Ky Nang So6 & Phong Trao
Binh Dan Hoc Vu S6

Ké thira tinh than nam 1945:

Tur “Xéa mu chir” dén “Xéa mu cong nghé”

Str ménh: Nang cao nang luc chuyén doi s

cho cén bd, dang vién va toan dan.

Muc tiéu: Xay dung Chinh phu sg, Kinh té
s6, Xa hoi s6 va Céng dén sé.

Théng diép: “Chuyén dai sé bat dau tur
thay doi nho nhat ciia moi chung ta.”
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5 Muc Tiéu Cot Loi Cua
“Binh Dan Hoc Vu So”

Nang cao dan tri

Trang bi kién thirc s co ban, dac
biét cho vung sau, vung xa.

X6a mu cong nghé

Thanh thao dich vu céng
truc tuyén, thanh toan sg,
an toan thong tin.

Hoc tap suot doi
MOGi nguoi dan vira la nguoi
hoc, vlra la nguoi chia sé
tri thirc.

Vi mot Viet Nam
Hung Cuong

Thuic day CDS qudc gia

Xay dung ngudn nhan luc so hién
dai, hoi nhap qudc té.

Chat luvong cudc song

Tang nang suéat lao dong, cai thién
doi séng nho tién ich cong nghé.
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Cam Nang Co Ban:
Thiét Bi & Truy Cap An Toan

Ky Nang Can Co Vi du thuc té
& Thiét bi di ddng: Cai dat bao mat, quet
ma QR, st dung ing dung chinh théng.

@ Truy cap Internet: Nhan biét website x
chinh théng (gov.vn) vs. Ilra dao.

Q Tai khoan: Kich hoat xac thuc 2 |dp
(2FA), mat khau manh.

Cach cii: Ké khai giay. Tiéu chuan méi: Quét
QR & Dinh danh VNelD.

Luu y: Khdng dung tai khoan cli dé quén, \
chuyén sang dinh danh dién tcr VNelD. ]
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K Niing Khai Thac & Kiém Chirng Théng Tin

Vi du dién hinh

« Can bo xa: Tra cuu quy
dinh trén Cong Dich vu

Data Funnel cong thay vi hdi miéng.

Tin tirc hon don

« Hop tac xa: Dung Open
Data (thoi tiét/gia ca) dé
lap ké hoach san xuat.

2

Bo loc 2. Dadi chiéu nguon tin
kiém churng (B4o chinh théng)

3. Khai thac Céng Dich vu
cong & CSDL Qudc gia

)

Thong tin chinh xac
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Quan Ly & Luu Trir

Truoc (Before)

Be Vietnam Pro Bold

e
3

Tal_keu_1.doc

j.[:l

temp_data New Felder ﬂ]
Hew Folder (3)

. temp_data . . D
Mew Foldar (3) oarens.ise

Mew Foider h,
temp,_data . D

Tai_lieu_1.doc New Folder (3) Untitled1.txt

4808

Document

Rui

—)  1.Quy tac dat tén: RA rang, goi
=@ nhd noi dung, kém ngay thang.

DB e 0O Wm0 :

Tal lieu_l.dof  Final_final pdf New Folder [3) lemp,datﬁ Documents

Untitled1.txt

Dir Lieu Khoa Ho

Sau (After)
Be Vietnam Pro Bold

My Files > 2024 > Thang 11 > Linh vye Bét dai

x]+

Untithedl.1xt

|
Untitledt. E
Linh v

081 Aal Prewmiuna

*FFEFRES

ro that lac, kho tim kiém.

v [ 2024
L Bl Thing
L. Linh vyc D4t dai
D 2024-11-20_BaoCao_TienDo.pdf

Khoa hoc, dé truy xuat.

BB 2. Cautric thu muc: Phan loai
5 .' & theo Nam > Thang > Linh vuc.

3. Sao luu (Backup): Dong bo dir liéu
[&én SharePoint/OneDrive dinh ky.

&
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Van Hoa Email Cong Vu & Hanh Chinh So

Tén mién cong vu
(@hungyen.gov.vn)
- Khéng dung Gmail ca nhén

Tiéu dé ro rang:
[VAn ban khan/Bao cao] —
+ Noi dung chinh

Be Vietnam Pro ExtraBold & Bold

Compose

» From: @hungyen.gov.vn

C

Becc

» Subject: [Van ban khan/Bao cao] + N§i dung chinh

» Attachment @& X

File dinh kem:
PDF da ky s6
(khéng gt file nhap)

N&i dung trang trong,

Van hunxyen,

Thinsiham dung chaviing ky hgc anh til udc nhiéc dan. La;ung kynh
toan (mét, véi nhan thu nuc). N&i dung chinh. I-lfinh cdo kin man la vén
Van Héa Email Cong Vu & Hanh Chinh.

ding thé thirc hanh chinh

CED:v06002 - ®

Tiéu chuan bat budc
Be Vietnam Pro Bold,

Official Navy

Inter Regular

e Phan loai thu muc
(Inbox Zero).

e SUr dung Chir ky s6
cho van ban di.

e Kiém tra ky nguoi
nhan trudc khi bam
Gui.
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Cong Tac Tren bam May (Cloud Collaboration)

r ™ Lanh dao

Digital Slate

Quyén xem (View) & Binh luan
Inter Medium

Digital Slate

Quyén chinh sira (Edit)

Inter Medium
Du théo Quyét djnh Chuyén vién A
Inter Medium
: J
Quyén chinh stra (Edit)
Inter Medium
Chuyén vién B
Ky thuat mai
Be Vietnam Pro Bold
Chia sé Link Phén quyén bao méat Version History
C.? (Instead of attaching heavy files) E (Control who sees what) L) (Restore old versions if needed)
Inter Regular Inter Regular Inter Regular

Case Study in Be Vietnam Pro Bold

VI du: Phong Quan ly KH soan thao tryc tiép trén Google Drive, giam 50% thoi gian gii nhan file qua lai.
Inter Regular
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Lich Dién Tu & Hoi Nghi Truc Tuyén

Quan ly thai gian Hoi hop van minh

May 2021 y Digltal Calendar

......

» Tao lich hop va mai thanh vién qua email.  Kiém tra Micro/Camera trudc khi vao.
» Dong bd lich gilra may tinh va dién thoai.  SUr dung hinh nén ao (Virtual Background) lich su.
 Chia s& man hinh va dung Chat dé lay y kién.

Muc tiéu: Phoi hop nhip nhang, giam thiéu thoi gian chét.
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Lam Chu Bo Cong Cu Van Phong (Office Tools)

Microsoft Word

» Soan thao dung thé thirc.

e Dlng “Styles” dé lam muc luc
tu dong.

« Chén chir ky so.

-

~

Microsoft Excel

ahal

« Theo doi tién do & Kinh phi.

e Ham co ban: VLOOKUP, IF,
SUM.

« \Vé biéu do bao cao.

-

PowerPoint

Q

« Thiét k& ngan gon, truc quan.

o Uu tién hinh anh/biéu do hon
van ban.

« Dung layout théng nhat.

=

Quan ly nhiém vu: S dung Trello/Planner dé theo doi trang thai (To Do - Doing - Done).
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Ung X{&r Chuyén Nghiép Tren Mang Xa Hoi

NEN KHONG NEN

Q .
® Thai do: Lich sy, ton trong, ho trg ngudi dan. e Bao mat: Tuyét doi khong dang bi mat cong vu/ndi bo.
e NOi dung: Kiém ching théng tin trudc khi Share. e Thai do: Tranh luan tiéu cuc, ddi co.

e Tuong tac: Tra |0i binh ludn bang ngdn tlr chuan muc.| @ Hinh thire: Viét tat, ngdn ngir cam tinh.

Vi du: Fanpage co quan tra 10i dan can than thién va chinh xac, khong ding emo tuy tién. ]
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Modern Civic Editorial

Ky Nang Giao Ti€p Qua Ung Dung Nhan Tin (Zalo)

SRy ) | Cong Thuc
Kinh gui céc phong, (> | | TinNhan Chuan

No6i dung: Du thao bao cao v1.3.

e A S 1 TLasi ch?
Alo, xem file nay nhé. Yeu r.:au'. Xem xet va gui gop y. ‘ : C:'.I.C ao] ,
(Vague, unprofessional) Han cf‘“t' 16/11/2024. 2. [NGi dung chinh]
Link tai liéu: [drive.google.com/...] 3. [Yéu cau hanh ddng]
i = .
Tran trong. & 4. [Thoi han]
\ ool

[0 Han ché nhan tin ngoai gio lam viéc. Str dung tinh nang ‘Ghim tin nhan’ (Pin) cho théng bao quan trong. J
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Nhan Dién Rui Ro & An Toan Thong Tin

Email Lira Pao (Phishing)

i

Social Engineering

e Canh giac vdi file .exe, .zip la. e Kiém tra ky tén mién (VD: « KHONG BAO GI0 cung cap
e Mao danh lanh dao yéu cau hquyen;guv:vn.cu‘la g|a=). maﬂOTP. gl g
chuyén tién/théng tin . Kh?ng pam vao dgﬂng dan - Kllong ch!a sé mat khau qua
' Khong ro nguon goc. dién thoai/chat.
[ Canh bao: Pa co truong hop gia mao “hé thong van ban” dé danh cap tai khoan. ]
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Modern Civic Editorial

Ky Nang Tu Bao Vé Thiét Bi & Tai Khoan

Quy trinh xu ly su co

' Y
1. Phat hién dau hiéu la
@ 1.M3atkhau manh: Dai 10+ ky tu (virus, may cham).
(Hoa, thuong, s6, ky tu dac biét). ~ /
(¥) 2.Xac thuc 2 16p (2FA): Bat budc J,
cho Email & Tai khoan quan tri. ~ ~
© 3.Théi quen vat Iy: Khéa man 2. Ngat két noi mang
hinh (Win+L) khi r&i vi tri. ngay lap tuec.
() 4.Thiét bi ngoai vi: Khéng cam 3 g
USB la vao may co quan.
f A
3.Baocan bo CNTT
(Khdéng tu y stra).
. v,
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Bao Vé Dir Liéu Céng Dan & Bi Mat Nha Nuéc

Hé thong Hanh vi cam
chuyén dung

Sie i A e Khong chup anh
Van ban MAT xu ly - 5
trén hé thong riéng. Sgyga/ ﬁﬁgr? bang

Phan quyén thu muc:
Chi l1anh dao xem file
nhay cam.

Khong gui tai liéu mat
qua Zalo/Messenger.

Nguyén tac vang: Xoda file tam chira thong tin cong dan ngay
sau khi xtr ly xong. Inter Medium.
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Modern Civic Editorial

Chan Dung Nguci Can Bo Thoi Ky So

Q Tu duy

Thanh thao . / ‘T déi maoi

#

I;\
cong cu R S

B Bao mat

Y nghiém ngit
Giaotiép ®
vin minh % - ,:iii Phung sy
“® nhan dan

Moi dang vién la mot hat nhan lan toa tinh than "Binh dan hoc vu sd",
gop phan dua Viét Nam vuon minh trong ky nguyén so.

Chuyén doi so bat dau tir thay doi nho nhat cua moi chung ta.
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