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LOI NOI PAU

Quyén TU BPIEN HOC & SU DUNG VI TINH, tir tiéu dé, dd gdm chuaa ba dic trung co ban :
TU BPIEN + HQC + SU DUNG may vi tinh.

A.- HUONG DAN HOC VI TINH

Chung ta da biét Tir dién 1a sy sap xép céc tir theo thir tw mau tu, do vay dé tre thanh mot sach
hoc, chling ta phai két xau (chudi) chung lai theo tirng muc (hay timg budc). Loi thé cua ching ta
& day 1a c6 thé di timg budc tir A dén Z, tirc 1a HOC vi tinh tir dau dén cudi. Chlng ta s& hoc Vi
tinh theo bbn phan sau :

PHAN I : CO BAN MAY VI TINH

Budc 1 : Tong quan vé may vi tinh. Mai céc ban xem céc tir Computer (dé biét cac bo phan
MVT va céch st dung ching- quan trong), Keyboard (dé biét ¥ nghia cac phim va cach g dang
ngon tay- quan trong), Mouse (dé biét nhiéu phuong cach sir dung chudt), Active Desktop va
Desktop dé biét va sir dung cac yéu té trén man hinh van phong (quan trong), Monitor (man hinh
MVT).

Budc 2 : Noi dung caa may tinh, gdm c6 My Computer (dé biét cac chuong trinh chira trong
may), Control Panel (co ban hiéu biét vé khung diéu khién may), Display (Hién thi man hinh),
Window (noi dung ctra s6 va sir dung céc bd phan caa né), Windows (3.1, 95, 98, ME, NT, 2000,
XP dé hiéu rd din tién cac phién ban cua hé diéu hanh Windows), Memory.

Budc 3 : Hiéu biét vé dia. Xem cac tir Disk (Hard, Floppy, CD-ROM, VCD, DVD, Format).

Budc 4 : Hiéu biét va Diéu khién Windows. Windows 98, ME, XP, Windows Shut down,
Restart, Start, Startup, Update. Cac khai dong : Start menu, Start Programs, Start Word 2000.
bac trung kha truy cap Accessibility. Windows Media Player.

Budc 5 : Mot sé cac phu kién (Accessories). Calculator, Imaging for Windows, Games, My
Briefcase, Notepad, Wordpad, Paint, Dial-Up Networking, Hyperterminal, Phone Dialer, CD
Player, Windows Media Player, Sound Recorder, Volume Control, Active Movie Control,
Windows Movie Maker, Windows Explorer, Windows Commander, Backup.

Budc 6 : Cac phu kién tiép theo. Character Map, Clipboard Viewer, Compression Agent, Disk
Cleanup, Disk Defragmenter, Drive Converter, DriveSpace, Net Watcher, Resource Meter,
Scandisk, Scheduled Tasks, System, System File Checker, System Information, System Monitor,
System Restore, System Tools. Check disk.



Budce 7 : Biéu khién céc tap tin, danh muc. File & Folder, Folder, Norton Commander, Windows
Commander, WIinNC.

Budc 8 : Phan ctng, phan mém. Hardware, Programs, Modem, MIDI, Laptop, Ghost, WebTV
for Windows, Monitor (nhiéu man hinh ciing lic), Scanner & Camera (may quét anh, may quay
phim) va cac phan mém ColorPage-View Pro, TextBridge Classic, VNDOCR. Ding danh myc
va tap tin nén Zip.

Budc 9 : INTERNET. Mang Internet, Internet Explorer, va Internet Viét Nam, Address book.
Trinh hoi thoai Netmeeting va trinh trd chuyén Microsoft Chat. T6 chirc mang cuc bo Microsoft
Network cho cac nhém ban.

Budce 10 : World Wide Web (WWW). Dac trung tro chuyén “chat” va Webcam :
Yahoo!Messenger (tng dung thuc quan trong). Thu dién tu: Outlook Express (thuc hanh),
Microsoft Outlook, Windows Messenger, Hyperterminal, Netmeeting, Webshot, Game.

* Chl y : Viéc phan cac budc chi twong dbi, ban c6 thé mot 1an hoc duoc hai bude hay nguoc
lai. T4t ca déu do long ua thich ctia c& nhan ban ma thoi.

PHAN 2 : MICROSOFT WORD - XU LY VAN BAN

Budc 11: Word 2000 (Phan co ban, cira s6 tng dung, cira s6 tai liéu).

Budc 12 : Tao van ban. Xem phan mém Microsoft Word dé tao mot vin ban don gian; File &
Folder va NC (Norton Commander- quan trong) dé to chirc cac tap tin, va bo Print, Printer, Font
dé in.

Budc 13 : Tang cuong trinh do Xt Iy van ban Word : Xem thém AutoCorrect, AutoFormatting,
Borders and Shading, Bullets and Numbering, ClipArt, Close, Column, Count, Footnotes and
endnotes, Graphics, Header and Footer, Layout, Letterheads, Line spacing,

Budc 14 : Nang cao Word. Format Painter, Macro, Mail merge, Margins, New, Open, Office
Assistant, Office Help, Office Navigating, OLE, Page Numbers, Picture, Print, Print Preview,
Printer, Save, Sort table, Style, Symbol, Table, Taskbar, Thesaurus, Toolbar, VNI, Web
page.bac biét chd y Macro, Mail merge, OLE va Web page.

PHAN 3 : MICROSOFT EXCEL

Budc 15 : Trinh quan ly ké toan Microsoft Excel. Xem Excel va cac muc nang cao : Column
hide, Paste special, Find & Replace, Name, Sort, Address (Excel), cic ham Function, Macro, d6
thi Chart, Format Cell, Freeze Panes.



PHAN 4 : MICROSOFT ACCESS

Budéc 16 : Trinh quan 1y co so dix liéu Microsoft Access. Xem Access va cAc muc nang cao trang
bang Sheet, cot Column, truong Field, ban ghi Record, Binh vi, Bdo céo Report, Van tin Query,
Biéu miu Form, co so dir liéu Database, thiét ké dir liéu truong Design Field, Gridlines, Link,
Web page (Access).

B.- HUONG DAN SU DUNG VI TINH

Ngoai viéc hoc vi tinh theo timg budc, ting xau, ban con c6 thé sir dung cac ki thuat méi nhat tur
c4c sy kién, phan mém, phan ciing hay thiét bi mgi nhat.

PHAN CUNG, THIET BI, SU KIEN - PHAN MEM TUONG UNG

ADSL, Yahoo!Messenger dung dé trd chuyén-Chat, truyén hinh trd chuyén-WebCam,
hién rat théng dung trong cac dai ly, café Internet.

EBay (mua ban trén mang),
Google (tim kiém trén mang),
Internet Explorer : bo duyét Internet cia Windows.
Microsoft Chat: bo tro chuyén caa Microsoft,
HyperTerminal: bo két ndi dau cudi cua Windows,
NetMeeting (dam thoai, truyén hinh hoi thoai, tro chuyén-chat, diéu khién may tinh & xa).
Bluetooth device: Cac thiét bi khéng day ding cong Bluetooth.
Blackberry: Thiét bi cam tay dién thu.
Bus: Puong dan noi bo. PCI, AGP.
CD, VCD, DVD:
CD Player: nghe nhac dia CD,
NERO: chép va tao dia CD, VCD, DVD,

ProShow Gold: tao dia VCD tir c4c anh da chup va cac doan phim da quay, 16ng tiéng
vao VCD,



DVD Player: nghe nhac va xem phim dia DVD.

Cell phone (dién thoai di dong, mobile phone): Két néi MVT, Bluetooth, GPRS, email, duyét
Web, chup anh, Mobile Media Browser. Nokia, Siemens.

Combo drive: DVD
Computer : Nhap, Xuat, luu tri, xir ly tin, c&c loai cong va thé.
Convergence: Cac thiét bi hoi tu, da ning.
CPU: Celeron, Pentium 4, HT, AMD.
Digital Camera (may chup anh k§ thuat so):
Céch chup anh, ciu tao may chup anh,
Nhap anh vao may vi tinh diing cong USB, Thé nhd Memory Stick, trinh Image Transfer.
Xt ly anh bang trinh Image Mixer.
Digital Camcorder (may quay phim k¥ thuat s6):
Quay phim, cAu tao may quay phim,
Céc két ndi voi TV, May vi tinh thong qua cac dau day AV,
Thé nhé Memory Stick, cong USB dung trinh Image Transfer, Image Mixer.
O cam DV caa may quay phim va cong Firewire cia MVT.
Tao dia VCD bang chirc ning Easy Video CD cua trinh Image Mixer
Digital Media Player:
Windows Media Player (chay dia nhac CD, Video, DVD).
English to Vietnamese Translator: Trinh dich Anh Viét Evtran.

File & Folder: NC-Norton Commander (trinh tién ich khdng thé thiéu trén mot MVT, dé xu ly
cac tap tin va danh muc), Windows Commander (trinh tién ich, twong tuy nhu NC, nhung chi co
trong Windows XP), WinNC. Windows Explorer.

Flash drive: Bac tinh, st dung, bo nhd Flash.
Game controller: Dic tinh, st dung cac bo diéu khién Game.

Hard Disk: O dia cirng.



Ghost: trinh Iuru trit hinh anh dia cing hay phan tir Partition cua dia cimg dé phuc hoi khi
dia curng bi hu hong,

Check, Cleanup : kiém tra va sira 15i dia, xo4 cac trinh hay tap tin it s dung,
Defragmenter : giai phan manh va lam ting toc dia cing.
External Hard Disk Drive: O dia cting ghép ngoai. Pic tinh, sir dung.
High Definition Devices (cac thiét bj rd nét): Pac tinh, su dung.
InfraRed device: Thiét bi khdng day dung tia héng ngoai.
Keyboard: So do va cach str dung cac ngon tay g ding cac ky tu trén ban phim (Touch).
Laptop: May vi tinh xach tay. Bac tinh, sir dung.
Macintosh: May tinh chuyén nghiép. Bac tinh, s dung.
Memory, Memory card Reader, Memory stick: Bo nhg, thé nhé. Bac tinh, sir dung.
Monitor: Man hinh MVT. Dac tinh, sir dung.

Modem: Outlook Express (trinh nhan va guri thu dién tir, rat thong dung hién nay), Usenet.
Network (mang cuc bg, dién hinh 1a ni nhiéu MVT trong nha, trong phong Iam viéc, dai 1y),

NetTelephone (PC-To-Phone): Goi dién thoai ré tién tir MVT dén dién thoai ¢ nudc ngoai. Dic
tinh, str dung.

PDA: Bo tro Iy sb ca nhan, dic tinh, sir dung.
Printer: May in. Dac tinh, sir dung.
Scanner: Thu nhan anh tir may quét anh vao MVT bang céc trinh
* Presto! PageManager, Presto!ImageFolio, ColorPage-View Pro.
* TextBridge Classic (chuyén d6i dang anh nhan tir scanner ra dang vin ban My, Phép),
* VNDOCR (chuyén dbi dang anh nhan tir scanner ra dang vin ban Viét),
Sound card: DBac tinh, sir dung. Microphone, Speaker, Headphone, Headset. Sound recorder.
Tape drive: O bang tir. Bac tinh, sir dung.
Text-To-Speech: Chi dinh vin ban dé doc thanh tiéng Anh.

Web camera: Chyp anh, quay phim ta MVT - QuickCam Pro 3000.



iPOD, XBox: bac tinh, sir dung.

C.- HUONG DAN THAM KHAO TU DIEN VI TiNH

Tu dién nham vao cac muc dich chinh sau :

* Tra ctru theo thir ty mau ty quéc té, nhitng tir, nhitng phan mém va nhitng k¥ thuat thiét
bi m¢i duoc cap nhat nhat, nhu HDTV, Bluetooth, PDA, InfraRed...

* Nhic nhé ¢6 hé thdng cac diéu da biét roi, da biét nhung mo hd hay di quén.
* Lién két cac tir c6 ho hang véi nhau nhiam c6 dugc nhdn quan day du va sau rong hon.
* Néu 1a mot tir cia phan mém: Ngoai dinh nghia con cé phuong cach sir dung no.

* Néu a mot tir cua phan cang hay mot sy kién: Ngoai dinh nghia con c6 mé ta, phan
loai va cach su dung no.

Pé liét ké day du céc tir ndy, ngoai viéc phdi hop tir cc quyén séch caa ching toi trude day nhu:
S6 tay st dung vi tinh,
Tir dién hoc va sir dung Vi tinh,
Str dung cac ky thuat va thiét bi vi tinh méi,
Chung t6i da tham khao dén cac quyén :
Dictionary of Computing,
Illustrated Computers,
Dictionary of Computer Terms,
Windows XP Computer Basics,

Windows XP TimeSaving Technigues.

Trong lan tai ban nay, chiing t6i da bd sung va cap nhat gan nhu gap doi cac tir ngir, k¥ thuat va
thiét bi vi tinh mai nhat.

Tran trong chic cac ban THANH CONG & VUI VE vai quyén Tir dién nay.

CAC TAC GIA



