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TUYEN BO BAN QUYEN
Nham ddp Ung nhu cdu hoc tdp va nghién c(fu cho gidng vién va sinh
vién nghé Céng nghé Théng tin trong trudng Cao dang Ky thudt Cong nghé
Ba Ria — Viing Tau, chiing t6i da thuc hién bién soan tai li€u Tin hQc nang cao
nay.

Tai li€u dugc bién soan thuOc loai gido trinh phuc vu gidng day va hoc
tap, Iuu hanh ndi b0 trong Nha truOng nén cdc nguOn thong tin c6 thé dugc
phép diing nguyén bdn hodc trich dung cho cdc muc dich vé dao tao va tham
khdo.

Moi muc dich khic mang tinh 1éch lac hoac s& dung v8i muc dich kinh

doanh thi€u lanh manh s& bi nghiém cam.



LOI GIOI THIEU

Gido trinh Tin hQc vin phong dugc x4y dung va bién soan trén cO s&
chuong trinh khung dao tao nghé Coéng nghé thong tin trinh d0 Trung cap
nghé da dugc Trudng Cao dang KY thudt Cong nghé phé duyét.

Gi4o trinh Tin hQc viin phong dugc bién soan d€ b sung thém vio mon
Tin hoc cic ki€n thlic nang cao d€ ngUdi hoc hé trung cap dat dugc Chudn
kY ning st dung cdng nghé thong tin ¢ ban theo quy dinh cla BO Thong tin
va Truy€n thong.

NOi dung gido trinh gdm 6 bai:

Bai 1: Surdung Control Panel

Bai 2. Xt ly vin ban

Bai 3. St dung mét s6 ham co'ban todn hoc va chui

Bai 4. St dung ham logic (AND, OR) va diéu kién (IF)

Bai 5. St dung ham tim kiém (Vlookup, Hlookup)

Bai 6. St dung ham théng ké cé diéu kién (COUNTIF, SUMIF) va

biéu a6

Gi4o trinh dugc bién soan dua trén moOt sO tai liéu tham khdo cap nhat,
c6 gia tri v&i muc tiéu cung cap mOt sO ndi dung chuyén siu v& Microsoft
Word va Excel cho nguQi hoc. Tuy nhién, n0i dung trinh bay van chua dugc
day dd va khong trdnh khoi thi€u sét. Toéi rat mong nhan dugc cic y ki€n

déng gép, bO sung d€ gido trinh ngiy cang hoan thién hon.



Tbdi chan thanh cdm On cdc dOng nghiép trong khoa Cong nghé thong tin
dd c6 nhing y ki€n déng gép gia tri cho ndi dung gido trinh va cdc tic gid da
bién soan, chia s€ cac tai liéu b6 ich.
Ba Ria — Viing Tau, ngdy  thdng  ndm
2020
Bién soan

Tran Lé Thuy

MUC LUC

GIAO TRINH
Mon hoc/Mo6 dun
Tén mé dun: TIN HOC VAN PHONG
Ma mo dun: MD10
Vi tri, tinh chat mé dun, ¥ nghia va vai tro clla mé dun:
- Vi tri: m6 dun dugc hoc sau md dun Tin hQc va tru@c cdc mod dun chuyén
mon khéc.
- Tinh chat: La m6 dun b trQ cic ki€n thic chuyén sau vé phan mém Word

va Excel cUa chuong trinh dio tao trung cdp cic nghé Cong nghé thong tin.



- Y nghia va vai trd clla mon hoc/md dun: Mén hoc gitip b6 sung kién thifc
ning cao d€ ngudi hoc hé trung cdp dat dugc Chudn kY ning s dung cong
nghé thong tin co ban theo quy dinh clla BO Thong tin va Truyén thong

Muc tiéu clla mé dun: Sau khi hoc xong mé dun nay, hOc sinh — sinh vién co

nang lUc:

- Vé kién thuc:

+ Trinh bay dugc cong dung cUa viéc thi€t 1ap ché d6 di€u khi€n mady tinh
nhU: bdo v€ mdy tinh, cii dat hay g& bé phan mém, di€u chinh dinh dang
ngay gio.

+ Trinh bay dugc cong dung cUa viéc thiét 1ap Reference va vi€c thém. bod
ngét trang, trong word.

+ Trinh bay dugc cong dung cla viéc thi€t 1dp mat khdu cho vin ban, luu
vin ban trén mang, dinh kém viin ban theo thu dién tU.

+ Trinh bay dudc cong dung, ci phdp cla cidc ham cd ban v&i nhi€u dang
diéu ki€n khic nhau trong Excel.

- Vé KV niing:

+ Thié€t 1ap dugc ché d0 bdo vé mdy tinh: tao user va password.

+ Thiét 1ap dugc cic dinh dang ngay gi0, tién té.

+ Cai dat, gd bd va st dung dugc mOt sO phan mém ti€n ich thong dung

+ Tao dugc tham chiu (reference). Thém, s(ra, x6a chi thich tai chan trang

(footnote), chu thich tai cui bai (endnote).

+ Luu viin bdn dudi cdc kiu tap tin khdc nhau (.rtf, .pdf, .txt).

+ Pat mat khau d€ ki€m sodt truy nhdp tap tin vin ban.

+ Pinh kém vin ban theo thu dién tUr.

+ Luu viin bdn trén mang (ghi vao cac 6 mang, cdc thu muc truc tuy€n).

+ Soan va x( Iy mOt vin ban hanh chinh mau.

+ Van dung dugc cdc ham xU Iy chubi, ham logic (IF,AND,OR), ham tim

ki€ém (VLOOKUP,HLOOKUP), két hgp nhi€u ham ( ham 10ng ham ) vé&i



nhi€u di€u kién va tao bi€u d0 trong Excel vao tUng bai tap cu thé khic
nhau.

- Vé ning luc tu chu va trach nhiém:
+ Nhan thlc dugc tdm quan trong va thuc hién ding quy dinh clQa phdp luat,
¢6 trach nhiém trong vi€c st dung may tinh va cong ngh€ thong tin trong ddi
sOng, hoc tap va nghé nghiép;
+ C6 y chl dOng, dOc 1ap trong cong vi€c, tu hoc d€ cap nhat kién thUlc,
nang cao trinh d® chuyén mon.
+ C6 khd ning van dung cic ki€n thlc di hoc va tu hoc d€ ddp Ung yéu cau
nghé nghiép trong sy phat tri€n cUa cong ngh€ thong tin va xa hdi hién nay.
+ C6 tinh than trach nhiém, y thic t6 chlc ky ludt, tic phong céng nghiép,
nhiét tinh, tu tin, chju khé d€ lam viéc dOc 1ap, tinh than hgp tdc, khd ning
phdi hgp d€ tham gia lam viéc theo nhém trong hoc tap, lao ddng va cic hoat
dOng khéc.



BAI 1: SU DUNG CONTROL PANEL
M3 bai: 10.1

Gioi thiéu:

Bai nay gidi thiéu vé cong dung va céch thi€t 1ap cdc ché d0 di€u
khi€n mdy tinh nhu: bdo v€ mdy tinh, cai dat hay g& bd phan mém, diéu
chinh dinh dang ngay gi0, tao user va password.

Muc tiéu:

- Trinh bay dugc cong dung cUa viéc thié€t 1ap ché dd diéu khi€n mdy tinh
nhu: bdo v& mdy tinh, cai dat hay g& bd phan mém, di€u chinh dinh dang
ngly gio.

- Thiét 1ap dugc ché d6 bao vé mdy tinh: tao user va password.

- Thiét 1ap dugc c4c dinh dang ngay gid, tién t&.

- Cai dat, g6 bd va st dung dugc mOt s6 phan mém tién ich thong dung

- Nghiém tic, tU gidc trong hQc tap.

- Rén luyén tinh can than, kién tri, sdng tao.

- Bdo ddm an toan va vé sinh cho ngudi va thi€t bi trong phong mdy.

NOi dung:

1. Region and Language

Trong bang di€u khi€n Control Panel, Regional and Language Option
(bi€u tugng hinh qud dia cau )cho phép lua chon cdc quy dinh d6i véi khu
vUc ( nhu dinh dang ngay, thang, ti€n té, ...) va ngon ng(t hi€n thi.

PGi v&i mOt s6 phan mém Ung dung, ciing nhu mot sO file excel dUQc
dinh dang theo chudn format ngay gi0 ciing nhu ki€m tién té€ cla Viét Nam
thi phdi di€u chinh 1ai hé thOng cho phut hgp vGi viéc dinh dang nay.

+ POi v6i Windows 7, 8 va 8.1:

PE& c¢6 th€ di€u chinh lai dinh dang s, ngay, gid va tién té:



Budc 1: Start = Control Panel < Region and Laguage (d0i v&i Windows 8 va

8.1 chon Region). Trong tab Formats, nhan vao nit Additional settings. ..

R
[ » Control Panel » All Control Fanel Ite
Mumbers | Currency | Time | Date

. . c Earmpl
Adjust your computer's settings Hample
Positive:  123,456,789.00 Megstive;  -123,456,769.00
& Region and Language
Fomats | Location | Keyboards and Languages | Adminisi Decimal symbol: 1 -
Format; No. of digits after decimal:

[Engish (United States) Digit grauping symbal:

Date and time formats Digit grouping: 123,456,788 l

Short date: Midhyy hegative sign symbol:
Long date: dddd, MMMM dd, yyyy Hegative nurmber format:
Shart time: i £ Display leading zeros:
Long time: [rmmsse | List separator:

Firstday of weeki | Sunday: Messursrment systemm:

SHE ] I
i
] e e

us, - i
“WWhat does the notation mean? .

Standard digits: 0123456789 -
Examples I
Short date: 74342015 Use native digits:
Long date: Friday, July 03, 2015 Click Reset to restore the system default settings for
St Lot ot numbers, currency, time, and date, [

Long time: 10:40:32 PM Apply
Additional settings. ‘

Go online to learn about changing languages and regional formats

Hinh 1.1. HOp thoai Customize Format
Budc 2:

- D€ chuyén d6i dinh dang ngay, chon tab Date = trong 6 Short date nhdp

dd/mm/yyyy ( n€u mubn chuyén thanh ngay/thdng/nim), nhadp mm/dd/yyyy

(n€u muOn chuyén thanh dang thang/ngay/nim).

H Customize Format H

Numbers | Currency | Time | Date

Example
Short date: 71372015
Long date: Friday, July 3, 2015

Date formats

Short date: del/mm/yyyy v

Long date: dddd, MMMM d, yyyy v
What the notations mean:

d, dd = day; ddd, dddd = day of week; M = month; y = year

Calendar
When a two-digit year is entered, interpret it as a year between:
1930 and | 2028 =

Firstday of week: | Sunday v

Click Reset to restore the system default settings for
numbers, currency, time, and date.

] [

Hinh 1.2. Chuyé€n d0i dinh dang ngay/thdng/nim
- D€ chuyén d6i dinh dang gi0®, chon tab Time = trong 6 Short time nhdp
hh:mm:ss ( dinh dang giO:phut:giy).
8
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Hinh 1.3. Chuyé€n dbi dinh dang gi0:phiit:gidy.
- P& chuyén d0i don vi tién t€, chon tab Currency. Trong 6 Currency
Symbol c6 thé thay thé€ bi€u tugng $ thanh VND ( chuyén don vi tién té tUr d6

la sang ddng Viét Nam).

6 Customize Format B

Numbers | Currency | Time | Date:

EBxample
Positive: | $123,456,789.00 Negative: | ($123,456,789.00)

Positive currency format: s1.1 v
Negative currency format: (81.1) v
Decimal symbol . v
No. of digits after decimal 2 v
Digit grouping symbl: . v
Digit grouping: 123,456,789 v

Click Reset to restore the system default settings for —

numbers, currency, time, and date.

Hinh 1.4. Chuyén dbi dinh dang tién té.
- D€ thay d0i dinh dang sO, chon tab Numbers.
P06i véi dinh dang sO theo mac dinh ki€u US thi ddu phdy (,) dugc ding dé
d4anh ddu mOt nhém (group) sO, con ddu cham (.) dugc dung d€ danh dau
phan 1&. Vi du s6 moOt trim nghin thi s&€ dugc bi€u di€n 1a 100,000 va s cé
phan 1€ sé dugc bi€u dién 12 3.5 (doc 12 ba phdy nim). PE c6 thé chuyén d6i

thanh dinh dang theo ki€u Viét Nam thi chuy€n d6i nhu sau:



Trong 6 Decimal symbol thay ddu chdm (.) thanh ddu phay ().

Trong 6 Digit grouping symbol thay ddu phdy (,) thanh ddu cham ().

6 Customize Format | < |
‘ Numbers | Currency | Tme | Date

Bample

Positive: | 123,456,789.00 Negstive: | -123,456,789.00

Decimal symbol:

I

No. of digits after decimal B v
Digit grouping symbol: v
Digit grouping: 123,456,789 v
Negative sign symbol; v
Negative number format: 11 v
Display leading zeros: 07 v
List separator: v
Measurement system: US. v
Standard digits: 0123456789 v
Use native digits: Never v

Click Reset to restore the system default settings for Resct

numbers, currency, time, and date.

== || oo
Hinh 1.5. Chuyén dbi dinh dang s6
+ POi v6i Win 10:

Budc 1: Click vao Start = Settings = Time & Language.

Settings - x
&,
ThuyTL I
Local Account OneDrive Windows Update
Sign In Sign In Last checked: 2 days
ago
[ System L_E| Devices D Phone @ Network & Internet z‘ Personalization
D sound, notifications, Bluetooth, printers, mouse Link your Android, iPhone Fi, airplane mode, VPN Background, lock screen, colors
P
= Ap (D$ Time & Language @
= Uninstall, defautts, optional A Speech, region, date

EXY
IS
g
a

25

)

ﬂ R Type here to search i 2] ~ tm 7 ) ENG

Hinh 1.6. Tity chon Time &Language trong hOp hOi thoai Setting
Budc 2: Chon Region - Additional date time & regional setting.

Time & Language

10



Hinh 1.7. Chon Additional date time & regional setting

Budc 3: Chon Region

Hinh 1.8. Tury chon Region
Budc 4: HOp thoai Region

Region

H £ Tipe tere 0 seach

Hinh 1.8. HOp thoai Region

Budc 5: Thay d6i thong sO tudng tu nhu d6i v&i Win 7.
2. Devices and Printers

Céc thi€t bj ngoai vi va mdy in cung cap mOt k&€t nOi d€ truy xudt va
tuong tac vOi cac thi€t dugc k€t ndi va thi€t bj khong day. Nguoi dung c6 thé
dé dang két nbi cédc thiét bj ngoai vi v6i may tinh s& dung cOng USB,
Bluetooth hodc 1a Wi-Fi. Céc thi€t 1ap, cdu hinh dugc thi€t 1ap don gidn
bang Wizard. Khi k&t n0i mot thi€t bj vao mdy tinh, Windows nhdn ra né va
s€ tu dOng tai vé hodc cai dat trinh di€u khi€n phit hop cho thiét b, thiét bj
s& hoat dOng ma hau nhu khong can phdi cai dat thém bat ki phan mém nio.
Khi thi€t bi dugc két ndi vao mdy tinh, s€ thay né tai thu muc Devices and
Printer, va c6 th€ dé dang truy cdp vao cic tic vU chinh d€ thuc hién cong

11



vi€c cla ban nhu 12 tiry chinh chudt hodc webcam. Thém vio d6, cic thiét bi
in da ch(c niing s& hi€n thi tUng chUc ning riéng bi€t ma né c6 thé€ thuc hién.
NhO vay, s€ khong can phdi thao tic qui nhi€u d€ qudn ly viéc in, quét
(scan), gUi fax...

Hié€n nay c6 hai hinh th(c s& dung mdy in phO bién 1a: cai dat mdy in
cuc bd (tlc 1a cdm truc ti€p mdy in vao mdy tinh) va cai dat d€ in qua mang
(st dung nguyén tac chia s€ tai nguyén in dn cla mOt mdy in qua giao th(c
chia s& mdy in cUa mdy chU hodc mdy tram ngang hang cé k&t n0i t&i mdy in).

+ Cach thém may in trén Windows 10 qua mang.

MOt may in mang két ndi thong qua mang cuc bo, chéng han
nhU Bluetooth hodc WiFi, truGc khi két n6i vGi mdy in, hiay bat n6 1én va dé
n6 tham gia vao mang.

Luu §: C6 thé can su cho phép cla admin d€ cai dat mdy in chia s&, chang
han nhu mdy in trén mang ndi b0 cla cong ty.

Budc 1: Chon Start = Settings.

Budc 2: Chon Devices.

Budc 3: Chon Printers & Scanners.

Windows Settings

Hinh 1.8. Tiry chOn Device trong Windows Setting
Budc 4: Chon Add Printer or Scanner.

12
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@ Home Printers & scanners

Add printers & scanners

Devices ‘ 1 Add a printer or scanner
ER Bluetooth & other devices
I @ Printers & scanners Printers & scanners
= Brother HL-L2340D series Printer
L) Mouse r
B2 Typing Eg.] Fax

Hinh 1.9. Chon Add Printer or Scanner

Budc 5: Bgi trong khi Windows 10 tim ki€m c4c mdy in gan dé.
Budc 6: Chon tén cUa mdy in muOn thém, sau d6 lam theo cac hudng dan trén
man hinh d€ cai dat mdy in vao mdy tinh.
Budc 7: N€u may in muln s dung khong xudt hién trong danh sich cic may
in kha dung, hay chon The printer that I want isn't listed.
Budc 8: Chon tily chon tuong Ung v&i mdy in va nhan Next.
Budc 9: Lam theo cdc huGng dan trén man hinh d€ cai dat mdy in.
+ Cach thém may in vao Windows 10: Cuc bO

Khi thi€t 1ap mOt mdy in cUc b0 mdi, hiy két nOi day ngudn ciing nhur
day USB n0i v&i mdy tinh. K&t ndi cdp thuOng tu dOng bat dau cai dat driver.
Néu dugc nhac, can tai xulng va cai dat phan mém, driver mdy in chuyén
dung.
Budc 1: Nhap printers vao hOp Windows Search.
Budc 2: Chon Printers & Scanners thuQc System Settings trong danh sich két
qud tim kiém.
Budc 3: Chon Add printers or scanners. PQi trong khi Windows 10 tim ki€m
cdc mdy in gan do6.
Budc 4: Chon tén clla mdy in. Lam theo cdc hudng dan trén man hinh d€ cai
dat mdy in vao mdy tinh.

* Windows 10 khong thé tim thay may in cuc bd
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Néu Windows 10 khong thé nhan dién mdy in dugc két ndi bang day

USB, hdy sU dung céc budc khac phuc sy cO sau.

1. Tt mdy tinh.

2. Tat mdy in.

3. Kh&i dOng lai mdy tinh.

4. Sau khi mdy tinh khG@i dOng 1ai, ding nhap lai vao Windows r0i bat
may in.

5. C6 gang cai dat mdy in. Néu Windows van khong nhdn ra mdy in, hay
ti€p tuc khac phuc sur cO.

6. Ngat két n0i cap USB khOi cd mdy in va mdy tinh.

7. K&t nbi 1ai cdp, ddm bdo rang né dugc két ndi ding cich v&i ca hai
thiét bi.

8. CO gang cai ddt mdy in. Néu Windows van khdng nhdn ra mdy in, hiy
ti€p tuc khac phuc su c0.

9. Cam day USB viao mOt cOng USB khdc trén mdy tinh.

10. K&t nbi cdp USB truc ti€p vGi mdy tinh, n€u Windows van khong
nhan ra mdy in, hay th(r s& dung cap USB khdc, vi diy bi hOng sé khong

th€ két ndi mdy in vGi may tinh ding cich.

» Cai mac dinh may in

Budc 1: Vao Settings > Devices > Printers & Scanners va bd chon tily chon

Let Windows manage my default printer.

14

Settings o
@ Home Printers & scanners
Devices AR h .
! Let Windows manage my default printer
Ef Bluetooth & other devices ] '

| S Printers & scanners

0 Mouse

Hinh 1.10. BO chon Let Windows manage my default printer



Budc 2: BE chon mdy in mdc dinh, hiy nhdp vao mOt mdy in trong danh sich

Printers & Scanners = Manager = Set as Default.

@ Brother HL-L2340D series Printer

Manage your device

Printer status: Default
Open print queue  Set as default <

Hinh 1.11. Chon mdy in mac dinh
> In tht (Print a test page)
Sau khi cai dat xong, c6 th€ nhanh chéng ki€m tra xem may in c6 dang
hoat dOng va dudgc dinh cdu hinh ding cich hay khong bang cich in trang th(r
nghiém. ChQn Settings = Devices = Printers & Scanners - Manage—> Print a

test page.

@ Brother HL-L2340D series Printer

Manage your device

Printer status:  Default

Open print queue  Set as defauit

<

Hinh 1.11. Tity chon in thU

> Khac phuc sur ¢ M4y in bj 16i

Néu gdp su cO véi mdy in, can thuc hién mot sO thao tic d€ khac
phuc:

+ P3m bdo mdy in dugc bat ngubn va k&t nOi v&i mdy tinh— hodc
mang Wi-Fi hodc Ethernet ( n€u d6 13 mdy in mang).

+ PAam bdo mdy in c6 dU gidy va ki€m tra xem né c6 dU muc hodc muc
khong. Tinh trang myc va muc in ¢c6 thé xudt hién trong cUra sO cai dat cla
may in.

DE khac phuc su ¢ mdy in trén Windows 10, chon Settings > Devices >
Printers and Scanners = chOn mdy in=> Manager = Run Troubleshooter d€ tu
dOng stra 10i.

15



. Settings ] ®
tx Brother HL-L2340D series Printer

Manage your device

Printer status:  Default
Open print queue Set as default

&

Hinh 1.12. Tity chon tu dOng sUa 16i
Trinh khac phuc sy ¢6 mdy in ki€m tra nhi€u su ¢O c6 th€ gy ra su cO
in trén mdy tinh va c® khac phuc bat ky su c6 nao xdy ra. Ki€m tra man hinh

d€ xem né c6 bdo cdo thdng bdo 16i hay khong.

Detecting problems
Checking for Spooler service errors...

Hinh 1.13. Qud trinh tim 10i mdy in

C6 th€ can chay cic chlic ning chan dodn khac nhau trén chinh mdy in.
Ki€m tra huéng dan st dung mdy in d€ bi€t thém thong tin v€ cic tinh ning
chdn dodn cUa may in.

3. Programs and Features
3.1. Cai dat chuong trinh

DE€ cai dat chuong trinh vao mdy tinh trudc tién ngUdi diing can phai
c6 tap tin cai dat (thudng c6 tén la setup.exe/install.exe). Ta double_click vao
tap tin can cai dat va lam theo cdc hudng dan. Thong thudng & cdc budc cai
dat chuong trinh s& hdi noi d€ cai dat (mdc dinh s€ cii vio thu muc
C:\Program Files\), cic IUa chOn cai dat (cai dat toan b0 cdc tinh ning hay chi
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chon mOt vai tinh ning), nhap vao thong tin ban quyén phan mém (thudng 1a
product key hodc serial, email...) d€ chuong trinh ki€m tra. Khi hoan thanh
cdc budc chuong trinh s€ bat ddu qua trinh cai dat va hién thi trang thdi cai
dat. Khi két thic qud trinh cai dat, mOt thong bdo s€ hi€n thi d€ cho ngudi
dung bi€t qu4 trinh cai dat thanh cong hodc that bai.

3.2. G& b6 phan mém

+ Trén Windows 10:

Budc 1: Click vao Start = Settings = Apps, xuat hi€n hOp thoai.

@ tems Apps & features

Choose where to get apps Fatated suttings

Araw Iraeailing spps onky from Windows Store heips protect your device.

Aryamars

= Apps & features eshoating Microsot
m pt
i}
mareh, sart, anct itar by sirnie, M yo woult b i ar @
O Video playhack a5 smlect t from the Bt pe
P Swrup
N Al d

Hinh 1.14. HOp thoai Apps &feature

Budc 2: Chon Programs and Features =>xuat hi€n hp thoai:

@ Home Apps & features

Hinh 1.15. HOp thoai Programs and Features trén Win 10
Budc 3: Chon phan mém can g& bd = bam Uninstal/Change.
+ Trén Windows 7:
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Budc 1: Click vao Start = Control Panel = Program and Features, xudt hién

hép thoai.

' ' - @ v Cont.. » All Control Panel Ite... » - Search Control Panel

Adjust your computer’s settings Viewby: Small icons ~
:;: Metwork and Sharing Center Maotification Area Icons
15 Parental Controls M Performance Information and Tools
EI Personalization |5 Phone and Modem

:‘% Power Options il Programs and Features

ﬁl' Recovery _9 Region and Language

fb RemotefApp and Desktop Connections % Sound

@ Sync Center 3

(B System I.,I. Taskbar and Start Menu

@7 Speech Recognition

[ Troubleshooting 82, User Accounts

m

B8 Windows Defender
@ Windows Mobility Center

Fﬂ Windows CardSpace
ﬂ Windows Firewall

. Windows Update -

Hinh 1.15. HOp thoai Programs and Features trén Win 7
Budc 2: Chon muc Program and Features, cUta sO c¢6 tén Uninstall or change a
program xudt hién (trong nay s€ hi€n thj toan b0 cic Ung dung, phan mém
dang cai dat trén mdy tinh).

Budc 3: Chon phan mém can g& bé = bam Uninstal/Change

[Fll <« All Control P... » Programs and Features ~ | ++ Wl Ssarch Progroms and Featurss el

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall,

Change, or Repair.

Organize * Change o @

Turn Windows features on or
off

ﬂAdohe Flash Plger 18 NPAPI
% Adobe Photosfibp €52
‘ﬁ Apple Applicgtion Support (32-bit)

Avira Antiviry : 3

& BlueStacks App Player

& BlueStacks Notification Center
E Camtasia Studio 8

4." CCleaner

e _m "

m Avira Operations GmbH & Co. KG

& Google Chrome
U4 Intel® Graphics
@& Internet Downlo
EKingsaﬂ: Office 4
I3 Microsoft NET f
[ Microsoft INET
|58 Microsoft Office
[=1 Microsoft Visual
[=°1 Microsoft Visual
[=7] Microsoft Visual
ﬁMicrosoftVisual

r

Hinh 1.16. Chon phdn mém can g0 b0 cai dat

4. User Accounts
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* Trén Windows 10:
+ Tao tai khodn:
Budc 1: Click vao Start = Settings = Accounts

Windows Settings

0 s L_‘En vavavava D Pr
@uwu @ Personalization = mop
R Accounts (R\i Time & Languag @ ]

aaimienpw

Hinh 1.17. Tity chon Accounts trong h@p thoai Windows Setting
Budc 2: Trong muUc Accounts, chon Family & other people = Add someone
else to this PC.

G Home Family & other people

Add a family member
+ y

A= Yourinfo

Other people
= Email & app accounts

rt of your family to sign in with their
= e farnily

& signinoptions them 1o you

B3 Access work or school | Add some

‘
Have ion?

T syncyour settings

@alm!enpm‘

Make Windows better

Hinh 1.18. Thém Accounts mOi
Budc 3: Chon I Don’t have this person's sign-in information (d€ c6 thé tao

khong giGi han tai khodn ngay cd khi Windows 10 khong két nOi mang).

How il thispersonsignin?

Hinh 1.19. Tiy Chon I Don’t have this person's sign-in information
Budc 5: Chon Add a user without a Microsoft Account ( cdch tao tai khodn

Offline).
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 Yorio J % Microsoft

Create account

& sl azons
@ sign-in optons

& Access workorshool

| & ramiya oteruses

C syneyoursettings ‘

R Getep

£ Givefeedback

H P Type here tosearch

Hinh 1.20. Tuy chOn Add a user without a Microsoft Account

Budc 6: Nhap tén user va mat khau 2 1an lién ti€p, va lua chon 3 cau hoi bat

ky va tu trd 10i, 3 ciu hoi nay s€ dugc st dung d€ gidp 1ay l1ai mat khdu

trong truGng hgp quén mat khdu - Next.

Who' gaingto use this PC?

q |t

o Makeitseare

C syneyoursetings '

H P Type here to search

Hinh 1.21. Nh@p tén va mat kh@u cho tai khodn mdi

Bud@c 7: Tai khodn méi da xudt hién trong phan Family & other people

—>chon Change accounts type hodc kh&i dOng 1ai may tinh d€ vao User mdi.
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