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Bang phan cdng nhiém vu:

TT| HOQVATEN NHIEM VU
e Nhom truong (Teamlead)
e Lén ké hoach tong thé cho video.
e Lény tuong, noi dung, trinh bay cua video.
e Phan cong nhiém vu chi tiét cho cac thanh vién. Hb trg
. ohic Lam cac thanh vién. |
e Quan ly thoi gian va tién d6 dy an.
e Chuan bi tai liéu, hinh anh, video minh hoa va kich
thuyét minh cho phan “Hudng dan nap myc cho may in”.
e Duyét ban cudi cuing cua video truéc khi phét hanh.
e Viét bao céo cho dé tai cuia nhom
e Nghién ciru va tim hiéu tai lidu lién quan dén cac loai
may in tir cAc ngudn dang tin cay.
5 Minh D . Chuérn bi tai liéu, hi‘nh anh, vide~o minh hoa va kich ban
thuyéet minh cho phan “huéng dan st dung may in”
e Thuyét minh va trinh bay phan “huéng din sir dung may
n”
e Bién tap, dung phim, chinh stra video.
e Sir dung phan mén dung phim (vi du: Capcut, Microsoft
3 Thi Qudc Clipchamp...) dé cat ghép cac doan video.
e Chinh stra &m thanh, thém hiéu @ng va phu dé dé video
rd rang, d& hiéu, thu hat ngudi xem.




TT

HOQ VA TEN

NHIEM VU

Bao Toan

e Nghién ciru va tim hiéu tai liéu lién quan dén cac loai
may photocopy tir cc ngudn dang tin cay.

e Chuan bi tai liéu, hinh anh, video minh hoa va kich ban
thuyét minh cho phan “Huéng dan s dung may
photocopy”

e Thuyét minh va trinh bay phan huéng dan sir dung may

photocopy

Chi buc

e Nghién ctu va tim hiéu tai liéu lién quan dén cac 19i
thuong gap khi sir dung may in va may photocopy tir cac
ngudn dang tin cay.

e Phdi hop voi Phiic Lam dé dua ra céc 16i thuong gap khi
sur dung may in va photocopy (vi du: khéng c6 mang, ket
gidy, 16i hodc thiéu driver, thay muc...) va thdng nhat
noi dung trinh bay.

e Chuan bi tai liéu, hinh anh, video minh hoa va kich ban
thuyét minh cho phan “huéng dan stra chira 15i ket gidy
& may photocopy”.

e Thuyét minh va trinh bay phan sira chira 16i thuong ket

gidy 6 may photocopy.




LOI CAM ON
Chung t6i xin giri 101 cam on chan thanh dén Ths Nguyén Vin Thing di hudng dan va hd
trg nhom chiing toi sudt qué trinh thuc hién bai bao cdo vé "Hudng dan st dung méy in va
may photocopy”. Thay da danh thoi gian quy bau dé chia sé kién thirc chuyén sau va cung
cip nhitng huéng dan can thiét, gitp nhom t6i hiéu rd hon vé ndi dung dy an va phat trién

k¥ ning str dung céc thiét bj vin phong.

Sy dong vién va nhitng 10i chi bao tir Thiy Nguyén Vin Thang da truyén dong luc 16n dé
ching t6i hoan thanh dy 4n ndy mot cach thanh cong. Nhom rét biét on vé su nhiét tinh va
tan tdm cua Thay trong viéc tim hiéu va huéng din 1am quen véi cac thiét bi van phong.
Cung cdp mot nén tang k¥ ning co ban dé sinh vién 1am quen vdi cac thiét bi vin phong
trong cac doanh nghiép.

Xin chan thanh cam on Thay Nguyén Vin Thing mot lan nita!

Tran trong,

Nhém Cht Bao Hong



Nhén xét ciia Giang vién hwéng din
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I. MAY IN
1.1. Giéi thiéu chung vé may in

May in 12 mot thiét bi dung dé thé hién ra cac chat liéu khac nhau cac noi dung vin
ban hay hinh anh dwgc soan thao hozc thiét ké sdn. May in 12 mot thiét bi ngoai vi cia may
tinh, c6 chirc niang chuyén dbi dir liéu ki thuat sé thanh cac ban in gidy. May in cd thé in
ra van ban, dinh dang ma con nguoi doc duoc, hoac nhitng dang dugc ma hoa nhu bar
code (M4 vach). May in déng vai trd quan trong trong nhiéu linh virc nhu vin phong, gido

duc, san xuét va doi séng hang ngay.

1.2. Phan loai may in

Thong thuong hién nay c6 nhitng loai may in van phong thong dung nhu sau:

1.2.1. May in kim (Dot Maxtrix Printer)

May in kim str dung cac kim dé chim qua mot bang muc lam hién muc Ién trén
trang gidy can in. Ngay nay, cac loai may in kim d3 dan tré nén lac hau, thuong chi xuat
hién & mot s6 cira hang, siéu thi dung dé in c4c loai hoa don nhu mét thiét bi nho gon cho

cac ban in chi phi thap.

1.2.2. May in phun (Inkjet Printer)

May in phun hoat dong theo nguyén Iy phun muc vao gidy in. Muc in duoc phun
qua mot 18 nho theo tirng giot véi toe do 1on (khoang 5000 lan/gidy) tao ra cac diém muc
da nho dé thé hién ban in sic nét. Pa sb cac may in phun thuong 1a cic may in mau. Dé in
ra mau sic can téi thiéu ba loai muc dé pha tron mau co ban. May phi hop cho viéc in 4n
ca nhan va c6 kha niang in mau sac tét. May phun muc thudng co gia thanh thap va kich
thudc nhd gon va cht lugng ban in cao, in duoc hinh anh mau sic song dong va rd nét,

phu hgp cho cac van phong nho.

1.2.3. May in laser (Laser Printer)
May in laser (Laser Printer) hoat dong dya trén nguyén tic dung tia laser dé chiéu
lén mot tréng tir, tréng tir quay qua dng muc dé muc hat vao trong, gidy chuyén dong qua

trng va muc duoc bam vao gidy. Téc d6 in nhanh, phd hop cho céc vin phong ¢6 nhu cau



in 4n 1o6n. Chét luong in sic nét, dac biét 1a van ban den trang. Chi phi muc in thip hon so

véi may in phun, hiéu qua kinh té cao hon cho in 4n sé luong 16n.

1.3. CAu tao va nguyén ly hoat déng ciia may in

CAu tao chung caa may in:

> Bo phan chinh: Khung may, bo nap gidy, b phan diéu khién, dau in, tréng tir (d6i
v6i may in laser), va bo phan nhan giay.
> Chure ning cac bo phan: Khung may bao vé cac linh kién bén trong, bo nap gidy
cung cap gidy in, bo phan diéu khién xu ly 1énh in tir méy tinh, dau in thuc hién viéc
in, va bo phan nhan gidy dwa gidy ra ngoai sau khi in.
1.4. Thiét bi két néi véi may in
Thiét bi két ndi v6i may in kha da dang, thong thudng c6 nhitng cach két ndi sau:
> Két ndi véi may in qua cong USB
> Két ndi véi may qua cong LPT (cach két ndi truyén thong)
> Kétndi véi may in véi mang may tinh théng qua cong RJ45 dé chia sé in chung cho
mang LAN ndi bo
> Kétndi voi may in thong qua Wi-fi dé thuc hién lénh in tir thiét bi di dong hodc may

anh sb

1.5. Ung dung ctia may in
> Ung dung trong vin phong: in tai liéu, béo cdo, hop dong va cac tai liéu vin phong
khac. Ung dung trong gi4o duc: in gio trinh, bai giang, tai liéu hoc tap. May in hd
trg gi4o vién va hoc sinh trong viéc chuan bj tai liéu giang day va hoc tap rat nhiéu.
> Ung dung khac: in 4n nhdn méc, bao bi, cac san pham quang cao, ban vé ki thuat va
hinh anh ngh¢ thuat.



1.6. Hwéng dan sir dung may in
> Bwéc 1. Chudn bi may in
o 1.1. Kiém tra gidy va muc in:
= Pam bao may in duoc cam vao ngudn dién va bat nguon.
= Kiém tra mtic muc in hoic toner. Néu muc in gan hét, thay thé bing hop
muc méi theo hudng dan cia nha san xuat.
= Kiém tra khay gidy, dit gidy vao khay va diéu chinh thanh gii gidy sao
cho khit véi gidy.
o 1.2. Cai dat may in véi may tinh:
= Driver tir dia CD: Néu ban c6 dia CD di kém v&i may in, chén dia vao
6 dia may tinh va lam theo huéng dan dé cai dat driver.
= Tai driver tir trang web: Néu khong c6 dia CD, tai driver tir trang web
ctia nha san xuat. Tim model may in caa ban va tai vé driver ph hop.
= Két noi qua USB: Két ndi cap USB tir may in vao may tinh. May tinh s&
tu dong nhan dién va cai dit may in néu da co driver.
= Két ndi qua mang (Wi-Fi): Néu may in hd trg Wi-Fi, két ndi may in véi
mang Wi-Fi cta vin phong hoic gia dinh. Thuc hién theo huéng dan trén
man hinh may in dé két ni Wi-Fi. Trén may tinh, thém may in tir phan
"Devices and Printers" hoac "Printers & Scanners".
» Buwoc 2. Sir dung may in
o 2.1. Thiét lap quyén chia sé may in véi cac may khéc:
= Vao Start Menu > Settings > Devices > Printers & Scanners.
* Chon may in dang stir dung, chon Open queue > Sharing > Share this
Printer > Apply > OK.
o 2.2. Két ndi hé théng may tinh véi may in:
= Vao Control Panel > Devices and Printers > Add a printer.
= Chonmayin can két ndi, nhan Next va hoan thanh cic budc theo chi dan.
» Buwoc 3. In tai liéu:
o Mo tai lidu can in bang phan mém pht hop (Word, Excel, PDF Reader, v.v.).
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o Chon Iénh in tir menu (thuong 1a “File” > “Print” hoac sir dung té hop phim Ctrl
+P).

o Chon may in tir danh sach, thiét 1ap cac tiy chon in co ban (Printer, Copies, Print
all pages, Print one sided, Collated, Portrait Orientation, Letter, Normal
Margins, Page per sheet).

o Nhan nat “Print” dé bat dau qua trinh in.

1.7. Xir ly 16i phd bién khi str dung may in
1.7.1. May in khéng nhdn I¢énh in:
> Kiém tra két ndi: dam bao cap USB hoic két ndi khong day (Wi-fi)
> Kiém tra ngudn dién: dam bao rang may in dang bat va khong c6 dén bao 10i

> Khai dong lai: tit va bat lai may in, khai dong lai may tinh

1.7.2. Ket giay
> Tat ngudi may in: ngay 1ap tic tit ngudén may in dé tranh hong hoc
> Md nap may in: tim va mg cac phan c6 thé tiép can dén phan giay bi ket
> G& gidy Ket: can than kéo ket ra khoi méy in theo huéng dan caa nha san xuét (nén
kéo gidy déu bang hai tay tranh gidy bi rach)
> Kiém tra va dong niap: dam bao khdng con gidy nao bi ket trudc khi dong nap va bat
lai may in
1.7.3. Ban in mo hodc khéng déu
> Kiém tra muyc in: kiém tra va thay thé hop muc hoac toner néu can
> V¢ sinh dau in: thuc hién vé sinh dau in hoic trong tir theo hudng dan caa nha san
XUt
1.7.4. May in bao 14i
> Kiém tra man hinh may in: xem ma 13i hoac thong béo 13i trén man hinh may in
> Traciu ma 16i: tim ma 16i trong tai liéu huong dan sir dung hoac trén trang website

ctia nha san xuat dé tim cach khac phuc



1.8. Bao tri may in
1.8.1. V¢ sinh may in

Thuong xuyén lau chii bé miat ngoai cua may in bang khin mém dé gitr séch sé.
Nén dit may in & nhung noi thoang mét sach s& va bang phang va tranh nhimg noi 4m thap
khién may nhanh bi hu héng, bé tri dudng day dién va day cap may in gon gang va hop ly.

Nén vé sinh 3 thang mot lan dé may in c6 thé hoat dong tét hon.

1.8.2. Thay muc va toner
> Bwdc 1. Chudn bi thay muec
o Chuan bi hop muc chinh hing, dam bao ban mua dang loai muc in hoic toner
chinh hdng theo model may in cia ban. Tat nguén may in, dam bao may in
d3 tat va rat ngudn dién dé an toan.
» Bwoc 2. Thao hgp muec cii
o Tim va md nap may in, thuong c6 thé ma bang cach nhac 1én hoac nhan mot
nut (thwong thi c6 mau xanh la cdy). Thao hop muc cii ra khoi may in. Luu
y vi tri va cach 1ap hop muc cii d@é dé dang lap hop muc mai.
> Bwéc 3. Ldp hgp muc mgi
o Chuan bi hop muc méi, lac nhe hop muc méi dé muc bén trong phan bé déu.
Sau d6 thao cac bang niém phong va bao bao vé ciia hop muc méi. Lap thém
phéu d6 myuc dé ¢6 muc dé dang hon. Tién hanh d6 muc vao may in sau d6
day nap lai va dua hop muc mai vao vi tri cii, dam bao khép ding céc khop
va chac chan rang hop muc da vao dang vi tri.
> Buwéc 4. Hoan tdt va in thar
o Doéng nip may in lai. Sau d6 cam ngudn dién va bat may in. Kiém tra va tién
hanh in thir tai liéu dé kiém tra xem muc in mai da hoat dong tét chua.
Il. MAY PHOTOCOPY
2.1. Giéi thiéu chung vé may photocopy
May photocopy hay con lai 1a may sao chup tu dong hay may sao chup quang hoc

va trude day 1a May Xerox) 1a mot thiét bi sir dung dé sao chép tai liéu va hinh anh 1én



gidy hoac phim nhwya mét cach nhanh chéng, tién loi véi gia thanh ré. Né duoc sir dung
rong rii trong cac van phong, tredng hoc, va co quan nha nudc dé sao chép cac tai liéu nhu
hop ddng, bao cdo, bai giang va nhiéu loai tai liu khac. Ngay nay, nhiéu loai may
photocopy con dugc bd sung cac tinh ning nhu in mau, chirc ning scan, fax, két néi mang

va kha ning in 4n hai mit tu dong.

2.2. Phén loai may photocopy
C6 nhiéu loai may photocopy khac nhau dé phuc vu c&c nhu cau va quy md st dung

khac nhau. Pay 13 mot sé loai may photocopy phé bién:

2.2.1. May photocopy van phong

May photocopy van phong la loai may duoc su dung thuong xuyén trong moéi truong
van phong, c6 toc do in tir 40 dén 50 ban/phut. Thiét ké cua may duoc téi wu hoa dé giam
thiéu thoi gian khoi dong va lam néng, phi hop véi cac yéu cau cong viéc thudong xuyén

bat, tit va ngat quang khi st dung.

2.2.2. May photocopy dich vu
May photocopy dich vu ¢6 hiéu suit cao hon, in & tc do tir 50 dén 85 ban/phit.
Thuong duoc st dung trong cac cira hang in 4n, ddy 1a loai may can hoat dong lién tuc dé

dap (ng nhu cau san Xuat,

2.2.3. Méy photocopy c6ng nghiép
May photocopy cong nghiép duoc thiét ké dac biét dé in an vai khdi luong 16n. Vi
kha ning sao chép lién tuc & téc do cao va tich hop nhiéu chirc ning, may nay thich hop

cho cac nha in va cac doanh nghiép ¢ nhu cau in an phic tap.

2.3. CAu tao va nguyén ly hoat déng ciia may photocopy

Céu tao: Bo phan quan trong nhét trong may photocopy la mit tru ma nguoi ta goi 1a trong.
Tréng lam bang nhém c6 phu mot 16p chat ban dan, vi du nhu selen. Nhom 1a chat dan
dién tét, con selen khi thiéu anh sang n6 1a chat cach dién, khi dugc chiéu sang no 1 chat

dan dién. Mat tréng & gan mot dién cuc ma ta goi 1a dién cuc tréng.



Quié trinh hoat dong may photocopy ¢ thé chia thanh cac budc sau:

> Tich dién cho tréng. Khi tréng quay, mit cia n6 luét qua dién cuc trong. Bién cuc
tréng 1a dién cuc duong, vi vay mit tréng nhiém dién duong néu quay qua.
> Hién anh trén mit tréng. Tréng dugc phu mot 16p quang dan, 16p quang dan nay chi
dan dién khi c6 &nh sang chiéu vao. Ban dau tréng dugc phu 16p dién tich cing
chiéu véi muc bai thanh cao ap. Sau d6 laser chiéu vao tréng, chd nao dugc chiéu
sang thi chd d6 s& trung hoa, va muc s& hat chd d6. Con lai toan bo bé mit trong
day muc khién cho ban in c6 do nét.
> Phun muc in vao trong. Muc 1a bot mau den duoc nhidm dién am. Vi vay khi ching
dén mit tréng, ching s& bi hut vao chd nhiém dién duong ¢ mat tréng.
> Chuyén nét myc trén mat trong sang gidy trang. Mudn vay, can sy chuyén dong
trang giay qua dién cuc thir hai goi 1a dién cuc gidy. Pién cuc nay lam gidy ciing
nhiém dién duong. Do d6 nét muc tir mit trong dugc chuyén sang giy.
> Trang gidy di chuyén qua bo phan lam néng dé cac hat mic chay két dinh vao nhau
Va Vao giay.
2.4. Ung dung ciia may photocopy
Ung dyng trong sao chép tai liéu: may photocopy chu yéu dugc sir dung dé sao chép
c4c tai liéu, giay mot cach nhanh chéng va dé dang. Puoc sir dung nhiéu trong van phong
cong ty, doanh nghiép, trudong hoc dé sao chép tai liéu, hop dong, béo céo, giay to, tai lidu
hoc tap cua sinh vién, dé thi cho céc ky thi trudng hoc, ching tir, gidy to phap ly, gidy xét
nghiém, tai liéu y té, v.v.
2.5. Lam quen véi bang diéu khién ctia may photocopy
2.5.1. Man hinh cam #ng
> Chirc ning: Dung dé cai dat va thiét lap cac chuong trinh copy cung céc tién
ich khac.

2.5.2. Cac phim chic nang
> Phim Box: Kich hoat ché d6 box.
> Phim Access: Nhap mat ma khi may ¢ ché do cai mat khau.
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Phim Fax/Scan: Chuyén sang ché do Fax/scan.
Phim Extra Scan: Chuyén sang ché d6 Extra scan.
Phim Copy: Ché d6 mic dinh cho viéc copy.

Phim Reset: Pua méy vé ché do mic dinh ban dau.
Phim Stop: Dung qua trinh copy dang thuc hién.
Phim Start: Bat dau qua trinh copy.

YV V V V V V V

Phim Interrupt: Tam dirng chu trinh copy hién tai dé thuc hién cong viéc khéc.

Nhan lai dé quay vé ché do copy.

A\

Cong tiac ngudn phu: Tat may tam thoi, van nhan fax khi c6. Bat lai dé in ban
fax gui dén.

Phim Proof Copy: In thir truéc khi in s6 lugng 16n.

Phim Mode Check: Kiém tra lai cac cai dat cua ngudi ding.

Phim Clear (phim C): Xdéa ban copy va cac cai dat khac.

Pén bao Main Power: Sang xanh khi cong tac nguon chinh dugc bat.

Khung phim sé: Nhap sb ban copy va céc chire niang khac.

Phim Utility/Counter: Chuyén man hinh vé ché d6 Utility/Counter.

Phim Contrast: Diéu chinh d6 twong phan trén man hinh cam ng.

Phim Mode Memory: Luu va goi lai c&c thiét lap khi can.

Phim Enlarge Display: Phong to man hinh may.

YV V. V V V V V V V VY

Phim Accessibility: Thiét 1ap cac chirc nang ngudi ding trén man hinh cam ung.

2.6. Hwéng dan copy trén may photocopy
» Buwdc 1: Dat tai liéu copy 1én vi tri quét
o Dit tai lieu copy 1én mit kinh theo dong ké phan huéng dan. Mat muén copy
Up xudng mat kinh. Khi d6, ban s& thay trén khay nap tai liéu hién dong chit
“Place document face down”. Nhu vay tic 1a may d ghi nhan truc tiép vao
khay nap tai liéu.

o Sau khi dit tai liéu dang, ban can day nip may dé may nhan dién muc tiéu.



> Bwéc 2: Chon sé lirgng va mau sdc
o S6 lugng ban photo tiy thudc vao nhu cau caa ban. Dé tich sé luong, ban
chon cé4c con s trén bang diéu khién dé khai béo s6 luong.
> Buwdc 3: Chon kich thwéc gidy
o Da phan cac may photo s& c6 2 loai khay gidy |a gidy 14 inch va gidy 11 inch.
Néu ban muén loai kich thuéc khac c6 thé cai dit loai gidy trong 1 khay gidy
trén may.
» Bwoc 4: Hoan toan thao tac copy
o Sau khi cai dat xong, ban chi can nhan “Copy” va dé may thyuc hién cong
viéc cua minh.
2.7. Céch xir ly mét sb 16i thwong mac phai khi sir dung may photocopy
May photocopy la thiét bi hitu ich, nhung trong qua trinh sir dung, ban c6 thé gap phai mot
s6 16i thong thuong. Dudi day 1a cach xt ly mot s 1i pho bién:
2.7.1. Ket Gidy
Gidy bi ket trong may, khdng thé tiép tuc in.

> Budc 1: Tit ngudn may photocopy dé dam bao an toan.
> Budc 2: Md cac ndp may theo hudng dan trén bang diéu khién.
> Budc 3: Tim vi tri gidy bi ket va nhe nhang g& ra. Tranh dung lyc manh cé thé lam
rach gidy va gay thém suy cé.
> Budéc 4: Kiém tra xem c6 manh gidy nao con sot lai khong, sau d6 dong cac nap lai
va khoi dong lai may.
2.7.2. Ban In Bi Mo

Ban in ra bi mo, khong rd chir hoac hinh anh.

> Buéc 1: Kiém tra mic muc trong may, néu muc di can thi can thay hoac nap thém
muc.
> Budc 2: Vé sinh cac b phan nhu trong tir, 16 sy, va kinh quét. Bui ban c6 thé 1am

giam chat luong ban in.



> Budc 3: Kiém tra cai dat do dam nhat cua ban in trén may va diéu chinh lai néu can.

2.7.3. May B4o Ldi Muc In

May béo 15i muc in, khong thé tiép tuc sao chép.

> Budc 1: Kiém tra mic muyc trong hop muc, néu muc da hét thi can thay hoic nap
thém muec.
> Budc 2: Kiém tra xem hop muc di duoc ldp dang cach chua.

> Budc 3: Néu may van bao 16i, thir thao hop muc ra va lap lai can than.

2.7.4. May In Bi Do

May khong phan hoi véi cac Iénh in, bi do.

> Budc 1: Tat may va doi khoang 10 gidy truéc khi khoi dong lai.
> Buéc 2: Kiém tra két ndi voi may tinh hoac mang dé dam bao may in dang két néi
dang cach.

> Buéc 3: Néu may van khong hoat dong, kiém tra va cai dit lai driver may in.

2.8. Bao tri may in photocopy

> Pit may ding vi tri: Dat may ¢ noi ¢ dinh, bang phang, thoang khi. Gdc nghiéng
khong quéa 2 d6. Cach tudng it nhat 20cm.

> Piéu kién maéi treong: Nhiét do: 10 — 30 d6 C. Po am: 10 — 85%. Tranh nhiét do
cao, mua, anh sang truc tiép, do am cao, va bui ban.

> Nguon dién: Nguon dién 6n dinh, khong thay doi dot ngot. Khong sir dung chung
nguodn dién véi cac thiét bi khac. Tranh kéo cang hoic lam gay day ngudn.

> Bao quan vat liéu: Muc, gidy, tir,... luu trit noi kho thoang, tranh anh nang va do

am cao. Tranh dé vat la roi vao khay gidy, khay hong.
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I1l. KET LUAN

May photocopy va may in Ia nhiing thiét bi thiét yéu trong cac doanh nghiép, gidp
tang hiéu qua cong viéc va quan ly tai liéu mot cach hiéu qua. Trong qua trinh nghién cuu,
chung ta d3 hiéu rd vé ciu tao, nguyén Iy hoat dong, cac thao tac co ban va cach xu ly cac
151 thuong gap cia may photocopy va may in. Cau tao caa may photocopy va may in bao
gom céc bo phan chinh nhu khung may, bo nap gidy, bo phan diéu khién, dau in/trong tur
va b phan nhan gidy. May photocopy hoat dong dua trén quéa trinh quang hoc va tinh dién
dé sao chép tai liéu, trong khi may in, dic biét 1a may in laser, sir dung tia laser va tréng tir
dé in hinh anh Ién giay.

Céc thao tac co ban trén may photocopy nhu cai dat, thiét 1ap chuong trinh copy,
lya chon s6 luong va kich thudce gidy, va thuc hién copy déu c6 thé duogc thuc hién dé dang
théng qua cac phim chirc nang va man hinh cam ung. Trong qua trinh sur dung, ngudi dung
thuong gap phai cac 16i nhu ket gidy, ban in bi mo, vét den trén ban in, may khdng nhan
gidy, va céc 151 lién quan dén muc in. Bé khic phuc cac 16i nay, cac bién phéap xur Iy da
duoc dé xuat dé dam bao may hoat dong hiéu qua va bén bi.

May photocopy va may in khong chi duogc sur dung rong rai trong cac van phong va
doanh nghiép, ma con trong linh vuc gido duc va nganh y té, gitp cai thién quy trinh lam
viéc va quan ly tai liéu. Dac biét, doi véi cac doanh nghiép vira va nho, viéc lra chon may
phu hop 1a rat quan trong dé t6i wu hoa chi phi va hiéu qua lam viéc. Cac loai may
photocopy va may in phl hop cho doanh nghiép vira va nhé bao gém Canon Zicon
MP5002, Canon imageRUNNER ADVANCE C350i, Ricoh MP C2004ex, va Xerox
WorkCentre 6515/DN. Di voi may in, Brother DCP-B7535DW HP LaserJet Pro MFP
M428fdw, Brother HL-L6200DW va Epson EcoTank ET-4760 la nhitng lua chon tot, Vo
hiéu suat cao, do tin cay va tich hop nhiéu tinh ning hitu ich.

Tom lai, may photocopy va may in dong vai tro quan trong trong moi doanh nghiép,
dic biét 1a cac doanh nghiép vira va nho. Viéc hiéu rd vé cau tao, nguyén ly hoat dong,
cach sir dung va bao tri may sé gilp téi uu hoa hiéu qua lam viéc va tiét kiém chi phi.
Nhitng d& xuit vé cac loai may photocopy va may in ¢ trén sé& I lra chon tét, gitp doanh
nghiép nang cao niang suat va quan ly tai liéu mot cach hiéu qua.
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TAI LIEU THAM KHAO
https://vi.wikipedia.org/wiki/M%C3%Aly in

https://www.thegioididong.com/hoi-dap/4-buoc-co-ban-dung-may-in-dung-cach-cho-
nquoi-moi-1206032

https://vi.wikipedia.org/wiki/M%C3%Aly photocopy

https://meta.vn/hotro/may-photocopy-la-qi-20829

https://hungphuckhang.com/cac-buoc-co-ban-de-su-dung-may-photocopy-cho-ngquoi-

moi/

Str dung may in: https://www.youtube.com/watch?v=zj8Y56DRWel &t=46s

Str dung may photocopy: https://www.youtube.com/watch?v=HU9Vpz9BEAI&t=6s

Thay muec: https://www.youtube.com/watch?v=Uaj1NAorUGg

Lai ket gidy: https://www.youtube.com/watch?v=ngafQr8BX7c

LINK VIDEO YOUTUBE
https://www.youtube.com/watch?v=CXLDPxfqTZc
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https://vi.wikipedia.org/wiki/M%C3%A1y_in
https://www.thegioididong.com/hoi-dap/4-buoc-co-ban-dung-may-in-dung-cach-cho-nguoi-moi-1206032
https://www.thegioididong.com/hoi-dap/4-buoc-co-ban-dung-may-in-dung-cach-cho-nguoi-moi-1206032
https://vi.wikipedia.org/wiki/M%C3%A1y_photocopy
https://meta.vn/hotro/may-photocopy-la-gi-20829
https://hungphuckhang.com/cac-buoc-co-ban-de-su-dung-may-photocopy-cho-nguoi-moi/
https://hungphuckhang.com/cac-buoc-co-ban-de-su-dung-may-photocopy-cho-nguoi-moi/
https://www.youtube.com/watch?v=zj8Y56DRWeI&t=46s
https://www.youtube.com/watch?v=HU9Vpz9BEAI&t=6s
https://www.youtube.com/watch?v=Uaj1NAorUGg
https://www.youtube.com/watch?v=ngafQr8BX7c
https://www.youtube.com/watch?v=CXLDPxfqTZc

