NANG CAO HIEU QUA CONG TAC VAN PHONG VA QUAN LY
HOC VU KHOA NN & VH PHUONG TAY
Nguyén Thi Huyén
Khoa NN & VH Phuong Tay

1. Dat van dé

Trudng Pai hoc Ngoai ngit - Dai hoc quéc gia Ha Noi sau 35 nam
thanh 1ap da khong ngimg phat trién va hién nay tr¢ thanh trudng dai hoc
dao tao cur nhan ngoai ngit ddu nganh trong cd nudc. D& cé duoc su thanh
cong d6, phai ké dén doi ngii can bo giang day, cdn b cic phong ban chiic
nang, cin bd phuc vu... cla nha trudng. So véi nhitng ngay dau thanh lap
truong, hién nay doi ngii giang vién, cin bd cong nhan vién chifc cia trudng
da tang lén ddng ké véi s6 luong 600 cz’m. bo. Diéu nay di dat ra nhimg yéu
cdu nhat dinh d6i véi cong tdc quan ly cdn bd cua nha truong. Pon vi ¢6
chitc nang chinh chiu trach nhiém quan |y cdn bo 1a Phong t6 chirc cdan bo
cua nha trudng, ngoai ra cac don vi va cic khoa dao tao khdac cling cé hoat
dong quan ly cdn bd vé cong viéc va hoat dong chuyén mon. Tuy nhién
hoat déng quan ly cdan bo cla cdc don vi, cac khoa trong trudng thudng
chua lién tuc va cu thé nén con xay ra tinh trang viéc theo ddi qua trinh
cong tic cing nhu thong tin vé cdn b chua dugc chinh xdc, chua cé tinh
téng hop trong sudt qud trinh cong téc cia cian bo. D€ khic phuc tinh trang
nay méi don vi, méi khoa cdn dé ra nhiing cdch thiic quan 1y cdn bd riéng
cho timg khoa, ting don vi minh sao cho phi hop, khoa hoc va c6 hiéu qua
nhat.

Khoa NN & VH Phuong Tay, tién than la B6 mon Tiéng Pic, truc
thuoc Khoa NN & VH Anh M¥, duoc thanh 1ap tir thang 11 nam 2001. Bét
ddu tr thang 8 nam 2002, Khoa NN & VH Phuong Tay chinh thitc hoat
dong doc lap véi van phong khoa méi. Do moi cong tdc quan 1y hanh chinh,

quan ly sinh vién cua khoa dugc bat ddu tir giai doan ddu nén chuyén vién



van phong khoa da gap khong it nhimg kho khan, déng thoi ciing c6 mot s6
thun Ioi nh4t dinh trong viéc xay dung hé théng quan 1V cép khoa.
2. Thuc trang cong tac van phong va quan 1y hoc vu tai Khoa NN &
VH Phuong Tay

Chitc nang cia gido vu khoa va chuyén vién van phong khoa nhu sau:

- Gitip Ban chil nhiém xép xép thoi khod biéu, bo tri phong hoc, gido
vién giang day;

- Gitip Ban chi nhiém khoa theo doi gid day va hoc cua cin bd gido
vién va sinh vién;

- Theo ddi chuyén céan cua sinh vién:

- Lén lich thi va t6 chiic theo ddi cdc k¥ thi hoc phan, thi 16t nghiép:

- Quan 1y luu trir két qua thi cia sinh vién;

- Lwu giff bai thi cua sinh vién;

- Théng béo cho cén bo giang day va sinh vién nhimg van ban quy
dinhf quy ché, cong van cia Bo, cia Dai hoc quéc gia, cia nha trudng va

cua khoa;

-

- Laru trir cOng van di, cong van dén;
- Hé tro ban chi nhiém khoa quan ¥ can bo vé mat hanh chinh.
Trong qué trinh thuc hién céc cong viéc trén 16i da gap nhimg khé
khan sau:

- Do dugc tach ra tir Khoa NN & VH Anh MJ nén trong giai doan
d4u mai hoat dong, van phong Khoa khéng c6 hé thong luu trir cong van di,

cong van dén tr trudce, dac biét 1a cdc van ban quan trong lién quan dén
cong tac dao tao, quan I¥ can bo, diéu nay gay khé khan cho Van phong
khoa trong qué trinh tra ctru va hd trg Ban cht nhiém khoa thuc hién céc
quy dinh. quy ché, chinh sich d6i v6i sinh vién va can bo trong Khoa.

- Do Khoa NN & VH Phuong Tay 12 mot khoa nhé nén Van phong
khoa chi ¢c6 mot chuyén vién van phong kiém gido vu khoa. Day ciing la
moOt khé khan 16n vi di nho nhung Khoa vén phai hoan thanh t4t ca céc
cong viéc nhu nhimg Khoa khac.
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- Doi ngii can bo van phong khoa con chua ¢ kinh nghiém lai phai
d6i mat v6i nhimg khé khan 16n clia cong tdc quan 1y budc ddu, chua di vao
hé théng, quy trinh.

- Con nhi€u v4n dé t6n dong lién quan dén sinh vién va cdn b chua
duoc xir 1y khi tdch ra Khoa méi.

Tuy nhién ngoai nhimg khé khan trén thi cong tic quan 1y cia van
phong Khoa NN & VH Phuong Tay ciing c6 moét s6 thuan loi nhat dinh
nhu:

- Do moi cong viéc bt ddu tir ddu nén Vin phong khoa c6 thé tr chu
xdp x€p cong viéc mot cach hop 1§ va cé hiéu qua cao nhat.

- D61 ngii can bo giang day con it va sd luong sinh vién cia Khoa
khong 16n nén thuan loi cho viéc 1ap hé so quan ly, theo doi.

- Cic Phong ban lién quan két hop chit ché, tao diéu kién thuan loi
trong cong viéc.

- Ban chu nhiém khoa ludén quan tam, gidp d& va huéng dan tan tinh.
3. Mot so giai phap nhim nang cao hiéu qua cong tac van phong va
quan 1y hoc vu Khoa NN & VH Phuong Tay

La mot can bo van phong cuia Khoa NN & VH Phuong Tay va cé.ng
tdc tai khoa ngay tir nhimg ngay ddu thanh lap khoa, qua thuc t€ cong viéc
chiing t6i thdy rang cong tic gido vu va van phong khoa tuy don gidn nhung
do s6 luong cong viéc 16n nén doi hoi doi ngil gido vu va chuyén vién vin
phong cdc khoa phai c6 ging xap x€p cong viéc hop ly, c6 hé théng hwu trir
khoa hoc thi mdi c6 thé hoan thanh tSt nhiém vu dugc giao. Sau day t6i xin
dua ra mot s6 giai phdp nham nang cao hiéu qua cong tic van phong va
quan 1y hoc vu tai Khoa NN & VH Phuong Tay.

- H6 trg Ban chii nhiém khoa quan 1y t6t doi ngii cdn bo trong khoa
vé mat hanh chinh:

Viéc quan ly, theo do1 co hé théng qud trinh cong tic, phin ddu va
nam vimg hé so 1y lich cua timg cdn b cong tdc tai khoa. don vi minh 12 rat
quan trong. Diéu nay phuc vu cho cong tic thong ke, tdng két va xem xét
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qué trinh cong tic cla can bo duoc chinh xdc. nhanh chéng. dap ing duoc
nhimg vin dé do Trudng, do Pai hoc quéc gia hay Bo Gido duc va dao tao
véu cdu. Khi thuc hién cic cong viéc trén. Ban chu nhiém khoa. Van phong
khoa ciing nhu nhimg cdn bo c6 trach nhiém gap rat nhiéu khé khan, vi du
nhu phai tim cic quyét dinh. cong van lién quan tir hang chuc nam trudc,
doi khi bi thét lac cong van nén con s6 thong ké khong chinh xac. sai léch.
Néu dé cén bo giang day ké khai thi mat nhiéu thoi gian, khong thuc hién
ding han yéu céu.

- Dé khic phuc tinh trang trén va dé c6 nhimg s liéu chinh xdc vé
cdn bo duoc cap nhat téng két theo doi lién tuc theo timg hoc k¥ va timg
nam hoc, Khoa NN & VH Phuong Tay da c6 sdng kién bién phdp quan Iy
can bd sau: Khoa lap h6 so cdn bo cho timg cén bo trong khoa. H6 so nay
dugc luu giir tai Khoa va dugce cép nhat thuong xuyén.

Mbi cén b khai "Phiéu quan 1y cdn bd" bao gém cic muc:

1. Thong tin cd nhan

~=.Ho tén, ngay thdng nam sinh, noi sinh, nguyén quan. dia chi lién hé
khi cén thiét

- Ho tén chéng/vg, noi cong tac; ho tén con. nam sinh

2. Qué trinh dao tao

- Dao tao phé thong

- Dao tao dai hoc

- Dao tao sau dai hoc (thac si, tién si, tién si khoa hoc, cic ching chi
khac)

3. Qua trinh cong tdc : (thoi gian. ndi dung cong viéc. chic vu. noi
cong tac) |

4. Cac cong trinh khoa hoc d3 lam

5. Céc co s can bo dang hop tac

6. Cong tac nude ngoai: (thdi gian: nuéc dén: co quan. 16 chic moi:
muc dich chuvén di)

7. Tiéu sir luong: (can bo hop dong. can bo bién ché)
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8. Khen thudng/ky luat: (thoi gian, 1y do)

9. Cic mit cong tic khdc ngoai cong viéc chuyén mon: (thdi gian, noi
dung cong viéc)

M&i cén bo khi nhan cdc quyét dinh, van bén lién quan dén ban than
phai pho to mot ban dé lwu vao hé so cd nhan, va khai bé sung vao "Phiéu

- quan 1§ cdn bo".

- Bién phdp truyén dat thong tin ti cn bd giang day va sinh vién:

Hau hét cic thong tin lién quan dén cdn bd giang day va sinh vién
dugc chuyén tai thong qua hé théng béng thong bdo cia Khoa. Tuy nhién
do sinh vién va thdm chi ca moét s6 cdn bd giang day khong quan tdm va
chua nhan thitc dugc trich nhiém ndm bdt théng tin cia minh nén Vin
phong khoa gip rit nhiéu khé khan khi thuc hién, xir ly cong van va khong
hoan thanh ding tién d6 yéu cdu. Xuat phat tir thuc t€ nay Van phong khoa
phai chia hé th6ng bang thong bdo thanh hai mang, mot bén 12 "Thoéng bdo
m&i" d6i véi nhitng thong bao c6 thoi han tir mot tudn trd [én va mot bén 1a
"Thong bdo khdn" d6i vdi nhimg théng bdo c6 thdi han du6i moét tudn.
Ngoai ra, bén canh cong van cdn thong bdo Van phong khoa phai dan thém
ban trich luge nhitng thong tin quan trong nhét trong cong van nhu ndi dun'g
yéu cdu, thoi han thuc hién ... viét to, rd rang, dé doc dé sinh vién c6 thé
nhanh chéng nim bét thong tin.

- X&p thoi khod bidu:

Truéc méi hoc ky Gido vu khoa giip Ban chu nhiém khoa xép thoi
khod biéu, 1én lich hoc cho timg khéi, 16p. Viéc 1én lich hoc phai thuc hién
diing theo ké hoach gidng day va phil hop v6i diéu kién co s& vat chat clia
Trudng. Ngoai ra, dé ddm bao chat luong hoc tap cia sinh vién khong xép
qué nhiéu tiét trong mot ngay, trinh tinh trang qua tai, mét moi va khéng
con hitng thd hoc céc tiét cudi. Bén canh d6 Vin phong khoa ciing c6 géng
xdp xé&p, phan cong gido vién két hop day giita cic 16p, khoi dé€ gido vién co
thoi gian gidng day trén I6p hop 1y, ti€t kiém thoi gian di lai, khong phai
vao trudng nhiéu ldn. Nhu vay cdn bd gidng day c6 thém thdi gian chuan bi

79



bai lén 16p. bdi dudng chuyén mon. nang cao trinh dd va nghién ciu khoa
hoc. Tuy nhién Khoa ciing tuyét d6i khong x€p qud nhi€u tiél day trong mot
ngay, gay anh hudng dén chat luong giang day va suc khoe cua gido vién.

Sau khi 4p dung phuong phap trén. chiing 10 nhan thay cong tac van
phong va gido vu thuan loi hon, nhanh chéng. chinh xdc. luén dap ung duoc
nhimg véu c4u cua nha trudng dé ra.
3. Két luan

Tam huyét, gan b6 v6i nghé, v6i khoa véi trudng chiing t6i luén c6
ging hoan thanh t6t nhiém vu dugc giao, w phan ddu hoc hoi. tim 101 nhimg
bién phdp mdi. hiéu qua nhat dé gép phan dua Khoa NN & VH Phuong Tay
ngay cang phét trién, Ién manh. Ching 16i hy vong cic ban déng nghiép
khac sé cung trao d6i, chia sé nhimg kinh nghiém va déng gép thém nhimg
vy kién quy bdu cho ching t6i dé cong tdc van phong va quan 1y hoc vu
trong timg khoa, timg don vi cua nha truong ngay cang hoan thién va dat
hiéu qua cao hon.

—

KHAI THAC HIEU QUA THU PIEN TU VA KINH NGHIEM
PHONG CHONG VIRUT TRONG VIEC SUDUNG THU PIEN TU

Nguyén Xuan Khanh
Trung tam Mlitimedia

Ngay nay. cong nghé thong tin, ¢ic dich vu Internet vi Intranet ngay
cang ¢ nhiéu anh hudng 16n 161 moi mat cua xa hoi nhu: cudc song sinh
hoat hang ngay. trong cong so. truomg hoc... Cic dich vu trén Internet va
Intranet ngay cang phong phu dap img nhu cau thong tin lién lac cho nguol
su dung. Mot trong nhimg dich vu duoc img dung phé bién nhat hién nav i

thu dién wr. Day la dich vu trao do1 thong tin hiru ich trong giao LUép hang
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ngay ciing nhu trong cong viéc. Hién nay truong PHNN-DHQGHN da co
trang web riéng (www.cfl.vnu.edu.vn) va di két n6i mang hdu hét trong
toan trudng. Méi cdn bg, cong nhan vién trong toan trudng déu duoc cap
mot hop thu dién tir dé trao déi thong tin lién lac. Bén canh d6, tir nam hoc
2003-2004, trudng da dua vao 03 phong truy cip Internet va Intranet mién
phi dé phuc vu cho cdn bo va sinh vién trong toin trudng (02 phong truy
cap Internet sinh vién, méi phong 15 mdy; 01 phong truy cap Internet can
bd). Tinh dén nay 03 phong trén da phuc vu trén 40.000 luot ngudi vao truy
cap. D6 1a mot con sé khong nho, cho thdy tiém nang sir dung loai hinh
dich vu nay.

Ching t6i xin gi6i thiéu mot s& tién ich dé c6 thé tai thu dién tr tir cac
hop thu Yahoo. Truéc day, khi cdc dich vu thu dién tr mién phi
Yahoo!Mail cdn cho phép méi ngudi tai thu vé mdy tinh cua minh béng cic
chuong trinh quéan ly thu dién tr thoéng dung nhu Outlook Expresss va
Netscape Mail, han ban thdy rét nhiéu tién lgi. Vi tinh nang tai thu vé qua
giao thitc POP3, hop thu mién phi Yahoo!Mail ching khdc gi mot hop thu
phai tra phi dang ky tir cdc nha cung cdp dich vu Internet. Nay tinh néng tai
thir vé mién phi cia Yahoo!Mail khong con nita, chiing ta chi c6 thé xem v
gti thu bing cdch truy nhap dia chi trén Web cla nha cung cdp dich vu.
Pay 1a thao tdc mat kha nhiéu thoi gian, dac biét khi t6c do truy nhap mang
con cham. C6 cach nao dé van st dung hop thu dién tr Yahoo!Mail nhu
trudc kia? Cau tra 10i 1a van c6, nhung phai qua mot s6 tién ich ma chiing ta
sé cling xem xét dudi day.

Dung luong cta phién ban méi nhat cho Windows 14 3,78 MB. Sau khi
da tai tap tin cua chuong trinh, ta hdy nhdn chudt hai ldn dé thuc thi. Viéc
cai dat hoan toan dé, chi cdn nhén I Ageer xong nhdn Install va cuéi clng la
Close. Sau khi két thic viéc cai dat, ta s€ thdy nhém YahooPOPs! trong
Menu Start/All Programs. Chay chuong trinh YahooPOPs!, ching ta sé thdy
mot biéu tuong cua YahooPOPs! & khay hé théng. Dé YahooPOPs! chay

81



t6t. ta phai nang cdp lén phién ban méi bat cif khi nao phién ban c tré nén
16i thosi va khong thuc hién ding chiic nang (thuong khoang 3 thang | 14n).

Xac lap cu hinh cho Yahoo!POPs

Dé xac 1ap cdu hinh cho YahooPOPs!. hay nhan hai lan chuét vao biéu
tuong hay phai chuét tai biéu tuong YahooPOPs tai khay hé thong va chon
Configure.

Tai muc Email Preferences / Email

Phan Folder

+ Download emails from the Inbox folder: Chon lua chon nay d¢ 14y
thr trong hop thu Inbox clia Yahoo. Day 1a muc bét buoc ching ta phai
chon dé 14y thu.

+ Download emails from the Bulk Mail folder: Khong nén chon lua
chon nay vi Bulk Mail thuomg 12 noi dé chita cic thu ric (quang cdo, gui
ciing lic dén nhiéu dia chi).

+ Empty Trash on exit: Lam tr6ng thung rac khi qud trinh tai thu két
thic: Hay chon lua chon nay d¢ trénh lam dy hop thu véi giéi han 6Mb
ciia Yahoo néu nhu ¢6 nhiéu thu véi dung luong 16n.

+ Maximun number of emails to download per session: Gidi han s
luong thu tai vé & mdi lan két n6i. Nén dé gid tri khoang 20. Néu chiing ta
nhan nhiéu thu lién tuc thi hay giéi han s6 nay xuéng thap hon dé tranh bi
Timeouts - néu ching ta nhan nhiéu email ¢é kém tap tin thi chi nén chon 2
hay 5 va tép tuc tai cic thu con lai & qua trinh giri/nhan thu tiép theo. Chi
rang khong duoc chon lua chon "Leave a copy of messages on server".

Phan Download Email Category

+ Download all emails: Tai tat ca email. lua chon nay dé YahooPOPs
bi€l s& 14y tat ca email trong hop thuy ma ching ta di xic dinh tai muc
Folder.

+ Download only unread emails: Chi lav nhimg thu dién tir chua doc.

+ Download only flagged emails: Chi lav nhimg thu dién wr da danh

dau.
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Xdc lap cdu hinh cho chuong trinh quan 1y E-mail.

Outlook Express

+ Chon Tools -> Email accounts xong chon ti€p Add a new email
account va nhan Next.

+ Tai man hinh xu4t hién, chon:

- My incoming mail server la POP3 Server.

- Incoming mail (POP3, IMAP or HTTP) server: la localhost hay
127.0.0.1.

- Outgoing mail (SMTP) server: La tén mdy chia SMTP cua dich vu
cung cdp Internet cia ban (vi du nhu mail.van.vn hay mail.hcm.vnn.vn) va
nhéan Next dé ti€p tuc.

+ Tai man hinh xudt hién, nhap tén dang nhap cua ban vao Account
name va mat khau vao 6 Password, nén chon Remember password. Nhin
Next dé tiép tuc. Dén ddy viéc xdc lap tai khoan email cho Outlook Express
di thanh cong. Ban hdy nhén Finish dé hoan t4t.

+ Khi ban bam Finish, Outlook Express sé chuyén ban dén lai cta s
Internet Accounts, ban hady chon account cé tén localhost hay 127.0.0.1 va
nhédn Properties. s

+ Ban chuyén dén tab lat Advanced, ting Server Timeouts lén t6i mitc
t6i da 12 5 phut. Xong nhan OK dé hoan t4t.

Netscape Communicator

+ Chon Preference tir trinh don Edit va bdim Mail Servers & khung bén

+ Bdm vao phim Add (hay Edit).

+ Dién "127.0.0.1" hoac "localhost" trong muc Server Name.

+ Déi v6i muc Server Type, chon POP3 Server.

+ Déi véi muc Username, ddnh vao dia chi Yahoo!mail ddy du cua
ban, ching han huutong@yahoo.com. Bdm OK.

+ Déi v6i muc Outgoing mail (SMTP), ddnh vao mdy chi SMTP cua

nha cung cdp dich vu Internet clia ban, chang han mail.hcm.vnn.vn.
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+ D&i véi muc Outgoing mail server username, dénh vao dia chi
Yahoo!Mail ddy du cua ban mot lan nira.

Trén day |2 mot s6 phuong phdp giip cho chung ta sit dung e-mail
duoc hiéu qua hon. Song, cling véi viéc s dung ngay cang nhiéu dich vu
nay ciing c6 nghia |2 may tinh cia ching ta c6 nguy co nhiém virit ngay
cang cao. Virit khong nhimg phd hoai mdy tinh cla ngudi su dung ma con
phé hoai cidc mdy tinh khdc trong hé thong mang cua Nha truong. Vay, su
dung dich vu thu dién tir thé nao cho hiéu qua va tranh dugc nguy co virit
xam nhap phé hoai méy tinh doi hoi mot s6 ki nang va nhan thic céan thiét
cua loai hinh dich vu nay cia ngudi sir dung.

Do d6, chiing ta cin phai cin trong hon trong qua trinh sur dung e-
mail. Mudi bién phdp du6i day sé gilp cac ban bao vé dugc mdy tinh cua
minh:

I. Khong mo bat ky file dinh kém dugc gai tir mot dia chi e-mail ma
ban khong biét r6 hoac khong tin tuéng.

2. Khong mo bat ky e-mail nao ma ban cam thdy nghi ngd, thamghi
ca khi e-mail nay dugc goi tlr ban bé hodc khach hang cua ban. Hiu hét vi-
rit dugc lan truyén qua dudng e-mail. Do vay, néu ban khong chéc chin vé
mot e-mail nao thi hdy tim cdch xac nhan lai tir phia ngudi guri.

3. Khong ma céc file dinh kém cac e-mail c6 [ié:l dé hdp din hoac thu
hut. Vi du nhu: “Look, my beautiful girl friend”, "Congratulations”,
“SOS”... Néu ban mudn m¢ céc file dinh k&ém nay, hdy lwu ching vao dia
mém hay mot thy muc trén dia cimg va ding chuong trinh diét vi-riit duoc
cdp nhat mdi nhat dé kiém tra. |

4. Khong ma céc file dinh kém theo cdc e-mail ¢6 tén file lién quan
dén sex hay cdc ngoi sao nhu “PORNO.EXE”, “PAMELA_NUDE.VBS”,
“Britney Spears.scr”... Day la cic thu doan ding d€ danh lira ngudi dung
cua nhimg ké viét vi-rut.

5. X6a céc e-mail khong ré hoac khong mong mudn. Dimg forward e-

mail nay cho bat k¥ ai hodc reply lai cho ngudi goi. Nhimg e-mail nay
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thudng 1a cdc spam e-mail. Muc dich cua cdc spam e-mail chi dé lam nghén
dudng truyén Internet.

6. Khong copy vao dia cing bat ky file ndo ma ban khong biét ro
hodc khong tin twéng vé& ngudn géc xudt phat ctia nd.

7. Hay cdn than khi ti cdc file tir Internet vé dia cimng cla mdy tinh.
Dung mot chuong trinh diét vi-nit dugc cap nhat thudng xuyén dé€ kiém tra
céc file nay. N&éu ban nghi ngd vé mot file chuong trinh hoac mot e-mail thi
dimg bao gi® md né ra hodc tai vé mdy tinh ctia minh. Cich t6t nhdt trong
trudng hop nay 1a x6a ching hodc khong tai vé€ mdy tinh cua ban.

8. Ding mét chuong trinh diét vi-rit tin cdy va dugc cap nhat thudng
xuyén nhu Norton Antivirus, McAffee, Trend Micro... Dung cédc chuong
trinh diét vi-rit c6 thé chay thudng tri trong bo nhé dé ching c6 thé gidm
sdt thudng xuyén cic hoat dong trén mdy tinh cta ban.

9. Néu mdy tinh ban c6 cai chuong trinh diét vi-rit, hdy cap nhat
ching thudng xuyén. Trung binh méi thang c6 tGi 500 vi-rit méi duoc phat
hién. Viéc cip nhat thudng xuyén nay s€ gilip cho mdy tinh cia ngudi st
dung trd nén mién nhiém trudc cic loai vi-rit madi.

10. Thuc hién viéc sao luu cdc dif liéu quan trong thudng xuyén. Néu
chdng may vi-riit x6a tét ca céc dit liéu trén mdy tinh cua ban thi vin con cé
kha nang phuc héi cdc di liéu quan trong nay. Cic ban sao luu niy nén

duoc c4t giit tai mot vi tri riéng biét hodc cit gilr trén mdy tinh khéc.
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