DPai hoc Nong Lam

CHUONG 2
HE PIEU HANH MICROSOFT WINDOWS

Windows la phﬁn mém hé diéu hanh cua hang Microsoft. Véi giao dién dd hoa
thong qua hé théng thyc don va cac hop hdi thoai da dang, hé diéu hanh Windows
d& str dung va tuong dbi d& hoc. Cac hé théng may vi tinh hién nay thudong dung hé
diéu hanh Windows (Viét Nam 1a mot truong hop). Pén nay, hiang Microsoft da
phat trién cac h¢ diéu hanh Windows3x, Windows9x, Windows 2000, Windows
ME, Windows XP va Windows 2003.

Windows 1a hé diéu hanh da tac vu, nghia 1a ¢6 thé thuc hién dong thoi nhiéu
cong viéc. Vi dy, vira nghe nhac, vira st dung phén mém Excel dé tinh toan, hay
phan mém Winword dé soan thao vin ban.

Ngoai ra hé diéu hanh Windows «con co chirc nang Plug and Play (cim va chay)
tu dong cai dat cac thiét bi dugc gan thém vao hé thng, ciing nhu cic tién ich dé
nbi két mang va Internet.

1. KHAI NIEM VE O PiA, TAP TIN VA THU MUC

1.1. O dia (drive) :
Pé quan ly cac 6 dia hé théng may tinh thuong dat tén cho m01 6 dia bao gom 1

ky tu chir (bat dau tir ky tu “A”, va tiép tuc voi cac ky tu ké tiép — thuong do hé
thdng tu dat tén) va dau hai chim ().

Trong hé diéu hanh Window 6 dia con c6 nhin (do ngudi  J& 3% Flappy (a:)

str dung hodc may tao). @anilj Dis(k I:(::I::I
. . ing (v
Vidu:  Data(C:), Local Disk (D:), ... L-#::;\IDHYQDRI'-.-'E -

1.1.1. Cic é dia mém :

D¢ doc cac dia mém, mdy tinh phai dugc gin 6 dia twong Gmg véi loai dia. Mot
hé théng may tinh c6 thé ¢ t6i da 2 6 dia mém va danh 2 tén 6 dia A: va B: dé dat
tén cho 2 6 dia mém nay.

1.1.2. Cic o dia ciing :

May tinh thuong duoc gin 1 dia cimg dé tién 1am viéc, tuy vay trén cac may tinh
hién nay c6 thé gin duoc 4 dia cung. Khi mot dia cimg duoc gan vao may tinh, nd
s€ dugc gan mot tén goi dé phan biét vdi cac b dia khac.

O dia cting duogc dit tén tir ky tu C tré di (C:), c6 thé co thém cac 6 dia D, Er, ...

Thuong 1 may tinh PC c6 thé gan 1-2 dia cung vat 1y, nhung tén cac 6 dia clng
c¢6 thé nhidu hon vi trén 1 dia cing chiing ta c6 thé phan thanh nhiéu ving dia
(partition), va mdi ving dia ndy dugc goi la mot dia “logical”, dugc dit tén theo quy
wdc cua 6 dia cimg.

1.1.3. Cicé CD:

Tuong ty nhu 6 6 dia mém, muén doc (va ghi) thong tin trén dia CD, may tinh phai
c6 6 dia twong ung. Trén mot may tinh, thuong co thé gan 1-2 6 dia CD. Tén cta 6
dia CD thudng bét dau véi chir cai ké tiép cac chir cai dat tén cho dia cimg (va dau ).

Vi du : Néu tén céac 6 dia cung la C:, D:, thi té€n cua 6 dia CD thuong s€ 1a E:, ...
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Ghi chu : Tén 6 dia, tén tap tin, t€n thu muc trong hé diéu hanh Windows hay
DOS khong phan biét chit thuong va chit hoa.
1.2. Tap tin (file) :

1.2.1. Khai niém :
Tap tin 1a tap hop cac thong tin cd lién quan voi nhau, thuong dugc luu trit trén
bd nhé ngoai. Cu thé chiung chinh 1a cac chuong trinh, dir li¢u dugc luu trit trén dia.
D¢ phan biét gitra cac tap tin vdi nhau, moi tap tin ¢ mat tén.

1.2.2. Quy tiic dat tén tdp tin :

<tén tap tin> = <tén chinh>[.<mé& rfng>|

Trong do phén tén chinh (filename) 1a bat budc phai co, phan md rong
(extension) co thé c¢6 hodc khong.

_Trong mdi truong Windows, tén tap tin c6 thé dai dén 255 ky tu. Phan mo rong,
néu co, bat dau tir dau cham cudi cung tinh tir trai qua phai. Tén tap tin khong nén st
dung céc ky tu c6 dau tiéng Viét, vi c6 thé khong doc dugc trén cdc may tinh khéc.

Luwu ¥ : Cac ky tu khong dugc dung dé dat tén tap tinla / \ :* 2 “|< >

Vidu: TONG KET HOC KY 1.DOC, BaoCaoThang012001.XLS

Phan mo rong thudng dung dé dinh loai tdp tin (file type):

> Cac tap tin c6 phan mé rong 1a EXE, COM (trong Window thé hién 1a kiéu
Application) thuong la cac tap tin chuwong trinh.

» Cac tap tin co phﬁn mo ,r(f)ng ‘12‘1 SYS thuong la cé,c tap tin hé théng chira
cac thong tin lién quan dén phan cung, khai bao thiét bi.

> Cac tap tin 6 phan mo rong 1a DOC, TXT, HTM thuong 14 cac tap tin van
ban.

» Cac tap tip co phﬁn mo rong 1a PAS, PRG, C, Java, ... 1a céc tap tin chuong
trinh nguon cia ngdén nglr PASCAL, FOXPRO, C, Java, ...

Ghi chu : Trong moi truong DOS, phan tén chinh chi ¢ t6i da 8 ky tu va phan
md rong toi da la 3 ky tu dau tién. Vi du : BAITAPO1.TXT, README.DOC,
CONFIG.SYS

MS-DOS va Windows danh nhiing tén sau dé dat tén cho mot sd thiét bi ngoai vi,
khong dung nhiing tén nay dat cho tén tap tin.

Tén danh riéng Thiét bi

CON Console (man hinh)

LPT1 (PRN) Parallel Port 1 (Mday in song song 1)
LPT2, LPT3 Parallel Port 2,3 (M4y in song song 2, 3)
COM1 (AUX) Serial Port 1 (Cong ndi tiép 1)

COM2 Serial Port 2 (Cong ni tiép 2)
CLOCKS DPodng hd ciia may

NUL Thiét bi gia (Dummy device)
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< Ky tuw dac biét 2 va *.

- Ky tir 2 - 1a ky ty duoc hé dicu hanh sir dyng dé bao gbm tt ca céc thp tin
co tén tai‘vi tri 2 1a mot ky tu bat ky, con céc vi tri khac trong tén tap tin phai diing
véi yéu cau.

Vi du : Co céc tap tin BAITAPOL.TXT, BAITAPO02.TXT, BAITAP11.TXT,
BAIHOCO01.TXT, BAIHOC02.DOC, BAIHOC20.DOC

Ky hi¢u tap tin BAITAPO?.TXT s€ bao gém tap tin BAITAPO1.TXT va
BAITAPO2.TXT.

Ky hiéu tap tin BAI???01.TXT s€ bao gém tap tin BAITAPO1.TXT va
BAIHOCO01.TXT

- Ky tir * : la ky tu dugc hé diéu hanh sir dung dé bao gdm tat ca cac tap tin
c6 tén bat dau tai vi tri ddu * tro vé sau 1a cac ky tu bat ky, con cac vi tri phia trudc
ky tu * trong tén tap tin phai dang voi yéu cau.

Vidu : Véi cac tap tin trén, ky hiéu tap tin BAITAP* TXT s& bao gom cac
tap tin BAITAPO1.TXT, BAITAPO02.TXT, BAITAP11.TXT; ky hi¢u tdp tin
BAI*TXT s& bao gobm cac tap tin BAITAPOI.TXT, BAITAP02.TXT,
BAITAP11.TXT, BAIHOCO1.TXT; ky hiéu tap tin *.DOC s& bao gdm tét ca tap tin
c6 phan mo rong la DOC (BAIHOC02.DOC, BAIHOC20.DOC), va ky hiéu tap tin
* % & bao gOm tat ca cac tip tin trong thu muc tiwong ing.

1.3. Thuw muc (Folder / Directory) :

Thu muc 1a phan vung hinh thirc trén dia dé viéc luu trit cac tap tin dugc td chire
mot cach co hé thong. Nguoi st dung c6 thé phan mot dia ra thanh nhiéu “ngin”
riéng biét, moi ngin 14 mot thu muc. Trong mdt thu muc cé thé chira céc tap tin
hay/va thu muc con; cac thu muc con hodc mac dinh theo hé théng (vi du thu muc
“COMMAND” trong thu muc “WINDOWS”) hodc tuy theo nguoi sir dung.

Tén cua thu muc (Folder/Directory Namg) dugc dat theo ding quy luat dat tén
cua tap tin, thuong tén thu muc khong dat phan mo rong.

Trong mét thuw muc, tén ciia cdc tdp tin va thw muc con la duy nhit (khéng
dwoc giong nhau)

Mdi dia trén may tuong ng voi mot thu muc va duge goi la thu muc gbc (Root
Directory). Trén thu muc gbc c6 thé chira cac tap tin hay cac thu muc con (Sub
Directory). Céac thu muc con nay lai co thé chira cac tap tin va thu muc con khac,
ciu tric nay dugc goi 1a cay thu muc.

Thuw muc g6'c 1a thu muc cao nhit duoc td chuc trén 1 6 dia va dugce tao ra trong
qua trinh dinh dang dia bang 1énh Format, khong thé x6a thu myc nay. Ky hiéu : \

Thuw muc hién hanh (Current Directory) l1a thuy muc ma tai d6 chung ta dang
chon hay dang 1am viéc (Working Directory). Ky hiéu : . (mdt diu chdm)

Thuw muc cha (Parent Directory) 1a thu muyc cdp ngay trén cia mot thu muc. Ky
hiéu : .. (hai ddu cham)

Thuw muc réng (Empty Directory) 1a thu muc trong d6 khong chura tép tin hay thu
muc con nao.

Theo so dd cdu trac ciia cdy thu muc (Hinh 2.1), chung ta thay thu muyc gdc D:\
c6 cac thuy muc tml, tm2, tm3, xxx va tap tin VanBan01.txt, VanBan02.txt.
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Address | S D

Folders X Itml
@' Desktop Dtm2
+ J_] My Documents Dtm3

_é My Cornpuker e

[Z] wanbanni

* ﬁ- 314 Flappy () [£] vanbannz

+ “e# Local Disk {Z:)
S orking (D)
=l ) tml
T3 tmit

= ) tmiz
3 tmiz1
I tmz
I Em3

Hinh 2.1. Cay thu myc trén 6 dia D:

* Duong dan (Path) :

Chung ta thudng t6 chic cac thu muc trén dia dé viéc quan ly cac tap tin dugc dé
dang hon. Tuy nhién khi d6 nguoi st dung mudn truy nhap dén mot mot tap tin hay
mot thu muc con, khdng chi don gian 1a dua ra tén cua n6 (vi ¢o thé ¢6 nhiéu tdp tin
hay thir muc con trung tén trén cdc thu muc khac nhau) ma phai xac dinh that rd
rang vi tri (dia chi) cﬁq no6 trén dia. Puong dan cia mdt tap tin hay thu muc 1a vi tri
cua no trong hé thong 6 dia va thu muc cia may tinh dang str dung.

Vi dy : Pudng dan cua tap tin BaiTap0l.doc dugc xac dinh nhu sau (Hinh 2.2):

DATMI\TMI12\TM121\

Address |12 D1 \Em 124121

*
Folders E] ™ Eaitap01
(B} Desktap r;ﬂic}r(%suft Word Docurnent
B J_] My Documents

_é My Computer
+ ﬁ 314 Floppy (A
+ G Local Disk (C0)
= S working (D)
= ) tml
I tmid
= ) tmilZ
) tmizl

Hinh 2.2. Puong dan cia tap tin BaiTap01.doc

* Pathname (tén tap tin c6 dudng dan) gdbm co:
[<Tén 6 dia>:\][<Tén thw muc>\] <Tén tip tin>
Vi dy : Tén tap tin c6 duong dan cua tap tin BaiTap01l.doc 1a :
DATMI\NTMI2\TM121\BaiTap01.doc

e Duong dan tuyét ddi (dia chi tuyét dbi) : duong dan day du bao gom tir
tén 6 dia. Vi du trén 1a duong dan tuyét dbi cia tap tin BaiTap01.doc.
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e Duong din twong déi (dja chi twong doi) : dudng dan cia mot doi twong
(thu muc hay tap tin) nhin tur thu myc hién hanh. Vi du, néu thu muc hi¢n
hanh la TM11, dudng dan tuong doi cua tap tin BaiTap01.doc nhu sau :

NTMI2\ TM121\BaiTap01.doc

2. SU DUNG CHUOT (MOUSE) :

Cong cu lam viéc chinh trong Windows 1a chudt va ban phim. Mac dinh nut trai
ctia chudt 1 mit chinh, tuy vay ching ta c6 thé khai bao nut phai 1a nat chinh (khi
nut trai bi hu hay cho ngudi thuan tay tréi) trong muc Mouse cia cira so Control
Panel (s& thao luan sau). Thao tac trén nat chinh thudng dé thyc hién hanh dong,
con thao tac trén niit phy (thudng 1a nit phai) s& xuat hién mot thuc don tuong ting
véi1 vi tri cia chudt va chiing ta co thé chon mot hanh dong thich hop.

Sau day 1a mot ) dang con tro chuot :
[:% khi chon 1énh hodc khi di chuyén trong vung lam viéc.
khi dang thyc hién 1énh.
&, §, ¢ khi dang thay ddi kich thuéde ctra sb.
Cac thao tac co ban voi chudt :
a. Nhip chudt (click) : bAm nut chinh ctia chu6t mot 1an roi tha ra.
b. Nhip phai chudt (right click) : bAm nut phu cua chudt mot lan roi tha ra.

d. R€ chudt (drag & drop) : bam-gitr nat chinh va di chuyén chuét, tha nit
“;é r(,.ul'll
& Desktop

c. Nhap duap chudt (double click) : bam nhanh hai lan 1ién li€p ntt chinh cta
chuot roi tha ra.
chuot tai vi tri mong mudn.
4
oL Thu muc
My Computer
Iy Mebwork UnikeyMT
Flaces
Inkernet
Explorer

Metscape 7.2

2

Recycle Bin

Chuong trinh dang
hoat dong

7 + Start CEG=ZYRE®= 4y % 6i51PM

L » e
MRS Cammands. .. | 1,
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3. CAC THANH PHAN CO BAN CUA WINDOWS

3.1. Man hinh nén Windows :
_Man hinh giao dién cia Windows goi la man hinh nén (desktop). Trén man hinh
nén thuong co cac bieu twgng (icon) va thanh tac vu (Taskbar).

3.1.1. Cic biéu twong
Céc biéu twong hodc 1a cac dai dién cua thu muc, tdp tin hay mot dbi twong khéc
cua Windows hodc 1a céc noi ket (shortcut) dén 1 thu muc hay 1 tap tin xac dinh
(thuong 1a noi két dén 1 chuong trinh img dung). S6 luong céc bi€u tuong tuy theo
cac chuong trinh duogc cai dét, ta c6 theé thém hodc x6a bt cac bi€u tugng nay.
‘Trong moi truong Windows, cac hoat dong thuong dugc thyc hién thong qua cac
biéu tuong, ciing c6 thé thyuc hién voi hé thong thuc don va cac to hop phim.

Thao tac tao Shortcut trén desktop:

Buwéc Thuc hién

1. Click chudt phai 1én man hinh, mdt menu hién 1én.

2. Chon trén menu: New -> Shortcut, mot Shortcut méi hién thi trén
desktop, va mot hop thoai tao Shortcut hién thi

3. Chon niit _Brawse... |  hop thoai hién thi hé théng file va folder gitp
ngudi sir dung dé dang tim kiém vi tri tap tin mudn tao Shortcut

4. Chon mot tap tin (thuong 1a chwong trinh trng dung) voi vi tri cua
n6 trong hé thdng thu muc mudn tao shortcut. Sau d6 click nat

| fext > | . Hp thoai dat tén cho Shortcut xuét hién

5. Dat tén cho Shortcut, va chon nut

Save As Scheme. .. x|
Graphics Cptions b This wizard helps wou ko create shortouts to local o
Display Modes 3 network programs, files, Folders, computers, or Internet
addresses,
Active Deskiop b Tvpe the location of the item:
Arrange Icons 3 Il Browse... |
Lire Up Icons
Refresh Click Mext to conkinue.
Paske
Paste Shorkeub
Undo Move Chrl+Z
THew 3
Properties
= Back | lext = | Cancel I
Hinh 2.3: Menu khi Hinh 2.4 : HOp thoai tao Shortcut
click phai chuft Ién
Desktop

Thao tac sap xép céac biéu tuong trén desktop:
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Budc Thuc hién

1. Click chuét phai 1én man hinh, mdt menu hién thi 1én

2. Chon Arrange Icon

3.1.2. Thanh tac vu

Du6i day man hinh la thanh tac vu (faskbar), vi tri nay co thé thay doi . Phia trai
Taskbar la nut Start, nhap vao nut Start nay, hay bam t6 hop phim Ctrl-Esc, s€
xuét hién thuc don chinh dé khoi dong hau hét cac cong viéc trong Windows (dé
chay cac ung dung, kiém tra cac tham s cua hé thdng, ciing nhu dé tat may ...)

Phan ké bén nat Start 13 cac biéu tugng nham khoi dong nhanh mot sé chuong
trinh thuong xtr dung (c6 thé c6 hoic khong tiy theo phién ban cua Windows va
cach cai dat).

Ké tiép 1a cac ung dung dang duoc mo ra trong moi trudng Windows. Dé lam
viéc vo1 mot trong cac ung dung da dugc md nay, ching ta click vao 6 co6 tén cua
tmg dung d6 trén thanh Taskbar, hay click 1én cira s cta né, hay sir dung t6 hop
phim Alt-Tab lam xuat hién mot khung chira biéu tuong cua cac chuong trinh dang
hoat dong dé chiing ta ¢ thé chon 1 biéu twong cta chuong trinh twong tng.

Phia phai Taskbar 13 biéu twong cua cac (mg dung thudng tri (thuong duge khoi
dong tir khi m& may).

Thao tac thiét lap lai thugc tinh cho taskbar:

, oA Toolbars *
Buwdc Thue hién
1. Right-click trén thanh taskbar. Mot menu hién ra. Cascads Windows
Tile Windows Horizonkally
2. Chon Properties Tile Windows Yertically
Hop thoai thudc tinh ctia Taskbar hién thi. Show the Desktop
Dung chudt dé thanh doi cac thudc tinh cua taskbar. Task Manager
Lock the Taskbar
Propetties
Taskbar and Start Menu Properties E|E|

Taskbar | Start Meru

Thé Taskbar

Tazkbar appearance

PYTelor. 7~ € 6 (7 2intemet..- | rold * Lock the taskbar: khong cho
e dich chuyén hoac thay doi

] Auto-ide the taskber thanh taskbar

Eee" e -‘_las'*t"alis“r‘b";snfhe’ indons * Auto hide the taskbar: tw dong
an thanh taskbar khi di chuyén

mouse ra ngoai thanh nay.

Matification area
e Show quick launch: hién thi cac
Icon nhé gan menu Start két

‘f'ou can keep the notification area uncluttered by hiding icons that you no1 internet hoac cac ung dung
have not clicked recently. khéc

[#] Hide inactive icons Custormize. .. .2 . X
e Show the clock: hién thi dong
ho & géc dudi bén phai.

l_‘
()l 1:23 PM
p

Show the clock

[ ak H Cancel ][ Apply ]
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Thé Start Menu

Taskbar and Start Menu Properties

Taskbar | Start Menu |

() Start menu
Select thiz menu style for easy access ta the
Internet, e-mail, and pour favorite programs.

LCustomize...

ophion to uze the menu style from
earlier versions of Windows.

0k l[ Cancel ]

o Start menu : Kiéu hién thi cua Windows XP thuan tién cho viéc két
noi internet va email. ..

o Classic Start menu: Hién thi menu Start tré lai cac kiéu Windows 98
hoac Windows 2000

3.2. Cira s6 ing dung (Application Window):

Khi khoi dong mot tmg dung, thudng xuét hién mot cira s6 tuong img ciia ng
dung d6. Phia trén cing ctra s6 13 thanh tiéu dé (title bar), ghi tén cia ing dung
va tén tap tin dang dugc mo ra. Phia phai thanh tiéu dé co ba nut dé diéu khién cira
s6: nat Minimize =1 dé cuc tiéu hoa ctra sd ung dung dua vé thanh mot biéu tuong
trén thanh Taskbar, nit Maximize dé phong to ctra s6 ra toan man hinh (khi nat c6 mot
hinh chit nhat Bl) hodc thu nho cira s6 vé kich thudc trude khi phong to (khi trén nut
¢6 hai hinh chit nhat 18L) va nit Close Xl ¢é dong cira s6 tng dung. Céc thao tac
trén c6 thé thuc hién thong qua mot hop diéu khién (control menu box) & dau goc
trai thanh tiéu dé bang cach click vao biéu twong ctia no.

Pé hiéu chinh kich thude cua cura s0, di mouse dén cac canh hay cac goc cua cua
s6 cho dén khi xuét hién miii tén hai chiéu, ré mouse dén vi tri mong mudn.

Trong mot s6 ctra s6 ¢o thwe don ngang (menu bar) gdm danh sach cac muc
(1énh), méi muc “Ung v6i mot thwe don doc (menu popup) va nim ngay sat dudi
thanh tiéu d&. Bé mé thuc don doc ciia mot muc, nhip chudt vao tén muc hoic gd
Alt+ki tu dai dién (dugc gach dudi) cua tén muc nay.
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i3l Doc
File Edit Wiew Insert Format Tools Table ‘Window Help Acrobat | Wietkey 02,1

Q |§|éﬁont

- =1 Paragraph...
Mormal - Times
Tool bar = ”_

i— Bullets and Mumbering. ..

E‘ RN Borders and Shading. ..

& Theme...
Skyle, ..

Close
window

HA
]

P object..,
. Y Scroll Bar
) Work
- area 1
- *
@
) ¥
S EEE |
Status Bar Page 1 Sec 1 11 a1t ni colf | [REC [TRK [E*T] [EVR [ 4

Néu cura s6 khong du rong d€ hién tat ca cac thong tin, thanh cuon s€ xuat hién ¢
canh bén phai va canh day cua cta s0, taco thé kéo nat cudn hodc nhap cac nut mii
tén trén thanh cudn dé hién thong tin can xem.

Pé di chuyen ctra s0, & chudt tai thanh tiéu dé cua cua sb dé di chuyén.
3.3. Hop thoai (Dialog box):

Hop thoai trong Windows gitp cho ngudi dung cé thé thue hién cac lya chon va
ra quyet dinh hanh dong. Dong trén cung cta hdp thoai 1a thanh tiéu de ghi tén hop
thoai. Trén hQp thoai thuong c6 cac thanh phan thuong gép sau :

* Nut déng hdp thoai 2 : ndm & cubi goc phai thanh tidu dé.

* C6 nhiéu dang dé chon 1 gia tri nao do :

3.3.1. Dang khung chon (push button) :
La nhitng khung hinh chit nhat trén d6 c6 ghi chit. Cac nat thuong dung :

ok | khang dinh céc Iya chon.
Carcel | hity bo céc sira d6i va thoat khoi hp thoai.

opkions., ., I

nut ¢6 chir véi 3 dau cham, khi chon s€ sinh ra hdp thoai mai.

3.3.2. Dang 6 dénh dau (check box) :

La cac 6 nho véi tinh chat ghi bén canh, nhip vao 6 nay s& thay doi trang thai
“chon” hay “khdng chon” tinh chat twong ing. Ky hiéu ™ cho biét tinh chat ghi
bén canh dugc chon . Trong mot hdp thoai c6 thé c6 nhi¢u 6 danh dau.
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Apply special Formats to
v Heading rows
¥ First column

v Last row
¥ Last column

Apply I

Cancel

3.3.3. Dang nut dai (radio button) :
La nhiing 6 hinh tron bén canh c6 chi, dé lua chon mot gia tri ching ta nhép vao
0 ¢b gia tri twong ung, nat dugc chon sé€ ¢6 mdt cham to mau den ©*. Moi tinh chat
c6 thé xuat hi¢n nhiéu nat dai twong tng véi nhicu gia tri, ching ta chi cé thé chon
dugc mot gia tri ma thoéi. Trong mot hdp thoai c6 thé chon gid tri cho nhi€u tinh
chét.

Zoorm ba
" zo0 " page width " Mary pages:
i+ " Text width
752, " whole page

Percent:

|1|:n:|% 5‘

-

3.3.4. Dang danh sdch kéo xuéng (combo box) :
La nhirng niit ma bén phai ntit ¢6 mili tén. Khi click vao miii tén ndy, s& xuat hién
mot thuc don cho phép ta lya chon mot muc.

Papet size:

A4 210 = 297 mm -
Letter 3 112 x 111in

84 210 297 mm
_EDF?!'?!E‘?.?ID 41/8x91/2in

[

3.3.5. Dang hgp vin bdn (text box) :
Gidng nhu dang danh sach kéo xudng nhung linh dong hon la chung ta co thé
nhdp cac ky tu vao khung chon. Vi du hdp van ban sau dé ghi tén tap tin van ban
dang soan.

File name:  |COSOTHOC

=

3.3.6. Cac trang (tab) :
Mot s6 hop thoai duoc t6 chirc thanh nhiéu trang nhu mot cudn tap, tén cac trang
nam ¢ phan phia trén hop thoai. Moi trang lai tuong Gng vdi cac muc lga chon
riéng, cd thé coi moi trang nhu 1a mdt hdp thoai con.

22 H¢ diéu hanh Windows



DPai hoc Nong Lam

options 21|
ser Information I Compatibiliby I File Locations
Wign I General | Edit | Print: I Save
Securiby Spelling & Grammar | Track Changes
spelling
[ ihedk speling as you bype!
¥ Hide speliing efrors in this document

Niit tro givip "2l : nam & phia trén bén phai cira s6, khi click nat nay, ddu chdm
hoi s€ dinh vao con tro chudt, di chuyén con tré chudt téi bat ky muc nao trong hdp
thoai va click thi ta s¢ dugc hudng dan truc tiép ctiia chinh muc nay.

4. THOAT KHOI WINDOWS VA TAT MAY :

V6i hé didu hanh Windows, mot khi mudn tat may chung ta tuyét doi khong nén
tat may bang cdach ngat dong di¢én, ma nén thyc hi¢én theo qua trinh sau.

Budc Thuc hién

1. Click nuat Start trén thanh tac vu, xuat hién 1 thuc don doc

2. Chon muc Turn of Computer, mdt hdp thoai xuét hién

3. Thao tac trén hop thoai Turn off
3.1. Néu mudn #dt mdy, chon Turn off
3.2. Néu mudn tit may va khéi dpng lai, chon Restart
3.3. Néu mubn may & ché do tam nghi (& trang thai nay gﬁnr nhu may
ngung hoat dong dia ciing, man hinh, khi go lai phim bat ky may
s€ tr¢ lai binh thuong), chon Stand by.
Nhén nat OK dé thuc hién.

Turn off computer

Stand By

Luu y: Trong mdt s6 tinh hudng, may st dung hé diéu hanh Windows bi treo do
mdt ing dung nao do, nén thuc hién thao tac sau dé tit cac ung dung do
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Budc Thuce hién

1. Nhan t6 hop phim Ctrl+Shift+Esc(Ctrl + ALT + DEL), man hinh
quan 1y cac ung dung s€ hién thi.

2. Chon tmg dung nghi ngo 1am treo may, sau d6 nhdn | gnd Task |

E windows Task Manager o ] |

Eile Options Wiew wWindows Help

Applications |Processes | Performance I

| Stakus

Running

Danh séach cac ung Rurning
@Phanl Zk.doc - Microsoft Word Funning

dung dang Chay @Mailrﬂan, From Endyrmion - Microsoft Internet ... Running
@untitled - Paint Funning

@ REw Running

@THDC Phanl 2k doc - Microsoft Word Running

End Task | Switch To I ew Task. ..

[Processes: 30 |CPU Usage: 0% [Mem Usage: 150628K | 309976K 2

Man hinh quan ly cac ung dung.

5. KHOI PONG MQT CHUONG TRINH UNG DUNG.
- Nhiép dap biéu tuong ndi két véi ing dung trén desktop.

- Vao Start\Programs, chon tén ing dung.

- Vao Start\Run, chon tén chuong trinh ing dung.

- Nhiép dup tén ing dung trong cira s6 Explorer.

* Kich hoat irng dung da dwgc khéi dong :

Click tén ung dung trén thanh tac vu.

Click vao ctra sb cua tng dung.

Bam-giit phim Alt, bAm phim Tab dé chon.

6. TRINH UNG DUNG WINDOWS EXPLORER
Ung dung nay dung dé quan 1y hé théng file va folder trén may tinh

6.1. Khéi dong Windows Explorer
Ngoai 3 cach khoi dong nhu da néu trén, ching ta co thé khoi dong Windows
Explorer bang cach :
- Right click trén nat Start hay trén biéu tuong My Document 1di chon Explore.
- Nhén t6 hop phim “#”+ E
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6.2. Cura s0 lam viéc cuia Windows Explorer

& ocal Disk (C:)

[

File Edit Miew Favorites Tools  Help 5
o \ ) -

e Bark </ le ’ Search ‘H_ Falders E

Address |»-ap o} V| G0

Folders x

@ Deskkap s Documents and Settings

urJ My Docurnents
= j My Compuker
j}, 314 Floppy (A:)
(SR ocal Disk (C:)
[ Documents anc
[ Program Files

Program Files

uuu

WWIMDOWS
) WINDOWS
= = working (D:)
B D tmi 2% PraCinup
[ k11 == | TextDocument
= 17 KB
= 3 tmi2 =
2 tm121 _—_ Shorkcut bo Local Disk (C)

) tm2 " %:‘ Shortcut
== 1 KE
£ »

Chia lam 2 vung:

* Vung bén trai (All Folders) :cho the‘iy cAu trac cua 6 dia, thu muc trén toan

b6 hé théng may tinh.

* Ving bén phai (Contents of ...) : thé hién chi tiét bén trong cua folder

duoc chon bén trai.

6.3. The hién ctra s0 Windows Explorer nhi¢u cach nhin

Thumbnails : Hién thi hinh anh hodc ndi dung file thu nhé.

Tiles : Hién thi hinh thtrc biéu tugng, kich thudc 16m. EFF

Icon : H%én thi hinh thirc biéu tugng, kich thudc nho. . 1:::'3”6"5

List : Hién thi kiéu liét ké danh séch. Leons

Details : Hién thi tén file / folder, dung luong file, kiéu file, ngay List
thang tao hay stra di sau cung. Details

6.4. Cac lénh dung trén folder va file
6.4.1. Chon folder hodc file

- Click vao biéu tuong cua folder hodc file dé chon dugc 1 folder hoic file, ¢6 thé

ding mili tén ctia ban phim di chuyén dén, hodc gb ky tu dau cua tén folder.
- Chon nhiéu folder hodc nhiéu file
- Chon 101 rac: két hop véi Ctrl va click mouse dé chon
- Chon lién tuc 1 day: két hop véi shift bAm & dau va cubi day.
- Chon tét ca : vao Edit menu - chon Select all hoic Ctrl- A
* B6 chon : bAm mouse vao khoang tréng trén man hinh.
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6.4.2. Tao mot folder maoi
Céch I: tr menu File chon - New chon Folder. Néu muén tao folder con
trudc bam doi vao folder da c6 d€ vao trong sau d6 tién hanh chon File menu va tién
hanh nhu trén.

Cdch 2: nhip phai mouse trén ving mudn tao folder con chon New Folder va
tao folder moi.
6.4.3.  Doitén (folder - file - shortcut)

- Cach 1: Chon vao folder nhap phai mouse chon Rename, sau d6 nhap vao
tén mo1, bam enter.

- Cach 2: Chon vao folder, vao menu File chon Rename, sau d6 nhap vao tén
moi, bam enter.

- Cdch 3: chon vao folder bAm nat F2 danh vao tén méi va Enter.

6.4.4. Di chuyén (folder - file - shortcut)
- Cach I: Chon 1 hodc nhiéu ddi tuong - bam va ré mouse dén noi can di
chuyén dén tha ra.
- Cdch 2: Chon 1 hodc nhiéu db6i tuong - Nhén Ctr - X (cut) - hodc bam vao
biéu tuong ;S | cit va dén noi can di chuyén chon Paste |E| hoac Ctrl-V.
. - Cach 3: Chon 1 hpéc nhiéu déi tugng - co thé nhép phai mouse chon Cut va
ro1 Paste vao thu muc muon chuyén dén.
6.4.5. Copy (folder - file - shortcut)
- Cach 1 : Chon 1 hoéc’ nhiéu doi tuong - bam va ré mouse két hqp vO1 nat
Ctrl dén noi can di chuyén dén tha ra.(Khong gitr Ctrl trong cung mét 6 dia thuc
hién di chuyén, khac 6 dia thi copy).
- Céch 2: Chon 1 hodc nhiéu dbi tugng - Nhan Ctrl - C (copy) - hoic bim

vao biéu tuong cit va dén noi can di chuyén chon Paste e hoac Ctrl-V
- Cach 3: Chon 1 hodc nhiéu dbi tuong - c6 thé diung mouse phai chon Copy
va ro1 Paste vao thu muc mudn copy vao.
6.4.6. Xoa (folder - file - shortcut)
- Chon cac dbi tugng can x6a

- Cdch 1: bam nat Delete trén ban phim may sé& xuat hién hop thoai:

Confirm File Delete x|

F;‘ Are vou sure you wankt ko send 'window. doc' to the Recycle Biny
LT

chon Yes dé xo04, No dé bé 1énh.
Thuec ra 1énh x6a nay chuyén ddi twong vao Recycle Bin (sot rac) va cé thé
lay lai dugc.
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- Cdch 2: Nhap phai mouse chon Delete

- Cach 3: chon trén cong cu ﬂ

- Cach 4: Kéo tha vao Recycle Bin.

* Phuc hoi dbi tuong b1 x6a con nim trong sot I‘,2'1C3 bam déi vao biéu tuong
sot rac (Recycle bin)vch()n doi tuong - chon Restore. Néu chon Empty Recycle Bin
s€ x0a sach khong thé khoi phuc lai duoc.

* C6 thé mé menu Edit va chon Undo Delete.

6.4.7.  Sip xép

Nhip phai mouse trén ving cic biéu View 3 I |
tuong chon Arrange ¢6 5 cach sap x€p nhu | purwws—m—"=
sau: Refresh Size
- by name: Tén sap xép theo thir tur Paste T‘*’TF ;
’ \ Madifie
- by type: Sap phan m¢ rong theo ABC
ap L \ A 5 IUndo Rename Chrl+2 Show in Groups
- by modify:sap tl}eo ngay hi¢u chinh. 5 v Auto Arange
- Auto Arrange sap xep tu dong. i Align to Grid
Properties I I
6.5. Cac lénh cia dia mém
6.5.1.  Dinh dang dia mém
Khi dinh dang dir li¢u trén dia x6a sach = capaciy:
khong thé khéi phuc duogc. [3.5", 1.44MB, 512 bytesjsector =]
Trén man hinh Windows Explorer bam niat e system
phai trén biéu twong 6 dia A: chon Format [Fer =
R N . Allocation unit size
B CapaCIty : Dung lu’(_)’ng dia (thuong la IDeFauIt allocation size j
1.44 MB)
) . volurme label
- Format type: chon kiéu dinh dang dia |
+ Quick : Dinh dang nhanh Format gptions
+ Full: thyc hién kiém tra lai c6 thé khoi | - 24
phuc lai dugc
+ Copy system files only: chi chép \
vung h¢ thong khéi dong cho dia mém. e |
2Lar Llose
- Label: dat tén cho dia

- Display summary when finished: cho hién ra bang tong két vé tinh trang
dia sau khi dinh dang.
- Copy system files: format xong chép cac tap tin hé thong 1én dia. Cac dia
nay co thé dung dé khoi dong may tinh.
6.5.2.  Chép hai dia mém
_ - Dt liéu trong dia gbc s& dugc chép hoan toan qua 1 dia tha hai. Dir liéu da
c6 san, néu co, trén dia thir hai nay s€ b1 xda sach.

Hé diéu hanh Windows 27



Tém tdt Bai gidng Nhdp mén Tin hoc

- Pua dia ngudn (dia c6 dit liéu mudn chép) vao 6 dia va right-click trén biéu
tuong 0 dia A:, chon Copy Disk, sau d6 mdy doc va ti€n hanh chén dia thu hai
(thuong la dia trang hay dia da c6 dir liéu nhung khong can nita) vao khi may yéu
cau.

6.5.3.  Débitén dia:

Bam nut phai mouse trén biéu tuong dia A: chon Properties Trong & Label
disk ta nhap vao t€n madi va bam Apply.

7. CHUONG TRINH UNG DUNG MSPAINT

Paint 1a chuong trinh tmg dung dung dé v& hinh. Khong gi(f)ng nhu soan thao
van ban, moi net v& hay moi chir danh 1én man hinh Paint déu bién thanh diém anh
(pixel). C6 thé mé céc hinh c6 san hi¢u chinh lai hodc thém dong van ban. Paint
khong phai la chuong trinh xur 1y 4nh chuyén nghiép.

7.1. Cira s6 Paint

§ untitled - Paint

File Edit Yew Image Colors Help

T | ~
e Tool box

bt

Drawing area

Foreground color

Background color Color box

N [ O [ I o
RN T ENE

For Help, click Help Topics on the Help Menu.

7.1.1. Thanh cong cu

tﬁ:ﬁ? Tén goi Chirc nang
Free form select Tao mau cat c6 dang dudng tuy y
P Select Tao dudng cit dang hinh chit nhat
P Eraser Cuc tay x6a hinh
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ﬂ Fill With color T6 mau trong dudng bao khép kin
Wl Pick Color Lay mau tur trong hinh vé da c6

Q Magnifier Phong 16n hinh anh
? Pencil Vé duong tu do

& Brush Co vé tu do

A Text Cong cu nhap text

2 Curve V& duong cong

7z Polygon V& hinh da giac
@ Round Rectangle | V& hinh chit nhat goc tron
fid Air Brush Binh phun mau
T Line V& doan thang gap khic
E Rectangle V& hinh chit nhat, bAm Shift : hinh vudng
g Ellipse V& hinh elip, bdm Shift : hinh tron

7.1.2. Hpp mau (color box)
Nhip phai mouse trén bang mau dé chon mau nén. (Background color)
Nhip mouse trén bang mau dé chon mau vat vé.

7.2. V& hinh

7.2.1. Céc budc dé vé hinh
Budc 1: Chon mot cong cu vé thich hop. Moi cong cu v& s€ co mot hi¢u qua
riéng biét. Vi du dé v€ doan thang thi dung cong cu Line, dé¢ vé& hinh chit nhat dung
cong cu Rectangle.
Chu y: Hinh dadng ctia mouse c6 khac nhau khi chon loai cong cu vé.
Budc 2: Chon do day nét ve, dang co vé hoac loai hinh chit nhat tr nhém biéu
tuong & dudi thanh cong cu.
Budge 3: Chon mdu nén va chon mau cho tieng vdt ve.
Budc 4: V& hinh bang cach kéo mouse trong ving vé.
V& sai: nhan Ctrl +Z (Undo) khéi phuc lai budc v& trude do.
7.2.2. Sw dung cong cu vé
a. Pencil (but chi):
Kéo mouse v& tir do, két hop vai Shift dé vé duong thang hoic nghiéng 45 do.

ve =
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b. Brush (co vé): V& tuong tu nhu but chi, nhung c6 thé chon duong |*® ]
nét theo bang ki€u duong nét

c. AirBrush (binh phun mau tw do):
Céch v€ dé kéo mouse, trude khi phun can chon mau.

d. Line (vé tirng doan thing):
Khi dung cong cu nay chon thém phan nét v&, khi v& két hop voi Shift dé vé
duong dung, nam ngang, hoac nghiéng 45° .

e. Curve(vé dwong cong)
Céch v€ dudng cong nhu sau:
1 V& doan thang noi hai diém dau va cuoi.

1 bat mouse gan gitra doan thang d¢ kéo va uon cong - budc nay tién hanh hai

lan méi xong.

f- Vé hinh chir nhdt (Rectangle)
~Dl‘mg cong cu v€ hinh chir nhat, cong cu n‘éy ¢0 hai loai mot loai v€ hinh chir
nhat rong, loai con lai v€ hinh chit nhat c6 mau nén chon.
Két hop véi Shift dé v& hinh vudng.

g. Vé hinh elip (Ellipse)
Chon cong cu hinh Ellipse, cong cu ndy twong ty Rectangle ciing ¢6 hai loai dé
v€ hinh ellipse va hinh tron.

h. Vé da gidac (Polygon)
V& cac hinh da giac tién hanh cac budc sau:
Chon mét trong ba loai (twong tu nhu Rectangle)
Kéo mouse dé v& canh dau tién cta da giac (xem nhu duoc hai dinh).

(I I N

Di chuyén mouse sang vi tri khac nhap mouse dé noi dinh ké tiép, ctr mdi lan
nhap mouse nhu thé dugc mot dinh méi.
1 Tai dinh cudi cung, nhap dup de ndi vdi diem dau tién, tao thanh mot da giac.
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i. Text (cong cu tao chii)
Qua trinh v€ chir duoc thyc hién cac budce sau:
Budc 1: Chon vao cong cu Text
Buodc 2: V& 1 khung hinh chir nhat cho doan chit tai vi tri tiy chon.
Budc 3: Chon fonts chir, kich ¢& va hinh thirc cho doan chir trong hop cong cu
Text Toolbar (vao muc View trén thanh thuc don ngang dé tat mo cac hop cong cu).

Budc 4: Nhap vao nd1 dung doan text

Bugce 5: Khi nhap xong xung quanh doan chit vira danh c6 mot khung va co cac 8
nut bao quanh tir ddy bAm mouse trai vao cac nit nay c6 thé hiéu chinh chit cho vira .

Buoc 6: Nhap mouse ra ngoai man hinh c6 doan text dugc nhap.
Chu y: Khi da qua budc 6, khong hi¢u chinh doan text vira nhap dugc nira.

7.2.3. Hiéu chinh hinh vé
a. Xoa (Eraser- cuc tdy)
11 Bam d¢ mouse trai kéo di x6a bt ky dudng v& nao no di qua.
] Bam dé mouse phai kéo sé& x6a di mau dang chon ¢ bang mau.
b. Cong cu phong lon hinh (Magnifier)
Phong 16n mot vung hinh‘ vE dé hi€u chinh birc v€ cho r6 dep hon. Ty 1€ 1x,
2x, 6x, 8x phong 1on 1, 2 ,6, 8 lan.

7.2.4. Mau cit
a. Tao mau cit
- Biéu tuong hinh chir nhat (Select) dé chon vung cat 1a 1 hinh chit nhat.
- Biéu tuong hinh sao (Free-Form Select) d chon ving cat 1a 1 da giac bat ky.
b. Di chuyén /Sao chép miu cit:
Bam- giit mouse trén mau cit va ré dén vi tri tuy chon.
> Néu nhin Ctrl khi kéo di tao ra thém 1 ban copy.
> Néu nhan Shift khi kéo tao ra ddu vét ctia n6 trén duong di chuyén.
c. Lt - xoay méu cit

'] Chon hinh v& / mau cit hlinfansjizdate HE|

1 Vao muyc Image trén menu - = [ Fliparotate

Ok
chon Flip/Rotate " Flip harizontal |_I

') Flip Horizontal: i xing theo £ Flip vertical Cancel
chiéu ngang. & Hotate by angle

") Flip Vertical: d6i ximg theo Ol 1
chiéu dung 180

"] Rotate by Angle: xoay mau cit 27

theo goc do chon trong bang.
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d. Co gian, kéo léch

1 Chon hinh v& / miu cét.
] Vao myc Image trén menu — -Stetch
—
Chon Strech/Skew. & Horzontal: [100 % Cancel _|
U] Stretch Horizontal: Co gian
hinh vé / mau cit theo chidu | | |b Couemest [
ngang
. . . = Skew
[ Stretch Vertical: Co gian hinh -,
v& / mau cit theo chiéu ding. L/ & Haieontal [0 Degrees
| Skew Horizontal: Kéo phan QT Cvetost [ Deotes

trén hinh v& / miu cét theo
chi€u ngang

"] Skew Vertical: Kéo phan bén phai hinh v& / mau cét theo chidu ding.

e. Doi mau
"] Chon hinh v& / miu cit
'] Vao muc Image — chon Invert colors : Dao mau trong hinh vé.

f- Cac l¢nh Edit
] Cut : Pua miu cét vao bo nhé (clipboard) c6 thé ding menu Edit-Cut
'] Copy: Dua hinh anh dugc chon bao b nhé
] Paste: Dan hinh anh dugc luu trong b nhd ra man hinh.
] Lwu mAu cit vao dia :
Chon mau cat, vao muc Edit — chon Copy to
Saven: | (2] My Pictures Q2 M-

Sample Pictures

r'-'1_',' Documents

"

tdy Computer

File name: || j Save
=l

Saveaslype | 24-bit Bitmap " bmp:" dib) Cancel

It
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Trong khung Save in : chon folder dé luu trit hinh anh.
Trong khung File name : nhap tén cho file can luu.
Bam 0 Save.

"] LAy mét hinh tir dia vao hinh v&:

Chon menu Edit - chon Paste From: chon tén file hinh anh tr hop thoai.
Khai bao muc Look in va File name nhu sau :

Look in : Chon folder chira file hinh anh.

File name : chon tén ctia hinh can dua ra man hinh.
Chon file va bAm Open

Phan mé rong cua cac file hinh anh cua Paint mdc dinh la .BMP (bitmap). Tuy
vay Paint cling c6 thé lam vi¢c vdi cac kiéu tap tin hinh anh khac nhu .JPG (dang
nén), .TIF, ...

8. CONTROL PANEL

Céc tng dung trong Control Panel diéu khién cau hinh hoat dong ctia Windows.
Dé kich hoat ctra s6 Control Panel, vao Start - Settings - Control Panel

£ Control Panel E”EWZ|

-

File Edit Wiew Faworites Tools  Help

‘_) Bach \‘) Lj: /"__\ Search li_, Folders -
Address |[} Control Panel v| Go

P % ( J
ﬂ’- Control Panel 3 G = '—"/
Accessbility  &dd Hardware Administrative Date and Time Display Folder Options
[} Switch ko Caktegory Wiew Options Rermow. ..

&
o8
Y o

T
R
g

®
[§e ¢

.
. T % » ‘h
See Also '_Jj : \-) =
Fonts Game Internet Java Plug-in Kevboard Mouse Metwark,
ﬁ windows Lpdate Controllers Options Connections

%

t_)) Help and Support E@ :‘h -{é % @9

Phone and  Power Opkions  Printers and  Regional and  Scanners and  Scheduled Sounds and
Maodem ... Faxes Language ... Cameras Tasks Audio Devices
-

¥ 9 & B @

Speech System Taskbar and ThinkPad  User Accounts  WirusScan Wireless Link
Start Menu  Configuration

@
@

Trong ctra s6 Control Panel c6 nhiéu muyc vdi chic nang khac nhau. Sau day la
mot s6 cac muc thuong dugc diéu chinh cho phu hgp véi moi truong lam viéc.

8.1. Hiéu chinh ngay, gio’ (Date - time)

bay la ngay gio theo ddng hd ctia may tinh. Chung ta c6 thé thay d6i ngay gid
cua h¢ thong bang céch sau:
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" Nhip dap vao biéu tuong dong hd ESAREILEED 2]
trén thanh Taskbar. Dte &Tine | Time Zore |
—Date —Time
i 2102.1: c;l;,)n rlnuc Date/Time trong o
ontrol Panel. "
ol [
‘DLte: 2 3 4 5 & 7 8 A
Thay d6i thang, nim va ngdy chon i
Vé,of)n é -bémA 1 . 23 24 F5 26 27 2B 29 o
gay PPy T
Time:
Thay déi gid : béllg CéCh hiéu Chinh Current time zone: SE Asia Standard Time
ting 6 gio, phut, gidy - vdoi ngay tinh ok | concel o

nang chon cho moi ngay 1a 24 gio chon
AM va PM cho thich hop. Vi du: 7 gio t6i thi nhap vao 19 gio.
Ngoai ra chiing ta c6 thé thay d6i mui gid cho thich hop véi timg dia phuong.
Luu §: Nhitng user binh thuong khong hiéu chinh dugc cac tham sb nay.

8.2. Cach thé hién trén man hinh (Display properties)

Khoi dong: Nhip dap vao biéu tuong Display trong Control Panel hoic bim
phai mouse trén man hinh va chon Properties.

CAu hinh cho man hinh nén desktop gdm nhiéu thé :

Display Properties

Themes: | Dezktop || Screen Saver || Appearance || Settings |

& theme iz a background plus a et of soundsz, icong, and other elements
to help you perzonalize your computer with one click.

Theme:

by Current Theme
Wiindows <P
Windows Clazsic
bore themes onling. ..

Ok ]’ Cancel ] Apply
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8.2.1. Themes

Dé chon mot céac kicu hién thi giao dién kicu Windows XP hoac Windows trudc

day.
8.2.2. Desktop
Chon trang tri cho nén desktop:

Display Properties

Background:

Q [Mone]

Eﬂ Azcent

Eﬂ Autumn
[t

[ Blisz

Iﬂ Blue Lace 16

L YT . PR

o Browse...
0 Pozition:

Stretch -

LColor:

[ Cuztomize Deskiop...

)

Lo JI

i

Canhcel

Khung Backgroud: Dé chon 1 tap tin hinh anh 1am nén man hinh desktop.

Sau khi chon loai anh, click 6 Apply dé thay doi.

8.2.3. Screen Saver

Thiét 1ap man hinh lic dang
tam ngung lam viéc sau 1 thoi
gian tuy chon. Man hinh s€ hién
mot hinh anh dong tuy chung ta
chon. Y nghia cac muc :

ScreenSaver: chon mau hinh
anh di chuyén.

Wait. dat khoang thoi gian nghi
khong gd phim dé bat 1én ché do
ScreenSaver.

Password protected: dat mat
khéu chéng ké la xadm nhap vao
may khi chung ta tam nghi.

H¢é diéu hanh Windows

Display Properties

Themes | Desktop

Screen Saver | Appearance | Settings

- 0

—H—

vH Settings ]l Prewiew

Manitar power

£k

W ait: minutes [ ] On resume, password protect

Tao adjust manitar power settings and zave energy.

click Power.
Power...

[ 0K H Cancel ” Apply

|
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8.2.4. Appearance
Chon cach thé hién mau, font
chir va nén cho cura so.

Display Properties

Scheme: chon tén bd mau thé
hién cho cach dit mau cho tit ca
céc thanh phan cua cira so.

Sau khi thay d6i dé tro lai
binh thuong chung ta chon
Windows Standard.

8.3. Keyboard:
Piéu khién ban phim.

Calor scheme:
Repeat delay: khoang thoi Default [blue] v|
gian gitra hai 1an g& phim lién it
tief:p. C6 thé thay d6i tir Long Narmal v
dén Short.
[ 0K l[ Cancel ][ Apply ]
8.4. Fonts

Day la muc thém va bo di cac font chit c6 trong may tinh.
Pé thém font chit chung ta chon File- Install new fonts, sau d6 chon thu
muc chira font chit vdi céc file *.ttf, roi chon cac font mong mudn dé thém vao.

X6a font : chon ngay biéu tuong cua font chit d6 va bam Delete.

8.5. Mouse

Kich hoat biéu twong mouse trong cira s Control Panel. Trong hop thoai
Mouse properties ta c6 thé di€u chinh cac tinh nang sau:

Thé Buttons

Mouse Properties

L4 ButtOn Conﬁguration: C(,) nght handed Buttons |F'ointers Pointer Options | Hardware % TrackPaint
: P61 chire nang nut mouse trai thanh Buton corfiguration
Chl:['C néng Cﬁa nﬁt phél Vé ngu(.)’c lal [l Gwitch primary and zecondary buttons
2 hY L A : Select thiz check by ke the b h
mouse phai thanh trai. Doi ngugc lai T e ok e
ta Chon (Left handed) az gelecting and dragging.
e Double click speed: toc do bam doi. Double-ciick speed
2 o4x A 4 2: A Double-click the fold ing. |f th
Khi tang 1én Fast chung ta phai bam [ e e o
A A N & 9 A ting.
d6i that nhanh thi m&i khéi dong duoc = B
h trinh Speed:  Slow J Fast
chuong .
Thé Motion Globack
. , [ Tum on ClickLock
® POlnter Speed: dléu Chinh tf)C d6 dl Enables pou to highlight or drag without holding down the mouze
2 5 ~ N N button. To zet, briefly press the mouse button. To release, click the
chuyén cua mouse trén khoang tur rrouse bution agsin
Slow dén Fast.
e Pointer Trail: chon vao Show pointer ok | [ Cancel
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trail: khi kéo mouse trén man hinh sé
co vet duong di no di qua.
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8.6. Regional and Language Options

Regional and Language Options @gl

Regional Options | Languages | Advanced
Standards and formats

Thiz option affects how some programs format numbers, cunencies,
dates, and time.

Select an item to match its preferences, or click Customize to choose
your awn formats:

English (United States} v

Samples

Mumber: 123,456,789.00

Currency: $123,456,783.00

Tirne: 10:23.13 PM

Short date: | 2/16/2005

Longdate:  |wednesday, February 16, 2005

Location

To help zervices provide you with local infarmation, such as news and
weather, select your present location:

Urited States b

ak, H Cancel H Apply

8.6.1. Regional options
Thay d6i tén nudc ma may tinh dang sir dung - Mui gid. Khi chon mét nudc sé
c6 su thay d6i & cac thé trong muc Customize. Co thé chon khudén dang
Vietnamese, néu da duoc cai dat. Néu giit khudn dang mac dinh English (United
State), ching ta cin phai khai béo lai cac tham sb sau cho phu hop véi quy dinh cta
Viét Nam. Click khung Customize dé kiém tra va khai béo lai cac tham s6 sau :

8.6.2. Number

Decimal symbol (ddu phan cach s6 1& thap phan) : Chon déu phdy (,).

Digit grouping symbol (dau phan cach hang ngan) : Chon ddu chim ().
No of digits after decimal (s6 ky so sau dau phan cach thap phan) : 2

No of digits in group (s ky s trong 1 nhém) : 3.

Negative sign symbol (ddu s6 4m) : dau trir (-)

Negative number format: (cach hién thi s6 4m) : d4u trir (-) & phia trude.
Display leading zeroes: (hién thi phan sé 1& thap phan ) : 0,7

Measurement system (hé thong do luong) : chon Metric.

List separator: diu phan cach gitra cac d6i s6 trong cong thirc, nhém sb. Nén

chon 1 ky hi¢u khac voi 7df1u phan cach s 18 thap phan va diu phan cach hang ngan,
thuong 1a ddau chdam phay (;).
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Customize Regional Options

m| Currency | Time | Dats |

S ample

Pasitive: |‘I23.458.?‘BE|,DD | Negative: |-123.455_?89,DD |
Decimal symbal l. v
Ma. of digits alter decimal E v|
Digit grouping syrmbal: | v |
Digit grauping: 123456789 v|
Megative sign symbal - v
Negative number format; [-1.1 v|
Diisplay leading zeros: 07 v|
List separator: E v|
Measurement syzten; |E_ v|

ok || cancel || sl

8.6.3. Time
Thay dbi cach hién thi gid hh:mm:ss (gio: phut: gidy)
8.6.4. Date

Chon céch hién thi ngay thang: dd/MM/yyyy (17/02/2005), hodc dd-MMM-yyyy
(17-Feb-2005)

Customize Regional Options

| Mumbers | Cumency | Time | Date |

Calendar

When a bwo-digit year iz entered, interpret it as a pear betweer:

| | and [202a |2

Shart date
Short date sample: |1?HD2H2UI35 |

Short date format: |dd.-"h"|h"|.-‘l_','_','_',-l_',' w |
Diate zeparatar:
Long date

Long date zample: |Thur$da}', Februar 17, 2005 |

Long date format; | G 0s s RS TEE| Rs e TS V|

[ 1] l[ Cancel ][ Apply ]
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8.6.5. Currency Customize Regional Options

- Current symbol : Khai b0 || wumbes| Curency |Time | Date |
thém hay chon don vi tién t¢.

Sample

M : VND Pogitive: |123.456.789.00VNE Megative: |-123.456.783,00VND

- Position current format (vi tri
cua don vi tién t¢ (trudce, sau, ...):

Currency symbal: |\-’ND w |
chon ¢ phia sau. .
4 , Positive cumency format; | 1.1WNE b |
. 0- N?gatl‘,)e Cur}’ei’lcy forma‘t (kleu Megative cumency format: |-1,1 WME v|
biéu dién s6 am cua don vi tién t¢) :
dau trir 0 trudc va don vi tién t¢ o Decimal symbal: l v/
sau.. Mo, of digits after decimal | 2 v |
- Decimal symbol (dau phan cach
Digit grouping syrbal: | w |

s6 1& thap phan) : chon ddu phdy

( ) Digit grouping:
5).

- Digit grouping symbol (dau
cham phén cach hang ngan) : chon
ddu cham (.).

QK l [ Cancel Lpply

9. MOT SO UNG DUNG KHAC

9.1. Tim kiém file - folder
Chon Start - Search — For Files or Folders / All files and folders

=k
File Edit ‘“ew Favorites Tools Help | 1".'
O Barck - l\-) - L@ /ID Search i Folders |,:>" K x n ‘ v
Address Id Search Results j Go
Search Companion X | | Mame | In Folder

Ta start vour search, Follow the instructions in the left pane.
All ar part of the file name:

A word or phrase in the File:
Look. in:
Iiﬂ Local Hard Drives {Ci;000 jll

Back | Search I

| | i3
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Search for files or folders name : g vao tén cia file can tim c6 thé ding du
* thay thé cho mdt nhom ky tu va dau ? thay thé cho mot ky tu trong tén file hoac
folder.

Vi du can tim tap tin BAITAP.DOC ta c6 thé g& 1énh tim nhu sau:

baitap.” (tim tit ca cac tap tin co phan tén 1a baitap), hodc bai*.doc (tim tat
cd cdac tap tin ¢6 phan tén co6 3 ky tu dau 1a BAI va phan mo rong 1a DOC).

Containing text: c6 thé nhap thém 1 doan vin ban c6 trong file can tim.

Look in: x4c dinh vi tri mudn tim kiém, 6 dia hay thu muc. (cdn leu ¥)

Options: co thé cho biét thém mot sd ‘ghéng s6 khac vé ngay soan thdo tap
tin, kiéu, kich thuoc ... dé gioi han viéc tim kiém.

9.2. May tinh tay (calculator)

Khéi dong: Start - Programs - Accessories
- Calculator.

3]
=

Moi thao tac tinh toan giéng nhu may tinh | Backl CE | c |
tay. Trong may c6 thé hién thi hai may tinh:

Standard va Scientific R N I

Sau khi tinh toan c6 thé copy (Ctrl c) va MRl . | > | o | _ | i |
paste két qua ra chuong trinh soan thao vin ban MSl 1 | 2 | 3 | - | 1.-'x|
(Ctrl V). M+| o | *-*'l . | . | B |

10. BAO VE DU LIEU - CHONG VIRUS MAY TiNH

10.1. Bdo vé dir li€u.

Dt li¢u luu trit trong may tinh dugc chua trén cac dia cliing, dia mém, hoac
dia CD:ROM. Dt li¢u dugc luu theo nhitng dang dac biét co tinh logic,rét cao, khi
mot phan cia dia khong doc dugc gay ra dir li¢u trén dia hoan toan bi mat.

Dir liéu bi mat ¢ nhiéu nguyén nhan, chii yéu 1a cac nguyén nhan sau:

- Do nguoi su dung xo4. Hodc ghi dir li¢u khéac de lén file dir li¢u da co
vung c6 dir lidu.
- Do hé¢ théng khong doc duogc dir li¢u, cip dién dot ngot, dién ap khong on
dinh, do thiét bi luu trit hu hong...
- Do virus tdn céng vao cac ban d6 Iuu trir thong tin hé thong dia lam dir
liéu con nhung khong thé doc duogc.
Cdch bdo vé dit liéu:

- Luu di liéu & nhiéu noi trén dia, luu trén nhiéu dia.

- Heé théng may tinh phai cé trang bi cac khoa phan mém, khod phan cimng
khong cho nguoi khong tham quyén truy cap.

- Céc hé co s¢ dit liéu 16n can c6 hé théng luu trtr chuyén dung.

- Cén than khi st dung cac chuong trinh la, dia la.
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10.2. Virus may tinh la gi?

Day la mot chuong trinh Gng dung thuong rat nho, duoc nap vao by nhd
hodic ky sinh trén file nao d6 trong mdy tinh bi nhiém. C6 kha ning lay lan sang
may tinh khac thong qua cic tap tin hay dia da bi nhiém.

Hién nay may tinh rat dé& bi nhiém vius qua dudng e-mail vdi cac tip tin dinh
keém, hay truy cap dén dia chi web d3 bi nhiém vius.

Tac hai: Lam hu hong phan mém, nhat 13 phan khoi dong may tinh 1am may
tinh khong khoi dong dugc. Virus rat da dang c6 thé gay dung may, c6 khi khong
gay hai gi c4, ¢ loai hen dén ngdy gio nhét dinh tung ra pha may tinh.

Triéu chirng: may hay bi treo trong khi chay chuong trinh, méy khong khoi
dong duogc, may chay cham hon binh thuong. Hodc xuét hién céc thong béo la lac
d6 chung ta can dén cac chuong trinh kiém tra - diét vi rus may tinh.

Kiém tra diét virus may tinh

- Can c6 dfa mém chtra chuong trinh chdng virus may tinh chuyén nghiép nhu:

- D2.COM (VN)

- BKAV.EXE (VN) www.bkav.com.vn
- SC.EXE (VN)

- SCAN (nude ngoai)

Céc chuong trinh nay chép ¢ cac dich vu copy phin mém may tinh hodc ¢ trang
web http://www.vnn.vn/vanl/, http://www.hcmuaf.edu.vn/ttth/virus/

- Khéi dong méy tinh bang dia mém sach (dam bao khong c6 virus)

- Ttr ddu nhac DOS gd 1énh c6 chira trén dia chdng virus. Vi du : D2 (Enter)

Va theo cac huéng dan trén man hinh thyc hién viéc kiém tra virus trén may tinh.
Phong chong virus xAm nhap viao may

- Khong dung dia la nghi ngo c6 virus trudce khi dua vao may can khoi dong
chwong trinh chéng virus kiém tra.

- Khoéng sao chép cac phan mém la - tro choi dién tir & cac may ma chung ta
khong tin that sy noi d6 khong c6 virus mdy tinh. Can phai kiém tra virus trude khi
chép vao may.

- Khi chép file tir may mang hodc Internet can kiém tra virus that k.

- Khi d4 bi lay nhiém virus can tim ra V§1 diét that “sach” roi méi vao st dung
lai cac chugng trinh da co6 trén dia, n€u co dicu kién nén format toan bd dia va cai
dat lai tir dau.

Hién nay c6 nhiéu chuong trinh phong chéng virus, trong d6 thuong dung
nhit 1a McAfee VirusScan, Norton AntiVirus, BKAV for Windows, D2, ... Can cap
nhat dé c6 thé phong chdng cac virus méi.
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