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Tuyén bd ban quyén

Gido trinh nay sU dung lam tai li€u gidng day n0i bl
trong trudng Cao dang nghé Cong nghiép Ha Noi

Trudng Cao dang nghé Cong nghi€p Ha NOi khong sUr
dung va khong cho phép bat ky cd nhan hay tG chUc nao sU
dung gido trinh nay vGi muc dich kinh doanh.

MOi trich dan, si dung gido trinh nay v&i muc dich khéc
hay & ndi khac déu phdi dudc su dong ¥ bang vin ban cla
trudng Cao dang nghé Cong nghiép Ha Noi
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I. KIEN THUC CHUNG VE CONG NGHE THONG TIN VA TRUYEN
THONG
BAI 1. CAC KHAI NIEM CO BAN
1.1 Thong tin va xt ly thong tin
1.1.1. Thong tin
Thong tin dUQc coi 1a thong bdo c6 lién quan d€n kénh truy€n, phu thulc
vao nguOn thong bdo, noi nhén tin va sy nhiu tin. DE x( 1y thong tin ngUdi ta
c6 thé dung ti€ng néi, chr vi€t hay cic phudng tién hién dai.
1.1.2. Dit liéu
Nhlng thong tin cu th€ trong moOt cong nghé xU 1y tin dudc goi la d{f
liéu.
1.1.3. XU Iy théong tin
Qua trinh x( 1y thong tin gom:
- Tim kiém, thu thap thong tin.
- XUly thong tin.
- Luu tr(r thong tin.
- Truyén tin.
1.2 .Phan clng, phan mé&m va cong nghé thong tin
1.2.1. Phan cung
Phan clng gOm nhiing d6i tugng hitu hinh, céc linh kién, chi tiét 1ap rap
thanh mdy tinh nhu: bdn mach chinh, vi mach, diy cap ndi mach, bd nh& man
hinh, mdy in,...
1.2.2. Phan mém
Phan mém 12 cdc chuong trinh ding d€ di€u khi€n hoat dOng cUa mdy
tinh, x(r 1y d{ li€u phuc vu cho mOt Ung dung cu th€ trong hoat dOng kinh t&, san
xudt, an ninh, quOc phong. . .
1.2.3. Cong nghé thong tin
La tap hgp cic phuong phdp khoa hoc, cdc phuOng ti€n khoa hoc kY thuat,
cdc phuong tién va cong cu kY thudt hién dai nham t& chiic khai thac va s dung c6
hi€u qua cic nguln tai nguyén thong tin phong phi va ti€m ning trong moi linh vuc
hoat dOng cla con ngudi va xa hoi.
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BAI 2. CAU TRUC CO BAN CUA HE THONG MAY TINH

2.1. Phan cuing
2.1.1. Pon vi xtrly trung tam (CPU)

BO xU 1y trung tAm la b0 ndo clUa mdy tinh. N6 c6 chlc ning thi hanh
chuong trinh 1uu trong bd nhé chinh bang céch tim nap 1&nh, ki€m tra ching
rOi thi hanh tUng 1énh.

Khoi xUr 1y trung tim - CPU gOm:
+ KhOi tinh todn sO hoc va logic (ALU - Arithmetic Logic Unit).
+ Khoi di€u khién (CU - Control Unit)
2.1.2. Thi€t bi nhap
Thiét bi nhap bao gbm: chudt, ban phim, may quét. ..
2.1.3. Thié€t bi xuat
Thiét bi xudt bao gdm: ma hinh, mdy in, loa...
2.1.4. BO nh& va thié€t bi luu trir

- BO nhd 1a b0 ndo clla mdy tinh ding d€ Iuu tr(t 1€nh s€ thi hanh va d{r

liéu.

- Phan loai b0 nhd:

+ B0 nhG trong gdm ROM (Read Only Memory — b0 nh& chi doc) va
RAM (Random Access Memory b0 nh@ vUra doc vUa ghi)

+ B0 nhG ngoai gOm dia clUng, USB, dia tU, bing tU, dia CD..
2.2. Phan mém
2.2.1. Phan mé&m hé théng
Phan mém hé thOng 1a nhiing chuong trinh ding d€ khdi dOng mdy tinh
va tao mdi truOng cho ngUoi s dung may.
2.2.2. Phan mém Ung dung
Phan mém Ung dung 13 nhiing chuong trinh diing xU 1y d{r li€u phuc vu
cho mOt Ung dung cu thé nao dé.
2.2.3. Céc giao dién v6i nguoi st dung
Giao di€n cla phan mém véi nguoi st dung 12 giao di€n dudi dang cla
s6 (window), chlfa cdc thuc don va cac hp thoai.
2.2.4. MultiMedia
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La truy€n thong da phuong ti€n, tOn tai dudi dang sO.
N6 bao gbm: viin bdn, hinh hoa, hoat dnh, hinh chup, 4m thanh, phim.
BAI 3. BIEU DIEN THONG TIN TRONG MAY TiNH
3.1. Bi€u di€n théng tin trong may tinh
Trong mdy tinh dién t{ ¢6 th€ bi€u di€n hai trang thdi cUa linh kién dién t(r:
déng hodc m@ hay con g0i 1a cic trang thai logic mUc “0” hodc mUc “1”. Vi vay dé
bi€u dién mOt sO trong may tinh phdi ding hé dém cd sO 2 (hé nhj phan).
Hé dém co sO hai 1a h& dém dung céc chit s6 0 va 1 d€ bi€u dién gi4 tri cUa
cdc s6. MOi ch(r sO trong mOt sO nhj phan dai dién cho mOt bit thong tin.
3.2. DPon vi thong tin va dung luong bO nho
Pon vi do thong tin nhd nhat duge goi 1 bit (1Byte=8bit).
Trong tin hoc con st dung mOt s& don vi bdi clia Byte.
1 ky tu=1 Byte

Kilo Byte(KB): 1 KB = 1024 Byte = 2'° Byte
Mega Byte (MB): 1 MB = 1024 KB =2"KB
Giga Byte (GB): 1GB = 1024 MB = 2" MB
Tetra Byte (TB): ITB =1024 GB =2'""GB
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II. HE PIEU HANH
BAI 4. HE PIEU HANH MS - DOS
4.1. MS - DOS 1a gi?

La viét tat cla chf MicroSoft Disk Operateing System, 12 hé diéu hanh don
nhi€m 16 bit dung cho céc mdy vi tinh.

Nhiém vu chinh cla hé di€u hanh 14 qudn 1y b0 nhé, quan 1y cdc qua trinh x(r
ly tin trong hé thOng, quan 1y c4c thi€t bi ngoai vi, cdu hinh hé thOng..
4.2. Tén 6 dia va dau doi 1énh

Theo qui dinh cla MS - DOS, m0i 6 dia dugc ki hiéu bdi mOt chif cdi va dau
“” (d8u hai chdm), trong d6 6 dia mém ki hiéu 13 A, B, 0 dia cUng bat dau tur ky tu
C.Vidu 6 clng chialam3 0s€1aC, D vaE,...

Da&u dgi 1&nh 1a tdp hgp mOt nhém ky tu do ngUdi ding tu dat, c6 thé 1a tén G dia,
tén thU muc hién th0i...Sau ddu dgi 1€nh thudng xudt hi€n mOt ddu ngach ngang
nhap nhdy g0i la con tro.

4.3. Tép va thu muc
4.3.1. Tép
a. Khai niém
- La tap hop céc dit liéu c6 lién quan dén nhau dugc chla trén mot
ving va dat mOt tén riéng.

- Tén tép gOm hai phan: tén t&p va phan m& rOng, gi(ra hai phan
duoc ngin cich nhau bdi ddu chdm ().

Vi du: Hanoi.txt, Dientich.pas, Baitap.pas, Congvan.doc
b. Cac 1énh v@éi tép
- Tao tép mai - Copy con
Ci phdp: COPY CON [6 dia][duOng dan]<tén tép>
Vi du: Tao t€p vanban.txt trong thu muc TAILIEU:
C:\ TAILIEU >COPY CON vanban.txt
Chii y: Ghi 1ai ndi dung soan thdo bang phim Ctrl+Z hodc F6
- Xem nGi dung té€p - TYPE
Ci phdp: TYPE [0 dia][duOng dan]<tén tép>



Tin hoc cO ban

Vi du: Xem ndi dung tép vanban.txt vfa soan, tai ddu nhac cla

DOS ta go 1énh: C\STYPE TAILIEU \ vanban.txt
- POoi tén tép - REN

Ci phdp: REN [0 dia][duOng dan]<tén tép cii> <tén tép mbi>

Vi du: d6i tén tép vanban.txt trong thu muc TAILIEU thanh tép
congvan.vns ta gd 1énh nhu sau:

C:\>REN TAILIEU \ vanban.txt congvan.vns
- Sao chép tép - COPY
Cu phdp:
COPY [0 dia 1][du0ng danl]<]<tén t&p ngudn>
[6 dia 2][duOng dan 2]<<tén tép dich>

Vi du: Sao chép t€p vanban.txt tU thu muc TAILIEU sang O dia
F va d6i tén thanh file Baitap.txt:

C:\> COPY TAILIEU \vanban.txt F:\Baitap.txt
- Xéa tép - DEL
Ci phap: DEL [0 dia][duGng dan]<tén tép>
Vidu: X6éa tép vanban.txt trong th muc THUVIEN:
C:\>DEL THUVIEN\vanban.txt
4.3.2. Thu muc
a. Khai niém
Thu muc 12 m6&t mién d€ chfa cic tép hodc thu muc con.
b. Cac 1énh véi thu muc
- Tao thu muc - MD
Ci phdp: MD [6 dia][dudng dan]<Tén thu muc>

Chii ¥: Khi tao thu muc trong DOS thi phdi tao thU muc cha trudc va tao thu
muc con sau. MOi 1an chi tao dugc 1 thu muc.

Vidu: Tao tht muc THUVIEN trong thu muc goc 6 C.
C:\>MD THUVIEN
- Chuy&n thu muc - CD

Ciphdp 1: CD [0 dia][duOng dan]<Tén thu muc>



Tin hoc cO ban

Ciphdp2: CD.. (Rakhdithumuc hién thoi)
Ciphdp3: CD\ (Vé thumuc gbc)
Vi dul: Chuyén tUr thu muc gdc C sang thu muc THUVIEN.
C:\>CD THUVIEN
Vidu 2: Ra khdi thu muc SACH
C:\THUVIEN\ SACH>CD..
- Xem n@i dung thu muc - DIR
Cu phép: DIR [0 dia] [duOng dan] [Tén thu muc][/p][/w]
DIR/P: xem tUng trang man hinh.
DIR/W: hién theo chi€u doc man hinh, cic t€p chi hién tén.
Vi du: C:\>DIR TAILIEU
- Xoa thumuc - RD
Ciphdp: RD [0 dia][duOng dan] <Tén thu muc>
Vidu: xoa th muc SACH
C:\>RD THUVIEN\SACH
Chii y: Thu muc chi xod dugc khi né 1a rOng (khdéng chifa bat ky thu muc con
ndo hay bat ky moOt t€p nao). Thu muc xod khong phdi la thu muc hién thoi.
4.4. Cac 1énh vé dia
4.4.1. Lénh dinh dang dia FORMAT
Cd phdp:  FORMAT |[§ dia]
Vidu: Pinh dang lai 6 dia D
C\FORMAT D:

Chii y: Phai can nhac ky trudc khi thuc hién 1énh format 6 dia bGi néu
thuc hién thi s€ xo4 tat ca dir liéu trén 6 bj format.

4.4.2. Lénh tao dia khoi dOng
Cdphdp:  SYS [0 dia]
Vi du: Tao dia A 1a dia kh&i dOng
CASYS A:
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BAI 5. GIOI THIEU WINDOWS
5.1. Windows la gi?

Windows 13 hé di€u hanh diing trong moi truOng d6 hoa cho phép ngudi diing
ki€m tra tOt hon va ning cao hi€u sudt s& dung mdy vi tinh. NhO giao dién d0 hoa
ma ngUoi ding c6 th€ chay nhi€u Ung dung ciing mOt liic, dé dang chuyén tUr Ung
dung nay sang Ung dung khdc.

Hé diéu hanh Windows 12 phdn mém cUa hing Microsoft, né lién tuc duoc
nang cap, cdi ti€n cho phit hgp vdi phan clng va nhu cau cla ngudi st dung.

Windows XP thuc hién nhiém vu di€éu khi€n phan cUng cUa mdy tinh, lam nén
cho cdc chuong trinh Ung dung khic chay, qudn ly viéc 1uu thong tin trén céc G dia,
cung cap kha ning két ndi va trao dGi thong tin gilta cdc mdy tinh.

5.2. Kh@i dOng va thoat khdi Windows XP
5.2.1 Kh@i dOng
Bat nit Power va bat nit man hinh.
5.2.2 Thoat khoi Win XP

Chon Start ->Turn Off Computer (hinh 1), xudt hi€n hdp h0i thoai (hinh 2) chon
Turn Off Computer.

Hinh 1 Hinh 2

* Chi y: Trudc khi tat mdy phai luu d{F liéu va thoat khoi tat cd cic chuong
trinh Ung dung dang md& sau d6 thuc hién theo quy tac tat mdy & trén n€u khong c6
th€ mat d{t liéu va khong an toan cho mdy tinh.

11
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5.3. Desktop

Destop 12 man hinh nén thuOng c6 cic bi€u tUgng sau:

R

5.3.1. My computer

Diing d€ quan 1y tai nguyén (6 dia, thu muc, t&p ...) trong mdy tinh.
5.3.2. Recycle bin

Duing d€ ch(ta cdc d6i tuong (thu muc, t€p, ..) bi xo4 1an 1 cla mdy tinh.
5.3.3. My Documents

Diing d€ chlra cic d0i tugng mac dinh san nhu t€p vin ban, bang tinh, anh,

5.3.4. Internet Explorer
La trinh duyét mién phi cUa Microsoft, ding d€ duyét cic trang web.
5.4. Thanh tac vu (Task bar)

Thanh tic vu 12 thanh mac dinh nam bén dudi cla man hinh. N6 chlra niit start,
cdc clra sO chuong trinh khi dugc m&, hién thi ddng hod, Vietkey, ...

Cac thao tac trén thanh task bar:

Kich chuOt 1én thanh Taskbar, chon Properties xuat hi€n hdp thoai.

12
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Taskbar and Start Menu Properties

Taskbar | Start Menu|

Tazkbar appearance
1",’-' start ) 2Internet...~ | f@ Folder

[ Auto-hide the taskbar

Keep the taskbar on top of ather windows
Group similar taskbar buttons

[ Shiow Quick Launch

Muatification area

)l 1:23 PM

Show the clock

“'ou can keep the notfication area uncluttered by hiding icong that you
hawve not clicked recently.

Hide inactive icons

[ ] _H Cancel H Apply ]

+ Lock the Taskbar: n€u chon Iua thi khong di chuy€n dugc thanh Taskbar.
+ Auto - hide the taskbar: tu d0ng an thanh Taskbar.

+ Keep the taskbar on top of other Windows: ludn hién thanh Taskbar 1én trén
moi clra sO kh4c.

+ Group similar taskbar buttons: nhém cdc chuOng trinh cung loai.
+ Show the Lock: hi€n thi dong hO trén thanh Taskbar.
5.5. Menu Start

C6 2 ché d0 hién thj cUa Menu Start:

B decuong tin co 50.00C - Microsoft Word

-
ety
w ek
=) A Administratar
[ m— -
/A totemnet
i) e émm Eprr <7 S
% W et w‘lvnltmlnnmmmls »
N [ 3 ool 2} typites

B ‘ S

- B s

= 45 Bidn - T 11 My Computer
FE - [ sos s Bhweors

gren o b b chon dang i oy g b,

Ll\ oy e ek St v, i L i bic

B e S i

- e S i 1 dong o 0ty f @ E——

U M compuiee, My Documear, i béo e
K wes e bk N chou s ;.

h) .
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Run: cai dat chuong trinh md&i vao may hodc chay mOt chuong trinh.
Search: tim ki€m cdc tép, thu muc hodc dia chi clla mOt ngudi trén Internet.
Settings: cai dat cau hinh mdy.
Document: truy cap nhiing tai li€u mGi nhat.
Programs: hi€n thi cdc menu con ch(ta danh muc cdc chuong trinh hay céc
Ung dung dang c6 trong mdy tinh.

5.6. Kh@i dOng va thoat khdi mOt Uing dung

Cach 1: Kich ddp vao bi€u tugng cla chuong trinh Ung dung trén man hinh

nen.
Céch 2: Kich chon Start/Programs, chOn chuong trinh Ung dung can khdi dong.
5.7. Chuy€n doi gilra cac Ung dung
Cich 1: Kich chuOt trdi vao bi€u tugng thu nhd cla chuong trinh Ung dung.
Céch 2: Dung phim Alt +Tab
5.8. Thu nhé mot clra s6, déng clra s6 mot Ung dung

Thu nh: Kich chon niit minimize ndm tai géc trén bén phai clia chuong trinh

Ung dung.

Péng: Kich chon nit Close ndm tai géc trén bén phdi cUa chudng trinh Ung
dung.
5.9. SU dung chuot

+ Di chut: dung tay di chudt trén mat ban.
+ Kich don chubt: kich mOt 1an vao niit trdi hodc niit phdi chuOt rdi nha ra.
+ Kich diip chudt: kich nhanh hai 1an lién ti€p vao niit trdi chudt.

+ Kich va di chubt: chon biéu tugng, kich va gilr nit trai chudt hodc nit phi
sau d6 di chuOt dén vj tri can thi€t va nhd nuit.

14
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BAI 6. NHUNG THAO TAC CO BAN TREN WINDOWS
6.1. File va thu muc
6.1.1. Tao, doi tén, xo04
a. Tao thu muc
Kich chult phdi chon New\Folder, nhap tén méi.
b. P6i tén thu muc, tép
- Chon thu muc (hodc tép) can doi tén.
- Kich chu0t phai chon rename, nhap tén mai.
¢. Xoa thu muc, tép
- Chon thu muc (hodc t€p) can x6a.
- Kich chudt phai chon delete hodc nhan delete trén ban phim.
6.1.2. Sao chép, di chuyé&n
a. Sao chép thu muc, tép
- Chon thu muc (hodc tép) can sao chép.
- Kich chudt phai chon Copy (hodc nhan Ctrl + C).
- Chuyén dén dich, kich chudt phdi chon Paste (hodc nhan Ctrl +V).
b. Di chuy€n thu muc, tép
- Chon thu muc (hodc t€p) can di chuyén.
- Kich chudt phai chon Cut (hodc nhan Ctrl + X).
- Chuyén dén dich, kich chudt phdi chon Paste (hodc nhan Ctrl +V).
6.2. Quan ly tai nguyén
6.2.1. My Computer
Duing d€ qudn 1y tai nguyén (0 dia, thu muc, t€p ...) trong mdy tinh.
SU dung trinh Ung dung Mycomputer c6 th€ thuc hién dugc cic cong viéc sau:
+ Tao, sao chép, xo4, déi tén, di chuyén tép va thU muc.
+ Hién thi ndi dung t&€p, thu muc.
+ Tiém ki€m té€p va thu muc.
+ Kich hoat cdc trinh Ung dung.
6.2.2. Windows Explorer

15
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LA trinh Ung dung d€ quan 1y t€p va thu muc trong mdy tinh.

C6 th€ thuc hién dudgc cdc thao tic tuong tU nhu trinh Ung dung
Mycomputer nhung trinh Ung dung Explorer quan 1y t€p va thu muc tién 10i va hltu
ich hon (biéu dién dudi dang cay thu muc)

Khéi dOng: Kich chuOt phai tai nit Start, chon Explorer.

16
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III. MANG CO BAN VA INTERNET
BAI 7. MANG CO BAN
7.1. Khai niém
Mang mdy tinh (Network) 12 tap hop cdc mdy tinh dugc nbi v&i nhau béi d-
uong truy€n theo mOt cdu triic nao d6 va thong qua mang cic mdy tinh trao d0i duoc
thong tin qua lai cho nhau.

7.2. Phan loai mang

7.2.1. Phén loai theo pham vi dia ly

a. Mang cuc b0 (Local Area Networks - LAN)

La mang dugc cai dat trong mOt pham vi tuong ddi nhd (trong mOt toa nha,
khu trudng hoc...) v&i khodng cdch 18n nhat gilta cdc mdy tinh trong mang chi
vai km tr& 1ai.

b. Mang do thi (Metropolitan Area Network - MAN)
La mang dugc cai dat trong pham vi mOt do thi hodc mOt trung tAm kinh
t€ - x4 hdi c6 ban kinh khodng 100 km trd 1ai.
c. Mang dién rong (Wide Area Network - WAN)
Pham vi clla mang c6 th€ vuot qua bién gidi quoc gia.
d. Mang toan cau (Global Area Network - GAN)
Pham vi cUa mang trdi rdng khap céc chau luc.
7.2.2. Phan loai theo ky thudt chuy&n mach

a. Mang binh déng (Peer To Peer)
Céac mdy tinh trong mang c6 vai tro ngang nhau trong qué trinh khai thac

tai nguyén.

b. Mang phan quyén (Client/Server)

Server 12 may chU trung tAm chla cdc thong tin

dich vu mang dudc s dung d€ ki€m soat va dap

Ung yéu cau tU cdc Client.
Client 12 cic mdy khdch nOi ngudi dung chay cic
Ung dung d€ x(r 1y d{r liéu.

17
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7.2.3. Phan loai theo m6 hinh

a. So do tuyén tinh (Bus)

)

Tat cd cdc niit (node) trén mang ndi theo tuy€n (hay mang Ethernet) dugc

gdn vao mang cUc b0 nhu 14 cdc nhanh cla mOt dudng di chung. MOi nit c6
mOt dia chi duy nhat.

b. So d6 vong (Ring)

Tat ca céc nit dugc nbi v&i nhau vao cung mOt mach vong.

¢. SO d6 hinh sao (Star)

Server

Céc nit trong mOt mang hinh sao dugc ndi vao cdc dudng diy riéng biét va
tat cd hudng vé moOt tram trung tam (Hub, Switch).
7.3. Céc thiét bi mang
7.3.1.Card mang - Network Interface Card (NIC)

Viéc két n0i cdc mdy tinh v&i mOt diy cap dugc ding nhu mbt phuong
tién truyén thong tin chung cho tat cd cic mdy tinh. Cong viéc k&t ndi vat 1y vao
mang dugc thuc hién bang cich cam mot card giao ti€p mang NIC vio trong mdy
tinh va n6i n6é v&i cdp mang. Sau khi k&t nGi vat 1y hoan tat, quan ly viéc truyén tin
gi(ra c4c tram trén mang phu thudc vio phan mém mang.
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MO6i NIC duogc thi€t k& cho mdt loai mang riéng biét.
7.3.2. Hub
+ Hub 14 thi€t bi quan trong dugc dung d€ ndi mang. Tat cd cdc tram trén
LAN dugc két ndi thong qua Hub. MOt Hub thuOng c¢é nhi€u cOng.
+ Hub thuc hién viéc chuyén ti€p tat cd céc tin hiu vat Iy dén tUr mOt
cOng tGi nhi€u cOng.
+ Hub dudgc thanh 3 loai: Hub bi ddng (Passive Hub);
Hub chU dOng (Active Hub)
, Hub thong minh (Intelligent Hub)
7.3.3. MODEM
MODEM 1a thi€t bi bi€n dGi tin hi€n sO sang tin hi€u tuong tU va ngugc 1ai.
C6 2 loai MODEM la MODEM trong va MODEM ngoai.
MODEM dugc diung k€t hgp vdi bd dinh tuyén d€ két ndi mang qua dién
thoai.
7.3.4. Repeater
Repeater 12 b0 khuy&ch dai tin hi€u. N6 thuc hién viéc chuyén ti€p tat cd
cdc tin hi€u vat 1y dén tU cOng nay ra cOng khac sau khi di khuy€ch dai.
Repeater khong x( 1y cdc tin hi€u ma chi loai bd céc tin hiéu nhiéu,
khuy&ch dai cic tin hi€u bi suy hao khdi phuc 1ai tin hi€u ban ddu. Repeater
lam ting thém chiu dai cla mang.
7.3.5. Bridge
Bridge 12 mOt thi€t bi dung d€ n6i hai hay nhi€u doan mang giGng nhau
hodc khic nhau nham muc dich m@ rOng mang. Khi nhan dudgc cdc géi tin
Bridge chon 10c va chi chuy€n nhitng géi tin ma né thdy can thiét.
7.3.6. Router
Router c6 chUc ning gUi di cac goi dir liéu dua trén dia chi phan 16p cUa mang
va cung cap cic dich vu nhu bdo mat, quan 1y 1uu thong.
Router thuOng c6 nhi€u hon 2 cOng. N6 ti€p nhdn tin hi€u vat 1y tur
mOt cOng, chuyén dGi vé dang d{r 1iéu, ki€m tra dia chi mang r6i chuyén d{r
liéu dén cOng tuong Ung.
Router dugc st dung trong vi€c ndi nhi€u mang vGi nhau va cho phép céc géi
tin ¢6 thé€ di theo nhi€u dudng khic nhau d€ tdi dich.
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7.3.7. Gateway

LA thié€t bi dung d€ lién két céc mang c6 ki€n tric hoan toan khic nhau (nhu
cdc mang cUc bd va cidc mang mdy tinh 16n). Gateway c6 th€ hi€u va chuyén d6i
giao thlc & bat ky tang nao cla md hinh OSI do d6 né dugc ché tao nhu cic card
c6 chlra b xUr 1y riéng va cai dat trén cdc may tinh 16n hodc thi€t bi chuyén biét.
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BAI 8. KHAI THAC VA SU DUNG INTERNET

8.1. Téng quan vé Internet

Trong linh vUc truyén thdng vA mang mdy tinh, danh tU chung Internet chi khai
niém lién mang dugc xiy dung dua trén mOt tap hgp cic mang bao trum trén khap
th€ gidi vGi muc dich trao dGi va chia sé thong tin.

Internet 12 su' ghép n0i gilta cidc mdy tinh trén toan cdu thong qua cic phuong
tién vién théng (dudng day dién thoai, v€ tinh, ...) va truyén d{r liéu dua trén giao
th(c lién mang da dugc chudn hod (giao thifc TCP). Cac mdy tinh trung tim duoc
ghép nOi vao Internet, thudng dUgc goi 1a cic may chl, c6 nhi€m vuU cung cdp cic
dich vu théng tin cho cdc mdy khic trong mang.

8.2. Dich vu WWW (World Wide Web)

Dich vu thong tin toan cdu WWW (World Wide Web): thong tin truyén tdi trén
mang d—0gc x4y dung dua trén mOt kY thudt ¢ tén goi lu hypertext (siéu vin ban).
Trén cung mOt trang thong tin c6 thé c6 nhi€u ki€u di li€u khic nhau nh— vin ban,
anh hay Am thanh. Pay dich vu m&i vy manh nhat trén Internet.

8.3. Thu dién t&r (mail)

Thu dién t 13 dich vu ding tin cdy d€ gUi va nhdn cic thong diép qua
Internet. GUi thu dién t( thudn ti€n, ré, nhanh va ddm bdo thong tin dén ding dia
chi va con nguyén ven do d6 day 1a dich vu dugc st dung nhi€u nhat va c¢6 hi€u qua
nhat.
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IV. HE SOAN THAO VAN BAN MICROSOFT WORD
BAI 9. CAC THAO TAC SOAN THAO, HIEU CHINH VA DINH DANG
9.1. Man hinh soan thdo
9.1.1. Thanh tiéu dé (Title Bar):
L2 noi hi€n thi tén cUa chuong trinh va tén t&p vin ban.
9.1.2. Thanh thu'c don (Menu Bar):

La dong ch(ra cdc 1énh 1am viéc cUa Winword. Khi ta kich chudt Ién thanh thuc
don sé m& ra mOt thuc don doc.

Ciing c6 th€ md thuc don doc bang cdch nhan phim Alt va 1 ky tU gach chan cUa
thuc don dé.
9.1.3. Thanh cong cu chu@n (Standard):

La c4c bi€u tugng chta mOt s6 1&nh thuc hién nhanh cUa Winword. Thay vi
phdi chon 1énh trén thanh thuc don, ta nhap chult vao 1 trong céc bi€u tugng nay.

9.1.4. Thudc (Ruler):

bugc hién thi theo chi€u ngang va chi€u doc cla vin ban. Thudc ¢6 thé hién
thi hodc khong bang cach vao thuc don View va lua chon Ruler.

PE thay d0i don vi do cUa thudc, ta chon thuc don Tools, chon muc Option,
trong nhin General thay d6i dOn vi trong phan “Measurement Units”.

9.1.5. Phan nhdp ndi dung viin badn: Diy 12 noi d& nhdp ndi dung cla vin ban
Vao.

9.1.6. Thanh cudn ngang, doc: Diung d€ hi€n thi nhling phan vin ban bi che
khuat trén man hinh.

9.1.7. Thanh trang thai (status): Dung d€ hi€n thi mOt sO chi ti€t lién quan dén
van ban nhu s6 trang, vi tri con tr®, thOi gian, ché d6 gd v.v...
9.2. Céac thao tac soan thdo

SU dung phim Enter mOi khi ngat mOt doan vin ban.
MOt dong vin ban trong mOt doan sé€ tu dOng tran xudng dong n€u dong vin
ban dé dai qua phan 1€ quy dinh.
MOt s6 phim chlc ning thuOng ding khi soan thdo:
+ Phim Ctrl + Home: vé& dau vin ban.
+ Phim Ctrl + End: vé& cudi vin ban.
+ Phim Home: v€ dau 1 dong.
+ Phim End: vé& cudi 1 dong.
+ Phim mii tén: di chuy€n con tr® sang trdi, phdi, 1én trén hodc xulng
dudi.
+ Phim PageUp: di chuy€n 1én 1 trang man hinh.
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+ Phim PageDown: di chuy€n xufng 1 trang man hinh.

+ Phim Delete: xo4 ky tU sau con tr0.

+ Phim BackSpace: xo0d ky tU trudc con tro.

9.3. Cac thao tac hiéu chinh
- Font: thay dGi font ch(t
- Font style: thay d0i ki€u ch(r:

Font

Font | Character Spacing I

Font: Font style: Size:
. e ~ . I.VnTime IReguIar 14
+ Italic: ki€u chU nghiéng (Ctrl +I). e 5
MnTimeH alic =
2 ~ A Snlniverse = gald 11
+ Bold: ki€u chU dam (Ctrl +B). nlni Bold Ital 12
m ( ) fimiiad S 2
+ BOld ItaliC: dém nghléng Font color: Underline style: Underline color:
) I Aukomatic LI I {none) j I Automatic LI
- Size: thay d0i kich thudQc: Effocts
, [ strikethrough [ shadow [ small caps
+ Téng kich thU'OC (Ctrl + ]) [T Double striketbrough ™ Outline [ allcaps
™ superscript ™ Emboss ™ Hidden
+ Gidm kich thu6c (Ctrl +[) ™ st I g
> , Prewiewm
- Font color: thay dOi mau sac chu. .
.VnTime

- Underline style: ki€u gach chan

This is a TrueType Font. This Font will be used on both printer and screen,

- Effect: cdc hi€u Ung.

+ Strikethrough: ky tU c6 duOng ké

ngang.

+ Double strikethrough: ky tU c6 duOng ké doi.

+ Superscript: dinh dang ky tu chi sO trén.

+ Subscript: dinh dang ky tu chi s6 dudi.

+ Shadow: bong chr.

+ Outline: ch(r dang vién.

+ Emboss: ch{t dang n0i.

+ Engrave: ch( dang béng in sAu.

+ Hidden: khong hién ky tu dinh dang.

+ Small Caps: ch(¥in hoa nho (thuGng st dung cho ti€ng Anh).
9.4 . Cic thao tac dinh dang

9.4.1. Pinh dang khéi
- Kh6i vin ban 1a 1 doan vin ban lién tuc.

Default. . | OF, I Cancel

- Pinh dang m&t khodi vin ban:
+Dbua con trd dén dau khoi, nhan chudt va kéo ré dén vij tri cudi khoi.

+ Pua con trd dén dau khoi, nhan chult, dua con trd dén cudi khoi, gilt
phim Shift v nhan chuot.
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+ Pua con trd dén dau khoi, gilt phim Shift va st dung cic phim miii tén,
Page Up, Page Down, Home, End.
+ Nhan Ctrl + A néu muOn dinh dang toan b0 vin ban.
Chii y: DE dinh dang cdc khOi vin ban khong lién tuc ta gilt phim Ctrl r0i kich
va di chuOt vao cdc doan vin ban can chon.
9.4.2. Sao chép khoi
- Pinh dang khoi vin ban can sao chép.
- Kich chu0t 1én bi€u tuong “Copy” trén thanh céng cuU hodc nhan tG hop phim
Ctrl+ C; hodc chOn thuc don Edit va chon Copy.

- Pat con trd vao vi trf can sao chép tdi, chon biéu tugng “Paste” trén thanh cong
cU hodc nhén t6 hop phim Ctrl + V; hodc chon thuc don Edit, Paste d€ dan n0i
dung khoi viin ban.
9.4.3  Dichuyén khéi
- Pinh dang khoi vin ban can di chuyén.
- Kich chudt 1én bi€u tugng “Cut” trén thanh cong cuU hodc nhan t6 hop phim
Ctrl + X; hoac chon thuc don Edit va chon Cut.

- Pat con trd vao vi tri can di chuyén tdi, chon bi€u tugng “Paste” trén thanh cong
cU hodc nhan t6 hgp phim Ctrl + V; hodc chon thuc don Edit, Paste d€ dan n0i
dung khoi viin ban.

9.4.4  Xéakhoi
- Pinh dang khoi can x6a.
- Nhan phim Delete (hodc chon thuc don Edit, chon Clear).
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BAI 10. LAM VIEC VOI BANG

10.1. Tao bang

- Pat con trd vao vi trf can chén bang.

- Chon Insert, chon Table/ Insert Table, xudt
hién hOp thoai Insert Table:

+ Number of Column: s& cOt cUa bang (t0i
da 12 63 cOt).

+ Number of Row: s hang cUa bang (tdi da
1a 32767 hang).

+ Column Width: d0 rOng cUa cOt.

+ Auto Format: chon m6t s& bang mau
(chon trong muc Formats ~ OK).

- Nhan niit OK.
10.2. Cac thao tac vOi bang

10.2.1. Sao chép, di chuy€n, xoa bang
a. Sao chép
- Chon bang can sao chép.
- Kich chu0t phai chon Copy (Ctrl + C).

- Pua chult dén dich chon Paste (Ctrl + V).

b. Di chuyén
- Chon bang can di chuyén.
- Kich chu0t phai chon Cut (Ctrl + X).

- Pua chult dén dich chon Paste (Ctrl + V).

c. Xoa

- Chon bdng can x6a.

Insert Table @E]

Table size

Mumber of colurmns;
Mumber of roves:

AutoFit behavior
{* Fized column width: Auka
" BukoFit to contents
" AukoFit to window

AN

Table style: Table Grid AutoFarmat., .,

[ Remember dimensions For new tables

I | Cancel

- Kich chu0t phdi chon Delete (hodc nhan Delete trén ban phim)
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10.2.2. Hiéu chinh bang

a) Thay dOi d6 rdng cot:
- Pua con tr6 chudt vao phdn dudng ké nam gilta hai cOt xudt hién mi tén hai
dau thi bAm chudt, gilr va kéo d€ thay d0i d0 rOng. -
- Chon cOt can thay dGi d rOng, kich
chudt phdi chon Table Properties, xudt =0 | 2w colm | car |

Size

hién hOp hli thoai Table Properties, = coumeza:

chon nhan Column: ¥ Preferred width [4.35 cm =] measure in: [Centimeter = |
+ Nhap do rong COt vao phan A4 Previous Colurmin | Mext Calumn HF |
Preferred width

+ Chon Next Column d€ 4p
dung cho cOt ti€p theo, hodc
Previous Column d€ 4p dung cho
cOt trude d6 (néu cb).

- Nhé&n OK.
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b) Thay d&i dO cao cla hang:

Table Properties _
- ChOl’l héng Cén thay dél d6 CaO, Tahle Rony | Colurrin | Cell |
kich chuOt phdi chon Table Properties, | se=

xudt hién hOp hQi thoai Table = "=
Properties. ChOHIIE)hﬁl’l ROW' . K Sy ez |1-32 cm E‘ Row height i_s:IAt least 'l

Options

IV allow row to break across pages

+ Nhap d0 cao hang vao phan
Preferred height.

™ Repeat as header row at the top of each page

2 Previous Row Mext Row F

+ Chon Next Row d€ 4p dung
cho cOt tiép theo, hodc Previous

Row d€ 4p dung cho dong truée dé
(néu cb).
Ok I Cancel
¢) Cheén o

Hinh 1 " o
- Chon 6 muOn chen thém cac 6 ke ti€p sau do.

- Chon thuc don Table, chOn Insert\Cells...

- Chon Shift cells right hodc Shift cells down.
d) Cheén hang

- Pat con trd tai hang can chén thém hang vao trén hoac dudi né.
- Chon thuc don Table, chOn Insert.

- Chon Rows Above hoac Rows Below.
e) Chen cOt:

- Pat con tro tai cOt can chén thém cOt vao trudc hodc sau né.
- ChOn thuc don Table, chOn Insert.

- Chon Columns to the Left hodc Columns to the Right.

10.2.3. Tao tiéu dé bang

10.2.4. Tao dudng ké, vién khung

- Chon bang can tao dudng vién, kich chudt phadi chon Border and Shading:
+ Chon duOng ké trong phan Style.
+ Kich chu0t vao hOp Border d€ tao ciac dudng ké: trén, dudi, trdi, phai,
vién xung quanh.
+ Chon mau duOng ké trong hOp Color.

+ Chon nét ké.
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