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LOI MO DAU

Chuong trinh dao tgo "Tin hgc van phong chuyén nghiép" duwoc Cong ty
Pién todn va truyén so liéu (VDC) xdy dung va phdt trién theo cdc chudn quoc té vé
g dung céng nghé théng tin (CNTT) cho cdc ddi twong nguoi ding (end user).
Churong trinh cung cdp kién thirc vé cdc khdi niém ciia CNTT, cdc kj ndng sir dung
mdy tinh cd nhdn va cdc phan mém iing dung chung & mikc tir co ban dén ndng cao.
Tai liéu hoc tap va giao trinh bcing tiéng Viét, luon dwoc cap nhdt cac cong nghé
mdi nhat, dwoc cung cdp mién phi cho hoc vién khi dang ky hoc trén 16p hodc ding
ky thi hoc phan.

Chirong trinh "Tin hoc vin phong chuyén nghigp" gom 7 hoc phan, méi
hoc phcin cung ccfp cho hoc vién mot noi dung kién thirc cu thé, doc lap. H¢ th(fng
thi sat hach hoan toan doc ldp voi qua trinh hoc trén [0p. Khi dang ky thi sat hach,
hoc vién duoc phat mién phi tai liéu hoc tap, hoc vién co thé tw hoc va tham dur ky
thi sat hach ma khong can phai dén lop hoc. Hoc vién phai thuc hién mot bai thi
thwe hanh trén mdy tinh trong vong 120 phiit va mét bdi thi Iy thuyét triec tuyén trén
mang trong 60 phit. Piém dat yéu cau la 70/100 diém cho bai thi thwc hanh va
60/100 diém cho bai thi Iy thuyét. Cdc hoc phan nay gom:

1- Cac khai niém co ban vé CNTT

2- Sir dung hé diéu hanh va quéan 1y may tinh

3- Soan thao van ban (MS Word)

4- Bang tinh di¢n tu (MS Excel)

5- K¥ niing trinh dién (MS PowerPoint)

6- Co so dir liéu (MS Access)

7- Ung dung ctia mang LAN va mang Internet trong cong viéc

Chuong trinh “Tin hgc vin phong chuyén nghiép” dau tien dwoc khai
giang vao ngay 1 5/08/2005 co cac [0p hoc sdng, chiéu va téi, tuan hoc 3 buéi. Céc
hoc vz,en sé€ duoc tu van day dii vé noi dung hoc, thoi gian hoc, hinh thirc thi...Moi
chi tiét xin lién hé:

TRUNG TAM PAO TAO CONG NGHE THONG TIN
Toa nha Fafilm, Tdng 4,56 19 Nguyé~n Trai, Thanh Xuan, Ha N¢i
Tel: (04) 5680 373 Fax: (04) 5680 374 Email: itcvdcl@vnn.vn
http://www.itc.vdc.com.vn
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Chuong 1

LAM QUEN VOI HE PIEU HANH WINDOWS
Bai 1.1: Giéi thiéu Windows XP

Windows 1a tip hop cac chuong trinh diéu khién may tinh thuc hién cac chuc
nang chinh nhu:

- Diéu khién phan cing ctia may tinh. Vi du: N6 nhan théng tin nhip tir ban
phim va gui thong tin xuat ra man hinh hoic may in.

- Lam nén cho cac chuong trinh Gmg dung khéac chay. Vi du nhu céc chuong
trinh xtr ly van ban, hinh anh, 4m thanh...

- Quan 1y viéc luu trit thong tin trén cac 6 dia.

- Cung cap kha ning két n6i va trao doi thong tin giita cic mdy tinh.

Windows c6 giao dién db hoa (GUI — Graphics User Interface). N6 dung céc
phan tir 46 hoa nhu biéu twong (Icon), thuc don (Menu) va hop thoai (Dialog) chtra
cac lénh can thuc hién.

Windows XP 1a mét phién ban mdi cua hé diéu hanh Windows, ké thira tir cac
phién ban Windows 95, 98, 2000, v&i nhi€u tinh nang wu viét va hién dang dugc st
dung pho bién cho cac may tinh ca nhan de¢ ban.

Pé sir dung dugc hé diéu hanh Windows, yéu ciu may tinh cta ban phai c¢6 cdu
hinh t6i thiéu nhu sau:

- B xtr Iy Pentium II 300 MHz

- RAM 128 MB

- B6 nhé tréng 1,5 GHz.
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Bai 1.2: Khéi dong Windows

1. Bat man hinh may tinh

An vao cong tic ngudn on/off trén man hinh may tinh. Khi dén bao sang tic 1a
man hinh may tinh dang bat va nguoc lai, dén khong sédng tirc 1a man hinh may tinh
dang tat.
2. Bat cong tic ngudn ciia may tinh

Ban chi can bat cong tic (Power), Windows s& tu dong chay. Tty thudc vao
cach cai dat, co thé ban phai gd mat mi (Password) dé vao man hinh 1am viéc, goi
la Desktop cia Windows.

7
Iy e

THHMNDHN

winaows | 8 e & v

o bagin, click your user nams

[&] Turn off computer

Hinh 1.1

Hodc ban 4n t6 hop phim Ctrl + Alt + Delete, khi d6 s& hién ra ctia s6 nhu hinh
1.2. Pé truy nhép vao ban phai gb dung User Name (tén truy nhdp), Password (mét
khau) va kich chudt vao OK. Néu dung User Name va Password, ban s& truy nhap
vao man hinh Desktop cua Windows.

Welcome to Windows

CommightE 1935-2001
Microsaft Corporation

User Name: | |

Password: | |

Log on To: | vl

[] Lon an using dial-up connection

I o | [ concet | [Bhutdawn.. | | 2ptions =

Hinh 1.2

10
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Bai 1.3: Man hinh Windows XP

Sau khi khol dong xong, man hinh cua Windows XP thuong c6 dang nhu hinh 1.3

-
[ s

MyiComputer

| 7 s
@« o
Ay -

Menu Start

Man hinh
.|Desktop

Thung rac

I

Thanh cOong cu khdi dong
nhanh

Thanh tac vy

Chuong trinh hé théng

11
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Iy Documents

o

My Computer

Man hinh
._[Desktop
Thung réc
Menu Start
| |
Thanh cong cu khoi dong Thanh tac vy Chuong trinh hé théng |
nhanh

Hinh 1.3

Duéi déy 1a cac thanh phan chinh trong man hinh Windows:

Thanh phan Chirc nang

Man hinh Desktop | Pay 1a man hinh ban s& thidy dau tién khi khéi dong
Windows. C6 chitc nang nhu mat ban lam viéc, noi chtra
cac biéu tuong, cac tép tin (file), thu muc cua cac chuong
trinh tng dung theo ¥ ban. Ban co thé thay d6i nén man
hinh theo ¥ muén cta minh.

My Documents My Documents 1a mot thu muc dac biét, noi cho phép ban
luu trir cac t€p va tai liéu do ban tao ra

My Computer My Computer cho phép ban xem dugc moi thr c6 trong
may tinh

My Network Place | Néu méy tinh ciia ban duoc két ndi trong méi truong mang
thi s& c6 biéu twong My Network Place xuét hién trén man
hinh Desktop, cho phép ban nhin thiy cic may khéac trong
mang va két ndi dén cac may nhin thiy trong My Network

12
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Place

Recycle Bin

Recycle Bin (Thung rac) noi luu trit tam thoi tit ca cac tép,
thu muc ban da xoa

Taskbar

Thanh tac vu chira cira s6 thu nho cua cac chuong trinh ban
dang chay trong Windows. Ung dung nay cho phep ban co
thé chay nhiéu chuong trinh, mé nhiéu cira s6 dong thoi,
mudn chuyén qua chuong trinh niao ban kich nao chuong
trinh d6 trén thanh taskbar.

Menu Start

Menu Start cho phép ban khoi dong bat ky chuong trinh
nao cé trong Windows

Quick Launch
Toolbar

Thanh cong cu kho1 dong nhanh chira nhitng chuong trinh
cho phép ban khéi dong nhanh véi mot lan kich chuot thay
vi phai kich dap chudt vao biéu twong d6 trén man hinh
Desktop hodc mé menu Start.

13



Gido trinh Sir dung hé diéu hanh va quan Iy mdy tinh

Bai 1.4: Sir dung Menu Start

Khi kich vao menu Start trén thanh Taskbar, ban s& thdy hién 1én giao dién nhu

hinh 1.4.

Tén cuia nguoi dung
dang sir dung sé& xuat
hién trén cung ctia menu
Start

Ving nay chira nhitng biéu
tuong khoi dong cac chuong
trinh ban thuong xuyén st
dung.

Jon

Internet
g7 Interret Explocer
VE; E-mail

Ay
Microsoft Ward 87
% Microsoft Excel
vl

HyperSnapDX 4

| 7 My Documents

§ Hy Recent Docoments b
|97 My Pictures
|) My Music

3] My Computer

\\g My Network Places

Chtra toan by chuong trinh
dugc cai dat trong may tinh
cua ban. Kich chudt vao All
Program s€ hi¢n ra danh sach
cac chuong trinh co trong
may tinh.

/e Frewores 4
=

3y
PR MiTosoft Access

¢ Creamwesyer 4
-

14

All Programs D

[_} Cantrol Panel
QJ Camect Io »

\ &:‘9 Prnters and Foxes

@) H=b ond Support

,_) Search

Phén bén phai chira
céc chuong trinh diéu
khién hé thdng
Windows, cac thu muc
quan trong.
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Tén cla nguoi dung
dang str dung sé& xuat
hién trén cung ctia menu
Start

Jon

Internet
g7 Interret Explocar

|7 My Documents

Lj Hy Recent Documents b

Vung nay chira nhitng biéu
tuong khdi dong cac chuong
trinh ban thuong xuyén st
dung.

Chtra toan by chuong trinh
duogc cai dat trong may tinh
cua ban. Kich chudt vao All
Program s€ hién ra danh sach
cac chuong trinh c6 trong
may tinh.

vg; E-mail
i ‘ | '._) My Pictures
T2 icrosofs Ward 27 ) - A 1A ae 1y
P e |7 Hy Hassic Phan bén phai chira
@ e 41 My Computer ca(.::chufmggtrmh diéu
< = khién hé thong
i ih,.,__._.,,w_.,‘ . S 1y etwork places Windows, cic thu muc
uan trong.
e U’ Cantrol Paned d ong
7 Frenores 4
1
iRy e“ Cannect To »
Mioosoft Access 2
7 & .70" Prnters and Foxes
%- Creamwesver 4 .
X @) b ond Support
/;) Search
= ] Run...

All Programs D

[B) 1007 (@] chutown

Hinh 1.4

Duéi day 1a cac chic ning cia cac biéu tuong chwong trinh trong Menu Start:

Biéu twong

Chirc nang

é; Internet Explorer

Khoi dong trinh duyét truy nhdp Web; tén mac dinh 1a
Internet Explorer

:;;] Qutlook Express

Khoi dong trinh duyét thu dién tr; tén chuong trinh la
Outlook Express

L_E) Recent Document

M6 ra danh séach cac tai li¢u vira mé ra gan day nhat

L'

_.f".
__/ My Pictures

M¢ thu muc My Picture, noi Iuu va quan ly cac tép anh

j My Music

Mo thu muc My Music, noi luu va quan 1y cac t€p am
thanh

B’ Control Panel

M¢ ctra s6 Control Panel, cung cap cac tuy chon dé cé thé
thiét 1ap va quan ly cac giao di¢n va churc ndng cua may

tinh c4 nhan theo hé diéu hanh cai dat.

15
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*. Connect To
—r

Két ndi dén mang Internet hodc mang ndi bd (LAN)

=

> Printers and Faxes

! Hién thi cac may in, may fax néu dugc cai dat

9) Help and Support

Hién thi cac thong tin tro giup ciia Windows XP.

Cho phép ban tim kiém céc chuong trinh, tép, thu muyc.

=7 Run M(jy mot chuong trinh hoac tép béng cach go 1énh truc tiép,
giong nhu trong MS-DOS.
J Log Off Cho phép thoat khoi hé tbéng v61 account hién thoi va cho
g phép truy nhap vao hé thong vai account khac.
o1 Shut Down Cung cip chirc ning tit may, khoi dong lai may.

16
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Bai 1.5: St dung chudt

Chudt dung diéu khién con tré chudt twong tac v6i nhimg déi twong trén man

hinh. Chudt thuong c¢6 2 nut:
- Nt trai thuong dung dé chon d6i twong; di chuyén ddi tuong...

- Nut phai thuong dung hién thi mot thue don cong viéc. Noi dung Thuc don

cong viéc thay ddi tily thudc con tré chudt dang nam trén ddi tuong nio.

Cac hanh dong ma chudt thyc hién:

Tro d6i | Ré chudt trén mit phang ban dé di chuyén con tré chudt trén man

tuong hinh tr6 dén doi tugng can xu ly.

Kich trai Thuong dung dé chon mot ddi trong, bang cach tro dén d6i tuong,
nhan nhanh va tha nut trai chudt.

Ré/Kéo Dung di chuyen d6i tuong hodc quet chon nhiéu d6i tuong bang

(Drag) cach tro dén ddi tuong, nhan va giit nat trai chudt, di chuyén chudt
dé doi con tré chudt dén vi tri khac, sau d6 tha nat trai chuot.

Kich phai Thuong dung hién thi mot thuc don cong viéc lién quan dén muc
dugc chon, bang cach tré dén doi tuong, nhan nhanh va tha nut
phai chuot.

Kich dup Thuong dung dé kich hoat chuwong trinh dugc hién thi dudi dang

chuot mot bi€u tugng trén man hinh, bang cach tré dén doi tugng, nhan

(Double nhanh va tha nat trai chudt 2 lan.

click)

17
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Bai 1.6: Thoat khéi Windows va tit may

Khi d3 hoan thanh cong viéc va khong dung dén mdy tinh nira, ban tit may tinh
va rat khoi ngudn dién. Pé Windows hoat dong 6n dinh va khong bi 161, trude khi
tit may, ban phai thoat khoi Windows (shutdown). Thyc hién Shutdown maéy tinh
theo céac budc sau:

1. Luu cac chuong trinh ban dang thyc hién va déng tat ca cac cira so chuong
trinh con hién trén thanh tac vy. Néu tit may ngang c6 thé gay ra nhing 16i nghiém
trong.

2. Kich vao menu Start

3. Kich chon muc Turn Off Computer.

- Hop thoai Turn off computer xuat hién (Hinh 1.5), kick chuét vao ndt Turn
off.

- Néu mudn khoi dong lai may tinh, ban chon Restart

- Néu muén tam thoi ngung 1am viéc voi mdy tinh va dé ché do tiét kiém dién,
ban chon Stand By

Hinh 1.5

18
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BAI TAP CHUONG 1

1. Bat may tinh va kho1 dong Windows XP

2. Tim, tro chudt va kich vao menu Start, sau d6 dong menu Start ma khéng
chon bat ky mot chuong trinh nao

3. Tim va kich dtp chudt vao My Computer

4. Shutdown Windows.
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Chuong 2

LAM VIEC VOI CUA SO WINDOWS

Bai 2.1: Khéi dong mét chwong trinh

Dé 1am bat ky mot viéc gi trén may tinh, ban can phai chay mét chuong trinh.
Chuong trinh 1a mot cAu trac 1énh duge lap trinh dé ra lénh cho may tinh thyc hién
mot cong viéc nao dé. Vi du Microsoft Word 1a mot chuong trinh soan thdo va xu
Iy vin ban. Cach tot nhat dé khoi dong chuong trinh 1a kich vao Menu Start, sau d6
chon mot chuong trinh can khoi dong trong All Programs. Dudi ddy 1a cac budc
thuc hién khoi dong chuong trinh WordPad trong Windows.

1. Kich vao menu Start

2. Tré chudt vao All Programs: mét thuc don danh sach cac chuong trinh c6
trong may tinh s& xuat hién nhu hinh 2.1

é Intermek __J My Dacuments
Ty E-mail <) My Recent Documents  +
Mcroso® Qutio WS wircows Catalag

WV Wircows Update
@ Wirdows Nedia Play
V) Accesscres

@ Teur Windaows 32 ¥ Administrative Todls {Cammen)
A Appkcatons

" M5 Explorer Lj Games

= ) starhp

’.‘,‘:H Wrcions Worae Mak

& Interret Explorer

v ¥ v v ¥

lﬁJ Mo osoft Gutiook Newsreader
W msuEplorer
() Outeok Express

§ - Remote Asgistance

LLE Tt ] © vorcows Mecia Player

!‘Iwg off @‘,hn Down

Hinh 2.1
3. Tré chudt vao Accessories: Khi do hién ra cac chuong trinh ¢6 trong thuc
don Accessories. Va ban sé& nhin thiy chwong trinh cin khoi dong WordPad. Do 1a
ly do vi sao phai chon Accessories. Ban phai biét chuong trinh cin khoi dong nim
& thuc don nao va phai tro dén ding thyc don do.

20



Gi&o trinh Sir dung hé diéu hanh va qudn 1y may tinh

Internet

Interret Expane
[y E-mail

Meroseft

dook %5 Windows Cataleg
[V 'Windons Lpdate
e Wirdows Media Play

t@ Tour Windows XP
v MM Explorer
‘_& Vircows Noae Makdg

__J My Documents

| a\HyReceulDoo-mts >

™) Adninistrative Tooks (Common)  »
A Aodicabons 3
D Games >
&) starmp »
£ Nitemet Espiorer

(53] Microsoft Outiook Newsresder
W MER Explorer

&) Outicok Esxpress

§o Remote Assstance

N

Hinh 2.2

B o [@stutn

) Acoessbity

\-ﬂj Communicabons
) Entertainment
@ SystemTcoks
) Address Book

2 candster

B Commend Prompt
¥ Moteped

Y rare

&) Program Compatiiity Waard

) Syndwonze
& Tour windows XF
L Windows Explorer

W Windows Move Maker

v v v -

4. Kich chudt vao WordPad: Chuong trinh WordPad s& xuat hién trén man
hinh. WordPad 1a mot chuong trinh soan thdo vin ban don gidn dugc tich hgp sin

trong Windows.

B Document - WordPad

v B, U S EER IS

3 v 2

Z)

Recpcie B0

Bét ky chuong trinh
nao dang chay sé
xut hién trén thanh
tac vu Taskbar
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B Document - WordPad

Mle Bdt Wewn Joert Poreet reb

Dod &2 " )
o v [0 v [Westen v B/ U S EESR IS

“d start [ Goamert - wrda:

e —

Hinh 2.3

Bét ky chuong trinh
nao dang chay s&
xuét hién trén thanh
tac vu Taskbar

Bai 2.2: Tim hi€u cac thanh phan cta cira s60 Windows

Moi thir ban c6 thé lam trén may tinh xuat hién bén trong cac khung dugc gol
1a ctra s6. Lam viéc voi ctra so s€ tréd nén dé dang khi ban hiéu dugc chirc nang céc

thanh phan co ban cta ching.

Khi ban m¢& mdt chuong trinh nao d6 trong Windows s€ xuat hién mot ctra so6
chuong trinh d6. Tat ca cura s6 cac chuong trinh nay déu c6 chung mdt s6 giao di¢n
va churc nang giong nhau. Hinh vé dudi day 1a ctra s6 chuong trinh WordPad.
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‘A A , , Maximize
Thanh tiéu dé Nut thu nho bution
Thanh = dPad - Clemeo byt
thuc don Fle Edt view Insert Format Help Nut d(’)ng
— D E SE =) By
Thanh cong—f |4 v [10 v [weser v Bruop === =
Cl;l E ....... 1 ....... :_ ....... ! ....... d s E ....... IE
Khu vuc cua ||
s chinh
Thanh trang ||
thai [—jFor Help, oress F1
‘A A , , Maximize
Thanh tiéu dé Nut thu nho button
Thanh = dPad = Claeo hidton
thuc don Fle Edt View Insert Format Help Nut d()ng
—— DR Sk B L
Thanh congp—{ = v [10 | Weser v Bruop === =
Cu g ....... 1 - - o0+ . 2 o o1+ . 3 - o1 ¢ FEE B o+ o+ o1+ ¢ . E
Khu vuc cura ||
sO chinh
Thanh trang ||
thai —fFor Helo, press F1
Hinh 2.4

Duéi day 1a bang liét ké cac thanh phan va chirc ning ciia ching trong cira s6
Windows.

Thanh phan M6 ti
Thanh tiéu dé (Title bar) | Hién thi tén cia cira s6 chuong trinh
Nut thu nho Thuc hién chirc nang thu nhé cura s6 hodc 4n cua sb
xudng thanh tac vu cua man hinh Windows
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Nt phong to Thuc hién chirc ning phong to cira s6 chwong trinh
hodc kich hoat chuong trinh hién thi 1én man hinh
may tinh khi chuong trinh dang an dudi thanh taskbar

Nut dong Pong cira s6 chuong trinh khi ban hoan thanh céng
viéc, thoat n6 khoi man hinh va by nhé may tinh.

Thanh thuc don Chtra cic chic ning diéu khién va tién ich cua
chuong trinh

Thanh cong cu Chtra cac biéu tuong tién ich thudng ding cua ctra sb
chuong trinh

Khu vuc ctra s6 chinh Pay 1a noi céc thao tac cua chuong trinh duogc thuc
hién

Thanh trang thai Hién thi c4c thong tin trang thai cta chwong trinh
dang str dung

Bai 2.3: Di chuyén va thay déi kich thuéc cira so

Ban c6 thé md nhiéu ctra s6 chuong trinh trén man hinh cung mét luc. beé
chuyén do6i hodc xem dugc nhiéu ctra s6 chuong trinh trén man hinh, ban phai di
chuyén va thay doi kich thudc ctia ching.

Thao tac di chuyén cira sé chuwong trinh thyc hién nhu sau:
1. Pit con trd chudt vao vi tri thanh tiéu dé

2. Kich va giit trai chudt vao thanh tiéu dé

3. Gitt va kéo chudt dén vi tri can dé cua sd chuong trinh
Thao tac thay doi kich thudc cira s6 chuong trinh:

1. Man hinh dang hién thi ctra s6 chuong trinh can thay d6i kich thuéc va
khong dugce hién thi & ché d6 phong to nhat.

2. bat chudt vao duong ranh gidi cua cira sd chuwong trinh sao cho con chudt
xut hi¢n thanh hinh €
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3. Kich trai chudt va kéo dé thay doi kich thudc cira s6 chuong trinh.

= Document - WordPad E"E"'EI P ———— E|E||'E|
Fl= Edt Wew Insert Format Help Filn Echk i [reert Format Hebr
D d Sk i el S :
sl w19 | Ayial w10 we
g.......1.......;. E.......1...|...?.
|
h >
For ik, For Hﬂb’;ﬂ/
Hinh 2.5

Thao tac chuyén doi gitra cac cira s6 chuong trinh:

Pé chuyén doi giita cac chuong trinh dang chay trén may tinh, ban c6 thé thuc
hién theo mot trong céc cach sau:

Cach 1: Kich chudt vao chuong trinh can chuyén d6i trén thanh Taskbar

Cach 2: An t6 hop phim Alt + Tab cho dén khi chon dugc chuong trinh can
chuyén d6i.
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26

BAI TAP CHUONG 2

1. M6 chuong trinh WordPad trong thuc don Start > Accessories
2. Phéng to, thu nho chuong trinh WordPad

3. M¢& chuong trinh may tinh Calculator

4. Hién thi hai chuong trinh dong thdi trén man hinh may tinh.

5. Pong hai chuong trinh trén, dua trd vé man hinh Desktop.
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Chuong 3

QUAN LY TEP (FILE) VA THU MUC (FOLDER)

Muyc tiéu cua chuong nay:

- Hiéu cac thiét bi luu trit, cac khai niém tép (file) va thu muc (folder)

- Sir dung My Computer dé xac dinh vi tri cua tép va thu muc trong may tinh
- M&, tao méi va doi tén tép va thu muc

- Sao chép, x0a, di chuyén tép va thu muc

- Khoi phuc nhirng tép va thu muc da xo6a

- Thay d6i nhing thong tin hién thi cua tép va thu myc

- Chon nhiéu tép va thu muc cung mét lac

- Tim tép va thu muc st dung chtic nang tim kiém Search

- Str dung cong cu Windows Explore
Bai 3.1: Khai niém co ban vé tép (file), thw muc (folder) va thiét b luu trir

Pé quan 1y duoc tép va thu muc trong may tinh, trudc hét ban phai hiéu may
tinh lwu trit thong tin nhu thé nao. May tinh luwu trit thong tin trong cac tep, CaC tép
dugc chira trong thu myc va cac thu muc dugce luu trong cac 6 dia. Co bon loai 6 dia
may tinh dung dé luu trir thong tin. Chi tiét duoc mo ta trong bang dudi day:

Loai 0 Ky hiéu | Dung lugng Mo ta
dia
6 A hoic 6 | 1.44 MB O mém cho phép doc va ghi thong tin
H. B 1én dia mém. Pia mém khong luu duoc
N nhidu thong tin, thuong ding dé luu céc

0 dia tép c6 dung luong nho (dudi 1,44 MB)
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di chuyén tir may tinh ndy sang may tinh
khac.

= 6 C hoic | Tuy theo | O clg luu tit ca cac thong tin quan
= lan luot D, | dung lugng 6 | trong cua may tinh. Cho phép doc va ghi
Ocimg |E tuy theo |cing  may | dir liéu.
s luong 6 | tinh, thudng
cung tr 4 GB tro
Ién
:' ,) O D hoic | 600 MB O CD Rom dung dé doc cqéc dia CD. O
_‘@ E, tuy the? CD Rom thuéng dfm‘g dé cai dat cac
» the tu O chuong trinh phan mém, chi cho phép
O CD | cing doc, khong duoc phép ghi
Rom
% O E hodc | Linh hoat tu: 0 wUSB cc’>w thé‘ di chuyén, mang cac dfl’C
G, tuy theo | 32 MB dén | diém cua 6 mém va 6 CD Rom nén rat
O USB thd tu cac | 512 MB tr¢ | tién dung trong viéc sir dung va luu triv
o trén Ién thong tin can di chuyén giita cic may

tinh.

Bai 3.2: Xem thong tin vé 6 dia

Khi mudn xem toan bd cac 0 dia trong may tinh va cac thong tin vé 6 dia, ban

thuc hién theo cac budc sau:

1. Kich chuét vao menu Start, chon biéu twong My computer

- Cira s6 My Computer s& xuit hién nhu 3.1 va ban sé& thdy hién thi tit ca cac
thiét bi 6 dia dang c6 trong may tinh.

28




Gi&o trinh Sir dung hé diéu hanh va qudn 1y may tinh

F My Computer EEE
Fle Edl Vew Favorites Tools  Help u

ach & - (F | O s [ roide | [THT]-

LR

2ddress | iy My Compater L -
Hard Disk Drrves: -
System Tasks
Bl view system informaton e
h Add or remeve pragrams Lol Dusk {22

B¢ change asertng

Devices with Removable Storage
Other Places

Ny My Hetwork Places \\5 @

13 Wy Documents ;j-j-:'g‘.jn'n'\-'; CWE: Dirive (D)
B control Farel . 0

meksss on Shared
‘server’ B} Folderso...

= L
Hinh 3.1

2
A

2. Kich dup chudt vao biéu twong 6 C dé xem ndi dung bén trong 6 C: Ban s&
thdy xuét hién cac thu muc va cac tép c6 chira trong 6 C

== Local Disk (C:)
File Edit Wig Favarites Tools Help #

@Back = -\;;] l_’;: pSearch H:i‘ Folders v

Address |<ee O

System Tasks

IF) Hide the conkents of
this drive

File and Folder Tasks #

Wietkeyw

(=) Make a new Folder TempEI4

@ Publish this Folder to
the We

= sShare this Folder L_,_J

WUTemp FROMNTPG giay bien nhan
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== Local Disk (C:)

File Edit wiew Favorites Tools Help #

@Back = d L@ pSearch u_ Folders v

Address |G CY

Hide the conktents of nts dovenload
this drive

oy Add or remove — . .
programs I f ! _'_J

’;) Search For files or y
Falders My Documenks Program Files Temp

Wiskhkey

System Tasks

M3 Cache

File and Folder Tasks ES ’J

(=3 Make a new Folder TempEI4

@ Fukblish this Folder to
the Web

k2 share this Folder ’J ;;=.

WlTemp FROMNTPG  giay bien nhan
v ~

Hinh 3.2

3. Kich phai chudt vao 6 C rdi chon Properties dé xem cac thong sé cta 6 C

- Ctra s6 Properties ciia 6 C xuat hién nhu hinh 3.3. Cra s6 ndy s& cung cap
cho ban céc thong tin vé dung luong 6 dia, dung luong da dung va dung luong con

trong.
Local Disk {C:) Properties
Germral |Tmh | Hamware | Sherng || Sscury | Gueces |
R Types: Lozl Dic
Dung luong 0 File syelem:  HTFS
dia da dung 1 W Usedmnzs: 24MI P00 b tes  201GE
|/ W Fre=space: 12,510,543 E1E Inpetess 11.7GR
2 | —] = =
Dung luo‘ng 0 Capacty: 15093, 354,456 utex 14.0G8B

=

Téng dung

lugng 6 dia
|:|Eurrpmus drrve bo save digk soace

[#] Al Indening Sersice to index this disk for f2st file ssarching

[ ok | cowes
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Local Misk {C:) Properties

Gereral | Tocls | Hardware Sharing || Securty | Quots

Zu gl
R Typs: Lecal Dk
Dung lugng 6 Fie yetem:  HTFS
dia da ding [ [l Usedpace: 243 BI0 0 bten 2 GE
W Fe=apece: 12610543616 byt 11768
//
Dung luong & Capecty. 15033, 54456 bptee  14.0GE

Do D&H_ﬂaawa

Téng dung

luong 0 dia
| Compress drmve o save disk sace

[#] Al Indening Sersice bo index this disk for f2st file ssarching

L ok [ cowa |

Hinh 3.3

Bai 3.3: Quan ly thu muc

Thu muc 1a noi luu trlr dit li€u trong may tinh. Dt li¢u luu trit trong thu muc
bao gdm céc thu muc con va cac tép.

Windows tao ra mot thu myc danh riéng cao nhat dé luu trit cac thu muc va cac
tép ban tao ra, d6 la thu muc My Documents. Tuy nhién, ban c6 thé tao ra cac thu
muc ca nhan cta minh trong 6 cing may tinh. Bai nay s& huéng dan cac thao tac
quan 1y, sip xép thu muyc trong may tinh.

1. Mé mét thu muc

Pé mé mot thu muc, ban phai biét thu muc dinh m& tén 1a giva nam & dau hay
n6i cach khac 1a c¢6 dudng dan nhu thé nao.

Vi du dudi day thao tic md thu myc My Picture nam trong thu muc My
Documents.

Kich vao menu Start, chon thu muc My Documents: ndi dung thu muc
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My Documents s¢ md ra, trong dé ban théy bao gém cac tép, thu muc con, va céd
ca thu muc My Picture ban can mo.

-] My Documants
Fa  Edt  Wiew Favoibea Took  Halp

Ow - @ F P sewch [ ok | [
Acidness - Iy DasaLames b9

o o0 2 & &

My Document My eSoaks Wiy Mugic My Pichr e My Wideae

Hinh 3.4

Kich dup chudt vao thu muc My Picture: Noi dung thu muc My Picture s€ mé
ra hinh 3.5

B Sample Pichures

Fle Edt Mew Foverites Tose  Hel

Ot - © ] Do o riten [
Thanh
Aoy |1 S \bomments and Setings Al Lisers'Oacaments'#y Pichunes\Sample Pichres . .
dia chi
E Picturs Tashs oy xuﬁt7 hlén
..... i tén 0 dia
v duom
dan dén
I thu muc
hién tai
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B Sample Pichures r-_-rE"'k'
Fle Edt \Wew Fovortes Took  Heb =

am o = ] I_? y, Saanch Foldars -

Adoral | C=\Doruments and Sebirge Al Lsers Oooament= 4y PicburesSample Pichres o Thanh
™ ﬂ dia chi
Li) = xuat hién

ﬁ.tlik- Sursmat Waber s WAt tén 6 d.ia
va duong
dan dén
[ thu muc
hién tai

Hinh 3.5

Thanh dia chi tren céc ctra s6 Windows cho phép ban biét duoc minh dang truy
nhdp vao 6 dia va thu muc nao trong may tinh, ban chi can kich chudt vao miii tén

b . s s A 2 4
trén thanh dia chi va chon thu myc can chuyén dén.

2. Tao méi mét thuw muc

Muc dich cta viéc tao mo1 mét thu muc 1a ban tao ra mdt thu muc trong & tai
mot vi tri nao d6 trong 6 nhdé may tinh va dat tén thu muc theo muc dich tao ra
nham chtra céc t&p hoac thu muc c6 mot di€ém chung.

Thao tac thuc hién nhu sau:

- M¢ 6 dia hodc thu muc s& chira thu muc ban dinh tao. Vi dy, ban dinh tao mét
thu muyc ca nhan trong 6 D. Ban phai mg 6 D.

- Khi ctra s6 dang m¢ voi thanh tiéu dé 1a 6 D, ban chon thuc don File, chon
New => New Folder (Hinh 3.6)
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== |ocal Disk (D:)

Edit Wiew Fawvorites Tools  Help f-
:
Creake Shorkouk @ Shortcut
Delete ﬁ Briefrase J ._} 0
R
ename.! |ﬂ Eitrap Image -
Properties
@ Microsaoft Word Document
Close Microsoft Access Application phuonghoa
@ Publish Ehis Fal Microsoft PowerPoink Presentation
the Web T adobe Photoshop Image -
ked Share this Fold Q WinRAR, archive J._.‘J
=| Text Document | TRUSic l
I.' - .. .
Other Places E Microsoft Wisio Crawing
@ wav sudio
i My Computer | 387 Microsaft Excel Workshest @ B
My Documents E3) winzip File de thi cuci
) Shared Documents I = Fhoa-dethi  khoa-dap an ﬂ

Hinh 3.6

Khi do, trong 6 D s& xuét hién mot thu muc tréng vO1 tén mac dinh 1a New
Folder, ban kich chut vao va gd tén mai cho thu myc vira tao.

= Hard Disk (C:)

Fi= Edit  Wiew Fevorbes Tools  Help

@Eﬂ:* * g I?' _.a"- Search | Foldem El"

ACKITEEE Sl [,

Sysiem Tasks

File and Folder Tasks Kl'Ch
= == — = chudt vao
Frogram Fies Terp WIHDOWS | e day va go
[} Copy s falder te .
il €N mo1
o ok s fode o cho thu
7 s tres oo muyc vira
ﬁ E-mail this folder's flec tao.
M Dalata thia folder :

Dther Places
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= Hard Disk (C:)

Fevonbes  Tooks

L e

=g

Segatie i Tasks

File and Folder Tasks Kich
@ Remneme this folder I..-'-—"I I __‘_" ‘o, L_-—_' Chu@t vao
fig Manwe this foider Term e - o | dﬁy va g(~)
[ Cooy T faider & 1
ten mo1
g Publsh fis folder 1o
the wes cho thu
& Share s folder

, muc vira
(23 E-mal this foder’s dles
% Dalaba thia foldar tao.
Dther Places
-

Hinh 3.7

3. P6i tén thu muc
Mubn thay ddi tén thu muc da dat, ban thuc hién nhu sau:

Chon thu muc can d6i tén: ban phai dang dung tai thu muc chtra thu myc can
d6i tén. Vi du nhu hinh v& 3.8, ban mudn d6i tén thu muc temp folder thanh thu
muc thamkhao trong 6 D. Mubn vy, trudc hét, ban phai mo 6 D, sau d6 chon thu
muc temp folder bang cach kich trai chudt vao temp folder.

Vao thuc don File > Rename, hodc kich phai chudt va chon Rename. Sau d6
x06a tén cil dung phim Backspace va gd tén méi can thay doi.
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8 Local Disk (D:) M=1E3
FIEM Edit  Wiew Fawvorites  Tools  Help '1.'
Explore
Open H—L' Folders *

Search... — v| o
——n L)

Sharing and Security...

Eaddta archive... ___JI ___-JI .-J

Add to "temp folder,rar”
2 pd i churgchi De thitham  MenuSo?Lla...
E Compress and email. ., khan dam

ECompress to "temp folder.rar” and email

3 add ko Zip ___JI _,_.JI g :
3] Add to temp Folder, zip

63 Zip and E-Mail temp Falder . zip renusa7Lla. .. risic kemnp Folder
nhat

Scan fFar Yiruses, .,

IUplaad using Ws_FTP Upload Wizard = oAl =7
_J W _J

Send Ta v oD-hoa phuonghoa  Sach DHSP
a-2004

Mew 4
Create Sharkouk ] ] "] |
Delete ’FJ ) .J ’FJ .
p— setup wigw source web ITC- moi
Drrmarkiac

Hinh 3.8

4. Sao chép, di chuyén thuw muc

Sao chép thu muyc (copy) 1a thao tac can thyc hién khi ban muén c6 mot thu
muc ban sao giong véi thu muc nguodn ca vé ndi dung va tén thu muyc nhung &
nhitng vi tri khac nhau. Vi du nhu sao chép thu muc thamkhao tir 6 D: sang 6 A:

Di chuyén thu muc (cut) 1a thao tac can thye hién khi ban muén di chuyén toan
bd mot thu muc tur vi tri ndy dén vi tri khac.

Dé thuc hién hai thao tac trén, ban 1am nhu sau:

- Mé 6 dia hodc thu muc c6 chtra thu muc can sao chép hoac di chuyén (goi la
thu muc géc). Vi dy, ban mudn sao chép hoac di chuyén thu muc thamkhao & 6 D
sang 6 A, ban phai mé 6 D bang cach chon My computer = Local Disk D:

- Chon thu muc cin sao chép hodc di chuyén bang cach kich trai chudt. O vi du
trén 1a kich chudt vao thu muc thamkhao.
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= Local Disk (D:)

e Back - d l.ﬁ p Search [{ Folders v
Address |v e} V| Go
setup thamkhao view source  web ITC- moi
WEBITC web-sua Copy of de thi cuoi
lophoc khoa-dap an .

Hinh 3.9

- Va0 thyc don Edit & Copy hoic kich phai chudt chon Copy néu ban mudn

sao chép thu muc. (Hinh 3

.10a)

- Vao thuc don Edit © Cut hoic kich phai chudt chon Cut néu ban mubn di
chuyén thu muc. (Hinh 3.10b)

= Local Disk (D:) H(=1E3
File MM View Favorites Tools  Help a"
Undo Rename Chrl+2
@ earch [{ 5 Folders v
Addre Copy Chel+C w an
Paste Chrl+y ) A
se Copy ToFalder... o [

=

WEBTTC web-zla Copy ol de thi cuni

Maove To Folder..

Select Al Chrl+a @
Invert Selection -

lophioc khoa-dap an w

Hinh 3.10a

== Local Disk (D:)

File WL Wview Favorites Tools  Help

earch {7 Folders - -
Cut Chrl+ =
Addre Chrl+C ~ Go
~

se  Copy ToFolder... ]
Move To Folder. ..

select Al Chrl+a @
'~ Invert Selection T
WEBITC web-s0a Copy ol de thi cuoi
lophioc khoa-dap an "

@ Undo Rename Chrl+2

Hinh 3.10b
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M¢ 6 dia hodc thu muc s& chira thu muc ban mudn sao chép hoac di chuyén
dén (goi 1a thu muc dich). O vi du trén, ban mudn sao chép hoac di chuyén dénd A
thi ban phai c6 dia mém trong 6 A va md cira sO 6 A bang cach kich chudt vao
menu Start > My computer va kich dap vao 6 A.

Tai cira s6 cta 6 dia hodc thu muc dich, chon thuc don Edit = Paste hodc kich

phai chudt chon Paste. Thao tac nay s€ thuc hién viéc sao chép hodc di chuyén thu
muc tuy theo 1énh ban dau ciia ban 1a Copy hay Cut.

B=1[ES

|
¥

File W=a8 “iew Fawvarites  Tools  Help .',
Undo Copy Chrl+2 »
e earch
Cut Chrl+3
addre Copy Chrl+C v| Go

Paste Shorkout

Copy To Folder...
Maove Ta Folder, ..

-

.
l Select Al Chrl+A

Irvert Selection

Hinh 3.11
Két qua 1a tai 6 A, ban s& thay xuat hién thu muc thamkhao, dong thoi ¢ 6 D
cling van c6 thu muc thamkhao néu ban chon 1énh sao chép (Copy).
Hodc ban sé& thay thu myc thamkhao xuét hién & 6 A, nhung trong 6 D s&
khéng con thur muc thamkhao néu ban chon 1énh di chuyén (Cut).

opp i E
1','
— >
O Back - \_/,l lﬁ 7 ) Search
Address |ﬂ, & v| =0
-
thamkhaao Chuong
2-DM5-12
Hinh 3.12
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5. Xo6a thu muc

Khi khong dung dén thu muc nao nira, ban c6 thé xod thu muc do di dé tiét
kiém 6 nhd dong thoi hé thong dir 1i€u cta ban cling rd rang va sang sua hon.

bé thuc hién viéc xoa thu muc, ban thuc hién nhu sau:

- Chon thu muc can xoa: ban phai m¢ 6 dia hodc thu muc chira thu muc can
x04, sau do kich chu0t trai vao thu muc can xoa.

- Vao thuc don File > Delete hoac kich phai chudt va chon Delete.

& My Documents |'._| |'E| [z|
&= Edit  Wiew Favorites  Tools  Help ;1.’
Explore »
Open th (7 Folders
Search...
VB
Send To r - -
Mew 3 ﬁj =
bai tap

Creake Shortcut

Delete
Renarme @
Properties
3_019380d
Close I
Hinh 3.13

Hop thoai Confirm Folder Delete xuat hién, héi ban c6 thuc sy mudn x6a thu
muc nay khong, néu ban mudn xo4 thi kich chon Yes, néu khong thi chon No.

Confirmy Folder Delete ['5_<|

Are ywou sure you wank o remove the Folder 'bai tap' and move all its
x| contents to the Recycle Bin?

’ es ] [ Mo

Hinh 3.14

6. Thiét 1ap cac tiy chon cho thw muc
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Ngoai céc thao tac véi thu muc nhu trén, Windows con cho phép thiét 1ap mot
sb tuy chon ddi vé6i thu muc nhim tién dung trong viéc quan ly va st dung thu muc
cho nguoi dung.

Pé thiét 1ap cac tuy chon cho thu muc, ban thuc hién nhu sau:

- M& mét thu myc bat ky trong may tinh

- Va0 thue don Tool-> Folder Options. Ctra sé Folder Options xuat hién nhu
hinh 3.15

Folder, Options E]@

General |View || File Types | Oifine Files

Tazkz

(%) Shaw comman tazks in folders
() Use wWindows classic folders

Browse folders

= (%) Open each folder in the same window

() Open each folder in it own window

Click items as follows
) Single-click to open an item [paint to select]

(%) Double-click to open an item [single-click to select)

Restore Defaults

I 0K H Cancel ]

Hinh 3.15

- Ban thiét 1ap tinh nang nao thi kich trai chudt vao tinh ning do.

Bang dudi day mé ta chi tiét cac tinh ning tuy chon trong cira s6 Folder
Options

Cac tuy chon | M6 ta

Tasks

+ Show command tasks in folders Hién thi cac 1énh thao tac d6i v6i thu muc
va cac lién két md dén cac thu muc khac ¢
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khung bén tréi cua ctra s6 thu muc

+ Use Windows class folders

Khong hién thi cac 1énh thao tac ddi véi
thu muc va cac lién két mé dén cac thu
muc khac ¢ khung bén trai cta ctra s6 thu
muc

Browser folders

+ Open each folder in the same window

Mo moi thu muyc trong cung mot ctra so.

+ Open each folder in its own window

M6& moi thu muc trong mot ctra soO riéng.

Click items as folow

+ Single-click to open an item (point to
select)

Chi céan kich trai chudt vao biéu tuong
chuong trinh 1a ¢6 thé m¢ dugc chuong
trinh do.

+ Double-click to open an item (single-
click to select)

Kich dap chudt vao biéu tugng chuong
trinh dé m& chuong trinh do6.

7. Thay ddi cac biéu twong khac nhau cho thw muc

Theo mic dinh, biéu twong cta thu muc trong Windows 13 ,,J‘ Tuy nhién
ban c6 thé thay doi bi€u tugng nay thanh cac hinh v& khac tuy theo s¢ thich cta

minh. Cach thyuc hién nhu sau:

- Kich phai chudt vao thu muc can thay ddi biéu twong, chon Properties

- Ctra s6 Properties s& xuat hién nhu hinh 3.16, chon thé Customize.

suutamtrenmang Properties E]EJ

Falder pictures

the contents.

Folder icons

General | Sharing | Customize

“w'hat kind of falder do vou want?
Use this folder type as a template:

Documents [for arw file wpe]

[] &lsa apply this template ta all subfalders

For Thumbnails view, you can put a Presviev:
picture on this folder to remind pou of

Choose Picture
Bestore Default

Far all views except Thumbnailz, you can change the standard
“folder' icon to anather icon.

| Change lcon... |

_J

] [ Cancel ]

Hinh 3.16
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- Kich chudt vao nut Change lcon, cira s6 Change Icon xuét hién.

- Kich chudt vao mot biéu tuong madi trong danh sach céac biéu tuong va chon
nat OK dé hoan thanh.

Change Icon for, suutamtrenmang F... E|E|

Look For icons in Ehis File:

ystemRaoteksystem32iSHELLZ2. dl

Select an icon From the list below:

J DBy D
APy DB
B2E9® O
wdl]e AE:

[ Restore Defaulks ] I QK ] [ Cancel ]

Hinh 3.17

Bai 3.4: Quan ly tép

Tép la phan luu trir thong tin cudi ciing va nho nhat trong hé théng luu trir dix
liu ctia mdy tinh. Mdi mét chuwong trinh tng dung lai c6 mét kiéu tép khac nhau.
Pé mo duoc bat ky mot kiéu tép nao thi may tinh cia ban cai dat chuong trinh (mg
dung d6. Vi du céac tép co kiéu .doc; .exl; .ppt 1a cac kiéu tép thudc chuong trinh
Microsoft Office, do 1a tép cua cac chuong trinh Word, Excel, PowerPoint. Muén
mé duoc cac kiéu tép ndy thi may tinh cta ban phai cai dat chuong trinh Microsoft
Office.

Céc tép duogc chira trong cac thu muc hodc 6 dia. Viéc quan 1y tép ciing gidng
nhu quan 1y thu muc. Cac thao tic md, sao chép, di chuyén tép ciing gidng nhu véi
thu muc.

1. Mé tép
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Pé md mot tép luu trong 6 dia, ban phai biét dich xac dudng din dén tép do,

nghia la ban phai biét tep do nam & 6 dia nao, thu muc nao hodc thu muc con nao.
Vi du dé mé tép baitapl.doc c6 duong dan 1a D:\thuchanh\btword. Khi d6, ban phai

thuc hién cac thao tac sau:

- Vao thyc don Start = My computer

- Kich dup chuét vao 6 D: dé mé 6 D

- Kich dup chudt vao thu muc thuchanh dé mé thu muc thuchanh

- Kich dup chudt vao thu muc btword dé m¢ thu muc btword

Khi d6 ban sé& nhin thay tép cin ma, kich dup chudt vao tép baitapl.doc dé mo

tép. Vi kiéu tép la .doc nén chuong trinh Word s€ tu khdi dong va ban s€ doc dugc

ndi dung cua tép nay.

A=

File Edit ‘Miew Faworites Tools  Help

@Back < \_/l

)
lﬁ 7 Search

Vthuchan war

ik 1.|:||:||:
rosoft Wiord Document:

/ .l;r

o

a0

Puong dan cua file trén
thanh dia chi

& btword
File Edit Wew Favorites Tools Help

e Back - \_/l lﬁ ’;_J Search

Address ||.f} De'thuchanhibtward

—

/ 'l;r

>

Kich dap chudt vao tén
file can md

Puong dan cua file trén
thanh dia chi

1" I-ElitEll:I]. .|:||:||:
m =8 Bicrosoft Word Docurnent
11 KE

Hinh 3.18

Kich dap chudt vao tén
file can md
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2. Poi tén tép

Tén tép da duoc dat trong ltc ban tao va luu tép do 14n dau. Dé d6i tén tép ban
thuc hién nhu sau:

- Kich phai chudt vao tép can doi tén, chon Rename

- X04 tén tép cii va gb vao tén tép moi va an Enter dé hoan thanh (hinh 3.19).
=1

File Edit “iew Favoribes  Tools  Help ‘.’

@Back - \_) lﬁ /-._\J Seatch - Folders v

Address |h D:\thuchanbbtword V| &0

Open
i =]
Prink

Send To r

Cuk
Copy

Create Shorbcuk
Delete

Renarne

Propetties

Hinh 3.19

3. Xoa tép

Khi khong str dung mét tép bat ky nao nita, ban nén xoa tép d6 khoi may tinh
dé tiét kiém 6 nhd. Cach thuc hién nhu sau:

- Kich phai chudt vao tép can xoa, chon Delete

- Hop thoai Confirm File Delete xuét hién nhu hinh 3.20, hoi ban c6 thuc sy
mudn xo04 tép nay khong, néu ban mudn xoa thi kich chon Yes, néu khéng thi chon
No.
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Confirm File Delete b__q

e}

J Are you sure you wank ko send ‘baikapl.doc' ko the Recycle Bin?
L7

[ es l [ Mo

Hinh 3.20

4. Sao chép (copy) va di chuyén (cut) tép

Dé thuc hién hai thao tac trén, ban lam nhu sau:

- M& 6 dia hodc thu muc c6 chira tép can sao chép hodc di chuyén (goi 1a thu
muc ngudn). Vi du, ban mudn sao chép hoic di chuyén tép baitapl.doc ¢ dudng dan
D:\thuchanh\btword sang 6 A, ban phai mé dung dén thu muc btword theo dudng
dan D:\thuchanh\btword.

- Chon tép can sao chép hodc di chuyén bé’tng céch kich trai chuét. O vi du trén
la kich chudt vao tép baitapl.doc

- Chon thyc don Edit = Copy hoic kich phai chudt chon Copy néu ban mudn
sao chép tép

Chon thuc don Edit = Cut hoidc kich phai chudt chon Cut néu ban mubn di
chuyén tép

& btword |:| |E| El

File MSs(8 wiew Favorites Tools Help ! ,'
] ’ ) . ; E Undo Renarne Chrl+2 »
Fil= B=E[8 View  Favorites  Tools  Help o e ety
Unda Rename Chl+Z » cut Chrl+is
e earch v Go

addre Copy Zhrl+C w | Bd Go i %

Paste Chr+y ky|  Copy To Falder. .. baitapl.doc
L Mowe To Folder...

[ Copy To Folder. .. baitapl.doc Selact Al ChHA

Move To Folder... Invert Selection

Select all Chrl-+a
Invert Selection

Hinh 3.21
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- M¢ 6 dia hodc thu muc s& chira tép ban mudn sao chép hoac di chuyén dén
(goi 1a thu muyc dich). O vi du trén, ban mudn sao chép hoac di chuyén dén 6 A thi
ban phai c6 dia mém trong 6 A va mé ctra s6 6 A bang cach kich chudt vao thyc
don Start & My computer va kich dup vao 6 A.

- Tai cira sO cua 6 dia hodc thu muc dich, cu thé & day la 6 A, chon thuc don
Edit - Paste hoac kich phai chudt chon Paste. Thao tac nay s€ thuc hién viéc sao
chép hodc di chuyén thu muc tuy theo 1énh ban dau cua ban 13 Copy hay Cut.
(hinh3.22)

<+ 31 Floppy (A:) E_”EWE

File W=ald8 Yiew Favorites  Tools  Help .1.’

IUndo Copy Chrl+2 ¥
earch
Zuk ki

Copy Chrl4C W G0

Paste Shortcuk

Copy To Folder. ..
Maove Tao Folder, ..

Select Al Chel+A
Inwert Seleckion

Hinh 3.22

Két qua 1a tai 6 A, ban s& thiy xuét hién tép baitapl.doc, déng thoi ¢ thu muc
btword ciing van c6 tép baitapl.doc néu ban chon 1énh sao chép (Copy).

Hodc ban s& thay tép baitapl.doc xuit hién & 0 A, nhung trong thu muc
btword s& khéng con tép baitapl.doc néu ban chon 1énh di chuyén (Cut).
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& 3% Floppy (4:) =3

File Edit ‘iew Favorites Tools  He ™ ;1.'

QEack - ? / ) Search

Address | B a1 w . Go
- .
tharmnkhan Chuong baitapl,doc
2-DN5S-12
Hinh 3.23

>

Bai 3.5: Khoi phuc lai tép va thu muc da xda

Gidng nhu thung rac, Recycle Bin luu tam thoi tat ca cac tép va thu muc da
X04. Sau mot thoi gian, nhitng tép va thu muc chira trong Recycle Bin s€ tur ddng bi
x04 khoi Recycle Bin.

1. Khéi phuc lai thw muc va tép méi xoa

Néu ban mudn khéi phuc lai nhitng tép va thu muc da xoa va van con chira
trong Recycle Bin, ban c6 thé thuc hién theo cac budce sau:

- Kich dup chudt vao biéu twong Recycle Bin trén man hinh Desktop: Ctra s6
Recycle Bin s& xudt hién va hién thi nhirng tép va thu muc ma ban vira x6a gan day.

- Chon tép va thu muc trong Recycle Bin can khoi phuc lai

- M6 phai chudt va chon Restore. Khi d6 nhitng tép va thu muc dugc chon sé
trdy vé dang vi tri thu muc ma ban da xoa.
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|;__;' Back,

2] Recycle Bin
File Edt View Favorites Tools  Help ~‘.|","

‘_:) ﬁ )3 search h—' Folcers v

2] Recycle Bin
File Edt View Favorites Tools Help

(_j Back,

& Recyde Bin

Recycle Bin Tasks

Other Flaces ¥

b | —} Go
L—J Eﬁ— | Chon file can
Mew Falder Zurr khoi phyc va
Bud Cut mé phél
—_— chuot
@ Delete
Docurment Froperties

‘;) ﬁ )D search [j:' Folcers v

&l Recyde Bin

3| Empty the Recyde Bin
) Resbore this item

Recycle Bin Tasks L_J Chon file can
Mew Folder khoi phuc va
m& phai
chuot

Other Flaces ¥ Documernt

Hinh 3.24

2. Lam sach Recycle Bin

Mot trong nhitng muc dich cua viéc xoa tép va thu muc khong dung dén 1a dé

tiét kiém bo nhé. Khi ban ra 1énh x04 tép hoac thu muc, ching s€ tam thoi duogc luu
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vao Recycle Bin. Khi d6 b nhé van phai ton dung luong cho viée luu trir cac tép
va thu muc nay. Khi biét chic nhitng tép va thu muc nay chic chin xo6a, khéng can
khoéi phuc lai, dé tiét kiém bd nhd cho cong viéc khac, ban can lam sach thung rac
ngay. Cach thyc hién nhu sau:

- Kich phai chudt vao biéu tuong Recycle Bin trén man hinh Desktop, chon
Empty Recycle Bin (hinh 3.25)

i |
w2
<F o
Recyc Explore

Create Shortcout

Properties

Hinh 3.25
- Xuét hién hop thoai Confirm File Delete, néu ban chic chin mudn xo4 thi
kich vao Yes. Khi d6 Recycle Bin sé& trong.

Confirm Multiple File Delete

: % fAre you sure vou want ko delete these 2 items?

I Yes ] [ Mo

Hinh 3.26

Bai 3.6: Cac Kiéu hién thi ciia tép va thu muc trong cira s6 Windows

Khi mé& mot thu muc trong may tinh s€ hién 1én danh sach cac t€p va thu muc
chta trong 6. Windows cung cdp mot sd cach hién thi cac tép va thu muc nhu
Thumbnails, Icons, Tiles, List, Details,..Tiy theo muc dich sitr dung, ban cé thé
chuyén d6i giita cac kiéu hién thi khac nhau.

bé chuyén doi gitra cac kiéu hién thi, thuc hién theo cac budc sau:
- Mo mot thu myc bét ky trong may tinh.

- Chon thuc don View, kich chon vao mét trong cac ché d6 hién thi theo bang
mo ta ¢ hinh 3.27.
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Hinh 3.27
Bang mo ta cac ché do hién thi trong Windows XP
Ché dp hién thi M5 ta
Icons Tat ca cac tép va thu muc hién thi véi cac biéu tuong.

Ché d6 hién thi nay thudn tién nhimng ai méi st dung
Windows va con kho khan trong thao tac voi chudt.
Nhung lai khong hién thi tén tép day du voi nhiing
tén t&p va thu muc qua dai.

Céc tép va thu muyc hién thi véi cac biéu tuong va tén
day du cua t&p va thu muc do.

Cac tép va thu muc hién thi theo danh sach tir trén
xubng kém theo biéu twong nho. Ché do hién thi nay
thuong dung vi d& dang nhin thy céc tép va thu muc
can mo.

Hién thi ddy du cac thong tin vé tép va thu muc theo
cac ¢t nhu tén, kich thudc, kiéu va ngay thang tac
dong lan cubi. Khi kich vao ¢t nao s& cho phép sip
xép theo thtr ty ting dan hodc giam dan theo dic
diém cua cot do.

Kiéu Thumbnails rat tién ich khi ban 1am viéc véi cac
Sy cac kiéu tép va thu muc chira hinh anh, d6 hoa bai no

3 s& hién thj noi dung tép anh thu nho thay vi phai md
Rias han tép anh do ra.
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Bai 3.7: An hién tép va thu muc

Trong qué trinh lam viéc vdi t¢p va thu muc, cd nhiing t€p va thu myc quan
trong, ban muén luu giit chiing va khong mudn chiing hién thi trén cira s6 thu muc
dé tranh cac tac dong nham 1an. Windows cho phép ban an chiing di va hién thi
chung khi can. bé thuc hién tinh nang trén, ban lam theo céc budc sau:

Buwée 1: Thiét 1ap tinh ning 4n cho tép va thu muc:

- Kich phai chudt vao tép hoac thu muc can an, chon Properties.

- Cira s0 Properties xuét hién nhu trén hinh 3.28, trong thé General, tai muc
Attributes, ban kich chudt vao phan Hidden. Mudn bo tinh ning nay thi 1am nhu
trén va bo dau tich khoi phan Hidden.

- Kich chuot vao OK d hoan thanh.

suutamtrenmang Properties E]@

General | Sharing | Customize

_’J suutamtrenmang

Type: File Folder
Location: DA phuonghoattailiewhtailiew-tinhocphocapitinhoco
Size: 7.71 MB [8.088.588 bytes)

Size ondisk:  7.04 MB [7.382.492 bytes)

Contains: 12 Files. 0 Folders

Created: 12 April 2004, 150748
Attributes: [H] Read-anly
Hidden
[ 1] ] [ Cancel ] [ Apply
Hinh 3.28

Budre 2: An hodc hién thi tép va thu myc cé tinh nang an
- M& cira sd thu muc bat ky.
- Chon thuc don Tool = Folder options.

- Ctra s6 Forder Options xuat hién nhu hinh 3.29, chon thé View.
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- Kich chuét vao dong chir Do not show hidden files and folders dé an cac tép
va thu muc d4 thiét 1ap tinh ning an.

- Hodc kich chudt vao dong chit Show hidden files and folders dé hién thi cac
tép va thu muc di thiét 1ap tinh nang an.

- Kich chudt OK dé hoan thanh.

Folder Options

General | “iew | File Types | Offine Files

Falder views
You can apply the view [zuch az Detailz or Tileg) that

wou are uzing for this folder to all folders.

[ Apply to All Folders ] [ Beszet Al Folders

Advahced settings:

Dizplay file size information in folder tips P
Dizplay zimple folder view in Explorer's Folders st
] Display the contents of system folders
Dizplay the full path in the address bar
[] Display the full path in the title bar
[] Do not cache thumbnails
|=5) Hidden files and folders
() Do not show hidden files and folders
Show hidden filez and folders
Hide extenzions for known file wpes
Hide protected operating system files [Aecommended)]
] Launch folder windows in a separate process w

Restore Defaults

[ K H Cancel H Apply ]

Hinh 3.29

Bai 3.8: Chon nhiéu tép va thu muc ciing mjt lic

Muén thuc hién bét ky mot thao tac nao cho cac t€p hodc thu muc, trudc hét
ban phai chon t€p hodc mot thu muc dinh can tac dong. Thong thuong, ban chi chon
mot tép hodc thu muc béng cach kich trai chudt vao t&p va thu muc can chon. Trong
nhiéu truong hop, ban muén thyuc hién cung mdt 1énh cho nhiéu tép va thu muc.
Néu cir phai 1ap di 1ap lai mot 1énh cho ngén éy tép hodc thu muc sé rat mat thoi
gian. Windows cho phép ban thuc hién mot 1énh cho nhiéu tép va thu myc cung mot
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lac. Bé 1am duoc do6, ban phai chon nhiéu tép va thu muc cung mot luc trude khi ra

mdt 1énh thuc hién nao d6. Cach chon nhiéu tép va thu muc thyc hién nhu sau:
1. Chon nhiéu tép va thw muc trong mét khoang lién nhau
- Pit chudt vao mot khoang tréng trong cira s6 Windows

& Dractice [:'EIFE
ar

R Edt Wew Foewibes Tooks Hep

Gm' =+ T_,':.enr:hr Foiders | [T00] =
Auckcdrman | |5 Ca\Cuton Guide Wind pws 3F Fraciios = EJca
Lal
File znd Folder Tashs J LM @

[Bszontngl  TradeShow  Canads
Heabng Memz

g v B

CAEASE  Homewok ] Dpenbe

& Proctice
Re Edt Wew Fovorkes Toos Help #

GM' =] ?J,-'!mrl:hr Poiders | [TI1]»
Ak | 5} Ca\CustoraGice Wind pas SF Practios v B
Ll
File and Falder Tasks .| J @

Y Maka 2 nos Toidor Bmining TreeSow  Consds
Heabng Hemz
Pubdsh this fodder io

@ .
s | @ B B

CAHEASE  Homework ] Openfe

-

SEiorE

| —

bat chudt vao day

Hinh 3.30

- Gitr trai chudt va kéo tao nén moét hinh chir nhat bao quanh nhiing tép va thu

muc ban mudn chon.
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& Dractice
R Edit  Wiew Faewries

Tooks e
oo - 3 - (¥ mmch [T roders | [0
Aok s | |15 CoaCueshons Guicde WA nd pws 37 PracBos « B ca

~
File and Folder Tashs -d_.JI __,..I @

g Mova tha salactad Bocounting  Trade Show . Cansds
i e

Y Sopy the meeched
a | CaTe

Pubdiah tha selaciad
I b Hhe e
() E-meail the selected
| DT
%, Dadita tha sslcrod
e

Hinh 3.31
2. Chon nhiéu tép hodc thw muc lién tiép canh nhau

- Kich trai chudt vao tép hodc thu muc dau tién trong danh sach chon.
- An va gitr phim Shift
- Kich trai chudt vao tép hodc thu muc cudi cung trong danh sach chon.

& firactice [ .=1 5]
Fia Edt ew  Paeaiin Tool  Help B
Qo - ) - (F 2 sach [ rokden | [

wan | e B PRI ll = L

q
File g Fodddes Tasks T Luall !
Feovw e seeciad .
j 1= - 1 1

J Capy the miscied
s

i) Fublsh the mincied
e e Web

ﬂl-nllhildﬂhd
s

3 Dalrin the meiecied
iexs

Hinh 3.30
3. Chon mét s tép & nhirng vi tri khac nhau trong ciing mét cira so

- Kich trai chudt vao mot tép hodc thu muc can chon.
- An va giit phim Ctrl

- Kich trai chudt vao nhitng tép va thu muc can chon khac.
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3 O s e PP Be

B practice gﬁﬁl
Ma Cdi Wea Feeaiiss Tool  Help p_"
) ok - ¥ Samrch raden  [T31)

< EYsa

Hinh 3.31

4. Chon toan b cac tép va thw muc trong mdt cira s6 thu muc

- M¢é thu muc chira cac té€p va thu muc can chon

- Vao thuc don Edit = Select all. Khi d6 toan bo cac tép va thu muc trong cura

sO thu muc d6 s€ duogc chon.

Bai 3.9: Tim kiém tép sir dung céng cu Search ciia Windows

Khi Iam viéc véi nhiéu dir li¢u luu trong may tinh, nhiéu khi ban khong nhé vi

tri cua t¢p can tim. S€ rat mat thoi gian néu ban do tim tung 6 dia, thu muyc trong

may tinh. Windows cung cidp mot cong cu cho phép nhanh chong va d& dang chi ra

tép can tim néu ban biét dugc mot sd thong tin nhu:

- Tén tép hodc mot phan tén tép

- Ngay thang tép duoc tao hodc chinh stra

- Kiéu tép
- Kich thudce tép

Céc thong tin ban khai bao dé tim kiém cang chinh xé4c thi ban cang nhanh

chéng tim ra tép minh can.

Céch tim kiém tép sir dung cong cu Search nhu sau:

- Kich chudt vao menu Start, chon Search, chon tiép For Files or Folder
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/ Programs b

L,.—g Documents 3

Settings

olders. ..

m

c

[ ]

‘B

m The,

%’1 &) Onthe Inkernet...

— | Help and Suppaort

a. Q %: Using Microsoft Outlook. ..
& =] Run... &2 For Inkernet Audiofvideo. .
; € For People..,

- | "] Log OFF itcvde... J3 On an FTP Site using WS_FTP Pra...
=

3 @ Turn OFF Cormputer ..,

Hinh 3.32

Khi d6 ctra s6 Search Results s& xuat hién nhu hinh 3.33 cho phép ban khai
bao cac théng sd tim kiém.
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B Search Results

File Edit ‘“iew Fawarites Toals  Help i,.

QEack J l.ﬁ: ‘p Search H:L' Folders v

Address |J Search Results 1""'| o

Search Companion ¥ Tostart your search, follow the instructions in

What do you want to
search for?

Pictures, music, or video

Docurments (word
processing,
spreadsheet, etc.)

Al files and Folders
Compukers aor people

@) Infarmation in Help and

Siimmavk Tankar

Hinh 3.33

C6 bbn muc cho ban lira chon tiry theo muyc dich tim kiém

+ Néu ban kich chudt vao muc Pictures, music, or video, cho phép tim kiém

cac tép anh, am thanh va doan phim. Thuc hién theo 3 budc dudi day:

_ 1. Kich chudt vao mot trong 3
fﬂ:_ff";“""ﬁ; - /6 trong d¢ lya chon kicu file
- . L 1k
L ot otz tuy theo muc dich tim kiém
[#] Music
[] widea .
aller part of the fie name: 2 G(~) tén ﬁle hOéC mét phﬁn
S tén file can tim kiem vao day.
You ""i"r'i\hil gt i,
B Lise advanced saardy
ophbons e \ R < A
—/3‘. Klgp vao Search de bat dau
[ Back || sewh | tim kiém.
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_ 1. Kich chudt vao mot trong 3

search for all files of a

certam type, or search by /6 tréng dé lua chon kiéu file

) Pcares and Phatn. —— tuy theo muc dich tim kiém

Husic

[[] viden

"‘;:‘:": :d““‘ name: 2. GO tén file hoac mot phan
b A A 1 < A \ A

F— tén file can tim kiém vao day.

B Lise aduanced ssardy

3. Kich vao Search d¢ bat dau

(e [ seamn |7 tim kiém.

Hinh 3.34
+ Néu ban kich chudt vao muc Documents (Word processing, spreadsheet,
etc,..), cho phép ban tim kiém nhanh cac tép tai liu thudc by Microsoft Office.
Thuc hién theo 3 budc nhu hinh 3.35.

Search Companion

Search by any or all of

the criteria below. 1. Kich chudt vao mot

Lask time it was modified: trong 9éc tuy ChQI} néu b@m
(%) Don't remember nh¢ vé thoi gian l1an cudi
) within the last week ban m¢ file d6

{3 Past month

() Wyithin the past year

Al or part of the document 2 Gb tén file hoic mot
— phﬁn tén file
e rase alen wank ko

[ BEES ] | search 3. Kich vao Search dé bat

dau tim kiém.
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Search Companion

Search by any or all of
the criteria below. 1. Kich chudt vao mot

Last time it was madified: trong cac tuy chon néu ban
() Don't remember nh¢ vé thoi gian lan cudi
() within the last week ban mo file do

) Past month

) “within the past vear

Al or part of the document o o R
namE: 2. 90 ‘Een file hodc mot
| phan tén file
e rase alen wank ko
| Back || search 3. Kich vao Search dé bét

dau tim kiém.

Hinh 3.35

+ Néu ban kich chudt vao muc All files and folders, s& cho phép ban tim kiém
bat ky kiéu tép va thu muc nao. Thuc hién tim kiém theo cac budc nhu hinh 3.36.
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Search by any or all of the
criteria below.

&l or part of the file name:

1. Go tén hodc mot phan tén file
hoac thu muc can tim kiém.

& word or phrase in the file:

Loak in:

2. G& cum tir xuét hién trong file can
tim kiém (c6 thé bo qua budc nay).

J'i-l ocal Hard Drives {C: ;D

When was it modified? ¥
Yhat size is it? ¥

More advanced options ¥

3. Kich vao mii tén dé chon 6 dia
ma ban nghi ngo file can tim nam
trong do.

[ Back. ] L Sear

4. Xich vao cac miii tén dé khai bao
thém néu ban co6 cac thong tin vé
ngay thang tao, kich co file

60

5. Kich Search dé bit dau tim kiém.




Gié&o trinh Sir dung hé diéu hanh va quan Iy may tinh

Search by any or all of the
criteria below.

1. Go tén hodc mot phan tén file

&l or part of the file name: hoiic thu muc cin tim kiém

& word or phrase in the file:

Loak in:

2. Gb cum tir xuét hién trong file can
tim kiém (c6 thé bo qua budc nay).

| acal Hard Drives (C1iD1 3. Kich vao miii tén dé chon 6 dia
ma ban nghi ngd file can tim nam

trong do.

When was it modified? ¥

Yhat size is it? ¥

More advanced options ¥ 4. Kich vao cic miii tén dé khai bao
thém néu ban co6 cac thong tin vé
ngay thang tao, kich co file

5. Kich Search dé bat dau tim kiém.

Hinh 3.36

+ Kich chuét vao muc Computer or People, cho phép tim tén may tinh két nbi
néu ndi mang va tén ngudi néu str dung danh ba dia chi trong Outlook, phan nay it

dung.

Bai 3.10: Str dung Windows Explore

Cac chuong trinh va dir liéu cua ban dugc luu thanh céc tap tin (Files) trén céc
thiét bi nhu: O dia ctng; dia mém; dia Zip; dia CD ghi duoc (Rewriteable); 6 dia
mang...Chiing ta ciing da biét cach mo cac 6 dia va xem nodi dung thong tin bén
trong cac 6 dia trong cac bai hoc trudc. Windows cung cip mot cong cu cho phép
xem va quan ly thu muc va tép mot cach chuyén nghiép va hé théng, do la
Windows Explore.
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Pé mé Windows Explore ta thyc hién nhu sau:

- Kich phai chudt trén nat Start va chon muc Explore dé mé Windows
Explore.

- Cira s6 Windows Explore xuat hién nhu trén hinh 3.37 bao gom:

+ Khung trai chira tén cac b dia va cac thu muc theo dang hinh cay. Thu muc
& cap cao hon ¢ diu (+) bao cac thu muc ¢ cap nho hon. Thu muc & muc thap nhat
c6 dau (-). Khi kich chuét vao dau (+), ban s€ xem dugc cac thu myc con bén trong.
Néu kich chudt vao diu (-), ban sé& thu gon nhanh phén cap thu muc con.
+ Khung phai hién thj noi dung cua muyc dugc chon trén khung trai. Mubn md
tép hodc thu muc nao bén khung phai, ban chi viéc kich dap chudt vao tép va thu
muc do.

& start Menu
Fie Edt Miew Favorkes Ik Heb ar

@ Back = _J lj /-.-\ Sazrch ‘_.L—‘ Falders IE'

Acdiess ||:| CZ:lDocuments and Setting=tAdministraton3tat Meny ¥ | a0

Foiders = _._,_,JI
Dr=skkop ~

1L mv Documeris Frograms
-} My Zompubsr

B A Flappy 181
[=] =e SYSTEM [C:)
= ) Documents ard Setkings
= [ Acminiskratar
[# [ spplication Data
I Conkies
|2 Desktap
| Favortes
[H [ Loca Setfings
|2 My Decuments
= M=tHood
I PrintHood
| Racerk
| SendTo

Start Menu
t ) Programs
|2 Templakes ~
.3 >

Hinh 3.37
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BAI TAP CHUONG 3
1. Mo My Computer

. Xem ndi dung 6 dia C

. Tao mot thu muyc dat tén ¢4 nhan cia ban trong b dia C

. Nhét dia mém vao may tinh va copy thu muc vira tao ¢ 6 C vao 6 dia A
. Xoa thu muc vira tao trong 6 dia C

. Mo thung rac va khoi phuc lai thu muc vira xoa.

. M& Windows Explore va xem ndi dung 6 dia A

00 9 N MWD

. Tai ctra s6 Windows Explore, xem ndi1 dung b C duéi ché @6 hién thij theo
danh sach liét ké (list).

9. O ché db hién thi List cta cau 8, ban hay Sép xép cac tép va thu muc theo thu
tu abc.

10. Str dung cong cu tim kiém Search, ban hay tim tép co tén “readme.txt”
trong 6 dia C. Sau khi tim duoc tép do, ban mo ra xem ndi dung tép.
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Chuong 4

QUAN LY THANH TAC VU TASKBAR VA MAN HINH
DESKTOP

Khi ban bat may tinh va Windows khoi dong xong, diéu dau tién ban nhin théiy
trén man hinh may tinh chinh Ia thanh tac vy Taskbar va man hinh Desktop. Day 1a
hai thanh phan quan trong ctia hé diéu hanh may tinh. Thanh tic vy taskbar 1 trung
tam diéu khién cua Windows, noi ban bit dau va quan 1y tat ca cac chuong trinh
trong may tinh. Man hinh Desktop 1a khong gian lam vi¢c, noi moi cong viéc dién
ra trén nén man hinh Desktop.

Véi ¥ nghia quan trong cta chung, trong chuong niy ta s& nim duogc cac ki
nang quan 1y thanh taskbar va man hinh Desktop nham phuc vu cong vi¢c mdt cach
t6t nhat.

Bai 4.1: Thiét 1ap cac tiy chon cho thanh Taskbar
Thanh taskbar bao gdm cac thanh phan nhu hinh v& duéi day

ko

F E 2 McrosoftWard - F ﬂ scote acobat Prfe. | F h‘h. Lrkikled - Psink

igstat H o @

Chuong Chtra cac chuong trinh dang kich hoat
trinh khoi

dong - -

e nhanh

nhanh
Hinh 4.1

1. Thiét 1ap cac tay bién cho thanh Taskbar

- Kich phai chudt vao thanh Taskbar va chon Properties. Ctra so6 Taskbar
and Start Menu Properties s& xuat hién nhu hinh 4.2.
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Kich
chudt
vao thé
Taskbar

Taskbarn and $tart Menu Properties

| Taskbar | Start Menu|

Taskbar appearance

:y Start o & @ | 7. 2Internst..v | @@ Fold

Lock the taskbar

[ Auto-hide the taskbar

K.eep the tazkbar on top of other windows
Group gimilar bagkbar buttons

[#] Shwwa Quiick | sk

Maotification area

Shiow the clock

“'ou can keep the notification area uncluttered by hiding icons that you
have not clicked recently.

Hide inactive icons

1] 4 ][ Cancel ] Lpply

Kich
chudt
vao thé
Taskbar

Taskbarn and Start Menu Properties

L Taskbar | Start Menu|

Taskbar appearance

g Start & © | 7 2Internet.. | @ Fold

Lack the taskbar

[ Auto-hide the taskbar

K.eep the tazkbar on top of other windows
Group gimilar bagkbar buttons

Shaow Quick Launch

Matification area

Shiow the clock

“'ou can keep the notification area uncluttered by hiding icons that you
have not clicked recently.

Hide inactive icons

[ 1] 4 ][ Cancel ] Lpply

Hinh 4.2

- Kich chudt vao thé Taskbar, cho phép thiét lap cac tiiy bién véi thanh taskbar:

65




Gido trinh St dung hé diéu hanh va qudn 1y mdy tinh

+ Phan Taskbar Appearance: cho phép quan 1y giao dién thanh Taskbar. Ban
kich chudt vao 6 tréng cua cac tinh nang dudi ddy, tinh ning d6 s& duogc kich hoat

. Lock the Taskbar: khéa thanh Taskbar. C6 dinh thanh Taskbar, khong cho
phép ngudi dung thay doi vi tri va kich thudc thanh Taskbar.

. Auto-hide the taskbar: tu dong an thanh Taskbar khi khong ding dén no. Khi
ban dat chudt vao vi tri thanh taskbar, n6 s€ tu dong hi¢n 1én.

. Keep the taskbar on top of other Windows: thanh Taskbar lun xuat hién khi
mé bat ky ctra s6 Windows nao. Néu tit tinh nang nay, khi ban mé mdt ctra 0
chuong trinh Windows, chiing sé che phu 1én thanh taskbar, gay kho khan cho viéc
str dung thanh taskbar chuyén ddi giira cac chwong trinh.

. Group Similar taskbar buttons: chirc ning nay cho phép nhém céc cira so
thudc cing mot chuong trinh vao thanh mot nhom, dé dang cho viéc sir dung va
chuyén d6i gitta cac chuong trinh.

. Show quick launch: hién thi trén thanh taskbar phan chta cac chuong trinh
khéi dong nhanh.

+ Phan Notification Area: cho phép thiét 1ap cac tuy bién v6i ving chira biéu
tuong cac chuong trinh khoi dong cing hé théng trén thanh taskbar.

. Show the clock: cho phép hién thi déng hd hé thong.

. Hide inactive icons: cho phép an di biéu tuwong cac chuong trinh khong
kich hoat
2. Quan ly thanh Taskbar

- Di chuyén thanh Taskbar:

+ Ban phai chén chic thanh Taskbar khong bi khoa (b6 ddu tich khoi tinh ning
Lock the Taskbar)

+ Dat chudt vao thanh Taskbar, gilr va kéo dén vi trf nam doc bén trai hodc bén
phai man hinh, hoac bén trén man hinh.
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Hinh 4.3
- Thay di kich thudc thanh taskbar

+ Ban phai chan chic thanh Taskbar khong bi khoa (bo dau tich khoi tinh ning

Lock the Taskbar)

+ Dt chudt vao vi tri bién trén ca thanh taskbar sao cho con chudt bién thanh

hinh 1. (Hinh 4.4). Giit va kéo chudt dé ¢6 kich thude theo § mubn.

Hinh 4.4

3. Thiét 1ap cac tuy bién cho menu Start
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- Dat chudt 1én thanh taskbar, kich phai chudt va chon Properties. Cira $0
Taskbar and Start Menu Properties xuat hién.

- Kich chudt vao thé Start menu, cho phép ban thiét 1ap cac tiy bién voi menu
Start.

Kich chuét Taskbar and Start Menu Properties
vao Start
Menu
(%) Staz menu | Cumtomizs. ‘
Select the menu e for easy access to the
Ftemet. emyl. ard your faveree ograns
(O Qzemic St menu
Sakc the 0pIon 1o 435 ths maru a1y fom
aarier yernons of Wndove
o ] Cemen J o )
j R Taskbar and Start Menu Properties
Kich chudt
vao Start
Menu

() Stz menu | Cumtomze__|

Select the menu e for easy sccess to the
Ftemet. emyd. ard your faveree oograms

(O Dzenic 32 manu
Sakc the opIon 10 423 tha mery 1y Yom
aarier yornons of Wndovs

[ ox J[ come J[ v ]

Hinh 4.5
Ban c6 thé tuy chon ché d6 hién thi cho menu Start, Windows XP cung cép hai
ché d6 hién thi:
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+ Néu chon Start menu: menu Start s& hién thi v6i giao dién moi cua
Windows XP, cho phép ban truy nhap nhanh vao tai li€u, tép anh, am thanh va cac
chuong trinh thuong dung. Vi nhitng ai da st dung quen giao di¢n ctia menu Start
trong cac hé Windows trude nhu Windows 98, Windows 2000 s& chua quen véi ché
d6 hién thi nay.

+ Néu chon Classic Start Menu: menu Start s& hién thi voi giao dién cii, da
quen thudc vo1 ngudi dung Windows 98 hodc Windows 2000.

Bai 4.2: Lam viéc v6i thanh Quick Launch trén Taskbar

Nhu ta d3 biét trén thanh taskbar c¢6 chira thanh Quick Launch. Trén thanh
Quick Launch chira biéu tuong cac chuwong trinh cho phép khéi dong nhanh. TAt ca
cac chuong trinh khoi dong trén mdy tinh déu c6 thé dwa vao thanh Quick Launch.
Nhung thong thuong ta hay dua vao thanh Quick Launch cac chuong trinh thuong
xuyén st dung. Pé thuc hién viéc nay, ta lam nhu sau:

Néu thanh Quick Launch chua xuét hién trén thanh Taskbar thi dé hién thi trén
Taskbar, ban phai danh dau vao tinh ning Show Quick Launch trong phan thiét 1ap
tuy chon cho Taskbar.

- Dat chudt 1én mot vi tri tréng cua thanh Quick Launch
- Kich phai chudt va chon Open Folder

- Ctra s6 chuong trinh Quick Launch xuit hién nhu hinh 4.6, day 1a thu muc
chtra tit ca cac biéu tuong chwong trinh hién thi trén thanh Quick Launch:

'l;l

File Edit ‘View Favorites Tools Help

— »
) > ? p. ! Search Folders

Address || C:\Documents and Settings|itcvdchApplic % a Go

H £ B

LAC YIET Launch Launch
mbd2002-Eva Inker... Micros...

®» @@

Radio@Met... Show Desktop Wietplay Windows
Media Plaver

LI
Y¥ahoo!
Messenger

Hinh 4.6
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Mudn thém chuong trinh nao, ban chi can copy biéu twong khdi dong cua
chuong trinh @6 vao thu muc Quick Launch nay. Nguoc lai mubn xo4 chuong trinh
nao, ban chi can x6a biéu tuong chuong trinh d6 khoi thu muc Quick Launch.

Sau khi thao tdc xong, ban dong thu muc Quick Launch va théy trén thanh
Quick Launch sé& chtra biéu tugng cac chuong trinh ma ban da thay d6i. Mudn khéi
dong nhanh chuong trinh ndo, ban chi can kich chudt vao chuong trinh d6 trén
thanh Quick Launch.

Bai 3: Tao Shortcut trén man hinh Desktop

Nhu ta di biét, menu Start chira toan bd cac chuong trinh c6 trén may tinh.
Mubn khoi dong cac chuong trinh nay, ban phai vao menu Start. Vi cac chuong
trinh thuong xuyén st dung, néu phai vao menu Start dé khoi dong s& mat thoi
gian. Windows cho phép ban tao cac shortcut ctia cac chuwong trinh can khoi dong
trén man hinh Desktop. Khi d6, ban chi can kich dup chudt vao shortcut 1a c6 thé
khoi dong dugc chuong trinh d6. Thyc cht, shortcut chi 1a duong link dé tro t6i tép
gbc, the muc gbe hodc biéu twong khoi dong gde cua chuong trinh can ma. Do viy,
ban d& dang tao, di chuyén va x6a cac shortcut ma khong anh huong dén chuong
trinh gdc.

Dé tao mot shortcut trén desktop, ban thuc hi¢n nhu sau:

- M6 thu muc chira tép gbe, thu muc gdc hodc biéu tugng chuong trinh gdc.

- Kich chuét vao tép gde, thu muc gbe hodc biéu twong chuong trinh gbe can
tao shortcut trén man hinh Desktop.

- Kich phai chuét va chon Send to = Desktop. Khi d6, Windows sé tu tao ra
mot shortcut cho chuong trinh vira chon trén man hinh Desktop.

Bai 4.4: Thiét 1ap cac chwong trinh khéi dong cung hé diéu hanh Windows

Trong qua trinh st dung may tinh, c6 nhiing chuong trinh ban thuong xuyén st
dung khi bat may tinh, vi du nhu bo gb Vietkey hay chuwong trinh quét virus... Dé tiét
kiém thoi gian khoi dong ching mdi khi bat may, Windows cho phép ban thiét 1ap
cac chuong trinh khoi dong cung Windows trong chuong trinh Startup. Tét nhién,
ban ciing khong 1én lgi dung chirc nang nay qué, chi véi nhitng chuwong trinh can
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thiét phai s dung ngay khi lam viéc v6i may tinh moi 1én dwa vao Startup. Bai néu
¢ quéa nhiéu chuong trinh trong Startup s& 1am cho viéc khoi dong xong Windows
mét thoi gian nhiéu hon.

Pé thiét 1ap cac chuong trinh vao trong Startup, ban thyc hién nhu sau:

- Kich phai chut vao menu Start, chon Open

- Kich d@ap chudt vao thu muc Program

- Kich dap chudt vao thu muyc Startup

Mudn khéi dong chuong trinh nao cing hé diéu hanh Windows, ban chi can
copy va dan vao thu muc Startup biéu tugng khoi dong cua chuong trinh. Tuong
tu, ban ciing c6 thé xoda cac chuwong trinh khdi dong cung Windows trong thu muc
Startup.

Luru y: Tét ca cac biéu twong khai dong cua cac chuong trinh duoc cai dit trong
may tinh déu ndm trong cac thu muc cua chwong trinh d6 theo dudng din

C:\Program Files hoidc D:\Program Files, tiy theo hé diéu hanh Windows duoc cai
dat vao 6 dia nao.
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BAI TAP CHUONG 4

1. Di chuyén thanh Taskbar sang bén trai man hinh Desktop. Sau d6 dua xuéng
dudi man hinh Desktop.

2. Hién thi cira s6 Properties ctia thanh Taskbar va xem cac tinh ning thiét 1ap.
3. Tao shortcut chuong trinh NotePad trén man hinh Desktop.
4. Pua chuong trinh khoi dong Vietkey vao thu muc Startup.
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