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Bai 1: Gi6i thiéu hé diéu hanh Windows XP

Giéi thiéu cac chirc nang chinh cia Windows XP

Windows XP 1a hé diéu hanh may tinh ding cho may tinh c4 nhan. Hé diéu hanh nay Ia
san pham cua tap doan Microsoft (M¥). Py 1a san pham duoc danh gia cao va dang
dugc nhiéu nguoi st dung nhat trén thé gidi hién nay. Windows XP 1a hé dleu hanh
quan ly va diéu khién toan bd cac hoat dong cua may tinh. Khac véi mot sb6 hé diéu
hanh may tinh trude ddy, Windows XP ¢ nhiéu cong cy hd tro lam viéc théng minh va
wu viét hon so véi cac hé diéu hanh trudce day nhu Windows XP, Windows 2000.
Windows XP 1a hé diéu hanh da nhiém véi giao dién do hoa than thién hién dang duoc
rat nhidu nguoi str dung. Trong mot khudn kho han ché, chiing toi chi ¢ thé gidi thidu
mot s6 khai niém co ban cta hé diéu hanh nay.

1. Cach sir dung chudt va ban phim

1.1. Str dung chuot

Trong qua trinh 1am viéc v6i Windows, thiét bi
chudt giup ban thao tdc nhanh hon va tién lgi
hon véi cac ddi tuong trong Windows. Chudt
thuong gém 2 hodc 3 phim bam. Thong thuong,
chung ta thuong s dung nuat bén trai (Left) va
nut bén phai (Right) nhiéu nhat.

Right Button

C6 nam thao tac co ban khi st dung chudt duogc liét ké trong bang dudi day:

Thao tac

Chirc nang thuc hién

Chon mét doi
twong

M6 mét doi
tuwong

Chon mot vung

Chon nhiéu doi
twong

Kéo va tha

2.1. Swr dung ban phim

Kich chuét (Click): Tro chudt vao ddi twong va bam nut
trai chuot

Kich dip (Double — Click): Tro chudt vao ddi tuong va
bam dap nut trai (bam nhanh 2 lan lién tiép)

Nhan va giir phim Shift trén ban phim, dong thoi bdm
nut trai vao dbi twong dau va dbi twong cudi trong ving

Nhan va giit phim Ctrl trén ban phim, dong thoi 1an luot
bam nit trai vao cac ddi tugng can chon

Drag and Drop: Trd chudt vao ddi tuong, bam nat trai
va gilr nguyén nut bam, dong thoi ré chudt to1 vi tri moi
va tha nit bam ra

Str dung phim Chirc ning thwe hién
Windows key: ¥4 Kich hoat menu start
Ctrl + ESC Kich hoat menu start
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Application key: E

Kich hoat nhanh Shortcut menu

bong cua s6 hién thoi hodc két thuc mot chuong

ALT + F4 trinh
Pong ctra s6 hién thoi trong mot chuong trinh véi
CTRL + F4 giéogdién 31 lidu da cira s ?MDI) ¢
CTRL + C Sao chép ddi twong vao Clipboard
CTRL + X Cit ddi tuong vao Clipboard
CTRL +V Dan dbi tuong tir Clipboard
CIRL +Z Huy b6 (Undo) 1énh, thao tac vira thuc hi¢n
CTRL +A4 Chon tat ca cac dbi tuong
DELETE Xoa cac dbi twong dang chon
BACKSPACE Quay vé cap thu muc cao hon
ENTER Double Click
Fli Hién thi ctra b tro gitp cua Windows
Fi10 Kich hoat menu trong chuong trinh
TAB Di chuyén qua lai giita cac ddi tuong
SHIFT + TAB Lui vé cac ddi tuong vira chuyén qua trude do
ALT + TAB Chuyén t6i cira s6 vira sir dung trude do
ALT + SPACE Kich hoat hop diéu khién cira s6

2. Mot s6 thanh phan giao dién co ban ciia Windows XP
2.1. Thyc don Start va thanh tac vu (Taskbar)

. quyensp
Nut Start va thanh tdc vu thuong nam .

ngang dudi ddy man hinh sau khi khoi é i ) My Documents
dong Windows. Thong thuong, thanh : ) My pictures
o, - X A A ~ N ‘_’JE—maiI
Taskbar dugc dat & ché do luén luén nhin B by pusic
théy duo.c E Micrasoft Word g_! My Computer
Kich chudt vao nut start, thuc don start :
A ‘A 7. 7 r J - A f-!"'f AuboCAD 2000 GJ Contral Panel

xuat hién v6i cac nhom chuc ndng can | = ‘
thiet cho ban dé bat dau st dung (&2 < s
Windows. Thuc don nay s€ thay doi voi _— @) el and support
tung may tinh khac nhau tuy thudc vao so S sech
l , \ N - g HeroDWD (III)

uong cac chuong trinh dugc cai dat e
trong may. Tuy nhién thuc don nay ludén ‘5 Paint
luén c6 nhitng thanh phan co ban nhat ‘ " N

. \ A A All Programs
dinh nhu hinh bén trén.

DP6i v6i Windows XP, thuc don Start
duoc chia thanh 2 cot. Cot bén trai chira
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cac chuong trinh vira dugc stir dung trude do.
2.1.2. Thanh tac vu (Taskbar)
Khi thuc hién mdt chuong trinh hodc m¢é mot cua so, ban s€ thay xuat hién trén
thanh Taskbar mdt nat thé hién chuong trinh hoac cura s6 ma ban dang mo. Tai
mot thoi diém, cd thé cé nhiu ctra s6 dugc mo dé lam vig¢c. Ban c6 theé chuyén
td1 cac ctra s6 khac nhau bang céach kich chudt vao cac nut trén thanh Taskbar.
@® 5l:arl:| E @ # > @ Tin hoc can ban - Micros, .. | H untitled - Paint |

2.1.3. Tit mdy

Dé két thuc lam viée voi Windows, [RENiaRelil computer
ban hay thuc hi¢n theo cac budc :
sau:
» Kich chuot vao nut Start va
chon Turn off Computer, mot

hop thoai xuét hién (hinh bén). Stand By
» Kich tiép chudt vao nut Turn

o , :
Mot s0 tuy chon khac trong hop
thoai:

Nt Iénh Y nghia

Tam ngung lam viéc voi may tinh. Cac
trang thai dang lam viéc s€& duoc

Stand By Windows khoi phuc lai khi ban bat
may.
Retstart Khoi dong lai may
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2.2. Céc thanh phin ciia mdt cira s6
Thong thuong, mot cira s6 ciia Windows gdm mot sé thanh phan chinh sau:

2

4 1 5 6 3
| | | | |
¥ My Computer - |0 |ﬂ
File  Edit Wew! Faworites Tools  Help #
7 ? ) ? y, ! Search Folders Elv
Address | j My Computer j E &0
= , -l
System Tasks 3 ’,{ Mgan Hanh Ltd's Documents
Wiew system information
-'-‘j Rl ’,I gquyensp's Documents
{} Change a setting
Hard Disk Drives
Other Places S
W) My Mebwark Places =
s ' I Disk (C:
() My Documents w Local Disk {(C:)
|5 Shared Documents 7
{} Cantral Panel Devices with Removable Storage
Details ES ) H 314 Floppy (A:)
My Computer \@
System Folder 78 ]
. e ! D Drive (D:)
e |
f objects | j My Camputer
|
8
Sttt Thanh phén Y nghia
1 Thanh tiéu de Chura tén cua chuong trinh hoac cua s6 dang mé
5 Hop diéu khién ~ Nam trén thanh tiéu dé, 1a bi€u twgng cua cira sb
(Control box) chuong trinh
3 A .z Nam trén thanh tiéu d€, lam nhi¢m vu dong cura so,
3 Nut diéu khién . X n , Y
phong to, thu nho, khoi phuc kich thude cira s6
Thanh menu L, L A, .
4 Chtra cac nhom 1énh cua cura s6 chuong trinh
(Menu bar)
5 Thanh cong cu ~ Chira cac nit 1énh thong dung cta cira s6 chuong
(Toolbar) trinh
6 Thanh dia chi Chira dia chi hoic dudng dan cua dbi twong hién
(Address Bar) thot
£ Néu ndi dung cua ctra s6 khong du hién thi theo
Thanh cuon doc Y L2, A .
: chiéu doc trong pham vi cua ctra s6 chuong trinh thi
7 (Vertical Scroll X N A 1A g . A
thanh cudn doc s€ xuat hi¢n giip ban xem céc phan
Bar) . X
bi che khuat
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St Thanh phan Y nghia

Thanh trang thdi Nam & dudi cing cua cira sO, thong bdo trang thai
(Status bar) hién thoi cta ctra s6 chuong trinh

~ Hep diéu khién H, kich chudt vao hop didu khién s& xudt hién mot bang chon

sau:
™ ONo
Lénh Y nghia
Mowve - — -
Size Move Di chuyén ctra s6
= Minimize: . a1, , N 2
o Size Thay doi kich thudc ctra s6
O Maximize ... . . 2
Minimize Thu nho cura s
X Close Alt+F4 Maximize Phong to ctra s6
Clnse Pdono cira <6

- Nt diéu khién: [IGIX], ban c6 thé kich chudt 1én cac nat nay dé thu nho, phong
to va dong cira so.
2.3. Man hinh nén (Desktop)
Man hinh nén (Desktop) cia Windows dugc bd tri rat nhiéu cac biéu tuong
(Icon) khac nhau. Sau day 1a y nghia mot s6 biéu tugng c6 sin khi cai dat
Windows:

Biéu twong Y nghia

.Il . A 7 3
i!rg Chtra cac tai nguyén trong may cua ban
My Cornpuker

..-j Chi can kich dap chudt vao day, ban co thé mé thu muc chira céac

My Documents VAl ban da co6 san trén dia

_?JI Thung rac, chtra cac doi tugng da bi xod dé khi can c6 thé khoi
Recycle Bin phl_lC 12_11

é Trinh duy¢t Internet cua hang Microsoft, day l1a chuong trinh giup

Intermet  ban truy cap Internet
Ex=plorer

" -
M Chuong trinh Outlook Express, day la chuong trinh gitp ban gui va

iOutlock!  nhan thu dién tr, rat nhanh va tién lgi

Phian mém twong tu nhu Outlook Express, day la phién ban moi

microsoft hon ctia Outlook Express c6 bo sung thém nhiéu tinh méi.
Outlook,
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Biéu twong Y nghia

@ Phan mém nghe nhac, xem phim
Windows Media
Player

!
@ Phin mém CHAT cua Yahoo

Yahoo!
Messenger

Céc biéu tugng do ngudi dung tu tao goi 1a Shortcut, ¢6 miii tén nam ngay & phia
dudi goc trai. Cac bicu tugng nay lién két dén mot chuong trinh trén may, khi
kich dtp chudt vao cac biéu tugng nay thi chuong trinh dé s€ chay.

2.3.1. Sip xép cdc biéu twong
» Kich chudt phai vao chd trong trén man hinh nén, xuat hién menu popup:
» Kich chudt vao muc Arange Icons, xuét hién thém mot menu popup nhd, bao

gém cac luya chon: fictive Deskiop »

= by Name: Sip xép theo tén Icon Arangelcons  » by Name

= by Type: Sip xép theo kiéu Icon Line Up lcons Ei: e

= by Size: Sap xép theo kich thudc Icon Refresh by Date

= by Date: Sip xép theo thoi gian tao 2 Aullodes
Icon

= Auto Arrange: Ty dong sip xép cac B g
Icon Properties

2.3.2. Doi tén biéu twong

» Bam chuot phai vao biéu tuong can dbi tén, xuat hién mot menu popup

» Kich ti€p chudt vao muc Rename. GO tén maéi cho biéu tuong va nhan Enter.
2.3.3. Xod biéu twong

» Bam chudt phai vao biéu twong can xo4, xuat hién mot menu popup

» Kich tiép chudt vao muc Delete. Mot hop thoai s€ hién ra héi ban c6 chac chan

x04 bi€u tugng nay khong? Ban hdy kich chudt vao nit Yes néu chac chan
XO0A.

Confirm File Delete %]

| Areyousure you want ta send "Windows Media Playver' to the
=) Recycle Bin?
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3. Cac thiét bi luu trir, thu muc, tép tin
3.1. Xem théng tin vé 6 dia

Dé xem cac théng tin vé 6 dia, trén man hinh nén Desktop, Click dap chudt vao
bicu tuong My Computer. Ctra s6 My Computer xuat hién nhu sau:

¥ My Computer

Eile Edit Yiew Faworites  Tools  Help a"
n ="
O ©@ 2R VYNDHEXE
! fddress | J My Computer v| o
A
System Tasks Hard Disk Drives
Wigw syster infarmation
;'_‘) Add or remaove programs
[}v Change a setting E‘;_'a
Other Places
- Local Disk ()
\ﬁ Iy Metwork Places
@ My Documents
[5) Shared Docurments Devices with Removable Storage
[}v Conkrol Panel
Details k% r@
My Compukter
System Faolder B
314 Floppy (A2 CD Drive (D) Rermovable Disk (E:)
-
'$ My Computer
Céc 0 dia trong may tinh gom c¢6 hai loai chinh:
Logi 6 dia Y nghia
Hard Disk Drivers Céc 6 dia cling
Devices with Removeable Cac 0 dia c6 thé thao roi. Vi du: O mém,
Storage 0 CD, 6 USB

bé xem thong tin vé mot 6 dia, ban kich chuot phai vao 6 dia va chon Properties:
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Local Disk (C:) Properties |E| D__(|

Gen8f5||Tools Hardware | Sharing | Quota

Type: Local Disk
File syster: ~ NTFS

B Uszed space; 7.011.858.432 bytes 727 GE
B Free space: 12,183.760,53E bytes 11.36GE
Capacity: 19,995,619,328 bytes 13EGE

Drive C Dizk Clearup

[ Compress drive to save disk space

Allow Indexing Service to jndes this disk for fast file searching

I dk. l ’ Cancel

3.2. Xem théng tin vé thuw muc

Pé xem thong tin vé mot thu muc, tep tin, ban kich chudt phai vao ddi tuong do
va chon Properties:

Games Properties

General |Sharing Customize

’_J |Games |

Type: File Folder
Location: C:h
Size: 116 MB [121 E7E.5BE7 bytes]

Size ondisk: 1171 ME [11E,564,458 bytes]
Caontains: 455 Filez, 35 Folders

Created: Saturday, September 17, 2008, 2:24:57 PM

Attributes:

[J Hidden

a8 ] ’ Cancel
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Bai doc thém 1: Giéi thiéu vé may tinh '

1. Céu tao co ban ciia may tinh

B nho:

+ B nhé trong hay con goi 1a BO nhd chinh (Main memory): Dung dé luu
gilt chuong trinh va dir liéu dua vao cling nhu dir li¢u thu dugc trong qua
trinh thyc hién chuong trinh.

+ B@ nhé ngoai (Secondary memory): Dung dé luu giit 1au dai cac thong tin
va ho trg cho bg nh¢ trong.

B¢ xir li trung tdm (CPU - Central processing unit): CPU la thanh phan quan

trong nhat ciia may tinh, d6 1a thi€t bi chinh thuc hién chuong trinh. B§ xu 1y

trung tam gom co hai thanh phan chinh:

+ B s0 hoc ldgic (ALU - Arithmetic logic unit): Thyc hién cac phép toan sb
hoc va logic

+ B$ diéu khién (CU - Control unit): Giong nhw mé nhac truéng, bo diéu
khién khong truc ti€p thgc hién chuong trinh ma hudéng dan cac by phan
khéc ciia may tinh lam diéu do.

Cic thiét bi vao: ban phim chudt, 6 dia, may quét,...

Cic thiét bi ra: man hinh, 6 dia, may in,...

2. Don vi do thong tin

1 Byte (bai) = 8 bit

1 KB (ki-16-bai) =2'" Byte = 1024 Byte
1 MB (mé-ga-bai) =2'"KB=1024 KB
GB (gi-ga-bai) =2'"MB=1024 MB
TB  (té-ra-bai) =2'GB=1024 GB
PB  (pé-ta-bai) =2'"TB=1024 TB

3. Mt s6 khai niém co ban trong tin hoc

Phén ctng (Hardware): La cac thiét bi vat 1y cau tao nén mdy tinh.

Phan mém (Software): La cac chuong trinh chay trong mdy tinh.

Heé diéu hanh (OS - Operating System): La mot tap hop ¢6 t6 chirc cac chuong
trinh thanh mot hé théng v&i nhiém vy dam bdo quan hé gittu nguoi st dung
v6i may tinh, cung cip cac phuong tién va dich vu dé nguoi sir dung dé dang
thuc hién chuong trinh, quan 1i chit ch& cac tai nguyén cua may, to chirc khai
thac ching mot cach thuén tién va t6i wu .

Tép tin (hay tap tin - File): 1a mot tdp hop cac thong tin ghi trén dia tir, bang
tir... tao thanh mot don vi luu trir do hé diéu hanh quan 1i. Mdi tép c6 mot tén
goi dé truy nhap.

' Ngudn: SGK Tin hoc 10 - NXB Gido dyc 2003
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Thu muc (Directory hodc Folder): Bé quan 1i cac tép duoc dé dang, hé diéu
hanh t6 chuc luu trit trong tin theo thu muc. Thu myc dong vai trd nhu muc luc
dé tim céc chuong, muc trong mot quyén sach. Mdi 6 dia c6 mot thu muc duoc
tao ty dong goi 1a thu myc géc. Tén thu muc dugc dat tén theo quy cach dat tén
tép. Nhu vay, mdi thu muc co thé chira ca tép, ca thu muc con.

C6 thé hinh dung céu trac thu myc 1a mot hinh cdy ma mdi thu muc 13 mot
canh, moi tép 1a mot 14. La phai thudc mot canh nao d6. Mdi canh cé thé ¢o cac
canh con.

DBuong dan (Path): De chi ra dung tép can thiét, ta phai chi cac thu muc theo
chiéu di tir thuy muc gde t6i tép va sau cung 1a tép. Cac tén thu muc va tén tép
phan cach nhau bdi ki tu “\”.

4. Mot s6 hé diéu hanh thong dung

H¢ diéu hanh MS DOS (Microsoft Disk Operating system - H¢ diéu hanh dia
ctia Microsoft): La hé diéu hanh dau tién ctia hing Microsoft trang bi cho may
tinh c4 nhan IBM PC. Pay 1a h¢ diéu hanh don gian, nhung hiéu qua, pht hoep
v6i tinh trang thiét bi va trinh d6 chung cta ngudi st dung méy tinh ca nhan
trong thap ky tdm muoi.

MS DOS 14 hé diéu hanh don nhiém mot ngudi st dung. Tuy vay, véi cac
phién ban tir 4.01 tr¢ di, trong MS DOS da c6 cac mo dun cho phép nguoi sur
dung c6 thé thuc hién nhiéu chuong trinh dong thoi.

Hé diéu hanh Windows:

Hau hét cac may tinh déu sir dung hé diéu hanh Windows ctia hing Microsoft.
Cung v6i sy phat trién cua hing Microsoft, hé diéu hanh Windows ding cho
may tinh c4 nhan da trai qua cac phién ban: Windows 3.1; Windows 95;
Windows 98; Windows ME (Melinium); Windows 2000; Windows XP,
Windows Vista;

Cac dac trung cua Windows la:

e Ché do da nhi¢m

° CQ hé théng giao dién d6 hoa dua trén co s& bang chon (menu) vdi cac
bi¢u tugng két hop gitra hinh va 161 giai thich.

e (o cac cong cu xu li phong phu trong mdi truong dd hoa, dam bao
nguyén li "ban nhin thay gi thi ban nhan dwoc cai do" (nguyén li
WYSWYG - What you see Is what you get).

e Cung cip nhiéu cong cu xu li da phuong tién (Multimedia) dam bao
khai thac ¢6 hiéu qua hai loai dit liéu mai - Am thanh va hinh anh.

e Dam bdo céac kha nang lam vi¢c trong moi trudng mang.

Hé diéu hanh Unix va Linux: Do phong thi nghiém Bell xay dung. bay la hé

diéu hanh da nhiém nhiéu nguoi str dung, c6 kha ning dam bao mot sb luong
16n nguoi st dung ddng thoi khai thac hé thong.

Nét dic biét cua Unix 1a dén 90% cac moédun cua hé théng duoc viét trén ngdn
ngir 1ap trinh bac cao C, vi vay n6 dé dang dugc sura doi, bé sung dé phu hop
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v6i timg hoan canh cu thé hodc chuyén tir loai may nay sang may khac c6 hé
1énh khong giéng nhau.

Trén co s& Unix, Linus Torvalds (ngudi Phan Lan), khi con 1a sinh vién da
phat trién mot hé diéu hanh mdi cho may tinh ca nhan goi la Linux. Linux la hé
diéu hanh ma nguon md, mién phi nén né thu hat dugc su chinh sira, bd sung,
hoan thién cua rat nhleu ngudi trén pham vi toan thé giéi. Nguoi ta du doan
trong tuong lai gin Linux c6 kha ning canh tranh véi cac hé diéu hanh
Windows. Ngay nay, Linux dang dugc sir dung kha phd bién ¢ chau Au, nhat
1a trong céac truong hoc va xu hudng nay ngay cang phat trién.
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Bai 2: Str dung chuong trinh Windows Explorer.

Tim kiém thw muc, tép tin

1. Str dung chwong trinh Windows Explorer

1.1. Khéi dong chwong trinh
» Cach I: Kich chudt vao nuat Start, chon nhom Programs sau d6 chon Windows
Explorer
» Cdch 2: Bam chuot phai 1én nut Start, chon Explore
Khi d6, trén man hinh xuét hién mét cira sé nhu sau:

RI=ES

Iy

File Edit ‘iew Favorites Tools  Help i
’ 1] b4 =
Q- -F| @Y1 & X B 4E
Address |l,:| E:\khac QuyeniBusiness j a Go
Folders x
Ha Moi School of Public Health -
_é My Computer J MaH

+ ﬁ 314 Floppy (8:0
+ S wirpspe (22
+ e win2003 (D
=| e DATA (E1)
+ | ) Ke toan - Hang
=l | Khac Quven
AR ] Fisiness
My Data Sources
I My eBooks
d My Music
+ .;ﬂ My Pickures
+ ) My Projects

+ My Webs j

4 objects (Disk free space: 7.25 GB) 0 bytes _{ My Comnpuker

Mgan Hanh Co Lkd

Sao Wiek itd Jsc

Teacher Training Project - MoET

Uuby L:

1.2. Giao dién cta chuwong trinhWindows Explorer
Cira sd duoc chia lam hai phﬁn. Phan bén trai hién thi danh sach cac 6 dia, thu
muc, cac tai nguyén co trong may cua theo dang phan cip hinh cdy. Phan bén
phai hién thi noi dung cua thanh phﬁn hién thoi ma ban dang chon ¢ bén trai. Ban
can cha y dén mot s thanh phan sau:
- Thanh thuc don (menu):

File Edit Wiew Favortes Tools  Help ﬂ'

Thanh thue don chia cac nhom 1énh cua cira sb chuong trinh. Nhém File chua
cac 1énh tao thu myc va tép. Nhom Edit chira cac 1énh lién quan dén cac thao tac
Copy, Cut, Paste. Nhom View chira cac 1énh vé trinh bay, hién thi giao dién cta
ctra s6 chuong trinh. Nhém Favorites chira lién két lién quan dén cac thu muc,
chuong trinh, cac trang Web ma ban yéu thich....

- Thanh cong cu (Toolbar):
GBack il 1]‘ /..-" Search |~ Folders El* \ELl n L|Lj }é »
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Trén thanh cong cu chira mot sd nat 1énh théng dung, y nghia cua cac nit 1énh
nay dugc trinh bay trong bang sau:

Niit lénh Y nghia
@ Back Quay trd lai trang thai sau
O Forward Quay vé trang thai trudc
¥ Up Tré vé thu muc me cia thu muc hién thoi
'—:l Copy Sao chép thu muc, t&p
}i; Cut ?Cili ;tl,l(l)lgrir; thy muc, t€p vao by dém
:I_“| Paste Dan t¢p, thu muc tir by dém ra thu muc dich
i‘) Undo Huy céc thao tac da thuc hién
X Delete Xoa thu muc, tép
| Properties Xem thudc tinh cta thu muc, t&p
Views Chon cach hién thi cta thu muc, tép trén clra

E|v

sO

Ban c6 thé kich chudt vao cac nut trén hinh cdy bén trai dé mé rong hodc thu hep

hinh cay thu muc.

- Ban c6 thé md mdt van ban hodc khoi dong mot chuong trinh bﬁng cac kich
dtp chudt vao bi€u tuong trong ctra s6 bén phai cuia Windows Explorer.

- Ban c6 thé thay ddi cach thé hién cac biéu twong trén phan bén phai ctra sb
bang cach thay doi cac lua chon hién thi: Trong thyc don View, ban chon
cac dang nhu Thumbnails, Tiles, Icons, List, Detail.

Ban c6 thé thém hodc bt cac biéu twong trén thanh cong cu. Trén cira s6
cua chuong trinh Windows Explorer, ban thuc hién 1énh View/Customize..,

mot hop thoai xuét hién nhu sau:

Customize Toolbar

Ayailable toolbar buttons:

Current toolbar buttors:

Text opions: |Selective kext on right

L] Lo

Icon options: |Large icons

el B4
Q Back Reset

x~ Stop add > O Fonamard

g ) Home ‘? Up

e <R

ﬂ': b ap Drive ﬂ Separatar

Move Up

ﬁ‘ Dizconnect we | FRefresh

o b o Diown
J 1l Jﬂ Jlﬂ 1l Jﬂ #
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Phan bén phai cua hdp thoai la cac nat I¢nh dang dugc hién thi trén thanh cong
cu cua cura s6 chuong trinh. Y nghia cua mot s6 nut Iénh trén cura s6 nhu sau:

Nit lénh Y nghia

B6 sung thém nit 1énh vao thanh cong cu (sau khi chon nut

Add 1énh & phan bén trai)

G0 bo nut 1énh trén thanh cong cu (sau khi chon nt I1¢nh &
Remove A 1A 4 g

phan bén trai)
Reset Khoi phuyc trang thai ban dau ciia thanh cong cu

Move Up  Chuyén nit 1énh 1én trén
Move Down Chuyén nut 1énh xudng dudi

2. Thao tac véi thw muc va tép tin trong chwong trinhWindows Explorer

2.1. Lua chon thw muc, tép tin
- Chon mdot doi tugng (thu muc, t€p tin): Kich chudt vao ddi tuong do.
- Chon nhiéu ddi tuong ké nhau: Kich chqét vao ddi tuong ¢ vi tri dau, nhan va
gitt phim Shift, sau d6 kich chudt vao doi tuong cudi.
- Chon nhiéu d6i twong roi nhau: Nhan va giit phim Ctrl, kich chudt lan lugt vao
cac doi tuong can chon.
- Chon toélp b(:) ddi tuong trong mdt thu muc: Thyc hién 1énh Edit / Select All
hodc nhan t6 hgp phim Ctrl + A.
2.2. Tao méi, ddi tén, xéa, sao chép, di chuyén thu muc va tép tin
2.2.1. Tao thw muc maoi

> Chon thur muc me (thu myc

s€ choa thu muc m6i): | g Edt  view Favorites Taols Help

Kich chudt vao thu muc 3 Folder
me m Shorkcuk
» Thuc hi¢n 1é€nh File / New -
: T B Eriefase
/ Folder. RenamPT .:‘I\L Bitmap Image
> Windows s& tao ra mot thu B @ Microsoft ‘Word Crocurnent
muc mdi voi t€n mac dinh winxpsp2 (1) ¥ || Microsoft Access Application
la New Folder hoac New Close 4] Microsoft PowerPoint Presentation
Folder (2), New Folder @ Adobe Photoshop Image
(3)... va cho ta gﬁ tén thL}’ 2l Microsoft Office Publisher Document
muc moi vao dé thay thé [l Text Document
cho tén mac dinh. Ban hay Winamp media file
nhén Enter dé xac nhan tén B Microsoft Excel Worksheet
cho thu muc mdéi1 hoac kich B winzip File

chudt vao mot vi tri bat ki trén man hinh.
2.2.2. Tao tép van ban (Text file)
» Chon thu muc me cua tép can tao béng cach kich chudt vao thu muc me, khi

do6 phan bén phai cta ctra so s€ hién thi ndi dung cua thu muc do.
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» Thyc hién 1€nh File / New / Text Documet. Windows s€ tao ra mdt tép van
ban tréng voi tén mac dinh la New Text Document.txt hoac New Text
Document (2).txt... va cho ta gd tén mai vao dé thay thé cho tén mic dinh. Ban
hay nhin Enter dé xac nhan tén mai cho tép hodc kich chudt vao mét vi tri bat

ki trén man hinh.

» Kich dup chudt vao t¢p van ban vwra tao, Windows s€ md chuong trinh

Notepad dé ban nhép ndi dung cho tép vira tao:

Best regards.

QLyen. |

J

!L Thu gui Ms Mary - Notepad - |0 ﬂ
File Edit Format ‘Yiew Help
Dear Mary! |

Flease send me the sales report as soon as possihle.

Ky

» Trén ctra sO cua chuong trinh Notepad, ban thyc hién 1€nh File / Save dé ghi

lai t¢p van ban vao dia.

2.2.3. Déi tén thw muc va tép tin

» Bam chudt phai vao thu muc hoac tép tin can doi tén, kich chudt vao muc

Rename trén thanh menu popup vira xuét hién.

» GO tén madi vao dé thay thé cho tén cli va nhan Enter dé x4c nhén hodc kich
chudt vao mot vi tri bat ki trén man hinh.

2.2.4. Sao chép thw muc, tép tin

» Trén phan ctra s6 bén phai, chon thu muc hodc tép tin can sao chép bang cach

kich chudt vao chung.

» Thuc hi¢n 1énh Edit / Copy
» Chon thu muc dich mé ta can sao chép tdi, thuc hién I¢énh Edit / Paste. Hop
thoai Copying s€ xuat hién nhu hinh dudi:

Copying...

2.2.5. Di chuyén thw muc,
tép tin
» Trén phan ctra s6 bén
phai, chon thu muc
hodac tép tin can di
chuyén bang cach
kich chudt vao chung.
» Thyc hién 1énh Edit /

: i
DATAL CAB
From 'cs sekup' to 'cs setup’
(] ]]

2 Minukes Remaining

-~

X

Zancel
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Cut.
» Chon thu muc dich ma ta can sao chép tdi, thuc hi¢n 1énh Edit/ Paste

2.2.6 Xoda thw muc, tép tin

» Chon thu myc hoac tép tin cAn x04.
» Thuc hién 1énh
Edit / Delete K

Windows s€
- 2 : A | Are you sure wou wank o rernove the Folder 'Garnes' and move all its
hién thl mot _";I contents to the Recvcle Bin?

hop thoai hoi
ban c¢6 chic
chin xo4 cac
thy muc hoac
t¢ep da chon
khong? Ban hiy kich chudt vao nit Yes néu khing dinh xo4.

2.2.7. Khoi phuc thw muc, tép tin da bi xoad

» Trén man hinh nén (Desktop), kich dup chudt 1én biéu tugng thing rac. Ctra sb
Recycle Bin xuat hién chira cac doi tugng da bi xoa:

¥ Recycle Bin - |0 ﬂ
File Edit Wiew Faworites Tools  Help :,'
Y. )
L‘_LI J-‘E _ ? ) ? 7 Search Folders El -

Address | 2 Recyde Bin

Recycle Bin Tasks E

2| Empty the Recyce Bin
FJ Restore this item

Delete

b

Other Places

@ Desktop
G My Documents

o My Computer —
\-_g My Metwork Places

Properties

=l
» Kich chudt phai 1én ddi tugng can khéi phuc, chon Restore dé khoi phuc dbi
tuong da xo4..

3. Tim kiém thw muc, tép tin trong may tinh
Ban hay thyc hién theo cac budc sau:

» Kich chudt vao nut Start, chon /‘) =arth "ot hop thoai xut hién nhu sau:

D¢ tim kiém thong tin can thiet, ban kich chudt vao cdc myc tuong ing trén bang
chon bén trai ctia cira s0. Y nghia cia mot so lua chon nhu sau:
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YWhat do you want to -
search for?

SE

Documents (word
processing,
spreadshest, et}

All files and Folders

Y o bers ar neanle

=I5
File Edit Wiew Fawvorites Tools Help :;'
L‘:| :}‘é &) ? p Search Folders mv

Address |d Search Results j o
Search Companion X | _Mame | In Folder

| Ta start wour search, Follow the instructions in the left pane.

Thanh phén

Y nghia

What do you want to
search for?

Fictures, music, or video

Documents (word
processing, spreadshest,
etc.)

Al files and Folders
Camputers or people

) Information in Help and
Support Center

You may also wank to...
ﬂ Search the Inkernet
Zhange preferences

N J

rer

} -
g

}f\!

Pictures, music or video

Documents (word processing,
spreadsheet, etc.)

All files and folders

Tim ki€ém céc t¢p anh, nhac, video

Tim kiém cac tai liéu van ban (cac tép Word,
Excel...)

Tim ki€ém céc t¢p va thu muc

Pé tim kiém mot tép tin hoac mot thu muc bat ky, ban
kich chudt vao muc All files and Folders, bang chon
bén trai ctra sO tim ki€ém xuat hién nhu hinh bén:

Thanh phin Y nghia
All or part of the file Tén t€p hodc mdt cum tur ctia tén
name can tim

A word or phrase in
the file

Look in

When was it modified
?
What size is it

More advanced
options

Cum tir ndi dung chura trong tép
can tim

Vi tri tim kiém: O dia hodc mot
thu muc cu thé

Thoi gian cudi cing tép bi sira
doi

Kich thudc cua tép

Céc lya chon nang cao khac
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| hop_dong.doc

& word or phrase in the File;
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Bai doc thém 2: Quan Iy thanh tic vu va man hinh nén

1. Thiét 1ap cac tiy chon cho thanh tac vu va thue don Start

1.1. Tuy bién thanh tic vu

» Pé tuy bién thanh tac
vu, ban kich chudt phai
lén thanh tic vu va
chon Properties, mot
hop thoai xuét hién nhu
hinh bén.

Hop thoai gdm c6 hai muc

1a Taskbar (Cdc tiy bién

cho thanh tdac vu) va Start

Menu (cdc tiy bién cho

thue don Start)

Sau day la y nghia cua céac

Taskbar and Start Menu Properties

Taskbar ] Start Menu ]

Tazkbar appearance

| 7 2internet. .~ | B

at
[ Auto-hide the taskbar

[ Keepthe tazkbar om top of ather windows

W Group similar tazkbar buttons
W Show Guick Launch

Motification area

(<) 1:23 BM
|

21

h:ra Ch(.)n tI'Ol'lg muc W Show the clock
Taskbar: rou can keep the nobification area uncluttered by hiding icong that wou
have not clicked recently.
W Hide inactive isons Custorize...
[H]8 | Cancel | ‘
Lwa chon Y nghia
Khéa thanh taskbar, nguoi sir dung khong thé thay doi
Lock the taskbar - N8 ng & Y

Auto-hide the taskbar

Keep the taskbar on
top of other windows

Group similar taskbar
buttons

Show Quick Lauch

Show the clock

Hide inactive icons

duoc kich thudc hodc di chuyén thanh taskbar

Tu dong an thanh taskbar khi ngudi str dung di chuyén
chuot ra khoi thanh taskbar

Ludn nam ¢ trén cac ctra s6 chuong trinh khac

Khi nguoi str dung mo nhiéu ctra s6 chuong trinh thi
cac chuong trinh cung loai s€ dugc xép cung mat
nhom trén thanh taskbar

Hién thi thanh Quick Lauch (Chita cdc chuong trinh thuong
Stk dung.‘Ngzm‘i sur dung chi can kich ghuét mot lan vao cac biéu
twong nam trén thanh Quick Lauch dé chay chuong trinh).

Hién thi déng hod

An céc biéu tuong (icon) nam canh dong ho trén thanh
taskbar néu cac chuong trinh nay khong dugc str dung
thuong xuyeén.
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' Thanh !

\\\
[
(=
=.
(@)
~
3
[
(@)
=

MOt nhom )
) ' chuong trinh
'\\_ﬂanfo chav__.

\

1

1

1

1

-- |
1

[ RPad

(start| B B8 @3 ©

1.
(B Windows Media Flaver | W] 2 Microsaft word

1.2. Tuy bién thue don Start
» Pé tuy bién thuc don Start,
ban Click chugt phai Ién
thanh taskbar, chon
Properties va kich chudt vao
muc Start menu.

Taskbar and Start Menu Properties

Tazkbar Start Menu l

Custorize...

=
Select this menu style for easy access to the
Intemet, e-mail. and your favorite programs.

™ Clazsic Start menu

Select this option to uze the menu style from
earlier versions of Windows.

Gz, |
Gz, |
|

= |

Cancel

Sau day la y nghia cta cac lya chon trong muc nay:

Lwa chon

Y nghia

Start menu

Classic menu

Hién thi thyc don Start thanh hai cot
Hién thi thuc don Start thanh mot cot giéng nhu thuc

don cua Windows 2000, Windows 98

Véi mdi kiéu hién thi cua thuc
don Start, Windows XP déu cung
cip thém thiét lap riéng
(Customize...).

1.2.1. Thiét lGp riéng cho kiéu Start
menu

1.2.1.1. Céc thiét ldp théng thiong
(General)
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Customize Start Menu

General l Advanced ]

21
Select an icon zize for programs
9 -

Programs

¥ r Small icons

The Start menu containg sharkouts bo the prograns you use mast aften,
Clearing the list of shortcuts does not delete the programs.

Mumber of programs on Start menw: 532
Clear List

Show on Start menu

W Intemet: |Intemet Explorer

R
M

¥ E-mail |

=]

Cancel |
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Lwa chon Y nghia

Large icons

Small icons

Hién thi cac biéu tugng véi kich thudc 16n
Hién thi cac biéu tuong véi kich thude thu nho

Number of

program on SO lugng cac chuong trinh hién thi trén ¢t trai cua Start menu
Start menu

Internet Phan mém mic dinh truy cip Internet

E-mail Phan mém mic dinh dé giri thu dién tir

1.2.1.1. Céc thiét lgp ndng cao (Advanced)

General Advancedl

Start menu settings

Start menu items:

Customize Start Menu

v Open submenus when | pauze on them with rmy rouse

v Highlight mewly installed programs

O Serall Pragrams
Search
48 Swstemn Administrative Tools

©® Don't display this item

Recent documents

O Dizplay on the &1 Programs menu
O Dizplay on the &1 Programs menu and the Stark rmenu

Select thiz option to provide quick access to the docurents wau
opened most recently. Clearing this list does not delete the documents.

A

4

™ List my most ecently opened documents

Clear List

Skark menu

items,

Advanced Start menu options:

Customize Classic Start Menu

‘fou can customize wour Start
menu by adding or removing

| Toremowe records of recently
accessed documents, programs,
and Wieb sites, click Clear.

Remave...
Advanced
Sork

Clear

[ bisplay Favarites
Display Fun

[ Expand Cantrol Panel
[ Expand My Documents
[ Expand My Pictures

[ visplay Administrative Toals

Enable dragging and dropping

A

oK | Zancel |
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1.2.1. Thiét lap riéng cho kiéu Classic Start menu
Luwa chon Y nghia
Add Chén thém mot chuong trinh vao thuc don Start
Remove G0 bo mot chuong trinh khoi thuc don Start

Advanced  Tuy bién thyc don Start bang chuong trinh Windows Explorer.

Xoa cac chuong trinh vira sir dung xong dugc Windows Iuu lai trén

Clear thuc don Start

Advanced
Start menu  BO6 sung hodc g& bd cac nhém chirc nang khac vao thuc don Start
options

2. Lam viéc véi cac Shortcut (16i tit dén chwong trinh)
Trong Windows, dé chay mdt chuong trinh, ban cé thé thuc hién mot trong hai
cach sau:
» Chay truc tiép cac tép chuong trinh (cac t¢p chuong trinh thuong co phﬁn mo
rong la *.exe; *.com)
» Hodc kich chudt vao Shortcut cua chuong trinh.
Shortcut cta chuong trinh dugc tao ra dé giap nguoi str dung truy cap dén mot
chuong trinh, truy cap dén mot 6 dia hoac truy cap dén mot thu muc nhanh hon.

21.T hor rén
A Daoks ortcut tre Arrange Icons By L4 DD Folder
nen Desktop Refrash b_

Ej Briefrase
:\L Eitrnap Image

Cach 1: Unda Delete Chr+Z Micrasoft Word Document
3 Dé tao Shortcut Mew * @ Microsoft Access Application
< s S
ban kich chuot phéi ! @ Microsoft PowerPoint Presentation

Properties

ﬁ Adobe Phokoshop Image

E] Microsoft Office Publisher Document
|§_u| Text Document

Winarmp media file

@J Microsoft Excel Worksheet

£ winzip File

trén man hinh nén
(Desktop) va chon
New / Shortcut,
mot hop thoai Xuét
hién nhu sau:
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Create Shortcut x|

This wizard helps vou to create sharkcuts ko local or
network programs, files, folders, computers, or Internet
addresses.

Tvpe the location of the ikem:

| | Browse...

Click Mext ko continue,

| | Cancel |

> Tiép theo ban kich chudt vao nut Browse dé chon ddi tuong (5 dia, t&p, thu
muc,...):

Select the target of the shorbcut below:

+ S winxpspZ (20 ﬂ
+ G winZ003 (D:)
-] < DATA (E:) J

+| |5) ke toan - Hang

+ [5) Business

+ My Data Sources
[2) My eBooks

+ d Iy Music

2 @ my Pctures -

Take Mew Folder | [al'4 | Cancel |

Cach2:
» Ban vao My Computer va tim dén thu muc hodc tep can tao Shortcut

Send To ’
I3 Comprossed (dppod) Folder

uk
Copy

& Deskiop (create shorkout)

| Mail Recipient
Create Shortout ) My Documents

Delete .

Rename WWeb Publishing Wizard
ﬁ 314 Floppy (A:)

Properties

\:_} My Diisc (F: )
» Bam chudt phai vao ddi twong va chon Send To / Desktop (create shortcut)

2.2. Tao Shortcut cho cac chwong trinh chay vao lic khéi dong Windows

C6 nhiéu cich dé tao Shortcut cho cac chwong trinh chay vao lic Windows khoi
dong, sau day 1a mgt cach don gian nhat:
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» Ban bam chudt phai 1én thanh Taskbar, chon Properties / Start menu /
Classic Start menu / Customize... / Add, cira sd lya chon chuong trinh Xuét
hién:

x

This wizard helps vou to create shortcuts b lacal ar
network programs, files, Folders, computers, or Internet
addresses,

Type the location of the ikem:

| | Browse. ..

Click Mext ko continue.

| | Cancel |

» Luya chon chuong trinh can tao Shortcut

Select the target of the shortcut belows:

B autocaD 2000 -]
ﬂ Counter-Strike w11
[;ﬁ Mera StartSmart
+ |2 Backup LUSE
0
ﬁ L&C WIET mbdZ2002-EY A
ﬂ' Mero Express
B shortout to Kieie
Eﬂi—" Unikey

Fll vistkey 2000

Make Mew Folder | Ok | Cancel |

» Hop thoai lga chon vi tri trén thuc don Start xuét hién, ban chon nhom
Startup

Select Program Folder x|
Select a folder to place this shortouk in:

llﬂ Tools ﬂ
I/ Audio Tools
[T Start Toals
) Uity
[T Microsoft Web Publishing J
d|

o ey

77 Winarmp

Mew Folder, ..

< Back, | Mext = | Zancel
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Bai 3: Control panel

1. Gi6i thiéu Control panel

Control Panel chtra cac chiic nang cai dat phﬁn mém, thiét 1ap am thanh, cAu hinh
cho Windows. Sau day 1a y nghia mot sd biéu tuong trong Control Panel.

bé truy cap vao Control panel, ban kich chudt vao nat Start, chon Control
Panel, cta s6 Control panel xuét hién nhu sau:

g Control Panel -0 x|
File Edit ‘iew Favorites Tools  Help .','
v, 9 ="
D -Q-F B9 ¥ REXE
Address |3 Contral Panel ~ &
{} Switch ko Classic Wiew 1 £i
LN H
b==d Appearance 1 H". \ Pull':lhnters and
and Themes [ er
' Hardware
See Also S
% windows Update r Network and ﬂ?
\ Internet User Accounts
t—_‘-" e DRI TR > Connections
1;;- Other Control Panel
Options . Date. Ti
e L  paddor La &, TIme, d
ID Remove P Landuage, an
Programs __‘_‘_/ Dptions
Sounds, Accessibility
Speech, and N
) . Options
Audio Devices -
Performance
and
Maintenance
-
St  Biéu twong Y nghia
1. Thay do6i giao dién cua Windows: Desktop,
— A A 5 A \ 3 A A . N
| <2 appearanceand  Ch€ d0 bao v€ man hinh, d6 phin gidi man
3-9 Themes hinh, cac thiét 1ap cua thanh tac vu, cac thiét
1ap d6i voi thu muc va tép tin
2. y A <A, 1A A, ks p
4 Network and Thay doi cac thiét 1ap két ndi mang cho may
| Internet tinh
- -
- Connections
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St Biéu twong Y nghia
3. =1
i Add or Remove Nsoasl N~ 1A \
@ Programs Cai dat va g& bé mdt chuong trinh.
4. Thiét 1ap cac hiéu ung am thanh cho mdi su
Sounds, Speech, and kién t Wind d-k hinh am 1 h
R N o S ién trong Windows, di¢u chinh am lugng cho
soundcard

Maintenance

5. I .
Performance and Cac thiét lap néng cao cho Windows

6. Céc thiét 1ap vé may in.
Céc thiét lap vé chudt: téc do di chuyén cua
r con trd chudt, toc do bam dap, Hinh déang
§ f' \ Printers and Othey  CHUOt $& xudt hién trén man hinh
“\:g!’) Hardware Céc thiét 1ap ctia ban phim: Tdc do go thudng,
tbc do gd 1ap phim, toc d6 nhip nhay cua con
tro trong moi truong DOS hodc trong cac moi
truong soan thao.

=
‘. User Accounts Quan 1y tai khoan nguoi stir dung
8. Date, Time, Cac thiét 1ap ving, cac thiét 1ap vé ngay thang
— Language, and R )
7 Regional Options va thoi gian cua hé thong
9. ) )
Accessibility options  Cac thiét 1ap danh cho nguodi khiém thi
S

2. Thay ddi giao dién ciia Windows

bé thay doi giao dién cua Windows, trong Control Panel, ban kich chuot vao

= Appearance and
¥ Themes

bi¢u tugng
Mot ctra sO xuat hién gom cac lya chon nhu sau:

ﬂ Change the computer's theme -
r—ﬁ Display
-
ﬂ Change the desktop background
E] choose a screen saver % Taskbar and Start Menu

ﬂ Change the screen resolution

,_:-{I/ Folder Options
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Stt  Biéu twong Y nghia
1. [ Change the T}lay ddi kiéu (jéng ciﬁa Windows theo cac
computer’s theme mau da dugc thiét ké san
2. B E:fﬂgfuﬁjdﬁkt“p Thay d6i tranh nén, mau nén cira Windows
3. 5 Choose ascreen Thiét lap ché d6 bao vé man hinh cho
saver Windows
4. v Change the screen As 2 A S A B
B oiotion Thay doi do phan giai cho man hinh
5. _ Céc thiét 14p vé man hinh 1am viéc: do phan
rﬁ Display giai, ch¢ do bao vé man hinh, d§ phan giai,
- tranh nén,. ..
6. “+ Folder , cA 1A A A ’
J . Céc thiet 1ap ve thudc tinh cho thu muc
Options ‘ ¥ ¢
7. Taskbar , A i
% and Start Céc thiet 1ap cho thanh tac vu
Menu

2.1. Thay d6i hiéu ving Am thanh cho cac su kién trong Windows
bé thay ddi cac thiét lap vé am thanh ciia Windows, trong Control Panel, ban

/ Sounds, Speech, and
, . 2 Audio Devices
kich chudt vao biéu tugng
Mot ctra sO xuat hién gom cac lya chon nhu sau:

ﬂ Adjust the system volume
% Sounds and Audio Devices

a Change the sound scheme

B{ Speech

k:: Change the speaker settings

St Biéu twong Y nghia

1. £ Adjust the

systemvolume  D1€U chinh &m lugng cua Soundcard

wy Ch th PR , n X
2. B ound scheme Thay d6i am thanh cho céc su kién trong Windows
3. Change the P A L
E] speaker Thay doi céac thiét 1ap cho loa may tinh
settings
4. S Thay d6i cac thiét 1ap vé am thanh va trinh diéu

”/ audio Devices  khién thiét bi Am thanh

Mot cong cu cua Windows chuyén vin ban tiéng
Anh ra am thanh

8{ Speech
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2.2. Quadn li tai khodn nguwoi sir dung
bpé thay ddi, bd sung tai khoan ngudi st dung, trong Control Panel, ban kich

s
, w User Accounts
chudt vao biéu tuong

Mot ctra sO xuat hién gom cac lya chon nhu sau:

*  Change an account

*  Create a new account

Cac tai khoan da
duoc khoi tao

®*  Change the way users log on ar off

quyensp Mgan Hanh Ltd
Computer adminiskratar Computer adminiskrakor
Password protected

= Guest
g Guest account is of F
St Lénh Y nghia
1. Change an account Thay dbi tai khoan nguoi st dung
2. Create an account Tao tai khoan maoi

3. Change the way users ~ Thay ddi cach dang nhap hoac két thuc lam
log on or off viéc voi Windows (dang xuat)

Windows XP thudng tao san mot tai khoan tén 1a Guest. Theo mic dinh, tai
khoan nay khong duge kich hoat dé str dung. Str dung tai khoan Guest dé ding
nhdp vao Windows, ban khong thé thay ddi duoc cac thiét lap vé hé théng, ban
cling khong thé cai dat hodc g& bo cac phan mém trong Windows.
» Dé kich hoat tai khoan Guest, ban kich chudt vao biéu tuong

= Guest

g Guest account is off

Mot hop thoai xuét hién nhu sau:

@' Back [ ﬁg Harne

Do you want to turn on the guest account?

If wou turn on the guest account, people who do not have an account can use the guest account ko
log on to the computer, Password-protected Files, Folders, or settings are not accessible to guest
sers,

| Turn ©2n the Guest Account Zancel |
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» Kich chuot vao nut Turn On the Guest Account
bpé thay ddi cac thiét 1ap cho mot tai khoan, ban kich chudt vao tai khoan d6, mét
hop thoai xuat hién nhu sau:

*  Change my name quyensp

Computer administrator

*  Change my password Password protected

*  Remove my password

*  Change my picture

*  Change my account bype

®*  Setupmy account ko use a (MET Passport

St Lénh Y nghia
1. Change my name Thay d6i tén hién thi cua tai khoan

2. Change m Re A TP R o . .
gemy Thay doi mat khau cua tai khoan
password
. R P SR ,
3 emove ny G0 bd mat khau cua tai khoan
password

4. Change my picture ~ Thay doi anh cua tai khoan

5. Thay d6i kiéu cua tai khoan. Mot tai khoan trong

Windows phai thugc mdt trong hai kiéu:

o Tai khoan quan tri (Computer
administrator): Co thé thay dbi cac thiét 1ap
lién quan dén hé thdng trong Windows, cai dat
méi hodc g& bo cac phan mém trong Windows.

0 Tai khoan gi6i han (Limited): Chi c6 thé thay
d6i dugc cac thiét 1ap trong Windows trong
pham vi tai khoan ctia minh, khong dugc phép
cai dat méi hodc g& bo cic phan mém trong
Windows.

Change my account
type

2.3. Thay ddi cac thiét 1ap ving, ngay thang

Pé thay ddi cac thiét 1ap vé ngay thang, thiét 1ap ving dia ly, trong Control

Date, Time,
- Language, and

; A \ . X Regional Options
Panel, ban kich chudt vao biéu tugng — 9 P

Mot ctra so xuat hién gom cac lya chon nhu sau:
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EJ change the date and time
a Change the format of numbers, dates, and times

EJ add other languages

f\;j Date and Time ' Regional and Language Options
B e 4
Stt  Biéu twong Y nghia
1. vy Change the date A \ SV A 1 A
& ibme Thay doi ngay, gio cia hé thong
2. Change the format 2. .. A . i . .
EJ of numbers, dates, Thay d61 dinh dang s0, ngay thang, dinh dang gio
and times
3. Cai dat thém cac ngon nglt khac cho Windows.
£y Add other Viéc cai dat nay nham hién thi cac van bén cua
languages ngon nglr do trén Windows, cac van ban can phai
dugc soan thao bang phong chit Unicode.
4 ‘s Regional and
. gional an , PR \ TR A ~
Language Céc thiét 1ap theo vung dia ly va thiét 1ap ngdn ngir.
— Options
5. ;} Date and A1 noa & etia hé thd
- . Thay doi ngay, gio cia hé thong
. Time

2. Cai dit va go b phan mém
2.1. Cai dit phan mém
De mot phan mém chay duoc trong méi truong Windows, thong thuong phan
mém d6 phai dugc tién hanh cai dat (Install). Pa s6 cac phan mém déu co tép cai
dat duogc dat tén 1a Setup.exe hodc Install.exe.
» Dé cai dit mot phén mém, ban chi cAn m¢& dia CD cua phﬁn mém do va chay
tép Setup.exe hodc t¢ép Install.exe
» Cac buoc tiép theo ban thyc hién theo huéng dan cua phép mém péi Qét.
Thong thuong, trong qué trinh cai dat ban phai nhdp vao ma s6 ciia phan mém
(Serial hodc CD Key).
2.2. G&' bé phan mém
Pé xem danh muc cac phén mém da duge cai dat trong may tinh cua ban, trong

.: Add or Remove
Programs

Control panel, ban kich chuot vao biéu tugng
Mot cura sO xuat hién gom cac lya chon nhu sau:
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_[Ex
J Currently installed programs: Sork by |Name ﬂ
ﬁ_'::';' Agere Syskems AC'9T Modem el
B sutodesk Express Yiewer Size 5.95MB
- ﬁ%! Canon LASER SHOT LEP-1210
:«5& ﬁ' InkteliR) Extreme Graphics Driver Size 2.16MB
Livellpdate 1.6 (Symantec Caorparation) Size  10.97MB
— ﬁ_':j-).' Macromedia Flash Plaver &
gl ﬁ_':’;' Microsaft OFfice 2000 Premium Size  189,00ME
F'_", Microsoft Office Professional Edition 2003 Size  223.00MB
.% Morton Ankivirus Corporake Edition Size 13.25ME
@ % ST PC-Phone Dialer Size 0.52ME
5 vietkey Size  1.44MB
E Wigkkesy 2000 Size £.31ME
= Yahoo! Messenger Size ._
i

bé g0 bo mdt phﬁn mém di duoc cai dat, ban thuc hién theo cac bude sau:

» Kich chudt vao phan mém can g bo.
Vi dy, néu ban can g& bo phan mém CHAT ctia Yahoo, khi ban kich chudt vao
phan mém nay, nit Chang/Remove s¢& xuat hi¢n nhu hinh dudi:

= Yahoo! Messenger Size il

Used fregquently
Last Used On - 030306

To change this program or remove it from your computer, Change/Remove |.
click Change/Remove.

» Ban kich tiép chudt vao nut Change/Remove dé g& bo phan mém.
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Bai doc thém 3: T6i wu hoa hoat dong ciia may tinh

1. Lam sach 6 dia (Disk Cleanup)
Sau mot thoi gian st dung may tinh, truy cdp Internet, cac tép :[in "réc"' s€ tich tu
lai trong may tinh cua ban. Dung luong cta céc tép rac c¢d thé 1én dén vai trém
MB. Windows thudng chura cac t€p rac trong cac thu muc:
C:\Temp; C:\Windows\Temp. Ngoai ra , mdi tai khoan ca nhan ctia Windows
XP cling dugc danh riéng 2 thu muc dé chura "rac".
Vi du: Tai khoan quyensp sé dugc danh riéng hai thu muyc chura rac la:
C:\Documents and Settings\quyensp\Local Settings\Temporary Internet
Files
Va:
C:\Documents and Settings\quyensp\Local Settings\Temp
Trong do, thu muc Local Settings 1a thu muc an.
bé don dep "rac" trong may tinh ctia ban, ban thuc hién theo cac budc sau:
» Kich chudt vao nit Start va lan lugt chon A!l Programs \ Accessories \

System Toos \ Disk Cleanup. M6t hop thoai xuat hién nhu sau:

Select the drive you want to clean up.

Dirives:

[ () :[%

» Ban chon 0 dia can don "rac" trong 6 Drivers va kich chudt vao nit OK. Mot
hop thoai tién trinh xuat hién nhu sau:

TR

$ Digk. Cleanup iz calculating how much space you will be

able to free on [C:]. Thiz may take a few minutes to
complete.

Calculating...

Cancel

> Tiép theo, mot hop thoai sé xuét hién liét ké cac loai "rac" hién c6 trong may
tinh cua ban:

Scanning: Comprezs old files
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Disk Clearup ] More Options ]

- You can use Disk Cleanup to free up to 60,935 KB of disk

=P zpace on [C:]
Filez to delete:
&= =
é Temporary Intermet Files 1,245 KB
O 54 Office Setup Files 0KB
O |=] Oid Chkdsk files 16 KB
= .
E ';,i Recycle Bin 2FKB ﬂ
Total amount of disk space you gain: B0.554 KB
Description

Downloaded Program Files are Activer controls and Java applets
downloaded automatically from the Intermet when you view certain

K B3

Files folder an your hard disk.

pagesz. They are temporarily stored in the Downloaded F'mf%am

“iew Files

Ok, | Cancel |

» Ban kich chudt danh dau vao cac loai rac trong hop thoai, sau do6 kich chuot

vao nut OK dé don "rac".

2. Tit cac ing dung bi treo

Dé‘ tat cac img dung bi treo, nhan t6 hop phim Ctrl + Alt + Del, danh sach cac
phan mém dang chay s€ xuat hién trong hop thoai sau:

Applications lProcesses I Perfarm

E windows Task Manager 10| x|

File Options View ‘Windows Shut Down Help

ance] Networking] Users ]

Task | Status
_@Bai g - Toi uu hoa - Microsoft Waord Running
@ Snaglk Runnirg
I Viet\Ware Running

|+

Switch To | Mews Task. .. |

Processes: 26

CPU Usage: 0%

Commit Charge: 175152k [ 59978
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= P4i voi cac chuong trinh dang chay binh thuong thi cot Status s& 1a
Running
= Pdi véi cac tmg dung bi treo thi cot Status s& 13 NoResponse
» Dé tit ung dung bi treo, ban kich chudt vao tng dung do va kich tiép chudt
vao nut End Task
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