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Bai 2: Tap tin va Thw muc
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Muc tieu bai hoc

 cach lam viéc véi mot ctra s6 dién hinh

* thé nao la tip tin hoac thw muc

* lwa chon cac tap tin hoac thw muc

« sao chép hodc di chuyén cac tap tin hoac thw muc
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Xem xét mot ctira soO Windows dién hinh
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Xem xét mot cira sO Windows dién hinh

1. Back /
Forward
2. Title Bar

3. Menu Bar

4. Command
Bar
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Str dung diéu hwdng tré lai hodc chuyén ti€p dé hién thi ctia
tap tin hoac thw muc da xem trwdéc do.
Hién thi tén cha cic tinh nang hién dang hoat dong hodc
chwong trinh tng dung.
Hién thi tén cta trinh don tha xuong c6 ch&

idm v cu thé Ran
.l\/ A 3

A11 v M i ULilus Uul.l. \l
"

F10 dé tam thoi hién thi thanh menu.
Cung cap cac l1énh ban c6 thé str dung dé to chirc, xem, hodc
bao vé dit liéu cua ban.




Xem xét mot cira sO Windows dién hinh

7. Control

ks (Minimize) Tam thoi dong ctra so, thay né bang mot nit trén
Buttons thanh tac vu. Nhap chudt vao nut dé trén thanh tac vu dé mé hay
khéi phuc ctra s6 dé.

k= (Maximize) Hién thi ctra s6 ra toan bd man hinh.

i (Restore Down) Khoi phuc lai clra s6 bang c& truedc khi né dwoc
phéng to t6i da.

(Close) Béng ctra so.
8. Favorite Hién thi ciclién két dén cac thu muc hodc vi tri ban thuwong str dung.

Links Nhap chudt vao mot lién két dé di chuyén nhanh dén vi tri do.
9. Navigation Hién thi cic thuy muc va 6 dia ma ban c6 thé nhap dup chudt vao dé
A ‘ O 7 ~ . N -
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Di chuyén cira so

* Dat tré chudt vao bat ky vi tri nao trén thanh tiéu dé

va sau do6 kéo ctra so t&i vi tri moi
 V&i ban phim, nhan ALT + SPACEBAR
dé kich hoat biéu twong diéu khién

- Nhan phim DOWN dé chon 1énh Move va
nhan phim ENTER
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Thay doi kich co ctra so

* Dat tré chudt vao bat ky vi tri ndo trén vién cta ctra so
- Khi ban nhin thdy tré chudt chuyén thanh hinh¥d6i véi canh trén hay
dwdi, hodc «= doi véi canh trai hay phai, ban hdy nhap chudt trai va
kéo chudt t&i khi ctra s6 dat kich c& mong mudn.
- Dé dobi kich c& cac canh doc va ngang cung ldc, dat tré chudt vao bat ki
gdc nao cla ctra s6 khi ban nhin thdy % hodc & hiy nhip chuét trai
va kéo dén khi ctra s6 dat kich thwdc mong mudén

« Vé&i ban phim, nhian ALT + SPACEBAR dé kich hoat biéu
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Str dung thanh cuon (Scroll Bars)

* HOop cuodn (Scroll Box)

- HOp cudn con dwogc goi la thumb hay elevator
ScrollBox —

- Vi tri cia hdp cudn trong vung cuén nhw
mot thwdc do twong doi vé vi tri dir liéu
dang hién thi trén ctra so trong twong quan o] 3 >

véi ndi dung toan clra sO
- DE& di chuyén bang thanh cubn :
- Nhéip chudt vao ving mau nhat hon phia trén hay dwéi hop cuén dé hién thi man
hinh dit liéu trwéc hay sau

- NhAap chudt vao mii tén & dau trén hay dwéi cia thanh cuén doc mo
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Tim hiéu tip tin va thw muc

« Tap tin wrng dung (Application File)
- Kiéu tap tin ndy c6 nhirng chi dan rat chi tiét cho bo vi xt P}
Iy phai thuc hién nhitng nhiém vu gi —
- thuong dwoc lvu trong mot thw muc dwoc dat tén cho chwong trinh do,
né thwong nam trong thw muc Program Files trong 6 citng

« Tap tin dir liéu (Data File)

- Kiéu tip tin nay chira dit liéu dwoc ban nhip va lwu lai tir mot S_ cﬂjﬁ l
trong cac chwong trinh rng dung trong may tinh cua ban Trends

« Tap tin hé thong (System File)
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Tim hiéu tip tin va thw muc

* Mot thw muc (folder) 1a noi chira cac chwong trinh va cac tap tin va la
phwong tién dé sap xép thong tin

- thw muc con (subfolder) don gian 1a mét thw muc dwoc chira trong mot thw
muc khac

- dwoc biéu dién bang mot biéu twong mau vang trong giong nhw mot tip dung
tai liéu
* T6 chirc cic tap tin va thw muc trén dia dwoc goi la mot thw muc
(directory) hoac moét cay thw muc (directory tree)

- Mikc cao nhat cia bat ky thw muc nao trén 6 dia goi la thw muc gbc (root
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Tim hiéu tip tin va thw muc

 Néu ban mo ta bang l&i ndi cich dé tim thay tdn .
tin Cost of Goods : 4 [ Documents

4 _ﬂ My Documents

- “Pitdi Libraries, sau do 1a Documents, sau do la 4 Ju Annual Reports
Z 1> , 1L 2010
My Documents, sau do 1a Annual Reports, sau do B 2011

la 2012 va tai liéu Cost of Goods bén trong thw Ji 2012

muc 2012" Annualﬁalﬁ Report
' & Budget 2012

Cost of Goods

D& viét “ky hiéu dwong dan (path notation)” nay:
- Libraries\Documents\My Documents\Annual Reports\2012\ Cost of Goods
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Tim hiéu tip tin va thw muc

e Mot may tinh Windows 7 ciing cung cap nhiéu tai khoan
nguwoi dung va tao ra mot thw muc ngwoi dung duy nhat cho
moi tai khoan

- Windows tu ddong tao mot thuw muc My Documents trong moi thu muc
ngwoi dung.

trong khi d

d

- Khong c6 gi¢di han vé noi ban cé thé lwu triv mC) tap tin, hoac s6 lwong
cac thue muc ban c¢6 thé tao
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Tim hiéu tip tin va thw muc

« D& bat dau lam viéc v&i cac tap tin va thue muc:
- Nhap chudt vao Start va sau dé6 Nhap chuot vao Computer, hoac

- Nhéip chudt vao Start, All Programs, Accessories, va sau d6 Nhap
chuot vao Windows Explorer, hoac

- Nhéip chudt vao Start, go: expl vao hop Search, va Nhip chudt vao
Windows Explorer, hoac

- Nhéip chudt phai vao nit Start va Nhap chuot vao Open Windows
Explorer, hoac
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Tim hiéu tip tin va thw muc

- e
& o[ Libraries » < [ 4 ||| Search Libraries I

Organize = Mew library Ez b ﬁil 0

457 Favorites Libraries
Bl Desktop Open a library to see your files and arrange them by folder, date, and other properties,
Liv Drownloads .

' (E Recent Places Documents
Liberary 1
| 4 Libraries | -
o LISIC
[ [rocuments =, Library

b o Music ~
b [ Pictures ﬁ Pictures
- B Videos ; Library

i M Computer Videos
: Libsrary

- € Network . .

Q 4 items
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Tim hiéu tip tin va thw muc

Navigation
Pane

- (Expand)

4 (Collapse)
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Danh sich Favorites chira cac lién két t&i cac vi tri ban
thwong di chuyén téi. Computer hay Network gidp ban
truy xuat dén tat ca cac thiét bi lwu trir kha dung trong
may tinh nhw 6 clrng cliia may tinh, 6 dia quang hay 6 mang

Hién thi cac thw muc hay cac ndi dung con cda cip do nay;
ban c6 thé thdy mot vai miii tén thé nay tiy vao cach thiét
1ap cAu truc sap xép.

Cho phép ban 4n cadc muc con hay lam thu gon c4u tric sap




Str dung tap tin va thw muc

 Cac tap tin va cic thw muc c6 thé dwoc lwu va hién thi &
bat ctr dau trong Windows
- Mot biéu twong twong tw nhw thé nay cho biét mot tip tin hay
thw muc dit liéu dwoc lwu ¢ vi tri nay
- Néu la tap tin dit liéu, biéu twong thu nhé & goc trén bén \!ﬁ!

Spending Student

trai thé hién chwong trinh can st dung dé xem hay chinh s’ 3
stra tai liéu do.

- Né&u ban x6a biéu twong nay thi sé xéa ludn tip tin hay thw muc thuc
Sy
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Tao cac thw muc

* D€ tao thw muc:

- Trén thanh Iénh, Nhip chudt vao =« hodc

- Nhap chudt phai vao vi tri (6 dia hay thw muc) trong danh sach Folders
danh cho thw muc méi va Nhap chudt vao New, sau dé chon Folder, hoac

- Nhap chudt phai vao khoang tréng cia O Noi Dung va Nhap chudt vao
New, sau do6 chon Folder.

 Di chuyén t&i vi tri danh cho thw muc méi trueéee khi kich hoat 1énh
New Folder

D& tao mot shortcut (dwong tat) té¢i mot thw muc:
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Pat lai tén thw muc

e D€ d0i tén ciia mot thw muc:
- Nhap chudt vao biéu twong thw muc dé chon n6 va nhan phim F2, hoac

- Nhap chudt vao biéu twong thw muc, sau dé nhap chudt vao tén thw muc
dé kich hoat ché& do chinh stra, hoac

- Nhap chudt vao biéu twong thw muc, sau dé nhap chudt vao tén thw muc
dé kich hoat ché do chinh stra, hoac

- Trén thanh Iénh, nhap chudt vao 9=~ va sau dé nhap chudt vao
Rename

 Bat cir khi nao ban thay tén thw muc dwoc t6 ddm nhw c6 thé tha

Mew folder
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Thay doi cac tuy chon thw muc

c6 thé dung tré chudt hay cac phim mii tén dé di chuyén tré chudt
t&i vi tri cu thé & tén thw muc noi ban muén chén hay xéa cac ki tw
va sau do chon Folder and search options

| Organize -

¢ Browse fOlders rFDIdeertions g’

A ~ X ~ 2 \ ? ~ 2 General | View |Seardl
= Neéu ro moi thw muc sé mo trong cung ctra so hay o
Browse folders

mot ctra sO khac dé ban cé thé chuyén déi gitra cac —— ® Open eschiderinth same window

=5 (7)) Open each folder in its own window

clra so.
Click tems as follows
= = S-S @ Singleclick to open an tem (point to select)
° Clle ltems as f0110ws () Underding icon titles consistertt with my browser
N . N @ Underine icon titles only when | poirt at them
- Puwara cac lya chon nhap chudt mot lan hay nhap © Double-clck to apen anitem fsingledlck to select)

Navigation pane
[ Show all folders
& Automatically expand to cument folder

How do | change folder options?

0K || Camcel || ooy |
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Thay doi ché do xem (View)

* nhap chudt vao miii tén cia nat - - Views trén thanh
lénh, hoac

* nhap chuét phai vao khodng trong clia| | & e ergercons

0 n0i dung va sau do vao View, hoac =) Large feons
Medium Icons
e trén thanh lénh, nhap chudt vao nut .
=% Small Icons
= - Views dé xoay vong cac cach L a1

4= Details
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Thay doi ché do xem (View)

* Extra Large Icons
- Hién thi cac tap tin va thw muc bang cc biéu twong rat
16n, diéu nay co6 thé rat hiru ich v&i nhirng ngwdi mat kém

- tén cac tap tin va thw muc hién thi bén dwéi biéu twong
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Thay doi ché do xem (View)

* Large Icons

- Hién thi cac tap tin va thw muc bang cic biéu twong 1n c6
tén tap tin hay thw muc ¢ bén duoi

- hitu ich khi ban muon xem trwéc cac tap tin hinh anh

b, | b, s,

Andrew
McSweeney

Y

Budget 2012
omer Service
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Thay doi ché do xem (View)

* Medium Icons
- Hién thi cac tap tin va thw muc c& trung binh c6 tén & bén
dudi
- hitu ich khi ban muon nhin tong quat cac thw muc hay cac

tap tin & mot vi tri nhat dinh

L

Andrew Annual Awards Budget Budget
Mcﬁweene Sales 2010 2012
Repu:’t
Compuﬁer Departmen Exemnplary History of IC3 Web
EHpensa Sales t Budget Customer the Internet Site

Personal Service
(draft)
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Thay doi ché do xem (View)

« Small Icons

- Liét ké cac tip tin va cac thuw muc bang cac biéu twong nho
hon c6 tén hién thi & bén phai

- Cac noi dung dwoc phan loai theo trinh tw bang chir cai &

nhiéu cot tir trai sang phai

| Andrew McSweeney
Awards

Budget 2010

Car Expenses - Personal
Department Budget
History of the Internet
Letter to Henry Warburn
[=]logo

News with RSS

D Sales and Revenue Report
[BF| Water Presentation
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Annual Sales Report

(] Budget 2009

(E] Budget 2012

Compu‘terﬂalﬁ

Exemplary Customer Service (draft)
| 1C3 Web Site

W Letter to Joan Woods

Minu‘ts of Sales Meeting

6 RapidTyping_Setup_3

Spending Trends

[l ard Sale




Thay doi ché do xem (View)

* List
- Hién thi n6i dung cia mot thw muc theo danh sach tén
kém biéu twong nhé & dang truwdce

- hitu ich néu thw muc cia ban chira nhiéu tap tin va ban
muon nhin lwdt danh sach dé tim tén tip tin

| Andrew McSweeney _IC3 Web Site

Annual Sales Report Letter to Henry Warburn
[-"',J="{ Awards [-"',J="1 Letter to Joan Woods

& Budget 2009 = loge

E] Budget 2010 ] Minutes of Sales Meeting
& Budget 2012 & News with RSS

Car Expenses - Personal ;Flapide,rping_Setupj
Cumpu‘ter Sales DSE|E and Revenue Report
Department Budget Spending Trends

Exemnplary Customer Service (draft) (Bl Water Presentation
History of the Internet ‘&"ard Sale
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Thay doi ché do xem (View)

* Details
- Liét ké ndi dung ciia thw muc dang mé va cung cap thong
tin chi tiét vé cac tap tin va thw muc bén trong no, bao
gom tén, Kiéu, c&, va ngay chinh stra
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Mame Date modified Type Size

1 Andrew McSweeney 3/20/201211:38 AM  File folder

AnnuaISals Report 9/30/201111:46 AM  Microsoft Word D... 19 KB
Awards 472042011 8:24 AM Rich Text Format 36 KB
Budget 2009 5/15/2009 1:18 PM Microsoft Excel W... 14 KB
Budget 2010 5/15/20091:18 PM  Microsoft Excel W... 14 KB
Budget 2012 3/19/201210:36 AM  Microsoft Excel W... 13 KB
Car Expenses - Personal 7/29/2011 11:52 AM  Microsoft Excel W... 11 KB
Computer Sales 5/15/2009 1:04 PM Microsoft Excel W... 16 KB
Department Budget 12/19/201111:48 ...  Microsoft Excel W... 12 KB
Exemnplary Customer Service (draft) 12/19/201111:49 ...  Microsoft PowerP... T2 KB
History of the Internet 6/2/2008 11:08 AM Microsoft Word 9... 26 KB
D IC3 Web Site 5/15/2009 251 PM  Text Document 1 KB
Letter to Henry Warburn 9/1/201111:45 AM  Microsoft Word D... 55 KB
B etter to Joan Woods 11/25/2010 3:05 PM  Microsoft Word 9... 23 KB




Thay doi ché do xem (View)

e Tiles

- Hién thi cac tip tin va cac thu muc bang cic biéu twong c&
trung binh c6 tén tip tin & bén phai biéu twong

- Pinh dang tip tin va kich c& tip tin cling dwoc hién thi.

-~

Annual Sales Report
Microsoft Word Document
| 18.0 KB

Budget 2009
Microsoft Excel Worksheet
| 13.5 KB

Budget 2012
Microsoft Excel Worksheet
| 12.0 KB

Computer Sales
Microsoft Excel Worksheet
| 15.2 KB

Exernplary Customer Service (draft)
Microsoft PowerPoint Presentation
| 719 KB

Andrew McSweeney
. Filefolder

Awards
Rich Text Format
355 KB

Budget 2010
Microsoft Excel Waorksheet
| 13.5 KB

Car Expenses - Personal
Microsoft Excel Worksheet
| 10.9 KB

Department Budget
Microsoft Excel Worksheet

-y History of the Internet w IC3 Web Site
= Microsoft Word 97 - 2003 Docum... Text Document

D ™ ED ED ED [
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Thay doi ché do xem (View)

e Content

- Hién thi m6t s6 thudc tinh va ndi dung tham chiéu cta tap
tin.

F
L Andrew McSweeney Date modified: 3/20/2012 11:38 AM H‘
Annual Sales Report Date modified: 9/30/2011 11:46 AM |
Size: 180 KB
% Awards Date modified: 4/20/2011 8:24 AM
Size: 355 KB

Date modified: 5/15/2009 1:18 PM

(@] Budget 2009
L Size: 13.5 KB

Budget 2010 Date modified: 5/15/2009 1:18 PM
Size: 13.5 KB

Budget 2012 Date modified: 3/19/2012 10:36 AM
—1 Authors: Mick Klassen Size: 12.0 KB

|-y Car Expenses - Personal Date modified: 7/29/2011 11:52 AM
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Thay doi ché do xem (View)

* St dung cac tiéu dé cot dé sap xép ndi dung hoic
thao tac xem:

- Pé diéu chinh d6 rong cta cot, con tré chudt 1én vi tri

dwong thang dirng tai canh phai ctia cot dé diéu chinh

- Nhip chudt va kéo sang trai hoac phai dé 1am cho cot hep hon
hoac rong hon
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Tim hiéu phan mé rong cua tap tin

e MOt phan mé& rong la mot tiép vi ngir (suffix) dwoc thém vao
tén co s¢ (base name) cua mot tap tin may tinh va dwoc phan
cach b&i mot dau cham (dau “.”)
- Xac dinh chwong trinh nao da tao ra tap tin va va chwong trinh nao cé
thé dwoc dung dé€ mé tip tin
Hau hét cac hé diéu hanh tw dong nhan dlen cac ph:
rong pho bién va két hop cac chwong tr

4

véi cac phan mé rong cu thé

@
D>
C

.'3"
5
aQ
Q.
=
-
oQ
o
(o
ﬁ
-y
g

biéu twong cuia mot wng dung & bén trai cia tén tap tin, cho
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Tim hiéu phan mé rong cua tap tin

» Cac tap tin am thanh (Audio Files)

- Thwong dwoc tao ra boi cac tng dung chuyén dung nhwng
c6 thé dwoc md bdi cac rng dung mién phi san c6 duoc
goi la cac chwong trinh phat am thanh (players)

.au Pinh dang am thanh trén may chu Unix.

aiff Audio Interchange File Format
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Tim hiéu phan mé rong cua tap tin

 Cac tap tin video (Video Files)

- Thwong dwoc tao ra boi cac wng dung chuyén dung nhwng
c6 thé dwoc md bdi cac rtng dung mién phi san c6 duoc
goi la cac chwong trinh phat am thanh (players)

.avi Audio Video Interleave

DPinh dang video chuan cho Apple QuickTime va

! and .qt
movane-q hé didu hanh Macintosh.
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Tim hiéu phan mé rong cua tap tin

 Cac tap tin do hoa (Graphics Files)
- CAc tap tin do6 hoa la cac hinh anh. Nhiéu dinh dang d6 hoa
dwoc ho tro trong cac trinh duyét web va hau hét cac hé diéu
hanh c6 san cac chwong trinh xem hinh 4nh do6 h(_)a
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Tim hiéu phan mé rong cua tap tin

 Cac tap tin van ban (Document Files)

- thwong dwoc tao ra bang cach st dung cac rng dung

chuyén biét nhw Microsoft Office hoac OpenOffice
.asc ASCII

.doc / .docx Pinh dang tap tin mac dinh cho Microsoft Word hoac WordPad.
.htm or .html  Hypertext Markup Language

pdf Portable Document Format
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Tim hiéu phan mé rong cua tap tin

 Cac tap tin thwc thi dwoc (Executable Files)

- La cac tap tin khoi dong mot chwong trinh hoac mét thu
tuc nao do.
.bat Tap tin xi ly theo 16 (batch file)

(0)
N . . 2
ap un KiCn odan a

~ex1 1+
. L

.cmd Tap tin 1énh cua Windows (Windows command file)

.com Tap tin 1énh ciia DOS (DOS command file)
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Tim hiéu phan mé rong cua tap tin

* Cac tap tin dinh dang nén
(Archive/Compressed File Formats)
- La cac tap tin theo dinh dang nén
- Pwoc dung chua yéu trén Internet, dinh dang tap tin nén
lam gidm thoi gian can thiét dé tai vé mot tap tin

.bz or .bz2 Cac tap tin nén dvoc dung boi rng dung Bzip/Bunzip
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Tim hiéu phan mé rong cua tap tin

e Hé diéu hanh khé&i chay rng dung can thiét va sau dé
mo tap tin trong rng dung

Néu ban thir mé& mot tap tin ma khéng c6 &¢ng dung
két hop duoc cai dat, Windows hién thi:

Windows g

E] Windows can't open this fie:
File: RecordingDzta.frd

Toopzn is file, Wincows nzecs to know what program you want 1o use to

opzn t. Windows can go onlne to look it up automatically, or you can manualy
sekct from a list of programs that are installed on your computer.

What do you want to do?

@ Use the Web service to fnd the corect procram
(") Select a program from a Ist of installed programs
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Tim hiéu phan mé rong cua tap tin

« Nhap vao lwa chon phu hop dé xac dinh mot chwong
trinh sé dwoc st dung dé mé tap tin:
rOpenwith
= chon mot chuong trinh da dwoc cai dat | | e s e

- Né&u ban khéng chac chan chwong trinh | sseese | pyreceee
\ 2 . A? ya \ Adoe Photoshop C54 [l Adobe Reader I
nao d‘LI'(.)’C Slr d‘l:lng, klem tra VO’l ng‘lIOll .AdojeSysrms,hcorpu’ab&d AdobeSysnemsIncorp:raned L

. . ATALITHOR @ Internet ?@orer i
? = 2 - -} o - A o WebCx Inc. oF Mirosoft Corporation
quan trl1 mang cua ban hoac chuyen et U
- - - - Micrasoft Corporztion o0 Mizrosoft Corporation
LAY ~ N
Vl e n ky th u at M ::g::gg E.JDT':JdDI'EﬁDn a u?:ij'eopsaoit Corporation
P L

Type a desciption that you want to use for this kind of file:

- Do6i véi chwong trinh khac,

Always use the selected prog-am to open this kind of file

If the program you want s not in the list or on your computer, you can |cok for the appropriate
Weh.
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Tim hiéu phan mé rong cua tap tin

« Xem phian mé rong

thié,t lép méC dinh trong rFDIdeerﬁons N EW
Windows la dé an phan mé rong [ Gener | Ve[ Scarh|

Folder views

2 A n
Cua ten tap tln You can apply the view (such as Details or lcons) that

you are using faor this folder to all folders of this type.

A

Pé ludn hién thi phan mé rong: [ ooy to oo ] [ RoceFotee |

- trén thanh lénh nh:\n chuot vao o~ Advancad esttinge:
. Files and Folders -

Nhap Chll(_)t VaO FOlder and SearCh Always show icons never thumbnails

Always show menuz

OptiOIIS Vé Sau d(,) VéO thé View, Digplayfile icon an thumbnails

Digplayfile size information in folder tips
tI‘OIlg danh SaCh Advanced [ Displaythe full patk in the tile bar (Classic theme onby)
o . Hiddenfiles and folders
@ Dont show hidden files, folders, or drives I
(7) Show hidden filkes, folders, and drives i
|#| Hide empty drives in the Computer folder
Hide extensions forknown file fypes
Hide protected operating system files (Recommended)

Restore Defaults

OK || Gancel || ooy |
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Chon cac tap tin hay thw muc

Mot tap tin/thw muc Tré vao tap tin hay thw muc do.

Tat ca tap tin/thw Chon °==-  sau d6 chon Select all,
muc hodc nhan CTRL + A.

Cac tap tin/thw muc Tro vao tap tin/thw muc diu tién, nhan va gitr phim SHIFT,
lién tuc sau d6 tro dén tap tin/thw muc cubi cung trong danh sach.

Phwong phap Lasso Troé vao & bén phai/trai cia tap tin/thw muc dau tién dé
chon, sau d6 nhin chudt va kéo dé chon cac tip tin/thw
mulc.
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Sao chép va di chuyén cac tap tin, thw muc

« Sao chép cac tap tin hay thw muc
- Khi ban sao chép, tip tin hay thw muc géc van con & vi tri ngudn va
mot ban sao dwoc dat vao vi tri dich
- Dé thuc hién viéc nay, trwée tién ban phai chon cic tip tin hay thw
muc, sau do:
- Nhap chudt vao °==- ,vasau dé chon Copy, di chuyén t&i vi tri madi
va sau d6 nhap chu6t vao c==- , chon Paste, hoac
- Nhan phim Ctrl + C, di chuyén dén vi tri m&i va sau d6 nhan Ctrl+V,
hoac
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Sao chép va di chuyén cac tap tin, thw muc

* Khi Windows sao chép cac o~ —
tép tln tl‘f Vl tri ngu‘én Sang Vl There is already a file with the same name in this location.
7 7 7 I~ . A? Click the file you want to keep
tri dich, no sé kiém tra xem

= Copy and Replace

4 A = N\ /4 4 \ Replace thefile in the destination folder with the file you are copying:
cO tap tin nao khac c6 cung T Budges 2022 e
A ;. A . o= Eludgetlt]l?.(C_:\U_sers\studenﬁ]l'\Deslctop\HlAl Student
tén voi tap tin ban dang sao vy
S > . ; < _ T 1 A Date medified: 3/19,/2012 10:36 AM
chép o vi tri nay hay khong
= Don't copy
A = A i Y A Mo files will be changed. Leave this file in the destination folder;
- Thong diép chi ra rang doi e et 012
- N A ~ A . @ Budget 2012 (Ch Usersstudentl1 Desktop' 7314 Student
tlro‘ng VOl Cung ten da ton tal .I“ Data\Lesson 4 - Windows\Andrew McSweeney)
. . Sizer 120 KB

Date madified: 3/19/2012 10:38 AM

- Copy, but keep both files
Thefile you are copying will be renamed "Budget 2012 (2] .xlsx"
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bat lai tén tap tin

« HOop den xung quanh tén c6 nghia la ban dang & trong ché do
Edit
- Chon tip tin va sau d6 nhan F2
- Chon tp tin va sau d6 nhap vao mot Ian trong tén tip tin.
- Nhap chudt phai vao tip tin va sau d6 nhap vao Rename
e Nhé nhitng han ché ctia quy wdc dat tén tap tin/thw muc:
- Téida 255 ky tuw

Renznee

ﬁ If you change a filz name exension, the file might becerme unusable.

Are you sure you wantto change it?

[ Yes [ Mo
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Tim cac tap tin

« Ban c6 thé tim kiém mot tap tin hay thw muc & nhiéu
0 dia hay thw muc khac nhau trong hé thong cia ban
st dung cac tiéu chi cu thé

- nhap cac tiéu chi tim kiém vao 6

 Nhap chudt vao
trong treong Search

2 ~N
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Organize = Save search Burn = -~ [ 0
97 Fevoiites i Letter to Henry Warburn Date modified: 9/1/2011 11:45 AM
eskto ... M. Smith, Thenk you foryour letterand resume of June ize: 54.
M Desktoon Mr. Smith, Thenk youforyour | d f June 30 Size: 54.0 KB
j' Downloads in application for the position of Senior Disposal Engineer at ...

“El Recent Places

[ Lioraries
3 Docurrents
Ji Music
Pictures
B vidzos

1% Computer

?! MNztwork

Search again n:
[ Lioraties 8 Computer Custom... (& Intemet

C\Users\studentd1' Desctoph7314 student Data'\Lesson 4 - Windows\Andrew Mcsweeney\Ceneral Docu...

Letter to Joar Woods

o upen receipt of this letter, and te completework no later
than August L5th. We will issue payment upon sztisfactory c...

C\Users\studentl1'\Desctop'7314 Student Data\Lesson 4 - Windows\Andrew Mciweeney\Ceneral Docu...

Date modified: 11/25/2010 3:05 PM
Size: 23.0 KB




Tim hiéu vé thung rac (Recycle Bin)

* ]a mot vung lwu trir tam thoi danh cho cac tap tin va thw
muc ban x6a khoi dia cirng

- Cac tap tin va thw muc bi x6a khéi dia bén ngoai, hay tir 6 mang
thi bi x6a vinh vién va khong thé khoi phuc tir Thung rac

- Cho biét c6 nhitng tip tin trong Thung rac cé thé dwoc E‘_'E
khoi phuc hodc Thung rac c6 thé dwoc lam trong

 —
LY

- Cho biét Thung racrong =_

e Néu nhiéu newoi cung s dung may tinh, moi tai khoan
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Tim hiéu vé thung rac (Recycle Bin)

e X0a cac tap tin va thw muc
- Khi ban khéng can cac tip tin hay thw muc nita, ban c6 thé x6a ching.
- Hay ludn kiém tra ndi dung thw muc trwée khi ban x6a toan b thw
muc
 Khi ban khéng cin cic tap tin hay thw muc nira, ban c6 thé
x0a chung.

e Hay ludn kiém tra ndi dung thw muc trwéc khi ban x6a toan
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Tim hiéu vé thung rac (Recycle Bin)

« Khoi phuc tap tin hay thwr muc
- Ban c6 thé kho6i phuc mot tip tin hay thw muc da bi x6a vé
vi tri ban dau
- Chon tap tin hay thw muc can khéi phuc, sau d6 nhap chudt vao
| Restore this item |’hoéc

- dé khéi phuc nhiéu tip tin hay thw muc, chon céc tap tin hay thuw
muc doé, sau d6 nhap chudétvao Ff=e=s'* hodc

Restore the selected items
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Tim hiéu vé thung rac (Recycle Bin)

* X0a dir liéu trong Thung Rac
- C4c tap tin bi x6a s& nam trong Thung rac cho tdi khi ban
x0a chung khoi thung rac hay khi n6 day
- Néu day, Windows sé tw dong xda cac tip tin va the muc ci dé cé
khoang trong chira cac tap tin hay thuw muc méi
- Khi tap tin hay thw muc bi x6a khoi Thung rac, ching bi x6a vinh
vién
- D€ xba tat ca dir liéu trong Thung rac:
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Nhirng diém cin lwu y Khi lam viéc véi tap tin

* St dung mot quy wéc dat tén tiéu chuan khi lwu céc tip tin

« PAm bdo moi tén tip tin 1a duy nhit

« Khong ghi dé 1én tap tin cii trir khi chac chan phién ban géc khong
can thiét

» Tuan thu cac tiéu chuan quan ly tap tin dé nhitng ngwoi khac ¢
thé tim thay cac tap tin/thw muc dé dang

* Str dung cac tén tap tin giup ban xac dinh noi dung cua mot tap tin
sau nay

© 1IG Vietnam




Nhirng diém cin lwu y Khi lam viéc véi tap tin

* Khong bo qua Thung rac khi xéa cac tap tin

« Néu ban khong c6 du quyén truy cip dé xem hoac
m& mot muc nao do. Ban c6 thé can phai lién hé véi
nguoi quan ly/ngwoi giam sat hoac can bd quan tri
mang cua ban dé c6é dwoc quyén truy cip vao muc

)
P Ll_ ___ _

tép tln hOC, WinZip - pr g

Could not open C:\Users\studentD1\Documents\ 7314 Instructor
C'ata.zp.

Frobabole cause: file sharing or file permissions problem,.

© 1IG Vietnam




Toém tat bai hoc

e cach lam viéc véi mot ctra sO dién hinh

e tap tin hoac thw muc la gi

e lwra chon cac tap tin hoac thu muc

* sao chép hodc di chuyén cac tip tin hay thuw muc
* thay doi cAch xem céc 0 dia, tip tin hay thw muc

e cach xem hay thay doi cic thudc tinh ctia mot thw
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Cau hoi on tap

1. C6 thé xem dwong dan ctia mot tap tin hodc mot thw muc cé ich nhw thé nao?
a. Cho ban biét tip tin hodc thw muc dwoc lwu trix trén 6 dia nao.
b. Cho ban biét c6 tip tin hodc thw muc dwoc lwu trit trén mot mang khong.

c. Cho ban biét tén ctia thw muc va cé bao nhiéu cap ban phai di qua dé dén thw
muc doé.

N

3. Thuw vién trong Windows Explorer la gi?
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Review Questions

4, Trén hinh sau, danh dau vi tri cia Navigation Pane (danh sach cac
thuw muc) va Contents Pane.

%- E 3 Ihlam-: 3 - | 45 'ﬁ'nr‘rh]hmnp

Organize + Maw library E_ ~ [l @
43¢ Favorites Libraries
B Desktop Open a library to see your files and arrange them by feolder, date, and other properties.
LE Downloads

"5l Recert Places

| 4 Libraries |
[ Documents
b gt Music

I [ Pictures ﬁ Pictures
I B Videos & Library

L Compirer Videos
: # Library

[ ?! Metwork

E 4 items
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Review Questions

5. Khi ban thiy mot tip tin hoac mét thw muc xuat hién twong tw nhw hinh
sau, diéu nay cé y nghia la gi?

oac thw muc sé bi x6a.

b. Ta

h
hodc thw muc sé doi tén.
) S

R L8 AR oo an/m @R ANayAagm oA e Ao
ap tin noac tnw muc se dugc Sao cnep.

)

=

Tap tin hoac thw muc sé duoc in.

6. Cac muc duwoc luu trong Recycle Bin bao 1au mo6t khi ban x6a chung?
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