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Loi Giéi Thiéu
idgo Trink Microsoft-Windows 2000'la mot cudn sdch gid
trinh duge bién soan dya vdo kinh nghiém nhidu nam gidn,

day ctia cdc tdc gid danh cho déi tuong hoc sinh, sinh vién, nguo
dang lam viéc hoge tu hoc. '

Véi hon 100 bai hoc ban sé duge huéng ddn ting buge, dé hiéw

ngdn gon théng qua cde hinh dnh minh hoa cu thé, nhitu vi di

thuc tién sé khién cho viéc ty hoc cia ban trd nén dé dang nhan.

chong va hiéu qud hon.

Giao trinh Mjcrosoft Windows 2000 nay thdt tién loi bdt ban s

XEM TAN MAT - THUC HANH TAN TAY - UNG DUNG NGA}

vi

» Phin Ly thuyét : ddn ddt bgn ti cdc khdi nigm cdn bdn dé
ndm vitng moi tinh ndng mdi cung cdc ung dung thuc tién nhe
ctic Windows 2000.

» Phén Ba. tap thuc hénh : ban duge lam quen va thuc hanh v
nhidu dang bai tdp tir aé dén khé ma ban thuing gdp phdi tron
cong viée hing ngay dé ban tiét kigm thoi gian thao tdc va la
chu dugce tdt cd cac ki thudt cia Windows 2000.

» Phdn Huong dén st dung Fax, Internet, E-mail va bai tap the
hanh : giip ben hoan thién cdc ky ndng, cdc 16i cdn tranh v
ty ciing cd kién thic sau moi bai hoc. )

» Cdc gidi phdp, chinh sy c6, thudt ng@ cang nhidu vdn dé hc
khdc cing duge dé cdp trong néi dung cia sdch giip ban g
tham khdo '

Mot cuén sach cdn thiét khong thé thi€u trén ban lam vi

cua ban!

' Nhém Tic Gia
NGOC ANH THU PRESS®
2002
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“ach Sit Dung Cudn Sach Nay

Méi phén cia cudn sach nay bao gém mét loat cdc bai hoc ngén
gon, d& hiéu, duge xay dung dé& giip ban tim hiéu nhiing théng
tin co ban nhiim sd dung tdi da kha ning cia méay tinh.

phin meo)

‘dnh gidc

'ung rdp phan
héng tin bé
ung ma ban c¢o
hé€ cdn biét
gay trong khi.
ang thuc hanh
ai tap.

9 Timg bai tap
déu c6 gbp
mét leat cac
budc nhanh
va dé& hiéuy,
dugc thist ké
dé hudng

*dan ban qua
thi tue.

n Tiung budc dugc minh hoa day
dd dé néu budc thé hién trén
méan hinh.

Task 55: Delecing and Urndelening Filas

G

Céc 1énh don [menu], hp thoai
[dialog], tab, cia s6 [window],
vid cdc myc ma ban nhip sé
duge néu theo dang in ddm. Néi
dung phai gd sé dugc néu theo
phéng chd dac biét.
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. Cédch kéo [how to dragl: Tré dér
noi bét dAu hoic doéi tuong
Nhan dé nut chudt (phai hay
trai tuy theo chi 18nh), ré chudt

dén vi tri méi, rér nhd nuit.

Nhédp [click]: Nhip

nat triai chudt mét

14n

Nhap diip [double-

click]: Nhiap ndat trai-

chuét hai lan lién
tiép nhanh _
Nhap phdi Iright-
click]: Nhdp nat phai
chudt mot lan

Midi tén trd [Pointer
Arrow]: Néu bat mét
muc trén man hinh
ma ban can tré dén

~ ho#ic chd- taim trong
ti€n trinh.

Viing lva [selection):
Néu bit mit vang
trén man hinh d4a
ban trong tién trinh.
Nhdp & Gd [click &
type): Nhép mdt 1an
tai noi di néu rdi bit

. 1F- S " YV A

-

Con ti€p: Né&u

thay ky hié:
nay, ban biét bai tag
con tiép tuc & trang
sau. o

- g% Cubdi bai: Ba
tap hoan tat
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thiéu
Thanh thao mét he di¢u hanh méi—nhu Windows 2000—
qud chang dé& chit nao. C6 qua nhiéu thir phii hoc: Lam sao
tao va hiéu chinh cdc w lieu [documents]? Lam sao thy bién

man hinh nén? Lam sao ndi vdi Internet? Béi ldc nhing van
dé nay duding nhu qué sdc.

D6 la Iy do tai sao cudn Gido Trinh Microsoft Windows
2000 Ly thuyét va Bai tip lai cung cip cic chi din ting
budc, truc quan, va stic tich dé diéu quan tat cd moi cong
viec ma ban can hoan thanh. Ban s& hoc céch lam quen
Windows 2000, cich dung cac Ung dung, cich 16 chiic cac
w ligry, cach in, cdch ca nhan héa hé théng, cach xdc lap
cac chuong trinh, cach dang céc trinh phy kién [accessories]
Windows, cach bdo tri hé thong, cach giao k&t véi cac dich
vu tryc tuyén, van van.

Ban c6 thé chon doc tir ddu c¢hi cudi, Hoic dung n6 nhu
mot tai lieu tham khdo khi gip mét mau Windows 2000
khong biét cach dung. D3u theo cach nao, cudn Gido trinh
Microsoft Windows 2000 Ly thuyét va Bai tip ciing sé gitp
ban xem tan mat va lam tan tay.
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Lam quen

Windows 2000 1a phién bdn Windows mdi nhat. Ra d
vao nam 1999, phién ban nay bao gém mot sO tinh nai
méi duoc thiét k&€ dé khign may tinh cta ban dé dung ho
Néu gan day méi mua mot mdy tinh, thi day chinh la phii
ban ma ban da c6. D€ nang cdp lén Windows 2000, b:
tim mua phién bdn mgi nay ti cla hiéu ban 1é hodc tn
tiép w hang Microsoft. - ‘

pé khdi dong Windows 2000, ban chi viéc bat may
xong. Khi bat mdy tinh, Windows s& tu déng chay va b.
s& gap mot man hinh c6 tén la man hinh nén [deskto|
Man hinh nén 1a diém xudt phéat cla ban. Tai day ta t
thdy cac cong cu chinh dé€ lam viéc véi mdy tinh. Tu m
hinh nén Windows, ta ¢6 thé mé va chuyén qua lai gida c
ting dung, tim céc thu liéu [foldersj cu thé, in t lidu, va th
hién nhing cong viéc khic. Phan nay sé gidi thich nha
didm co ban dé lam viéc véi man hinh nén.
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Bai 1: Hién thi Lénh don Start

Thanh cdng viée [taskbar}, nam & day man hinh, chua

M Start. Nhép nut Start dé khéi dong cdc Gng dung, mé cde tu

vifa méi mé, tuy bién cdc xde lip trong Windows, tim trg g

van van. Ban dung nat Start dé bit diu hau hét moi coéng -
trong Windows. '

i

|
i

G %A de 95 §5 L3 CF
EAREE

Nhi#p nat Start
Nhip 1énh muén ding.
k M neu e tay nhdp nit Start vi mudn déng 1gnh don Start ma khong chon

it 1Ankh han ki rdn mhdn nhia nAnai 18nh ddn Tmeninl
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Bai 2: Mdé mét Cda S6

Windows 2000 hién thi moi théng tin cia minh trong cdc dang
hop trén man hinh ¢é tén ciéa sé [windowl]. bé lam viéc véi
bst ky théng tin nao trén mdy tinh, ban phai biét céch hién
thi (hodic m&) cdc cita s§ nay. HAu hét cdc cia sé déu duge bidu
thi trén man hinh bing cdc dnh nha ¢6 tén bidu tuyng [icon].
C6 thé nhip dup mot bidu tugng dé hién thi ngi dung cla mot
clta s6 ma biu tuong dé biéu thi.

Nhip dap

| Nhip dip biéu tuong My Computer.

| Noi dung cua biéu tugng nay hién ra. va trén thanh cong viéc
xuAt hién mot nat ding cho cda s6 My Computer.

%] Khang cé gi xiy ra?
N&u khong thiy gi xay ra khi ban nhip dip mot bidu tugng, thi rdt co thé
1a do ban d3 khéng nhip di nhanh hoic do chi nhip mot 1an, doi chubt, rdi
nhip mot Idn nda. Nhé phdi nhdp hai 1in nhanh lign tiép. Cach hay nhat dé
thuc tép ding chudt do 12 choi trd choi Solitaire.

“ Nh.’ip daon?

NEu da xac lap hé théng theo ché db nhap ﬁdn ban chi cin rnhdp ddn dé
mé mbt bidu wgng. Xem Bai 12. Phin 5, m



e e e s v v e o
Bai 3: DPéng mot Cua Sé

YW Ta déng cla s6 sau khi hoan tat cong viée véi né va véi
(0 dung cua n6. Néu mé qua nhidu cda s sé lam réi tung o
hinh nén va thanh céng viéc.

¢

ML) e s sa P et Gmmtren
T 1M

| ‘
Nhip nit Bong (1a nit c6 dau X ¢ géc trén phai cia cua sé).

Cua sd déng lai, va nut dung cho cia s6 d6 sé khéng con xu
hién trén thanh céng viéc.

M Ditng [¢nh don Control
Lgnh don Control. ndm ¢ gdc trén trdi cla thanh tiéu dé [title bar], chifa
lenh lién quan dén clra s6 dang md. chdng hag nhu Restore [phuc hdi], M
[ddi]. Size [chinh ¢@). Close (ddngl, vin vin. DE dong clia sb thong
ienh don Contro). ban nhip bigu tugng Contral Menu rSi chon Close (i I
don. MOt cach khdc. ¢o thé nhin All+F4. a
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Bai 4: Thu Cuc Nhé mét Cira S&

C6 thé thu that nhé [minimize] mét cita sé dé né van ¢ tu

H th& sdn ding, dugi dang mot nut trén thanh céng viéc, nhung

khéng hién ra trén man hinh nén. Ban nén thu cgc nhé mat

ctta s0 dé tam thdi d&i né tranh chd, nhung van gid & tu thé
hout déng dé dung vé sau.

@ il s b ST
Ric] BB et rgpv

| Nhidp nit Minimize trong cita s6 mudn thu cic nhé.

| Cira 86 bign mat ra khéi man hinh nen. nhl.mg trén thanh céng
vige van con gitr lai mot nav dung cho cua s6 nay.

M kicm lai thanh cong viéc ‘
DE hift 43 md nhiing cla 6 ndo. ban xem ihanh cthng viéc. @
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Bai 5: Phong Cuc To mét Cia S6

¥ (o thé phong cuc 16n [maximizel mot cua s6 dé né chodn d

(] ci man hinh. Lam thé, ban danh ché téi da cho cua sé dé
lam viéc cho thoai madi.

R ZG B TR M ot
Py ,.i
i
=
£ ah
[
-
Lo L e e
) SBTE 4o

Nhip nat Maximize.
Cua sU phéng cuc to chodn didy man hinh, va ndt Maximize
chuyén thanh nat Restore.

% Khong thé ddi hay chinh ¢@?
Ban khdng thd ddi hay chinh ¢ mdt clra 58 da phong cue to. é
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Bai 6: Phuc Héi mét Cia S6
N&u da phéng cuc to mét cia sb. ban c6 thé dé dang phuc

hdi [restorel né tré lai kich c¢& ban dau.

DT - e
v ol Bt whaon Yoy LS .
[P 5. Permyn - .

T = =
g O ¥ n o3 o= § i

As Fatme WK watt e DA, Gt i Dl e
My Compter a .
Trnt e
proles
——
Slarad
AN
MG T

Nhap

M LA N et Tek %y ) _ ..
PRI o o ek i L X2 S
2 e o2 =3 & Y

Tefgy BRUNGCY i N sl Y ) gt Corvhes
L2

et et T e’
o) 4890 Yo 2 w'-"j

| Trong cia s6 da phéng cuc to, ban nhidp nat Restore.

| Cua sé duge phuc héi tai theo kich ¢d ban diu cda né.
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Bai 7: Doi mét Cua S6

- Khi b8 sung thém cdc dng dung, thu lidu, 151 tit [shorteuts],

g van van, vao man hinh nén, ban can phai c¢é nhiéu chd dé hién
thi cdac thanh phdn nay. Ban c¢6 thé dé dang doi cdc cua sé
vong quanh dé cing lic xem duge moi clfa s6 dang md.

Nbap & Gil

~

Aot G R S

I D& doi mét cfa s6 md. Nhip rdi nhdn de 1én nut chudt.
Kéo ctra s6 dén vi tri méi. Nhd nat chudt. Clia s8 va noi dung
trong d6 lai xuat hién tai vi tri mdi.
M T1igt kiém bp nhé
Cdc clia sd cang md nhiBu, ta cang tdn by nhd. P& bb nhd hoat dong co
hiéu qud, ban nén thu cuc nhd cac cla sd.

B 18 12n thanh tidu dé
Phai chic chin di trd 1&n thanh tibu d&. NEu trd vao mdt ving khac, e
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Bai 8: Chinh C& mét Cia So

Ngoai khd ning doi clia s6, ban c6 thé chinh lai kich cg cia
mdt cta sé theo khd mong muén. Tinh ndng chinh cg clia s6
t6 ra hiiu ich trong trudng hop ban muén xem nhiéu cla sé
cing mot lic.

Tré dén mdt vién cda sd bat ky. Ban sé thdy. mdt mui tén hai
dau. Nhip lén vien do.

Kéo vién dé chinh lai kich ¢§ cua so, sau dé nha nit chudt. Cilia
s s& dan theo kich ¢& mdi.

M keo mot goc
Co thé kéc modt goc clia sf d& ciung luc chinh lai ¢ clia ¢ hai chidu (chiu
cao va chiéu roag).

™ Khéng thé chinh lai cd mjt cia sd da phing cuc to
Khang thé chinh lai ¢@ mét clia s6 da phdng cuc to. Néu khing thdy viér,
ta khGng thé chinh lai kich ¢d cho cda s& Trong trudng hop nay, néu mudn
chinh ¢d, ban chi vigc phuc hdi no réi chinh cd theo thl tuc binh

it~
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Bai 9: Cuén mét Cia Sé

M Néu ara s0 quda nhé khéng néu hét ndi dung: thanh @

(EY (scrollbars] doc sé xudt hién doc theo mép cia s6. Ban cd
ding thanh nay cuén qua cita sé6 d& xem cdc phan ndi dung
che khuat. '

- Wy
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Mr Zoyymeehs
el SRR B . ) =
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Nhdp mii tén 1én dé cudén vé mé trén cua so.
Nhiép mii tén xuéng dé cuén vé mé dudi clia so.
%] Nhip trong thanh cudn
CG thé nhdp tai mdt vi tri b&t ki trong thanh cubn G& nhay theo hubing

dén mot phdn khdc trong clia s8. Ciing 6 thé kéo hdp trugt [scroll box
nhant chdng cudn qua clfa s,

[ cac thanh cujn cho khudng kia ‘
Tiy thubc vao cach xac lap cac thu ligu cla ban d& xem, ban cd thé gip
khudng théng tin. Ban cing c¢6 thé cd cic thanh cudn cho khudng ddu

HAn Dan acAm rhfn mdu Alia aln e alian midnn nheor ode ‘
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i 10: Dan X&p Cac Cua S6 trén Man Hinh Nén

: Khi lam vige, ta thuong dé vai clra s6 md trén man hinh nén

5 ciing mot lic. Cdc cita s§ At phi chdng lén nhau khién ta khé
tim thay ndi dung can ding. D& céng viéc cha trd nén dé dang
va hiéu qua hon, Windows cho phép dan x&p céc cira sb tren
man hinh nén theo vai kiéu khac nhau.

| Véi nhiéu ciia s§ trén man hinh nén, ban nhdp phéai mot vang
tring ctia thanh cdng viéc.

I Nhip kifu dan x&p muén dung.

Windows s& dan lai cdc cita s§; & diy ching dugc dan x&p lat
[tiled] theo chiéu ngang.

V] Lua clia 58 mudn ding
Dé lam vigc trong mot cifa s& md batl ky, ban nhép clia s6 dé dé chuyén né
sang tinh trang hoat déng. Clfa s hoat dong s& di chuyén ra phia trudc ngdn
xép, va thanh tidu dé clia nd sE ddi mau,

%] Nh:’ip mpt viing tring
Nhd nhip phdi [En mOt vang tring. chit khéng phai 1En mdt nit.

M Thoi dan xép
C6 thé thdi {undo] din x8p bing cich nhldp phii idn nia réi chon

Unda. @
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Bai 11: Dung cac Lénh Don

YW Tuy c6 thé thuc hién nhiéu céng viée biing cach nhdp chu

LI 1én cdc doi tugng khac nhau trén man hinh, song ban phai che
cic lénh dé thuc hién phédn lén cdc céng viéc Windows. C
lenh dugc t8 chuc thanh cdc lénh don [menu| dé€ ta dé da:
tim chung, HAu hét cdc cia s6 déu cé chifa cdc thanh lénh d«
[menu bar] liét ké cac lénh don vén cé; tung lénh don lai ch
méot nhém cdce 1é&nh 6 lién quan.

o o o |
!‘A‘:?r WEUETLS) Lokl Dek{s)

w & &

Nhép ) Lo DHA(E.] cmorﬁm <orerel myral

Trong cia sé hay chuong trinh, ban nhdp tén lénh don (tro
trutimg hop nay, tén lénh don la View).

Nhip lénh muén dung.

M Ding cac phim tit
Cac lgnh don clng c6 néu cdc phim tat. Ngoai ra, thao tic lya mdt lénh
miii tén thec sau s& hién thj mdt lenh don con [submenu]. Thao- tic nhip n
l&nh co ddu ba cham theo sau. sé hién thj mot hdp thoai,

] Bong mot 1énh don ]
D& déng mdt lanh don ma khdng chon 18nh, ban nhdn ndt Esc tréa ban ph
hais nhdn nhia nanal lénh don A
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Bai 12: Dung Lénh Pon Tat

Céc lénh don tét [shortcut menul. con goi la lénh don nhanh
hay lénh den tréi [pop-up menul. cung cAp cdc lénh chung cé
lign quan dén muc da lya. Vi du. ban c6 thé ding cic lénh don
tdt dé nhanh chéng chép va dan. tao mdt thu lidu mdi. dai mét
tap tin. hay dan x&p lai cdc biéu tugng,

k11

i

;l

im

| Nhép phai muc muén hién thi lénh don tét. Vi du. nhdp phéi
mét phan trdng bat ky trén man hinh nén.

| Nhép lénh mudn ding.

M cic I¢nh sé thay adi
Cac Ignh don tit khac Tihau s& xudt hién tOy theo ndi dung ma ban dang tro

Lhi nhin At nhdl rhokt
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Bal 13: Ding Hép Thoai

Bai

Khi ban chon mft 8 lénh nhat dinh, mét hop thoa1 xuit hi
nhic dién thém mdt sd thong tin bé sung vé cach thi ha
lenh dé. Céae hop thoai duge dung nhiéu trong Windows; m
man 14 chang déu cé céc thanh phan chung va tdt ca déu du
7 ly nhu nhau.

Khi cac hop thoai xudt hién, ban phdi tién hanh chon I
Cdc hop thoai khéc nhau sé c¢6 cdc tuy chon khdc nhau. C
hinh trong doan nay ham ¥ néu cdc ki€u muc c¢é thé tim th
trong mot hop thoal.

Bacsorcnd | §oramn Saver | Aowmarcy | w56

okt s b ot Pt 2 1T dommen m skt
]

Pé xem mdt tab, nhip né.

D& dung mot hép liét ké, cudn qua danh sdch réi nhip muc mu
lua.

Dé dung mdt hop liet ké tha, nhdp mai tén rdi lua mue mu
dung ti danh sdch. .

Dé dimg hop con chay [spin box|, ban nhip cac mai tén dé t3
hay gidam gia tri hoac go mét gid tri trong hép van ban.

| Pong hop thoai
Khi mot hdp thoai md ra, ban khang thé thuc hign bat ky mét hanh d
nao khac cho dén khi ban chip nhin mol thay ddi bang cach nhdp nit
DE dong hap thoai ma khong Wa gi c¢a. ban nhip nut Cancel. @
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| Nhdp nit radio dé kich hoat né.

| Nhdp hop kiém dé lua né (hodc théi lya né néu nhu da duge lya
trudc dé).

| Go mdt muc trong hop van bian [text box].
| Sau khi lya chon xong, ban nhip nat OK.

M cac nit radio va cic hop kiém ’
Cac hdp thoai chira cac kigu thanh phén khdc nhav, bao gém cic nit radio
[radio buttons] va hop ki€m [check boxes). V6i cdc nit radio mbi ldn ta chi
c6 thé chon mét trong nhém nat dé; thao tac chon mot thy chon thl hai s&
théi chon nit ddu. Trong khi véi hgp kifm. ta co thé lya nhidu hop e
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Bai 14: Tim Phan Tro Giap Cam Ngit Canh

Khi mé mot hop thoai, c6 thé ban khong bigt ting tuy ch

B thuc hién néi dung gi.- Néu thdc mic vé mgt tuy chon, ban
thé theo cdc bugc trong bai nay dé xem phAn md td cua t
chon dé.

owm
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Trong mét hop thoai, ban nhdp phai tiy chon muén duge
gitp, rdéi nhidp lénh What's This?.

Sau khi xem ndi dung trong khung gidi thich trdi lén, ban n}
tai mot diém bat ky trong hop thoai dé déng khung giai L
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Bai 15: Tra Ciu mét Cha Pé Tro Giap trong Bang
Muc Luc

an  Dung tab Contents dé fim phan trg giop [help] cac thu tuc cu thé,

E nhu in mdt ur lieu hay cai dat mét phin mém méi. Cac chu dé cu
thé trong tab Conteats s& nhanh chéng tham chidu cac cang viéc
thuong ngay ma ban phai thue hign trong chuong trinh.

Nhip nat Start, rdi chon Help.
Nhap chu dé muén tim to gitp.

Tiép tuc nhip cac chi dé sach cho dén khi tim ding chu dé can xem.
i nhap cha dé do.

Sau khi xem lai thang tin try gitip, nhdp nat Close dé déng cita si Help.

M 1n mot cha dé trg gidp '
Nndp nit Oplieas i chon Print d& in chi d8 1o gidp.

M ¥ nghia clia cac biéu tugng
Cac chi d& con dugc néu bdng mot bidu tugng cudn sich. Cac chi dé trg
giop duge néu bdng mot bidu tugng diu chim héi.

M Hién thi phin dinh nghia

i1p i 8 ‘

Co thé nhap 18n bat ky diu tfrong vdn ban gach dudi clia viing tro gilp dé
hié’r} thi dinh nghia cia thudf ngd do hodc dé hign thi thong tin trg gilp co

lién guan. m
(v B
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Bai 16: Tra Cliu mét Cha Bé Trg Giap trong Ban
Chi Muc

N&u muén fim ty giap vé mot chii dé cu thé, nhu lwu tir cac

¥ 50 theo kich ¢& hay hiéu chinh van ban, ban dimg tab Index tx
cia s Help. Cac chu dé liet k& trong chi muc déu dugc shp xép tl
thit w van ABC. Cé- thé nhanh chéng cudn qua dé xem cac chd
quan tam.
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Nhép nat Start, 16i chon Help.
Nhap tal Index.

Go chi dé muén tm au giop. Danh sich bén dudi tubng van ba
nhay dén chu dée ma ban da go.

M cuon qua hang chi muc
Co thé cubn qua danh sach cic chi dé trén tab Index. Nhdp cdc nit
hay kéo thanh cudn.

% Quay vé mit trang
Cing co thé nhdp nit Back dé quay ngugc vé trang trg gidp trufic g
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| Nhidp dap chi dé muén biét 14i xem lai théng tin trg gidp.

I Sau khi xem lai théng tin trg giap, nhdp nut Close dé déng cia
s6 Help. :
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Bai 17: Tim Kiém mét Chu bé Tr¢ Giap

YW  Néu khong tim thdy chi dé dé trong bang muc lue hay «
muc, ban hay thu tim kifm né. Windows sé& hién thi mot da
sach cac chi dé chda néi dung ma ban dang tim; sau dé b
¢6 thé lua noi dung mudn xem.
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Nhip nut Start, réi nhdp Help.
Nhip tab Search

Gd chi dé mudn tim.

Nhip ndt List Topics.

M Tim trg giip ‘trong c¢ic ung dung khic
Windows s& trg gilp cic cong viéc theo cing cich thiic xuyén sudt hiu
cac (ing dung Windows. N&u nim ving can bdn vé hé trg gilp. ban ¢
ap dung ciing k¥ ning do cho cac chugng trinh khéc.

M Tim trg gitp web
Néu ndi véi Internet, ban ¢d thé ding Web Help d& ¢ phdn hd trg san pt
tir chuyén khu Web clia Microsoft. Nhdp nit Web Help réi nhdp ndi két Sup
Oniine. DE b6t thém thdng tin vé Internet, ban xem Phén 9. @
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’ Nhip dap chi dé muén xem lai.

l Xem lat théng tin trg giup, rdi nhdp nat Close.

B chi dé ua thich

Néu ban thudng xuyén tra ciiu cing mét chl dé, ban cd thé bb sung chi dé
dé vao tab Favorites. Chi dé xudt hién, nhdp tab Favorites, 6l nhdp niit Add.
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Bai 18: Péng May tinh

Néu tdt dién trudc khi déng mdy tinh ding ddn, ban ¢6 th

XY danh mat cdc dir lidu quy gia hode lam hong mot tap tin m

Windows dua ra mét tinh nang déng mdy an toan kiém tra c:

tap tin va.chuong trinh dang mé, cinh gidc ban luu cic tap ti

chua luu, va chudn bi chuong trinh dé ban tit mday tinh. H:
Judbn nhé déng may [shut down] trude khi tdt dién.

frct, Evperrs Wit ;
SE W ndows
g R o oL eart e re L ez Eb
i w1
Erds e stavien ] L e VAN 0 et
yasem vy rimof] oo

g e |
@M Nhap

Sau khi déhg moi chuvng trinh dang md, ban nh#p Start roi Sk
Down.

Lua Shut Down tir danh sach tha réi nhdp OK. Windows sé dén
va ban ¢6 thé an tam tiat may tmh

B khai ding lai may tinh
P6i e ban cAn khdi ddng lai may tinh. pé thyc hign Iya Reslarl vd nh
oK.

] _Khng muén déng?
N&u khdng mudn ddng Windows, ban chen Cancel. - e
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Bai 19: Khéi Péng lai May tinh

; Néu tién hanh thay d6i trén hé théng, ban can khdéi dong lai
mdy tinh dé cdc xdc lap dé ¢6 hiéu lyc. Trude khi khéi dong
fai may. ban luu moi tu ligu va thodt moi chuong trinh.

i@}fondmvszooo -

pm—————
o B L L T VIO
L s . - N

| Sau khi déng mei chuong trinh mo, nhdp Start réi Shut Down,
[ Lva Restart tir danh séch tha va nhdp OK.

I Windows sé& kinh qua thuong trinh khéi déng’ Ban sé gap man
hinh nén Windows sau khi Windows khéai dgng lai.

B Kkhong musn khii dong fai?
Néu khong mubn kndi dong lai Windows, ban chon Cancel.
] May ket?

Néu may tinh bi ket vi khéng thé nhap nit Start, ban co thé nhin
Ctrl+Alt+Delete. Nhdp nit Shut Down. Trong hép thoai Shut Down pry
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Dung cac Ung Dgng"
trong Windows 2000

Mot trong nhiing uu diém khi dung Windows dé la da San
cé rat nhiéu tng dung Windows. Ban ¢4 thé dung nhiéu trinh
x( 1y van bén, co sé dif liéy, bdng tinh, v&, va nhiéu chuong
trinh khac trong Windows. Sy da dang vé (ng dung nay da
cho ta tat c& moi cong cu can thigt dé thuc hién cdc cong
viéc hang ngay. '

Cac (ng dung Windows thuong dé mé va dé dung, -cho
phép ta luu dii Yiéu trong céc tap tin theo cac tén khac nhau
va trong cac vi trf khac nhau trén dia cing hay trén dia mém.
Lac nao cing c6 thé md mét tap tin dé xem, hiéu chinh,
hay in nd. Phdn nay sé gidi thich cich khdi dong va lam
viéc voi cac g dung.
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Muc Luc

1:  Khéi Pong mdt Ung Dung tir Lénh Don Start . .. ... .
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Bai 1:

Déu

Bai 1.

Start

ding lénh don Star

Khei Dong mét Ung Dung tie Léndt Pon Sia,

Khéi Pong mét Ung Dung tir Lénh Pon

HAu hét thsi gian dong may tinh déu danh cho dng du
Ban cé thé khéi dong mot «ng dung theo nhiéu cach, ké cé vi
t. Khi cai dat modt dng dung Windows m
thu tuc cai dit cia chuong trinh dé sé xdc lap mot thu i
[folder) v mot biéu tugng chuong trinh trén lénh don Start

M
:‘,*

[

n

W -
M e
oLt F " -
' tjh r - F L
,or
- 1ot
l-‘ ;i B} !
c -
'ﬁ ‘rln‘ﬂ ; _'u va &
t,!i‘ iy 1 re s '

Nhap nat Start,

Nhip lénh Programs.

Nha

I B
b Ay = .|

Nhip

Nhdp nhém chuong trinh chia ung dung muén khEn dong.

%| Déng [énh dan Start

PE dong iEnh don Start md khong Mda chon gt cd, ban chi viéc nhdp |

ngoai |énh daon.

1 Chuung trinh khing dugc néu?
N&u khdng thdy néu bifu tugng chuong trinh, ban ¢d thé dé dang bd s
cic chuong trinh vao Ignh don Starl. D& bigt cach thyc hign, ban £
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I Nhip (mg dung muén khdi déng.

I Ung dung md ra trong cita 88 riéng cia né (¢ day la WordPad).
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ai 2: Khéi Péng mét Ung Dung tir mét Bidu
Tuong L6i Tat

M Néu thuong xuyén phai ding mot chuong trinh nao dé. t
il nén truy cidp né ngay tai man hinh nén. Dé thuc hién, ban
thé xac lap mot bidu tugng 181 tdt [shorteut icon| cho chuc
trinh (xem Phan 6) rdi khéi dong chuong trinh bing cach nt
ddp lén biéu tong dé. Ngoai ra, vai chuong trinh ¢6 biéu tug
161 tdt ma ngudi ta da ty déug xdc lap giim ban.
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Nhdp dup bidu tugng 160 tAt trén man hinh nén.
Ung dung khéi dong va xudt hién trong clta s6 riéng cia né.

| Khong cé gi xay ra?
NEu khong thay dong tinh gi khi nhap dip bifu tugng, hodc gid biéu tugng

chuyén, r&t ¢ the 1a do ban dd khéng nhdp div nhanh hoic di nhdp réi
tay ré chuft. Phdi bdo dam d nhdn nhanh not chudt hai 180 lien tiso. -4
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Bai 3:
Néu
Excel chiang han),

- PHAN II
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Khéi DPéng mét Ung Dung va MG mét Tu Liéu

mudn lam viée trén mot tu lHéu via md trude do (trong

ban cé thé dung mdt 161 tit dé viia khéi dong
Excel vira md tu lidu. Lénh don Documents cia Windows 2000
liet ké 15 tu liéu via méi duge md trude do.
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Nhip nut Start, nhip Documents, réi nhdp tu liéu ban muén lam
viée (trong truong hgp nay, EZWin2K).

Chuong trinh cda tu liéu dé sé chay va tu liéu dé s& md ra.

M Xo6a lénh don Documents
pé xoa |énh don Decuments, ban nhap [&nh don Start, chon Settings, rdi chgn
Taskbar & Start Menu. Nhip tab Start Menu Oplions rdi nhdp nit Clear.

4

Tu lidu khong dugc néu?

N&u tr ligu ban mudn sif dung khdng dugc néu, 'cd 1B vi nd khong phdi 1A
mdt trong 15 muc sau ciing ma han d3 1am viéc. Trang trudng hgp nay, chi
¢dn kndi dong chuong trinh ma ban cin, rdf mé tw ligu.

Mot cch khdc, ban ¢b thE md tu ligu trong My Computer hodc Windows

Cunlavae vAQ

akEn Al kiAo hena elin b liso

fcus
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i 4: Chuyén Qua Lai Giita Cac Ung Dung

Do hau nhu chic chén phai lam viée véi nhidu kiéu tu 1
CE nén ban can kigm mét cdch dé chuyén qua lai giita cdce chu
trinh. Vi du, c6 khi phai d8i chiéu cdc s lidu gia cd trong -
bang tinh Excel vdi bang gid da xdc lap trong Word. Ky tk
chuyén qua lai gitta cdc dng dung s& cho phép ta khéng nh
d61 chiéu ma con dung chung dir liéu.

Soelime zaww
PR A

.0 £ b P .

Sau khi cho hai chuong trinh chay, hay xem ky thanh céng vi
Ban at gip ‘mét ndt cho timg chuong trinh. Trong trudng 1t
nay. nut Microsoft Word da duge lua; Microsoft Word hién ra &
man hinh.

Nhép niit cia chuong trinh mudn chuyén sang (trong trugng b
nay la Microsoft Excel).

Excel chuyén thanh chuong trinh hoat déng.

M xem thanh cing viéc
DE bigt chugng trinh nao dang md, ban xem ky thanh cdng viéc. Tifng chu
trinh mo duge bi€u thi bing mat nit: nut bidu thi chudng trinh hign dang d
sé § tinh trang duge lua.

M Bao nhicu chuong trinh duge ma?
) Iuong chuong trmh cé the md cling lic thuong tuy thudc vao IUUng A
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Bai 5: DPoéng mét Ung Dung

Khi xong viéc trong mét ting dung, ban nhé déng nd dé gidi
phéng bé nhd hé thong. C6 qua nhiéu tng dung md sé& chodn
ch6 bé nhé hé théng va lam cham cde tién trinh xi 1y cia may
tinh. nhu luu. in, chuy&n qua lai giita céc g dung. van van.
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Nhép File
Nhédp lénh Exit.

Chuong trinh déng lai. Luu y, nit cda Excel trén thanh céng viéce
sé bién mat.

M cac phuong phap khac
P& déng mdt (ng dung. ban cing co the nhin Alt+F4 hoac nhdp nut Close
{x) trong thanh tiéu d& cla (ng dung,

M Quén luu?
MEu chua uu mot tip tin va chen dong (ng dung coa t@p tin do, mot hép
thong bac xuit hién hdi ban co mudn luu tip tin d6 hay khong. NE&u mudn,
ban nhidp Yes; néu khdng., nhip No. NEu mudn trd vé tu ligu, ban nhip

Panncal D& hift thim chi H8E wnm DA O
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Bai 6: ‘ Péng méf Chuong Trinh Bi Ket

B Doi khi mét chuong trinh bi ket (va ai bigt duge vi sao). Kh

cé gi dong day khi ban nhén phim. Chuong trinh chi la kh
dap lai. Néu ta vdy, ban ¢6 thé si dung Task Manager dé d
chuong trinh bi ket

Control J+ Alt] + Del)

Logen Intremties . o
iroley OH 4 ed ot 2 SHELLEVO Sty O
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Lo e T " sosbonth . Prigir vy
m- N o Postcains | rocseme £ wtermance f
ShurgePoarwad. | ek Hanagw %)
4 hereg
.
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Nhan Cirt+Alt+Delete.
Trong hop thoai Windows Security, nhép nut Task Manager.
Nhép chuong trinh muén déng réi nhdp nut End Task.

M Bao dam chuong trinh khéong ban
Trudc khi khéi ddng lai, ban bac didm chucng trinh ding bi ket chi k
phai dang bdn. Kiém tra dén bdo clia § dia. L&ng nghe dia. Néu nghe
guay hodc dén nhdp nhay, chiong trinh &t dang bin ma thdi.

| Chuong trinh khong dap ing
Ciing c6 thé ging déng chuong trinh ti thanh cbng viéc. Nhdp phii ni
nd réi nhip Close. N&u gip théng bao cho bigt chuong trinh khdng
dap img, ban nhap nit End Now. )
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Bai 7: DPoéng Tu Liéu
Khi luu mét tu liéu, né van & trang thai mé dé ban 6 thé
tiép tuc lam viéc. Néu ban mudn déng tu lidu, diéu d6 ching
¢6 gi khé. Ban dirng quén déng céc tu liégu khdng con cin ding
dé giai phéng bo nhé.

T PR e Pt W e e 0 .- ~ e ’ E
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Nhip nat 8éng (x) .

Tu ligu d6 déng lai, song chuong trinh thi vin dang mé. Ban ¢6
thé tiép tuc tao mét tu liéu méi holic md modt tu lidu hién cé.

%} Khong ohdp nit Déng cia clia 56 chuong trinh
Néu nhdp nit Dong (x) trén cifa s chudng trinh, ban sé thoat chuong trinh
d6. Phii nhé chic chin a3 dung dung ndt cho clia s6 tu litu, néu nhu
chi mudn dong v ligu ma van gii Ia: trong chugng trinh.
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ai 8: Luu mét Tu Liéu

Ta luu cdc tu lidu va tap tin dé vé sau cé thé dung lai
CE cdc muce dich nhu in dn, hiéu chinh, chép, van van. Lan .
tién luu mot tdp tin, ban phai gan cho né mét tén va thu !
[folder! (hodc vi tri). Cach luu cac tu liéu thudng gidng n
trong moi (ng dung Windows; bai nay sé gai thich luu mot
liéu trong Word.

Nhép File, réi nhap lénh Save As.

Chuong trinh cé thé dé xudt mot tén cho tap tin. Ban cé
chdp nhan tép nay hoic gdo mot tén.

Bé luu tu liéu trong mdt 6 dia khdc, ban nhip danh sich
Save in réi lua 6 dia muén ding.

M tLuu theo m(}l(tén khic _
P& Iy tdp tin theo mot t&n khac hoic vao mét vi tri khdc. han ding
Save As rdi nhip mdt t&n t&p tin hay thur lEu khac.

%] Khong diing cac ky ty nay
Khdng dugc ding cac ky tu dudi day trong t&n tip tin:

77 < A
Tuy nhién, co thé ding cdc ddu cich, miu ty. va con sB. @
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‘ Dé luu tu lidu vao mét thu lidu [folder] khac, ban nhip dap thu
liéu d6 trong danh sdch. P& di chuyén lén qua cdu tric thy liéu,
ban nhip nut Up rdi nhip dip thu liéu ban muén ding..

| Nhiép nat Save. 7

|
Ung dung sé luu tap tin 1di tré vé clta sé tu liéu [document
window]. Tén tu liéu s& dugc néu trong thanh tiéu dé.

M L lai
N&u da ting lwu vd ddt t8n cho mot tap tin, ban chi vidc nhdp File rdi Iya
Save d& |wu tifp tp tin db vao cing.vi tri theo cing tén ci. Moi thay dfi
tinh W 1an luu chot Géu duge luu thém vao tap tin, m
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Bai 9: Mé Tu Liéu

Muc dich cta viée luu tu lidu la dé né sin dung vé sau. |

Diu . L
CE md mot to lidu da luu trude d6, ban lua File r6i chon lénh Op
[fmmetet - - = a1 |
()| S
Nhap :""..‘:..‘.:'.......,....
ra— T
e T3 0 1 — 4 me

| Nbép File réi nhép lénh Open.

Néu tap tin edn dung cé néu trong hdp thoai, ban chl viéc nk
ddp né va bd qua cdc bude con lai.

Néu tap tin chua dugc néu, ban hién thi danh s4ch tha Look
rdi lya 8 dia noi da lwu tap tin.

%] Khdng thé tim thay tap tin?
Néu khéng thay tip tin mubn dung, didu do co thé 1d do ban di khong
nd vdo ding chd do. Hay tim trong mOt & dia hay thy liGu khic. Néu
khong tim thdy tip tin, hdy thir ding phuong phdp truy lyc tap tin (dé
cich truy lyc cic tip tin, ban xem Phén 3}

b 161 the
DE 1am tt ban nhdp File. Ban s8 v ¢ thidy & gdn cuGi 18rh don c6 néu
tap tin vita mdi md n chét. DE md mot trang 56 cdc tdp tin ndy,
ban nhdp chang trong [&nh don File. @
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Nhip dip tén thu liéu noi da lu'u tap tin. C6 thé dung nut Ug
dé duoi 1én qua cde ciu trdc thu ligu.

I Khi tim thay t4p tin muén ding, ban nhdp ddp né.
I Tap tin mé ra.

M the liéu My Documents va Favorites
Trong céc ng dung Office, ban ¢6 thé sf dung cic nit trong thanh Places

a8 m& mot sO thu ligu nhat dinh, gdm cd thu lidu My Documents va thu lige
Favorites, Nhdp nit d& mé thu lidu dé.
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Bai 10: Chuyén Qua Lai Giita cac Tu Liéu Mé

P¥W  Cing nhu khi lam vige véi vai hé so gidy to trén ban gid

[Fl ban c6 thé lam viéc véi vai tu liéu trong ing dung, mé tu lié
theo s luong ma chuong trinh cho phép. Chi viéc nhip File r
lywa 1énh Open dé md cdc tap tin muén lam viéc. Sau d6 cé th
dé dang chuyén qua lai gitta bat ky tu ligu nao dang md.

r=
Ly

EEER YOI T e 4 R i B g e 1 - potetnis
o 01 8 s X e - Thes

TR v

Nhip Window.

Luu ¥ tu liéu hién hanh ¢6 mang mét dau kiém canh tén clia ¢
(¢ day tu liéu c¢é tén la Outline). Nhip tu liéu muon chuyén qu
(trong trudng hop nay, tu lidu duge goi la Section. 2).

Tu liéu ma ban vita mdi nhdp trong lénh don Window s& tré than
tu lidu hoat dong (6 day tu lidu cé tén la Seclion 2).

M Chuyén qua lai gia cic chuang trinh va chuyén qua lgi gitia cac tu li
Ditng nén fEn 19n viéc chuyén qua lai gifia cdc t liGu [documents] wdi vi
chuyén qua lai giffa cdc chudng trinh, B& chuyén qua lai gilla cac chudng trin
hay diing thanh cbng viéc. Pé phan biét rd hon, ban xem lai Bai 4.

1 pan x&p moi tu {igu dang md
€6 thé din xEp moi tu lisu dang md trong ciia sd d& dé quan Iy man hi
nén hon. Chi viéc nhdp Window, chgn i&nh Arrange All, rdi chon cach @

dAan v&n muAn diinn
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i 11: Tao mét tu lieu méi

Khi muédn cé mét “t&” gidy méi, ban c6 thé tao mét tu lidu

Ll mdi. V@i cde chuong trinh phite tap nhu PowerPoint (chuong
trinh trinh bay) va Access {chuong trinh c¢o s& dit lidu), ban sé
duge nhic dé tién hanh vai budce lua chon truée khi tao mot tu
liéu médi. Véi cdc chuong trinh khic, ban chi viée lya tap méiu
[template] muén dung. (Tép mdéu [template] 12 mot tu lidu da
dugc thiét k€ sin.)
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|Etid sop e o e gy
| Nhip File, réi nhdp 1énh New.

I Néu gap mét hop thoai New, ban nhdp kiéu tu liéu mudn tao.
| Nhip nut OK.

I Mbt tu lidu mé1 xudt hién,

M 15 1t

DE 1am tit, ban co thé nhip nit New tao mft fv ligu mdi dya trén A~
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Bai 12: Chép Van Ban

Mot trong nhitng c¢dng viéc higu chmh thong thudng nhit ¢
12 chép van bdn. Ban ¢6 thé chép van bén rdi ddn ban sao vi
tu liéu hién hanh hodc vao mot tu liéu khac.
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Nhép

O oy AN
' stk B rh- P . K aETity
Liwa vAn ban mudn chép.

Nhidp Edit, rbi lua lénh Copy. Windows chép dif lidu tif tar liéu
dua né vao Clipboard, mdt diém luu gitt tam thoi.

' Nhip tai mot diém trong tu lidu noi mudn dat dir ligu da che

1 Chép sang mjt tu lidu khac
pé chép d HEu 1@ mot tv ligu mé ndy sang mht W ligu.md khdc, ban
vin bin r6i d8i dén tw iy ndt mudn dan van ban bing IEnh don Windo

™ Chép sang mjt dng dung khac
D& hifu & hon vé cach chép d¥ ligu tU dng dung nay sang ing  emm
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| Nhiép Edit, rdi lira 1énh Paste.
I Dit liéu duge dan vao vi tri da lua.
M 15i at 1 q
Ban cing c6 thé sl dung phim tit CrleC d& chép va CirleV dé dan.Trén
thanh céng cu ciing ¢6 cac nit Copy d& chép va Paste dé din.
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Bai 13: D¢i Van Ban

YW Gidng nhu khi chép vin ban, ban c6 thé doi van ban tir ¢

[HB nay sang 'chd khac trong cing tu liéu. Cing ¢6 thé doi van b
gilta cdc tu liéu véi nhau. Cach d&i van bdn cing tuong ty n
chép van ban, ngoai trir khi d&i van ban, ngi dung dé sé bi »
ra khéi vi tri ban diu.
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Lua van ban mudn dai.

Nhép Edit, rdi nhdp lénh Cut. Windows xé6a dif liéu ra khdi tu )
réi dua né vao Cliphoard, 1a mét diém luu gitr tam thai.
Nhip tu liéu noi mudn dit van ban vao dé.

M o sang mgt tu ligu khac
DE doi dif lisu tU mdt to Bu md nay sang mit tu liBy mé khic, ban lya
ban r6i 96i d&n tv litu ndi mudn dan vin ban bing 1&énh don Window.

M Do vin ban sang mjt chuong trinh khac
DEé bigt cach doi dF ligu ti dng dung ndy sang Ung dung khdc, ban £99
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[ Nhip Edit, ré1 lua lénh Paste.
E Van ban duge ddn vao vi tri mdi.

M 15i té

Ban ciing co thé s dung phim tdt Ctel+X d& cdt va Cirl+V d& dan Trén thanh

cong cu cing cd cdc nit Gut dé cit va Paste dé dan.
M thei dai

Co thé thdi [undo] dan néu ban @6i v sau khi thyc hign hanh déng d6. Chi

cdn nhdp Edit r6i lya Iénh Undo Paste dé g8 bd vin ban via dan.

[cus
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Bai 14: Chép Dif Liéu Giita cac Ung Dung

C6 thé chép dir lidu tir mét tu lidu trong moét ing dung
d4dn né vao mdt tu lidu khdc trong mét (ng dung khic dé
mat ¢éng gd. Ngodi khd niAng chép vin ban, ban cdn cb
chép cdc bang tinh, hinh anh, biéu'dd, hinh mau van van. Di
vin bdn va 48 hoa chép sé gilp ta tiét kiém thai gian va c
sic trong cong viéc.
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Lua dir 1iéu muén chép
Nhip Edit, r4i nhip lénh Copy

Nhép nit trén thanh céng viéc bi€u thi cho chuang trinh my
chuyén sang (trong trudng hop nay la Microsoft Excel). Neu chutc
trinh chua chay, ban khdi déng né.

M Cach dan da ligw?

DU ligu duge dan vdo tu liéu nhdn theo mt dang thic phi hgp i chu
trinh @4, Vi dy, nék ban din bing tinh Excel vio Word, bing tinh g%
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Trong tu lidu, nhdp tai noi mudn dén dir ligu da chép.
Nhép Edil, réi nhip 1énh Paste.
Dir liéu s& duge dan vao tu ligu.

[F1 tenh Paste khong sin ding?
NEu Ienh Paste bj 10 xam, diéu d6 co nghla 12 ban chua chép gi cd. Phai
bao dim d3 nhdp Edit réi chon gnh Copy trdc khi dan vin bin,
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Bai 15: Deoi Di Liéu Giita Cac Ung Dung

YW Cing c6 thé doi thong tin ti dng dung nay sang ng d

CEl khac. Vi dy, c6 thé cit [cut] mot bang sd liéu tir Excel rdi
vio mot bdo biéu trong Word.

Lua di Héu muén doi.

Nhdap Edit, r6i nhip iénh Cut. Windows xda dit 1idu ra khoi tu
roi dua né vao Clipboard, !1a mét diém luu gitt tam thoi.

Nhép nut trén thanh cong viéc bidu thi cho chuong trinh m
chuyén sang (trong trusng hgp nay la Microsoft Word),

M Chuong trinh khang khii dgng?
Néu chugng trinh ma ban ddn dff liéu chua khdi dong, nhip nat Start,
Programs, rdi nhip bifu tugng chuong trinh. Sau d6. ban ¢6 thé dan dif
vio trong mot tv liéu mdi hodc md mét w ligu va dan dd lidu vio @
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Trong tu ligu, ba_m.nhép_ tai noi muén dat div lidu’
Nhip Edit, rdi nhip iénh Paste.

Dir liéu sé& duge ddn vao tu lidu,

M cach dan dir ligu?

DU liéu duge dan vao tv lifu nhdn theo mt dang thdc phd hgp cho chuong
trinh d4. Vi dy, néu ban dan bing tinh Excel vie Word, bing tinh dugc dan -

dudi dang mot bing.

o



Bai 16: Nai Két Dit Liéu Giita Cac Ung Dung

pau RS thé néi két (link] dir lidu gilta cdc dng dung nné’u muéT

P lidu tu dong cap nhat khi ban hiéu chinh hay bé sung va
litu ngudn. Tinh ning ndi két di liéu gitp ta tiét kiém
gian va céng sic bdi vi chi cAn hiéu chinh théng tin mot
sau d6, Windows sé tu dong cap nhit mei tdp tin 43 néi |

'frong tu lidu nguén, ban lya dit ligu muén ndi két.
Nhép Edit, réi nh&p lénh Copy. '

Trén thanh cong viéc [taskbar], ban nh#ip nat bi€u thi cho chu
trinh va tu liéu nol mudn dan dia liéu da ndi ket.

Nhép trong tu lidu noi muén dit dir liu da néi két.

M Nhing di ligu
C6 thé dung tinh ning nhang khi khdng sin ¢ mot tu ligu ngudn cho d
mudn chia s&. Tao mat i ligu ngudn trong tu ligu dich s& gilp ta d&@
hidu chinh dif lidu, vita nhanh lai vifa higu qud. M3 1&nh don Insert
réi lWa ¥nh Obiect d& nhina di Fiéu, ﬁ
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Nhip Edil, rdi nhdp 1énh Pasie Special.

Lua nat radio Paste Link, rdi lya dang thde mudn dan tir hop liét
ké As.

Nhép nut 0K.

Windows chén dif liéu kém v6i mét ndi két gida cde tap tin dich -
va ngudn.
| Dang thiac nao dugc néu?

Cic dang thic sdn dung thy thudc vao kifu dif liéu ma ban dang dan va didu
knign cach chén dg lu vao tu lidu. m
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Lam Viéc véi Dia, Thu
Liéu, va Tap Tin

Mot phdn cong viéc trong Windows dé 1a hoc cach lam
viec vai cac tu liéu ma ban luu trd trén hé thong. Hay xem
& dia cing ctha may tinh nhu mét ti hé so ddy. BE gidt ngar
nap cac tap tin, ban cé thé xdc lap céc thu lidu [folders].
Céc thu lieu trén 8 dia ciing bidu thi cho cac ngan kéo trong
10 hé so, va ting thu lidu ¢ thé chifa cac tap lin hay cac
thu lieu khac. (Trong cdc phién ban Windows truéc day, the
lieu dugc goi la thu muc [directories].) C6 theé md& va déng
cac thu lieu, xem ndi dung cla thu ligu, chép va doi cac the
liéu, tao hay x6a thu liéu.

Cang lam viéc nhidu trén may tinh, ban cang bd sung
thém cac tap tin va thu liéu. Sau mot thoi gian, may tink
cia ban sé rd nén ngén ngang, va can phai kiém mot cact
nao do dé gitt cho cac tap tin ngdn ndp. Windows dua re
nhidu tinh nang cé thé giop ban tim, t& chic, va quan 1y
céc tap tin. C6 thé chép céc tap tin, doi chiing, xba cac tf
tin khong cén diing, van van. BE lam viéc véi cac tap tir
va thu lidu, ban c6 thé dung My Computer hay Window:
Explorer, s¢ md ta trong phan nay. '
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Bai 1: Maé Cac Thu Liéu

YW Cde thu liéu chaa cac tép tin, cdc chuong trinh, hodc céc

(X ma ban c6 thé ding dé& thuc hién cong vige trong Windows.
thé hién thi néi dung cia mét thu liéu dé lam viéc véi cac
tin—ddi mét tap tin. tao madt biéu tugng 181 tdt. khoi dong
chuogng trinh. van van.
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Nhép diap biéu tugng My Compuler trén man hinh nén.

Nhip dup biéu tugng biéu thi cho 6 dia cing (thugng la C:).
Xem lai thong tin vé & dia da lua (mdi ¢6 trong Windows 20
Timg bidu tugng ma ban gip sé biéu thi cho mdt thu lidu -
& dia ctng. Nhap dip mét thu lieu bat ky.

M kiéu diang Window méi

Windows 2000 di thay ddi cach hién thi ndi dung ngim djnh. Ban co th
ki€u dang han diu. Xem Bai 3 v 9 trong phin nay.

M cic néi két o lién quan
Windows 2000 hién thj cic ndi k&t co lign quan j goc dudi trdi cua

sb. Ban ct thé nhip bit ky ndi k&l nao dé xem thu ligu do. ¥
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Thong tin vé thu lidu da lia cing nhu cdc noéi két cé lién quan
sé xudt hién ¢ khung trai (méi ¢é trong Window 2000).

Nhap nut Béng {x) dé déng cia sé.
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Bai 2: Ding Cac Nat Thanh Céng Cu trong Cita
S8 Tap Tin

Mbi cua s6, ddu dé la cira sé thu liéu hay tap tin, déu cé 1
L0 thanh cong cu dé ban cé thé nhanh chéng thay déi cdc &
hay thu muc trong ctta s6 va thay déi cac kiéu xem ndi d
cua thu liéu,

i
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Nhip nat Back dé quay trd vé mot trang di xem truéc dé hi
nhdp nit Forward dé nhay téi.

Nhdp nit Up dé hién thi cdp trén moét bac trong cdu tric i
lidu. 7
Nhap nit Move To dé doi muc da lua (t4p tin hay thu lidu).
Nhép nat Copy To dé chép muc di lua.
. IZI Tim cac tap tin
DE biét thém vé nit Search, xem Bai 24

IZI Che thanh cong cu
Co thé nién thi hay che (cic) thanh céng cu. Nhip View, Toolbars. Danh
kifm b&t ky thanh cng cu ndo d& hién thj ching. X6a diu kiém @
mdt thanh chna cin 48 che nA ?
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Nhip nut Delete d& x6a muc da lua.
Nhdp ndat Undo dé théi vira thuc hién.
Nhip nit Views d€ lua mét kidu xem khac.

'y

Nhép nit Address dé lua mét & dia hay thu lidu khde tir danh
sach tha.
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ai 3: Thay P&i Cach Hién Thi Néi Dung cuia
mot Cla S6

M C6 thé xem noi dung cua mdt cua s6 theo vai cach khac nt
I Theo ngdm dinh, Windows dung cdc biéu tugng lon dé hién
ndi dung ctia mdt eda sé. N&u muén cung lic xem duge nk
ndi dung hon cia mét ara s6, ban cé thé thay déi kiéu »
thanh Small lcons [biéu tugng nhdl. Ciang c6 thé hién thi nhi
chi ti€t nhu vay vé& mot muc theo kidu, kich ¢&. va ngay
ddi chot. Nho thay déi cach hién thi néi dung cia mot cda
ban ¢6 thé dé dang tim thay nhing gi dang can:
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Trong cita s6 mudn thay ddi, ban nhap lénh don View roi lua }
xem mudn ding.

Cita s8 hién thi ndi dung theo kiéu xem dé (trong trudng
nay la kiéu xem Details [chi ti&t]).

M Ki€u xem mdi
Window 2000 c6 ghp mdt kiu xem mdi, goi 1a Thumbnails [Hinh thu r
Kifu xem nay trinh bay mot phién ban thu nhd clla bic anh hay hidu t
tr ligu. )

[V Chi cé cita 5§ hién hanh bi tic déng

i L il 48 1280 wnme nk? meimh Aae fR RiAn RAnk 13 ki #4e dAnn



Bai 4: Sdp Xép Noi Dung ciia mot Crie Sd - PHAN 11 71

3ai 4: Sdp Xép Noéi Dung cia mét Ciia Sé

: 3

Ta sdp xép ndi dung cia mot cta s6 dé c6 thé dé dang tim
ra cdc tap tin muén ding. Windows cho phép ban dan x&p céc
tip tin trong mét thu lidu theo tén, kidu, ngay thang, va kich
cd. Viee sdp x&p cdc tap tin tham chi con d& hon néu nhu ban
chon xem chung theo chi tiét tap tin trude. Cé thé sip xép cac
tap tin dé xem dudi dang biéu tuong l6n hay nho hoac duéi
dang mdt danh sach.

Mé cda s6 mudn sdp xep rdi chuyén sang kiéu mudn dung. Trong
trudng hop nay, ctta sd hién ra theo kiéu xem Detail dé ban cé
thé xem két qua clia viée sdp x&p theo cdc cot khac nhau

Nhéap View, lua lénh Arrange lcons. rdi chon thu tu sdp x&p ma
ban muén ding (trong trudng hop nay la theo 8ize [kich cG1)

Windows sap x&p cdc tap tin theo th tu da lua. Vi du, kiéu xem
nay néu cdac tap tin duge siap x&p theo kich c& tir nhé nhat dén
161 nhat. '

gl Sap xiép cac tay chon
Cing ¢ thé sdp xép tén theo vdn ABC, sip xép theo kifu tip tin, hodc theo
ngay thiang tr xua nhdt dén mdl nhit, bang cach chon I&nh thich hgp tor 1&nh
don con View, Arrange Icons. Cing ¢ thé nhap d8 myc cdt trong Kigu xem
Details dé sip xép theo cgt do,

1%} Sap x€p cap trén cung
Néu dang lam vidc trong cla 53 My Cumpuler ¢ip trén cling, ban sé co ¢dc
ty chon. khic nhau dé dan x&p cac hidu tuong. Co thé dan x&p theo 1\
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Bai 5: Hién Thi mét Danh Sach Thu Liéu

Y Khi lam viée véi cdc tip tin, c6 thé ban muén 6 mot 1
FY xem phan cdp vé cdc thu lidu va & dia cia minh. P& thuc h
ban cé thé md cdc thu lidu trong thanh Explorer.
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g M¢ cta s6 mudn thay déi rdi nhdp nut Folders.

Mot danh sach thu liéu xudt hién trong thanh Explorer (khu
mit trai).

M che cic thy ligu

| Y T L U Y M D A AU RO T 4
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Bai 6: Hién Thi mét Danh Sach Lich S& Dién Tién

M Mot cdch khdc, ban c6 thé md mdt danh sach lich si diér
I tién. Danh sach nay gém cdc trang Web, thu liéu va tu liéu ma
ban via xem.
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| M cia s6 muén thay déi réi nhap nat History.

l Ban sé thdy mét danh sdch cdc ngay thing sin cé. Nhip ngay
mUOl'l Xem.

Tiép tl_]C nhidp cdc thu liéu cho dén khi thdy danh sdch cédc tu
lidu hay cdc trang Web can tim,

M Phuong phép ténh don
Ciing co thé nhip View, Explorer Bar, History 98 md danh sich nay. 8P
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Bai 7: Bé6 Sung mét Thu Liéu vao Danh Sach Fa

vorites

Trong cong viée, cé6 khi ban thay cd phdi dung di dung
LE cung nhong thu ligu, D& dé dang xem cdc thu liéu dé, ban
sung chung vao danh sach Favorites. Sau dé, c6 thé nhanh ché
lua bat k¥ trong sb cdc thu lidu dé tir lénh don Favorites.
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M¢ thu liéu muén bé sung vao danh sach Favorites.
Nhiép Favorites, r6i lua lénh Add to Favorites.

Hiéu chinh tén cua thu liéu (néu can) réi nhép OK Thu liéu du
b8 sung vao danh sach Favorites.

%! Cang ding cho cac trang web
Cung cé the bb sung cdg trang web vao danh sdch Favorites. Xem Phin

A oaf L sl oo ol oL ariL Lz Lzl
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Bai 8: Hién Thi mét Thu Liéu Favorites

! N&u bd sung mét thu liéu vao danh sich Favorites. ban co
thé dé dang md thu ligu dé.
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I Nhap Favorites rdi lua thu lidu.
I Thu liéu ban lua sé& xudt hién.

¥ B& sung vao danh sach
- D& b sung mGt the ligy vdo danh sich Favorites, ban xem bai trufc. g
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Bai 9: Thay DPéi Kiéu Dang Xem

Cé thé chon hién thi ndi dung cua mot cita sé theo kidu da
Ll 0 dién. Cong c6 thé quyét dinh dé ting thu lidu md trong ¢
s6 riéng va chon ché dd nhip dup hay nhip don dé md n

muc.
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1] Nhap Tools, rdéi lua 1énh Folder Options.
E Nhap nit radio ma ban muén ding dudi Web view.
E Chi dinh cdch duyét cdc thu liéu.

M Active Desktop
DE bigt thong tin vé cach ding Active Desktop, ban xem Phin 5

M Cac tab khac
Pz an dinh thém cic jl‘jy chen xem cao ¢dp, ban mé lénh dan T
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| Lya ché d6 nhdp dap hay nhip don dé mdé mét muc.
| Nhép K.

Ngi dung s& xudt hién theo cde lua chon cla ban (& day la kidu
xem C§ didn).
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Bai 10: Tao mét Thu Liéu

Lam viéc vdi cde tap tin khéng c6 gi kho, néu ban gom nhe

(I cdc tap tin cé lién quan vao trong cac thu lidu. Vi du, ban n
tao mot thu liéu nfmm trong thu liéu cia trinh xi 1y van b
dé luu git moi tu lidu ma ban tac bang chuong trinh dé. V.
tac mat thu lidu cho phép ta luu gitt cdc tu liéu tach riéng »
cac tap tin cua chuong trinh dé co thé dé dang tim cdc tap 1
tu liéu.
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Md cia sé cua thu 1iéu hay dia noi ban muén tao thu liéu m
Nhip File. lua lenh New, réi nhdp Folder.

Thu liéu méi xudt hién trong cia sd, va tén (New Folder)
lua. Go mot tén mdi rdi nhan Enter.

Thu liéu duge bd sung.

M xoa mdt thu ligu
Lic nao déi y vé thy lisu méi, han cing co thé xda no. P& xaz mot thu |
ban Ifa né r&i nhin phim Delele trén ban phim, Nhip nit Yes dé xic n
viec x0a. .

M Tén the li€u c

Tén thir liku ro thé dai toi 255 kv tU. va co thé aép cac dau cach.
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Bai 11:- Chép Cac Thu Liéu

: Windows 2000 ¢ thé gidp ta dé dang chép mét thu liéu cung

H vdi noi dung cua né. Ban cé thé, chdng han, chép mét thu ligu
ra mbt dia mém dé dung nhy mot ban lwu du phong hodc dé
dgi sang mot mdy tinh khaé. Ngoai ra, ban ¢é thé chép mot
thir liéu cimg véi ndi dung clia né sang mét vi tri khéc trén 8
dia cimg néu, chdng han. muén siia lai tap tin ban diu dé dung
vao viéce khiac.
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| Lua thu liéu muén chép.
I Nhip Edit. rdi chon lénh Copy To Folder.

| Lya thu liéu hay 0 dia noi muén chép thu ligu da lua. P& bung
réng danh sdch. nhdp diu cong canh cic & dia hay thu liéu.

| Nhap OK. Thu liéu s& dugc chép.

M si dung nit thanh cong cu
Cling ¢6 thé sif dung nit Copy To trén thanh cong cy.

M Phuang phiap méi va phuong phip ca
Window 2000 gdp cac lénh Copy To v Move To mdi. Néu 1h|ch ban vin ¢o
thé sit dung phuong phap cO. Ding I&nh Copy dé chép thy ligu. R
ding Ignh Paste d& dan nd vao v| tri mdi.
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Bai 12: Dsgi Cac Thu Ligu
YW Co6 thé doi mot thu lidu cing ndi dung cia né sang mot t
(E) licu hay mot dia khac dé cé thé to chic lai cdu trac thu m
Vi du, c¢6 thé ban phai doi moi tap tin va thu liéu ¢ lién qu.

dén cung mét noi trén 8- dia cing d& ban cé thé nhanh ché
va dé dang tim chung.

Mé thy lidu muén doi.
Nhép Edit réi chon lénh Maove To Folder.

Lua thu liéu hay § dia noi mudn dit thu liéu di lua. DE bu
rong danh sach, nhip dau céng canh cic § dia hay thu liéu.

Nhap 0K, Thu lidu s& duge doi.

M Thsi hanh dong doi
Cé thé chon iénh Undo tUr I1gnh don Edit dg thoi [undo] hanh déng doi |
ban dbi y.

M si dung nit thanh cong cy )
Cfina oo thé sit duna nit Move Te trén thanh cbna cu. ﬁ



Bai 13: Dit Tén Lai cho céac Thu Liéu

Khi b8 sung ngay cang nhiéu thu lidu va tap tin vao may

E tinh, ban can phai dan xép va td chic lai ching. Ngoai viéc

cén biét cAch doi cdc thu lidu, ban phai biét cdch dat tén lai

(vi du, trong trudmg hop ban mudn gdn cho thu lidu mot tén cé

¥ nghia). May thay, Windows 2000 gitp ta dé dang dit tén lai
cac thu liéu.

‘ Nhdp phai thu lidu muén dat tén lai.

i Nhéap lénh Rename.
G& moét tén méi cho thu lidu, rdi nhan Enter.
Thu liéu duge dit tén lai.

M cic ten thu liéu
Cac tén thy ligu va tén tap tin co thé dai t& 255 ky t. bao gdm ca céc diu
cach. Cing co thé gop cdc mau tv, con s, va cdc ky hiéu khdc trén ban
phim, ngoai trif cdc ky ty dudi day: " A,
Tu ok Cudi
|2/ < >\
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Bai 14: Xéa Céc Thu Liéu

C6 thé x6a cdc thu lieu khi ban khéng con cdn chang.

LI x6a mot thu liéu ra khéi 8 dia cimg. ban cing xéa ludn
dung cia n6. Windows 2000 dua cdc thu liéu b1 x6a vao Ret
-Bin [thung rdc). Ban cé thé phuc hai cdc muc da bi xéa tir Ret
Bin néu nhan thay da vé tinh dua cdc muc vao d6.
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NHz‘ip phai thu liéu muén xéa.
Lua lénh Delete.

Nhép nuit Yes.

Thu liéu bi xéa

M i e
Co thé nhdp nit Delete trén thanh cong cy.

IZ] Thai xda
N&u ddi v vé viec x6a thu liu. ban nhip nit No trong hfp thoai Con
Folder Delele [xdc nhin vifc xda thu ligu]. Hop thoai dong lai, vd ban
dua vé thu ligu cdn nguyén ven. Mét cach khic, ban co thé thoi xoa
béng cich Iya 1énh Edit Undo. (
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Bai 15: Lua mét Tap Tin

Khi muén lam viéc trén cdc tap tin (chép, dai, in, xéa, van
vén), trudc hét ban phai lua cdc tap tin mudn diong. Thao téc
lua mét tdp tin khéng <6 gi khd,
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Nhép tdp tin mudn lam viée.
Tap tin dé duge lua. Ban thiy thong tin vé tap tin da lua § géc
dusi trai cta cua so6 thu liéu.

M Thai lya mét tap tin '
bé thdi Ifa mdt tap tin, ban nhap phia ngoai danh sdch tap tin. m
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Bai 16: Lua Nhiéu Tap Tin Lién Ké

YW Windows 2000 gitp ta dé dang lya nhiéu tap tin dugc
I nhém véi nhau trong thu ligu

Shift+Nhip

Nhép tap tin diu tién trong nhém mudn lya

Nhan de phim Shift va nhdp tap tin chét trong nhém mudn
CA tap tin dAu, tap tin cudi, 1&n moi tip tin nAm giia, déu ¢
lua, o ‘
B 1ya hét moi tap tin .
BEé iya hét mgi tip tin, ban nhdp Edit 13i nhdp '18nh Select All, hay
Ctri+A. . :
M kiém tra ctia 5§ A
Xem fai goc dugi trdi cla clia s thu ligu, taf diy co néu timg tap tin
da lya, tong cic tAp tin da tya, va tong kich ¢f cdc tip tin da lya.
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3ai 17: Lua Nhiéu Tap Tin Khéng Lién Ké -

Cho dii cde tap tin ma ban mudn lua khong duge gom nhém
véi nhau, ban vin c6 thé lua ching bing Windows 2000.

wEZNN2Y

w1
" Mcrasol Wond Documint

Wik 1131199 905
anies

Krbuder (e
At

Nhép tap tin ddu tién mudn lua.

Trong khi nhdn d& phim Ctrl, ban nhdp ting tap tin muén lya.
Tung tap tin ban nhdp s& van & tinh trang dugc lua.

M kiém tra civa 5§

Xem lai goc dudi trai clia cita s0 thy ligu, tai day cf ndu tiing tdp tin d Iya,
thna cAc tAn tin dF IUa. va tno kich ¢§ cac tap tin d3 ua. g
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Bai 18: Chép Tap Tin Sang mét Thu Lidu Khac

Windows gitip ta d& dang chép cdc tap tin tu thu ligu
LI sang thu lidu khac va tir dia nay sang dia khdc. Cé thé ta p
chép cdc tap tin d& tao mdt ban luu dy phdng hodc dé xem
mét ban sao trong khi vdn giit nguyén tap tin ban dau khi
déi.

ol W18
e A gmm-
Mtaran (v, ar

arher L

lLl:Ia (c4c} tap tin muén chép.
Nhip Edit, réi nhip lénh Copy To Folder.

Lua thu ligu hay & dia noi mudn chép (cdc) thu lidu da lya.
bung réng danh sdch. nhidp ddu céng canh cac & dia hay thu I

Nhip OK. Tap tin s& duge chép.

M s dung nit thanh céng cy _
Cing cb thé sif dung nit Copy To trén thanh cdng cu.

v Phuong phip méi va phuong phap cia

Window 2000 co gdp cac l&nh Copy Te vd Move Tp mdi, N&u thich, ban
c6 thé ding phusng phap c¢ii. Ding Iénh Copy d& chép tip tin. Réi 4
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Bai 19: Chép moét Tap Tin ra Dia Mém

C6 khi ban phai chép mét tap tin ra dia mém dé mang né
theo hodc dé tao mét ban luu du phdng. Windows cé cung cdp
mot 167 tAt (1énh Send To) dé chép mot tap tin ra dia mém.
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Sau khi tra dia vao § dia mém, ban nhip p'héii {cdc) tdp tin mudn
chép ra dia.
I Lya 1anh Send To tir 1énh don tdt, réi chon ¢ dia mém thich hop.
Tap tin duge chép ra dia dé.
M pia diyr )
NEu dia diy. ban sé gip mdt thong bao I6i. Tra mot dia khac vac ri

nhin nitt Retry
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Bai 20: D¢i mot Tap Tin

-C6 khi ban phai doi céc tap tin tU mdt thu liéu (hay § ¢
Dau : N + A .~ - - 'y r -
Ll nay sang mot thu liéu (hay & dia) khdc (vi du, dé t& chic
cac thu liéu bing cdch gom nhém cdc tép tin tuong ty lai
nhau trong cung mét thu liéu). Cing ¢6 thé doi mét tap tin
- vd tinh luu vao sai thu ligu.
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Nhip h

Nhap -

Lua (cdc) tdp tin mudn doi.
Nhip Edit, réi chon lénh Move To Folder.

Chon thu ligu hay & dia noi mudn dat (cac) tap tin da lua.
bung réng danh séch, nhdp ddu c¢éng canh céc & dia hay thu li
Nhdp OK. Tap tin s& duge dui.
M Thoi hanh ding dosi
" NEu 1B lam sai, ban ¢ thé théi ddi bing cach Iya lnh Undo 7 iénh
Edit.

M s dung nit thanh cdng cy
Cing c6 thé sif dyng nit Move To Irén thanh cong cy. A
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Bai 21: Xéa mét Tap Tin

Rot cude, mdy tinh cla ban rdi cing sé ddy céc tap tin; va

H ban s& gip khé khan trong vigc té6 chie va luu trir tdt cd moi

tap tin d6. Ban c6 thé chép cdc tap tin can 'thi€t ra céc dia

mém, bing tir, van van, réi xéa cdc tap tin ra khéi § dia cung

dé chira chd cho cac tap tin méi. Ngoai ra, ¢6 lic ban phai xéa
cdc tap tin khéng cdn can dung dén.
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Lya tdap tin muén xéa.
Nhip File, réi chon lénh Delete.

Nhép nit Yes dé€ x6a (cAc) tap tin. Windows sé gd bod (cde) tap
tin, dua chang vaoc Recycle Bin.

IZI Thoi xba
C6 thé thdi x62 bing cich lya 1énh Undo tif iénh don Edil. Hay co thé truy
lu¢ myc 63 xda (U Recycle Bin, xem Bai sau.

M cic phuong phap khic
Nhilng cdch khdc d .x6a cdc tdp tin va thi liu bao gbm: nhdp nit Delete,
nhdp phii thu Néu hay tap tln rbi chon Delele tf Ignh don tit, va nhin A

mbeta. P _a_
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Bai 22:. Théi Xéa mét Tap Tin hay Thu Liéu

YW Co6 khi ban 1& tay xéa tAm mot tap tin hay- thyu liéu. Ban
X thé truy luc tap tin hay thu liéu dé tur Recycle Bin (mién
Recycie Bin chua bi xa tréng) va tria né vé vi tri ban dau.
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Nhép duap biéu tugng Recycle Bin,

Trong cia s& Recycle Bin, ban s& gip tit cd cdc tép tin, chu
trinh, va thu liéu da bi x6a. Nhip (cac) tap tin hay {(cic) thu ]
muén thdi xéa.

Nhédp ndt Restore. (Cde) tap tin hay (cde) thu lidu sé duge dsi
Recycle Bin sang vi tri ban diu cha chang.

M xa tring Recycle Bin
NEu mudn bo hin cic tdp tin trong Recycle Bin. ban ¢6 thE xd trng
Nhip dip bidu tugng Recycle Bin 6i bio dim nd khong chia ndi dung
ban cin Ity lai. Sau d6 nhdp nit Emply Reeycle Bin. Nhip Yes d€ xi p
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ai 23: Tao mét Lai Tat dén Tap Tin hay Thu Liéu

Néu thuong xuyén ding di ding lai mét tap tin hay thu lisy,
ban 4t muén truy cdp ching that nhanh. Néu vay, ban cd thé
tao mot biéon tuong 161 tic cho tap tin hay thu lidu dé trén man
hinh nén. Nhdp dup bi€u tugng 18i tdt nay sé md ngay tap tin
dé trong chuong trinh da dung dé tao ra né. Nhap dup mét thu
lidu s& hién thi néi dung clia né trong mot cia sé.
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I Nhap phai tap tin hay thu liéu muén tao mét biéu tuong 16i tit
cho né, nhap Send To, rdi nhip Desktop (Create Shortcut).

I Windows bd sung mét biéu tugng 161 tdt viao man hinh nén. (Cé
thé déng cdc clia s6 khdac d& xem biu tugng 161 tit cho ré hon,
nhu ching t6i lam ¢ day).

M xéo bang nit phii
Cing co thé kéa hifu tigng tU clia s6 ra man hinh nén r8i lya lenh Create
Shortcut(s) Here
M Xéa bisu tigng 167 tht
DE x0a bifu tugng I6i tdt, ban nhdp phai nd rdi chon Delete hoic kéo bidu
tugng dén hifu tuong Recycle Bin tén man hinh nén.

%) bat tén lai cho biéu tugng
DE dat tén lai cho bidu tu’ong i6i tit, han nhip phdi nd réi chon

Ronama A mAr tAn mAi rAi nhin Colaw
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" Bai 24: Tim cac Tap Tin va Thu Liéu

Bai

Sau khi lam viéc hang thang troi v4i cde dng dung, may ti
cua ban sé diy 4p cic kiéu thu liéu va tap tin khac nhau, khi
cho ban hau nhu vd phuong biét rdé vi tri cla moi thi. M
thay, Windows c6 gbép mot lénh gidp ban dinh vi cac tip
hay thu liéu cu thé theo tén, kiéu tap tin, vi tri, vdn van.
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Nhidp nat Start, lya 1énh Search, réi chon For Files of Folders.

Nhip tén tdp tin hay thu liéu muén tim.

™ Tim theo ndi dung

Ciing co the tim mat tip tin hay thy liéu theo néi dung. DE thuc hién,
gd vin ban mudn fim v3o truling Containing Text.

M B4t diu t cia s ngi dung
Cing co thé bit ‘ddu mbt dot tim kiém tr cita sd ndi dung pé thuc h
ban nhip nut Search. . P can)
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| Hién thi hop liét k& Look in réi chon (cdc) & dia hay (céc) thu
heu mudn tim.

| Nhip nat Search Now.

Windows s& tim (cdc) 5 dia va (edc) thu liéu va hién thi mot
danh sich cdc tap tin tim théy. C6 thé nhdp dup bat ky tép tin
hay thu liéu nao da liét ké dé di thing dén tap tin hay thu heu
dé. .

b7 them cac tay chon
DE co theém thy chon tim kigm, ban nhép ndi két Search Oplions,

IZ] Péng thanh Search _ :
Nhdp lai nit Search hoic nhip nit Béng (x) trong thanh Search d&

déng khubng nay. m
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Bai 25: Dung Windows Explorer

YW C¢ thé dung Windows Explorer giong nhu dung clia s§
CEYl Computer: dé chép va doi cdc-thu lidu, dé tao va dat tén lai ¢
cic thu ligu, dé xem cac chi tiét, van van. Vé co ban, Windo
Explorer la clta s6é ndi dung c¢é6 danh sdch thu liéu xuat hi
trong thanh.Explorer. Nghii la, thao tic lya chu’dng trinh ci
giong nhu thao tdc nhdp cédc thu lidu trong clra s6 ndi du:
C6 thé ban don gian thich kiéu xem phan ¢&p néu trong Windo

Explorer. .
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Nhidp nut Start, lua Programs, Accesscories, réi chon Windows Exploi

Ban thay danh ssch Folders trong thanh Explorer. D& hién
cdc thu liéu bén trong mét & dia hay thu lidu, nhip diu céng

] Dong Windows Explorer
- Thi tyc dong Windows Explorer ciing gidng nhu mgi clta s6 khac: Nhd
Close {x) trong thanh tiéu dé cba chugng trinh. é
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" Danh séch sé bung ra d& néu cac thu lidgu khdc. Mgt dau trir xuAt
hién canh tén thy ligu hay 6 dia. D& che noi dung, nhdp dau trir.

DPé hién thi nodi dung cha thu ligu, ban nhdp thu ligu dé trong
danh sdch nim & khuéng trai.

Nbi dung cla thu lidu xudt hién bén mé phdi ciia cia s Explorer.

Bd chép va x6a
Co thé dung bat ky 1nh va tinh nang nao clia Windows Explorer 08 ddi, chép.
X603, va 1am vigc vl cdc tdp tin va thu lidu. Mgt viec dé Jam trong Explorer
d6 12 chép va ddi cdc tap tin bing phuung phap kéo. Kéo mdt tip tin t bén
phdi cfa s8 Explorer sang bén trai rdi thi nd Jén trén thu ligu mudn chép
hay doi vio do. Khi kéo mgt tip tin sang mbt & dia khic, Windows sé chép
tap tin; khi kéo tép tin sang m@t thu figu khac, Windows doi no. m
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In An v6i Windows

FIIANN 1Y -

Trong Windows, moi (ing dung déu diing mét kiéu xac lap
gidng nhau cho may in. Pidu nay gidp ta tiét kiém thai gian
va bdo dam cé thé in twr moi Gng dung Windows ma khéng
can xéac lap lai cho tiing chuong trinh. Khi cai dat Windows
{4n dau, chinh né s& x&c lap may in. Néu can, ban c6 thé
xac lap nhiéu may in trong Windows réi chon may in muén
dung vao mét thai diém nhat dinh. Ngoai ra, Windows cling
gitip ta dé& dang quan Iy ti€n trinh in cla moi dng dung.

P& in mot tw lidu, ta ding ing dung di tao ra nd. Khi gli
mot tap tin ra may in, trudc hét tap tin di vao hang doi ir

- [print queuel, hay ving trii. Hang doi c6 thé cung lac chia

madt hay nhiéu tap tin, va ban c6 thé thay ddi hang dgi nay.
Trong khi tap tin nam trong hang doi in, ban 6 thé tam
dimng, bdt dau lai, va tham chi hdy bé tién trinh in. Phan
nay md t& cich diéu khién va qudn Iy tién trinh in trong
Windows. ‘
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v FHAN Iy - 3ar 1 Xem Irwoc mot 1uv laeu
Bai 1: Xem Truéc mét Tu Liéu
5u Hau hét cac dng dung déu cho ta cg hoi xem trudc mé

N lidu dé€ kiém tra lai cde 18, dau dé, noi dat dé hoa, van s
truge khi in.
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Trong tu liéu md, nhdp File réi luya 1énh Print Preview.
| Ban sé gip mét khudng xem trude tu lidu.

Sau khi xem xong phan xem trude, ban nhdp nat Close tr
thanh céng cu (cha khong phai cia cia sd).

M Dung thanh cing cy
Kiu xem Print Preview [xem trutc kh( in] thang ¢o, gép mot thanh con.
d& ban lam vigc v t_ligu. Ding cidg rat trén thanh cdng cu nay, bai
thé phéng ‘l6n ndi dung, in, thay d&i cic. 18, van van.

| Khong c6 ch& d@ xem trudic?
Hau hét cdc chudng trinh déu ¢6 ty chon xem trufic, nhung néu khéng
gnh ndy trong chugng trinh, o 18 nd khéng sdn ding. Bar s& phii in
tr ligu, d& xem dang vé clia no.
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Bai 2: In mét Tu Liéu

: Cé thé in cde tu léu tit mdt ng dung bat ky. Khi lan dau
E tién cai dat Windows, né di xdc lip mét mdy in ngadm dinh,
va ban ¢6 thé. dung may in dé d& in tir bat ky tng dung nao.
Tién trinh in e¢dc tu liéu sé tao moét ban sao gidy ma bBan cé
thé chinh sita, dung trong cdc ban bao cdo, trao cho ban déng
nghiép, van van.

é® e

-

Mhap

@

Nhép File. rdi nhap ]pnh Print.

Dlmg hop con, chay, chi dinh s lugng ban in (hodc go mét con
50 lrong trudng).

Chi dinh mét mién trang.
Nhip nat 0K
M i tat _ '

L&i tat d& in: ding not Print rén thanh céng cu, Hodc. & thé ding phim gd
tat (thuting 12 Ciri+P). )

%] Khungln gi?
NEu may khéng in gi ci, ban pdo dam da c¢im mdy in. may in & tinh trang
tric tuyén, va di nap giay.

| Ding mgt may in khic
NEu mudn dang mot may in khic ngodi may in ngdm dinh, ban chon

My in midn diina B rdanbk eArh thA Mama trana hAn thesai Deind
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Bai 3: Xem Hang Doi In

Hang doi in liét ké cde tu lidu dd duge chuyén cho mét
R in, va néu tién trinh in sé kéo dai bac nhidu. Ding hang «
in, ta ¢6 thé tam dimg, bit ddu lai, hay hdy bd edc khdi
(print jobs]. Bai nay sé md ta caAch xem hang dgi in.
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Nhép nat Starl, nhap lénh Settings, rdi chon Printers.
Nhdp dip mdy in c6 hang dgi mudn xem.

Cla s6 may in hién thi mét danh sdch cdc tu liéu trong hi
dgi in cing nhu cdac s6 liéu théng ké vé cdc tu liéu dang .

I Bong cia so
P€ dang hang doi in, ban nhip nut Pong (x).

| Nhip dip bifu tugng may in
P hién thi hang doi in, ta c6 thd nhip dup bifu tugng Printer trong th
chng vidc [taskbar]. Bidu tudng nay xuit hign mdi khi ban dang in mgt
dung @i do.

%) Hang dgi tring _
MEu clia 88 hang dgi in tréng rbng. ta bit khing cd gi trong hang dei
NEu vira gii m@t khdi in ra mdy in ma cla s§ hang dgi in tring rong, ‘
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Bai 4: Tam Ding va Khoi Péng Lai May In

Cé khi phdi tam dimng tién trinh in dé& sia d&i van ban hoic
dé nap'mét kifu gidy khac. V&i Windows, ban c6 thé dé dang
ngung tién trinh in tir thu ligu Printers, va ¢é thé khdai déng lai
bat ky lic nao.
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Nh#p nat Start, nhdp 1énh Settings, r6i chon Printers.
Nhép dap méy in cé hang dgi mudn xem.
Nhép Printer. rdi chon lénh Pause Printing.

E Nhanh nhanh!
Phdi nhanh chéng tam ding hay ngung mot khai in ngdn. Néu khéng thdy gl
Xudt hién trong hang dgi in, &t 12 Windows da glfi nguyén ci khGi in ra may
in.

M khai djng lai ti€n trinh in '
Dé khdi dbng lai mdy in sau khi di tam ding nd, ban nhip Printer -~
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Bai 5: Hay B6 Tién Trinh In

"¥W  Néu phat hién mot 16i trong khéi dang in hodc gia thiy «
Y b6 sung mot-ndi dung gi dé, ban cé thé hiy bd khai in. Vi
hay bd khéi in gitp ta d6 lang phi thoi gian va tién bac.
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Nhap nat Start, nhip lénh Settings, réi chon Prinfers.

Nhip dip mdy in cé hang doi mudn xem.

Trong hang dgi in, ban lya khéi in mudn hiy ba.

Nh#p Doecument. rbi chon lénh Cancel. -

M khai in khing dugc. néu?
Tuy thee may tinh va may in cha ban. khdi in co thé dudc ligt ké trong hi
dci in trong chi vai gidy trudc khi duge gli ra mdy in. Co th# bar %hdng
Ry bo no. ' '

M Hiy moi khdi in
P& hity moi khdi in, md lénh don Printer 1di lya Cancel All Documents.

~
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Bai 6: Xac Lap May In Ngdm Binh

Né&u néi v6i nhidu mdy in, ban phii lua mét may lam ngam -
dinh. Mdy in ngam dinh ma ban an dinh trong Windows sé la
mdy in ma cdc Ung dung sé& tu dong dung khi ban chon in. May
in ngdm dinh 12 may s& in hau hét cdc tu liéu cia ban.
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Nhip nat Start, nh#ip Iénh Seitings, rdi chon Printers.

Sau khi tua may in mudn dung lam may in ngAm dinh, ban nhap
File, 18i chon lénh Set as Default Printer.

M cac xac 1dp may in

M@ 1Bnh don Printer rdi chon Properties dé Iya cic tinh ning mdy in cao
~5n nhit rde rAna tinh nina hdn MAt A edr vae lAn thidt hi
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Bai 7: Thay Péi Cac Sé Thich May In

YW C6 thé dé dang thay ddi cac xédc lap mdy in, nhu huéng
[F cua trang, thit tu trang, khé gidy, van van, Dé thay déi, 1
md hép thoai Printing Preferences.
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Nhip nit Start, nhdp lénh Settings, réi chon Printers.

Sau khi lya mdy in cé cdc xdc lap mudn sira déi. ban nhip F
rdi chon lénh Printing Preferences.

Trén tab Layout, lya hudng in va tha t‘:l_f trang ngam dinh.
Nhip tab Paper/Quality.

M Thay déi cic xic lap in ciia chi mgt i ligu
Thay d6i cdc tinh chit cla méay in tic 1a thay d6i ching d6i v&i mei tu
ma ban in trén mdy in do. Néu mudn thay dfi cic tinh chat cho ohi mg
litv. ban ding lénh Page Settings hodc Print Setup trong chudng trinh cy

% Khé ngang va khd doc
Trong hudng in kho doc. chudng. tilnh s& in d6 xulng doc theo trang. Pein

[, pRURUEY R U U VNP SR S O
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M¢é& danh séch tha Paper Source rdi lua ngudn gidy.
Pé thay déi khé gidy, nhidp nut Advanced.

Mé& danh séch tha Paper Size rdi lua khé gidy,
Nhip nat OK.

I Cic toy chon cao cap khéc
Ciing ¢6 thé tign hanh thay d6i trong hop thoai Advanced Options. Bing quén
phai ndm viing moi tinh ndng mudn thay ddi. BAng khong. cU gi cdc xdc
l&p ngdm dinh.
P .Y
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Bai 8: B& Siung May In

PYM  Dé b0 sung mét mdy in méi vao xdc lap Windows, ta di

LR tién trinh hugéng dan timg buée cia Windows 6 tén dé th
fwizard]. Hay ding dd thuat méi khi ¢é mét may in méi he
thay 'doi mdy in. ‘ :
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Nhap nat Start. nhdp léenh Settings. réi chon Printers.
Nhip ddp biéu tugng Add Printer.
Nhidp nut Next dé tidp tuc tién trinh cai dat.

| Hiy bd dé thudt
BE hily bd tién trinh hudng din nay, ban chi viec nhdp nit Cancel trong
ky nop thoal db thuit ndo.

%] Cuc b & Mang
NEu mdy in thyc t& dang ndi vdi PC cha ban, nd 13 miy in cuc .o
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CD Wbt § st tg werted var ke prive, F1 cavet be Fond, 00 mi rend
tonn e Add e Wieard s, B0 you medy - Lz tnad

Nhap
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Lua may in la cye bé hay trén mang. Néu 1a cue bs, ban quyét
dinh ¢6 mudn d& Windows iy dong phat hién mdy in hay khéng.

Nhap nat Next.

Nhap nit Yes dé tiép tuc. Theo cdc chi dian trén man hinh.
Windows bd sung hiéu tuong cia may in mdi vao thu ligu Pnnlms

& Khong phit hign may in?
Néu mdy in khéng phdt hi¢n, ban chay lai dd thuit r8i xéa hop kiEm
Aulomatically Delect My Printer. Theo cic chi din tr8n man hinh. Ban sé
dugc nhic Ifa hang ch& tao vi tén méy in. quyét dinh ding may in nay lam
ngdm dinh. quyét dinh cd dung chung mdy in, vd ¢6 in thil m6t trang hay
khéng. Nhdp Next sau ting myc Iga chon va nhip Finish d& hoin 14t tign
trinh hidnn din efia 46 st

A
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Bai 9: Xéa May In

PYM Néu c6 mdt may in méi, ban ¢6 thé x6a xdc lap cha ma;

CE c6; nhu vay, ban méi khong bi lAn 16n vé mdy in. Tién t
x6a mdy in s& g& 1o nd ra khéi danh séch cdc may in
dung.
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Nhép .

Nhip nat Start, nhip lénh Setlings. rdi chon Printers.

Nhidp phai mdy in muén xéa réi chon lénh Delete tir lénh
t4t. .

Nhip nat Yes dé xdc nhan viéc xéa.
M Thai xa _
NEu 18 x0a [dm mt miy in, ban cd the dung Add Printer Wizard dé

hA cina nA trA lai fvam lai hii tede.
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Bai 10: B6 Sung mét Biéu Tuong May In vao Man
Hinh Nén

Dé nhanh chéng truy cdp may in, ban c6 thé bd sung mbt
biéu tugng mdy in ra man hinh nén. Sau dé. ¢6 thé nhdp dap
biéu tuong nay dé xem hang dgi in. Cing cé thé kéo cac tu liéu
tir mét clia sé tap tin sang hifu tugng may in dé in chang.
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Nhép nat Slart, nhip lénh Settings, rdi chon Printers.

Nhidp phai may in réi chon lénh Create Shoricut.

Khi dugc héi e6 muon dit mét 181 tAt trén man hinh nén hay
khong. ban nhiip Yes.

Lo tdt may in s& dugc bo sung vao man hinh nén.
M x6a bidu tugng I6i tdt cha may in
Bé x6a mot b;eu tugng |6| tét ban nhap pha' no bi chon Delete tu @
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Ca Nhan Hoa
Windows

Bé that phu hop vdi phong cich lam viéc cia ban
Microsoft da thiét k& Windows sao cho ban c6 thé dé dang
iy bign nd. Ban ¢ thé didu chinh mau sdc dung cho céc
thanh phan trén man hinh nhu thanh tiéu dé chdng han. C¢
thé thay doi cdch fam viéc cGa chudt, thai diém phat an
thanh, van van. Windows 2000 c6 nhiéu tiy chon dé xac
lap mdi trutng lam viéc theo cich ban mudn. Phan nay sé
gidi thich cach wy bign Windows.
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Muc Luc
Néu vd Che Thanh Céng Viéc ... ... .. P o
Doi Thanh Cong Viec. ........ ... ... .. .. ..
Thay DGi Ngdy Gio Hé Théng. .......... ... . ..
‘Dang Anh Nén cho Man Hinh Nén. . ...... ... ...
Ding Khuon Miu cho Man Hinh Nén. .. ... ... ..
Thay D8i cic Mau ma Windows Si Dung. . ...... :
Dang B§ Bio V& Man Hinh .. ... ... .. .. .
Thay Pai Cach kam Vigc Ciia Monito .. ... ... .. ..

Thay Déi Ding Vé clia Cac Bidu Tugng trén
Man Hinh Nén. ... ... . ... ... ... .. ... ...

: Xem Man Hinh Nén dudi dang mot Trang Web . . ..
: B Sung Noi Dung Web vio Man Hinh Nén. .. .. L
: Thay Pdi Cach Lam Vigc Cla Chu@t\ .............
: Thay P6i Dang Vé cla Cac Con Tré Chugt. . ... . . .
: Phat Cic Am Thanh cho Mot S Hanh Dgng

Windows Nhat Bjnh. . ....... ... ... . .. . . . .. .

: Xac Lap Windows cho Ngui Khuyét Tat. ... .. .. ..
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Bai I: Néu va Che Thanh Cong Viéc

Windows ngdm dinh s& ludén néu thanh céng viéc [task]
CF trén man hinh nén. Tuy nhién, ban cé thé che gidu thanh ¢
videc dé chira thém chd tréng cho cde cita s6, thu liéu, va chu
trinh khédc trén man hinh nén. Khi che thanh céng viée, n¢
: bign mAt khi ban dang lam viée trong mdt cda sd. va xuft b
tré lai khi ban dui chugt dén ddy man hinh.

Nhip nat Start, nhap lénh Settings, réi chon Taskbar & Start M
Nhip hop kiém Auto Hide d€ lua né.
Nhip nat 0K

Ciia s6 déng lai, va thanh cong viéc bién mat.

M Thoi thay. déi
NEu dbi y va mubn gilf tai tdy chon cii (tic néu thanh cBng viéc), bar
lénh don Starl, nhip 1énh Seltings, ri chon Taskbar & Start Menu. Nhi
chon Aufo Hide dé gb bd diu kiém. Sau d6 mhip nit OK.

] Nhip phii thanh cing viéc
Ca thé nhip phii mét ving tring trén thanh cong visc rdi lva Propertie
thay déi.

M cac tiy chon khac '
Co thé quyt dinh hién thi cac bidu tugng nhd va kich dung hodc vb
niée hoa dang ho. , |
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Bai 2: Doi Thanh Céng Viéc

Windows cho phép ban dat thanh céng viéc trén mép dinh,
ddy, trdi, hay phdi cia man hinh dé xdc lip man hinh nén theo
cdch ban thich. Hay thi d&i thanh céng viéc dén cac ving khac
nhau trén man hinh, r6i chon mét ving thich hgp nhéat.

Dat con tré tai mét diém bat ky irén thanh cong vige, ngoai trif
trén mot nit hofic trén déng hé. _
Nhan de nat trai chudt va kéo thanh céafg viée d&n vi tri mong
mudn. Khi nha ndt chugt, thanh céng viéc s& nhdy dén vi tri
méi.
&1 chinh ca thanh cing vige

Pé chinh ¢d thanh cdng vite, ban d4t con trd trén vién cla no 16i kéo

theo kich ¢8 mong mudn. @



Bidi 3: Thay Péi Ngay Gio Hé Théng

Windows hién thi gi& hién hanh trong thanh cong viéc
CEIl thé dat con tro lén trén théi gian trong thanh céng vié
hién thi ngay thang hién hanh. Néu déng hé hé théng bi
ban ¢6 thé chinh lai né; ban nén chinh lai gi& béi vi Winc
gln tem thdi gian va ngay thdng trén moi tap tin ma ban
dinh dang né dé dung vé sau.

Currert e e LI} it Ae Tyt G
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Nhip lénh don Starl, nhdp Settings, réi chon Control Panel.

Nhdp dip biéu tugng Date/Tlrne

Lua ding thang ti danh sdch tha, nhdp ngay trong to lich,
gd ding nam trong hop con chay.

Nhap ding gitv theo dang thdc: hour:minutes:seconds va
(sang) hay PM (chiéu). Nhip OK.

B Hién thi ngay gid

B md hop thoai Date/Time Properties, ban nhip dip ving thdi gian
thanh cing viéc.

E Nhap khu vic mai gio
Dung tab Time Zone dé& Ifa ding khu wic moi gié cha ving cda ban. ‘
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Bai 4: Dang Anh Nén cho Man Hinh Nén

M D& bién man hinh nén cia Windows thanh cia riéng. ban cé
Pl thé bé sung anh nén. Windows cdn cung cip nhiéu kiéu anh
nén dé ban lua chon, nhu: Blue Lace, Gone Fishing, Coffee Bean,
Soap Bubbles, van van.
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Nhip phai mét ving tring bat ky trén man hinh nén. rdi nhép
Properties.

Trong tab Background, lya anh nén mudn ding trén man hinh nén.
Anh nén da lya sé xudt hién trén monito miu. Nhip nat OK.

Anh nén duge bé sung vao mat hauv man hinh nén.

E BS sung khudn miu
Mot céch khdc. ban ¢d thé bf sung mot khudn miu vdo man hinh nén nhy
trong béar sau. :

M thei ding anh nén
DE ddo trd v mOt nén thubing, ban theo cic butc trén, nhung lya (None) tir
danh sich Wallpaper. '

M chi 6 anh nén can giita?
NEu ¢hl thdy mgt dnh nhd & gila man hinh khi Ifa mdt dnh nén, ban nhip
danh sich thd Picture Display rdi chon Tile. Nhdp Apply, r6i nhip OK

dé chip nhin cic thay ddi. Lim viy d€ lap lai &nh trén trang. Cusi
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Bai 5: Duang Khuén Mau cho Man Hinh Nén

Né&u khéng thich cdc lua chon dnh nén, ban ¢é thé thuc nghié
I voi khuén miu [pattern). Windows cho ta cdc dang khuén m
nén hép, hoa tulip, canh hoa, banh qué, van van,

) - W 4
- . )
Bontard |t Sere | Secammres | Wl | Gt [ s | 4

B Ld
ekt 5 b i o W, St 42 e

Nhdp phdi mét ving tring bat kv trén man hinh nén, rdi nh
Proferties.

Nhap niat Patiern.

Lya khuén miu mudn ding trén man hinh nén. Khuén miu .
lua s& xuft hién trong ving Preview.

Nhép 0K dé& déng hop thoai Pattern.

M Aah nén hosic khuon miu, khong thé ¢ hai
Khing thé cung lic ding ci anh nén I3n khuon miv. Néu lua nh nén, |
Pattern bi md. Néu mudn ding khudn miu. ban tya (None) tU danh
sdch Wallpaper. @
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foretay Proweeten ——— — - — T ’
@ Bttt ¥ | S v | b ] oo | O | Srn |

| Nhip 0K trong hép thoai D}splay Properties.

I Windows sé ding khuén mau da lya trén man hinh nén.

%) May chay qua cham?
Vigc ding anh nén va cic khudn miu thudng lam chdm 16c do mdy tinh va
ngdn nhiéy by nhd. NEu cac dng dung clia ban 19 ra chay gqud cham hodc
quyét dinh khong ding &nh nén hay khudn miu, ban c6 thé tré vé hap thoai
Display Properties, nhdp nit Patterns. rdi chon (None).

N .

fcuci)
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Bai 6: Thay Péi cac Mau ma Windows Sit Dung

Windows cho phép ban thay déi cdc loat mau ding cho m
I s6 thanh phan nhdt dinh trén man hinh, nhu thanh tiéu ¢
nén, van van. Céc loat mau nay dugc goi la luge dé m
[schemes]. v4 ban c¢é thé lua cdc mau thich hgp nhat cho m:
hinh va cho chinh ban. Vi du, v6i mét s6 dng dung Windo
cdc mau nhat cd 1& sé hop mit hon, Mat khdc, c¢6 thé ban
thich cd¢ mau sdng va séng ddng hon.

Ve shenmrtan s et e
GE"'—'_? [T |
- b
S F=—3
o ..
- - P P . -y

P Nhdp phai mot vung tring bat k¥ trén man hinh nén, réi nh:
_ Properties.

Nhép tab Appearance.

Tir danh sdach tha Scheme, ban lua mét luge dd mau mudn dan
{(Ching t6i da lua Rose.) -

M Mau ngam dinh

PE tr§ vé cic-mau ban ddu. ban nhip Gancet thay vi OK. N&u d3 ddéng h
thoai Properties. ban co thé trd vé Iwfe d6 Windows Standard bing
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Lugc 46 mau da lua (trong trudng hop nay la Rose) sé xuat hién
trong hép mau.

Nhip OK dé chap nhan cdc thay dai.
Windows diing by mau mdi ma ban da lua.

] Thay dgi ting mau riéng lé
Khi gip mdt khuéng xem trudc vé lugc d6 mau, ban co thé thay ddi mau ciia
ting muc riéng 1& bing cach nhdp myc do rdi iya mdt mau khic tir danh
sach Color. Khi d3 hai long véi cac thay d6i, ban chon OK dé chip nhan cic

thay dbi. -~
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Bai 7: Ding Bé Bao Vé Man Hinh

ot Trong qua khit. khi dung Windows va cdc dng dung Windc
%ﬂ cdc mau trang vi su tap trung doé chéi trén cdc monito cd.
da qua thai gian, ¢6 thé jn d6t |burn in] man hinh, Khi
nay xdy ra. ban sé thdy cdc “béng ma” clia man hinh Wind
trén man hinh sau khi tdt may. Bé bdo vé man hinh [ser
saver] {mdt khuén mau di déng cdc mau dam nhat hoic
dnh) sé& giap ta bdo vé man hinh khoi bi in dét bing cach |
thi mdt khuon mau méi khi mdy tinh van & tinh trang bat ¢
vo cong. Cho di hién nay in. ddt khéng con la mét su co
vl cdc monito hién dai, song cac bd baoc vé man hinh van
Ngay nay. cdac bé bao vé man hinh chu yéu duge ding cho «
hodc duge ding nhu mét budc cung ¢d tinh ning bdo mat.

OIERCE 1

PSR '

(ﬁép

Nhap phai mét ving trdng bat ky trén man hinh nén, rdi nl
Propetties.

Nhép tab Screen Saver.

Nhép mii tén trong hop liét ké tha Screen Saver d€ hién thi d:
sdch cdc bo bao vé man hinh sdn c6, réi lya cdi muon L8
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Nhap

Bo baoc vé man hinh da lua sé xuat hién trén momto mau.

Néu mudn ding né. ban gd vao hop vin bdn Wail s& phit ma
Windows sé& chd trude khi khéi dong bg bao vé man hinh.

Nhip OK.

%] Xem trudc Hhd bao v& man hinh

%

NEu mudn xem ding vé cba bd bdo v man hinh trén toan man hinh, ban
nhip nit Preview. Nhdp nit chudt hodic nhdn phlrn Spacebar dé trd vé hip
thoai Display Properiies.

Nhin phim Spacebar
Khi by bdo v& man hinh xuit hign. ban ddi chudt hodc nhan phim Spacebar
dé & v8 chE db xem binh thuding.

Tit by bdo vé man hinh
DE tat bé bio v man hinh. ban md hop thoai Display Propertles nhip tab
Screen Saver, roi Iya (None). Nhdp nit OK.

An dinh cdc tay chpn bg bdo vé man hinh
Nhdp not Settings d€ lva cdc iUy chon vé cach hién thi by bio vé: cc tiy
chon niy thay doi tly theo b bdo vé. Sau khi lya xong, ban nhip OK. £8Wy
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Bai 8: Thay Péi Cach Lam Viéc Cua Monito

Nhiéu monito cho phép ban lua mdt sd thy chon vé cdch h

IR dong clia ching—nhu s6 lugng mau hién thi hoic dé phan gi
(P¢ phdn gidi do s6 pixel hay cdc thanh phan dnh hién thi.
phan gidi théng thudng la 800X600.} Cé khi ban phai thay .
cdc tinh chat man hinh cua monito néu nhu ¢6 mét monito m
mudn cap nhat trinh diéu khién man hinh, hodc muén thay
dédng vé cua né.

Pohapord | baer v | Sgmeare | wink | {0yt |

T -

Lirwd @ bt bl st s KWL s o Wlpr

B Nt
St o _pem |
Co ] eem |_»= {

Nhép phai mét ving tring bat ky trén man hinh nén, réi nh
Properties.

R N T A T P TT DR F Y
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Dé thay déi s§ lugng mau ding cho man hinh, ban nhdp danh

v Cap nh3t adaptg hay monito

sach tha Colors, rdi chon sé lugng muén ding.

Dé thay d6i do phan gidi, ban kéo thanh Screen area dén xdc lap
mudn dung.

Nhip OK.

BE cip nhat mdt monito hay adaptd, ta nhdp nit Advanced trén tab Seftings,
b lya tab Adapter hoic Monitor. Nhdp nit Change 16i theo cdc chi dan cia
g6 thuit [wizard] vé tién trinh cai dit mgt monito hay adapts méi,

' chinh sy & véi monito

Néu gdp tryc trac vdi monito, ban nhdp nit Troubleshoot {mdi ¢6 trong Windows

INNMY FAi Aiina nhin trA Ainn tnie tindn A3 4n dunn Dienlavy Trahlachnntar
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Bai 9: Thay Péi Dang Vé cia Cac Biéu Tuong
' trén Man Hinh Nén

YW Mot cach khdc dé thue nghiém vdi dang vé cia man hinh

LA d6 1a thay d6i cach hién thi cdc biéu tigng. Ban cé thé lua
buc anh khdc cho bat ki biéu tugng ngAm dinh nao. Wind
2000 c6 kha nhiéu biéu tugng dé€ ban tha hé chon. Cing cé
lira kich ¢& va mau sdc diung cho cac biéu tugng trén man
nén.

ER)
Reigrani] :w:aiumlw Thow | s}

h«bm‘ Wﬂvzwrmﬂn\a‘w

LS Docomar, -
1 . =3 Nhdp
R
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Nhip phai mét vimg tring bat ky trén man hinh nén, réi n
Properties.

Nhip tab Effects.

banh d&u kiém canh cdc hiéu dng hinh anh musn ding tr
phan Visual effects trén tab. (Néu tiuy chon khong cé ddu ki
né khéng c6 hidu luc.) '

vl Cac bidu tugng ban dau
D& trd vB hitu tudng ban diu, ban md tab Effests, rdi lya bidu Ry Pe.

AA  RhEn i Mafanlt Tnnm  cB] nlfa a0 AR
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DE dung mét biéu tugng khdc. ban lya bidu tugng muén thay déi.

Nhép nit Change lcon. .

Lua biéu tugng muén ding réi nhip OK.

Bifu tugng mdi xuat hién trong ving Desktop Icons. Nhip 0K dé
déng hép thoai Display Properties.

%| Duyét tim cic bidu tugng khac

DE duygt tim céc bitu tugng sdn co khac,. ban nhdp nit Browse rdi Ia tap
tin chia cdc bidu tugng.

e
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Bai 10: Xem Man Hinh Nén duéi dang mét Tran
Web

Néu da dung qua Internet, c6 thé ban cam thdy quen
(X phuong phap ding trén d6 dé xem ndi dung. Vi du, khi d
Internet, ban ¢6 thé nhip mét ndi két dé hién thi ndi dung
né. C6 thé xdc lap man hinh nén cia ban dé duyét noi «
giéng nhu duyét xem mot trang Web trén Internet. Ciing cé
hién thi trang chi Internet cda ban dudi dang man hinh
(Dé biét thém chi tiét vé cdch duyét Internet, ban xem F
9.}

elaety . e
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Nhidp phdi mét ving trdng b&t ky trén man hinh nén, réi r

Properties.
Nhidp tab Web.
Pénh d4u hép kiém Show Weh Content on My Active Desktop.

Dé hién thi trang chi cha ban, ban d4nh dau hop kiém
" Mv Current Home Page. ﬁ



——— e amvasw aravers raerirs ... 4 xasszv v [

Zrtwn
vilne AL

l‘nuuw W
i Liddna v ;
eTATMARAN Y01 YeN1 10CK A1, 7

e ik s e b e
bty b

TR nu s gp o [

S Stulh, Swrs Hayek - G e
. &il. ahu 4% e wik 1y donts
;&muum.\u ! l fmmpfcnl
‘..udbl anheabey o TSR

Vung s& duge dung dé hién thi ndi dung Web sé xuat hién trong
khudng xem trudec.

Nhép nut OK.
Man hinh nén sé& xuit hién dudi daug mot trang Web.

lZl Tat man hinh nén tdc hoat
Dé 4d v8 man hinh nén binh thuiing, tan nhdp phai mdt. ving tring trén
man hinh nén, chgn Active Desktop, rdi xda hop kidm Show Web Conent.

M Neéu cac bidu tugng hodc trang chi
Khi ngi dung Web xuat hién, ban cd thd quygt dinh s hién thi cac bidu tugng
hay trang chi.. Nhdp phai man hinh nén rdi iva Active Desktop. Xda hop kiém
Show Desktop lcons hoic My Current Home Page dé che cic muc
nay.
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Bai 11: Bé Sung Néi Dung Web vao Man Hinh N

Ngoai trang chu (hodc thay vi trang chii). ban c6 thé lya
) dung Web khac dé hién thi trén man hinh nén. Ban c6
hién thi cdc trang web khdc hodc luya mét biuc hinh hay tu |
Web d€ xem trén méan hinh nén.

-

mw-dmvn:x

! msl i.mw

‘ 4

h Nhép phai man hinh nén, chon Aclive Desktop, roi nhép New Des
Item,

Gé dia chi dén trang web muén xem roi nhip nit OK.
Trang duge xdc lap dé xem ngodi tuyén. Nhip OK.

M kiém tra Gallery
Co thé b sung cac muyc tif Gallery cla Microsoft trén Internet. Nhip nit

Gallery dé giao két va lya n{i dung.

%) Duygt tim mjt bic anh
DE duydt im mot bic dnh hay W lifu Web, ban nhip nit Browse rdi I

tin mudn ding. ﬁ
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Khi duge nhdic ndi v6i nha cung cip dich vu Internet, ban nhép
Connect.

Noéi dung sé hién ra trén man hinh nén.

& cin mat higu?
NEu cn mBt mjt hiéu [password] dé truy cip chuyén khu, ban nhdp nat
Customize r6i nhap mat higu, .

M 8s cac muyc .
NEu khéng con mudn ding myc man hinh nén, ban nhip phii man hinh nén,
Iya Active Desklop, rdi xda hdp kifm cilla muc mudn bd.
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Bai 12: Thay D6i Cach Lam Viéc Caa Chudt

P C6 thé diéu chinh cdc nit chugt va téc d6 nhdp dup sao

LR thuan tién hon véi ban. Vi du gia si, ban thuan tay trai;
chuyén déi cdc nat trai va phai cia thiét bi chudt sé gidgp ¢
viéc ctia ban tré nén dé dang hon:nhiéu. Cing vay, néu
réc rdi trong thao tac nhdp diap, ban cé thé thay déi toc
nhidp dup. )
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Nhap lénh don Start, nhép Seftings, réi chon Control Panel.
Nhip dup biéu tugng Mouse.
Lua ciu hinh ndt trai hav nat phai. @
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Lua kiéu nhdp don hay nhdp dip dé md mét thu liéu.

D€ thay ddi téc do6 nhip dip, ban kéo cin Double-Click Speed gida
mifc Slow va Fast.

M Tab Motion
Nhip tab Motion d€ thay ddi toc 4 con trd vd milc gia t8c. Ciing co thé aé
Windows ty dong ddi con trd dén nut ngdm dinh trong cdc nlt hop thoai {méi
c6 trong Windows 2000).

M Tric nghiém tdc d§ nhip dap
DE tric nghiem toc 66 nhdp dop. ban nhdp dip trong hop Test. Khi nhdp
dop ding, mgt &nh Jack trong hdp bat ra ngodi. Nhip dup 1an noa,
dnh Jack lai nhdy vao hép.
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Bai 13: Thay Péi Dang Vé cua Cac Con Tré Chu

Cé thé thay déi edch xudt hién con tré chudt trén man h'

Ll Tuy theo hanh ddng, con tré mang mdt s& hinh dang khéc nl
Vi du, khi Windows dang ban, ban s& gap mét déng hé cat.
thé lya mét loat hinh ddng khac (¢cé tén lwoe do [scheme))
thich.
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Nh#p lénh don Starl. nhip Settings. réi chon Contrel Panel.
Nhip .dap bidu tuong Mouse.
Nhiip tab Pointers

%) Céc con trg ngam dinh ‘
pe tr§ vé lugc dd ngdm dinh. ban hién thi tab Poinlers cBa hfp thoai M
Properties, rdi lya None tUf danh sach thi Scheme.

M Phin cing chupt
Dé xem lai hoic cap nhdt phdn cing chubt, ban rihdp tab Hardware.
Mhdp nit Troubleshoot 68 chinh sy ¢ véi thiét bi chudt. @
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Nhép

| Ff—'ﬁvﬂ'm" wov | j

TR ]t | s |

Hién thi danh sdch tha Scheme rdi chon luge dé muén dung.

Man hinh sé hién thi mdt khudng xem trude vé timg con trd
trong luge dé da chon.

Nhip OK d€ chap nhan cdc thay ddi va déng hop thoai.

%} Tay bi€n cic con tré riéng 1é
Cé thé Iya con trd dé ding cho tiing con trd riéng 1. Chi cdn lfa con rd
mudn thay d8i, nhdp nit Browse. iya con trd mudn ding, r6i nhip Open. Thyc
hién diéu nay voi ting con trd ma ban mudn thay d6i, réi nhip nut OK,

PN
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Bai 14: Phat Cac Am Thanh cho Mét S8 Hanh
Pdéng Windows Nhat Pinh

¥ Khi thuc hién mdt s6 hanh dong nhat dinh trong Wind
- 2000, ban c6 thé nghe phat ra mot tiéng. Vi du, ban sé r
mdt ti€ng phdat ra khi Windows 2000 khdi dong. Ban cf
nghe mot tiéng khi xuit hién mdt hop théng bdo canh g
Ban c6 thé quyét dinh chon ding cdc Am thanh ngdm d
ho&c lua mot E‘!.II.I‘ thanh khéc dé dung cho tirng su kién Wind
chinh.

PR L_ga..-¢nmgmm AT XN .
e et
ETRENC R

Corcrelpana

th.v— Tt T e

i

Nhép

Nhép 1énh don Start, nhip Settings, réi chon Contrdl Panel.
Nhip dup biéu tugng Sounds and Mullimedia
Lua sy kién Am thanh muén thay déi.

M Thay tea?
Cdc sy kifn c6 cac 4m thanh k&t hop s& hién ra cing vai mot bifu e
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Bai 14: Phdt Cde Am Thanh. - PHAN V135

S | dto | Spwd | Hedewe |

©

Nhip

Hién thi danh s4ch tha Name dé lua Am thanh muén gén.

D& nghe truge 4m thanh, ban nhdp nit Play.

Nhip OK d€ chdp nhan cdc thay doi va déng hop thoai.

o

™

Khong am thanh?
NEu khong mubn mot &m thanh phat ra cho mft sy kign, ban lya sy kign dé
6i chon (None) tif danh sich Name.

Ding mét luge do .

NEu ¢ cac lwgc d6 am thanh, ban ¢6 thé Iya mot loat 4m thanh bdng cich
hifn thi danh sich thd Schemes trong hip thoai Sousd and Muitimedia
Properties. Lua luge d6 mudn dung rdi nhip OK.

Xac 1ip Multinhedia

Co thé dung tab Audio dé xdc 1ip cdc thigt bj &m thanh. Nhip tab Speech
dé xic I&p bit ky thi€t bi nhin dang tigng néi ndo ma ban co thé co. Nhdp
Hardware dé xem lal hodc thay d8i cic xac 1ip phdn ciing cho céc @
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Bai 15: Xac Lap Windows cho .Ngu'(‘)‘i Khuyeét Tat

PYM Néu 12 ngudi bi khuyét tat, ban c6 thé van dung mét sé -

I nang nhat dinh cla Windows 2000 dé khién né tr¢ nén d
hon. Ban c¢6 thé lya cdc x4c lap khic nhau cho ban phim,
thanh, man hinh. va thigt bi chuot.

Nhép lénh don Starl, nhidp Settings, r6i chon Conirof Panel.
Nhip dip biéu tugng Accessibility Options.

Dé chon cdc tinh niang ban phim, ban ddnh dau cdc hdp k
thich hgp. Sau dé. nhdp tab Sound.

Lya man hinh hién thi cdc thong bdo cinh gidc va/hodic cac
dé cho cdc théng bdo canh gide. Sau dé. nhép tab Display.

| Diing -cac chtm‘ng trinh Accessibility
Cing ¢4 thé ding vai chugng trinh Accessibifity cia Windows 2000 Nhip ¢
fya Accessories, nhdp Accessibility, r6i lya chudng trinh mudn chay. Bai
thé lva Accessibility Wizard, Magnitier, Narrator, On-Screen Keyhoard,
Utility Manager.

M cac tuy chon ban.phim ‘
* Co thé ding StickyKeys dé nhin mdi 1dn mb6t phim thay cho cac 19 p
Dong Filterkeys d& bo qua cdc ¢ gd phim I3p lai ngdn. Ding TogateKey
phat ra mt &m thanh khi ban nhdn Caps Lock. Num Lock, hay ﬂ

Creall 1 Anl
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Nhip nat CD or Floppy.

Tra dia mém hodc dia CD-ROM vao § dia thich hgp, rdi nhédp
nut Next.

Khi Windows phét hién chuong trinh cai dit, né hién thi tén
chuong trinh dé trong hop thoai Run Installation Program.

Nhip Finish, sau d6 theo cac chi dan trén man hinh cia chuang
trinh cy thé dé.

%] Dung Iénh Run
Néu thil tyc trong bai nay khbng lam vige, ban c6 lhé dung Ignh Run dé chay
trinh cai dat. Tra dia mém holc dia CD-ROM vao & dia thich hgp, rdi nhap
not Starl, v chon Run. Nhip t&n § dia va Iénh cho chugng trinh cai dat Bi
nh3p OK. Theo cic chi din tren man hinh,

M Thi cai dat m{t chuong trinh :
Dong ndi k&t Change or Remove Pragrams d€ thay dbi hoiic gd bd m()t chuong
trinh d3 cdi dat (xem Bai 11). P s
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Bai 2: Cai Dat Cac Thanh Phan Windows

M qua la ban khong biét da cai dat nhimg thanh phan nao,
chua cai nhimmg thanh phén nao. Cing vay, néu di nang
lén Windows 2000, ¢6 thé ban da khong cai dat moi thanh pt
trong khi xdc 14p. N&u mudn b8 sung cdc thanh phan hoic «
gidn xem cbn sét thanh phén naoe, ban theo thu tuc trong

Néu ¢6 mét may PC méi, Windows &t 1a da duge cai sén. 1
B

nay.

s LY B I

- Control Panel o
NhAP [} oo e atoras
. Lol wir Crpu.
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Nhép nuat Start, lua Settings, réi chon Conirel Panel. -
Nhip dap biéu tugng Add/Remove Programs.
Nhip tab Add/Remove Windows Components.

M Cac hop kidm té bong?
Néu co cdc muc 6 bong, fa bi&t chi mdi cai dit mdt vai thanh @
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Wintiows Cononents Woard

Welcome to the Windows
Components Wizard

T empaid it vy rostadl confgure, of rereva Windtens
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Craasiption; 13 pervioes {0¢sk spd TP 0t} dirg Wi wopnart for FrovePage,
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Nhap nat Next dé khéi dong Windows Components Wizard.
Lua tinh ning muén thay ddi hay kiém tra.

Nhip ndt Next.
Tra dia Windows CD-ROM réi nhdp OK. Cdc tdp tin cAn thiét
dugc chép sang hé théng, va thanh phin dé s& sin dimg.
M banh ddu hay khong danh diu kiém
NEu mbt muc duge danh ddu kiém, ta 'biét no-da dugc cai dit. Cic muc 8
xdm v& danh ddu kigm co val thanh phin di cai ¢4t
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Bai 3: B6 Sung Cac Chuong Trinh vao Lénh Do
Start

YW Khi cai ddt hau hét cac chuong trinh. ching duge ty dong

[ sung vao lénh don Start. Néu chuong trinh khéng duge bo sy

trong tién trinh cai dat, ban cd thé dich than b sung né.

 pbuorgs s kon

T hutotale

™ Showe mnd icons InSave mocas
B oo thnck

T l Tl Bty

iy swcessad 7 "‘_. ™,
wab ores, ok Cear. , ‘
St Meru el . .

L] tasphay At dearaftve Tock i
] Gty F otz =
) Dty et MNhap
[ o

o | ool | asm |

Nhép Starl, lua Settings, roi chon Taskbar & Start Menu,
Nhidp tab Start Menu Options.
Nhap nat Add.

M cs bo mdt chuong trinh
Dé ¢gJ bd mt chudng trinh ra khoi 1&nh don Start, ban xem bai

sau. @
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Trin whamrd ripe TRU B9 TR ALY Py ksl
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Nhip dong lénh cia chuong trinh muén bd sung, rdi nhdp nat
Next. (Mot cdch khac, ding nut Browse dé tim chuong trinh.)

Lya thu liéu noi ban muén dat chuong trinh réi nhdp Next.
Nhap mét tén vao hdp van bdn hodec chdp nhan tén cia Windows
goi y.

Nhidp nat Finish dé bé sung chuong trinh méi.

[ Duyét tim chudng trinh
NEu khéng biét dong IEnh, ban nhip nit Browse, rdi lya thy liéu va t&n chuong
frink t hép thoai Browse.

M Tao mt th ligu méi o
£6 thé nhdp nit New Folder dé bé sung m{t thy liéu méi (xem thém Bai 5),

[cusi)
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Bai 4: Xoéa Cac Chuong Trinh ra khéi Lénh Dor
Start

Py Khi dung méy tinh lan dau, ban c6 thé hang say bd sung

CF kidu bidu tugng vao lénh don Start. Nhung sau khi ding :
“tinh lau dan, ban s& mudn “cap thoi” 1énh don Start va loai
"chuong trinh khéng can ding. N&u thay l¢gnh don Start bit
bé bon, ban nén xéa cdc biéu tugng khong can dung.

1irviiis Propesties. g, . Jm
T pmve. i o iv0m | .
R ——— [rrears ot sraisee il
o i
far sl iy el Torre ot Mok Pow 2t P, rebect W 50 8
Iengvr s hem £ [ Ork Awrwrs.
m m-—-n-al
' nn-.cmw Cuw
a‘amm
[y s 3
Cnapgy ¥ arvartms
Dagliry Lol .
Lo Ores ot || wnhdp
cx j Sornd 'y | Nhép

Nhdp nat Start, lya Seftings, rdi chon Taskbar & Start Menu.
- Nhép tab Start Menu Options.

Nhip nat Remove.

Nhip chuong trinh muén g& bé dé lua né.

M G5 bs mét thu ligu
Co thé theo thil tyc nay dé gd bd mdt thu lidu ra ki 1gnh don Star
viec Wfa thu liBu muon xda roi nhdp nit Remove. Ban dugc nhic
x4c nhin viec x6a; nhdp Yes. Thu ligu va ndi dung cla nd sé bi
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Nhip nat Remove.

Nhidp nut Yes dé xdac nhan vide xda.
Chuong trinh dugc g6 bd ra khdi lénh don.

Nhip nut Close dé déng hép thoai Remove Shortcuts/Folders roi
nhip 0K dé déng hép thoai Taskbar Properties

M Cc tap tin chuong trinh khong dugc ga bo :
N&n nhg, viéc xGa mot chuong trinh ra khoi Iénh don Start 'sé khong xda
chuang trink va cic tdp tin cla no do ra khdi-§ dia ofing. P& xbéa chudng
trinh, ban phdi thdi cai dit né holc ty tay xda chuong trinh vi cac tap tin
cing thu ligu cé lign quan cua nd {xem Bai 11)

M ma rgng danh sich Ignh ddn Start
Pé hi€n thi va lya chuong trinh mudn g5 bd, ¢6 khi ban phai bung cac bang
k& thu liéu. Nhdp_ddu cBng canh thu ligu chifa chuong trinh mudn tim.
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Bai 5: B& Sung Cac Thu Liéu vao Lénh Pon St

¥ Khi cai dat mot chuong trinh mdi, tién trinh cai dat ch

I trinh d6 sé xdc lap cdc thu lidu chuong trinh va cdc bidu ti
cho chinh né. N&u khéng thich ecdch dan xép cdc thu liés
biéu tugng dé, ban c6 thé thay déi. Vi du, néu cé nhiéu n
dung may PC cia ban, ban nén xic lap cac thu lidu cho
cd nhan rdi b8 sung cdc chuong trinh ma mét ¢4 nhan cu
nao dé s dung. vao thu liéu cua ho.

me
mmw«'-—mm\m

BRI B G A N
m..pmm

Nhép nit Start, lua Settings, rdi chon Taskbar & Start Menu.
Nhip tab Start Menu Options,
Nhép nat Advanced.

Noi dung ciia hé théng xudt hién trong cia s6 néi dung, cé 1
don Start da lya. Nhép dap thu liéu Programs dé lua thu liéu s
B X6a mot thy ligu

Co thé x6a cdc thu lisw. DE thuc hién, ban ¢hi viéc nhip phdi thy fiéu ¢
I&énh Delete tif 18nh don tit. Nhdp Yes d& xdc nhdn viéc xda. @
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Cac ndi dung thu lidu Programs xuat hién. Nhdp File, lua New,
réi nhip Folder.

Gdo tén cho thu liéu, rdi nhan Enter

Thu liéu duge bé sung. Nhap nut Ddng (x).

Nhép 0K dé déng hop thoai Taskbar Properties.

M chi thich tam vige vai mot th ligy |
NEu theo cdc bufic trong bhai ndy, ban s& thdy thu liéu Programs trong clia s

ndi dung. Co thd dung bat ky I&nh va tinh ning nao trong clfa s6 ndi dung
d& lam viec voi ndi dung cla thu lidu Pragrams,

& Cac thu ligu ndm trong cac thy ligu
Co thé dat cac thu lidu bén trong cac thu liéu. D& thyc hién, ban chi viéc
md thu liéu ndi mudn dat ot the lige méi. Vi du nay dat thu ligu méi trong
thu liéu Programs. m
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Bai 6: Dan Xép Lénh Pon Start

MW Sau khi xdc 1ap cdc thu liéu, ban c6 thé t6 chie lai lénh
CE Start, dat cdc biéu tugng chuong trinh trong thu lidu va theo
tu mong muén. -

e W aiw Tk b
L A e a et gy o B A T

Nhép nat Start, lua Setlings, réi chon Taskbar & Start Menu.
‘Nhép tab Start Menu Options. o
Nhép nat Advanced.

Nhip dip thu lidu/cdc tén & dia trong danh sach Folders cho
khi khuéng bén phai hién thi tdp tin cla chuong trinh mudl
sung vao 1énh don Start

M Sap xép lai {énh don
Ahdp nit Re-sort trong tab Start Menu Programs dé sip x8p lai cac cl
trinh tré v& thi tu ngdm dinh.

M Khéi déng cac xac lap tenh don
Co thé dinh diu cdc hop kim trong ving Starting Menu Seitings ci
Start Menu Programs 68 bat cdc tinh ndng nay. N&u khdng chic ndi
thiir Rign rim.amit tinh nina han nhin phai an Al ia What's This 4
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Bao dam -thu liéu Programs dudi muc Start Menu xuét hién trong
danh sich Folders & bén trii.

Kéo chuong trinh trong khuéng phéi dén thu ligu noi mudn bé
sung né. (Ching t6i da kéo WINWORD dén thu liéu Michael du6i
Programs). ‘

Nhip nat Bong (x).
‘ Nhép OK trong hop thoai Taskbar Properties.
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Bai 7: Chay mot Ung Dung Khi Khéi Péng Windov

Windows cho phép mét hay nhiéu chuong trinh chay vao

LR 06 khdi dong khi ban bat mday. Cac ing dung ty dong md

c6 thé la nhing chugng trinh ma ban dung hang ngay h
dimg dau tién vao mdi budi sing.
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Nhép nut Start, lua Setlings, rdi chon Taskbar & Start Menu.
Nhip tab Start Menu Options.
Nhip nat Advanced.

Nhép dup thu lidw/cic tén & dia trong danh sdch Folders cho ¢
khi khuéng bén phai hién thi tap tin cia chuong trinh ma 1
nuén né khéi déng khi ban bat may chay.
M cni chay khi ban bt may

NEu khdng tal may vao mbdi budi t6i va bit nd I8n lai khi bit ddu Iam \

cac chuong trinh ndy s& khdng khdi déng vao mdi bulli sang. Chung chl
dong khi ban khdi ddng Windows,
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Cée ndi dung thu liéu Programs xudt hién. Nhip File, lua New
réi nhip Folder.

?

G tén cho thu liéu, rdi nhan Enter

Thu lidu duge bé sung. Nhap nat Déng (x).

Nhip OK dé& déng hop thoai Taskbar Properties.

M chi thich tam viée véi mot thu ligu ' _J
Néu theo cdc budc trong badi ndy, ban s& thiy thy liéu Programs trong cla sd

ndi dung. Co thé dung bat ky leénh va tinh nang ndo trong clia s8 ndi dung
d8 lam viec voi ndi dung clia thu ligu Programs.

M cac the liéu nim trong céc thu ligu
C6 thé dit cac thu lisu bén trong cdc thu liéu. D& thuc hién, ban chi vigc
md thy lige noi mufin dat mat thy (8u méi. Vi du nay dit thu ligu mdi trong

thu liéu Programs.,
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Bai 6: Dan Xép Lénh Pon Start

Sau khi x4c lap cdc thu liéu, ban ¢6 thé td chdce lai 1énh
(XYY Start, dat cdc biéu tugng chuong trinh trong thu liéu va theo
tu mong mudn. -
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Nhidp nut Start, lua Settings, réi chon Taskbar & Start Menu.
Nhip tab Start Menu Optiens. o
Nhip nut Advanced.

Nhéip dup thu lidu/cdce tén & dia trong danh sdach Folders cho
khi khudng bén phai hién thi tap tin cia chuong trinh mué
sung vao lénh don Stant

| Sap xép lai lénh don
Nhip nut Re-sort trong 1ab Start Menu Programs dé sip x8p lai cdc ¢
trinh tré vé thir ty ngdm dinh,

M knéi dang cac xac lap 1énh don
Co thé danh diu cdc hop kiém trong ving Starting Menu Seftings cf
Start Menu Programs d bit cac tinh ning nay. Néu khéng chic ngi
thitr hidn ~lia amAt tinh ndnn han nhan nhai nd rdi kia What’s This -
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Bao dam -thu lidu Programs dudi muc Start Menu xuat hién trong
danh sAch Folders ¢ bén trai.

Kéo chuong trinh trong khudng phai dén thu liéu noi musn bg
sung n6. (Ching téi da kéo WINWORD dén thu lidu Michael du6i

Programs).

Nhép nat 8éng (x).

| Nhidp OK trong hép thoai Taskbar Propertiés.
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Bai 7: Chay mét Ung Dung Khi Khéi Péng Windo

Windows cho phép mdt hay nhiéu chuong trinh chay vao

El 06 khéi dong khi ban bat mdy. Cac ung dung tuy dong md :

: c6 thé |A nhimg chuong trinh ma ban ding hang ngay h
dung dAu tién vao médi budi sdng.

Nhip nat Start, lua Setlings. rdi chon Taskbar & Start Menu.
Nhip tab Start Menu Options.
| Nhidp nut Advanced.

Nhip dip thu liéw/cac tén 6 dia trong danh sach Folders cho .
khi khuong bén phai hién thi tap tin cla chuong trinh ma |
nuén né khdi déng khi ban bat may chay.

M chi chay khi ban bit may
NEu khong tit may vio mdi budi 57 vi bat nd 1Bn lai khi bit ddu 1am
cic chugng tinh nay s& khong khdi dong vao mdi budi sang. Ching chi
dbng khi ban khéi ddng Windows.
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Bdo ddm thu liéu Programs dugi muc Start Menu xuat hién trong
danh sdach Folders & bén trdi.

Kéo chuung ¢rinh trong khuéng phai (trong vi du nay la chuang
trinh WINWORD) dén thu liéu Stastup duéi Programs.

Nhédp nut Bding (x).
Nhép OK trong hép thoai Taskbar Properties.

M caba mt chuang trinh
D€ g8 bd mdt bidu wgng ra khdi thu ligu Startup. ban ahdp nit Remave trong
tab Start Menu Options cia hop thoai Taskbar Properties. Sau dd chon muyc
mubn gd bd ra khdi Ignh ddn rdi nhdp nit Remove. Bng hop thoai m

Mocsmiin OhmsbaibaldCatdaca A awkda N



154 PHAN VI - Bai 8: B& Sung Cic Léi Tdt
Bai 8: B6 Sung Cac L&i Tat

Cé thé tao céc 161 tit [shortcuts] roi dit ching trén man hi

CEYl nén dé nhanh chéng truy cap cdc chuong trinh. Ban chi v
nhidp dap mét 161 tdt 1a c¢6 thé lap tic khdi déng chuong tri
d6—ma chéng cidn phai mo cac lénh don va thu Liéu.

Q==

* ! ! B . - N .

Srce W O 5 & &
e T s —— e TP waVTMY wORat WINWT WD WAL
:i:nu..-n _] E _] _J m‘l

Nhdp phdi tap tin chuong trinh muén tao biéu tugng 16i tét «
né.

Trong lénh don tdt dang xudt hién, ban lua Send To rdi nt
Desktop (Create Shoricut).

Windows bd sung 18i tdt ra man hinh nén.

M cac 16i tét dén cac tap tin vd thy ligu
Ciing ¢ thé tao cac bifu tugng 18i tit d&n cac tip tin hay thu ligéu {xem
23, Phdn 3) hojc dén mdy in {xem Bai 10, Phin 4),

%) Khong tim thiy chuong trinh? =
NEu khong tim thdy tdp tin chudng trinh, ban thl truy tim no. pé biét 4
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Bai 9: Dit Tén Lai mot Léi Tat

Khi tao mét 151 tAt, Windows 2000 gdn mdt tén cho biéu

g tuong, nhung ban nén ding mét tén khée. Vi du. thay vi tén

WINWORD, ¢6 thé ban thich tén Word. C6 thé dat tén lai bat ky
biéu tugng 181 tit nio trén man hinh nen.

| Nhip phai biu tugng muén dat tén lai .

I Trong lénh don tit dang xudt hién, nhip lénh Rename.

l Go tén 16i tit méi (trong vi du nay, ta go Word), roi nhan Enter
B Rizu tigng duoc diat tén lai. ]
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Bai 10: Xéa Cac Laéi Tét

P - Co thé ding cac 16i tdt dé nhanh chéng md chuong trinh ci

LIl ding. Cong nhu truong hgp tao cdc 161 tat méi khi bé sung ¢
chuong trinh méi, ban c¢é thé xéa cac 16i tit khéng can din
nira.

EJ Nhdp phéi bidu tugng musn xéa.
n Trong lénh don tat dang xudt hién, nhdp léhh Delete.

Trong hop thoai Confirm Shortcut Delete, ban nhip Yes dé x«
161 tat.
a Biéu tugng 161 tat dugc xéa.

| Chuong trinh khing bi xéa
Viéc x6a mét 161 tdt s khdng x6a chuong trinh dé ra khdi § dia cung. |
" x6a chuong trinh. ban phdi thoi cii dit ndé hodc xda chuwing trinh va céc t
tin cing thu ligu c6 Ii€n quan cita nd. CO thé ding ndi két Add/Remo
Programs irang h{p thoai Confirm Shortcut Delete dé thuc hign didu nay.

M Phuc héi 16i it
NEu dbi y vé viec x0a I8i tit, ban co thé phuc hdi nd. DE thuc hién, bi
nhip dip Recycle Bin. Trong cifa sd Recycle Bin, ban nhdp muc mudn ph
hdi réi nhip nat Restore, Muc d6 s& tr§ v& i tri ban ddu cla no. V.
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: C6 thé dé dang g& bé mot biéu tugng 16i tdt hodc mét muc

g ra khdi lénh don Start nhung néu lam vay chuong trinh d6 van
con ndm trén dia cing. Khi muén bo hdn chuong trinh cling
cde tap tin cia nd, ban-cé thé théi cai dit chuong trinh. Tién
trinh nay s& gd bé chuong trinh va tat cd moi tap tin va thu
litu ¢6 lién quan clia né ra khéi § dia cimg. Ban nén ddi céc
tap tin di liéu ra khéi céc thu lidu chuong trinh néu nhu dy
tinh con dimg ching cho cac chugng trinh khée.

e
g 4 g Lo e Permrn & g
R R O & S

| Nhép nat Starl. lya Settings, réi chon Control Panel.

| Nhdp dip biéu tugng Add/Remove Programs.

I Canh chuong trinh mudn gd bé. nhdp nit Remove.

[ Nhip Yes dé& xdac nhan. Chudng trinh s& dugc g& hé.

| Chuong trinh khéng dugc néu?
N&u chugng trinh khéng dugc ligt k& trong cita s§ Add/Remove Programs, ban
phai ding mgt thi tuc khdc. Hay kiém tra tai liéu cha chucng trinh dé dé co
hung din cu thé,

M thay déi cic tinh nang da cai dat
Co thé bd sung c4c tinh ning hodc cdc thanh phin mdi cho mgt chudng trinh
di cai dat. BE thuc hign, nhdp ndt Change canh chudng trinh du‘oc néu m

tennn Altn rA MAdMamana Deanvame





