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TUYEN BO BAN QUYEN
Tai liéu nay thudc loai sach gido trinh nén cac ngudn thong tin c6 thé dugc phép
dung nguyén ban hoic trich ding cho cac muc dich vé dao tao va tham khéo.

Moi muyc dich khac mang tinh 1éch lac hoac sir dung véi muc dich kinh doanh thiéu
lanh manh sé& bi nghiém cam.



LOI GIOI THIEU

Gido trinh duoc nhém tac gia bién soan nhim tao diéu kién thuan loi cho sinh
vién tiép thu tdt kién thirc lién quan dén mon hoc. Pay 1a tai liéu danh cho sinh vién
truong Cao dang Cong thuong TP.HCM hoc tap va nghién ctru mon Tin hoc.

No6i dung cua tai liéu bao gdm 6 chuong. Chuong 1: Hiéu biét vé cong nghé thong
tin co ban, chuong 2: Sir dung may tinh co ban, chuong 3: Xir 1y van ban co ban, chuong
4: Str dung bang tinh co ban, chuwong 5: Str dung trinh chiéu co ban, chuong 6: Str dung
Internet co ban.

Nhom tac gia xin chan thanh cam on cc ban dong nghiép di trao d6i, gop ¥ cho
chung t6i trong qua trinh hoan thién gi&o trinh. Mic du c¢6 nhiéu c6 gang tham khao va
nghién ciru céc tai liéu lién quan nhung s& khong tranh duoc nhitng thiéu sét. Mong quy
ban doc déng gop ¥ kién dé gido trinh ndy ngay mot hoan thién hon.

Xin chan thanh cdm on!

Moi ¥ kién dong gop xin gui vé email: cuc0208@fit-hitu.edu.vn

TP.HCM, thang 09 nam 2020
Tham gia bién soan
ThS. Nguyén Thi Thu Cuc (chii bién)
ThS. Pang Hong Hiép
ThS. Chu Thi Mai


mailto:cuc0208@fit-hitu.edu.vn

GIAO TRINH MON HQC TIN HQC

Tén mon hoe/mé dun: Tin hoc

M& mon hoc/mé dun: 229126

Vi tri, tinh chat, y nghia va vai tro ciia mon hoc/mé dun:

Vi tri: M6n hoc Tin hoc 1a mon hoc bit budc thude khdi cac mén hoc chung trong
chuong trinh ddo tao cao dang.

Tinh chat: Chuong trinh mén hoc bao gdm ndi dung co ban vé mdy tinh va cong
nghé thong tin, ciing nhu viée sir dung may tinh trong doi sdng, hoc tip va hoat dong
nghé nghiép sau nay.

Y nghia va vai trd cia mén hoc/mé dun: Gitip sinh vién cé duoc nhitng kién thirc co
ban vé cong nghé thong tin, cac quy tic sir dung internet, c6 thé soan thao va dinh
dang vin ban, sir dung bang biéu, thuc hién cac bai thuyét trinh trong qua trinh hoc
cac mon tiép theo va di lam sau ndy. Pay 1a mot mot trong nhing kién thirc khong
thé nao thiéu trong qu4 trinh sir dung may tinh va cac Gmg dung trén internet dé khong
vi pham nhitng quy dinh cua cac luit vé an ninh mang.

Muc tiéu cia mon hgc/mo dun:

Sau khi hoc xong mén hoc nay, ngudi hoc dat duoc Chuan k¥ ning sir dung cong nghé
thong tin co ban theo quy dinh ctia Bd Thong tin va Truyén thong, cu thé:

— V& kién thirc:

Trinh bay va giai thich dugc duoc kién thirc co ban vé cdng nghé thdng tin; sir dung

may tinh, xir 1y vin ban; sir dung bang tinh, trinh chiéu, Internet.

— V& ky nang:

+ Nhan biét duoc cac thiét bi co ban ciia may tinh, mang may tinh; phan loai
phan mém; 1ap trinh; phan mém thuong mai va phin mém nguén ma;

+ Sir dung duoc hé diéu hanh Windows dé t6 chirc, quan 1y thu muc, tap tin trén
may tinh va st dung mdy in;

+ Su dung duoc phén mém soan thao dé soan thao dugc vin ban hanh chinh
theo ding quy dinh vé k¥ thuat soan thao van ban hanh chinh;

+ Sir dung duoc phan mém xir Iy bang tinh dé tao trang tinh va cac ham co ban
dé tinh cac bai toan thuc té;

+ Sir dung duoc phan mém trinh chiéu dé xay dung va trinh chiéu duoc cac ndi
dung can thiét;

+ Su dung dugc mot s6 dich vu Internet co ban nhu: Trinh duyét Web, thu di¢n
tir, tim kiém thong tin va mot sé dang truyén thong sb thong dung;

+ Nhan biét va ap dung bién phap phong tranh cac loai nguy co d6i v6i an toan
dit liéu, mbi nguy hiém tiém nang khi str dung céc trang mang xa hoi, an toan
va bao mat, bao v¢ thong tin;



+ Thuc hién dang cac quy dinh vé an toan bao mat thong tin; an toan lao dong
va bao vé moi truong trong viéc st dung may tinh va ing dung cong nghé
thong tin.

- Vé nang lyc tu chu va trach nhiém:

+ Nhan thirc duoc tAm quan trong va thuc hién ding quy dinh cua phap luat, c6
trach nhiém trong viéc st dung may tinh va cong nghé thong tin trong doi
song, hoc tap va nghé nghiép;

+ €0 thé lam viéc doc 1ap hodc theo nhém trong viée ap dung chudn k§ ning sir
dung cong nghé thong tin co ban vao hoc tap, lao dong va cac hoat dong khac.



MUC LUC

LOTL GIOT THIEU ..ottt ettt ettt et et et et et et et et s en et e e s s e e i
IMIUC LUC ettt ettt ee et e e e e ees et et e e e eessee s e et eneeees et et eneeeeseeeeeeneeeeeneeens Vv
CHUONG 1. HIEU BIET VE CONG NGHE THONG TIN CO BAN.........ccc........ 1
1.1  KIEN THUC CO BAN VE MAY TINH .......ccooommiimmmmmmmmmnnnnnsssssssssssssssssssssssssssees 1
1.1.1 Thong tin va XU Iy thONG tiN.....ccceiiiiiiiiiiiiiiie e 1
1.1.2 PRAN CUNE ..ot en st en st n s eene s 2
11,3 PhAN MM .cuuiriiriiiciiiiciesiesssse st 10

1.2 BIEU DIEN THONG TIN TRONG MAY TINH.......ccoomrmrrrrrrrrrrveeersmmssssssssssneees 11
1.2.1 Biéu dién thong tin trong MAY tinh ........ccoeeveveveerieseeeseeeeee e 11
1.2.2  Pon vi biéu dién thong tin va dung lwong bd nhé .......cceveeverrerrrreeennae, 11

1.3 MANG CO BAN ...ooieeeeeeeeeeeeeeeeeeeeseeeeseseess e sssssesese s esssses s sesssaessses e aesssssseaeseaeees 18
1.3.1 Nhitng Khai ni€m CO DAN ......ceeiiiiiiiiiiiiiiie e 18
1.3.2 Internet, INtranet, EXIFANET .......ooovvvviiiii et e e e 18
1.3.3  Truyén dit lieU trén MANG ........cv.eveveeeeeeeseesesssesseeeseesssesesssesesessensesesneans 19
1.3.4  Phuong tién truyen thONg ..........co.ovveeveerreevreresssesseesssesssesessessssesseneesesnenns 20
1.3.5 Download, Upload .........ccccoueeiiiiiie e 21

1.4 CAC UNG DUNG CUA CONG NGHE THONG TIN — TRUYEN THONG....21

1.5 AN TOAN LAO PONG VA BAO VE MOI TRUONG TRONG SU DUNG
CONG NGHE THONG TIN VA TRUYEN THONG .....ovvvoeeeeeeeseeeeeeeeeeeeeseeseeeseesseen 24

1.5.1 An toan lao dong trong sir dung Cong nghé thong tin va truyén thong....24
1.5.2  BA0 V€ MOT tITONE...cuveiiiiieiiiieeiii ettt 25

1.6 CAC VAN BE AN TOAN THONG TIN CO BAN KHI LAM VIEC VOI MAY
TINH 26

1.6.1 Kiém soat truy nhép, bao dam an toan cho dit li€u........ccccccoervieiiinnnnne 26
1.6.2  Phan mém d0c hai (MAIWare)...........ccoveveeerrresesiiesiesssesesessesesses s 26
1.7 MOT SO VAN BE CO BAN LIEN QUAN DPEN PHAP LUAT TRONG SU
DUNG CONG NGHE THONG TIN ......cccosiirvveeierseeessssseessesseeessssssssssssssssssssssssssssssssssssnees 26
1.7.1  Ban quyén/ SO hitu tri tUS ....o.ueveevecececeeeeeeesesee et 26



1.7.2  Cach nhan dién mot phan mém co6 ban quyén: ma (ID) san pham, dang ky
san pham, gidy phép (license) sit dung phan MEM...........cooevvrvveeveereriesessesnens 27
1.7.3 Thuat ngit “thoa thuin gidy phép cho ngudi dung cudi” (end-user license
agreement). Phan biét phan mém dung chung (shareware), phan mém mién phi

(freeware), phan mém ma ngudn mo (OPEN SOUrce SOFtWAre) .........cocvvvevervrenen, 27
1.7.4  BA0 VE A LIEU ...vevvviiiiiie e 28
CAU HOI ON TAP CHUGONG 1 ..veeeeeeeeeeeeeeeeeeee ettt eer et s 29
CHUONG 2.  SUDUNG MAY TINH CO BAN ...cooootieeeeeeeeeeeeeee e 31
21 LAM VIEC VOI HE DIEU HANH ... seeeeeeeeeeeeesesessesessesesss s ssessssses 31
2.1.1  Khai ni€m WINAOWS......c.ceeeiiiiiiiii e eiee e st e s e sraee e e s snraeee e 31
2.1.2 Khoi dong va thoat khdi WIndOws .........cccceeviiiiniiiiiiiienie e 31
2.1.3  Man hinh n8n (DeSKOP)........cvvvivreeieiieiirisesesstese e senes s, 32
2.1.4 Thanh tadc v (TaSKDar) .......ccceeiiiiiiiiiee e 33
2.1.5 MENU SEA ..o 33
2.1.6 Khoi dong va thoat khdi mot ng dung ..........ccccevvevviiiiiniieiicseeseesee 34
2.1.7 Chuyén ddi giita cac clra $0 UNG dUNG w...cvevvvereereerereeeeeseeese e 34
2.1.8  Thu nho mot cira s6, dong clra s6 MOt TGN AUNG .....eveververererrerereirenen, 34
2.1.9 ST dUNG ChUOGL......eiiiiiii e 35

2.2 QUANLY THU MUC VA TAP TIN ...coeoreeeeeeeeeeeeeseseeeseseeeseeseeeseseesssssesssesenn 35
2.2.1 Khai ni€m thu muyc va tap tiN.....cceeiiiiieiiieeiee e 35
2.2.2 Xem thong tin, tao dudng tat dén noi luu trit thu muc va tap tin ............. 36

2.2.3  Tao, d6i tén tap tin va thu muc, thay ddi trang thai va hién thi thong tin vé

11035 1 RSP PPR 38
2.2.4 Chon, sao chép, di chuyén tap tin va thu muc ......ccooooiiiii e, 39
2.2.5 Xoba, khoi phuyc tap tin va thu muc ... 41
226 Tim Kiém dO1 tONG.......c.eveeceeeereeeeeeeseeieeeeeee et 41
2.3 SUDUNG CONTROL PANEL......osivorireeseeeeseseessesosessesesessessssssessesssessessssssssses 43
2.3.1 Khoi dong Control Panel..........ccoviiiiiiiiiiiiie e 43
2.3.2 Region and LanQUAGJE.........ccciueeieriiieiieeseesieeseeestee e e ee e snne e e nneeennee s 43
2.3.3  DeVICES AN PrINTEIS.....cciiiiieiieiieiieie et 44



2.3.4  Programs and FEALUIES .........cccuevveerieerieeie e ciesee e e sre et ra e e 45

2.4 MOT SO PHAN MEM TIEN TCH......ooiiveeeeeseeeeeseeeseeeeseeeseeesseeessesessssesssesssese 45
2.4.1  Phan mém nén, Giai NN tAP tiN ......eveeveeverecereeereeseseeseeeeseseeeses e es s 45
242 Phan MM dift VIIUS ......ovevevreeeeereesssesestestssseseesessessessesssssessssssessensesssnens 46
2.4.3 Chup anh man hinh ..o 47

25 SUDUNG TIENG VIET .oooooereeeeeeseeosesesseseeseseesssseesessssssssssessessessssessssssssssssnssses 48
2.5.1  CAC DO MA NG VBl ...vvvveeeieeiieeeceeee ettt 48
2.5.2  Chon phan mém nhap tENg Viet.........ccevuerereeeverereseeieeeseeeseeseesessessesseeens 49

2.6 DA PHUONG TIEN ......oomrroeinneseerisnessessissssssssssssssssssssssssssssssssssssssasssssssssssssssneess 50

2.7 SUDUNG MAY IN ...oommerreoisseenesseessesesssssssssessssssssssssssssssssssssssssssssssssssssssssssssnns 50
2.7.1  Lya ChOn MAY IN..cciiiiiiieiiiesiie et nree s 50
272 Mo e A s s 51

CAU HOI ON TAP VA BAI TAP CHUGNG 2....oooeeeeeeeeeeeeeeeeeeeeeeeer e 52
BAI THUC HANH WINDOWS SO L..ceoeoeeeeteeeeeeeeeeeeeeeeee e ese e eenenen, 53
BAI THUC HANH WINDOWS SO 2.ttt eeeeeteseeet et en e enenen, 56
BAI THUC HANH WINDOWS SO 3..oeiveeeeeteeeeeeeeeeeeeeet et en s, 58
CHUONG 3.  XULY VAN BAN CO BAN......ccocovsieireteieseeeesiesess s, 60

3.1 KHAINIEM VAN BAN VA XU LY VAN BAN .....ovirerneeeseeeseesesesessssssseens 60
3.1.1  Khai ni€m VAN DAN ....ovveiiiiiiiiiiiiiieee e 60
3.1.2  Khai ni€ém X 1Y VAN DAN ....cocvviiiiiiiiii 62

3.2 SUDUNG MICROSOFT WORD.......cooovvvvooiesenmesveersseesesessssssssssssssssssesssssssssessssnens 62
3.2.1 G161 thi€u Microsoft Word..........ccoccveviiiiiiiiee e 62
3.2.2 Thao tac v&i tap tin Microsoft Word..........cccceeiiiiiiiiiiic 64
3.2.3 Dinh dang van DAN .........cccoiiiiiiiiii e 66
3.2.4  IN VAN DAN ceeiiiiiii ittt e e 98
3.2.5  Phan phoi VAN DAN .....cvevevcececeeee ettt 99
3.2.6  Soan thong bao, thr MOT ......cceeiiiiiiiii 101
3.2.7 Soan va xit Iy vin ban hanh chinh MAU...........c.ccoevveericeeeeceeee e, 101

CAU HOI ON TAP VA BAI TAP CHUGNG 3...vveeeeeeeeeeeeeeeeeeeeeeeeenene e, 101

Vil



BAI THUC HANH WORD SO 1 covititeeeeeeeeteeeeeeee ettt een st ne e eenenens 104

BAI THUC HANH WORD SO 2 oot eeeeeeeeeteeeeeee ettt en st en s eeea s 106
BAI THUC HANH WORD SO 3 ...oovoteeeeeeeeeeteeeeeee ettt ee s anesen s senenens 107
BAI THUC HANH WORD SO 4 ...oovoeeeeeeeeeeeeeee ettt n e en e senenens 110
BAI THUC HANH WORD SO 5 oottt ettt et en s e aeeeen s eeenenens 111
BAI THUC HANH WORD SO 6 .vvveeeeeeeeeteeeeeeeteeeeeee et ees s et eeeeen s e s, 113
BAI THUC HANH WORD SO 7 ovoveteeeeeeeeeeeeeeeetes et en et en s en s 115
BAI THUC HANH WORD SO 8 ..oivivteeeeeeeteeeeeeetese ettt en s e anes s s seesenenens 117
BAI THUC HANH WORD SO 9 ...ovieeeeeeeteeeeeeeee et eee s en s s e ennenens 118
CHUONG 4. SU DUNG BANG TINH CO BAN ......cccooovveierecrreeeeereesee e, 124
41 KIEN THUC CO BAN VE BANG TINH (WORKBOOK).........cooveermmrrecrmnrres 124
4.1.1 Khai ni€m bang tinh .........ccooviiiiiii 124
4.1.2 Cac budc xay dung bang tinh thong thuong..........ccceviiiiiiiiiiicie 124

4.2 SUDUNG MICROSOFT EXCEL .......oomsrvveimnnrreoinsmssesissssssssssssssssssssssssssssssssnsees 124
4.2.1 Lam viéc voi phan mém Microsoft EXCel.......ooorirureerrenreernrnsenireesnens, 125
4.2.2 Cac khai niém co ban trong bang tinh ...........c.ccciiiii 127
4.2.3 Thao tac trén tap tin bang tinh..........ccooiiiiiinii 129

43  THAO TAC VOI O oooeeeeeerveeseeessessessissssssssssssssssssssssssssssssssssssssssssssssssaneess 130
4,31 CACKIEU QT TEU...veveeeeee oottt e ettt ettt es et eren e 130
4.3.2  CACh NNAP AT 18U ....oveeeeeeeeeceeeee et n st 132
4.3.3  Chinh SUa dif THBU ....cvoeveeveeeeeeee et 132

44  LAM VIEC VOI TRANG TINH (WORKSHEET).......commeermmreessseerseseesssseen 132
441 DONEZ VA COt .ottt 132
442 Trang tiNN ..o 135

45 DINHDANG O, DAY O ..ooooeeoeeeeeeeeeeeeeeseeeseeeseveseseeseseess s ese s sessseseseseesssessenes 137
45.1 PDinh dang kiéu s, ngay, BN T8 ..o e e et en s 137
4.5.2 Dinh dang VAN DAN .......coooiiiiiiiiiiii e 139
45.3  Can chinh, hifu UNg VIEN ...oo.cveieeeieeeeceeeeeeeee s 140

46  BIEU THUC VA HAM.......ooooomrveiseeesecsssesseessessssssssssssssssssssssssssssssssssssssssssssnnes 140



A.6.1  BieU thUIC SO NOC . veviveeeeieeeeeeeee oot ee ettt ettt es e en e 140

A.6.2  HAM oottt 142

47 SAP XEP VA TRICH LOC DU LIEU ....oeoieeeeeeeeeeseeeseeeeeeeseeeeseeesseeseeessssesseeeseees 161
O O BT A 1 111 OO 161
A.7.2  SEAP XEP Al LU ...ttt 161
4.7.3 Trich 10C dilf HEU .....oooiiiiiiiiiee e 162

4.8 BIEU DO ....oooeveeisesveesesssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnness 164
R QT 1<)t WO 164
4.8.2  VEDIEU A0 c.ovvvevceeeeieeeseiees s eses et n s st n st s s 165
4.8.3  Thao tAC VI DIEU A0 ....cvuvevereeecesceeeeseeeesee e s eenes s esnes s s aeneesnes 165

49 KET XUAT VA PHAN PHOI TRANG TINH, BANG TINH ....coocvvvvrreererennee. 169
4.9.1 Trinh bay trang tinh d& iN........c..co.ovvevreeereirereseeeeseeeeeeee e, 169
4.9.2 KM tra VA INlevueveeieeeeieeessieee e st esee st se st s ssnsssessas s senensanes 172
4.9.3  PhAn phoi trang tinh .........cccoveueeieeeieeeeeeeeeee et 172
CAU HOI ON TAP VA BAI TAP CHUGNG 4., 174
BAI THUC HANH EXCEL SO Leovitotteeeeeeeeeeeeee ettt en s en s, 175
BAI THUC HANH EXCEL SO 2..eeeeeeeeeeeeeeeeeee e en e en s en e 178
BAI THUC HANH EXCEL SO 3...eeoeeeeeeeeeeeeeeeeeeeeee et ee e en e en s 185
BAI THUC HANH EXCEL SO 4...ovovoeeeeeeeeeeeeeee ettt 190
BAI THUC HANH EXCEL SO 5.ttt ettt en st n e, 195
CHUONG 5.  SU DUNG TRINH CHIEU CO BAN........c..cocoevererreeeeeresee e, 208
5.1 KIEN THUC CO BAN VE BAI THUYET TRINH.......cooovvvvimnmmriisnneecessnesiee: 208
5.1.1 Khai niém bai thuyét trinh..........cocovveveveeeeeeeeeeeeeee e 208
5.1.2 Céc budc co ban dé tao mot bai thuyét trinh .........ccoevveveveernreereereenn, 208

52 SU DUNG PHAN MEM MICROSOFT POWERPOINT .....co.vvereeereeereeesere 209
5.2.1 Céc thao tac tao trinh Chiéu €O DAN ....o.eveveveeeeeeeeeeeee e 209
5.2.2 Hiéu tng, trinh chiéu va in bai thuyét trinh .........co.cocoveveeeeeieseeee, 221
CAU HOI ON TAP VA BATI TAP CHUONG 5..cvveeeeeeeeeeeeeeeeeeeeee e, 229
BAI THUC HANH POWERPOINT SO 1..oiiieeeeeeeeeeeeeeeeeeeeees s ene e, 230



BAI THUC HANH POWERPOINT SO 2.ttt 231

BAI THUC HANH POWERPOINT SO 3...eiteteeeeeeeeeeeeeteeeee s eeeeeeenes e eeeeeens 232
BAI THUC HANH POWERPOINT SO 4.ttt se e, 233
BAI THUC HANH POWERPOINT SO 5 (1am thBm) .........cocvvvviveieeisceseceeeens 235
BAI THUC HANH POWERPOINT SO 6 (1am thém) .........cocovvvveeeeeeeeeeseeesees 236
CHUONG 6.  SU DUNG INTERNET CO BAN ...ooviiieieeeeeeeeeeeeeeeee e, 239
6.1 KIEN THUC CO BAN VE INTERNET ........ceoommvvimmrseesssnssessssssssssssssssssssssssanns 239
6.1.1 TONE QUAN V& INEINEL w....vovverereeeereeireceeeeeseese s sesses e 239
6.1.2 Dich vu WWW (World Wide Web)........cccooiiiiiiiiiiiiieeeeeee e 239
6.1.3 Bao mat khi lam viéc vo1 Internet.........ccovvveveeeeiiiiiiiiiiiie e 240

6.2 KHAITHAC VA SU DUNG INTERNET .....svveeereeereeeeseeeeeeeseeesseeessessseesesesnees 240
6.2.1 St dung trinh duy@t Web ........ccceiiiiiiiiic e 240
6.2.2 ST AUNG WED ...t 245
6.2.3  Thu dien t&r (EMail)...coovvevereeeieeeeeeeeeessee e st eneen s 249
6.2.4 St dung mang XA ROT.......ccerrueriiiiiiiieiie e 254

6.3 MOT SO DANG TRUYEN THONG SO THONG DUNG ......ccoommrrrvvrrmmnrrrreonns 255
6.3.1 Dich Vi nhAn tin tTC thOi.....c.eveeveeveiciceeeeeeeee e 255
6.3.2  CONE AONG tIUC tUYEN c..vrvvvereeceeeeeeeieeeeses s enesseneeneesans 255
6.3.3 Thuong mai dién tir va ngan hang di€n tlr ..........ccccvevviiniiiiii e, 256

6.4 KIEN THUC CO BAN VE AN TOAN VA BAO MAT THONG TIN TREN
1Y N [ 2O 257
6.4.1 Ngudn gbc cac nguy co dbi voi viec dam bao an toan dir liéu va thong tin .
................................................................................................................. 257

6.4.2 Tac dung va han ché chung cta phan mém diét virus, phdn mém an ninh

10 0F: 0¥ TP PUPR TP 258
6.4.3 An toan thong tin khi sir dung cac loai thiét bi di dong va may tinh trén

] (=T 1] OO PSP P U OUPRPSPPRRROTI 259
6.4.4 An toan khi stt dung mang Xa hoi ......ccovvveiiiiiiniiies e 260
CAU HOI ON TAP VA BAI TAP CHUGNG 6.....oooeeeeeeeeeeeeeeeeeeeeeeeeneneeeseenen, 261
BAI THUC HANH INTERNET SO L ..eeuoveeeteeeeeeeeeeeeeeeeeee e e eeeen s, 263



BAI THUC HANH INTERNET SO 2.ttt een s n e, 265

DE THIMAU SO Leoeoeeeeeeeeeeeeeeeeeeeee e et e e es e es e e et e ee e ee et e esaen e, 266
DE THIMAU SO 2o oo oo e oo e e 268
TAL LIEU THAM KHAO ..ottt ettt ee e en s et anesen s eeneseneeens 272

Xi






Giao trinh Tin hoc

CHUONG 1. HIEU BIET VE CONG NGHE THONG TIN CO BAN
Sau khi hoc xong chwong nay, sinh vién co kha nang:

—  Trinh bay dwoc cdc kién thite co ban vé mdy tinh, phan mém, biéu dién thong tin
trong mdy tinh, mang co ban, cdc quy dinh lién quan dén viéc sir dung mdy tinh va
cong nghé thong tin.

—  Nhdn biét dwoc cdc thiét bi phan cimg chi yéu, hé diéu hanh, phan mém vmg dung;
tudn thu dung cdc quy dinh trong viéc su dung mdy tinh va ung dung cong nghé
thong tin.

1.1 KIEN THUC CO BAN VE MAY TiNH
1.1.1 Thong tin va xir ly thong tin
1.1.1.1 Thoéngtin
Théng tin (information) 13 mot khai niém chi su hiéu biét, nhan thirc, mé ta vé su
vat, su viéc, su kién va hién tuong ma con nguoi tu nhan dugc trong qua trinh nghién
curu, khao sat, quan sat.
Thong tin dugc thé hién dudi nhiéu dang khac nhau nhu séng am, song dién tir,
viét trén gidy ...
Mot sd tinh chét cua thong tin:
— Tinh dinh lugng: phan anh mbi quan hé nguén tin va noi nhan tin (thong tin chi co
nghia néu n6 lam giau noi nhan tin).
— Tinh tuong ddi: trong khodng thoi gian nhén tin, sy vat hién tuong da bién ddi khac
trudce.
— Tinh cyc bd: thong tin c6 thé ding (hodc c6 ¥ nghia) v6i hé théng nay ma khong co
v nghia v&i hé thong khac.
Vi du: D6i tugng Sinh vién
Thong tin mé ta vé doi tugng Sinh vién chang han 1a: ma sinh vién, tén sinh vién,
gid1 tinh, ngay sinh, dia chi, ho khau thuong trl, ho tén cha, ho tén me, chiéu cao, cin
ning, so thich, mau da, tudi, ...

1.1.1.2 D li¢u

Dir li€u (data) 1a sy kién tho, roi rac, dugc dua vao may tinh nho tdc vu nhap nhu
s6 liéu, van ban, hinh anh...

Thong tin 1a di liéu da dugc xir 1y va nam ¢ dang c6 ¥ nghia, giup con ngudi cé
thém hiéu biét.
Vi du: Dé quan ly Sinh vién trén may tinh ta c6 thé chi can luu trit mot vai thong tin sau:
ma sinh vién, tén sinh vién, gidi tinh, ngay sinh, dia chi.
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Dt liéu ¢6 cac dang:

— Dir liéu dang sd: s6 nguyén, s thuc

— Dit liéu dang phi sb: van ban, am thanh, hinh anh
— Dt li¢u dang tri thirc: céc su kién, cac luat...
1.1.1.3 X ly thong tin

Xtr 1y thong tin (Information Processing) 1a mét tién trinh bién d6i dir liéu vao
(Input data) thanh tap cac két qua ra (Output data) theo mot chwong trinh (Program) da
duoc dinh trudce.
Muén xir Iy dwoc thong tin bang mdy tinh, thong tin phdi thod man cdc yéu cau sau:
— Khéch quan: mang mot ¥ nghia duy nhét, khong tuy thudc vao suy nghi chi quan.
— Do duogc: xac dinh béng mot dai luong cu thé.
— Roirac: cac gia tri ké can ctia n6 1a rdi nhau (vi du cac s6 nhi phan 0 va 1).

Ta c6 thé hinh dung qué trinh xir 1y théng tin theo so @6 ¢ hinh 1.1:

Chwong trinh cho
may tinh xu ly
(Program)

Dir li¢u ra
(Output data)

Dir li¢u vao
(Input data)

Y

Hinh 1. 1. So d6 xit Iy théng tin

1.1.2 Phén cirng

Phén ctng 13 tit ca cac thanh phan vat 1y ctia may tinh, gdm: thiét bi nhap, thiét
bi xur 1y, thiét bi Iuu trit va thiét bi xuét.
Vi du: Man hinh, ban phim, chudt, b6 xtr li trung tim (CPU), bo mach chu
(mainboard),...
1.1.2.1 B¢ vixw ly trung tim

B6 vi xur 1y trung tdm (CPU — Central Processing Unit) 1a by ndo ctia may
tinh, 13 thiét bi diéu khién toan bo hé théng may tinh. Chirc ning chinh cua CPU la
xtr Iy cac yéu cau duoc dua vao tir cac thiét bi nhap thong qua bd nhé trong va bod
nhd ngoai.
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L6

L B e
Hinh 1. 2. Mat duci, mat trén bo xu ly trung tam, b xur Iy trung tdm tich hop

1.1.2.2 Cdc thiét bi nhap (Input Devices)

1.1.2.2.1 Ban phim (Keyboard)

Ban phim 1a thiét bi dé dua dit liéu truc tiép vao may tinh, cac phim chia lam 3 nhém:

— Céac phim dir liéu (Data keys): bao gém cac phim: a = z; A =Z; 0—=9; *, /2 (/> ...
cho phép nguoi st dung nhdp vao dir li¢u hay céc Iénh.

— Cac phim chtrc nang (Function keys): F1 — F12, Delete, > M, Page Up, Page Down,
... cho phép st dung vao cac 1énh dudi dang ngin gon va cd dong so véi 1énh vao
bang cac phim dit liéu. Mdi chuong trinh s& gan cho cac phim chirc ning mot y nghia

riéng.

— Céc phim trang thai (Status keys): bao gom cac phim Alt, Ctrl, Shift ... Pac diém
ctia phim nay 12 khong sir dung riéng 1¢ ma phai dugc phdi hop véi cac phim dit liéu
hay cac phim chtrc niang. T6 hop duogc tao ra s& c¢6 ¥ nghia nhu mot phim méi. Cac
phim trang thai dugc dua vao véi muc dich ting cudng sé luong cac phim dugce sir
dung ma khong can dua thém qué nhiéu trén ban phim.

Phim Enter la phim nhén bao rﬁng nguoi st dung da chon lya 1énh g6 trén man hinh
hoic xuéng mot dong méi trong cac chuong trinh soan thao van ban.

Phim Space 1a thanh dai nhit trén ban phim, dung dé tao ky tu rdng, tao khoang
tréng (ma sb 32 trong bang ASCI).

Phim ESC la mét phim tao ra ma 27 trong bang ASCII, c6 tén la ma Escape. Day la
phim ma dac bi¢t nén ding riéng mdt minh, sé duoc dung khi cé chi dinh ro.

Phim Shift duoc nhin dong thoi v6i phim chif cai s& hién thi chir cai hoa.

Phim Shift duoc nhan dong thoi véi phim c6 2 ky tu s& hién thi ky tu & trén. Vi du:

nhan phim Shift va phim

@
2

s€ xuat hién @

Phim Caps Lock dung dé gd chir hoa thuong xuyén, khi nay dén chi thi Caps Lock
s& sang va khong can nhan phim Shift cho ting chit ci hoa.

Phim Num Lock: néu dén Num Lock sang st dung cic phim s6 bén phai ban phim.

Phim Print Screen dung dé chup man hinh dang hién thi va dwa vao ving nhé dém.
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[E\x/aij Function %{l Backspace { Delote{%m Screen Seroll indicators
87 ® ‘T
L\

e e e (e

Capitals
Lock

Control

4 5&%%

Hinh 1. 3. Ban phim

1.1.2.2.2 Con chut (Mouse)
Chuot 1a mot thiét bi nhap,
ding dé hd trg cho ban phim thyc hién e

cac thao tac nhap phuc tap. Chudt co
thé thay cho cac phim di chuyén cua
ban phim va thudng ding cho cac phan mém v& hinh, thiét ké dan trang.
1.1.2.2.3 Bang cham (TouchPad)

Béang cham 13 ban di chuyén chudt ding dé diéu khién con chudt trén may tinh
xéach tay vi hai phim trai phai nhu con chudt trén may tinh dé ban, ndm phia dudi ban
phim.

Hinh 1. 4. Chuét c6 day va chuét khong day

Hinh 1. 5. Bdng cham Hinh 1. 6. But cham

1.1.2.2.4 But cham (Stylus)

But cham 1a mot thiét bi nhap trong giéng nhu mdt cay but, st dung dé chon hodc
kich hoat mot muc trén mot thiét bi c6 man hinh cam ung.

1.1.2.2.5 Man hinh cam irng
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