NGHE THVP — KHOI 11

NOI DUNG BAI HQC NGHE THVP
TUAN 3 (20/9/2021 dén 25/9/2021)
Phin 2: HE PIEU HANH WINDOWS

Bai 3: LAM VIEC VOI TEP VA THU MUC

I. TO CHUC THONG TIN TRONG MAY TiNH

- H¢ di€u hanh t6 chure cac tép trén dia thanh cac thu muc. M&i thu muc lai chtra cac tép va cac
thu muc con.

- Thu muc dugc t6 chirc phan cap, mic trén cung dugc goi 1a thu muc goc, tir thu muc goc lai
tao ra cac thu muc con goi 1a td chuc cay thu muyc.

II. LAM VIEC VOI TEP VA THU MUC
1. Chon ddi twgng
- Chon mét ddi twong: nhay chudt vao ddi twong do.

- Chon nhiéu ddi twong 1ién ké nhau: nhay chudt vao ddi twong ban dau, giit chit phim Shift va
nhay chudt vao doi tugng két thic.

Chon nhiéu ddi trong khong 1ién k& nhau: nhay chudt vao ddi twong ban dau, giit chit phim Ctrl va
nhdy chudt vao doi tuong ti€p theo.

2. Xem to chirc cac tép va thu muc trén dia.
- Budc 1: Nhay dap vao biéu tuong My Computer trén man hinh nén (Desktop).

- Budc 2: Nhay nut thu muc (Folder) trén thanh cong cu cua ctra s6 dé hién thi cira s6 hai
thanh phan.

+ Ngan trai: Cho biét cu tric tong thé cac 6 dia va thu myc.

+ Ngin phai: Cho biét cac thong tin chi tiét vé cac thanh phan cta thu myc tuong ing
(dugc chon) bén ngan trai.

3. Xem ngi dung thw muc

- Nhay chudt vao biéu turong hodc tén thu muc bén ngin trai hodc nhay dup vao biéu tuong
hodc tén thu muc bén ngan bén phai ctra s6 dé xem ndi dung thu muyc.

- Chon ché d6 hién thi ndi dung bang cch nhay vao nat View trén thanh cong cu.
4. Tao thu muc moi
- Budc 1: Mo thu muc ta s€ tao thu myuc mai bén trong no.
- Budc 2: Chon File — New — Folder. Mot thu muc méi xuét hién véi tén tam thoi 1a Folder.

- Budc 3: GO tén thu muc madi roi nhan Enter.
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II. LAM VIEC VOI TEP VA THU MUC (tiép)
5. Doi tén t&p hoiic thu muc

- Budc 1: Chon tép (thu muc mudn doi tén).

- Budc 2: Nhay File - Rename

- Budc 3: G& tén méi cho dbi twgng sau d6 nhan Enter.
* Chu y: Khi tép dang mo thi thao tac ddi tén tép khong thuc hién duogc. Can dong tép lai.
6. Sao chép tép hoic thu muc

- Budc 1: Chon tép (thu muc) cin sao chép.

- Budc 2: Edit — Copy (Ctrl + C)

- Budc 3: M6 thu myc hodc dia mudn chira ban sao va Edit — Paste (Ctrl + V)
7. Di chuyén tép hoic thu muc

- Budc 1: Chon tép (thu muyc) can di chuyén.

- Budc 2: Edit —» Cut (Ctrl + X)

- Budc 3: M6 thu muyc hodc dia mudn di chuyén tép (thu muc) va Edit — Paste (Ctrl + V)
8. Xo4 tép hoic thu muc

- Budc 1: Chon tép (thu muc) cin x04.

- Budc 2: File — Delete

- Budce 3: Xuét hién hdp thoai yéu cau xac nhan xo4. Chon Yes dé xo4, nguoc lai nhay No.
9. Khoi phuc xo04 hoic xo4 hin cic tép va thu muc da bi xoa.

- Budc 1: Recycle Bin

- Budc 2: Chon dbi twgng mudn khoi phuc (hodc xo4 han).

- Budc 3: Nhay File — Restore (khoi phuc) hoac nhay File — Delete (x04).
10. St dung nut phai chugt

- Budc 1: Nhay chudt phai vao ddi twong dé xuat hién bang chon tit.

- Budc 2: Di chuyén chudéntén bang chon dén 1énh can thyc hién.

Budce 3: Nhay chudt trai dé thuc hién 1énh da chon.
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Bai 4: MOT SO TiNH NANG KHAC TRONG WINDOWS
I. KHOI PONG VA KET THUC CHUONG TRINH
1. Khéi dong
- Céch 1: Chon Start — All Programs — di chuyén chudt téi tén nhom co chira chuong trinh
can khoi dong. Khi tén cac chuong trinh trong nhom hién ra nhdy chudt vao chuong trinh can
khéi dong.
Céch 2: M& Windows Explorer hoic My Computer — md chuong trinh can khoi dong sau d6 nhay
dap vao chuong trinh do.
2. Két thiic
- GOm cb cac cach sau:
+ File — Exit (File — Close)
+ Nhay nut Close tai goc trén bén trai man hinh.
+ Nhay chudt phai vao chuong trinh ¢ thanh cong viéc — Close.
Alt +F4.
2. Tao dwong tit (truy cip nhanh)

- Tao Shortcut (dudng tit) s& giup cho ngudi sir dung thuc hién moét chwong trinh nhanh chéng
hon.

Céch tao Shortcut: Nhay chudt phai tai man hinh nén — New — Shortcut —> ... Hop thoai Create
Shortcut — Browse xuat hién hop thoai Browse Folder sau d6 chon chuong trinh can tao Shortcut
— OK — Next—Finish dé hoan tat.

3. Mé mot tai liéu méi gan day
Chon Start — (My Recent) Documents — nhay chudt vao tép cin mé.
4 . Tim m{t tép hay thu muc
- Budc 1: Nhay Start — Seach. Hop thoai Seach Results xudt hién.
- Budc 2: Nhéy All File and Folder — G& tén tép hodc mét phan tén tép (thu muc) 1am co so
de tim kiém.

Budc 3: Nhay Search dé bat dau tim kiém.



