TIN HOC VAN PHONG

PHAN 1;: WINDOWS

TONG QUAN

BAI 1.
TONG QUAN VE MAY TINH



I. M6t s6 khai niém co ban

» Tin Hoc (Informatic) 1a nganh khoa hoc cong ngh¢
nghién ctru vé nhitng thu thap thong tin va xur 1y
thong tin bang may tinh.

» Thong Tin (Informations) mang lai cho con nguoi
su hiéu biét, nhan thic tét hon vé nhiing ddi tuong
trong doi séng XH, ...

> May tinh: 1a thiét bi 1am bang cac vi mach dién ti
dé xir Iy ty dong thong tin theo mot qua trinh duogc
4n dinh trude.

I. Mt so0 khai niém co ban (tt)

» Chwong trinh (Program): 1a tap hop nhiéu
cau 1énh phoi két hop véi nhau mot cach logic
dé xu 1y tu dong.

> Phan mém (Software): la cac chuong trinh
dugc cai vao d€ may tinh thyc hién dugc cac
cong viéc da dang theo y€u cau cua nguoi st
dung.

» May vi tinh chia lam 2 phdn: phan cing va
phan mém




I1. Cac by phan cia may tinh
1. Phdn curng (hardware)

> Phan cimg: 13 toan b nhung linh kién dé tao
thanh mot may tinh. Gém ¢6 :

* a. By xu ly trung tam (CPU — Control
Processing Unit): la co' quan dau ndo cta may tinh
diéu khién toan bg hoat dong cua may tinh ké tur
khi nhap s liéu, tinh toan, luu trit cho dén khi in ra
két qua. C6 2 bo phan chinh nhu sau:

- Khdi tinh toan s hoc va logic (ALU —Arthmetic
Logic Unit)
- Khéi diéu khién : (CU — Control Unit)

I1. Cac bg phan cua may tinh (tt)
1. Phan cirng (hardware)

b. Thiét bi lwu trir : 13 noi chira chuong trinh va dix ligu
(Data) trong qua trinh may tinh xur 1y thong tin, gdm c6 2
loai:

- B6 nhé trong: gdm c6 2 loai:
+ ROM (Read Only Memory): 1a b6 nhé chi doc dung dé
chira cac chuong trinh h¢ thong ma nguoi st dung khong

thé can thiép duoc. ROM do nha san xuat ghi vao. Khi mat
dién cac chuong trinh trong ROM van con .

+ RAM: (Random Access Memory) 1a b nhé truy cap
ngau nhién, ta c6 thé ghi, xo4 thong tin trong luc lam viéc,
khi mat dién cac thong tin s& bi xoa hét.




I1. Cac by phan cia may tinh (tt)

1. Phin cung (hardware)

c. BO nhé ngoai :

Khi luong thong tin can xir Iy vuot qua dung
lugng cua b nhé chinh thi may tinh dung dén bd
nhé phu

Vd: dia tir, bang tr , ...

I1. Cac bg phan cua may tinh (tt)

1. Phan cung (hardware)

d. Mt s6 loai dia (Drive) :

Pia mém: Ky hiéu 1a FDD — thudng goi la dia A, ¢6
dung lugng nhd, tdc do doc, ghi dir liéu cham.

Pia cirng: Ky hi¢u 1a HDD - ¢6 dung luong 16m, toc
do doc, ghi nhanh, trong may tinh nguoi ta thuong
phan thanh dia C,D,E, ... (tuy theo nguoi st dung cai
dat).

Pia CDROM: la dia chi doc khong cho phép thém,
x04, stra dir liu trén do.

Pia USB: s dung cong USB .




I1. Cac by phan cia may tinh (tt)
1. Phdn curng (hardware)

e. Cac thiét bi ngoai vi: 13 nhitng bo phan gitip trao
doi thong tin gitta CPU - b0 nhé trong va moi
truong bén ngoai.

+ Thiét bi nhap:

- Ban phim (Keyboard): 1a thiét bi nhap chuan,
dung dé€ nhap dir li¢u tor bén ngoai vao may tinh .
- Chudt (Mouse): La thiét bi diéu khién con tro
trén man hinh.

I1. Cac bg phan cua may tinh (tt)
1. Phan cwng (hardware)

- May quét (Scanner) 1a thiét bj nhap dung dé
nhép li€u vao may tinh dudi dang hinh anh hay
van ban.

+ Thiét bi xuat:
- Man hinh (Monitor) 1a thiét bi dung dé hién thj
giao tiép giita nguoi va may
- May in ( Printer) 1a thiét bi xuat dung dé xuat
dir liéu tir may tinh ra ngoai gidy. Hién nay may
in thuong c6 3 loai : in kim, in phun, in lazer
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I1. Cac by phan cia may tinh (tt)
2. Phdn mém (Soft ware)

1/ Phan mém hé thong la nhung chuong trinh khoi dong
may, diéu khién thiét bi va tao moi truong dé nguoi st

dung may tinh tién lg1 va c6 hi€u qua,... nhu: Hé diéu hanh
WINDOWS, LINUX,...

> 2/ Phan mém tng dung: gdom 2 loai
a) Chwong trinh dich: 1a chu’ong trinh dung mot loai ngon

ngit nao do dé viét 1énh goi 1a Ngon Ngir Lap Trinh (Vi
du: Pascal, C, C++, Java, ... )

> b) Chuong trinh bi’ng a’ung la nhﬁ:ng chuong trinh duoc
cac lap trinh vién vi€t san va ngu’01 dung chi viéc su dung
(Vi du:Word, Excel, phan mém ké toan,...)
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[11. Don vi thong tin:

> bit: 1a don vi co s& thong tin, ngoai ra con cé cac
don vi khac nhu :

> + Kilobit (Kb) = 2*° bit = 1024 bit

> + Megabit (Mb) = 2"° Kb

> + Gigabit (Gb) = 2*° Mb

> + Byte (B) = 8 hit
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TONG QUAN

BAI 2. CAC KHAI NIEM
VE HE PIEU HANH

) EE
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|. Hé diéu hanh ( Operating System):

> 1/ Khai niém “Hé diéu hanh”
- La tap hop cac chuong trinh.
- L4 cau ndi gitta ngudi va may tinh giup cho viée
st dung may tinh thudn tién va co6 hi¢u qua.

- Ngoai ra con c6 tac dung di€u khién toan bo
hoat dong cuia may tinh.
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|. Hé diéu hanh ( Operating System) (tt)

» 2/ Chirc nang
- Quan 1y phan phdi va thu hoi b nhé
- Piéu khién viéc thyc thi cac chuong trinh
- Piéu khién cac thiét bi ngoai vi.
- Quan Iy céc tap tin va thu muc.

» Hién nay hé diéu hanh duoc s dung nhiéu nhét
la hé ‘c'Iiéu hanh Windows . Ngoai ra con c6 cac
hé diéu hanh nhu: Linux , Unit, Solaric, ...
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1. Qua trinh khéi dong may tinh :

> 1/ Khéi dong biang dia cing :
- Lay dia CDROM ra khoi 6 dia
- Nhan nat Power trén ’méy tinh va do1 mot
khoang tho1 gian cho dén khi may khoi dong
xong
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I1. Qua trinh khéi dong may tinh (tt)

» 3/ Khéi dong lai:
a) Khoi dong ngudi: Str dung cong tic Power
trén may tinh
b) Khoi dong nong: (trudong hop may tinh bi
treo)
+ Nhan nut Reset trén may tinh

+ Nhan t6 hop phim Ctrl+Alt+Delete trén ban
phim
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[11. Qua trinh tat may:

» Poéng toan bd chuong trinh ing dung dang
chay trén may

> Lay dia CDROM (néu c6) ra khoi 6 dia

> Trén hé dicu hanh Windows XP ta thyc hién

nhu sau: Start — Turn Off Computer —
Turn Off
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[11. Qua trinh tit may (tt)

Luuy:

> Pé dam bao an toan cho mdy tinh giira 2
lan khoi dong phai cach nhau it nhat 15
giay

> Ta khong nén tit mé may thuong xuyén,
vi the s€ lam giam tuoi tho cua may.
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I\VV. Céu tric ban phim (Keyboard):

» Ban phim thuong hay st dung hi¢n nay la 104
/105 p~him, ngoai ra con gé cac loai ban phim
mo1 ho trg cac tién ich vé Multimedia (nhu
chinh nhac, truy cip nhanh Internet, ...)

> CAU TRUC BAN PHIM: chia lam 3 ving

+ Vung phim ki tu
+ Vung phim s6
+ Vung phim diéu khién

20

10



V. Ciu triic ban phim (Keyboard) (tt)
1/ Vang phim ki tw

La vung phim nam bén trai ban phim .

> Cac phimky tyr tir A — Z, cac s6 tir 0 — 9, Cac
dau, cac ky hiéu dic biét, ...

» Cac phim tu F1 - F12 (Function):l a cac phim
chirc nang tuy theo trinh tng dung ma co6 y
nghia khac nhau .

> ESC (Escape): dung dé huy bo mot thao tac
dang thyc hién hay dang xu ly
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V. Cau tric ban phim (Keyboard) (tt)
1/ Vung phim ki tw

> Phim Tab : dung dé chuyén diém nhay (con tro)
dén vi tri nhat dinh dugc 4n dinh trén man hinh

> Phim CapsLock: khi nhan phim dén Capslock
sang cho ta nhap chit hoa, khi ta nhan 1an nira dén
Capslock sé tit cho ta nhap chir thuong

» Phim Shift: Shift + ki tw thwong — ky tw HOA
va nguoc lai

> Shift két hop v6i phim cé 2 ky tw cho ta st dung
ky tu phia trén dugc ghi trén phim
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V. Ciu triic ban phim (Keyboard) (tt)
1/ Vang phim ki tw

> Phim Ctrl, Alt :1a phim kich hoat thudong két
hop vo1 cac phim khac khi xur 1y
> Vidu: Alt+ F4: dong cira s6 hién hanh
Ctrl+C: Copy(sao chép vao vung nhé)
Ctrl+S: luu bai
> Phim Spacebar: dung dé tao ra mot khoang ki
ty trang khi g6 phim
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V. Cau tric ban phim (Keyboard) (tt)
1/ Vang phim ki tw

> Phim Enter: xubng dong trong soan thao van
ban hodc thyuc thi mdt yéu cau nao do

> Back Space (< ): dung dé xo4 ky tu bén trai
cua di€ém nhay

> Delete: dung dé xoa ky tu bén phai diém nhay.

24
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V. Ciu triic ban phim (Keyboard) (tt)
2/ Vung phim so:

La ving phim nam bén phai ban phim

> Khi nhan phim dén NumLock bét sang cho
phép ta duoc dung phim s6 bén ving phim bén
phai

> Khi nhan phim 1an nita dén NumLock tat cim
st dung cac so bén phai ma cho ta st dung chtrc
nang thir hai dugc ghi trén phim.

» Cacphéptoan: +,-,*,/,.

25.

V. Cau tric ban phim (Keyboard) (tt)
3/ Ving phim diéu khién

La ving phim nam gitta ving phim ky tyr va
vung phim so

> Print Screen: dung dé chép noi dung dang thé
hién trén man hinh dua vao by nhé may tinh

> Pause / Break : tam ngung tién trinh dang thé
hién trén man hinh, khi nhan mgt phim bat ky
chuong trinh s€ hoat dong tiép tuc

> Insert: dung chuyén d6i qua lai gitra 2 ché do go
chén va go d¢
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V. Ciu triic ban phim (Keyboard) (tt)
3/ Vang phim diéu khién

Home: chuyén dau nhay vé dau dong van ban
End: chuyén dau nhay vé cudi dong van ban
Page Up: cudn l1én mdgt trang man hinh

Page Down: cudn xudng mét trang man hinh
Up (1): 1én mot dong

Down (}): xudng mdt dong

Left («): qua trai mot ki tu

Right (—): qua phai mot ki tu

YV V.V V VYV V VY
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V. Cach sir dung chugt (Mouse):

> Nhap Chudt (Click): nhap nut trai chudt 1 lan
(thuong dung dé€ chon doi tugng)

> Nhap d6i — nhap dip (Double Click): nhap
nhanh nut trai chudt 2 1an lién ti€p (thuong dung
dé thyc thi mot doi tuong)

> Nhap phai (Right Click): nhap vao nat chuot
bén phai 1 lan (thuong dung dé kich hoat menu
tat)

28
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V. Cach sir dung chugt (Mouse) (tt)

» Di chuyén (Move): lu6t nhe chudt trén mat ban
sao cho tré chudt trén man hinh di chuyén dén vi
tri thich hop .

> Ré chudt (Drog Drag): nhan va giir chudt dong
tho1 kéo chudt dén vi tri mé1 nha chudtra .
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Windows

BAI 3.
MOI TRUONG WINDOWS

O =]

30
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I. Khai niém

» Windows la mot chuong trinh dugc xem
nhu mét Hé Diéu Hanh, cung cip cho
nguo1 su dung nhiing thuan loi, tién nghi
cho viéc giao tiép gitta ngudi va may tinh
duoc dé dang va nhanh chong.
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I. Khai niém (tt)

» 1. Tap tin: (File): 1a don vi quan 1y dir li¢u cua
dia
- Tén tap tin: gom 2 phan: Tén va kiéu (phan
mo rong, dudi)
VD: thongbao.doc, baitho.txt

» 2. Thw muc: (Folder)
La don vi chira tap tin va thu muc nho hon
VD: DULIEU, CHUONG_TRINH

32
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II. Khéi dong va Gidi thiéu man hinh
Windows:

> 1. Khéi dong: Nhan nat POWER trén
CPU

» Gio6i thiéu man hinh Windows:
- Nén (Destop)
- Thanh tac vu (Taskbar)
- C4c biéu tuwong thu muc (Folder)
- C4c biéu tuong tap tin (File)
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II1. Cac thao tac dung chuot

» Trai chugt:
* Nhan 1 cai (click): chon biéu tuong
* I\{hén 2 cai lién tuc (double click): mo
biéu tugng
* Nhan kéo (drag): di chuyén biéu tuong

» Phai chugt: m& menu 1énh chira cac cong
cu

34
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IV. Thay déi khung nén

> Right click vao ving trong trén man hinh
- Chon Properties — hop thoai xuat hién
» Chon thé Desktop

> Chon hinh nén Trong Background —
Apply — Ok
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V. Ché @ bao vé man hinh

> Right_click vao ving trong trén man hinh
- Chon Properties — hdp thoai xuét hién

» Chon thé Screen Saver

» Chon hinh bao vé€ Trong Screen Saver —
Apply — Ok

> Wait: 13 thoi gian cho bat dau bao vé man
hinh khi khong sit dung may

36
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VL. Cai dit ché d6 phan giai

> Right_click vao ving trong trén man hinh
- Chon Properties — hop thoai xuat hién

» Chon thé Settings

» Chon do phan giai Screen Resolution
(800x600)

» Chon d0 nét ciia mau Color Quality
(Highest (32bit))
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VII. Thoat khéi Windows va tit may

» Chon Start — Shut Down:
* Restart: khéi dong lai may
* Shut down: tit may
* Log off: thoat khoi user dang sir dung

38
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Windows

BAIl 4. CHUONG TRINH
WINDOWS EXPLORER

39

I. Téng quan

» Cac chuong trinh va dir li€u cua ban dugc
Iuu thanh cac tap tin (Files) trén cac thiét

bi nhu: O dia cling; di dia USB; dia CD ghi
duoc (Rewriteable); 6 dia mang...

> Trong phan nay, ban s€ hoc cach dung
Windows Explorer dé quan Iy tap tin va
thu muc.

40
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II. Mo Windows Explorer

> Click phai chudt trén nat Start va click
muc Explorer d¢ mo Windows Explorer.

Open
7 r ~
» Khung trai chtra tén
Search...
Scan for viruses by Bkav2006
E add to archive...
E add to "Start Menurar”

Khung bén phél Chﬁa E Compress and email...

E Compress to "Start Menu.rar'

cac 0 dia va cac thu muc

noi dung cac file va

Scan with Morton antivirus
Properties

thu muc

—Q— Open all Users

——  Explore All Users

II. Mo Windows Explorer (tt)

B Start Menu [B=1ES]
n

> Khung trdi = [==» === , ;
chtra tén cac e
6 dia va cac
thu muc
Khung bén
phai chtra no1
dung céc file
va thu muc

42
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III. Cira s6 Windows Explorer

> Thay dbi hinh thtc hién thi trén khung phai:
Click chon menu View va chon mdt trong 5 hinh
thtre hién thi:
1. Thumbnails: thuong dung dé xem trudc céc
File hinh.
2. Tiles: Hi¢n cac tap tin va cac thu muc con &
dang biéu tuong 16n
3. Icons: Hién céc tap tin va cac thu muc con ¢
dang biéu tugng nho

43

III. Cira s6 Windows Explorer (tt)

4. List: Hién cac tap tin va cac thu muc con ¢
dang li¢t ké danh sach.

5. Details: Liét ké chi tiét cac thong tin nhu
tén (Name), kiéu (Type), kich thuéc luu
trir (Size), ngay gio tao hay stra
(Modified).

44
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IV. Hién/an ciy thuw muc trén khung
trai:

» Click chon hay eI
bo chon niit s
Folders trén
thanh cong cu
chuan

9 _J Frograms

3y Conpurse

45

V. Sap xép dir liéu bén khung phai

» Click chon View\Arrange lcons by va
chon thtr tu sap xép

\ Theo tén : Name

' Theo kich thudc : Size

\ Theo ph.:?m mo rong : Type

v Theo Ngay thang tao stra : Modified

46
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VI. Quan ly thu muc va tap tin

» Tao mot thw muc:
1. M& thu muc mudn tao thém thu muc con
2. Chon menu File \ New \ Folder
hay click chudt phai vao ving tréng bén khung
trai chon New \ Folder. Mot thu muc maéi hién
thi voi tén mac dinh 1a New Folder.

3. G& tén thu myc méi (néu mudn) va an phim
Enter hay nhan chuét ra khoi thu muc méi tao.
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V1. Quan ly thw muc va tap tin (tt)

» Khai niém Shortcut:

- Shortcut 1a mot file lién két dén mot dbi tuong
trén may tinh hay trén mang. i tuong dé co
thé 13 tap tin, thu muyc, 6 dia, may in hay may
tinh khac trén mang.

- Shortcut la cach nhanh nhat dé khoi dong mot
chuong trinh dugc str dung thuong xuyén hodc
dé mo tap tin, thu muc ma khong can phai tim
dén noi luu tri chung.

48
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VI. Quan ly thwe muc va tap tin (tt)
» Tao Shortcut:

1. M¢ thu muc chtra tap tin chuong trinh can tao

Shortcut
2. Click chudt phai vao tap tin/thu muc can tao
shortcut

3. Chon Create Shortcut: néu tao Shortcut ngay
trong thu muc dang ma,

4. Chon Send to\Desktop(create shortcut): néu
muon tao Shortcut trén nén Desktop.
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V1. Quan ly thw muc va tap tin (tt)

> Doi tén tap tin hay thu muc (Rename):
1. M& 6 dTe} hay thu muc chtra tap tin hodc thu
muc con can doi tén

2. Click vao tén tap tin hay thu muc mudn dbi
tén

3. Chon menu File\ Rename hay Click chudt
phai vao file/thw muc chon Rename bén khung
trai

4. G& tén moi, sau d6 an phim Enter.

50
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VI. Quan ly thwe muc va tap tin (tt)

» Di chuyén maot tap tin hay thue muc (Move):
1. M& 6 dia, thu muc chua tap tin hay thu muc con
can di chuyén
2. Click vao tén tap tin hay thu muc mudn di chuyén

3. Chon menu Edit\Move To Folder... Hop thoai
Move Items xuét hién

4. Trong hdp thoai nay, click chon 6 dia, thu muc
muon chuyén dén, sau do click nat Move
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V1. Quan ly thw muc va tap tin (tt)

» Sao chép mot tap tin hay thue muc (Copy):
= M(”y‘ 6 dia hay thu muc chtra tap tin hay thu muc
con can sao chép
2. Click vao tén tap tin hay thu muc mudn sao chép
3. Chon menu Edit —Copy hay Ctrl + C
4. Chon thu muc mudn sao chép qua
4. Edit — Paste hay Ctrl + V.

52
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VI. Quan ly thwe muc va tap tin (tt)

> DPat thugc tinh cho tap tin:
1.Chon d6i tuong
2. Vao File — Properties
+ Read only: chi doc
+ Hidden: 4n
+ Archive: luu file
+ System: hé thong
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V1. Quan ly thw muc va tap tin (tt)

> Xoa tap tin hay thu muc:
- Khi x6a tap tin hay thu muc trong dia cirng, Windows sé&
di chuyén tap tin hay thu muc do vao Recycle Bin. Day la
thu muc cia Windows dung chtra cac file bi x6a. Ban c6 thé
m¢ thu muc nay dé phuc hoi lai hode x6a han khéi dia cung.
- Néu x6a dir liéu trén dia USB hay dia CD ghi dugc thi
khong dwoc chuyén vao Recycle Bin.
- Néu dit liéu nam trén 6 dia mang thi Windows c6 thé
chuyén vao Recycle Bin hay x6a di tuy thudc vao sy cai dat
cuia nguoi quan tri mang.

54
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VI. Quan ly thwe muc va tap tin (tt)

> Xoa tap tin hay thu muc:
1. Chon tap tin hay thu muc can x0a
2. Chon menu File — Delete hay chon phim
Delete

3. Windows Explorer s& hién thi hop thoai xac
nhan x6a. Click nat Yes dé thuc hién; hodc click
No néu khong.
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V1. Quan ly thw muc va tap tin (tt)

» Xoa tap tin hay thw muc:
Chuy:
* Ban ¢6 thé Click chudt phai vao d6i tuong can
x0a va chon myc Delete
* Vi cach x6a nay ban co thé phuc hoi lai ngay
bang cach Click chudt phai vao ving trong bén
khung phai va chon muc Undo Delete.
* D¢ x6a vinh vién tap tin hay thu muc, ban giir
phim Shift + Delete...

56
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VII. Tim kiém tap tin hay thu muc (Search)

1. Click nut Search trén thanh c6ng cu.

2. Click muc All files and folders

3. Néu muon tim theo tén file hay thu muc, hay go
vao day du hay mot phan cua tén file trong hop All
or part of file name

4. Hodc néu muon tim trong ndi dung file gd vao mot
tor hay mot cum tur dai dién can tim trong hop A
word or phrase in the file.

5. Ban c6 thé chi ra noi can tim vao bang cach click
vao hop Look in, sau d6 chon 6 dia hay thu muc

6. Click nut Search.
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VII. Tim kiém tép tin hay
thue muc (Search) (tt)

58
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VIII. Quan ly dia voi My Computer

> Hién thi danh sach 0 dia:
1. Chon My Computer bén khung trai.

2. Bé xem dung luong va kich thudc con tréng
trén dia: Click muc View\Details

hodc
- Click chudt phai vao 6 dia can xem sau d6
chon Properties
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VIII. Quan ly dia voi My Computer (tt)

85 My Computer

File Edit ‘ew Favorites Tools Help :;'
@ Back - \_) le /. ) Search H_" Folders ' Address
Fulders o Mame Typc Total... Frooc... Co#
@ Deskkop Files Stored on This Computer
B My Documents .
= ,} My Computer |5 Shared Documents File: Folder

3 345 Floppy (A1) [C3 THMMNDN's Documents File Folder

e SYSTEM (1)

_ Hard Disk Drives
e DATA (D:) —"

< CD Drive (E1) a0 SYSTEM (1) Local Disk 9.31GE 5.09GB
“ Remavable Disk (F:) <@ DATA (D2 Local Disk 9.31GE £.47GB
B‘ Control Panel
[ Shared Documents Devices with Removable Storage
I THMMDN's Documents

& My Network Places 3% Flappy (a2 3%%-Inch Floppy Disk
_¢J Recycls EBin ,,é(_LJ Ltrve (1) L Lrive
o Removable Disk (F:) Removable Disk. W
— < >
7 objects :J Iy Computer
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I X.Control Panel

> Control Panel 1a mot chuong trinh thiét lap
lai cAu hinh hé thong , thay d6i hinh thirc
ciia Windows nham thay d6i mai truong lam
viéc cho thich hgp v&i nguodi st dung.

» Khéi dong:
Click nut Start va chon muc Control Panel

61

| X.Control Panel (tt)

# Control Panel

File Edit View Favorites Tools Help

J \) \’7 /‘5 Search lL Folders v

Address JD’ Control Panel

V‘GC

¢ X D W B K B

Accessibilty  Add Hardware Add or Administrative Adobe Gamma Date and Time Display
Options Remov... Toals

u/ Control Panel 2

@ Switch to Category View

~a A - =
J ‘@ @ I
See Also 2 ‘J ) - )
Folder Options Fonts Game Internet Keyboard Mail Mouse
& 'windows Update Controllers Options
@) Help and Support - i Y
2 @ L & & E o
- = g S
MNetwork. Phone and Power Options Printers and  QuickTime RealPlayer  Regional and
Connecticns Modem ... Faxes Language ...
3 2 9 ¥ @ @A =
=/ 4 5
Scannersand  Scheduled  Sounds and Speech System Taskbar and User Accounts
Cameras Tasks Audio Devices Start Menu
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9.1 Thay doi cach biéu dién Ngay, Gio,
S6, Tién té

> Dé thay doi cach biéu dién ngay, gio, sb, tién té
trong cac chuong trinh chay trén Windows. Ban
can thuc hién cic budc sau:
1. Khoi dong Control Panel

2. Bam dup vao biéu tuong Regional and
Language Options trén ctra so Control Panel

3. Trén trang Regional Options, click nat
Customize

63

9.1 Thay doi cach biéu dién Ngay, Gio,
S0, Tién té (tt)

4. Thay d6i dang thirc s6 (Numbers); Tién té
(Currency); Gio (Time); Ngay (Date) trén
hop thoai Customize Regional Options,
Click OK

5. Click nut OK trén hop thoai Regional and
Language Options d€ ghi nhan cac thay doi.
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9.2 Quan ly Fonts chir :

> Fonts dugc dung dé hién thi vin ban trén
man hinh hodc may in.

> Ta co thé x6a bo nhitng Font khong can sir
dung hoac cai dat thém nhirng Font mai.

» M¢ trinh quan ly Fonts:

Bam ddp vao biéu tugng Fonts trén cira so
Control Panel
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9.2 Quan ly Fonts chir : (tt)

» Thém Font :
1. Chon menu File
2. Chon muc Install New Font...
3. Chon 6 dia chua Font trong hop Drives
4. Chon thw muc chira Font trong khung Folders
5. Chgn Font trong List of Fonts
6. Click nat OK
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9.2 Quan ly Fonts chir (tt)

» Thém Font : LTS &3

Eolders)

et A EEEE v [ Network..
B2 WINDOWS
£ addins
3 AppPatch

£ assembly

‘;'9”‘“9 L EopyfontstoFontsfolder
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9.3 Thay d6i man hinh Destop:

» Destop méc dinh rat don glan ban c6 thé
thay d6i mau nén, hinh nén hoic cc thanh
phan khac theo ¥ thich cta ban.

» Khoi dong trinh quan 1y man hinh:

=+ Bam dap vao biéu tugng Display trén ctra
s6 Control Panel

+ hay click chudt phai Ién man hinh Destop
— chon Properties
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9.4 Thay d6i kiéu dang ciia cira so:

» 1. Trong hop thoai Display Properties, chon
tab Themes

> 2. Click miii tén hudng xudng trong danh
sach Theme, chon mot kiéu bat ky ma ban
muon

» 3. Click nut Apply hoac OK
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9.5 Thay doi anh nén ciia Destop:

» 1. Trong hop thoai Display Properties, chon Tab
Destop

> 2. Trong danh sach Background, chon anh nén
ma ban thich.

» 3. Trong Position, Click miii tén hudng Xuong
chon Center, Tile hay Strech dé dinh vi hinh trén
Destop.

> 4. Click nat Apply hoac OK

» Cha thich: Ban cing c6 thé chon mot anh nén
khac trong thu myc nio do trén 6 dia, bang cach
click nat Browse
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9.6 Thiét 1ap chwong trinh béo vé
man hinh
> 1. Trong hop thoai Display Properties, chon Tab

Screen Saver

> 2. Click miii tén hudng xudng trong danh sach
Screen saver, chon chuong trinh ban thich. Click
Preview dé xem trudc Screen saver nay.

> 3. Trong hop Wait, dinh thoi gian xut hién
Screen saver.

> 4. Click nat Apply hoac OK

> Chu thich: Ban co6 thé mua cac Screen saver khac
hodc tdi xudéng mién phi trén Web.

71

9.7 Picu chinh ngay gio ciia may tinh

> 1. Bam diip vao bicu tuong Date and Time
trén ctra so Control Panel

> 2. Thay d6i ngay (Date) va Gio (Time)
trong hop thoai Date and Time Properties

» 3. Trong tab Time Zone cho phép chon mui
g10

> 4. Click nat Apply hoic OK dé ghi nhén.
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Thuc hanh

» Tao thu muc moi:
Trén 6 dia (D:), tao cac thu muc dudi day:
- Tai thu muc géc, tao thu muc TENBAN
- Trong thu muc TENBAN, tao 2 thu muc SOFT
va PRG
- Trong thu muc PRG, tao 3 thu myc ONLINE,
GAMES va BOOKS
- Trong thu myc SOFT, tao 2 thu myc OFFICE va
MULTIMEDIA.
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Thuc hanh

> Tao thu muc méi theo cau tric sau (trong 6 D):

SRR THUIC HANH
= 5 BAI_HOC
5) CHINH_TRI
() YAN_HOA
() ¥A_HOI
= ) BAL_TAP
() KHOA_HOC
() TRO_CHOI
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Thuc hanh

> Sao chép va doi tén thu muc theo yéu cau sau:

Yéu cau:
Sao chép thu muc XA HOI vao thu muc BAI TAP.
Sao chép thu muc TRO CHOI vao thu muc BAI TAP.
Trong thu muc BAI TAP, d6i tén thu muc XA HOI
thanh VAN_HOC.
Trong thu muc BAI TAP, d6i tén thu muc TRO CHOI
thanh GIAI_TRI.
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Thuc hanh

» Di chuyén, x6a va dat thudc tinh thu muc theo yéu cau sau:
Yéu ciu:

Tai thu muc BAI_HOC, chuyén thu muc CHINH_TRI
dén thu muc BAI_TAP.

Di chuyén cac thu muc trong thu muc BAI_HOC dén thu
muc THUC HANH.

X6éa thu muc TRO_CHOI trong thu muc THUC_HANH.

Xbéa thu muc BAI_HOC trong thu muc THUC_HANH.

Trong thu muc BAI TAP, dit thudc tinh chi doc cho thu
muc GIAI TRI.

Trong thu muc THUC HANH, dat thudc tinh 4n cho thu
muc BAI_TAP.
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