Phan II: M6t sb ki ndng cédng nghé théng tin co ban

1. Ky ndng td chlc, quan |i thu muc va tép tin

1.1. Thu muc va tép

1.1.1. Thw muc (folder)

Tép, con dugc goi 1a tap tin, |a don vi co ban dé lwu trir théng tin trén thiét bj lwu trir. Mot s6 dang
tép tin co ban: tép hinh anh, tép am thanh, tép van ban, tép chuong trinh. Tén tép tin c6 dang = Tén
file [.] phdn m& réng (VD: Danh sach lop 6A.xls; Bai tap toan 8B.doc,...)

Khi lam viéc véi may tinh, ban s€ tao ra rat nhiéu file. Dé quan 1i cac file, chung ta gom cdc file thanh
nhom nhé goi 1a thu muc.

Thu muc c6 thé chira thu muc con, trong mdi thu muc con lai ¢6 thé chua cac tép tin hay thu muc con

khéc. Céu triic nhu vay dugc goi la cay thu muc. Vi du nhu sau:

Thu muc 2021 Khoi 6

Thu muc

Tép tin Bail.docx Bangdiem15.xlsx Dethiltiet.pdf

1.1.2. Puorng dan dén tép tin

DPuong dan duoc ding dé chi chinh xac vi tri mot tép nao do trén may tinh.

Mot dudng dan c6 dang nhu sau: [Tén 6 dia]\<[Tén thu muc 1]>\..\<[Tén thu muc n]>

1.1.3. L6i tat (Shortcut) ctia thw muc

Tao shortcut trén man hinh chinh gitip ban khong mét nhiéu thoi gian dé truy cap
thuy myc hay tng dung thuong ding. Dé nhan biét mot shortcut, ta thuong dya

vao dau mii tén & gbc trai bén dudi biéu tugng cua thu muc/ung dung do.

Céch tao shortcut: nhin chudt phai chon New > Shortcut > Browse...

1.2. Cac thao tédc quan Ii thu muc va tép



1.2.1. Xem ndi dung dia/thuw muc

— Dé xem ndi dung mot dia/thu myc ta nhay dup View

chudt 1én biéu tuong dia hay thu muc do.

&= Extra large icons |[&=| Large icons

—  NOoi dung thu muc c6 thé duoc hién thi dudi dang | £ smanicons 0% List

bicu tugng, dang danh sach tén tép hoac mdt sO | == Tiles := Content

dang khéc theo tuly chon ¢ tab View.
1.2.2. Cac thao tac xt li tép va thu muc
a. Tao thv muc méi
Dé tao thu muc mdi, tai man hinh clra s6 nhan chuét phai chon New > Folder

b. Ddi tén tép/thu muc

<= Medium icons

1= Details

4|

Dé déi tén mot tép/thw muc, nhan chon tép/thu muc d6 > nhan chudt phai > chon Rename.

c. Sao chép, di chuyén, xéa tép/thuw muc

Dé sao chép, di chuyén, xda tép/thu muc ban cé nhiéu cach dé thuc hién nhuw: Nhap chudt phai va chon,

Kéo tha, dung phim tat.... Tuy nhién, dé thao tac nhanh chéng, ban nén st dung cac phim tat cho céc I1énh

sao chép, di chuyén, x6a tép/thu muc, cu thé nhu bang dudi day:

Lénh Phim tat Y nghia
Copy Ctrl+C Sao chép ndi dung dwoc danh diu vao bd nhé Clipboard
Paste Ctrl+V Dan noi dung tr b6 nhé Clipboard
Cut Ctrl+ X Xda ndi dung dugc chon va sao chép ndi dung d6 vao Clipboard
Paste Ctrl+V Dan noi dung tr b6 nhé Clipboard
Delete Xéa noi dung dugc danh dau va nodi dung nay van duoc luu & thung rac
(Recycle Bin)
Shift + Delete Xda vinh vién tép/thu muc

d. Tim kiém thw muc

Cé nhiéu céch dé tim kiém mot tép/thu muc. Tuy nhién cach don gian nhat 13 truy cap File Explorer (biéu

tuong thu muc) va nhap tir khéa vao hdp tim kiém:

Search Tools  Ldp 5A - X
Share View Search 0
| > ThisPC » Local Disk (E) » Khdi5 » Lop5A vo l o1
"M% DaoDuc.docx Pham vi tim kiém Hop tim kiém
@= TiengViet.docx (nhép tir khéa tai day)

M= TunhienvaXahoi.docx

1.3. K§ ndng td chic, quan |i hop thu Gmail bang nhan dan



Dé quan li cac thuw trong Gmail mot cach hiéu qua, ching ta sir dung cac nhin dan (label). Pay |a mot tinh

nang khdng thé bo qua néu ban thudng xuyén sir dung Gmail dé lam viéc. Cac budc s dung nhu sau:

o Tao nhan

— Dang nhdp vao Gmail cua ban. Tai bang menu bén

trai man hinh, nhan chon Danh sich mé& rong

(More) > Tao nhan méi (Create new label).

— Khi hop thoai Nhan méi (New label) mé ra, nhap
tén nhan ban mudn tao roi nhan Tao (Create). Ty
thudc vao ngudi ding, cic nhan c6 thé duge phan

loai theo bat ki ndi dung nao, vi du nhu thoi gian,

theo cong viéc hoac muc dJ quan trong....

Nhan mdi

=

Thang 7|

NTiarn xep 10ng tong

Huy Tao

—  Ban c6 thé tao nhan méi léng trong mQt nhan khac, tuong ty nhu mét thu myc chira cac thu muc con.

9 S& dung nhan: Nhan mdi tao s& xuat hién trong menu phia bén trai man hinh. Ching ta cé thé thuc

hién moi thao tac vdi nhan (thu muc) nay tuong ty cac thu muc khdc (di chuyén, xéa, ddnh dau thu...).

9 Dan nhan cho cac thu: Trong hép thu, tich vao 6 tréng trudc cac thu can dan nhin va chon biéu tuong

Chuyén t&i (Move to) trén thanh cdng cu, sau d6 chon nhan can déan. Khi d6 cac thu vira dan nhin s& duoc

di chuyén vao thu muc twong ng:

I— Soan thu

Hop thu dén
C6 gan ddu sao
D3 tam an

Da gui

Thu nhap

PPV e * 0O

Thang 7

59

- 0 ¢

-» Mangxah

B- 0 06 ®
[Q Chinh

Google Account
Google
Google 2
Google

Nhién than méi

Canh béo baot

Canh béo bao

Canh béo bao

(>
Chuyén t6i:
Q
Thang 7
Mang x& hoi

NGi dung cap nhat
Dién dan

Quang céo

Nhuw vay véi cac thao tac trén, ching ta d3 cé thé phan loai va sap x&p céc thu trong hop thu clia minh

vao cac thuw muc khdc nhau, tir d6 dé dang tim kiém va quan Ii ching. Can lwu y rang s6 lwong nhin cé

thé tao la khong gidi han. Do d6 ban cé thé ty do phan loai va sdp x&p cac thu theo trat tu riéng cla

minh.

2. Ky ndng st dung mot s6 phan mé&m tién ich thiét yéu

2.1. Nén va gidi nén tép tin

— Nén file hay nén dit liéu 1a mot qua trinh “déng goi” mot hodc nhiéu file dé sir dung it dung luong dia

hon. Viéc nén dir lidu giup ban chuyén nhiéu file thanh mét file duy nhét véi dung lugng nhé hon so

v6i tong dung luong cac file goc, tir d6 d& dang chia sé va luu tri.
— Thoéng thudng, ¢ 2 dinh dang file nén phd bién nhat 1a * ZIP va * RAR.



ﬁ a D Nén (Compress) » @ @
<

EE =I Gidi nén (Extract)

2.1.1. Nén tép tin

—  Pénén mot hay nhiéu tép tin/thu muc, chon (boi den) cac tép/thu muc do r0i nhan chudt phéi chon Add
to archive...

— Tai day, ban c6 thé cai dat cac tuy chon nén, chon dinh dang tép va cé thé cai dat mat khau cho file nén
néu mudn. Sau d6 nhan chon OK.

2.1.2. Gidi nén tép tin

DE gidi nén tép tin, nhan chon file nén, sau d6 nhan chudt phai chon mét trong ba [énh Extract.

2.2. Phan mé&m diét virus

Phan mém diét virus |a phan mém cé tinh niang phat hién, loai bd cac virus may tinh, khic phuc (mot phan
hodc toan phan) hau qua cla virus gay ra va c6 kha ndng dwoc nang cap dé nhan biét cac loai virus trong
tuong lai. Mot s& phan mém diét virus pho bién:

Kaspersj,
Anti-Viru!

ANTIVIRUS
PRO

Bkav Kaspersky Avira McAfee

2.3. Chuyén ddi dinh dang tép van ban

Trong qua trinh soan thao va s dung, trong nhiéu trudng hop ching ta can chuyén déi qua lai gitra hai
dinh dang Word (*.doc, *.docx) va PDF (*.pdf). Théng thudng, dinh dang PDF thich hgp cho viéc in n va
chia sé. Trong khi dé dinh dang Word thich hgp cho viéc lwu trir dé chinh sira.

2.3.1. Chuyén ddi dinh dang Word sang PDF

M& file Word can chuyén > nhan chon File > Save as > Chon dinh dang PDF (*.pdf), nhap tén file va chon

thu muc luu trir > Save

2.3.2. Chuyén déi dinh dang PDF sang Word

—  Céc file PDF duoc tao ra tir Microsoft Word bang cach luu dudi dinh dang PDF c6 thé chuyén lai
thanh file Word twong di d& dang. Ban chi can m& file nay trong Word.

—  Céc file PDF duoc tao ra tir phan mém soan thao khac mudn chuyén thanh Word cin qua Gmg dung cua

bén thir ba (cac phin mém hodc website chuyén di truc tuyén).



2.4. S dung tiéng Viét
2.4.1. Cach thirc go tiéng Viét

—nnnnnn-mmmm
aa aw dd ee oo uw s
a6 a8 d9 e6 06 o7 uz7 1 2 3 4 5

2.4.2. Lva chon va cai dat céc tién ich sir dung tiéng Viét

—  Dé nhap ngdn ngir tiéng Viét, ta can cai dit cac chwong trinh hd trg. Hién nay, tng Y o)
dung go tiéng Viét dugce su dung rong rai nhét 1a Unikey. Day 1a mét phén mém mi \ 8] ] J
ngudn mé va hoan toan mién phi. Ngoai ra, c6 thé ké dén phan mém khac Vietkey, |

GoTiengViet,...
— 2 bang ma tiéng Viét phd bién nhit hién nay 1a Unicode va VNI Unikey

2.4.3. Chuyén dai tir VNI sang Unicode va nguoc lai

Trong mét sé trwdng hop, khi nhan duoc mét file tai vé tir Internet hodc do ngudi khac chia sé, ban cé
thé gdp phai van dé 16i font chit. Nguyén nhan Ia do file d6 d3 duoc st dung bang ma khac. D& khac phuc
16i font chi¥ nay ta can thuc hién chuyén déi bAng ma nhu sau:

o Chon van ban 16i font va nhan t8 hop phim Ctrl + C d€ sao chép vao bd nhé Clipboard

9 Nhan chudt phai vao biéu twgng Unikey & thanh Taskbar va chon Céng cu (hodc dung té hop phim Ctrl
+ Shift + F6)

€ Lua chon bang m3 & Ngudn va Dich, sau d6 nhan chon Chuyén ma.

@O M6 tai lieu Word, nhan chudt phai va chon Paste (Ctrl + V) d& dan dé 1&én van ban 18, hodc cac ban cé

thé tao mot tai liéu Word mdi va dan vao.

2.4.4. Str dung font chir

—  Dé thdng nhét ciing font chir trong mot vin ban, ta chon toan bd van ban bang cach nhan t6 hop phim
Ctrl + A, sau do6 chon lai font chit phu hop.

— DPésu dung cac font chir khong sin trén thiét bi cua ban, ban can thuc hién cai dit font chir.

3. K¥ ndng s dung céng cu va thiét bj da phuong tién trong day hoc

3.1. M6t s6 cong cu hd trg day hoc
3.1.1. Gi¢i thiéu mat sd cong cu ho tro’ day hoc
Hién nay, cung vdi su phat trién cda CNTT, cd rat nhiéu phan mém, &ng dung phuc vu cho qua trinh day

va hoc. Sau day la mot s cong cu hd tro day hoc, dic biét |a trong day hoc truyc tuyén:



Cong cu trwng ba

Coéng cu két néi

ePowerpoi

eZoOom Ll ePadlet
*Microsoft ePrezi

Teams
eMeet Google

Sides

*Miro
(Realtime
‘ Board)

200Mm

Cong cu danh gia

) Cong cutwong tac (

*Wheel of *Google
Names Forms
eKaboot! eKahoot!

Google Forms

3.1.2. Thiét ké va trinh chiéu bai giang bang PowerPoint

a. NGi dung

— Lua chon ndi dung trinh bay trén mdi trang slide ciia PowerPoint mot cach ngin gon, xuc tich. Tranh
dua toan bd céc giai thich, dién gidi,... vao slide.

—  Céc ndi dung nén duoc phan cip thong tin thanh cac y dé hoc sinh dé tiép nhan thong tin.

— Khuyén khich cach trinh bay noi dung dué6i dang infographic hodc dudi dang cic mau SmartArt c6 sin
trong PowerPoint.

b. Hinh thirc

V&i si phé bién clia PowerPoint hién nay, ngudi dung cé thé sir dung cac mau thiét ké cé san (templates,

themes) va thay d6i n6i dung sao cho phu hop véi bai giang cia minh. Pay cling 1a xu huwdng sir dung gitp

tiét kiém thoi gian thiét k& vé mit hinh thirc nhung van ddm bao ching ta cé cac bai trinh chiéu véi thiét

k& dep mat, chuyén nghiép. Mot s6 ngudn 18y cac mau bai trinh chiéu PowerPoint:

—  Thu vién PowerPoint: Khi tao mot bai trinh chiéu PowerPoint m&i, nhdn chon New. Tai day, nhén
chon vao cac tab dugc goi y dé tim kiém mau trinh chiéu ma ban mudn.

— Thu vién cua Google Slides: truy cip https:/docs.google.com/presentation/ va nhan chon Thw vién

mau.

— Céc trang web cung cip template mién phi: Vi du https://slidesgo.com/

c. M6t s6 Iwu y khi trinh chiéu

— Lua chon ché d6 trinh chiéu Extend (2 man hinh) dé c6 thé vira trinh chiéu vira theo ddi phan ghi chu

va xem trudc trang slide tiép theo.



— Pétam ngung trinh chiéu va yéu cAu hoc sinh tap trung vao bang hodc cac hoat dong hoc tap khéc, ban
6 thé nhin phim B hodc W dé man hinh hién thi mau den hoic tréng hoan toan.

—  Dé c6 thé diéu khién bai trinh chiéu trong khi di chuyén quanh 16p hoc, c6 thé st dung but trinh chiéu.

3.2. M6t sb thiét bj da phuaong tién trong day hoc

3.2.1. May chiéu

a. Cac phu kién di kém may chiéu

— DAy ngudn, day tin hiéu (VGA, HDMI) —  Pin diéu khién

—  Diéu khién (Remote Control) —  Sach huéng dan di kém
b. Hwéng dan st dung may chiéu
@ K&t néi day tin hiéu: dung day

VGA hodc HDMI, mét dau cam

vao cong trén may tinh va mét

dau cdm vao cdng trén mdy

chiéu.

@ Két ngi phich cdm day ngudn , ‘ ,
. D3u day VGA Céng VGA D3u day HDMI Céng HDMI

v&i ngudn dién

€) B4t méay: M& ndp che den chiéu (néu co). Khdi dong may chiéu bing cach bat cong tic ngudn phia sau

(néu cd) sau d6 nhan nut Power. Trong trudng hop may chiéu vira tit, dé mé lai phai chd cho quat trong

may ngirng quay.

0 Xuat hinh ra may chiéu: Khi may tinh va may chiéu d3 két ndi va khdi dong xong, néu tin hiéu van chua

Xuat ra, ta can luvu y m@ cong tin hiéu trén may chiéu hodc chon ding céng xuat tin hiéu trén may tinh.

© st dung céc nat didu khién trén may chiéu:

— TILT: nang cao, ha thép d6 cao cua dén — Focus: chinh d§ nét cia hinh (mot $b dong
— Zoom: phong to, thu nho kich thudc hinh anh may ty dong focus)
@ Cic phim trén digu khién cta may chiéu:
— Power: bat may va tit may — D Keystone: chinh khung hinh tr hinh thang
—  Freeze: 1am dmg man hinh trong khi d6 thiét thanh hinh chir nhat
bj dau vao (may tinh) vAn hoat dong binh
thuong
— Input: chon thiét bi dau vao
— Menu: hién bang menu trong may
— D.Zoom +/-: phéng to mot diém (di chuyén
vong tron sang dén diém can phong to roi nhan
Enter)
— Reset: khoi phuc dinh dang ban dau



@ Tit may chidu bang cach nhan nit Power. Phai cher cho quat ctia may chiéu ngung hin mdi rat day

dién khdi nguén an toan.

3.2.2. May in

a. Mét sé Iwu y khi str dung mdy in

—  Chia nho s6 lugng ban in ra nhiéu 14n va tam ngung in khoang 15 phit khi may bi néng.

— Déau hiéu hét muc: ban in xuat hién nhimg khoang tring mo chay doc tir trén xudng.

— Chét lugng gidy in: Pinh luong gidy khuyén dung tir 70gms dén 100gms. Néu dung tinh ning in 2 mit
nén st dung gidy dinh luong tir 80gms.

—  Xur li khi gidy ket: Néu gap truong hop gidy ket, ban can tit ngudn, thio hop muyc ra khoi may, nhe
nhang rat giéy thuén theo chiéu ra, sau d6 lép hop muec trd vao va bat nguén dé tiép tuc in.

— Khong tit may dot ngot.

— Bao tri may in: Hiy béo tri, vé sinh may in ciia ban thudng xuyén, trung binh 03 thang/1an hodc it nhat
06 thang/lan.

b. Thao tac in van ban

DE& in tai liéu ta thuc hién cac budc sau:

Copies: |1 -

0 Tai Menu File, chon Print (hoac Ctrl + P);

9 Chon sé ban can in tai muc Copies;

Printer 3
9 Chon may in tai muc Pinter, néu c6 nhiéu mdy in, nhan P
vao mi tén gdc bén phai dé chon may in. J R
O chon Print dé in vin ban. JEiicE
3.2.3. Mét s thiét bi ngoai vi khac
’\\Q

< ©

0O dia ngoai/d dia di dong Webcam Tai nghe Microphone

.~

Ban phim Thé nhé usB Chuét cé day/khéng day

<s

4. Ky ndng s dung luwu trit va chia sé truc tuyén

4.1. Khai niém, wvu diém va mot s6 san dich vu lvu Trit truc tuyén



Khai niém Uu diém Dich vu

Luwu tri trwe tuyén (Ilwu trit ddm may) 1a | - Khéng can dén may chu Mot s8 sdn pham, dich vu luu
dich vu luu trlr cho phép nguoi dung truy | - Khong mat dit liéu trit tryc tuyén nhu: Google

ap vao dit liéu cta mi r bat cir da , o e Al 4E s Driv Dr X neDriv
cap vao di liéu cua minh tir bat c&r dau | Di chuyén dit liéu d& dang e, opbox, One e,
théng qua trinh duyét web va &ng dung o iCloud, ...
o L . - Lam viéc ¢ bat ki noi nao
trén dién thoai thong minh.

4.2. M6t s6 thao tac st dung Google Drive

4.2.1. Giéi thiéu vé Google Drive

— Google Drive 12 nén tang luu trir ddm may noi tiéng ctia Google. Chi can
ban c6 tai khoan Gmail hoic Google 1 ban di c6 quyén truy cap vao
Google Drive.

—  MQi tai khoan c¢6 thé luu trit mién phi t6i da 15GB dit liéu trén Drive. Ban
ciing co thé tra phi hang thang dé mua thém dung luong néu can. GOOg le Drive
4.2.2. Mét s6 thao tac str dung Google Drive

a. Tao thw muc

Cich 1: Trén bang Menu, nhin chon biéu tuong diu cong New (Méi) > Folder (Thw muc)

Cach 2: Tai mét thu muc 1én Drive

o

. Tai tép/thu muc lén Google Drive

Cich 1: Trén bang Menu, nhn chon biéu tuong dau cong New (Méi) > File Upload (Tai tép 1én)

Cach 2: Kéo tép/thu myc tir mdy tinh va tha vao thu muc trén Google Drive

c. Download tép/thw muc

—  Dé tai mot tép/thu muc tir Google Drive vé may tinh, nhéin chudt phai vao tép /thu muc cAn tai; sau d6
nhén chon Download (Tai xuéng).

— Vi thu muc ¢ nhiéu tép tin, ta s€ phai doi mot khoang thoi gian dé nén thu muc thanh tép zip trudc
khi tai xubng.

d. Chia sé tép/thu muc

D& chia sé mot tép/thu muc trén Google Drive cla minh vdi ngudi khdc, ban cé thé thuc hién nhu sau:

o Nh&n chudt phai vao thu muc/tép tin can chia sé

@ Nhin chon Share (Chia sé). Luc nay xuét hién 2 hop thoai twong ¢ng véi 2 cach chia sé:

— Hop thoai Share with people and groups (Chia sé véi moi nguwoi va nhém): chia s¢ bang cach chi
dinh dia chi Gmail

— Hop thoai Get link (Nhan dwdng din lién két): chia sé thong qua dudng link dan dén tép/thu muc.

€) st dung 1 trong 2 céch chia sé trén, chi y phan quyén cho ngudi dwoc chia sé: Viewer (Ngudi xem)

Commenter (Ngw&i nhan xét) va Editor (Nguei chinh sira).



e. Xem lich st chinh stra tép/thu muc

D& xem lich s chinh slra tép/thv muc: nhan chudt phai vao tép/thv muc dé va chon Manage versions

(Quan li phién ban).

5. Luu y vé& an toan dit liéu ca nhan

5.1. Sao luvu dit liéu

Sao lwu dit liéu (Data back-up) la hinh thirc copy lai toan bd hodc mét phan dit liéu trong may tinh, may
chu, server... hay bat c( thiét bi nao cé kha ndng nhé va luu trir cla ban va luu trir né @ mét hodc nhiéu
thiét bj cé chirc ndng luu trit khac dé 1am dir liéu du phong, tranh trwedng hop dit liéu bi mat hodc hu hai
khi mat hodc hdng thiét bj

5.2. Mot sb6 phuang phdp sao luu dit liéu

SU dung dich vu lvu tr tryc tuyén

(. OneDrive
VN
S dyng thiét bi nhé ‘ Google Drive

Dropbox

<
#A Backblaze
6 Carbonite

SU dung dich vu sao luu chuyén nghiép

0 cing ngoai (di dong)

Thé nhé



