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LOTI NOI DAU

K§ ning str dung Ban phim va Thiét bi vin phong 1a mén hoc nham rén luyén k§
ning soan thao vin ban bang 8 ngdn tay trong khi soan thao van ban ciing nhu st dung
thanh thao c&c Thiét bi van phong thudng giap. Hién nay c6 rat nhiéu chuong trinh huéng
dan soan thao van ban bang 8 ngon tay trén ban phim, chang han nhu Typeing Master;
Shark Delux... Xac dinh tim quan trong cua hai k¥ ning nay, mén hoc duoc hinh thanh
va chling toi bién soan tai liéu nay dé phuc vu cho viéc giang day va hoc tap hai ki ning
d6. Tai liéu chang toi bién soan gdom 2 phan. Noi dung caa mdi phan duoc phéan thanh

cac bai hoc nhu sau:

Phan 1: K§ ning sit dung Ban phim: Phan nay c6 7 bai.
Bai M¢ dau
Bai 1: Tap danh hang cht co s6 ASDFG HIKL,;
Bai 2: Tap danh hang chit trén QWERT YUIOP
Bai 3: Tap danh hang chit ZXCVB NM,./
Bai 4: Tap danh cac chir dac biét va cac dau thanh trong tiéng viét
Bai 5: Tap danh hang phim s 1234567890-=
Bai 6: Cach sur dung phim shift danh chir hoa va cac ky tu! @#$%"&*() +
Bai 7: Luyén tap danh toc do

Phan 2: K§ ning sit dung Thiét bi Vin phong. Phan nay cd 5 bai:
Bai 1: May tinh va cac Thiét bj két ndi
Bai 2: Str dung Projector
Bai 3: Su dung May in
Bai 4: Str dung May scan

Bai 5: Str dung May photocopy



Phan 1: KY NANG SU DUNG BAN PHIM
BAl MO PAU
Muc dich va y nghia
Muc dich
Vé mit Kién thuc: Trang bi cho Sinh vién nhitng kién thtrc co ban vé phuong phap
sir dung ban phim dé soan thao vin ban cac van ban tiéng anh, tiéng viét va st dung

phim s6 mot cach chuyén nghiép.
Vé mic k§ nang: Gilp cho hoc vién c6 thé cd cac ki ning sau:
. Di chuyén chon phim trén ban phim nhanh.
=  Sir dung cac phim chinh x&c.
= Trong khi soan thao van ban khdng nhin vao ban phim.
= St dung tat ca cac ngon tay trong khi soan thao vin ban.
Y Nghia
Nguoi soan thao vin ban néu sir dung thanh thao 8 ngdn tay trén ban phim

may vi tinh thi thoi gian nhap cac dir liéu vao may tinh sé nhanh hon va chinh xac.

Khi soan thao s& khong phai nhin vao ban phim ma van lam chu duoc cac ky tu

can danh trén ban phim va tiét kiém duoc thoi gian.

Giai thiéu ban phim may vi tinh

~ !
; \ Backspace
Tab ; {
Caps Lock Enter
4+ shift 4>~ shift
cel Ctrl

Ban phim may vi tinh bao gém 101/102 phim. D6 14 nhitng ban phim chi cai, phim
chir s, va nhitng phim chirc ning... dé thuc hién viéc soan thao vin ban va nhiing lénh
noi tri va ngoai tri. Phan bén phai caa ban phim 1a nhitng phim sé phuc vu cho viéc

tinh toan.



Phan luyén tap danh 8 ngon tay cua tai liéu chi dé cap dén nhirng ban phim c6 chir
cai phuc vu cho soan thao van ban. Con phim chir s6 bén tay phai caa ban phim khong

dé cap dén.

C6 thé phan chia ban phim thanh 4 ving: Vang phim di liéu, ving phim
chtc nang (F1-F12), ving phim diéu khién, viing phim sé (ving phim bén phai ban

phim chuyén dung dé danh sb).

M@t s6 quy wéc khi Soan thao vin ban
Tu thé ngdi soan thao vin ban

Ngoi ngay ngan, thang lung, hai chan dit dudi nén nha (c6 thé mot chan co, mot
chan dudi dé gii cho co thé & tu thé ngay thang) dau hoi nghiéng sang bén trai, mat Iic
nao ciing theo ddi vao bai tap trong tai liéu. Cha y tam nhin caa hai mat ludn luén song

song véi dong chit trong bai tap.

Ban dé may tinh. Ngin dé ban phim. Ghé ngdi phai duoc bd tri sao cho cé chiéu
cao va khoang cach hop ly.

Vi tri @é tai liéu
Tai liéu dung cho soan thao ludn dé bén trai.

Bén tay phai s dung chudt va dé but, thude va d6 dung ca nhan lién quan.



Cac ngon tay dwoc phan cong phu trach cac phim chir

LEFT HAND

Trong khi dang luyén tap luén ludn phai dé cac ngon tay trén ban phim dugc
phan céng phu trach ban dau goi 1a cac phim khai hanh. Nha san xuat da cha y 1am hai
phim chit F bén tay trai va chit J bén tay phai c6 mot go noi 1én d6 1a cac phim lam

chuan dé roi tir d6 dat cac ngdn tay con lai sang phim bén canh.



Phan 1: KY NANG SU DUNG BAN PHIM
Bai 1: TAP PANH HANG CHU CO SO
ASDDFG HJKL;

Vi tri dit cac ngon tay:

Bén tay trai: Bén tay phai:
Ngon tré fg Ngon tré jh
Ngén gitra d Ngon gitra k
Ngén &p at S Ngoén &p at I
Ngon at: a Ngon at: ;
'Ngon cai: khoang Ngén cai: khoang trang
tring

- Trudc khi tap bai 1 ching ta nén tat ché do danh tiéng viét trén may tinh.

- Tap danh hang chit khai hanh 12 bai tap co ban nhat dé dua cac ngdn tay vao cic
thé danh. Chu ¥ quan sat vao phim chir F va phim chir J c6 go noi 1én dé 1a cac

phim co s& cua bén tay trai va bén tay phai ban phim may tinh.

Cach danh cac phim chir:

Khi tap cac ngon can dé dung vao vi tri quy dinh, mdi ngén phu trach cac ky tu
khéc nhau. Riéng ngon tro chiu trach nhiém nhiéu hon. Con hai ngén céi chi c6 mot
cong viéc chung 1a danh khoang trang (hay con goi 1a phim khoang céch nham lam cho
tir no cach roi tir kia). Co tay phai nang Ién khong ty xudng mat ban, co tay ngang véi
ban phim (song song vai ban phim). Cac ngén tay dé that thoai mai cham nhe 1én céc
phim phu trach khdng ty manh, boi ban phim dién tir rat nhay, néu ty manh trén man
hinh may tinh s& xuét hién nhiéu ky tu mét ltc. Khdng khuynh tay qua rong sao cho cac
ngon tay dé dung gitra cac phim no phu trach 1a duoc.

Nhirng 16i hay mic khi tap hang chir khéi hanh asdfg hjkl;

Thuong khi tap hang phim nay ching ta rat moi boi lan dau tién ching ta bét cac
ngon tay phai danh vao céc thé, khong duoc danh ti do (danh 2 hoic 4 hay 6 ngon tay),
hodc ta danh luén mot mach khdng cho ngén tay dung. Nhiém vu caa ching ta la phai
tap danh thong tha, déu din ngon tay nao vao viéc do, danh xong ngoén nao vé ding

phim ngoén d6 phuy trach rdi moi danh sang phim khéc.



Tuyét d6i khéng bao gio nhin vao ban phim. Kinh nghiém cho biét ltGc méi tap vi

chua thudc nhing vi tri ciia cc ngon tay nén hay nhin vao ban phim dé tim chit.

Nhu vay dé thanh théi quen khong nhin khong déanh duoc, do d6 luc can sira cho
dung rat kho khan.

Khi tap ldc mdi tay thuong hay ty co tay xudng ban, ching ta phai cuong quyét
tranh thoi quen ndy, bai n6 s& anh hudng dén toc do va gay 15i trong khi soan thao.
Vi tri ngon tay danh phim ENTER.

Khi hét mot doan vin ban, ching ta mudn xuéng dong va ching ta dung ngon Gt
bén tay phai danh vao phim Enter. Khi danh ngén t, cac ngén khac trén ban tay phai
can nang lén khoi ban phim chi c6 ngén ut danh xudng phim enter.

THUC HANH
Hwéng dan chi tiét cac ngon tay trai ASDFG
Khi tap danh bén trai asdfg bén tay phai can giit nguyén vi tri ¢ cac ngon tay phu

trach khong nang tay Ién.

Ta danh ky tu a bang ngén Ut bén trai, cac ngon tay trai can roi khoi cac phim
phu trach, chi c6 ngén Gt danh xudng phim chit a sau dé cac ngon kia thu lai vé cac phim

minh phu trach.

Ta danh ky tu s bang ngon &p Gt bén trai, cac ngén Gt, ngon giira, ngon tro roi khoi
ban phim, chi c6 ngdn 4p Ut danh xudng ban phim chir s sau d6 cac ngén kia thu lai vé

dang phim minh ma ngoén phu trach.

Ta déanh ky tu d bang ngén gitra bén trai, cac ngon Gt, ngon ap Gt, ngon tro roi khoi
ban phim, chi cd ngdn giira danh xudng phim ky tu d sau d6 cac ngon thu vé cac phim

ma minh phu trach.

Ta danh ky tu f bang ngén tro bén trai, cac ngon Gt, ngén &p at, ngon gita roi khoi
ban phim, chi c6 ngén tré danh xudng phim ky tu f sau d6 cac ngén thu vé cac phim
minh phu trach.

Ta danh ky tu g bang ngén tro bén trai, cac ngon Ut, ngén ap Gt, ngén gita roi khoi
ban phim, chi c6 ngén tro danh xudng phim ky tu g sau d6 cac ngén thu vé cac phim

minh phu trach.



banh xong ky tu g lGc nay bén tay phai mai nang Ién va chi c6 ngén cai bén tay
phai danh xubng phim céch chit, lGc nay bén tay trai lai gitr nguyén khéng nang

Ién theo.

Bai tap: Panh lai 5 l4n dong chir dwéi day
Asdfg asdfg asdfg asdfg asdfg asdfg asdfg asdfg asdfg asdfg

Huwéng dan chi tiét tap cac ngén tay bén phai ;lkjh
Khi ta tap danh bén phai ;1kjh bén tay trai can giit nguyén cac ngon phu trach khéng

nang tay lén.

Ta danh Ky ru ; bang ngon Gt bén phai, cac ngon tay bén phai can roi khoi cac phim
phu trach, chi c6 ngon Gt danh xudng phim Ky tu ; sau d6 cac ngoén kia thu lai vé céc

phim minh phu trach.

Ta danh ky tu | bang ngon ap Gt bén phai,cac ngdn bén tay phai can roi khoi cac
phim phu trach, chi c6 ngén ap ut danh xudng ban phim chit 1 ,sau d6 cac ngoén kia thu

lai vé& cac phim minh phu trach.

Ta danh ky tu k bang ngon giira bén phai, cac ngon bén tay phai can roi khoi cac
phim phu tréch, chi c6 ngén gitta danh xudng ban phim Ky tu K, sau d6 cac ngén kia thu

lai vé cac phim minh phu tréach.

Ta danh Ky ty j bang ngon tro bén phai, cac ngon bén tay phai can roi khoi cac
phim phu tréch, chi ¢6 ngén tré danh xudng ban phim ky ty j, sau d6 cac ngoén kia thu

lai vé cac phim minh phu tréach.

Ta danh Ky ty h bang tro gitra bén phai, cac ngon bén tay phai can roi khoi céc
phim phu trach, chi c6 ngon tré danh xudng ban phim ky tu h, sau d6 cac ngon kia thu
lai vé cac phim minh phu trach.

Dbanh xong Ky tu h 1dc nay bén tay trai méi nang 1én va chi cé ngén céi bén tay trai
danh xudng phim khoang trang, IGc nay bén tay phai can gitr nguyén khong nang Ién
theo.

Bai tap: Panh 5 1an dong chir duéi day:
‘Ikjh :Ikjh :1kjh :1kjh ;Ikjh :Ikjh :1kjh ;Ikjh :Ikjh :Ikjh



Hwéng dan chi tiét tap ghép hai tay asdfg ;lkjh

Day la bai tap luyén danh cho ca hai tay mdi bén danh mot 1an, can tap theo ding
su huéng dan, khong nén danh mot 180 rdi méi vé vi tri khai hanh ma nhét thiét cir danh
xong mot ky t 12 thu ngon tay vé& hang phim minh phu trach, danh xong hang chit bén
tréi, ta cach chir bang ngon tay bén phai. Sau d6 danh sang hang chir bén phai, ta lai

cach chir biang ngén céi bén tay trai.
1. Baitap: danh lai 5 dong chir dwoi day :
Asdfg ;lIkjh asdfg ;lkjh asdfg ;lIkjh asdfg ;lkjh asdfg ;lkjh
2. Hwéng din chi tiét tap két hop cac ngon tay caa hai ban tay.

Day 1a bai tap luyén cac ngon tay cua hai ban tay, mdi top chit danh nhiéu dong,
khi ddnh can phai giit dugc nhip cua toc do danh (khong danh lic nhanh lac cham, phim
nao nhé danh nhanh, phim nao khéng nhé danh cham, danh nhu vay trong chuyén mén

goi la danh kiéu nhét ging khéng tot).

Can luu y top chit dugc tap, két thlic bang cai danh bén phai, ta cach chir bén tay
trai va nguoc lai, két thic top chir bang cach danh bén trai, ta cach chit bén phai.

Vi dy: Panh tép chir a;sld chir d két thic bang cach danh bén tay trai, ta cach chir
bang ngon cai bén tay phai.

Panh t6p chit fjghl chit | dugc két thic bang cach danh bén phai, ta cach chir bang
ngén céi bén tay trai. O bai tap 4 c6 25 dong tép chit, mdi dong danh 2 lan.
M3t ludn nhin vao tai liéu dé tap muc dich tao ra phan xa cé diéu kién dé mat doc
va tay danh.

3. Bai tap: Panh 2 1an mdi dong chir dwéi day

-asld :asld :asld ;asld :asld :asld :asld ;asld :asld :asld ;asld ;asld :asld



Phan 1: KY NANG SU DUNG BAN PHIM
BAI 2 TAP PANH HANG CHU TREN

QWERT YUIOP
LY THUYET
Vi tri cac ngon tay phu trach hang chir khéi hanh QWERT YUIOP
Bén tay trai: Bén tay phai:
Ngon cai: : Spacebar Ngon cai: : Spacebar
Ngon tro rt Ngon tro “yu
Ngén gitra L e Ngén gita s
Ngén ap ut W Ngén ap at 0
Ngoén ut ' q Ngon ut p

Cach danh cac phim

Khi tap danh hang chir ndy, chling ta van dé tay ¢ hang chit khoi hanh, danh xong
chit nao & hang trén, phai thu vé hang chir khai hanh. Khi ddnh cac phim ¢ hang trén
nhac ca ban tay 1én, danh phim chir cua ngén nao phu trach, chi ngén d6 danh xudng,
sau d6 1ap tirc thu tay vé hang chix khoi hanh. ¢ hang trén nay, ngon tro ciing chiu trach
nhiém gip doi, con hai ngén ngoén tay cai van chi c6 mot viéc chung 1a danh
xuéng phim céch chix. C tay nang ngang vai ban phim, khdng ty xuong mat ban. Cac
ngoén tay dé that thoai méi cham nhe 18n céc phim chit, chi khi nao danh méi cing tay,
sau d6 chun lai 1am sao cho lyc tiép xuc vai ban phim vira phai khéng manh qua va
khong nhe qua.

Nhirng 16i hay mic khi tap hang chir QWERT YUIOP

Thuong khi tap hang phim nay ching ta thuong khong thu tay vé hang phim khoi
hanh ma danh luén mot mach nhu vay la sai, nhiém vu cta ching ta la phai tap danh
thong tha, déu din, ngén nao danh dang vao phim chit ngdén d6 phu trach, mdi lan danh
xong mot phim chit phai thu tay vé hang phim khai hanh rdi danh sang phim chir khac
Mot diém hay mic nira 1a vira danh vira gat dau theo nhip (day 1a nhiing 15i tu nhién

can luu y dé sira ngay).

Tuyét d6i khdng bao gio nhin vao ban phim. Kinh nghiém cho biét lGc méi tap vi

chua thudc nhiing vi tri cua céc ngén tay nén hay nhin vao ban phim dé tim chi.



Nhu vay dé thanh thdi quen khéng nhin khéng danh duoc, do dé lic can sira cho dung
rat kho khan.

Khi tap ldc moi thuong hay ty c6 tay xudng ban, chiing ta phai cuong quyét tranh
th6i quen nay, bai nd s& anh hudng dén tde do va gay 15i trong khi soan thao.
THU'C HANH
Hwéng dan chi tiét tap cac ngon bén tay trai QWERT

Khi tap danh bén trai qwert bén tay phai can git nguyén & vi tri cac ngon phu trach

khong nang tay Ién.

Ta danh chit g bang ngdn Ut bén trai, cac ngon bén tay trai can roi khoi cac phim
phu trach, chi co ngon ut danh xudng phim chir q sau d6 cac ngon lai thu vé cac phim

minh phu trach.

Ta danh chir w bang ngdn nhan bén trai, cac ngon Gt, ngén gitta, ngon tro, roi khoi
ban phim, chi c6 ngén nhan danh xudng phim chit w sau d6 cac ngon lai thu vé cac phim

minh phu trach.

Ta danh chit e bang ngoén giita bén trai, cac ngén Gt, ngén nhan, ngén tro roi khoi
ban phim, chi ¢6 ngon giita danh xuéng phim chir e sau d6 cac ngén lai thu vé céac

phim minh phu trach.

Ta danh chir r bang ngon tré bén trai, cac ngon Gt, ngén nhan, ngon giita roi khoi
ban phim, chi c6 ngén tré danh xudng phim chit r sau d6 cac ngon lai thu vé cac phim
minh phu trach.

Ta danh chi t bang ngon tro bén trai, cac ngdn Gt, ngén nhan, ngon giia roi khoi
ban phim,chi cd ngén tro danh xudng phim chir t sau d6 cac ngén lai thu vé cac phim
minh phu trach.

Danh xong chir t [uc nay bén tay phai mai nang I1én va chi ¢ ngon cai bén tay phai
danh xudng phim cach chit, ltc nay bén tay tréi lai phai giit nguyén khdng nang Ién theo.

Cha y: Ban phim rat nhay nén khi dénh, ta can phai danh dit khoat va nhac ngon
tay lén ngay, néu khéng chit d6 s& xuat hién 1én trén man hinh lién tiép.
2. Bai tap: Panh lai 5 lan dong chir duéi day

gwert qwert qwert gwert qwert qwert qwert gwert qwert qwert



3. Huong dan chi tiét tap cac ngdn bén tay phai poiuy

Khi ta tip danh bén tay phai poiuy bén tay trai can giit nguyén & vi tri cac ngon

phu trdch khéng nang tay Ién.

Ta danh phim p bang ngdn Gt bén phai, cdc ngdn bén tay phai can roi khoi cac
phim phu trach, chi c6 ngén t danh xubng phim p, sau d6 ciac ngoén lai thu vé cac

phim minh phu trach.

Ta danh ddu o bang ngén ap Gt bén phai, cac ngon bén tay phai can roi khoi cac
phim phu trach, chi co6 ngén ap Gt danh xuéng phim o, sau d6 cac ngoén lai thu vé céc
phim minh phu trach.

Ta danh dau i bang ngdn giira bén phai, cac ngén bén tay phai can roi khoi cac
phim phu trach, chi c6 ngén giita danh xudng phim i, sau d6 cac ngoén lai thu vé céc

phim minh phu trach.

Ta danh dau u bang ngon tré bén phai, cac ngdn bén tay phai can roi khoi cac phim
phu trach, chi c6 ngon tro phai danh xudng phim u, sau d6 cac ngén lai thu vé céc phim
minh phu trach.

Ta danh dau y bang ngon tré bén phai, cac ngdn bén tay phai can roi khoi cac phim
phu trach, chi c6 ngon tro phai danh xudng phim y, sau d6 cac ngén lai thu vé céc phim
minh phu trach.

banh xong chir y 1Gc nay bén tay trdi mai nang Ién va chi c6 ngon cai bén tay trai
danh xudng phim cach chit, ldc nay bén tay phai can giir nguyén khdng nang 1én theo.

Chu y: Ban phim rat nhay nén khi danh, ta can phai danh dat khoat va nhac ngon
tay 1én ngay, néu khdng chix d6 s& xuat hién Ién trén man hinh lién tiép.

4. Bai tap: Panh lai 5 lan dong chir dudi day:

poiuy poiuy poiuy poiuy poiuy poiuy poiuy poiuy poiuy poiuy
5. Huéng dan chi tiét tap ghép tur

Bai nay bat dau ghép céac tir don nhung chua co dau tiéng Viét, diém dan leu y &
bai nay, khi tir d6 két thiic bang ky tu danh bén phai ta cach chit bén trai va nguoc lai.

Tir duoc két thic bang ky tu danh bén tay trai ta cach chir bén phai.



Vi du: Tir qua két thiic bang phim chir a bén tay trai, ta s& cach chit bang ngén tay
cai cua tay phai. Tir oai két thic bang chix i bén tay phai, ta s& cach chit bang ngén cai
bén tay trai. Khi tap bai tap nay, mét doc tir trai sang phai, hét dong dung ngoén ut danh

vao phim Enter dé xudng dong.

Bai tap c6 thém phim d4u phay trén ' canh phim dau cham phay ; (d4u phay trén ta
danh bang ngon Gt bén tay phai).

6. Bai tap: Panh lai 2 1an dong chir dudi day:
. Qua qua qua qua qua qua gqua qua qua qua
. Wit wit wit wit wit wit wit wit wit wit wit wit wit wit wit
. €0 €0 €0 €0 €0 €0 €0 €0 €0 €0 €0 €0 €0 €0 €0 €0 €0 €0 €0
. fua rua rua rua rua rua rua rua rua rua rua rua rua rua rua
. thi thi thi thi thi thi thi thi thi thi thi thi thi thi thi thi thi thi
. Yeu yeu yeu yeu yeu yeu yeu yeu yeu yeu yeu yeu yeu yeu
.letietietiet iet iet iet iet iet iet iet iet iet iet iet iet iet iet iet
. 0al oai oai oai oai oai oai oai 0ai Oai oai oai oai oai oai oai oai
. pho pho pho pho pho pho pho pho pho pho pho pho pho pho
.au au au au au au au au au au au au au au au au au au au au au au
. Sut sut sut sut sut sut sut sut sut sut sut sut sut sut sut sut sut sut sut
. dio dio dio dio dio dio dio dio dio dio dio dio dio dio dio dio dio dio
. fia fia fia fia fia fia fia fia fia fia fia fia fia fia fia fia fia fia fia fia fia
- gay gay gay gay gay gay gay gay gay gay gay gay gay gay gay gay gay
. hoe hoe hoe hoe hoe hoe hoe hoe hoe hoe hoe hoe hoe hoe hoe hoe hoe
. Jao jao jao jao jao jao jao jao jao jao jao jao jao jao jao jao jao jao jao jao
. kha kha kha kha kha kha kha kha kha kha kha kha kha kha kha kha kha kha
. lao lao lao lao lao lao lao lao lao lao lao lao lao lao lao lao lao lao lao lao

Ctrut'ru t'ru t'ru t'ru t'ru t'ru t'ru t'ru t'ru t'ru t'ru t'ru t'ru tru t'ru t'ru t'ru t'ru



. h'lao h'lao h'lao h'lao h'lao h'lao h'lao h'lao h'lao h'lao h'lao h'lao h'lao h'lao
. quay quay quay quay quay quay quay quay quay quay quay quay quay quay
. loai loai loai loai loai loai loai loai loai loai loai loai loai loai loai loai loai loai
. gioi gioi gioi gioi gioi gioi gioi gioi gioi gioi gioi gioi gioi gioi gioi gioi gioi
. k'lia K'lia k'lia k'lia k'lia k'lia k'lia k'lia k'lia k'lia K'lia K'lia k'lia k'lia k'lia k'lia
. hoai hoai hoai hoai hoai hoai hoai hoai hoai hoai hoai hoai hoai hoai hoai hoali
. diet diet diet diet diet diet diet diet diet diet diet diet diet diet diet diet diet
. luoi luoi luoi luoi luoi luoi luoi luoi luoi luoi luoi luoi luoi luoi luoi luoi
7. Huéng dan chi tiét tap ghép nhiing cau ngan.

Sau khi dd danh cac tir don, chling ta bat d¢au ghép nhirng cau don gian. Mat luén
ludn nhin vao gido trinh, doc dén Ky ty nao, danh ky ty d6. Boi ta dang can luyén phan
Xa co diéu kién giita mat nhin doc va tay danh. Khong nén doc ca cau réi méi danh, nhu
vay la nhd ma danh, vi néu nhd ma danh gip mot cau dai rat dé bi bo chi,
bo dong.

Khi danh xong mot cu, ta ding ngon tay Ut bén phai danh vao phim Enter dé

xuéng dong.
8. Bai tap: Panh lai 3 1an cdu vin dudi day (khong cé diu tiéng Viét).
toi quay to gioi
toi da du hoi thi tho gioi
ta phai diet t ru het loai sau keo hay pha hoai lua
se rat kho gioi khi luoi tap
sau qua quat quat o kia to qua
thay tro deu thi dua day tot tap tot de dat hieu qua tot
thu hoa hue kia dep qua
Tiéng Viét du dau cua cac cau trén nhu sau:
t0i quay to gioi

to1 da dy hoi thi thg gioi



ta phai diét trir hét loai sau keo hay pha hoai lGa

s& rét khé gioi khi ludi tap

s&u qua quat ¢ kia to qua

thay trd déu thi dua day tét tap tot dé dat hiéu qua tot.
Chay:

Khi tap néu danh sai khon nén x6a ngay, vi x6a ngay s& khong tim ra duoc 16
hay danh sai & vi tri nao dé rut kinh nghiém stra chira. Néu c6 str dung phim xda, ding

ngon Gt cua ban tay phai dé danh xuéng phim xéa (Backspace).

Khi danh ngén ut xuéng phim Enter, ca ban tay phai nang Ién, chi ngon ut danh

xudng phim Enter.

Can luyu y diém tiép xuc cua ngon tay xudng phim. Pau ngon tay khong xudng
phim thang dtng ma hoi nghiéng.

9. Kiém tra.

Ty danh lai cac cau van trén nhung khéng nhin vao ban phim, khéng nhin 1én
man hinh. Sau khi dd danh xong tu cham 13i, mdi I8i trir di 1 diém. Cong viéc caa ban
la phat hién ra nhiing sai s6t va nhitng 15i ¢ mac phai dé tu sta chira.

Vi du: Ban hay sai khi danh phim chit r va t boi ngon tro trdi quan ly phim, danh
chir ra phai khac véi danh chir t. Nén khi dua ngdn tay 1én danh chir t nhich sang bén
phai mot it, néu khdng sé bi dinh lién hai chir,

Phan kiém tra nay ta c6 thé tat man hinh dé danh mot cau hay hai trong bai tap,

sau d6 bat man hinh 1én dé tinh 15i.



Phan 1: KY NANG SU DUNG BAN PHIM
Bai 3 TAP PANH HANG CHU DUOI

ZXCVB NM,./
LY THUYET
Vi tri cac ngon tay phu trach hang chir ZXCVB NM,./
Bén tay tréi: Bén tay phai:
Ngon cai : Spacebar | Ngon céi . Spacebar
Ngon tro 'vb Ngon tro ‘nm
Ngén gitra :C Ngon gitra .
Ngén ap ut ;X Ngoén ap ut
Ngoén ut 1 Z Ngoén ut 2/

Cach danh cac phim:

Khi tap danh hang chir ndy, chling ta van dé tay ¢ hang chit khoi hanh, danh xong
chit nao ¢ hang dudi, phai thu vé hang chit khai hanh. Khi danh cac phim & hang trén
nhac ca ban tay 1én, danh phim chir cua ngén nao phu trach, chi ngén d6 danh xudng,
sau d6 1ap tc thu tay vé hang chix khai hanh. & hang duéi nay, ngon tro ciing chiu trach
nhiém gip doi, con hai ngén ngoén tay cai van chi c6 mot viéc chung 1a danh
xuéng phim cach chit. Co tay nang ngang véi ban phim, khéng ty xudng mat ban.
Céc ngon tay dé that thoai mai cham nhe 1&n cac phim chix, chi khi nao ddnh méi cing
tay, sau d6 chun lai 1am sao cho luc tiép xtic véi ban phim vira phai khéng manh qua va

khong nhe qua.
Nhirng 16i hay mic khi tap hang chir ZXCVB NM,./

Bai nay luyén danh hang phim chit cubi cling khé hon hang trén rat nhiéu, boi cac
phim chit & hang phim nay bi che khi danh hay nhac 1én dé tim chit, ngn cai cup vao
long ban tay trong rat xau va ciing hay danh truot sang cac phim Khéc.
Thuong khi tap hang phim nay ching ta thuong khéng thu tay vé hang phim khoi
hanh ma danh luén mot mach nhu vay la sai, nhiém vu cta ching ta la phai tap danh
thong tha, déu dan, ngon nao danh dang vao phim chit ngén d6 phu trach, mdi lan
danh xong mot phim chix phai thu tay vé hang phim khai hanh rdi danh sang phim chi
khéc. Tuyét d6i khdng bao gio nhin vao ban phim. Kinh nghiém cho biét lic mai tap vi

chua thudc nhirng vi tri cua cac ngén tay nén hay nhin vao ban phim dé tim chit. Nhu



vay dé thanh thoi quen khong nhin khéng danh dugc, do d6 lic can sira cho ding rat
kho khan. Khi tap lGc moi thuong hay ty cb tay xudng ban, ching ta phai cuong quyét
tranh thoi quen nay, boi nd s& anh huong dén toc do va gay 13i trong khi soan thao.

Cach danh nhirng diu ngit cau.

Trong ngén ngir tiéng Viét caa ching ta c6 cac dau cham cau va ngét cau nhu , . ;

: /2 ! cach danh nhitng dau nay nhu sau:

Nhitng dau , (phdy), dau . (chdm) d4u / (gach chéo), danh ludn rdi méi cach

chir (céch chit dang sau)

Nhitng dau ; ! 2 : céch chit roi méi danh, sau d6 lai cach chir roi danh tiép
(danh 1 cach chir trude va mot cach chir sau)
Vi du:

+ HOm qua, em hat rat hay.

+ Ong toi d4 gia lam. T6c 6ng bac pho.

+ Céc thanh phd 16n : Ha Noi ; Hai Phong.
+ Oi | Chti ga oi ! Ta yéu cha lam.

+ Hoa giup me lam gi ?
THU'C HANH

Huwdéng dan chi tiét tap cac ngon bén tay trai zxcvb
Khi tap danh bén trai zxcvb bén tay phai can gitr nguyén ¢ vi tri cac ngon phu trach

khéng nang tay Ién.

Ta danh chir z bang ngon Gt bén trai, cac ngon bén tay trai can roi khoi cac phim
phu trach, chi c6 ngén ut danh xudng phim chir z sau d6 cac ngon lai thu vé cac phim
minh phu trach. Ta danh chit x bang ngon nhan bén trai, cac ngon Ut, ngén giira, ngon
tro, roi khoi ban phim, chi c6 ngén nhan danh xudng phim chir x sau d6 cac ngoén lai thu
vé cac phim minh phu trach.Ta danh chit ¢ bang ngdn giira bén trai, cac ngon Gt, ngon
nhan, ngoén tro roi khoi ban phim, chi ¢6 ngén giira danh xudng phim chit ¢ sau dé cac
ngon lai thu vé cac phim minh phu trach.Ta danh chir v bang ngdn tré bén trai, cac ngon
Ut, ngén nhan, ngon gitra roi khoi ban phim, chi cé ngén tré danh xudng phim chi v sau

d6 cac ngonlai thu vé cac phim minh phu trach. Ta danh chir b bang ngon tro bén trai,



cac ngon Ut, ngdn nhan, ngon gitta roi khoi ban phim,chi c6 ngén tré danh xudng phim

chit b sau d6 cac ngon lai thu vé cac phim minh phu trach.

banh xong chir b 1uc nay bén tay phai mai ndng 1én va chi c6 ngdn cai bén tay
phai danh xudng phim cach chi, ltc nay bén tay trai lai phai gitt nguyén khong nang Ién
theo.

Cha y: Ban phim rat nhay nén khi danh, ta can phai danh dat khoét va nhic ngén
tay 1én ngay, néu khong chit do6 s& xuat hién I&n trén man hinh lién tiép.

2. Bai tap: Panh lai 5 lan dong chir dudi day

ZXcvb zxcvb zxcvb zxcvb  zxcvb  zxcvb  zxcvb  zxcvb  zxcvb  zxcvb

3. Hudng dan chi tiét tap cac ngon bén tay phai nm,./

Khi ta tap danh bén tay phai nm,./ bén tay trai can gitr nguyén & vi tri cac ngon phu

trach khdng nang tay Ién.

Ta d4nh dau / bang ng6n Gt bén phai, cac ngon bén tay phai can roi khoi cac phim
phu trach, chi c6 ngén t danh xudng dau /, sau d6 cac ngon lai thu vé cac phim minh

phu trach.

Ta danh dau . bang ngon ap Gt bén phai, cac ngdn bén tay phai can roi khoi cac
phim phu trach, chi ¢6 ngdn ap Gt danh xudng phim ., sau d6 cac ngén lai thu vé céc

phim minh phu trach.

Ta danh diu , bang ngon giira bén phai, cac ngén bén tay phai can roi khoi cac
phim phu trach, chi c6 ngén giita danh xudng phim ,, sau dé cac ngoén lai thu vé céc

phim minh phu trach.

Ta danh phim m bang ngdn tro bén phai, cac ngon bén tay phai can roi khoi cac
phim phu trach, chi c6 ngon tré phai danh xudng phim m, sau d6 cac ngén lai thu vé
cac phim minh phuy tréach.

Ta danh phim n bang ngon tro bén phai, cac ngon bén tay phai can roi khoi céc
phim phu trach, chi c6 ngén tré phai danh xudng phim n, sau d6 cac ngén lai thu vé
cac phim minh phu trach.

Panh xong chir n lUc nay bén tay trai mai nang l1én va chi c6 ngon cai bén tay tréi

danh xudng phim cach chit, ldc nay bén tay phai can giir nguyén khdng nang 1én theo.



Cha y: Ban phim rat nhay nén khi dénh, ta can phai danh dat khoét va nhac ngén

tay 18n ngay, néu khdng chit d6 s& xuat hién I&n trén man hinh lién tiép.
4. Bai tap: Panh lai 5 lan dong chir dudi day:

nm,./ nm,./ nm,./ nm,./ nm,./ nm,./ nm,./ nm,./ nm,./ nm,./ nm,./ nm,./ nm,./
1. Huéng dan chi tiét tap ghép tir ¢6 cac dau ngat cau:

Bai tip nay cd thém céac dau ngat cau va dau chdm cau & dang sau mdi tit. Céach

danh cac dau nhu sau:

2. Nhitng dau , dau . ddu / danh ludn réi méi cach chir (cach chir ding sau) con dau

; ta danh mét cach chir trueéc va mot cach chir sau:

Vi du: xuan , xuan . xuan / (danh sai) xuan, xuan. xuan/ (danh dang) chung; chung;
(danh sai) chung ; chung ; (danh dung) xuan, xuan, (két thdc tir 13 dau , bén tay phai ta
cach chir bang ngon cai bén trai). chung ; chung ; (dau ; két thic bén tay phai ta cach
chit bang ngon cai bén tréi).

3. Bai tap: Panh lai 2 1an dong chir dwéi day:

- zig, zig, zig, zig, zig, zig, zig, zig, zig, zig, zig, zig, zig, zig,

- zythum. zythum. zythum. zythum. zythum. zythum. zythum. zythum.

- Xuan ; Xuan ; Xuan ; Xuan ; Xuan ; Xuan ; Xuan ; Xxuan ; Xuan ; xuan ;

- XUng Xung Xung Xung Xung Xung Xung Xung Xung xung xung xung

- chim, chim, chim, chim, chim, chim, chim, chim, chim, chim, chim,

- cung, cung, cung, cung, cung, cung, cung, cung, cung, cung, cung,

- vanh ; vanh ; vanh ; vanh ; vanh ; vanh ; vanh ; vanh ; vanh ; vanh ;

- VuoNng vuong vuong vuong vuong vuong vuong vuong vuong vuong

- buoc/ buoc/ buoc/ buoc/ buoc/ buoc/ buoc/ buoc/ buoc/ buoc/ buoc/ buoc/

- biet biet biet biet biet biet biet biet biet biet biet biet biet biet biet biet biet

- ngan, ngan, ngan, ngan, ngan, ngan, ngan, ngan, ngan, ngan, ngan, ngan,

- NUOC. NUOC. NUOC. NUOC. NUOC. NUOC. NUOC. NUOC. NUOC. NUOC. NUOC.

- muoi muoi muoi muoi muoi muoi muoi muoi muoi muoi muoi muoi

- my, my, my, my, my, my, my, my, my, my, my, my, my, my, my,

- binh binh binh binh binh binh binh binh binh binh binh binh binh

- manh ; manh ; manh ; manh ; manh ; manh ; manh ; manh ; manh ;



- Nguoi nguoi nguoi Nguoi hguoi NQuoi nguoi nguoi nguoi nguoi nguoi
- chung. chung. chung. chung. chung. chung. chung. chung. chung. chung.
- khuyen khuyen khuyen khuyen khuyen khuyen khuyen khuyen khuyen

- chieu ; chieu ; chieu ; chieu ; chieu ; chieu ; chieu ; chieu ; chieu ; chieu ;

Cha y: Trong bai tap nay, sau dau cham cau khong danh chit hoa vi chua hoc cach

danh chir hoa.



Phan 1: KY NANG SU DUNG BAN PHIM
Bai 4 TAP PANH CAC CHU PAC BIET VA CAC DAU THANH
TRONG TIENG VIET

LY THUYET

Nguyén tic ghép du nhing ky tu dic bigt 4-4-6-6-u-0-d
KY tur Cach danh
X aw (hai chit danh lién tiép)
A aa (hai chir danh lién tiép)
U W
5 ow (hai chit danh lién tiép)
o 00 (hai chir danh lién tiép)
e ee (hai chir danh lién tiép)
b dd (hai chir danh lién tiép)

2. Nguyén tic danh dau thanh sic () huyén( *) héi (2 ) nga (~) niang ( .)
trong tiéng Viét.

Déau sic () s (danh sau cung cua chir)
Dau huyén () f (danh sau cung cua chir)
Dau hoi (?) r (danh sau cung cua chi)
Dau nga ( ~) X (danh sau cung cua chir)
Dau nang (.) j (danh sau cung cua chir)
X6a bo dau Z

Céch danh cac du thanh: Khi danh cac ddu thanh ta danh sau cung nhu khi ching

ta viét tay.



Vid soan thao vin ban ta s& danh (ddanhs mays) chat
i du:
lrong ta s€ danh (chaats Iwowngj)

Ciing c6 thé bo dau ngay sau nguyén am, nhung danh nhu vay hay bi sot 15i. soan

thao van ban (ddasnh masy) — khong nén danh nhu vay.

1.  Céch ghép cac ky tu lién ké.

Phan ghép dau tiéng Viét, ching ta bat dau b6t dan cac thao tac tré vé hang chir
khoi hanh (vi du tir tré truéc ta phai tap danh chir t vé hang khoi hanh réi danh tiép r
sau do6 trg vé hang khai hanh roi méi danh tiép e nhung sang dén bai tap nay, ching ta
bot dan cac thao tac tro vé hang chit khoi hanh danh luén t r e r sau d6 méi vé hang
chir khoi hanh). Khi tap bai nay rat hay bi diu chit, boi di bst dan céc thao tac vé hang
chit khoi hanh, nén khi danh xubng cac phim lién ké can rd rang va du nhip.
4. Céch stra 16i khi d4nh sai.

Trong khi danh chung ta khong thé nao tranh duoc sai s6t. Van dé la cach stra nhu
thé ndo cho hop ly. Tét nhat 1a khi phat hién ra chd sai can stra ngay sé thuat lgi hon va
cho hop ly. Tét nhét 12 khi phat hién ra chd sai can sira ngay sé thuan lgi hon boi khong
phai mét nhiéu thao tac dé dua con nhay vao vi tri can sira. Con phat hién ra sai vé du
giong ngay luc d6 ta danh diu giong khac dé 1én 1a duoc (vi du: ta can danh
chit nha nhung lai danh dau giong khac ta lap tic danh dé dau huyén (phim f) ngay
sau khi ta danh nham dau sic (phim s). Truong hop danh thira dau, vi du: can danh
chit da, nhung lai danh thanh da, ta danh ngay phim z dau ngd d6 sé& mat.
Nhat thiét khi dung phim xo6a (Back space) ta danh bang ngén Gt bén tay phai.
Il. THUC HANH
1.  Hwéng din chi tiét tap cac bai tap ghép du theo kiéu TELEX

Bai tap nay chlng ta bat dau tap ghép dau tiéng Viét véi nhitng tir kép va cé dau
cham cau. Khi tap leu y luat cach dau chim cau d3 néi & trén. Nha bat ché do danh tiéng
Viét truge khi tap phan thuc hanh.

2. Baitap: Panh lai 2 1an dong chir duéi day

ning sém, ning sém, niang som, nang sém, nang sém, niang sS6m,
si dién ; si dién ; si dién ; si dién ; si dién ; si dién ; si dién ; si dién ;
dan quan. dan quan. dan quan. dan quan. dan quan. dan quan. dan quan.

Famille Famille Famille Famille Famille Famille Famille Famille Famille



gia gao gid gao gid gao gid gao gid gao gid gao gid gao gid gao gia gao
hoang hdon hoang hon hoang hén hoang hén hoang hén hoang hdn hoang hon
japan japan japan japan japan japan japan japan japan japan japan japan
khiém tén, khiém ton, khiém tén, khiém tén, khiém ton, khiém tén, khiém tén,
lang quén ldng quén lang quén ldng quén lang quén lang quén lang quén
qua quyt qua quyt qua quyt qua quyt qua quyt qua quyt qua quyt qua quyt
udc vong, udc vong, udc vong, udC vong, udC vong, udC vong, udC vong,
eo bién eo bién eo bién eo bién eo bién eo bién eo bién eo bién eo bién
reo mung ; reo mung ; reo mung ; reo mung ; reo mung ; reo mung ;
tranh tha tranh thu tranh tha tranh tha tranh thu tranh tha tranh thu

3. Huéng dan ghép ciu vin ngan.

Chung ta chua hoc cach danh chit Hoa nén dau cau van danh chir thuong. Day 1a
bai tap nhin dé danh. Mat doc vao Tir ndo danh dén Tir d6, chung ta khong nén nhé ma
danh, xudng dong theo bai tap, ding ngén Gt tay phai danh vao phim Enter dé xudng

dong.

Khi tap bai nay nghiém cam nhin vao ban phim, néu khi danh con hay bj I, phai

tu nghién ctru xem hay bi nham do dau dé stra chira nhitng chd sai do.

4. Bai tap: Panh lai 2 1an dong chir duéi day: (Vi chua hoc danh chir Hoa nén dau cau

van danh chir thuong).
khéng cé viéc gi kho,
chi so long khong bén
dao nai va lap bién,
quyét chi at lam nén.
nhiéu diéu phu ldy gia guong,
nguoi trong mot nudc phai thuong nhau cung.
bau oi thuwong lay bi cling,

tuy rang khac giéng nhung chung mét gian.



khon ngoan d6i dap ngudi ngoai,
ga cung mot me ché hoai da nhau.
mot cay lam chung nén non,

ba cay chum lai nén hon nui cao.
anh di bo doi sao trén ma

mai méi la sao sang dan duong,
em sé 1a hoa trén dinh nai

bén mua thom mai canh hoa thom.
qua dai mua xuan tdi ngam em
man mua nhoa nhirng nét than quen
tinh yéu méi no sao ma dep.

mot thodng nhin nhau, mua ciing ghen.



Phan 1: KY NANG SU DUNG BAN PHIM
BAI 5 TAP PANH HANG PHIM SO 1234567890- =

LY THUYET
Vi tri cac ngon tay & hang phim chir s6 1234567890- =
Bén tay trai Bén tay phai
Ngon Gt s6 01 Ngon Gt du :0-=
Ngén ap Ut s6 :2 Ngon ap 0t s6 :9
Ngon giira s6 '3 Ngon giira s6 '8
Ngon tro sd 4,5 Ngon tré sé 6,7

Cach danh cac phim chir
Bai tap nay tap rat kho, bai vi tri cac phim sé cach xa hang phim khoi hanh nén
khi tap ta can vai ngon tay 1én phim phu trach, sau d6 ta dua ca ban tay 1én dé danh thi

khéng bao gio ta bi danh truot sang cac phim khéc.

Ta danh phim sé 1 bang ngoén t bén tay trai. Khi danh phim sb ndy, ca ban tay tréi
nang 1én, sau d6 ngoén ut danh xudng phim sé 1 danh xong 1ap tuc ta thu cac ngon tay

vé hang phim chit khai hanh,

Ta danh phim s6 2 bang ngon &p 1t bén tay trai. Khi danh phim s nay, ca ban tay
tréi nang 1én, sau d6 ngdn &p ut danh xudng phim sé 2 danh xong 14p tuc ta thu céc ngon

tay vé hang phim chir khai hanh,

Ta danh phim sé 3 bang ngon gitta bén tay trai. Khi danh phim sé nay, ca ban tay
trai ning 1én, sau d6 ngén giira danh xudng phim sb 3 danh sxong 1ap tac thu cac ngon

tay vé hang phim chix khai hanh.

Ta danh phim sé 4 bang ngon tro bén tay trai. Khi danh phim sé ndy, ca ban tay
trai nang 1én, sau d6 ngon tro danh xudng phim sé 4 danh xong lap tic thu cac ngon tay
vé hang phim chir khai hanh.

Ta danh phim sd 5 bang ngon tro bén tay trai. Khi danh phim sé nay, ca ban tay
tréi nang 1én, sau d6 ngon tro danh xudng phim sé 5 danh xong 1ap tirc thu cac ngon tay

vé hang phim chir khai hanh.



Ta danh phim s6 6 bang ngon tro bén tay phai. Khi danh phim sé nay, ca ban tay
trai nang 1én, sau d6 ngén tré danh sudng phim sb 6 danh xong 14p tic thu cac ngon tay

vé hang phim chir khoi hanh.

Ta danh phim s6 7 bang ngén tré bén tay phai. Khi danh phim sb nay, ca ban tay
phai nang 18n, sau d6 ngon tré danh xudng phim sé 7 danh xong 1ap tic thu cac ngén

tay vé hang phim chir khai hanh.

Ta danh phim s6 8 bang ngon giira bén tay phai. Khi danh phim sé nay, ca ban tay
phai nang lén, sau d6 ngon gitra danh xudng phim sé 8 danh xong 1ap tirc thu cac ngon

tay vé hang phim chir khai hanh.

Ta danh phim sé 9 biang ngén ap Ut bén tay phai. Khi danh phim sb nay, ca ban tay
phai nang 1én, sau d6 ngon &p Ut danh xudng phim s6 9 danh xong 1ap tac thu cac ngon

tay vé hang phim chix khéi hanh.

Ta danh phim s6 0 bang ngdn Ut bén tay phai. Khi danh phim sé nay, ca ban tay
phai ning 18n, sau d6 ngdn Ut danh xudng phim sé 0 danh xong 14p tic thu cac ngén tay

vé hang phim chir khai hanh.

Ta danh phim dau gach néi - bang ngon Gt bén tay phai. Khi danh phim dau gach
ndi nay, ca ban tay phai nang 1én, sau d6 ngén ut danh xudng phim gach ndi — d¢anh xong

lap trc thu cac ngon tay vé hang chir khai hanh.

Ta danh phim dau bang = bang ngénn Ut bén tay phai. Khi danh phim dau bang,
ca ban tay phai nang lén, sau d6, ngén ut danh xudéng phim dau bang = danh xong 1ap
tirc thu cac ngén tay vé hang chix khoi hanh.

Nhirng 16i hay méic khi tap danh hang phim chir sb.

Hang phim chit s6 cach xa hang phim chit khéi hanh, nén khi ta vai cac ngon tay
1én danh rat dé bi truot phim ngén phu trach, sau d6 ¢ nhin vao ban phim dé tim chi,
dan dan tré thanh thoi quen kho sira.

THUC HANH.
Huwéng dan chi tiét tAp danh cac chir so.

Bai tap nay tap rat kho, bai vi tri cac phim s cach xa phim khoi hanh. Khi tap, ta
can véi ngoén tay lén phim phu trach, sau d6 ta dwa ca ban tay 1én dé danh, nhu vay

khong bao gio bi danh truot sang cac phim khac.



Bai tap: Panh lai 2 1an dong chir s6 duéi day

1234567890- = 1234567890- = 1234567890- = 1234567890~ =
1234567890- = 1234567890- = 1234567890- = 1234567890- =

Cach danh cac so lién ke.

Tap danh cac sé ¢ nhiéu chir s6 dé luyén cac ngon tay. Khi tap bai nay, can tap
kién tri khéng nén bo qua 1 bai nao. Khi gip cac phim sé lién nhau, ta c6 thé danh

ludn sau d6 mai thu tay vé han phim chix khoi hanh.

Vi du: 278 phim s6 7 va phim sé 8 lién nhau déu do ngon tré bén tay phai phu
trach, ta c6 thé danh luon hai phim lién roi thu tay vé hang phim khai hanh.
126 phim s6 1 va 2 do ngén Gt bén trai phu trach, phim sé 6 do ngon tré bén trai
phu trach, nén khi danh ludn 126 réi méi thu tay vé hang phim khai hanh.
Bai tap danh sd, chung ta phéat trién bai theo chiéu ngang, khong danh

theo chiéu doc.

Bai tap: Panh lai 2 1An mdi top chir s6 dudi day
910 283 307 485
5.198 6.2087.152 83.000
9.760 10.35428,57 372,09
41.429,15205.756,78
11.756 sao 236.000 dong
90.238 Ki-16-mét 249 ap-pe
2-9-1945 québc khanh nudéc viét nam.
30-4-1975 ngay viét nam hoan toan giai phéng.

truong trung hoc cong ky ngh¢ dong & dugc thanh da hon 2 nam.



Phan 1: KY NANG SU DUNG BAN PHIM
BAIl 6 CACH SU DUNG PHIM SHIFT PANH CHU HOA VA
CACKY TU
|@#$%0"N&*()_+

Ban tay trai Bén tay phai
Ngon at 1@ Ngon ut D+
Ngoén ap ut L # Ngén ap ut )
Ng6n gitra ' $ Ngon gitra :(
Ngén tro % N Ngon tro &

LY THUYET
Ngon tay phu trach phim SHIFT bén trai va bén phai.

Phim SHIFT bén trai do ngdn Ut bén tay trai phu trach, phim SHIFT bén phai do
ngon Gt bén phai phu trach. Nhitng phim chir bén tay trai phu trach muén danh hoa, ta
dung ngén ut bén tay phai gitt phim SHIFT bén phai va nguoc lai, nhitng phim chir
bén phai muén danh hoa, ta diung ngén ut bén tay trai gitt phim SHIFT bén trai.
Vi du: Chit e muén danh hoa E.

Chung ta nang toan bo tay phai 1én, dung ngon Ut bén tay phai gitr phim SHIFT
bén phai, sau d6 dung ngdn giira bén tay trai danh vao phim chir e, sau d6 méi thu tay

vé. Chit 0 mudn danh hoa O.

Chung ta néng toan bo tay trai Ién, dung ngon Gt bén tay trai gitr phim SHIFT bén
trai, sau d6 diing ngdn nhan bén tay phai danh vao phim chit o, sau d6 méi thu tay trai
vé. Nhiing dau !@#$%&*( ) +:? >< la nhiing dau phai sit dung phim Shift méi
danh dugc. Ta can luu y trén ban phim cé nhiing phim duoc chia 1am hai phan, mdi
phan c6 mot ky tu khac nhau, néu mudn danh ky tu ¢ phan trén cua phim, ta phai git
phim Shift khi danh thi ky tu d6 mai thé hién dugc trén ban hinh. vi tri cac ngén tay phu
trach tuong ang voi vi tri cdc ngén tay cua bai 5 da duoc luyén tap & phan trén.

Cach danh mét so loai dau Cac dau ngit cau
Vidu: A dep qua ! (danh sai)
A dep qud! (danh dang)

Dung khong ? (danh sai) Bung khong? (ddnh dung)



DAu phan trim % chiing ta danh ludn rdi méi danh diu céach chir:

95 % (danh sai)
Vi du:
95% (danh dung)

DAu ngoic don va dau ngoic kép

+ Khi mé va dong danh lién.

+ Sau khi dong, danh céch chir.

Vi du: (anh hung) danh sai

(anh hung) danh dung “ Ha Noi “ danh sai “Ha Noi” danh dang.

3. Nhing 16i hay mac khi tap danh phim SHIFT

Nhiéu ban khi sir dung phim nay khéng nang ca tay I& ma chi dua ngén Gt xuéng
va ti vao phim SHIFT, nhu vay khi ddnh phim tiép theo cling tay s& bi dinh chix.
C6 khi ngay canh phim SHIFT 14 chit a hay chir z, nhiéu ngudi gitt phim SHIFT
bang ngén 1t, sau d6 dung ngay ngén nhan ciia ban tay trai dé danh chit A (mac du phi
chir A 1a ngén Gt tay trai phu trach ) 1a sai. Nhat thiét phai an phim SHIFT bén phai dé
danh chir A.

THU'C HANH.

Huwdng dan chi tiét tap danh cac bai tap

Nhitng phim chit thuoc bén tay phai phu trach muén danh hoa chung ta an phim
Shift bén trai bang ngdn Gt bén tay trai va nguoc lai nhitng chit thudc cac phim bén tay
trai phu trach mudn danh hoa chung ta an phim Shift bén phai bang ngon tay Gt bén
phai.

Vi du: Son, (chit s ngdn nhan tay trai phu trach, mudn danh hoa, dau tién ta dua
ngon Ut bén tay phai xuéng giit phim Shift bén phai, sau d6 ta danh chit s bang ngon

nhan bén tay trai va thu tay phai vé hang chit khoi hanh )

Kién, (chir k ngon gitra tay phai phu trach, muén dénh hoa, dau tién ta dua ngén t
bén tay trai xubng giit phim Shift bén trai, sau d6 ta danh chir kbiang ngén giira bén tay
phai va thu tay tay trai vé hang phim khai hanh). Hai#ha@yahoo.com (trong dia chi trén
c6 dau # 12 ddu c6 cung trén phim sé 3 nhung & nira trén caa phim chir néu ta danh binh

thuong nd sé ra s6 3 nhung néu ta gitr phim Shift réi danh ta sé duoc dau #). Bai tap nay



la bai tap cudi cung dé luyén k§ niang sit dung cac phim chit cua cac
ngon tay quan ly, chdng ta can luyén tap ki khéng bo qua mot dong nao, khi luyén tap
lubn luu y két thac tir bén tay trai, ta cach chir pahi va két thic tir bén tay phai, ta cach
chir bén tay trai. Mot diém nira can leu y 12 khi luyén tap can gii duoc nhip déu, khong

nén danh giat cuc (nhét gung), vi danh nhu vay dé gay 1i.

2. Bai tap: Panh lai 2 1an dong dudi day
- An Khé? An Khé? An Khé? An Khé? An Khé? An Khé? An Khé?
- An Dién: An Dién: An Dién: An Dién: An Dién: An Dién: An Dién:
- Son La. Son La. Son La. Son La. Son La. Son La. Son La. Son La. Son La.
- Sai Gon! Sai Gon! Sai Gon! Sai Gon! Sai Gon! Sai Gon! Sai Gon!
- Pa Nang. Pa Nang. Pa Nang. Pa Nang. Pa Nang. Pa Nang.
- Pong Pang/ Pong Dang/ Pong Diang/ Dong Pang/ Pong Dang/
- France? France? France? France? France? France?
-Famille. Famille. Famille. Famille. Famille. Famille. Famille.
- GO cong! Go cobng! Go cong! Go cong! Go céng! Go cbng!
- (Gia Lai) (Gia Lai) (Gia Lai) (Gia Lai) (Gia Lai) (Gia Lai) (Gia Lai)
-Ha No6i. Ha No6i. Ha Noi. Ha Noi. Ha Noi. Ha Noi. Ha Noi.
-Hai Phong ! Hai Phong ! Hai Phong ! Hai Phong ! Hai Phong ! Hai Phong !
-“Japan” “Japan” “Japan” “Japan” “Japan” “Japan” “Japan” “Japan”
- Kién An? Kién An? Kién An? Kién An? Kién An? Kién An? Kién An?
- Lang son? Lang son? Lang son? Lang son? Lang son? Lang son?
-Quynhon@hn.vnn.vn Quynhon@hn.vnn.vn Quynhon@hn.vnn.vn
- Quang Binh? Quang Binh? Quang Binh? Quang Binh? Quang Binh?
-“Eo Bién”.“Eo Bién”.“Eo Bién”.“Eo Bién”.“Eo Bién”.“Eo Bién”.
-Quynhchi@hn.vnn.vn Quynhchi@hn.vnn.vn Quynhchi@hn.vnn.vn

-Viruslover80@yahoo.com, Viruslover80@yahoo.com,


mailto:Quynhon@hn.vnn.vn
mailto:Quynhchi@hn.vnn.vn
mailto:Viruslover80@yahoo.com

- nckhadn@yahoo.com, nckhadn@yahoo.com, nckhadn@yahoo.com,

- Thai Nguyén. Thai Nguyén. Thai Nguyén. Thai Nguyén. Thai Nguyén.
- Rach Gié Rach Gia Rach Gi& Rach Gi Rach Gia Rach Gia

-Thai Nguyén. Thai Nguyén. Thai Nguyén. Thai Nguyén. Thai Nguyén.
-('Yén Bai) (Yén Bai) (Yén Bai) (Yén Bai) (Yén Bai) (Yén Bai)

-Ubng Bi; Udng Bi; Udng Bi; Ubng Bi; Udng Bi; Ubng Bi;

-Itali, Itali, Itali, Itali, Itali, Itali, Itali, Itali, Itali,

-Ong Buoém? Ong Buoém? Ong Buém? Ong Buém? Ong Buém?

-Phan Rang : Phan Rang : Phan Rang : Phan Rang : Phan Rang :

-Xuan Tao! Xuan Tao! Xuan Tao! Xuan Tao! Xuan Tao!
-khongtentrung@yahoo.com, khongtentrung@yahoo.com,

- Vinh Long — Vinh Long - Vinh Long — Vinh Long —


mailto:nckhadn@yahoo.com
mailto:khongtentrung@yahoo.com

Phan 1: KY NANG SU DUNG BAN PHIM
BAI 7 LUYEN TAP PANH TOC PO

LY THUYET

Céch tinh toc d9 khi soan thae vin ban
MJi lan danh (gd) xudng phim duoc goi la mot thao tac hay goi 1a 1 dap.
Vi du: chit tdi (dé danh dwoc chit tdi ta can c6 5 thao tac).

Danh phim chir t
Danh phi chit 0
Danh phim chit o
Danh phim chir i
Danh phim cach chir.

Tir Viét Nam ! (Dé danh duoc tir Viét Nam ta can 16 thao tac hay 16 dap)
1. An phim Shift bén phai.
2. Banh phim chir v
3. Banh phim chi i.

4. Banh phim cht e.

5. Banh phim chir e.

6. Danh phim chir t.

7. Banh phim chir j.

8. Banh phim céch chir.
9. An phim Shift bén tréi.
10. Banh phim chit n.

11. Banh phim chtr a.

12. Banh phim chir m.
13. Banh phim cach chir.

14.An phim Shift bén phai.



15. Panh phim dau cham thang !.

16. Banh phim cach chi.

Cir 5 thao tac (5 dap) ta tinh 12 1 tiéng. Tc @6t rung binh can dat dugc: 27 tiéng/

phat. Hay 135 dap/phit. Dé kiém tra toc do nguoi ta thuong tinh trong thoi gian 10

pht, 15 phat hay 30 phit véi mot bai van xudi don thuan.

Xin gidi thiéu vai con sé vé tdc do soan thao vin ban vi tinh:

+ Trung binh:

25 dén 30 tiéng/phut. (125 —150 dap/phut)

+ Cao:

30 dén 45 tiéng/phut. (150 —225 dap/phat)

+ Chuyén nghiép:

50 tiéng/phat tra 1én (250 dap/phat tra 18n)

+ Ky luc:

108 dén 125 tiéng/phat(540 — 650 dap/pht)

Cach tinh 16i

L&i chinh ta sai nghia

+ Tbi danh thanh toi

(1 15i)

+ Nguo1 danh thanh Nguoi

(1 13i)

L&i chinh ta khong sai nghia:

+ xung kich danh thanh sung kich trong cdy danh thanh chong cay | (1/2 15i)

+ Danh tur riéng khong danh hoa: (1/2 15i)
Ha No6i danh thanh ha ndi (1/4 15i)

’ ’ (1/4 15i)

+ Sau dau cham cau khong danh hoa (1/4 15i)
(1/4 15i).

+ Sai luat cach dau

+ Khéng céach chit gitta cac tu

THUC HANH

Hwéng dan cach tap cac bai tap.

Day 1a bai tap luyén cho nhanh tay, sau khi chung ta da c6 nhirng ky nang st dung

10 ngén tay trén ban phim vai nhitng bai van xudi ngan, chiing ta nén danh tir tir, sao

cho giit dugc nhip 6 déu va that han ché sir dungphim xo4, boi khi méi tap ta chua thé

danh nhanh ma ¢ danh nhanh s& gay I5i va phai xo04 sira s& kéo dai thoi gian danh mot

van ban. Méi dau tap cham nhung déu nhip, khi da ddnh nhanh thi nhanh déu khdng c6

15i chinh ta 1a dat yéu cau.

Bai tap




Dudi ddy 1a nhitng doan vin xudi, khi tap, mat ludn nhin vao bai tap (rén luyén
mét nhin doc danh), nhin doc dén dau danh dén do, chua can that nhanh, quan trong 1a
khong c6 18i,néu co 15i sira ngay. Panh hét 1an mot, chuyén sang lan hai, ta day téc do
cao lén mot chat. Nhé ludn c6 dong hd bén canh dé so sénh giira cac lan danh.
Nhitng chit dam khi tapkhéng can danh dam boi chit dam trong gido trinh nham
lam rd dau bai cua tirng bai tap.

Panh lai 2 1an nhitng mau chuyén dudi day.

Nhirng chi 1am cdng va con ga tréng: My cha nha dém dém danh thic cac chi
lam cong va hé ga tréng 1én tiéng gay 14 muc bit ngoi vao 1am viéc. Cac chilam cong
thay khé bén quyét dinh ghét chét ga trong dé ga tréng khong danh thic mu chu. Giét
chét ga trong, céac chi lam cong cang kho sé hon. Mu chua so nga quén nén dung céc

chi lam cbng day cang sém hon nira.

Con cho va cai bong cua né: Mot con chd, mdm ngoam thit, di trén tam van bac
qua sudi. N6 thay bong nd dudi nudce lai nghi 1a dudi 4y c6 mot con ché khac ciing
dang ngoam thit, né nha miéng thit va lao xudng cudp thit caa con chd kia: Miéng thit
kia chang thay dau, con thit cua n6 thi bi song nudc cudn mat. Thé 1a cho ta tro khac

chang duoc gi.

Huou bd va huou con: Mat 1an huou con néi véi huou bd: Bb oi, bd vira to 1on
hon, vira nhanh nhen hon, b lai c6 cip sing dd s6 dé ty vé, tai sao b lai so chd?
Huwou bd bat cuoi va bao: Con a, con néi ding day. Chi c6 mot diéu bat hanh 1a hé cu

vira nghe thay tiéng cho sua, b6 chang kip suy nghi gi, ma da voi bo chay ngay.

Con céo va chim nho: Cao nhin thay nhitng chim nho chin mong lién loay hoay
tim céch chén nhitng chiim nho 4y. Céo loay hoay hoi lau nhung khéng véi lay dugc.
Dé dep ndi buc minh co bén noi: Con xanh lam.

C4o va dé: Dé khat nudc: N6 l1an xuéng giéng dudi chan déc udng no va trg nén
nang né. N6 leo nguoc dbc 18n nhung khong duoc. Thé 1a nd réng be be. Céo nhin thay
bén bao: “Thé day, d6 ngdc! Néu nhu tri 6¢ trong dau mi ciing nhiéu nhu b rau mi, thi

truéc khi xubng doc, mi phai nghi xem cé leo nguoc duge khong”.

Ché, ga trong va c&o: Cho nha va ga tréng ra nhau di chu du. Téi dén ga tréng

l&n ngu trén cay, con cho thu xép nam ngay dudi goc ciy do giita dam ré cay. Dén gio



dén khic, ga tréng cét tiéng gay. Nghe thay tiéng a trong, céo chay dén va ding dudi
nai xin ga trong xudng dt véi nd. Lam nhu né mudn bay té su kinh trong ddi véi ga
trbng vi giong gay cua ga tréng hay qua. Ga trong bén dap: - Truéc hét can danh thic
ngtudi quét san da, bac ta quét don cho d& w6t 4t da, khi Ay toi s& xudng. C4o suc di tim
ngudi quét san va tim dén noi. Cho snha lap tac chém day can chét cao. Phim SHIFT
bén trai do ngon Gt bén tay trai phu trach, phim SHIFT bén phai do ngdn Gt bén phai phu
trach. Nhitng phim chir bén tay trai phu trach muén danh hoa, ta ding ngon Gt bén tay
phai gitt phim SHIFT bén phai va ngugc lai, nhtng phim chir
bén phai muén danh hoa, ta ding ngén ut bén tay trai gitt phim SHIFT bén trai.
Vi dy: Chit e muén d4nh hoa E.

Chung ta nang toan bo tay phai 1én, dung ngon Ut bén tay phai gitr phim SHIFT
bén phai, sau d6 dung ngdén gitta bén tay trai danh vao phim chir e, sau d6 mai thu

tay vé.
Chit 0 mudn danh hoa O.

Chung ta nang toan bo tay trai I1én, dung ngon Ut bén tay trai gitr phim SHIFT bén
trdi, sau d6 dung ngoén nhan bén tay phai ddnh vao phim chir o, sau d6 méi thu

tay tréai vé.

Nhitng dau '@#$% &*( ) +:"? >< la nhitng dau phai sir dung phim Shift moi

danh duoc.

Ta can luu y trén ban phim c6 nhitng phim dwocj chia lam hai phan, mi phan c6
mot ky tu khac nhau, néu muén danh ky tu & phan trén cua phim, ta phai giit phim
Shift khi danh thi ky tu d6 mai thé hién duoc trén ban hinh. vi tri cac ngén tay phu

tréch twong &ng vai vi tri cac ngon tay cua bai 5 da duoc luyén tap & phan trén.
Cach danh mét s6 loai diu
Céc dau ngit cau

Vidu: A dep qua! (danh sai)

A dep qué ! (danh dung)

bung khong? (dénh sai)

Dung khong ? (danh dung)



Dau phan trim % chiing ta danh ludn réi méi danh du cach chir:

95 % (danh sai)

Vi du:
95% (danh dung)

DAu ngoic don va dau ngoic kép
+ Khi m¢ va déng danh lién.
+ Sau khi dong, danh céach chit.

Vi du: (anh hung ) danh sai
(anh hung) danh diang
“Ha No1 “ danh sai
“Ha N§1” danh ding.

Nhirng 16i hay mic khi tap danh phim SHIFT

Nhiéu ban khi sir dung phim nay khoéng nang ca tay I& ma chi dwa ngon Gt xubng
va ti vao phim SHIFT, nhu vay khi danh phim tiép theo cung tay s& bi dinh chit.
C6 khi ngay canh phim SHIFT la chit a hay chir z, nhiéu nguoi gitt phim SHIFT
bang ngén 1t, sau d6 dung ngay ngon nhan cua ban tay trai dé danh chit A (mac du phi
chir A 1a ngén Gt tay trai phu trach ) 1a sai. Nhat thiét phai an phim SHIFT bén phai dé
danh chir A.

THU'C HANH

Hwéng dan chi tiét tap danh cac bai tap

Nhitng phim chit thuoc bén tay phai phu trach muén danh hoa chung ta an phim
Shift bén trai bang ngon Gt bén tay trai va nguoc lai nhitng chir thuoc cac phim bén tay
trai phu trach muén danh hoa chung ta an phim Shift bén phai bang ngén tay (t
bén phai.

Vi dy: Son, (chir s ngén nhan tay trai phu trach, mudn danh hoa, dau tién ta dua
ngon Ut bén tay phai xubng giit phim Shift bén phai, sau d6 ta danh chir s bang ngén
nhan bén tay trai va thu tay phai vé hang chir khoi hanh) Kién, (chix k ngon giita tay phai
phu trach, mubn danh hoa, dau tién ta dua ngon Gt bén tay trai xuéng gitr phim Shift bén
trai, sau d6 ta danh chit kbing ngén giira bén tay phai va thu tay tay trai vé hang phim
khai hanh).

Hai#ha@yahoo.com (trong dia chi trén c6 dau # 1a dau c6 cing trén phim sb 3
nhung & nira trén cia phim chit néu ta danh binh thudng nd sé ra s6 3 nhung néu ta git
phim Shift roi danh ta s& duoc dau #).



Bai tap nay la bai tap cudi cung dé luyén ky ning sir dung céc phim chit cua cac
ngon tay quan ly, chdng ta can luyén tap ky khéng bo qua mot dong nao, khi luyén tap
ludn luu y két thic tir bén tay trai, ta cach chir pahi va két thic tir bén tay phai, ta cach
chir bén tay tréi.

Mot diém nira can luu y 1 khi luyén tap can gitr dugc nhip déu, khong nén danh
giat cuc (nhat ging), vi danh nhu vay dé gay 16i.

Bai tap: Panh lai 2 lin dong dudi day
- An Khé? An Khé? An Khé? An Khé? An Khé? An Khé? An Khé?
- An Dién : An Dién : An Dién : An Dién : An Dién : An Dién : An Dién :
- Son La. Son La. Son La. Son La. Son La. Son La. Son La. Son La. Son La.
- Sai Gon! Sai Gon! Sai Gon! Sai Gon! Sai Gon! Sai Gon! Sai Gon!
- ba Nang. Pa Ning. Pa Nang. Pa Nang. Pa Nang. Pa Nang.
- Pong Pang/ Dong Dang/ Pong Diang/ Pong Pang/ Pong Pang/ Bong/ Pang/
- France? France? France? France? France? France?
- Famille. Famille. Famille. Famille. Famille. Famille. Famille.
- GO cong! Go cong! Go cbng! Go cong! Go cong! Go cong!
- (Gia Lai) (Gia Lai) (Gia Lai) (Gia Lai) (Gia Lai) (Gia Lai) (Gia Lai)
- Ha Noi. Ha Noi. Ha N6i. Ha Noi. Ha Noi. Ha Noi. Ha Noi.
- Hai Phong! Hai Phong! Hai Phong! Hai Phong! Hai Phong! Hai Phong!
- “Japan” “Japan” “Japan” “Japan” “Japan” “Japan” “Japan” “Japan”
- Kién An? Kién An? Kién An? Kién An? Kién An? Kién An? Kién An?
- Lang son? Lang son? Lang son? Lang son? Lang son? Lang son?
- Quynhon@hn.vnn.vn Quynhon@hn.vnn.vn Quynhon@hn.vnn.vn
- Quang Binh? Quang Binh? Quang Binh? Quang Binh? Quang Binh?
- “Eo Bién”.“Eo Bién”.“Eo Bién”.“Eo Bién”.“Eo Bién”.“Eo Bién”.
- Quynhchi@hn.vnn.vn Quynhchi@hn.vnn.vn Quynhchi@hn.vnn.vn
- Viruslover80@yahoo.com, Viruslover80@yahoo.com,

- nckhadn@yahoo.com, nckhadn@yahoo.com, nckhadn@yahoo.com,


mailto:Quynhon@hn.vnn.vn
mailto:Quynhchi@hn.vnn.vn
mailto:Viruslover80@yahoo.com
mailto:nckhadn@yahoo.com

- Thai Nguyén. Thai Nguyén. Thai Nguyén. Thai Nguyén. Thai Nguyén.
- Rach Gia Rach Gia Rach Gia Rach Gia Rach Gid Rach Gia

- Thai Nguyén. Thai Nguyén. Thai Nguyén. Thai Nguyén. Thai Nguyén.
- (Yén Béi) (Yén Bai) (Yén Bai) (Yén Bai) (Yén Bai) (Yén Bai)

- Ubng Bi; Ubng Bi; Udng Bi; Ubng Bi; Udng Bi; Ubng Bi;

- Itali, Itali, Itali, Itali, Itali, Itali, Itali, Itali, Itali,

- Ong Buoém? Ong Buoém? Ong Buom? Ong Buém? Ong Budém?

- Phan Rang: Phan Rang: Phan Rang: Phan Rang: Phan Rang:

- Xuén Tao! Xuéan Tao! Xuén Tao! Xuan Tao! Xuén Tao!

- khongtentrung@yahoo.com, khongtentrung@yahoo.com,

- Vinh Long — Vinh Long - Vinh Long — Vinh Long —


mailto:khongtentrung@yahoo.com

Phan 2: KY NANG SU DUNG THIET BI VAN PHONG
Bai Mé Pau: GIOI THIEU THIET BI VAN PHONG

I. YEU CAU VE QUAN LY VA SU DUNG TRANG THIET BI VAN PHONG

Trang thiét bi vin phong 1a mot trong cac yéu té quan trong bao dam ning suit,
chat luogng caa cong tac van phong, dong thoi ciing 13 mot trong cac yéu tb gitp cho can
bo, céng chirc hoan thanh tét nhiém vu cua minh. Trong diéu kién khoa hoc ky thuat
phét trién nhu hién nay, céc tién bo déda duoc tng dung rong rii trong cong tac vin
phong, dic biét 1a viéc ang dung tién bo cdng nghé thdng tin vao qua trinh hién dai hoa
cong tac van phong. Trang thiét bi vian phong gom trang thiét bi duoc giao cho ting can
bo, cng chuc st dung (ban 1am viéc, ta dung hd so, mdy tinh, may ghi am...) va cac
trang thiét bi 1am viéc sir dung chung trong don vi (may photocopy, may dién thoai ding

chung, may fax...)

1. Yéu ciu chung vé quan ly va sir dung trang thiét bi viin phong
a) Y8u cdu vé qudn ly

- Phai phu hop voi ké hoach phét trién cua co quan, don vi;

- Phai duoc xac dinh cu thé, chi tiét tir cha thé dén d6i twong quan 1y;
- Phai gan véi trach nhiém cua ca nhan quan 1y;

Thu truong don vi ¢6 trach nhiém: B6 tri, diéu chuyén trang thiét bi van phong trong

noi bd don vi; bé tri, phan cong ngudi quan ly sir dung, theo ddi c4c trang thiét bj vin phong

ding chung, 1ap s6 sach, luu giit cac hd so bién ban giao nhan trang thiét bi va theo ddi toan

bo trang thiét bi van phong cua don vi; thong bao va dé nghi Van phong (Phong Hanh chinh

— Quan tri) diéu chuyén céc trang thiét bi vian phong khong con nhu cau sir dung hoic thanh

ly cac trang thiét bi khong con sir dung duoc; chi dao cng tac ban giao tai san cong va ho so

quan ly, str dung tai san cong thuoc pham vi don vi minh quan ly khi cé sy thay dbi to chuc

hoic thay doi Thu truéng don vi.

- Phai dap tng yéu cau cong khai.

b) Yéu cau khi si dung



Trang thiét bi phai duoc sir dung dung tiéu chuan, dinh muc va ding muc dich. Khong
tu ¥ d6i, trao doi, cho, tang, biéu trang thiét bi van phong cua co quan; diéu chuyén trang thiét

bi van phong giita cic don vi, ca nhan khi chua dugc phép cua ngudi c6 tham quyén.

2. Yéu ciu ddi véi nguoi sir dung

Nguoi sir dung cé trach nhiém:

- Bao quan, gitt gin va sir dung trang thiét bi 1au bén, tiét kiém, hiéu qua;

- Thong béo kip thoi vé tinh trang hu hong cua trang thiét bi duoc giao va dé nghi Van
phong (Phong Hanh chinh - Quan tri) stra chira;

- B4o co Thu truong don vi khi xay ra mat mat hoic cac bién dong, thay doi lién quan
dén trang thiét bi duoc giao;

- Bao quan tem kiém ké dén trén thiét bj trong qua trinh str dung va ban giao bang bién
ban cac trang thiét bi dugc giao khi chuyén cong tac, nghi huu.

Il. CAC LOAI TRANG THIET BI VAN PHONG

1. Thiét bi truyén thong

a) May ghi am vin phong

- Dung dé ghi lai loi ndi. Hién nay nhimg mdy ghi 4m vin phong duoc si dung rong rai
& nhiéu co quan xi nghiép nham muc dich sau day:

- Ghi lai am thanh theo tién trinh budi hop, hoi nghi, phién hop, 10i phat biéu, b4o céo,
bai giang, nhitng quyét dinh di thong qua ma khong can phai ghi téc ky.

- Ghi lai cac thong tin giao tiép qua dién thoai dé phuc vu viéc soan thao van ban...

- Khi sir dung may ghi 4m, nang xuét lao d6ng ciia nguoi danh may ting 25 - 45%, mirc
thoi gian tiét kiém caa nguoi doc 18n téi 20%. Thoi gian thao van ban giam 3 - 4 1an. Can bo
clia co quan stir dung may ghi am tiét kiém duoc 5 — 6 phit cho mdi trang viét cua mot tai ligu
can soan thao.

b) Dién thogi

Dung dé lién hé giao dich truc tiép voi ngudi nghe. Ngay nay c6 rat nhiéu loai dién thoai
khac nhau nhu: dién thoai dé ban, dién thoai cam tay (dién thoai di dong). Pay 1a thiét bi ding

dé gitp cho hoat dong giao tiép duoc thuan loi, thiét bi nay duoc dung phé bién trong céc



cbng so, van phong. Vi vay, doi hoi nhirng ngudi lam cong tac van phong noi riéng va Cac
can bo, cdng chuc, vién chic néi chung phai rén luyén k§ ning giao tiép qua dién thoai.
c) May fax

- La thiét bi c6 kha ning nhan dién ky tu theo mau tring va den, mau den 12 mau c6 ky
tu, mau trang 1a khdng co ky tu (hay nhirng khoang tréng) va né s& vé lai y nhu ban géc (tir

may gui fax sang may nhan fax).

- Ngoai cach giri van ban, tai liéu tir may Fax sang may Fax, ciing c6 thé Fax tir may

tinh sang may Fax (hé diéu hanh Windows XP ¢6 hd tro tinh nang nay).
d) May tinh néi mang

Puoc thiét 1ap khi c6 tir 2 may vi tinh tre 18n két ndi voi nhau dé chia sé tai nguyén:
may in, may fax, tép tin, dix liéu...TUy thudc vao nhu cau sir dung va mirc do hién dai hoa van
phong cua tirng nganh, ting linh vuc, tirg dia phuong, co quan ma st dung mang may tinh
néi mang dién rong (WAN) hoic mang noi bo (LAN) dé phuc vu nhu cau chia sé, khai thac

va truyén nhan théng tin.
e) May chup anh

May chup anh duoc sir dung trong cong tac van phong dé ghi va luu lai nhitng hinh anh
trong cac hoi nghi, cudc hop, hoi thao hoac cac su kién trong dai cia co quan, don vi. Hién
nay, may chup anh tu dong la thiét bi van phong thong dung, bén canh d6 con co cac loai may
co, may ban ty dong...

2. Thiét bi sao chup, in 4n, hiy tai li¢u

Dé c6 duoc ban in, ban sao va dé nhan sé luong vin ban, tai liéu nguoi ta sir dung cac
nhom:

- Cac phuong tién sao chup va nhan ban: D¢ sao va truyén van ban véi nguyén mau cua
né (dau, chit ky, so dd...) di xa c6 thé ding may Fax hoic truyén qua mang.

- Cac phuong tién in 4n: Theo cach 1am ra vin ban c6 thé chia ra cac loai may in nhu:
in laze, in phun, offset, in kim... M4y in dung trong vin phong bao gém nhiéu thé loai va
cong nghé khac nhau. Thdng dung nhat va chiém phan nhiéu nhat hién nay trén thé gigi la

may in ra gidy va st dung cong nghé laze.



Pa phan cac may in sir dung cho van phong dugc ndi voi mot may tinh hoac mot may
chu ding in chung. M6t phan khac may in duoc ni véi céc thiét bi cong nghiép dung dé trang

tri hoa van san pham, in nhdn mac trén cac chat liéu riéng.

May in sir dung cong nghé laze (Tiéng Anh: laser) 1a cac may in dung in ra gidy, hoat
dong dua trén nguyén tic dung tia laze dé chiéu 1én mot tréng tir, tréng tir quay qua éng muc
(c6 tinh chat tir) && muc hat vao trong, gidy chuyén dong qua tréng va muc dugc bam vao

gidy, cong doan cudi cung 1a say khé muc dé myuc bam chit vao gidy trudc khi ra ngoai.
May in laze c6 toc do in thuong cao hon cac loai may in khac, chi phi cho mdi ban in
thuong twong doi thap. May in laze c6 thé in don séac (den trang) hoic c6 mau sac.
- May huy tai liéu: Dung dé cat tai liéu can hay thanh céc dai nho dén muc khong thé

khoi phuc lai noi dung nham muc dich bao mat.
3. Céc trang thiét bi vin phong khac

Ngoai cac nhdm thiét bi truyén thong, thiét bi sao, in, hiy tai liéu con co céc thiét bi va

d6 dung van phong khac nhu:

- May quét hinh anh hay con goi 12 méy scan (scanner) Pay la thiét bi c6 kha niang s6
héa hinh anh, tai liéu, dua vao may tinh dé luu hoac xir Iy chidng. Thiét bi nay dang dan tro
nén thdng dung cho ngudi ding may tinh c4 nhan thong thudong. CAu tao cua may Scan gom

ba bo phan chinh: thau kinh nhay quang, co cau day gidy va mach logic dién tir.

- May chiéu da ning (projector) Dung két hop voi may vi tinh, sir dung cac phan mém
trinh chiéu dé tao nhiéu hiéu tng rat sinh dong, nho d6 1am tang stc thu hit caa cac budi hop,
hoi nghi, hoi thao, bai thuyét trinh. Dy 1a loai may chiéu dung ngudn sang bén trong chiéu
anh séang xuyén qua mot man hinh vi tinh nhé qua hé théng thau kinh dé chiéu 1én man hinh
bén ngoai. NGi mot cach don gian né déng vai tro nhu mét man hinh vi tinh nhung to hon dé

moi nguoi ¢ thé xem tir Xa.

- C4c do vat dung cho cong viéc hang ngay cua nhitng ngudi 1am cong tic vian phong
rat da dang, phong phu va ngay cang duoc cai tién theo hudng bén dep, da ning, thudn tién

nhu cap, kep, ghim, but...
I11. TO CHUC QUAN LY VA SU DUNG TRANG THIET BI VAN PHONG

1. T6 chirc quan Iy trang thiét bi



Trang thiét bi van phong trong co quan nha nuée dugc to chic quan ly theo cac khau:
a) Qudn Iy qué trinh hinh thanh trang thiét bj

Khi co quan, don vi duoc thanh 1ap, c6 chirc ning, nhiém vy, t6 chic bd may sé duoc
cAp mot sb tai san ban dau nhat dinh, trong d6 c6 trang thiét bi phuc vu cho cong tac vin

phong nhu: may tinh, may in, may photocopy,...

Nhitng trang thiét bi nay duoc quan ly theo quy ché do co quan xdy dung trén co so ché
d6 cia Nha nudce va dic thi hoat dong ciia co quan, to chirc. Ngoai ra, hing nim co quan con
duoc mua sam b sung xuat phat tir nhu cau sir dung thyc té va thuc hién théng qua ké hoach
hang nam

b) Qudn Iy qua trinh khai thac, si# dung, bdo qudn trang thiét bi

- Giao céc trang thiét bi cho cac don vi va c& nhan chiu trach nhiém tryc tiép quan ly,

khai thac, sir dung va bao quan
- Xay dung va ban hanh nai quy, quy ché st dung tai san cong

- C6 su kiém ké dot xuét va dinh ky di véi trang thiét bi trong co quan, qua dé danh

gia s6 lugng, chat luong cac trang thiét bi
- Thuong xuyén kiém tra qua trinh sir dung, bao quan cac trang thiét bi

- Xir 1y cac trudng hop rui ro xay ra cé lién quan dén trang thiét bi van phong trong co

quan, to churc.
¢) Két thic qué trinh s dung trang thiét bi

Trang thiét bi hét ky sir dung, di khau hao hét hoic d6i mai ki thuat dwoc tién hanh
thanh ly. Qua trinh thanh ly phai tuén tha quy dinh cua phap luat:

- Thanh lap ban thanh ly

- Cin ctr vao dic diém Ky thuat, gia tri cua cac trang thiét bi dé lya chon phuong thic
thanh Iy phd hop (ban dau gia, quy dinh gid). DU hinh thirc ndo thi ciing phai dugc cong bd

va thuc hién cong khai. Dong thoi phai tuan thu nghiém ngat ché do quan ly tai chinh.

2. T6 chic sir dung trang thiét bi



Trang thiét bi k§ thuat trong van phong 1a thanh phan “cach mang” trong cng cudc hién
dai hoa vin phong, trang thiét bi hién nay ngay cang dwoc cai tién, sang ché véi nhiéu ching

loai hét sirc da dang, phong phu va gia thanh re.

Cac phuong tién ky thuat lam van ban nhu may danh chir, may tinh tao ra nhirng kha
nang, nhitng thuan loi rat to 16n trong cac khau soan thao van ban, luu trit, hé théng hda va

tra tim cac du liéu.

Cac phuong tién thiét bi truyén tin, truyén van ban nhu fax va cao hon nita la
Internet...cung céc thiét bi vién thong dugc str dung rong réi gidp cho viéc néi mang thong tin

cuc bo, toan qudc gia va toan cau dugc dé dang, thuan loi.

Céc vat dung thong thudng trong van phong tir bt viét, bia cip, ghim kep dén cac gia

ké ho so...ngdy cang tién dung véi hinh thirc mau ma dep, gia ca thich hop.

Tuy nhién, trang thiét bi cling nhu méi truong van phong duogc cai thién phan Ién nho

con nguoi dua vao ng dung rong réi trong hoat dong van phong.
Do d6 khau t6 chuc sir dung trang thiét bi cling can dwoc quan tam, cu thé:

- Pao tao ngudi sir dung trang thiét bi vian phong hién dai dat dén trinh d6 cao, theo
hudng da ning, toan dién vé nghiép vu, ki thuat. Theo hudng dao tao d6, ngudi lao dong biét

lam nhiéu viéc va thuc hién thanh thao nhiém vy cdng tac duoc giao.

- Xay dung ké hoach, theo d&i giam sét viéc mua sam va tinh hinh bao quan, sir dung

trang thiét bi

- Giam sat, kiém tra viéc st dung trang thiét bi do cac don vi, ca nhan dugc giao quan

ly va str dung.

- Thyc hién ché do khau hao trang thiét bi vat tu theo qui dinh cia Nha nude. Dé xuat
viéc thanh ly, xtr ly trang thiét bi hu hong hodc khong dung dén dé ¢am bao viéc sir dung c6
hiéu qua.

- T6 chirc st dung dap (ing yéu cau cia co quan, don vi:

+ Str dung dtng muc dich;

+ Bao quan theo yéu cau;

+ Bao dudng theo dinh ky;

+ Thay thé, sira chira khi can thiét.



TOm lai, véi su phat trién caa cdng nghé thong tin, khoa hoc k¥ thuat, vian phong s&
duoc phat trién theo huéng hién dai doi hoi nhitng ngudi 1dm cdng tac van phong ngoai ky
nang nghiép vu chuyén mon phai lién tuc dugc dao tao lai cac ky nang, ky xao cua cong nghé
thdng tin, sir dung thanh thao cac trang thiét bi hién dai dé phan tich, xu ly théng tin mot cach
khoa hoc. Pay 1a van dé dit ra trong cong tac tuyén chon, dio tao, bdi dudng doi ngii nhitng
ngudi 1am cdng tac van phong & cac co quan, don vi hién nay dé dap tng yéu cau cua su

nghiép d6i méi, céng nghiép hoa, hién dai hoa dat nudc.



Phan 2: KY NANG SU DUNG THIET BI VAN PHONG
Bai 1 LAM QUEN VG1 MAY TiNH
Théo tac tat/mé may tinh
May tinh dé ban

Budc 1: Két ndi nguon dién va khai dong may tinh

Budc 3: Khai dong va dang nhap hé diéu hanh



C Welcome

. Windows'7 Ultimate

Budc 4: Bang nhap vao man hinh Desktop

e Default Programs

@ Internet Explorer
Windows Media Player
@ Windows Update

4 XPS Viewer Administrator

1. Accessories
u Calciilitsr Documents
B8 Command Prompt
B Connect to a Projector
E Notepad
@} Paint
8 Remote Desktop Connection
i3 Run
L Sound Recorder
7 Windows Explorer
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.. Ease of Access

Pictures
Music
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Control Panel

.. System Tools Default Programs

4+ Windows PowerShell

. Maintenance Help and Support
.. Startup
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Céc cong két néi véi thiét bi ngoai vi

Cac cong két ndi thiét bi ngoai vi cua mot thung may duoc duogc thiét ké trén mot vi mach
dién tir goi 1a mainboard. Trong tin hoc, thuat ngix cong két néi (Port) 1a tir dung dé chi mot
hay nhiéu cong dung dé két ni bo mach chu véi céc thiét bj bén ngoai may tinh nhu: chudt,
ban phim, man hinh, may in, may chiéu.... Cac cong két ndi trén mainboard thuc hién vai trd
trung gian vo cling quan trong dé gitp ngudi dung cé thé két ndi cac thiét bi dau cudi cia mot

hé théng may tinh.

Mic du 12 bo phan quan trong nhat trong phan ctng cta may tinh, nhung cic cong trén
mainboard lai gay nhiéu kho khin cho ngudi sir dung vi su da dang vé sb lugng cong két ndi,

tinh ning va cong dung nén gay nham 1an khi thao tac thao ra va gan lai.

Mot s6 cong két noi pho bién hién nay dugc trinh bay trong gido trinh nay s& hd trg cac hoc

vién nhan biét va st dung duoc tot hon tranh nham Ian, sai sot.

USB 3.1
PS/2 LPT PORT LAN PORT

COM PORT VGA HDMI USB 2.0 AUDIO

Cong PS/2: Pay 1a port chuyén dung chi dung dé két néi véi chudt va ban phim. Trén

mainboard thwdng c6 2 cong PS2.

e Mau xanh Ia: Két n6i chudt v6i may tinh

e Mau tim: Két n6i ban phim voi may tinh
Cong LTP: Cong c6 2 hang chan song song, ¢ tong cong 25 chan. Dung dé két ndi may in,
thuong dung chuyén cho may in kim



Cong USB 2.0: C6 4 chan. La cong tuan tu da nang. Pugc st dung dé két ndi hau hét céc thiét
bi thay thé cho cdng COMP va LPT trong cac may in hién dai, thay thé cho céng PS/2 cua
thiét bi chudt va ban phim. Céng USB 2.0 cd téc do truyén tai dix liéu 1a 480 MBPs.

Cdng USB 3.0: Céng mau xanh duong va c6 thém chan phu ngoai 4 chan chinh. Téc do truyén
tai cua cong USB 3.0 1a 4800 MBPs, tuong duong 4.8 GB/s

Cong LAN: Céng c6 8 chan, dung dé két néi mang may tinh hay mang Internet tai nha
Cong Audio: Cdng két ndi tin hiéu &m thanh bao gom 3 mau

e Mau xanh duong: Tin hiéu 4m thanh dau vao

e Mau xanh I&: Tin hiéu 4m thanh dau ra ( Loa ngoai / Tay nghe)

e Mau hong: Tin hiéu am thanh tir dau caa Microphone
Cong HDMI: Pay 1a cong giao tiép kha ning truyén tin hiéu &m thanh va truyén tin hiéu hinh
anh. Chat luong hinh anh tét hon cong VGA.
Cong VGA: Cong nay bao gom 15 chan nam trén 3 duong song song. Dung dé giao tiép voi
man hinh.
Cong COM: Céng nay cd 9 chan. Dung dé két ndi véi thiét bi may in, céc thiét bi tw dong

két n6i v&i cac board mach trung gian.



Phéin 2: KY NANG SU DUNG THIET BI VAN PHONG
Bai 2 KET NOI MANG INTERNET THONG QUA MODEM
Két ndi may tinh dé ban PC
Két n6i mang Internet véi may tinh Windows
Budc 1: Chuan bi cap Ethernet

Cép Ethernet (con dugc goi 1a cap RJ-45) ¢6 dau cam hinh vudng. Cap Ethernet thuong

duoc sir dung dé két néi may tinh vai bo dinh tuyén.

Cap két ndi gitra bo diéu giai (modem) va bo dinh tuyén ciing 14 cap Ethernet

Budc 2: Kiém tra két ndi véi bo dinh tuyén cua nha cung cap dich vu Internet bang cach

nhin dén hién thi mau xanh



Budc 3: Tim cong Ethernet trén may tinh va bd dinh tuyén
Cong Ethernet hinh vudng va thudng c6 biéu twong mé ta chudi cac 6 két ndi véi nhau.

Trén bo dinh tuyén, cong Ethernet thuong c6 chir "LAN" (Local Area Network) bén trén.



Budc 4: Gan céap Ethernet vao 01 dau cap may tinh va 01 dau cap vao cong Ethernet

trén bo dinh tuyén




Budc 5: Thiét 1ap cau hinh Enthernet cho may tinh
Budc 5. 1 Mé thwe don Start. Nhip vao biéu tuong Windows & goc dudi bén trai, hoic
nhan phim B Win.

dBluelay
3D Builder Life-size

e bobblehe
3D Scan anyone?
Microsoft Edge | Twitter

Draft trades Pemex sa
Adobe Photoshop Express illustrate at facility
scarcity of Coatzaco
Alarms & Clock talent at... Mexico, i

Sports ‘i’ Breaking.

American Express

Audible Office

Autodesk Pixlr mg mg ng
|

Ask me anvthina

Budgc 5.2 Nhap vao biéu twong & phia duwdi bén trai cira so Start.



Q)

3D Builder

3D Scan

Adobe Photoshop Express

Alarms & Clock

American Express

Audible

Autodesk Pix|r

Ask me anything

e

Microsoft Edge

Draft trades
illustrate
scarcity of
talent at...

Sports

Office

NE

Budc 5.3 Nhap vao Network & Internet (Mang & Internet) trong dy tdy chon phia

trén cung.

J

tem
stifications,
power

i

%

anguage
igion, date

Devices

Bluetooth, printers,
mouse

-~
(

Ease of Access

Narrator, magnifier,

high contrast

Network & Internet

Wi-Fi, airplane mode,

VPN

-

Privacy
Location, camera

Find a setting

R

Personalization

Background, lock
screen, colors <

O

Update & security
Windows Update,
recovery, backup

Budc 5.4 Nhap vao Ethernet. TOy chon nam bén trai cta so.



Settings

i Home Ethernet

Find a setting L CH,Io:aI
_Connected

MNetwork & Internet

B status Related settings
I " Ethernet Change adapter options

Change advanced sharing options

% Dial-up g 3P
MNetwaork and Sharing Center

% VPN
HomeGroup

& Proxy

Windows Firewall

Budc 5.5 Kiém tra xem cap Ethernet c6 hoat dong khong.

Tén mang Internet cia ban sé& hién 1én dau trang véi chit "Connected" (D3 két ndi)
bén dudi; diéu nay cho thiy ring két ndi Ethernet da hoat dong.

Néu két ndi Ethernet khdng hoat dong, hdy thtr st dung cong khac trén bo dinh tuyén
hoac do6i cap Ethernet khac.

Két n6i mang Internet véi may tinh Mac OS
Bwéc 5.1 Mé Apple Menu. Nhap vao biéu twong qué to & goc trén bén trai man hinh.




Budc 5.2 Nhip vao System Preferences (Tuy chinh hé thong). Tuy chon nam trong cira

s6 Apple Menu tha xudng.

N
Wi-Fi

Connected

Ethernet >

Connected

Network NameVA et

WiFi

WiFi 1

~ Join Other Network...

02.1X: Apple Secure Wi-Fi ~ Disconnect

Budc 5.4 Chon két néi "'Ethernet’ trong khung bén trai.




2 Seclu |>‘r':'_ \ ,“\“{ = :>

Wl DNS  WINS  Proxies

Configure IPv4:

IPv4 Address:
Subnet Mask: 255.255.255.0 DHCP Client ID:

Router:

Configure IPv6:

Router:

P v E‘ A _f_,".: dress:

Prefix Length

Budc 5.6 Nhip vao thé TCP/IP nam gin dau cira s6 Advanced.




[ol3] DNS WINS Proxies Hardware

IPv4 Address:
DHCP Client ID:

Subnet Mask:

Router:

DyR
=D

Address:

Prefix Length

Buéc 5.7 Ban can chic rang khung "Configure IPv4" dang hién thi 1a ""Using
DHCP"

Néu khong phai, hdy nhip vao khung bén phai tiéu dé "Configure IPv4" dau man hinh
va chon Using DHCP.

~ Renew DHCP Lease J




Bud6c 5.8 Nhap vao Renew DHCP Lease bén phai trang. Diéu nay s& dam bao ring ban
c6 thé truy cap Internet khi két ndi Ethernet.

Budc 5.9 Nhép vao ¢ goc dwdi bén phai man hinh. Két ndi Ethernet s& hoat dong.
Két ndéi mang khong day (Wifi) tir tinh xach tay/Thiét bi di dong

Két néi mang khong day (Wifi) tir may tinh xach tay

Budc 1: Nhip vao biéu twong Wi-Fi ndam dudi thanh cong cu (khi chwa két ndi s& c6 hinh *
O trén).

Budc 2: Mo Wi-Fi sang On.

Budc 3: Nhan chon mang can két ndi rdi chon Connect.

Budc 4: Khi nhép chon Connect automatically, may tinh s& tu dong két ndi Wi-Fi cho nhitng
lan sau.

Budc 5:Ban can nhdp chinh xac mat khiu/password (néu c6) vao 6 Enter the network
security key roi chon Next.

Két noi mang khong day (Wifi) tir thiét bi di dong

Pién thoai/ May tinh bang sir dung Android .

Budc 1: Dau tién ban truy cap vao Settings/Cai dat, vao Wi-Fi roi chon On. Ban cho vai gidy,
ltc nay cdc mang Wi-Fi khd dung s€ hién thi.



KHONG DAY & MANG
= Wi-Fi

(B

Bluetooth

% Sdrdung dirliéu

Thém...

THIET B
B> Caidat SIM
¢* Cai dat cudc goi

Cau hinh

Hién thi

Budc 2: Chon mang ma ban mudn két ndi, thudng ching ta s& chon mang Wi-Fi khong c6
mat khau hodc mang gan nhat.

hoangoc

yao mat bang WPA2 (Co

VNPT_LAM TUAN

buoc bao mat bang WPA2

Budc 3: Néu ban chon Wi-Fi c6 bao mat, ban can nhap mat khau dé két ndi. Thong thuong
sau khi nhap mat khau thi ban can doi mdt luc dé thiét bi vuot qua vong bao mat.



1 do tin hiéu

Tuyéet voi

530 ma

WPA2 PSK

Mat khau

Két ndi

Sau khi thanh cong biéu twong két ndi s& hién thi trén man hinh.
Budc 4: M¢ trinh duyét va truy cap website google.com.vn

[&5 https://www.google.com.v =]

Google

Google.com.vn hién da c6 bang cac ngon
nga.

English Frangais @37 ( #48)
saobien1215@gmail.com - Dang xuat

Bao mat - Diéu khoan

Dién thoai/ May tinh bang sir dung iOS
Buéc 1: Vao Cai dat trén iPhone.



44 z

LINE Zing.vn

ﬁ’u

Facebook YouTube

@ o

Instagram Messenger

= D

Tinhquanly... Documents

Dich ViettelPay Trang tinh
»”
@
Cai dat
® 0 0 0

Bwée 2: Chon vao Wi-Fi.

q Xuéan Vugng

ID Apple, iCloud, iTunes & App St...

Wi-Fi
Bluetooth

Bude 3: Chon véao cong tic dé bat Wi-Fi.

-~ Ché&do may bay

Tat

Khéng két noi

all Viettel 15:21 9 100% =

£ cai dat Wi-Fi

Wi-Fi

AirDrop, AirPlay va do chinh xac vé vi tri
dugc cai thién yéu cau Wi-Fi.




Budérc 4: Chon diém truy ciap Wi-Fi.

( Cai dat Wi-Fi

Wi-Fi

B

CHON MOT MANG...

Dell Vostro 5568 a = ()
'NIFI CHUA a s @
Wifi_ LAND70P1.2.4G & = (D)

Budc 5: Nhap vao mat khau bao mat Wi-Fi néu dugc yéu cau -> Ket noi.
all Viettel 15:22 9 100% m=m

Nhap mat khau cho “Wifi_LAN D70 P1_2.4G"

Hay Nhap mat khau Két ndi

Mat khiu eeeeeeeeeeccee

Ban ciing c6 thé truy cap mang Wi-Fi nay
bang cach dua iPhone clia ban lai gan bat ky
iPhone, iPad hodc may Mac nao da két ndi
vao mang nay va co tén ctia ban trong danh
ba.

Qua trinh két ndi thanh cong s& xuit hién biéu twong Song Wi-Fi ¢ goc trén man hinh

va biéu twong tich xanh ¢ diém truy cap Wi-Fi ban vira két ndi.
il Viettel[ F | 15:25 © 100%

£ Cai dit Wi-Fi

Wi-Fi

e

EWifi_LAN D70P1.2.4G &

CHON MOT MANG...

Dell Vostro 5568 a7

e e

Wifi_Lan D70 PO1_2.4

D)



Phan 2: KY NANG SU DUNG THIET BI VAN PHONG
Bai 3 CAI PAT VA SU DUNG MAY IN PEN TRANG

Cai dit trinh diéu khién thiét bi (Driver)

Dé thyc hién cai dit may in cho mot PC bat ky, ching ta thuc hién qua cac budce co ban nhu
Sau.

- K&t néi céc nguon dién va cong USB hoac cong mang cho may in véi méy tinh
- Chay tp tin cai dat trinh dicu khien thi€t bi (Driver) trén may tinh ,
- Thuc hién lya chon cac yéu cau trong qua trinh cai dat trinh diéu khién thiét bi
- Khai dong lai may tinh sau khi két thuc cai dat va tien hanh in kiém thu

Cai dat cho may tinh Windows

Budc 1: Gan day két néi nguon dién cho may in

Buac 2: Khéi dong chuong trinh cai dat.
Buéc 2.1 Néu ban dang sir dung chwong trinh cai dat tai xueng tir trang web

Nhép dap vao file tai xubng dé giai nén. Néu chuong trinh cai dat khong tu dong khoi
dong sau khi giai nén, nhap dap vao [Setup.exe].



[ «= i-SENSYS MF443dw - Canon Eure X + -

&« C & canon-europe.com/support/censumer_products/products/fax_multifunctionals/laser/laserbase_mf_series/i-sensys-mfd43dw.htm[?type=drivers@driverdetailid.. ¥ =I e H

Select your support content

o [ [] & @ @ it

>
w
Drivers Software Manuals Apps & Firmware FAQs & Important Specifications E
Functions Help Information a
[Windows 32bit & 64bit] Generic Plus PCL6 Printer Driver V2.40
File version: V2.40 Release date: 08 February 2021

< Back to download list

*This is a package-aware driver.
Some limitations exist when using this driver in a point-and-print environment; please check the [Important Information] tab before
using.*

The Canon-developed Generic Plus PCL6 Printer Driver is a common driver that supports multiple Canon devices.
It provides an optimal user interface for your device.

@ Precaution

File Home Share View
“ A » This PC » Data (D:) » Driver » GPlus_PCLE_Driver V240_32_64 00 » x84 »
Mame Date modified Type

s+ Cuick access

Driver 13/03/2021 710 PM File folder
[ Desktop +

etc 13/03/2021 710 PM File folder
¥ Downloads  # misc 13/03/2021 7:10 PM File folder
Documents  # Readme 13/03/2021 7:11 PM File folder
[&] Pictures A %) setup.exe 23/11/2020 12:00 AM Application
= Data (D) B Setup.ini 23/11/2020 12:00 AM Configuration sett...

office

E Videos
Buéc 2.2 Néu ban dang sit dung chwong trinh cdi dat tir dia CD-ROM

Buéc 3: Néu man hinh dudi day dwoc hien thi, thuc hién chon 6 Language: Tiéng Viét
— nhap vao Next



Q Generic Plus PCL6 Printer Driver - Ver, 2,40

Wekome to the Setup Wizard for the Generic Plus PCLG Printer
Driver

This wizard wil instal the Generic Plus PCLS printer driver on your

computer.
Select a language to use for setup.
Language: :'“5'\9 vigt N7

To contrnue with setup, cick [Next).

| Next> || Concel

A

Buac 4: Khi HOP DPONG CAP PHEP PHAN MEM CANON duoc hién thi, xac nhan
noi dung — nhap vao [CO].

@ Tiinh Digu Khién Méy In Generic Plus PCL6 - Phién Ban 2,40

Théa Thudn Cép Fhép
Vui lang doc k¥ va Gy @0 thda thudin cip phép dudi day Nhip

[C6) 8¢ dng ¥ véi thoa thuan cap phép.

~
Ddy B mdt hop ddng phdp ly ("Hop ddng") gikra quy vi va Canon Inc.
("Canon") chi phdi viéc quy vi sir dung cic chugng trinh phan mém cua
Canon bao gdm cic cam nang s dung ¢6 €n quan hodc bat ky tai iéu in
3n ndo cla cac chuong trinh ndy ("PHAN MEM™) danh cho mdt s6 may
photocopy, mdy in va cac thiét bi ngoai vi da chifc nang cua Canon ("San
phdm")]
DOC KY VA HIEU RO TAT CA CAC QUYEN LOT VA HAN CHE
PUQC MO TA TRONG HQP DONG NAY TRUGC KHI CAI DAT
PHAN MEM. BANG CACH NHAP NUT CHO THAY QUY VI CHAP
NHAN NHU TUYEN BO BEN DUGT HOAC CAI DAT PHAN MEM,
QUY VI DONG Y BI RANG BUOC BOT CAC DIEU KHOAN VA DIEU

¥ »
WYFRL FIA 1121 NARIS RIAV IZ21IARS NIV 1 MRS DITA AL AATRA

Ban ¢6 ddng ¥ véi nhirng Feu khodn trong thda thudn cap phép khéng?

| <Twée®) | ccm{k_]l Knhéng |

Budc 5: Chon [Két Néi USB] — nhép vao [Tiép].



@ Tinh Digu Khién May In Generic Plus PCL6 - Phién Ban 2.40

Trinh didu khién miy in Generic Plus PCLS s dugc cdi 3dt trén mdy tinh ciis ban
Chen phuwng phép cai 831, rdi nhiip [Tep] ‘

Cai Dat May n(S)
(O chudn
Tim kém may in trén mang va cai dat.
Kich Hoat Lai My In & Ché D8 Ngid va Tm Kim

(O Tly chinh
Chidinh cdng hodc dia chi P bang tay ¢ cai 33t trinh dicu
khién cda may in ndi ving hodc trén mang.
Ban ciing c6 thé chidinh cai ddt khac, vi du nhu cai ddt may in
duol dang mdy In chia 38,

@) Két NGiUSB
Két ndi may in véi cap USB va cai gat

[ il T Tép T Rosame | [<Towee®) | T I

Budc 6: Khi man hinh canh bao qua trinh cai dit khong thé ngat, nhap chon Yes

‘,:" Trinh ©1éu Khién May In Generic Plus PCL6G - Phién Ban 2.40
Trinh ditu khign my in Generic Plus PCLS $2 duwc cai gl trén may tinh cla ban
Chon phuwng phép cai 841, rdi nhip [Tp)

Cai Dat May h(S)

Canh bao
Khong thé hity cai dat khi @3 bat dau. sonkié muén tiép tuc
! khong?
d :
&1 Yes No ; ay in
T——

(@) Két NGi USB
Két ndi mdy in véi cip USB va cai Gat.

| Hidin Thi Tép Tn Readme | <Trooc@®) | Tép)> | Hiy




Budc 7: Khi man hinh sau xuét hién, két noi thiét bi véi méy tinh bing cap USB —
bat thiét bi.

Két Noi USB

Thue hién theo cdc bude dudi ddy dé cal dat
trinh @idu khidn may in:

Trang thai:

1. Két ndi cap USB voi may tinh,

2. Két ndi cap USB voi may in.

3. Néu mdy in 43 tét ngudn, hiy bét may in.
May tinh 82 tw 65ng nhén biét may n va qué
trinh cai G4t trinh &&u khifn mdy in bt GAu.

S Néu may tinh khdng tw déng nhan b:éQ may in
ngay ca khi da ké: noi cap USB, ngat két noi cap
sau khi da tit may in, rdi két ndi lai cdp.

Budc 8: Nhap vao [Khoi dong lai] (hoic [Thoat]).
« CAPT Printer Driver - Setup Wizard

Installation is complete,
Oick [Exit] to quit the wizard.

i
)

14 [CIRestart My Computer Now

i
:
f

=y

Thiét bi da cai dat duoc hién thi trong [Thiét bi va May in] trong Panel Diéu khién cua
Windows.



~ Printers (6)

Device)

Brother Canon MF Fax Microsoft Print Microsoft XP5
HL-22500mM A430W to PDF Document Writer
zeries Printer

Thiét 1ap in m§t mait gidy/ hai mit giay
Thiét 1ap in mot mit gidy
Pé thyc hién in gidy mot mat, ngudi dung thuc hién thao tac sau:

Budc 1: Chon Thé [Cai Bat Co Ban] » Chon [In 1 mat] hoac [In 2 mat] trong [In 1 mat/2
mat/In Tap Sach] » Chon vi tri dong trong [Vi Tri Bong] » [OK]

(= Privting Prefoanies E
5 E% Do B | | B Trng | Hownif | Chit kigng
Thing tn # < Thay 04 08 B W0 Brh ~ | Thimid Sl
Plusdng Phip B Aa BN -
= 1 ooy Esdri mucfl} 1] 1 e 385
i Latiar - H,l:l'i"l
2. Cibiu R _-.l_gr_r“um A, | i Chilu ngang
Hhép C2 Trng -
B5 Cu= Trng Ti L Thj Gling
i | Twdn =

0 e vl Tip ok

——Ill J 1ol -
el | A
Lonitmer [T1 8 : Tl d g §=] o [ [Tes] i Gl
Lhin B3 Hham
oy i it i ™ -
K Praz Mikz B I

[ o || cawd || e

Budc 2('): Lya chon sb lwong mat in
Tai muc [In 1 mat/2 mat/In Tap Sach]-> Nhép chon [In 1 mat]
Budc 3("+') Lya chon vi tri dong

Chi dinh vi trf dong ban in bang mot dung cu dong tai liéu nhu dap ghim. Hudng in s&
thay doi tuy theo vi tri dong duoc chi dinh. Bé chi dinh d6 rong cua I€ cho vi tri dong, bam
[Gay].



Tai muc [Vi Tri BPéng] = Nhap chon hinh thirc canh 1@ trai hoic Ié trén

[Canh Dai [Trai]] ‘
In anh sao cho trang giay in dugc m¢ theo chiéu ngang khi dong.

by

[Canh Ngan [Trén]] ‘
In anh sao cho trang giay in dugc m¢ theo chiéu doc khi dong.

4Bk~ <)

Budc 4: Chi dinh Ié kich thudc gay sach
Nhap chon [Gay]

Thiét 1ap in hai mit gidy
Pé thyc hién in gidy mot mat, ngudi ding thuc hién thao tac sau:

Budc 1: Chon Thé [Cai DBat Co Ban] » Chon [In 1 mat] hoac [In 2 mat] trong [In 1 mat/2
mat/In Tap Sach] » Chon vi tri dong trong [Vi Tri Bong] » [OK]

-

i Printing Preferences |
T B G0 B0 | | Bl Ty | Hodn iR | Chik kigeg

Thing in # <Troy 533 T B Wbo Binh - | Thimi Sl
Pruidng Phip B Aa =N -
o= bzl oo Ty B o} 1h s

LI [ - Hullhrg

Al CB B P & | o Chil doe 1 Crdlungang

By OB Tang -
B4 Cuz Trang Ti L8 Thij Ging
i | w0 -

I T v vl T ok

-_—'il J n1rd -
T ™) W Tri B3
raary L
Lot [Tl Tud gl Canh [N [Tes] - Wy
Lhis Bi‘Hhan
s ,
A i that ! T4 -
Fhal Presc Maz Evnk I

[ ok || Caed || e

Budc 2(9): Lya chon sé lwong mit in
Tai muc [In 1 mat/2 mat/In Tap Sach]> Nhap chon [In 2 mat]



Budc 3("+') Lya chon vi tri dong

Chi dinh vi tri dong ban in bang mét dung cu dong tai liéu nhu dép ghim. Huéng
in sé thay doi tuy theo vi tri dong dugc chi dinh. Bé chi dinh d6 rong cua I€ cho vi tri

dong, bam [Gay].
Tai muc [Vi Tri Bong] = Nhip chon hinh thirc canh I& tréi hoic Ié trén

[Canh Dai [Trai]] ‘
In anh sao cho trang giay in dugc m¢ theo chiéu ngang khi dong.

[Canh Ngan [Trén]] ‘
In anh sao cho trang giay in dugc mao theo chic¢u doc khi dong.

_’; ;E [~

Budc 4: Chi dinh I& kich thudc gay sach
Nhap chon [Gay]

Cac 16i bang in thwong gip
L3§i 1¢ gidy in khac dinh dang trang in

M6 ta: Céc & cua trang gidy sau khi in bi hep, d6i khi mat chit hozc thira qua nhiéu. Piéu

nay 1am mat tinh tham my cua trang in.
Nguyén nhan: Viéc thiét 1ap kho gidy va céac thudc tinh cua tng dung Word chua dung
Phuong phéap khac phuc:
Budc 1: Mo giao dién tuy chinh (Option) cua Word
Tai giao dién Word > nhap chon File > Options > chon thé Advanced

Budc 2: Tat chirc nang tu dong diéu chinh kich thude noi dung cia Word

Tai giao dién Word Option > Kéo thanh tru6t bén phai dén muc Print > Bo chon

“Scale content for A4 or 8.5 x11” paper sizes > nhap chon OK



Word Options

General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Cick Access Toolbar
Add-ins

Trust Center

[#] ShOW SHOTMCUT Keys N SCreen [1ps

Show horizontal scroll bar

Show vertical scroll bar

Show vertical ruler in Print Layout view

[] Optimize character positioning for layout rather than readability
[] Disable hardware graphics acceleration

Update document content while dragging ©

Use subpixel positioning to smooth fonts on screen

Show pop-up buttons for adding rows and columns in tables

Print

[ Use draft guality

Print in background @

[] Print pages in reverse arder

O Print XML tags

] Print field codes instead of their values

Allow fields containing tracked changes to update before printing
[] Print on front of the sheet for duplex printing

[ ] Print on back of the cheet for dyplex printing

[T :Scale content for A4 or 8.5x 11" paper sizes!

Default tray: | Use printer settings =

When printing this document: | @ Giao trinh KNBP va TBVP Version_2 (1)...

[ Print PostScript over text
] Print only the data from a form

Save

J Prompt before saving Mormal template:iﬁ'

=]

[ ok ]| cance |

Budc 3: Thyc hién thay d6i kich thudc gidy twong tng vai cau hinh ciia may in



Page Setup

Margins | Paper : Layout
Paper size:
A4 ~
Width: |21 cm
Height: 297 cm

Paper source

First page: DOther pages:
Default tray Default tray
Preview
Apply to: | This section ~ Print Options...

Set As Default Cancel

L6i in khong ra bang in

M0 ta: May in ditng im khong hoat dong hoac gidy in khdng cé hién thi noi dung in
Nguyén nhén:

— Day két ndi may in dén may tinh khong truyén duoc tinh hiéu

— May in bi ket gidy in

— Hang doi in c6 Iénh in bi 15i

— May in ¢ trang thai offline
Phuong phép khac phuc:
Truong hop 1: Day két néi may in dén may tinh khong truyén duoc tinh hiéu

Budc 1: Tién hanh cim lai cong USB cua day tin hiéu tir may in dén may tinh



Truong hop 2: May in bi ket gidy in

Budc 1: Mg nap day hop myuc may in




Budc 2: Lay hop muc ra khoi may in

Budc 4: Kiém tra va lap lai hop muc va tién hanh in.



Truong hop 3: Hang doi in c6 Iénh in bi 15i

Budc 1: Tir man hinh Desktop> nhap dup vao biéu tuong may in

Budc 2: Nhap chugt phai vao cac dong lénh in > nhap Cancel

%2 Hewlett-Packard HP LaserJet Pro MFP M126nw - Use Pr...

Printer Document View

iDocument Name Status  Owner Pages Size
= vicrosoft Worcmee o1 100k
' Pause
‘ Restart
| Cancel

Properties
<

!

Cancels the selected documents.
Budc 3: Tat cira s6 May in va tién hanh in 4n
Truong hop 4: May in & trang thai offline

Budc 1: Truy cap Control Panel > nhap chon Devices and Printers



EE All Control Panel ltems = O

> v p » Cont.. » All Control Panel lte... v [J]
File [ view Tools
Adjust your computer's settings View by: Largeicons =
L . M Backup and Restore
Administrative Tools @ AutoPlay (‘_& (Windows 7)
‘-37& BitLocker Drive Encryption ﬂ.’l Color Management @ Credential Manager

i

Date and Time Default Programs Device Manager

&

.% Devices and Printers @Y Ease of Access Center B File Explorer Options
e File History Flash Player (32-bit) A Fonts
@% Indexing Options w IJE:::E:) Graphics and Internet Options

Budc 2: Nhap chudt phai 1én May in > nhap chon “See what’s printing”

~ Printers (&)
See what's printing
Brother Canon MF ShIsorTil i Micr
HL-2230DN 4430W Printing preferences Docur

series Printer . )
Printer properties

Create shortcut

¥ Remove device

Troubleshoot
Canon MF 443DW r

$ . Properties

Statusz:  Toner/ink low

Budc 3: Bo chon chirc nang “Use Printer Offline”

=t Canon MF 442DW - Toner/Ink Low

Printer Document View

Connect Status Owner Pages Size
Set As Default Printer

Printing Preferences...

Update Driver
Pause Printing

Cancel All Documents

Sharing...
Use Printer Offline

Properties

Close

Canon MF 443DW  Model:  Microsoft Software Printer Dri

3 Categony:  Virtual Printer

Status:  Toner/ink low



Phan 2: KY NANG SU DUNG THIET BI VAN PHONG
Bai 4 CAI PAT VA SU DUNG WEBCAM
Cai dit trinh diéu khién thiét bj
Cai dat cho may tinh Windows
Bwéc 1: Piat webcam Logitech vao vi tri mong muén

Tay thudc theo mau (model), ban ¢6 thé gin chan dé webcam vao kiéng ba chén, dat

no & trén cng man hinh, hoic gap thanh hinh tam giac dé dat trén mat phang.

Bwéc 2: Cam day cap USB cia webcam vao cong USB sin c6

Thong thudng, cong USB sén ¢ s& nam ¢ phan bén caa may tinh xéach tay (laptop), &
phia truéc hoic phia sau may tinh dé ban. Sau khi Windows nhan dién rang webcam da

duoc cdm vao, cac trinh diéu khién (driver) s& duoc ty dong cai dat.



Buéc 3: Mé wng dung Camera

Thuc hién nhap chudt vao trinh don Start hoac kinh 1Gp & goc dudi bén trai man hinh,
g6 camera, sau d6 nhap Camera trong két qua tim dugc. Ban s& nhin thay chinh minh trén

man hinh.



All Apps Documents Web More -

Best match

Camera
App

Settings

]

B B B %

Camera privacy settings

Use camera when | broadcast

Turn off camera access systemwide
Turn off camera access for all apps

Choose which apps can access your
camera

Use the camera to create an account
picture

Search the web

0

camera - See web results

Documents

=

Bwéc 4: Thiét 1ap micro caa camera

& w o

R

Camera
App

Open

Pin to Start

Pin to taskbar
App settings
Rate and review

Share

Hau hét webcam Logitech déu c¢6 micrd dugc tich hop san nén ban khdng can sir dung
micro roi. Bé dam bao rang micrd ctia webcam dugc sir dung trong cudc goi video va ghi
hinh, hay 1am theo céc budc dudi day:

« Mo trinh don Start va lya chon Settings (Cai dat) (biéu tuong banh ring).

« Nhap vao biéu twong System (Hé théng).

« Nhip vao thé Sound (Am thanh) trong khung bén trai
« Nhap vao trinh don tha xuéng ¢ dudi chir "Input (Pau vao)" va lva chon webcam
Logitech.



Nelllale

Output

Choose your output device
Speakers (Realtek(R) Audio)

4 - D1918H (AMD High Definition Audio Device)

Logitech webcam (Realtek(R) Audio) n advanced sound

& actions

Master volume

)

/\ Troubleshoot

Cai dat cho may tinh MacOS
Buwéc 1: Piat webcam Logitech vao vi tri mong muén

Tuy thudc theo mau (model), ban c6 thé gan chan dé webcam vao kiéng ba chan, dat

no & trén cling man hinh, hoic gap thanh hinh tam giac dé dat trén mat phang.



Budéc 2: Cam day cap USB ciia webcam vao cong USB sén c6

Thong thuong, cong USB sin ¢6 s& nam & phan bén caa may tinh xach tay (laptop), ¢
phia truéc hodc phia sau may tinh dé ban. Sau khi Mac nhan dién rang webcam d duogc

cdm vao, cac driver (trinh diéu khién) s& duoc tu dong cai dit.

Bwéc 3: Thiét 1ap micré dwoc tich hep sin cia webcam



Safari Contacts

©

FaceTime Messages Find My

®)

Music Podcasts Voice Memos

Calculator Mission Control System Prefer|

Pé dam bao rang camera dugc cai dat dung cach, hdy ma trinh don Applications va

nhap dap vao Facetime. Ban s& nhin thiy chinh minh trén man hinh.
Bwéc 4: Thiét lap micrd dwoc tich hop sin cia webcam

Hau hét webcam Logitech déu c¢6 micrd dugc tich hop san. Bé dam bao rang Mac sé
su dung micrd cua camera Logitech khi ghi hinh hoac phat, hay lam theo cac budc dudi
day:

Nhép vao trinh don hinh qua t4o & goc trén bén trai man hinh va lya chon System
Preferences.

Nhap vao biéu twong Sound (hinh céi loa).

Lua chon camera Logitech trong danh sach.



Sound

Sound Effects  Output Input

Select a device for sound input:

Settings for the selected device:

Input volume: IU;’
o7

XL e

Input level:

Output volume:

Thiét 1ap thiét bi cho cac wng dung cu thé.
Thiét 1ap webcam cho cugc hop bang wng dung Zoom
Budc 1: Mo tng dung Zoom trén Desktop va thuc hién dang nhap

— X

® Zoom Cloud Meetings

Sign In

|'\'.Em»:r your email /.| | & Sign In with 550

| Enter your password Forget? |  ©7 | G Sign In with Google

() Keep me signed in Sign In | f Sign In with Facebook |

¢ Back Sign Up Free




® Zoom = (m] X

ng Cit Meggs Co%ds Shiseich G:
e
07:46 PM
05/! 1
New Meeting ~ Join
No upcoming meetings today
Schedule Share screen ~
Budc 2: Hiéu chinh Webcam gom phan Camera va Microphone
» Zoom = O X
“ (o) @ Q, Search w

Home Chat Meetings Contacts

(s

07:46 PM

05, 2

New Meeting ~ Join
v o
19 -
No upcoming meetings today
Schedule Share screen ~

Thay d6i thanh phan Camera



) Settings

£ General i
(] start Zoom when | start Windows

ﬂ When closed, minimize window to the notification area instead of the task bar

:

(] use dual monitors

Audio

[ Enter full sereen automatically when starting or joining a meeting
Share Screen () Automatically copy invite link once the meeting starts
Chat [ Always show meeting controls (3)

@ ask me to confirm when | leave a meeting
Background & Filters
(] show my connected time

Recording [ ] Remind me 5 minutes before my upcoming meetings
Profile (] stop my video and audio when my display is off or screen saver begins
(] Integrate Zoom with Outlook (%)
Statistics
Reaction Skin Tone
Keyboard Shortcuts y
LE
Accessibility

CO6O0DOMKDOOSe

View More Settings [

General

@ Audio

Share Screen
Chat

Background & Filters

0B 0O0B0O00

Recording
Profile
Statistics Camera:
16:9 (Widescreen| Original Ratig
Keyboard Shortcuts (W ) (O orig
My Video: (@ Enable HD
Accessibility

a Mirror my video
(") Touch up my appearance
[ Adjust for low light

Meetings: @ Always display participant names on their video

("] Turn off my video when joining meeting




Thay doi thanh phan Microphone

General
Video Speaker I.I Test Speaker | Headphones (Realtek USB2.0 Au... >
G Share Screen Volume: P o)
O Chat If you cannot hear your voice, select a different microphone.
Q Background & Filters Microphone I_I Test Mic ] [ Microphone (Realtek USB2.0 Aud... v]
@ Recording Input Level:
B Prafile Volume: o L] o)
- m Automatically adjust microphane
@ Statistics volume
Keyboard Shortcuts (] Use separate audio device to play ringtone simultaneously
Suppress background noise  Auto v @
Accessibility
Select the default noise suppression level (low) to optimize for music
Automatically join audio by computer when joining a meeting
Mute my microphone when joining a meeting
Press and hold SPACE key to temporarily unmute yourself
-
I_J Advanced ]

General
Video Speaker I_I Test Speaker ] Headphones (Realtek USB2.0 Au... ~
G Share Screen Volume: Y <@
O cha
g Background & Filters Microphone I_I Test Mic ] [ Microphone (Realtek USB2.0 Aud... v:l
Microphone (Realtek US
@ Recording Input Level:
Same as System
B Profile Volume: « [ ] o)
- n Automatically adjust microphone
w Statistics volume
Keyboard Shortcuts D Use separate audio device to play ringtone simultaneously
Suppress background noise | Auto v ®

Accessibility

Select the default noise suppression level (low) to optimize for music
Automatically join audio by computer when joining a meeting

Mute my microphone when joining a meeting

Press and hold SPACE key to temporarily unmute yourself

|_, Advanced ]




Thiét 1ap webcam cho #ng dung Google Meeting
Google Meet cho phép ngudi ding hoc/ hop truc tuyén qua mang trén nén tang web
duoc tich hop trong G-suite ciia Google. Pay 1a mot trong nhitng tng dung hoan toan mién
phi cia Google nham hd trg cac budi hoc/ hop truc tuyén qua mang véi sé luong ngudoi

tham gia Ion, c6 thé 1én téi t6i da 100 ngudi. Mot trong cac thao tac quan trong khi sir dung

Google Meet 1a nguoi Sir dung | e v s

& > C @ meetgoogle.com/hjw-cdce-dajpli=18authuser=0

can biét thao tac lya chon
Microphone va Camera dé
cuoc hop dugc sinh dong. Cac
thao tdc do nhu sau:

Budc 1: Bang nhap tai
khoan Gmail va tham gia vao

phong hop. Giao dién ung

dung Google Meet nhu hinh

Meeting details A 9 -~ ) =
Turn on captions Present now

Budc 2: Tinh chinh lai thiét bi Microphone va Camera. Tir giao dién cudc hop, bam

bén

chon chirc nang More Setting va click chon Settings.

Whiteboard

Change layout
Full screen

Captions

Report a problem

Report abuse

Troubleshooting & help

Settings

& g

Turn on captions Present now



Budc 3: Tuy chinh thiét bi thu va phat am thanh
Bén trai khung chtrc nang Setting, thuc hién chon tab Audio

Muc microphone: Cho phép ngudi ding lya chon cac micro may tinh hién dang c6 dé
st dung. Dé thyc hién, nguoi dung click chon biéu twong = dé lra chon thiét bi mong

mudn.

Settings X
R Microphone
Microphone (USB Audio Device) (046d:0825) \Q,
[k Video
Speakers
€83 General Default - Speakers (High Definition Audio De... ) Test

A Using different devices as your mic and
speaker can cause echo. Learn more.

Muc Speakers: Cho phép ngudi ding lya chon thiét bi loa ngoai hay tay nghe dé biét
am thanh phét ra. Nguoi dung lua chon bang céch click chon biéu twong ~ dé thuc hién

thao tac chon thiét bi mong muén st dung.

Communications - Microphone (USB Audio Device) (046d:0825)

; X
SEttlngS Default - Microphone (USB Audio Device) (046d:0825)

Microphone (High Definition Audio Device)

Audio
Microphone (USB Audio Device) (046d:0825)
[k Vvideo
Speakers
{83 General Default - Speakers (High Definition Audio De... o) Test

A Using different devices as your mic and
speaker can cause echo. Learn more.

Budc 4: Ty chinh thiét bi ghi hinh (Video)

Bén trai khung chirc nang Setting, thuc hién chon tab Video. Cac chirc nang chinh
bao gom:

Muc Camera: Cho phép ngudi dung lya chon cac thiét bi Camera c6 san cia may tinh

hién dé sir dung. Dé thuc hién, ngudi ding click chon biéu tuong ~ dé hra chon thiét bi

mong mudn.



Settings X

0BS Virtual Camera

fudie Camera is off
USB Video Device (046d:0825)

[k Video
Send resolution (maximum}

{83 General High definition (720p)

Receive resolution (maximum)

High definition (720p)

Muc Send resolution (maximum): Cho phép ngudi ding lra chon chét lugng video
giri Ién chuwong trinh Google Meet. Bé lya chon chat lwong cao hay thap hon, ngudi ding

lya chon bing cach click chon biéu twong ~ va chon chi s6 mong muén sir dung.

Settings X
hudie cemere Camera is off
USB Video Device (046d:0825)
[k Video
Send resolution (maximum)
{8} General High definition (720p)

Receive resolution (maximum)

High definition (720p)

Muc Receive resolution (maximum): Chirc ning cho phép ngudi ding nhan chat
luong video tir chwong trinh Google Meet.



Thiét 1ap webcam cho #¥ng dung mang xa hai (Zalo, Viber, Skype, Whatsapps)
Véi cac tng dung mang x& hoi nhu Zalo, Viper, Skype,... viéc lya chon thiét bi webcam c6

tuy c6 khac nhau vé giao dién nhung thuong dit chung trong chirc ning Setting. Tai Viét

Nam, (ng dung Zalo rat phé bién cho ngudi st dung vi cac tién loi cua ung dung. Dé thiét

lap webcam sir dung cho muc tiéu goi hop hay trao ddi nhom ta thuc hién cac budc nhu sau:

Budc 1: Pang nhap tng dung Zalo trén may tinh hozc thiét bi di dong

o e Danh sach két ban

Budc 2: Trén giao dién PC, thyc hién bam chon biéu twong Settings

Thiét bi

00

Zalo

ST ot
(L Tim ban bé, nhém va tinn... 2

+

Y & Thém ban béng s dién thoai

Danh séach két ban

Danh sach nhém

GUri file gilfa di déng va may tinh

Truyén File

Ban beé (338)

hd Ban chua c6 |5 mdi két ban nac

THEM BAN

- ] x

Zalo - Cai dat

Chung

Tin nhan

Tién ich

Cau hinh proxy

Thiét bi

Pau vao am thanh

Thiét bi Default
Am lugng
(¥) Tu déng digu chinh micro
Loa/Tai nghe
Thiét bi Default
Am lugng

Camera

Thiét bi Default

> chon nuat



Budc 3: Thay doi thiét bj Loa/Tai nghe
Tai giao dién Cai dat, ngudi dung thuc hién lua chon thiét bi nhu sau:
Dong Thiét bi: Click Default va chon Thiét bi méi.

Dong Am lwong: Click gitr can diéu kién va kéo tranh truot sang trai phai dé ting giam am
lugng.

Loa/Tai nghe
Thiét bj Speakers (High Definition Audio Device)

Am luong

Bam nut LU'U dé sao luu lai cau hinh da thay doi.
Budc 4: Thay doi thiét bj Camera

Tai giao dién Cai dat, nguoi dung di chuyén xudng nhém Camera va lua chon tén thiét bi
can sir dung ¢ dong thiét bi.

Loa/Tai nghe

Thiét b  Default ~)

Am Iugng Default

Speakers (High Definition Audio Device)
Digital Audio (HDMI) (High Definition Au...

Camera
Thiét bi Default
Camera
Thiét bj USE Video Device

HUY LUU

Bam n(t LU'U dé sao luu lai cau hinh da thay doi.



Phin 2: KY NANG SU DUNG THIET BI VAN PHONG
Bai 5 KET NOI VA SU DUNG MAY CHIEU

Két ndi may chiéu
Budc 1: Két ndi day ngudn véi may chiéu va bam nat khai dong may (Power)

ZOOM Ring/ ——
FOCUS Ring R
s
e "'ﬂoc.rc'
|
—
‘ ’
‘ = — —— Camera Window|
- E |
|
‘,7 Air Outlet Port
¥
Projection Lens — . 4
Remote Control Adjustable Feet
Signal Recelver
POWER Button —+ =S =
,,,,, ol £
STANDBY (R 7
ON/STANDBY Indicator — o ( C ) G ——————— INPUT SELECT Button
— EAMP Lt | ~ ENTER Butlon
ndicator —+ 9 -
| WARN ‘1 o O C\J I — Amow (1}+——+) Buttons
WARNNIG Indicator 7-*71 .T‘ e
Ambient Luminance Sensor — ‘— . Q ic ‘ Gif EASY SETTING/CANCEL Button
| * AUTO SETUP Button for th
| — PT-VW3DZIVXAI0Z/VX42Z
MENU Button

Budc 2: Két ndi day tin hidu may tinh véi may chiéu bang cach day cap thich hop

Thong thudng, cac day cap st dung bao gém day HDMI va Day VGA. Céac day nay cim vao
cong HMDI out va VGA out trén may chiéu




Budc 3: Lya chon cong két ndi trén may chiéu bang ntit INPUT, nguoi ding sé lwa chon cong

HDMI hay VGA tuong tng vai cap da st dung

POWER Button ————————— = — —— INPUT Button
& o] INFL
ON/STANDBY Indicator — e ‘
.‘.J.i‘-:!' "H ‘ (.\ ‘ | O
__ |enTERl/—————1— ENTER Button
LAMP Indicator — 1 | : ‘
; .'-w-.! O O O l ——+— Amow (1}+—) Bultons
WARNING Indicator —————— L~ SN |
WARNING® MENU .", UTO SETUP

Ambient Luminance Sensor —————— & @ ‘ O 67— — AUTO SETUP Button
|
L (e ‘

MENU Button —

Budc 4: Két ndi may tinh bang t6 hop phim tit

D¢ két ndi may chiéu voi méy tinh xach tay, ta nhan t6 hop 2 phim Fn + phim biéu twong
man hinh chieu hoac to hop Windows + P. Vi maoi dong may tinh khac nhau lai ¢ phim
biéu twgng khac nhau, cu thé nhu sau:

- ACER, TOSHIBA, SHARP: Fn + F5
- SONY, IBM, LENOVO: Fn + F7

- PANASONIC, NEC: Fn + F3

- ASUS, DELL, EPSON: Fn + F8

- FUJUTSU: Fn + F10

- HP, COMPAQ: Fn + F4

Budéc 5: Lua chon ché dd man hinh chiéu

Nguoi ding cé thé lra chon mét trong cac hinh thuc trinh chiéu dé thuc hién st dung may

chiéu nhu sau:

Hinh thirc PC Screen only: Hinh anh trinh chiéu chi hién thi trén may tinh, khdng hién thi

trén man chiéu.



Hinh thic Duplicate: Hinh anh trinh chiéu hién thi trén man chiéu gibng man hinh Desktop
cua may tinh

Hinh thiic Extend: Hinh anh trén man hinh Desktop cuia may tinh trinh chiéu c6 thé hién thi
khéc so véi man chiéu

Hinh thirc Second screen only: Hinh anh chi hién thi trén man chiéu, khéng hién thi trén

may tinh trinh chiéu

g_‘ PC screen only

gm Duplicate

JADT cend

m Second screen only

Cac nit co ban ciia may chiéu
Khi sir dung may chiéu, ngudi ding can biét cac nat chirc nang co ban ciia may chiéu
dé hiéu chinh cho phu hop v6i may tinh ctia minh. Mot s6 nat chirc nang thuong co trén cac

may chiéu nhu sau:

- Power: niit nguon, ding dé bat va tat thiét bi

- TILT: nut diéu chinh goc d9, nang cao hodc ha thp chiéu cao cta dén.
- INPUT: chon thiét bi dau vao

-  FOCUS: Banh xoay diéu chinh anh, tiéu cu cho may chiéu

- ZOOM: diéu chinh kich thudc cac khung hinh

- ENTER: ntt thyc hién céc churc nang.

- Céc phim di chuyén: trén, dudi, phai, trai trong menu



INPUT Button

POWER Button

ON/STANDBY Indicator —m

Wi
LAMP Indicator = O
TAMP

VWARNING Indicator — e G T

Ambient Luminance Sensor —4. @

MENU Button

ENTER Button

E

O Qs
030 |0

Arrow (1)« —+) Buttons

AUTO SETUP Button




Phan 2: KY NANG SU DUNG THIET BI VAN PHONG
Bai 6 CAI PAT VA SU DUNG MAY SCAN

Cai dit trinh diéu khién thiét bi
Qua trinh cai dat trinh diéu khién thiét bi may quét c6 thé duoc thuc hién thong qua céc budc
can ban nhu sau:

- Két ndi may quét voi may tinh va ngudn dién bang day cap thich hop

- Thuc hién cai dit trinh diéu khién thiét bi theo huéng dan cua hdng san xuat

- Thiét lap thdng sé k¥ thuat cho thiét bi va may tinh

- Khéi dong ting dung diéu khién may quét va tién hanh thao tac quét tai liu
Trong tai liéu nay, ching toi trinh bay cach cai dit mau may quét Canon MF443DW

Budc 1: Két ndi may quét vao may tinh bang cap tin hiéu dinh kém theo thung may va day

ngudn may vao ngudn dién.

Budc 2: Cai dit trinh diéu khién may quét theo tir dia CD dinh kém theo may hodc tai truc
tiép tir trang chu caa hang tai link www.hp.com


http://www.hp.com/

Budc 2.1: Nhap Double-click vao file cai dat “MF440SeriesMFDriverV6603W64.exe” va
lya chon Yes dé tién hanh cai dat trinh diéu khién thiét bi cho may tinh. (Thuc hién cai dat
“Winmfscanutilityvl2001.exe” hodn toan twong ti qud trinh cdi dat trinh diéu khién may

scan).

Weilcome to the Setup Wizard for
the MF drivers

This wizard will nstall the MF dnvers on your computer.
Select a language to use for this wizard, and then click [Neat],

Display Readme Fle Next > Cancel




Budc 2.3 Man hinh hién thi HGP BPONG CAP PHEP PHAN MEM HP, nhap chon 6 vuéng

chap nhan diéu khoan cua hop dong va lua chon Next

Please read the followng licenge agreement completely and ﬁ
carefully Click [Yes] 1o agree 10 the license agreement
[hANON SOFTWARE LICENSE AGREEMENT A
IMPORTANT

This is a legal agreement ("Agreement™) between you and Canon Inc.
("Canon™) and governing your use of Canon's software programs
ndudng the related manuak or any printed material thereof (the
"SOFTWARE") for certan Canon's copying machines, printers and
mulifunctional peripherals (the "Products™). <

Do you agree to the tems in kcense agreement ?

(3

< Back I Ype
%’

Budc 2.4: Lya chon két ndi va quan sat qué trinh cai dat dién ra

Nhap chon USB Connection va nhan Next, qua trinh cai dit bat dau dién ra



MF Drivers

Select the Type of Connection ﬁ

Select the type of connection between the device and your computer.

(& 1JSB Connection
" Network Connection for Netwod Models)

ks

MIF Dirreers
Installing Stalus !
MNow instaling. ..

.\‘i}) Now copying dever file. .

Budc 2.5: Két ndi day cap vao may tinh va khoi dong thiét bi.

Nhap chon Exit dé két thuc qua trinh cai dat



Copying of daver files is complete. To finish the ntallation, comnect the dewice

Connect Device with USB Cable ﬁ
10 your computer

Connect the device to your computer using 2 USE cable, and then tum on the device.

The device Is connected to your computsr,
MF drivers will be nstalled with Plug and Play,
Click [Sat] to ext the wizard.

Buac 2.6: Khoi dong lai may tinh

Thao tac scan tai liéu
Truong hop 1: Thuc hién scan tai liéu bang nat bam trén may

Budc 1: Dé tai liéu tai khay dé gidy

Budc 2: Nhan nut chte ning Scan



Budc 3: Lya chon noi luu trit tap tin scan, st dung Computer néu may scan két noi truc

tiép dén may tinh bang cong USB.

The original is in the feeder.

Budc 4: Nhan Start dé bt dau scan tai liéu.

Computer Scan




Buéc 5: Nhan két qua scan tai thu muc da cai dat trudc do, mac dinh 1a thu muc

Documents
Manage P_ﬂ:‘l-l_ﬂd_“}
File Home Share View Picture Tools
“ i « Documents » 2021_04 10 w | 0 2 Sear
~

7 Quick access
B Desktop -
‘ Downloads &
Documents
[&] Pictures -
- Data (0]

IMG_0D04,ipg IMG_DD0S,jpg

Truong hop 2: Thyc hién scan tai li¢u bﬁng cach st dung phﬁn mém tién ich MF Scan
Utility
Budc 1: Khéi dong

ung dung MF Scan Utility

Budc 2: bat giéy va khay vao Iya chon hinh thirc scan tai li¢u




Budc 3: Lua chon hinh thire scan tai liéu va quan sat qua trinh scan

Select by Document Type
Scan using settings suitable for
‘M| Document docume:?s conggming text and
= tables.
Scan using settings suitable for
(78| Photo e ng settng
ﬁ Custom Scan using custom settings.
0%
I

Budc 4: Luu triy tai 1iéu da thuc hién scan

Qua trinh quét tai liéu hoan tt, may tinh hién thi thu muc chua file scan. Mic dinh 1a thu

muc Documents

R ER

2021_04_10

File Home

1~

# Quick access
B Desktop
& Downloads
i=| Documents
= Pictures
wa Data (D;)

Driver

Share View

« Documents » 202104 10

-

o Name

1] IMG_0001.pdf
(<] IMG_0002,pdf

Date modfied

10/04/2021 7:51 PM
10/04/2021 7:54 PM

Search 2021.0

T"'F €

Foxit Reader POF ..
Foxit Reader PDF ...




Phin 2: KY NANG SU DUNG THIET BI VAN PHONG
Bai 7 CAI PAT VA SU DUNG MAY PHOTOCOPY

May photocopy 1a mot trong nhitng thiét bi, may méc vian phong quen thudc hién nay.
Tuy nhién dé sir dung may photocopy nhu thé nao ding va hiéu qua khéng phai ai ciing
biét. Pic biét v6i nhitng ngudi méi 1an dau sir dung may hau hét kha vat va dé tim hicu

cach st dung cia nd. Vi vay, trong chuong nay ching ta cung tim hi€u cac thao tac can

ban cua thiét bi photocopy.

AS =4

| PRALSEs| Ao Fioe £ Bt < b i |
| w*m, ‘ @,"@, _:B*['—_;] tﬂ*“_:' %-Create?o\agm |
T 99|55 v o |pe|is)] 5|5
— :

Edit / Stame Dwo,ConbireSwrivs || Feduce / Enlarpe

93%

Gareration Copy

N Frisim  [JCover/Sli Shest

W] Seecial Origil

8

Nhom (1): Chon loai ban gbc, chinh ddm lot ban chup va khé gidy ban gdc.



Nhom (2): may bao READY la d4 sin sang cho ban sir dung; néu bdo PLEASE WAIT:
vui 1ong chd cho may khai dong xong cho dén khi xuat hién READY.

Nhom (3): Khu vuc chon ti 1& phéng to thu nho duoc cai dat san.

Nhom (4): Hién thi s6 ban chup di dugc scan vao trong bd nhd ciia may photocopy, s6
ban chup dugc ngudi ding cai dit, sb ban chup di dugc may photocopy thyc hién.
Nhom (5): Kién tra cac tinh nang cai dit trong photo.

Nhom (6): Cac phim tat hién thi cac chirc ning sir dung thuong xuyén: sao chép hai mat,
don hai mit ban gdc thanh ban copy hai mit.. ..

Nhoém (7): Hién thi cac chirc ning chia bo néu may photocopy duoc gin Finisher vao, s&
c6 thém chiic nang bam kim dugc hién thi.

Nhom (8): Hién thi tinh trang mdy, ciing nhu danh sach cac viéc may photo dang cho
hoat dong...

Thao tac thuc hién Photocopy

Budc 1: Mg cong tic may Photocopy

Budc 2: Trude tién, dat ban chinh vao vi tri photo



-
o S GRS
s IO e RS

—CEC
Tronioned Copyio0 I

Budc 3: Pat gidy trang vao khay giay va diéu chinh khay theo khé gidy A4

Budc 4: Trén man hinh bang diéu khién ciia may Photocopy, luya chon chiic niang Copy

et conmeet with DHCP Server. (101)
Contect Be s el

Budc 5: Chinh d6 dam nhat cua muc.



e Mili tén sang trai: gidm do muc
e Miii tén sang phai: ting do muc
Budc 6: Trén man hinh chinh s& ¢ ché d6 photo ghép, tach mit.
Lya chon mdt trong c&c chirc ning ghép mat bang cach nhan trén man hinh bang diéu khién.
e 1 Sided -> 2 Sided: Ché d6 nay photo 2 ban goc 1 mit thanh 1 ban sao 2 mit.
e 2 Sided -> 2 Sided: Ché do nay photo 1 ban géc 2 mat thanh 1 ban sao 2 mit.
e 1 Sided -> Comb 2 orig: Ché do nay photo 2 ban gbc 1 mat thanh 1 ban sao 1 mit.

e 1 Sided -> Comb 4 orig: Ché do nay photo 4 ban gbc 1 mit thanh 1 ban sao 1 mit.

-y L
Camwtt ssmant wi® DNCP Server g
sut o abriniTetw




Budc 7: Lua chon cac tinh nang khac khi photocopy nhu photo ¢6 chir hoac ¢6 hinh hoac ca
hai, ta lua chon cac tuy chinh bén dudi.

e Text: Ché do photo chi c6 chi
e Text/Photo: Ché do photo c6 ca chir va hinh
e Pale: ché d6 nay dung dé photo héa don do

e Generation Copy: Ché d6 photo chung mac dinh
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Budc 8: Lua chon ché d6 chia bo

e Chiabo cuing chiéu (Sort): Ban sao chup tir ban goc s& dugc chia thanh tirng bo chong

xép 1én nhau.

e Chiabd khac chiéu (Rotate Sort): Ban sao chup tir ban gc s& duoc chia thanh ting bo

chéo 1én nhau.
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Budc 9: Hiéu chinh d6 phéng to, thu nho caa ban sao chup so véi anh géc
e Full size: Ché do photo diy du kich thuéc nhu ban g hodc chon 6 100%

e Auto Reduce/Enlarge: Reduce la chinh tang % ban chup. Enlarge la chinh giam %

ban chup.

e %: Ché d6 tly chinh % kich thudc theo nhu cau.
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Budc 1: Khéi dong may Canon MF443DW

Budc 2: Dit vin ban can sao chup tai khay

s&f |

Yy

2-Sided: Off

0 %4 4K 0N

02

The original is in the feeder. © Status Monitor

Tinh ning “2-Slided” cho phép ghép mot hay nhiéu mit ciia mot to gidy tai liéu dé in ra ban
sao chup



!—! .J Quét ndi dung mot mat giéy va in ra mOt mat cua to giéy tre“'mg
E I'| Quét ndi dung mot mat gidy va in ra hai mat ciia to gidy trang
[[li Quét ndi dung hai mit gidy va in ra hai mit cua t& gidy tring

[[ .J Quét ndi dung hai mat gidy va in ra mot mit cua to gidy trang

Tinh ning N on 1 gitip ngudi sir dung ghép nhiéu trang gidy cia tai liéu vao mot mit cua ban
sao chup

D Khong ghép nhiéu trang vao mot mat gidy ciia ban sao chup.
Ghép 2 trang vao mdt mat cua ban sao chup.

Ghép 4 trang vao mdt mat cua ban sao chup.

Budc 5: Nhan Start dé tién hanh sao chup vin ban gbc

Number of Copies

7

€

Ihe original is in the feeder.
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https://www.wikihow.vn/Ki%E1%BB%83m-tra-webcam-tr%C3%AAN-PC-
ho%E1%BA%B7c-Mac

http://tranglinh.vn/cac-cong-giao-tiep-tren-mainboard-co-ban-ban-nen-
biet/a801.html

https://support.hp.com/vn-en/product/hp-scanjet-pro-3000-s3-sheet-feed-
scanner/10430940/manuals

https://vn.canon/en/support/0303015801 - Generic Plus UFR Il Printer Driver v2.40
User Guide for Windows (pdf)


https://www.wikihow.vn/Ki%E1%BB%83m-tra-webcam-tr%C3%AAn-PC-ho%E1%BA%B7c-Mac
https://www.wikihow.vn/Ki%E1%BB%83m-tra-webcam-tr%C3%AAn-PC-ho%E1%BA%B7c-Mac
http://tranglinh.vn/cac-cong-giao-tiep-tren-mainboard-co-ban-ban-nen-biet/a801.html
http://tranglinh.vn/cac-cong-giao-tiep-tren-mainboard-co-ban-ban-nen-biet/a801.html
https://support.hp.com/vn-en/product/hp-scanjet-pro-3000-s3-sheet-feed-scanner/10430940/manuals
https://support.hp.com/vn-en/product/hp-scanjet-pro-3000-s3-sheet-feed-scanner/10430940/manuals
https://vn.canon/en/support/0303015801

