm, m_y qubt...
2.1.3. ThiOt bb xuEt
ThiOt bb xuEt bao g&m: mu hxnh, m y in, loa...
2.1.4. Bé nhi vp thiOt bb lu tr+

- Bé nhi Iy bé n-o ciia m,y tYnh ding ®O Ilu tr+ IOnh sl thi hpunh v

d= liOu.

- Ph®n loti bé nhi:

+ Bé nhi trong gadm ROM (Read Only Memory — bé nhi ch@ ®&c)

v RAM (Random Access Memory bé nhi voa ®ac vba ghi)

+ Bé nhi ngopi gdm ®Ua cgng, USB, ®Ua t6, b'ng t6, ®Ua CD..
2.2. PhCn mOm
2.2.1. PhCn mOm hO théng

PhCn mOm hO théng Iu nh+ng ch-ng trxnh ding ®1O khéi ®éng m_y
tYnh v t*o m«i tréng cho ngéi s6 dong m.y.

2.2.2. PhCn mOm gng ddng

PhCn mOm @ng dong Iy nh+ng ch-ng trxnh ding xo ly d+ iOu phoc
vo cho mét gng dong c6 thO npo ®A.
2.2.3. C_c giao diOn vii ngéi s6 déng

Giao diOn cfia phCn mOm vii ngéi s6 dong Ip giao diOn dii ding coa
see (window), chga c,c thuc ®-n vu c,c hép thoti.

2.2.4. MultiMedia
Lp truyOn th«ng ®a ph-ng tiOn, tan tii dii ding sé.
N& bao gam: v'n bfn, hxnh ho?, hott fnh, hxnh chop, ©m thanh, phim.
Bpi 3. BiOu diOn th«ng tin trong m_y tYnh



Tin hédc c- bin

3.1. BiOu diOn th«ng tin trong m_y tYnh

Trong m.y tYnh ®iOn t6 c& thO biOu diOn hai tring th.i cfia linh kiOn ®iOn
t0: ®ang hoAc mé hay cf3n gai Iy c,c tring th,i logic mgc “0” ho&Ac mgc “1”. Vx
vEy ®0 biOu diOn mét sé trong m.y tYnh ph{i ding hO ®Om c- sé 2 (hO nhp
ph©n).

HO ®DOm c- sé hai Ip hO ®DOm ding c.c ch+ sé 0 vp 1 ®0 biOu didn g,
trb cfia c,c sé. M¢i ch+ sé trong mét sé nhb ph©n ®! diOn cho mét bit th«ng
tin.

3.2. 87n vb th«ng tin vp dung ling bé nhi
§-n vb ®o th«ng tin nha nhEt ®ic gai Iy bit (1Byte=8bit).
Trong tin hac c3n s6 déng mét se ®-n vb béi cfia Byte.
1 ky tu = 1 Byte

Kilo Byte(KB): 1 KB = 1024 Byte = 21° Byte
Mega Byte (MB): 1 MB = 1024 KB = 2'° KB
Giga Byte (GB): 1GB = 1024 MB = 2'° MB
Tetra Byte (TB): 1TB = 1024 GB = 2° GB
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Il. hO ®iOu hpnh
Bui 4. hO ®iOu huynh MS - DOS
4.1. MS - DOS Iy gx?

Lp viOt t34t ciia ch+ MicroSoft Disk Operateing System, Ip hO ®iOu hpnh
®-n nhiOm 16 bYt ding cho c¢,c m.y vi tYnh.

NhiOm vd chYnh cfia hO ®iOu hunh I qufn Iy bé nhi, quin Iy c.c qu,
trxnh x6 ly tin trong hO théng, quin Iy c,c thidt bb ngoli vi, cEu hxnh hO
theng..

4.2. T2n s ®Ua vy dEu ®ii IOnh

Theo qui ®Pnh cfia MS - DOS, mci @& ®Ua ®ic kY hiOu béi mét ch+ c.i vy
dEu “” (dEu hai chEm), trong ®4 s ®Ua mOm kY hiOu Ip A, B, a8 ®Ua cegng
b3at ®Cu td ky tu C. VY db a ceng chialum 3 a siluC, D vu E, ...

DEu ®ii I0Onh I tEp hip mét nham ky td do ngéi ding tu ®4t, ca thO Iy tn s
®Ua, t2n th moc hiOn théi...Sau dEu ®ii IOnh théng xuEt hiOn mét dEu ngich
ngang nhEp nh.y gdi lp con tra.
4.3. TOp vy th méc
4.3.1. TOp
a. Kh.i niOm
- Lp tEp hip c,c d+ liOu ci lign quan ®On nhau ®ic chga tran
mét ving vu ®4t mét t2n ring.
- T2n tOp g&m hai phCn: tan tOp vu phCn mé réng, gi+a hai
phCn ®ic ng'n c,ch nhau béi dEu chEm (.).
VY dé: Hanoi.txt, Dientich.pas, Baitap.pas, Congvan.doc
b. C.c I0nh vii tOp
- T*o tOp mii - Copy con
C6 ph_p: COPY CON [a ®Ua][®éng dEn]<ten tOp>
VY dob: Tto tOp vanban.txt trong th moc TAILIEU:
C:\ TAILIEU >COPY CON vanban.txt

Ché y: Ghi It néi dung sotn thfo b»ng phYm Ctrl+Z ho/Ec F6
- Xem néi dung tOp - TYPE
Cophp: TYPE [ee ®Ua][®éng dEn]<ten tOp>

VY db: Xem néi dung tOp vanban.txt véa so'n, tii dEu nh3c
ciia DOS ta ga IOnh: C:\>TYPE TAILIEU \ vanban.txt
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- 8§eei t*n tOp - REN

C6 ph p: REN [ee ®Ua][®éng dEn]<ten tOp co> <t2n tOp
mii>

VY dé: ®aei tan tOp vanban.txt trong th méc TAILIEU thpnh
tOp congvan.vns ta ga lOnh nh sau:

C:\>REN TAILIEU \ vanban.txt congvan.vns
- Sao chbp tOp - COPY
€6 ph. p:
COPY [ae ®Ua 1][®éng dEn1]<]<ten tOp nguan>
[ae ®Ua 2][®éng dEn 2]<<t2n tOp ®Ych>

VY db: Sao chbp tOp vanban.txt td th moc TAILIEU sang &
®Ua F vy ®aei t2n thunh file Baitap.txt:

C:\> COPY TAILIEU \vanban.txt F:\Baitap.txt
- Xaa tOp - DEL
C6 ph.p: DEL [ee ®Ua][®éng dEn]<tan tOp>
VY db: X&a tOp vanban.txt trong th mdéc THUVIEN:
C:\>DEL THUVIEN\vanban.txt
4.3.2. Th méc
a. Kh. i niOm
Th mdc Ip mét miOn ®O chga c,c tOp hoZc th mdc con.
b. C,c 10nh vii th mdc
- T'o th méc - MD
Céphp: MD [z ®Ua][®€ng dEN]<T2n th méc>

Ché y: Khi t*o th méc trong DOS thx ph{i tto th méc cha truic vu tlo th
mOoc con sau. Mci ICn ch@ t'o ®ic 1 th mac.

VY dé: To th méc THUVIEN trong th moc géc e C.
C:\>MD THUVIEN
- ChuyOn th méc - CD
Cophpl: CD [ee ®Ua][®eng dEn]<T2n th moc>
Cophp?2: CD.. (RakhaithmdchiOn théi)
Coéphp3: CD\ (VO thméc géc)
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VY d61: ChuyOn td th méc géc C sang th méc THUVIEN.
C:\>CD THUVIEN
VY db 2: Ra khéai th mdoc SACH
CA\THUVIEN\ SACH>CD..
- Xem néi dung th méc - DIR
C6 ph_p: DIR [ae ®Ua][®éng dEN] [Tan th moc][/p][/w]
DIR/P: xem tdng trang mun hxnh.

DIR/W: hiOn theo chiOu dac mun hxnh, c.c tOp ch@ hiOn
t2n.

VY db: C:\>DIR TAILIEU
- Xaath mdéc -RD
Céphp: RD [z ®Ua][®éng dEN] <T2n th moc>
VY dé: xo, th mdéc SACH
C:\>RD THUVIEN\SACH

Cho y: Trl moc ch@ xo, ®ic khi na Iu reng (kh«ng chga bEt ki th méc con
nuo hay bEt kil mét tOp nuo). Th moc xo, kh«ng ph{i lu th méc hiOn théi.
4.4. C c 10nh vO ®Ua
4.4.1. LOnh ®Pnh d*ng ®Ua FORMAT
Céphp: FORMAT [z ®Ua]
VY dé: §bnh ding It e ®Ua D
C:\FORMAT D:

Ché y: PhYi c©n nh3ac ki tric khi thuc hiOn I0Onh format se ®Ua béi
nOu thuc hiOn thx sl xo, tEt cf d+ liOu tran se bb format.

4.4.2. LOnh t*o ®Ua khéi ®éng
Cophp: SYS [ee ®Uag]
VY dé: Tio ®Ua A Iu ®Ua khéi ®éng
CA\SYS A:
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Bpi 5. Giii thiOu Windows
5.1. Windows lp gx?

Windows Ip hO ®iOu hunh ding trong me«i tréng ®& haa cho phBp ngéi
ding kiOm tra tét h-n vy n©ng cao hiOu suEt s6 déng m.y vi tYnh. Nhé giao
diOn ®& haa mp ngéi ding ca thO chty nhiOu gng déng cing mét l6c, dO dung
chuyOn t6 gng dong nuy sang gng dong kh.c.

HO ®iOu hpnh Windows Ip phCn mOm ciia h-ng Microsoft, na li2n tdc ®ic
n©ng cEp, cfi tiOn cho phi hip vii phCn ceng v nhu cCu ciia ngéi s dong.

Windows XP thuc hiOn nhiOm vé ®iOu khiOn phCn cgng cfia m.y tYnh,
lum nON cho c,c ch-ng trxnh gng dong kh,c chty, quin ly viOc lu th«ng tin trdn
c,c @& ®Ua, cung cEp kh{ n"ng kOt néi vu trao ®eei th«ng tin gi+a c,c m,y tYnh.
5.2. Khéi ®éng vp tho.t khai Windows XP

5.2.1 Khéi ®éng
BEt nét Power v bEt n6t mpn hxnh.
5.2.2 Tho,t khai Win XP

Chén Start ->Turn Off Computer (hxnh 1), xuEt hiOn hép héi thoti (hxnh 2)
chan Turn Off Computer.

,,,,,

|, chon Tun Off Compree
oat:

Hxnh 1 Hxnh 2

* Ché6 y: Tric khi t3%t m.y phfi lu d=+ liOu vy tho.t khéi tEt cf c.c ch-ng
trxnh gng déng ®ang mé sau ®3a thuc hiOn theo quy t3%c t3%t my & tran nOu
kh«ng c& thO mEt d=+ liOu v kh«ng an topn cho m,y tYnh.

5.3. Desktop

10
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Destop Ip mun hxnh nOn théng cé c,c biOu ting sau:

— ~

5.3.1.My computer

Ding ®0 quqn ly tui nguy2n (ae ®Ua, th mdc, tOp ...) trong m,y tYnh.
5.3.2.Recycle bin

Ding ®0 chga c ¢ ®ei ting (th moc, tOp, ..) bb xo, ICn 1 cfia m,y tYnh.
5.3.3. My Documents

Ding ®0 chga c,c ®ei ting mAc ®Pnh s¥%n nh tOp v'n bin, bfng tYnh,
nh, ...

5.3.4. Internet Explorer
Lp trxnh duyOt miOn phY cfia Microsoft, ding ®0 duyOt c_c trang web.
5.4. Thanh t,c vb (Task bar)

Thanh t,c v Ip thanh mAc ®bnh n»m b2n dii cfia mun hxnh. Na chga not
start, ¢,c cda sae ch-ng trxnh khi ®ic mé, hiOn thb ®ang ha, Vietkey, ...

C.c thao t,c tr°n thanh task bar:
KYch chuét I2n thanh Taskbar, chan Properties xuEt hiOn hép thodi.

11
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Taskbar and Start Menu Properties

Taskbar | Start Menu|

Taskbar appearance

‘4 start 7. ZInternet.., | fE Folder

[ Auto-hide the taskbar

F.eep the tazkbar on top of other windows
Group similar tazkbar buttons

[ Show Quick Launch

Mobification area
Wil 123 PM

Shiow the clock

“'ou can keep the notification area uncluttered by hiding icong that you
have not clicked recently,

Hide inactive icons

[ (] H Cancel H Apply

]

+ Lock the Taskbar: nOu chan Iba thx kh«ng di chuyOn ®ic thanh

Taskbar.

+ Auto - hide the taskbar: ti ®éng En thanh Taskbar.

+ Keep the taskbar on top of other Windows: lu«n hiOn thanh Taskbar 12n
trdn mai cba see kh,c.

+ Group similar taskbar buttons: nham c,c ch-ng trxnh cing lo%i.
+ Show the Lock: hiOn thp ®ang hé tran thanh Taskbar.

5.5. Menu Start

Ca 2 ch® ®é hiOn thb cfia Menu Start:

e

v
i

o

st

o
)
H
e
]
FE

Tl E

06 1 chon dang bif g it i,
e e St v, i L i bic
! i S e,
e S i g ok gon Hicoy
My o, My Dueunen. i b
e s e chou Cosowize o

Run: cpi ®4t ch-ng trxnh mii vpo m,y hoZc chly mét ch-ng trxnh.

12
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Search: txm kiOm c_c tOp, th méc ho/Ec ®ba ch@ cfia mét ngéi tran
Internet.

Settings: cpi ®4t cEu hxnh m.y.
Document: truy cEp nh+ng tpi liOu mii nhEt.
Programs: hiOn thb ¢c,c menu con chga danh méc c,c ch-ng trxnh hay
c,c gng déng ®ang ca trong m,y tYnh.
5.6. Khéi ®éng v tho,t khai mét gng dong
C_ch 1: KYch ®6p vuo biOu ting ciia ch-ng trxnh gng déng tr2n mun hxnh
non.
C_.ch 2: KYch chan Start/Programs, chan ch-ng trxnh gng dong cCn khéi
®eéng.

5.7. ChuyOn ®ei gi+a c,c ong dong
C.ch 1: KYch chuét tr i vpo biOu ting thu nhéa cfia ch-ng trxnh gng dong.
C_ch 2: Ding phYm Alt +Tab

5.8. Thu nha mét cbéa see, ®ang coa see mét gng dong

Thu nha: KYch chan n6t minimize n»m tti gac tran b2n ph{i cfia ch-ng
trxnh gng dong.

§4ng: KYch chan not Close n»m tli gac tran ban phYi cfia ch-ng trxnh gng
dong.
5.9. S6 dong chuét
+ Di chuét: ding tay di chuét tr2n mAt bun.

+ KYch ®-n chuét: kYch mét ICn vpo nét tr,i hoZEc not phfi chuét rai
nhy ra.

+ KYch ®6p chuét: kYch nhanh hai ICn lign tiOp vuo nét tri chuét.

+ KYch vp di chuét: chan biOu ting, kYch v gi+ not tr i chuét ho&c not
phi sau ®4 di chuét ®0n vb trY cCn thiOt v nhY not.

13
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Bpi 6. Nh+ng thao t,c ¢~ b{n tr*n Windows
6.1. File vp th méc
6.1.1. T*o0, ®eei t*n, X0,
a. T*o th méc
KYch chuét phfi chan New\Folder, nhEp t2n mii.
b. §zei tn th méc, tOp
- Chan th méc (hoZc tOp) cCn ®eei tan.
- KYch chuét phfi chan rename, nhEp t2n mii.
c. Xo, th méc, tOp
- Chan th méc (hoZc tOp) cCn xaa.
- KYch chuét phfi chan delete ho/Ec nhEn delete tran bpn phyYm.
6.1.2. Sao chbp, di chuyOn
a. Sao chbp th méc, tOp
- Chan th moc (hoZc tOp) cCn sao chbp.
- KYch chuét phfi chan Copy (hoZc nhEn Ctrl + C).

- ChuyOn ®0n ®Ych, kYch chuét phfi chan Paste (ho/&c nhEn
Ctrl +V).

b. Di chuyOn th méc, tOp
- Chéan th moc (hoZEc tOp) cCn di chuyOn.
- KYch chuét phfi chan Cut (hoZc nhEn Ctrl + X).

- ChuyOn ®0n ®Ych, kYch chuét phfi chan Paste (ho&Ac nhEn
Ctrl +V).

6.2. Qufn ly tpi nguy?n
6.2.1. My Computer
Ding ®O qufn ly tui nguy?n (e ®Ua, th méc, tOp ...) trong m.y tYnh.

S6 dong trxnh gng dong Mycomputer cé thO thuc hiOn ®ic ¢ ¢ c«ng viOc
sau:

+ T20, sao chbp, xo_, ®aei tan, di chuyOn tOp v th moc.
+ HiOn thb néi dung tOp, th moc.
+ TiOm kiOm tOp v th méc.
+ KYch hott ¢ c trxnh gng dong.
6.2.2. Windows Explorer
Lp trxnh gng dong ®O quiin ly tOp vu th moc trong m.y tYnh.

14
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Ca thO thuc hiOn ®ic c.c thao t,c t-ng tu nh trxnh @ng dong
Mycomputer nhng trxnh gng dong Explorer quin ly tOp vu th moc tiOn i vu
h+u Ych h-n (biOu diOn dii ding c©y th méc)

Khéi ®éng: KYch chuét phfi tti nét Start, chan Explorer.

15
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lll. M*ng c- bfn v Internet
Bpi 7. M*ng c- bfn

7.1. Kh,i niOm

Ming m.y tYnh (Network) Iu tEp hip c.c m.y tYnh ®ic néi vii nhau béi ®-
éng truyOn theo mét cEu tréc npo ®a vy th«ng qua ming c,c m.y tYnh trao
®eei ®ic th«ng tin qua I4 cho nhau.
7.2. Ph©n lo'i m'ng

7.2.1. Ph©n lo'i theo ph'm vi ®pba ly

a. M'ng c6c bé (Local Area Networks - LAN)

Ly ming ®ic cui ®4t trong mét ph'm vi t-ng ®ei nha (trong mét tou
nhy, khu tréng hac...) vii khofing c_ch lin nhEt gi+a c.c m,y tYnh trong
m*ng ch@ vpui km tré [4i.

b. M*ng ®« thb (Metropolitan Area Network - MAN)
Ly ming ®ic cui ®At trong phim vi mét ®« thb hoAc mét trung tOm
kinh tO - x- héi ca b.n kYnh khofing 100 km tré 4.
c. M*ng diOn réng (Wide Area Network - WAN)
Phtm vi cfia ming ca thO vit qua bi2n giii quéc gia.
d. M*'ng topn cCu (Global Area Network - GAN)
Phm vi ciia ming tr{li réng kh34p c,c ch©u loc.
7.2.2. Ph©n loti theo kii thuEt chuyOn m*ch
a. M'ng bxnh ®%ng (Peer To Peer)

C.c m.y tYnh trong ming ca vai trR ngang nhau trong qu, trxnh khai
th,c tui nguy?2n.

b. M'ng ph©n quyOn (Client/Server)

Server Iu m.y chi trung t©m chga c,c th«ng tin
dbch vd ming ®ic s6 dong ®O kiOm so.t vu ®.p
ong y2u cCu td c,c Client.

Client Ip c,c m,y kh,ch n=i ngéi ding chly c,c
gng déng ®O x4 ly d= liOu.

Client 3...

7.2.3. Ph©n loti theo m« hxnh

16
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a. S ®a tuyOn tYnh (Bus)

[ ]_[ ]_nr@

TEt cf c.c not (node) tran ming néi theo tuyOn (hay ming Ethernet)
®ic g%n vypo ming cbc bé nh I ¢,c nh,nh cfia mét ®éng ®i chung. Mci
nét ca mét ®Pa ch@ duy nhEt.

b. S- ®a vBng (Ring)

TEt c c,c n6t ®ic néi vii nhau vpo cing mét mich vi3ng.

c. S- ®a hxnh sao (Star) ['SETV'E‘
L J

HU HU
b

SN /N
DO 30

C.c n6t trong mét ming hxnh sao ®ic néi vuo ¢ .c ®éng dOy rigng biOt
vu tEt ¢ hing vO mét tr'm trung t©m (Hub, Switch).
7.3. C,c thiOt bb m*ng
7.3.1.Card m'ng - Network Interface Card (NIC)

ViOc kOt néi c.c m,y tYnh vii mét dOy c_p ®ic ding nh mét ph-ng
tiOn truyOn th«ng tin chung cho tEt cf ¢,c m,y tYnh. C«ng viOc kOt néi vEt ly
vpo ming ®ic thuc hiOn b»ng c,ch c%m mét card giao tiOp ming NIC vpo trong
m,y tYnh vu néi na vii c,p ming. Sau khi kOt néi vEt Iy houn tEt, qufin ly viOc
truyOn tin gi+a c,c trm tr2n mng pho thuéc vpo phCn mOm ming.

Mci NIC ®ic thiOt kO cho mét loti mng rizgng biOt.

7.3.2. Hub

+ Hub Iu thiOt bb quan trang ®ic ding ®0 néi ming. TEt cf c,c tr'm

tran LAN ®ic kOt néi th«ng qua Hub. Mét Hub théng c& nhiOu ceeng.

+ Hub thuc hiOn viOc chuyOn tiOp tEt cf c,c tYn hiOu vEt ly ®0n t6

mét caeng tii nhiOu ceeng.

+ Hub ®ic thunh 3 loti: Hub bP ®éng (Passive Hub);

Hub chi ®éng (Active Hub)

17



Tin hédc c- bin

, Hub th«ng minh (Intelligent Hub)
7.3.3. MODEM
MODEM I thiOt bb biOn ®aei tYn hiOn sé sang tYn hiOu t-ng tu vy ngic

4.

Ca 2 lo*if MODEM Ip MODEM trong viu MODEM ngoyi.

MODEM ®ic ding kOt hip vii bé ®pbnh tuyOn ®0 kOt néi ming qua ®iOn
tho?i.

7.3.4. Repeater

Repeater In bé khuyOch ®ti tYn hiOu. N& thuc hiOn viOc chuyOn
tiOp tEt cY c.c tYn hiOu vEt ly ®0On td caeng nuy ra caeng kh,c sau khi ®-
khuyOch ®1i.

Repeater kh«ng x6 Iy ¢.c tYn hiOu mp ch@ loti béa c,c tYn hiOu nhiOu,
khuyOch ®% c.c tYn hiOu bb suy hao kh«i phoc It tYn hiOu ban ®Cu.
Repeater Ium t'ng thdm chiOu dpi cfia mng.

7.3.5. Bridge

Bridge I mét thiOt bb ding ®0 néi hai hay nhiOu ®otn ming giéng
nhau hoZc kh_c nhau nh»m moc ®Ych mé réng ming. Khi nhEn ®ic c,c
gai tin Bridge chan lac v ch@ chuyOn nh+ng géi tin mu na thEy cCn thiOt.
7.3.6. Router

Router c& chgc n"'ng géi ®i ¢ ¢ géi d= liOu dua trin ®pPa ch@ ph©n lip cia
ming v cung cEp c,c dibch vo nh bfo mEt, quin Iy lu th«ng.

Router théng c& nhiOu h-n 2 caeng. N& tiOp nhEn tYn hibu vEt ly
t6 mét caeng, chuyOn ®eei vO ding d+ liOu, kiOm tra ®pa ch@ ming réi
chuyOn d+ liOu ®0n ceeng t-ng @ng.

Router ®ic s6 dong trong viOc néi nhiOu ming vii nhau v cho phBp c,c
gai tin c& thO ®i theo nhiOu ®éng kh,c nhau ®O tii ®Ych.

7.3.7. Gateway

Lu thiOt bb ding ®0 lign kOt ¢,c ming ca kiOn troc hopn topn kh,c nhau
(nh c,c ming cdc bé vu c.c ming my tYnh lin). Gateway cd thO hiOu v
chuyOn ®zei giao thgc & bEt ki tCng npo ciia m« hxnh OSI do ®a na ®ic chO
tlo nh c,c card c& chga bé x6 ly ri2ng vy cpi ®/t tr2n ¢.c m,y tYnh lin ho/c
thiOt bb chuy?2n biOt.
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Bui 8. Khai th,c vy sd dong internet
8.1. Teeng quan vO Internet

Trong IUnh viic truyOn th«ng v ming m.y tYnh, danh td chung Internet
ch@ kh,i niOm lign ming ®ic x©y dung dua tran mét tEp hip ¢.c ming bao trim
tran kh34p thO giii vii mdc ®Ych trao ®aei vy chia sl th«ng tin.

Internet Ip st ghBp néi gi+a c,c m,y tYnh tran toun cCu th«ng qua c,c ph-
=ng tiOn viOn th«ng (®éng dOy ®iOn thoti, vO tinh, ...) vu truyOn d+ liOu dua
tran giao thgc lidn ming ®- ®ic chuEn ho, (giao thac TCP). C.c m.y tYnh trung
tOm ®ic ghBp néi vuo Internet, théng ®ic gai lu ¢,c m.y chii, ¢ nhiOm vé cung
cEp c.c dbch vo th«ng tin cho ¢.c m,y kh,c trong ming.

8.2. Dich v WWW (World Wide Web)

Dbch vé th«ng tin toun cCu WWW (World Wide Web): th«ng tin truyOn
tfi tran ming ®-ic x©y dung dua tran mét ki thuEt ca tn gai ly hypertext (sidu
v'n bfn). Tran cing mét trang th«ng tin c& thO c& nhiOu kiOu d+ 1iOu kh,c nhau
nh-v'n bfn, Inh hay ©m thanh. §©y dbch vé mii vy minh nhEt tren Internet.
8.3. Th ®iOn t6 (mail)

Th ®iOn t6 Ip dbch vd ®,ng tin cEy ®O goi v nhEn ¢, ¢ th«ng ®iOp qua
Internet. Goi th ®iOn to thuEn tiOn, rl, nhanh vp ®m bYo th«ng tin ®Bn ®6ng
®ba ch@ vu cBn nguy?n vNn do ®& ®©y Iu dbch v ®ic s6 dong nhiOu nhEt
vu ca hiOu quy nhEt.
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IV. HO son thfo v'n bfn Microsoft word
Bpi 9. C,c thao t,c so'n thfo, hiOu ch@nh vpy ®pPnh d'ng
9.1. Mpn hxnh so*n thfo

9.1.1. Thanh ti*u ®O (Title Bar): )
L n=i hiOn thp t8n ciia ch-ng trxnh vy t8n tOp v'n biin.

9.1.2. Thanh thuc ®-n (Menu Bar):
Lu dRng chga c,c 1Onh Ium viOc cfia Winword. Khi ta kYch chuét [2n thanh
thuc ®-n sl mé ra mét thiic ®-n dac.
cong ca thO mé thic ®-n dac b»ng c,ch nhEn phYm Alt vu 1 ky t0 gich
ch©n cia thuc ®-n ®a.

9.1.3. Thanh c«ng ¢d chuEn (Standard):

Luc,c piOu ting chga mét sé I0nh '[hl]CAhiC“)n nhanh ciia Winword. Thay vx
phyli ch&n IOnh tr2n thanh thuc ®-n, ta nhEp chuét vuo 1 trong c,c biOu ting
nuy.

9.1.4. Thic (Ruler):

~ &ic hiOn thp theo chiOu ngang vu chiOu d&c cfia v'n bfin. Thic ca thO
hiOn thb hoZc kh«ng b»ng c,ch vuo thuc ®-n View vu lua chan Ruler.

80O thay ®=ei ®-n vb ®o0 cfia thic, ta chan thic ®-n Tools, chan moc

Option, trong nh-n General thay ®aei ®-n vb trong phCn “Measurement Units”.

9.1.5. PhCn nhEp néi dung v'n b{n: 8Oy Iu n-i ®O nhEp néi dung cfia v'n
b{n vpo.

9.1.6. Thanh cuén ngang, dic: Ding ®0 hiOn thb nh+ng phCn v'n bfin bb
che khuEt tr2n mun hxnh.

9.1.7. Thanh tr'ng th,i (status): Ding ®0 hiOn thp mét sé chi tiOt lien
guan ®On v'n bfn nh sé trang, vP trY con tra, théi gian, chO ®é ga v.v...

9.2. C.c thao t,c so'n thfo
S6 déng phYm Enter m¢i khi ng3st mét ®on v'n bn.

Mét dng v'n bfin trong mét ®o'n sl tu ®éng trun xueng diing nOu
d3ng v'n bfin ®a dui qu, phCn 10 quy ®pPnh.
Mét sé phYm chgc n"ng théng ding khi son thfo:
+ PhYm Ctrl + Home: vO ®Cu v'n bfn.
+ PhYm Ctrl + End: vO cuéi v'n bfn.
+ PhYm Home: vO ®Cu 1 dRng.
+ PhYm End: vO cuéi 1 dRng.
+ PhYm moi tn: di chuyOn con tra sang tr.i, phTi, 12n tran ho/Ec
xueng dii.
+ PhYm PageUp: di chuyOn [2n 1 trang mun hxnh.
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+ PhYm PageDown: di chuyOn xuéng 1 trang mpun hxnh.
+ PhYm Delete: xo, ky tl sau con tra.
+ PhYm BackSpace: xo, ky tu tric con tra.

9.3. C_c thao t.c hiOu ch@nh
- Font: thay ®aei font ch+
- Font style: thay ®aei kiOu ch+:
+ Italic: kiOu ch+ nghiang (Ctrl +1).
+ Bold: kiOu ch+ ®Em (Ctrl +B).
+ Bold Italic: ®Em nghi2ng.
- Size: thay ®eei kYch thic:
+ T'ng kYch thic (Ctrl +1])
+ Giffm kYch thic (Ctrl + )
- Font color: thay ®aei mpu s%c ch+.
- Underline style: kiOu gich ch©n
- Effect: ¢,c hiOu gng.
+ Strikethrough: ky t c& ®éng ki
ngang.
+ Double strikethrough: ky tu ca ®-
éng kl ®«i.

Font El E
Font | Character Spacing I
Faont: Faont style: Size:
I.VnTime IReguIar 14
s - q -
nTimeH Ttalic 10 (i
Mnilniverse B'I':g | 11
MnlniverseH Bold Ttalic 12
MnYogue :I LI m
Font color: Underline style: Underline color:
I Automatic || I {none) j I Automatic x|
Effects
[ strikethrough [ shadow [ Small caps
[ Double strikethrough [ Qutline [ allcaps
[~ Superscript ™ Emboss [ Hidden
[~ subscript I~ Engrave
Prewiew
VnTime
This is a TrueType font. This font will be used on both printer and screen,
Default. .. | Ok I Cancel

+ Superscript: ®pnh ding ky tu ch@ se tren.
+ Subscript: ®pPnh dng ky tu ch@ se dii.

+ Shadow: béng ch+.

+ Qutline: ch+ dng viOn.

+ Emboss: ch+ d'ng naei.

+ Engrave: ch+ d'ng béng in sCu.

+ Hidden: kh«ng hiOn ky tt ®Pnh d!ng.

+ Small Caps: ch+ in hoa nha (théng s6 dong cho tiOng Anh).

9.4 .C,cthao t,c ®pnh d'ng
9.4.1. 8bnh d*ng khéi

- Kheéi v'n bfin Ip 1 ®on v'n byn li¢n téc.

- 8bnh ding mét khei v'n bYn:

+ 8a con tra ®0On ®Cu khéi, nhEn chuét vu kDo r2 ®0n vb trY cuéi

khéi.

+ 8a con tra ®On ®Cu khei, nhEn chuét, ®a con tra ®0On cuéi khéi,

gi+ phYm Shift vi nhEn chuét.

+ 8a con tra ®On ®Cu khei, gi+ phYm Shift vu s6 déng ¢.c phYm moi
t8n, Page Up, Page Down, Home, End.
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+ NhEn Ctrl + A nOu muén ®Pnh dng topn bé v'n bn.
Chd y: 80 ®bnh ding c,c khéi v'n bfin kh«ng lign tdc ta gi+ phYm Ctrl rai
kYch vu di chuét vpo c,c ®on v'n bfin cCn chan.
9.4.2. Sao chbp khéei
- 8bnh dng khéi v'n bfin cCn sao chbp.

- KYch chuét 12n biOu ting “Copy” trén thanh c«ng c6 hoAc nhEn tese hip
phYm Ctrl+ C; ho&c chan thuc ®-n Edit vu chan Copy.

- §/Et con trd vpo vb trY cCn sao chbp tii, chan biOu ting “Paste” trin thanh
c«ng c0 hoAc nhkn tee hip phYm Ctrl + V; ho4c chan thuc ®-n Edit, Paste
®0 d,n néi dung khéei v'n bin.
9.4.3 Di chuyOn khéi
- 8bnh ding khéi v'n bfn cCn di chuyOn.
- KYch chuét I2n biOu ting “Cut” tren thanh c«ng c6 ho/Ec nhEn tee hip
phYm Ctrl + X; hoAc chan thuc ®-n Edit v chén Cut.

- §/Et con tra vuo vP trY cCn di chuyOn tii, chan biOu ting “Paste” trén thanh
c«ng ¢6 hoAc nhkn tee hip phYm Ctrl + V; ho&c chan thuc ®-n Edit, Paste
®O0O d,n néi dung khéi v'n bfn.
9.4.4 Xaa khei
- 8bnh d'ng khei cCn xaa.

- NhEn phYm Delete (hoZc chan thiic ®-n Edit, chéan Clear).
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Bpi 10. Luym viOc vii bfng

10.1. T*o bing

- 8/Ft con tra vuo vb trY cCn chin bfing.

- (}han Insert, chan Table/ Insert Table,
xuEt hiOn hép tholi Insert Table:

+ Number of Column: sé cét ciia bing (téi
®a I 63 cét).

+ Number of Row: sé hung cfia bfng (tei
®a Ipn 32767 hung).

+ Column Width: ®é réng ciia cet.

+ Auto Format: chan mét sé bfng mEu
(ché&n trong moéc Formats  OK).

- NhEn nét OK.
10.2. C c thao t c vii bTng

10.2.1. Sao chbp, di chuyOn, xo, bfing
a. Sao chbp
- Chéan bfing cCn sao chbp.
- KYch chuét phTi chan Copy (Ctrl + C).

Insert Table

Table size

Mumber of columns:
Mumber af rows:

AutoFit behavior
{* Fixed column width:
" aukoFit bo contents
" AukoFit to window

Table style: Table Grid

?IX

),

Aok El:

AutoFormat. ..

[ Remember dimensions For new tables

[ o ]

Cancel

- 8a chuét ®On ®Ych chan Paste (Ctrl + V).

b. Di chuyOn
- Chan bfng cCn di chuyOn.
- KYch chuét phfi chan Cut (Ctrl + X).

- 8a chuét ®0On ®Ych chan Paste (Ctrl + V).

c. Xo,
- Chan bfing cCn xaa.

- KYch chuét phfi chan Delete (hoZc nhEn Delete tr2n bun phYm)
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10.2.2. HiOu ch@nh bing
a) Thay ®aei ®é réng cét:

- 8a con trd chuét vpo phCn ®éng ki n»m gi+a hai cét xuEt hiOn moi t3n
hai ®Cu thx bEm chuét, gi+ vu kbo ®0 thay ®aei ®¢€ réng.
- Chan cét cCn thay ®aei ®é réng,

kych chuét phfi chan Table
Properties, xuEt hiOn hép héi thoti
Table Properties, chén nh:n
Column:
+ NhEp ®¢é réng cét vuo
phCn Preferred width
+ Chan Next Column ®0 p
doéng cho cét tiOp theo, hoAc
Previous Column ®O ,p déng
cho cét tric ®a (nOu ca).

- NhEn OK.

Table I Bowy Colgmnl Cell I

Size
Columns 2-3:

¥ Preferred width Im

A4 Previous Colurmn |

IMeasure in: ICentimeter vI

Mext Calumn H+

Cancel
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b) Thay ®=i ®é cao cia
hung: Table Bow |COIgmn| Cell |
- Chan hung cCn thay ®zei ®€ s

cao, kych chuét phfi chan Table = f= _ -
Properties, xuEt hiOn hép héi thoti | = oo & s <]

Table PrOpertIeS, Cha.n nh * n ROW IV allow row to break across pages

Table Properties _

™ Repeat as header row at the top of each page

+ NhEp ®é cao hung vpo
phCn Preferred height. £ Brevious Row Lertfon
+ Chéan Next Row ®0 _p dong

cho cét tiOp theo, ho/Ec
Previous Row ®O ,p déng cho

dRng tric ®a (nOu cé).
Ok I Cancel
c) Chin «
Hxnh 1 - Chéan « mueén chin tham c,c « kO tiOp sau ®4&.

- Chan thuc ®-n Table, chan Insert\Cells...
- Chéan Shift cells right hoZc Shift cells down.
d) Chin hung
- §/Ft con tra tYi hung cCn chin tham hung vuo tran hoZEc dii na.
- Chan thuc ®-n Table, chan Insert.
- Chan Rows Above ho&Ac Rows Below.
e) Chin cét:
- 8/Et con tra i cét cCn chin th®m cét vpo tric hoZEc sau na.
- Chéan thuc ®-n Table, chan Insert.
- Chan Columns to the Left hoZ&Ac Columns to the Right.

10.2.3. T*o ti2u ®0 bng
10.2.4. T*o ®éng ki, viOn khung
- Chan bfing cCn tlo ®éng viOn, kYch chuét phfi chan Border and
Shading:
+ Ché&n ®éng ki trong phCn Style.
+ KYch chuét vpo hép Border ®O tlo c,c ®éng ki: trén, dii, tr,i, phfi,
viOn xung quanh.
+ Chan mpu ®éng ki trong hép Color.

+ Chan nbt KI.

25



	Xem néi dung tÖp - TYPE
	Xãa tÖp - DEL
	T¹o th­ môc - MD
	ChuyÓn th­ môc - CD
	Xem néi dung th­ môc - DIR
	Xãa th­ môc - RD
	9.1.1. Thanh tiªu ®Ò (Title Bar):
	Lµ n¬i hiÓn thÞ tªn cña ch­¬ng tr×nh vµ tªn tÖp v¨n b¶n.
	9.4.1. §Þnh d¹ng khèi
	9.4.2. Sao chÐp khèi
	9.4.3 Di chuyÓn khèi
	9.4.4 Xãa khèi
	d) ChÌn hµng
	e) ChÌn cét:


