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CHUGNG | & GIGI THIEV

LOI TAC GIA

HDD GROUP & nhém giding vien dai hoc véi nhiéu ndm
kinh nghiém trong viéc gidng day tin hoc. Mue tiéu ciia nhom la
mudn ldn luot gici thiéu cung ban doc mot cdch 6 hé théng cde
linh vite ciia cong nghé théng tin tit can bdn dén chuyén nghiép.
Phuong chdam ciia nhém l@ khéng phé truong ma chi cung cdp
cdc kién thite tin hoc: can bdn — dé hoc — dé lam.

Da% I cubn sdch ddu tay cia nhém va cing la phdn kién
thie tin hoc cdn bdn dé giup ban budc vao thé gisi ménh méng
ciia tin hoe. Cde phdn trong cuén sdeh nay da co qud trinh bdy
nam la gido trinh gidng day cho hang chuc ngan hoc sinh, sinh
vién ldy béng tin hoc vdan phéng — chiing chi A, B.

Vgi nhidu nam kinh nghiém cia minh, HDD GROUP dd
chdt loc, cdp nhdt lign tuc trong bdy ndm qua d€ bién soan cudn
sdch nay gidi thigu dén cdc ban. HDD GROUP hy vong cudn sdch
nay sé nhu nguyi ban déng hanh giup cho cdc ban nhanh chong
dat duoc két qud véi phuong phdp hoc ve thuc hanh theo ding
trinh ti hudng dén ctia sdch.

Lén ddu tién ra mdt ban doc, chdc chdn khong tranh khéi
ecde sai sot, HDD GROUP rdt mong nhdan duge cde ¥ kién ding
gop ciia cde ban. Ngodi ra, HDD GROUP sdn sang trg giip tdt cd
cde ban khi cde ban ggp kho khdn, vuong mdc trong qud trink tu
. hoc theo cde gido trinh ciia HDD GROUP béy gio ciing nhu sau
nay. :

HDD GROUP sé trd loi thu cda tdt cd cdc ban theo dia chi:
HDD GROUP
NHA SACH VAN HIEN
411 LE VAN SY, P.12, Q.8, TP.HCM

hodc E-mail: vanhien@hcm.vnn.vn
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MICROSOFT WINDOWS

Giip ban lam quen véi h¢
dieu hanh Windows théng qua
cach su dung mouse, ban
phim, nam véng cdc thanh
phan co ban trong civa s6 lam
vi¢e, ding cac chuong trinh
‘dng. dung dé tao ra mft san
, phd’m cu thé va cuoz cang lai-
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GIOI THIEU

1- Giéi thiéu vé may PC (Personal Computer) - ki
a-. May tinh la gi ? '
May tinh la chiéc mdy dung 48 chuyén déi du lidu thd
"(Raw Data) thanh théng tin hitu ich (Useful Information and
Knowledge) theo so d6 sau:

INPUT —_— PROCESS

> OUTPUT

Tién trinh hoat déng chia mdy tinh gém 3 céng doan
chinh do 3 khéi chic ning phu trach: Khéi nhap, Khéi hé
thoéng va Khéi xuit. :

Khéi nhap - Input: gbm nhitng thiét bi dé chuyén dir
lidu tir bén ngoai vao, nhitng thiét bi d6 duge goi 1a thiét bi
nhap (INPUT DEVICES) ching han nhu Ban phim
{KEYBOARD), Con chudt (MOUSE), vv....

Khéi hé théng - System: b phan nay duge dat trong
mjt chiéc hdp sit, duge vi nhu cdi ddu ciia may, né ¢é chic
nang xd 1y va luu trit {PROCESSING and STORAGE), va
duge goi 1& khéi hé théng (SYSTEM UNIT). System unit cé
nhiing thanh phidn ma ching ta thudng hay tic déng dén
nhu sau:

a Bé& cung cdp ning lugng (POWER SUPLY) noi nhan dién
ning tif ngodi vao mdy va chuyén ddi dién nang thanh
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MICROSOFT WINDOWS

xung dién hitu dyng cho mdy. Muén may hoat déng trudce
hét phai m3 cong tdc cia bo phén nay (trén coéng tic
thueng c6 chit POWER)

Mét ban mach dién t chinh (MAINBOARD) trén 46 cé
‘nhitng mach dién tif phdc tap va nhitng linh kién dién tu
git nhidém vu quan ireng nhu B§ tao nhip, B¢ nhé
(MEMORY) gém: B6 nhd chi doc (ROM - Read Only
Memory) va Bé nhé truy xudt bat ky (RAM - Random
Access Memory)

Thiét bi luu tri¥ thong tin: gdm cdc 6 dia mém (FDD -
Floppy Disk Drives), § dia cing (HDD - Hard Disk
Drives) va 6 dia CD; vv....

Khdi xuit - Output: gdm nhitng thiét bi dé€ cho ra két

gua sau khi da ché& bién, xi 1y. Nhing thiét bi nay duge goi
1a thiét bi xuat (OUTPUT DEVICES) ching han nhu man
hinh (MONITOR), M4y in (PRINTER), vv...

Hinh {-1-1: May vi tinh.

b- Lam sao may tinh hoat déng ?

Méi khi con ngudi mudn yéu cdu mdy tinh lam mot

cong vide gi thi con ngudi phadi chuyén vac mdy mot Ménh

g



CHUONG | & GiGt THIEU

lénh théng qua khoi Input, ménh 1énh 46 lap tuc duge truyén
vao CPU nim trong khéi hé théng, CPU phai phan tich
ménh lénh va luc tim trong bd nhd, trong thiét bi luu tri
nhitng coéng cu va phuong thic dé thyc hién ménh lénh dé.
Khi di thuc hién xong ménh lénh k&t qua dugc chuyén ra

ngoai nhé khai Output,
MEMORY 1

CENTRAL
INPUT UNIT PROCESSING . ouTPUT
T UNIT UNIT

AUXILIARY
STORAGE

Hinh 1-1-2: Nguyén |y hoat dgng clia may vi tinh.

N&u trong bé nhd clia mdy tinh khéng hé chda mdt
chiit tri khén nao, nghia 1a chua hé cé mét chuong trinh nao
do con ngudi cai dat thi né chi 1a mat cai xde dién tit khéng
hén. Phan xdc d6 duge goi 1a PHAN CUNG (HARDWARE).

Tri kp#n ctia mdy tinh thudng 1& mét s quy tdc, chi thi
duoe luu trir trong hé nhé. Nhing quy tdc nay duge goi 13
chuong trinh may tinh (COMPUTER PROGRAM} c6 nhiém
vu huéng dédn CPU thuc hién cdng viée theo trinh tu nhat
dinh. Nhu vay khéng phai chi c6 nhing thiét bi dién tu
(PHAN CUN(G) ma can phdi ¢é nhimg chuong trinh
(PROGRAMS) thi mdy tinh méi hoat déng duge. Nhing
chuong trinh nay duge goi chung la PHAN MEM
(SOFTWARE).

Phin mém ddu tién ma ngudi dung cdn phai lam quen
12 phdn mém lam cho mdy tinh van hanh, né c6 tén la Hé
didu hanh (OPERATING SYSTEM viét tit la OS8). Di nhién
12 c6 nhidu loai hé didu hanh do cdc hang khac nhau san
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MICROSOFT WINDOWS

xudt, trong s§ d6 HE PIEU HANH ca hang Microsoft 1a
théng dung nhidt va thudng duge bist dudi tén viet tit 1a
MS-DOS va WINDOWS.

c- Pia, é dia

Trude khi khéi dong hé théng mdy tinh han phai lam
quen v6i cac loai dia dung d€ luu trit théng tin (dai biéu cta
nhém bd nhé va thiét bi luu trir). Pé 14 dia mém va dia cing

Trén méi mdy tinh déu c6 gin thiét bi luu tri nhy Dia
cing (Hard Disk) hoac thist bi dé s dung phuong tién luu
trir - 8 dia mém (Floppy Disk Drive) ding d€ doc va ghi dia
mém (Floppy disk). Trudc hét ching ta luu ¥ dén cdc § dia
mém vi dia mém.

G DBia mém (Floppy Disk - %) va § dia mém (Floppy Disk
Drive) .

Buge goi 1a dia mém vi chiéc dia lam bing nhya mém
dir riing né cé6 thé duge dat trong mdt cdi vé nhua cing con
néu la dia cing thi chiéc dia dyge lam bing kim loai cing.

Vé hinh dang bé ngoai thi hién nay dia mém chi cdn cé
1 loai phd bién dé 1a dia 3.1/2 inch né duge dat trong mot vo
nhua ciing va ¢6 dung lugng 1.44Mb (ngudi ta quen doc 1a dia
mét mé tu) c6 sic chita mét tribu bon tram bén muoi bdn
ngan ky tu.

O dia mém cing chi cdon ¢6 mdt loai phd bisn 12 § dia
1.44Mb dung d€ doc dia mém 1.44Mb.

bit tén 6 dia mém: cdc mdy vi tinh hién nay thudng
chi ding mét ¢ dia mém va cé tén goi la “6 A”.

0 Bia ciing (Hard Disk) va & dia cing (Hard Disk Drive)

Khéc v¢i dia mém, dia cing va 6 dia cing duyc ché€ tao
chung thanh mét khéi kho cé thé quan sdt dia cting duge, chi
nhin thdy 16p vé kim loai bén ngoai. Pia cing c6 khd nang
luu trir thong tin rat 16n, cde & dia cing thung c¢6 dung
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lugng 1én hon 1Gb, vi du & dia eing 1.2Gb; 3.4Gb; 4.3Gb:
6.4Gh...

Tén dia cing duge quy dinh tir chit C trd di.
0 Pia CD va § dia CD

Dia CD (hay con goi la dia CDROM) la loai dia chi dé
doc théng tin da ghi mdt ldn trén d6, thong tin sau khi ghi
duge 1én dia s& khéng bi xéa va nguti sir dung cang khong
luu duge théng tin 1én dia (ngoai trir ¢6 § dia ghi, xéa CD).
Théng thudng dia CD c¢6 dung lugng 1la 650Mb, tyong dng véi
dia CD la 6 dia CD, hién nay c6 rat nhidu loai § dia CD, céc
d dia CD chi khéc nhau vé téc do doc dir liéu. Vi dy, 8 dia CD
24x; 32x; 48x%..

Tén dia CD thudng dugc quy dinh sau tén dia etng. Vi
du dia cing la chi¥ C hoac D thi dia CD la chit D hoac E...

hinh I-1-3: Bfa mém va dia CD.

2- Gidi thigu h¢ diéu hanh Windows 98 - 3

MS-DOS - Hé diéu hanh da trén 10 nim cda mdy PC,
¢6 yéu diém la budc ngudi st dung giao tiép véi mdy tai mot
ddu nhdc bing nhing cau lénh khé khan va khé nhé. Piéu
nay khéng con phit hgp vdi khuynh hudng thich nghe nhin
(Visual Orientation) ctia ngudi dung hién nay.

Windows 3.1 va Windows for Workgroups
(Windows 3.11) 12 2 phién ban cta Windows chay trong hé
diéu hanh MS-DOS, gidp cho ngudi dung hoc va st dung cdc
chuong trinh Ung dung'dé dang hon nh& vao méi trudng do
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hoa da nhiém cda Windows. Man hinh tré nén truc guan,
dep mat hon (nhd cdc khung clia 6 cung vdi cdc biéu tugng
goi nhé mang nhiéu mau sdc), nguoi si dung khoéi phéi nhd
chinh xdc cac cau lénh vi chang da dugc ligt ké day du trong
tirng nhém lénh duéi dang Menu. Mouse sé& 1a cong cu ddc lyc
trong trudng hgp nay, nho né nén cong viéc s& dugc thuc
hién nhanh hon va hiéu qua hon. Cac chuong trinh dng dung
trong Windows ¢6 tinh nhat quin cao nhd dé ngudi sd dung
4 tén céng tim hiéu cach diung khi phai dung cdc chuong
trinh dng dung khéc nhau. Nguvi s dung khéi phai tudng
tugng nhidu khi ma k&t qua lam viéc trong mét chuong trinh
¢mg dung dugc thé hién trén man hinh cing gin gidng nhu
khi in ra gify. Trong Windows c6 thé cai dat thém bo font
¢hit tiéng Viét rat phong phu giGp cho cac chuong trinh ng
dung d& dang tao ra dugc cédc tai hiéu v@i chit ¢6 ddu thich
ing cho céng viéc cla ngudi Viét Nam.

Microsoft Windows 95 12 mot bude Aot phd méi dé
loai MS-DOS ra khéi ddu trudng Personal Computer, bdt diu
mé ra mot thoi dai méi cua m&y vi tinh, né cai ti€n va phat .
trién cde kha ning hidn c6 ciia hé Windows ci ddng thoi

~cung cdp thém nhing kha nang mdi, cach té chdc méi. Su

d6i méi nay 1am cho may tinh c4 nhan tré thanh mot may
van phong dé si dung hon, thén thién hon véi nganh van
phong.

Microsoft Windows 98 1a buéc cdi tién cia Microsoft
Windows 95 nhiim hé tro cho ngudi ding mang Internet. Vé
co ban né tuong ty nhu Windows 95 nhung cé b8 sung thém
nhiéu chic nang cho viéc s dung mang Internet.

)::’" 16 C4c cai tién chinh clia Windows 98 la:

|

4 Thiét k& lai hoan toan giao dig¢n cho ngudi dung:
Vé ban chat Windows vAn la méi trudng dd hoa da nhiém
nhung vé hinh thiae da duge doi mdi kha nhidu. Nguti sd
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dung nhu dang ngdi truéc mdt ban lam viéc (Desktop),
trén mat ban c¢é didy di cdc phuong tién lam viéc (Folder
va Shorteut). Lam viéc trong Windows 98 moi chuyén
trd nén don gian hon, nhanh chéng hon, tién ich hon nho
vao cdach quan 1y va td chifc ¢é tinh théng nhat nhu ti
cach khéi dong mét chuong trinh, cich mé va luu mt tai
liéu, cach khai thac tai nguyén trong may ...

Cung cdp kha ning dit tén file dai: Trong Windows
98, tén file ¢6 thé dai téi mdc t6i da la 255 ky tu (trong
Windows 3.x va MS-DOS tén file t61 da 12 8 ky tu va kém
thém phén tén mé réng tdi da 12 3 ky tu)

Cung cip sin kha ning néi mang gifa cdc mdy
tinh: N&u trong cdc mdy vi tinh cé gdn card mang thi
viée ndi mang gitia cdc may bing hé diéu hainh Windows
98 la chuyén dé dang.

Kha ning Plus and Play (PnP): Windows 98 ¢6 kha
nang ty déng nhin biét dugc cdc thist bi phén cung trong
may vi tinh, nhd vay né c6 thé tu dong cai dit cdu hinh
cia cac thiét bi dé “gén thémvao l1a chay”.

Céac dng dung Multimedia tét hon: tao sin cdc dng
dung cho Sound, Video va CD

Internet, Mail va Fax: trong Windows 98 c6 thé su
dung giao dién va cdch lam viée nhu mot trang Web
trong mang Internet, tich hgp ca chuong trinh duyét Web
(Internet Explorer), chuong trinh sd¢ dung Email

{Microsoft Mail) va chuong trinh sit dung Fax (Microsoft
Fax).

Nhitng cai tié€n cia Windows 98 khong diung lai & mdc

thiét k& hodc md réng giao dién vdi ngudi st dung, Windows
98 con phat trién thém cac k§ thuit mdi nhur:
g Tich hop MS-DOS va Windows thanh mot hé diéu hanh.

13
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a

Windows 98 si dung bo ma lénh 32 bit gitp hé¢ diéu hanh
chay nhanh hon va manh hon..
V6¢i nhimg tinh nang uu viét ké trén, viéc su dung

Windows 98 12 chuyén tat yéu cho ngudi dung may PC. Tai
lidu nay nhiam gidp cho hoc vién lép Dién todan vin phong
cin ban (tif day goi 1a 16p Windows) thuc hanh timg bude dé
ti€p cén vdi Windows 98 va d€ dat duge cdc muc dich sau:

Q
a
Q

Q

Biét nguyén 1y vAn hanh may PC véi Windows 98,
Bi&t sif dung ban phim, mouse va dia mém.

Nim ving khdi niém tao va luu trd théng tin (File,
Folder).

Nim vimg khai niém dudng din va dia chi.

C4ch chay mét chuong trinh dng dung, céch chuyén dé8i
qua lai gitra cdc chuong trinh, cach két thic chuong trinh
.. trong Windows 98. -

Cac thao tac thuc hanh glian 1y File va dia.
Sau khi dat duge nhitng muc dich ké trén, ngudi su

dung c6 thé ty tin hon dé chuyén sang lanh vye tim hiéu va
khai théc cac chuong trinh dng dung chay trong hé diéu
hanh Windows 98 nhu Microsoft Word, Microsoft Excel,
Microsoft Access ...

14
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MG PAU

I- S@ dung Keyboard va Mouse
a- Keyboard - Ban phim

Ban phim phé bi&n hién nay c6 tit 101 phim dén 105
phim. Trén-ban phim c¢é 3 vung tir trai sang phdi nhu sau:
Vung chinh chia cdc phim théng dung nhu chir. cdi, phim
s6, phim chic nang va phim chuyén d8i; Viung thit hai
chita cdc phim diéu khién; ¥ung thdt ba (NumPad) & bén
cdnh phéi gidng phu mdy tinh $6 cidm tay. Ching ta lam
quen véi hai viing bén trai, cdc phim & hai viing nay cé thé
%x8p nhém nhu sau: :

Nhém phim chifc ning: gém cdc phim

F1, F2,. F12 méi phim c¢6 mdt chitc nang nhat
dinh tiy theo phdn mém.

Print Screen: ding d€ in ndi dung tU man h1nh ra.
mdy in.

Pause: tam ngung mét hoat dong cia méy _
Capsloék- t§t mé& ché d6 chit in

Shift trdi va Shift phdi: mot ky ty duge go trong
khi &n giit phim Shift s& duge in ra chit hoa hoic
in ra ky tu ¢ trén néu trén phim d6 c6 ghi hai ky
. N B : N o
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— Backspace: x6a lui vé bén trai

_ Delete: x6a ky tu tai vi tri con tro

_ Enter: xubng dong hoac két thic mdt cong viée

ho#c thuc hién mét cong viéc.
Nhém phim ky ty: bd tri giong nhu ban phim may
-danh chi ti€ng Anh diung dé nhap cac ky

(CHARACTERS). Trén méi phim ¢6 thé dugc in 1 hodc 2
ky tu. Trong truong hop trén phim c6 ghi 2 ky tu néu
muén in ra ky tu phia trén phdi &n va gid phim SHIFT.
Trong trudng hgp trén phim chi ghi mdt ky ty van dé 1a in -
ra chit hoa hay chit thuong. Khi 4y ching ta gidi quyét
theo quy tdc sau: _

_ CAPSLOCK t4t + SHIFT &n giif = chit in

_ CAPSLOCK tit + SHIFT khéng giif = chit thudng

_ CAPSLOCK mé + SHIFT an giif = chif thudng

_ CAPSLOCK mé + SHIFT khong gill = chi in

Nhém phim diéu khién

— Céc phim mii tén « T — {, Tab: diéu khién con

tré

- Home, End, Page Up, Page Down, Ctrl, Alt, Del, ...

Ban chi thdy rd vai trd cha céc phim diéu khién tuy
theo hoan canh cu thé (trong modt s& phan mém khac nhau

. céc phim nay cé chic ning khéc nhau).
b- Mouse - Chudt - ‘/E]

Khi lam viéc trong Windows, cdc 1énh duge thuc hié¢n
chi yéu 12 nhy vao mét thigt bi ngoai vi c6 tén goi la
Mouse, ¢6 thé n6i diay 1a mot thigt bi khong thé thigu duge
46i v6i cac may PC hién nay, nhd né ma ching ta s& lam

16



CHUONG II & MO PAU

viée dé dang hon, nhanh hon va hiéu qua hon. Trén man
hinh, mouse dugc thé hién du6i dang con tré mouse - hinh
dang con tré cé thé tu thay déi tiy theo vi tri cha né.

Ngudi méi dung nén tap lam quen va st dung thanh
thao Mouse théng qua céc thao tdc co ban:

Trd - (Pointer): Di chuyén dé con trd mouse téi dung
vi tri mong mudn, thutng duge dung dé chudn bi sif dung
lénh.

Nhap - (Click): Nhap nha nit trai cia mouse, thudng
dung d€ ¢hon 1énh can thi hanh.

Nhap mit phai - (Right Click): Nhap nha nat phai
clia mouse, thudng duge dung khi mudn cho hién cd¢ menu
dic biét.

Nhiap duip - (Double Click): Nhap nha nit trai cla
mouse 2 ldn vdi tdc do nhgnh, thudng duge dung dé mdé
mdt clta s6 chuong trinh.

Kéo - (Drag): Tré mouse ¢ ding vi tri, bAm git nut
trai cia mouse ddng thdi di chuyén mouse sang mot vi tri
méi - nha nit trai, thudng duge dung dé ddnh ddu chon
ho#c di chuyén mét déi tugng.

2- Cdc thanh phan trong Windows 98

Khi may da dude cai dat Microsoft Windows 98,
mdi 14n khéi dong mAy la khéi dong luén hé diéu hanh
Windows 98, biéu tugng ciia Windows 98 sé& hién ra, sau
dé trén man hinh ching ta sé& thay cé dang tuong tu nhu
hinh I-2-1. ' '

Desktop: Vung dién tich 1am nén che cdc d8i tugng
trong Windows. Véi Windows 98, trén Desktop thudng cé
sfn mot s& bifu tugng mang tén My Computer, Recycle

17
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Bin, The Microsoft Network.... Ngoai ra ngudi su dung con
¢6 thé tao thém cdc Folder va Shorteuts khac dé cdc céng
viée sau nay duge thuc hién nhanh hon. (Desktop c6 thé
duge xem nhu ban lam viéc trong vdn phong, cdc tai liéu
c6 thé duge cdt trong nhitng ngin kéo khdc nhau hay.cé
thé d€ s&n trén mat ban cho d6 tén c¢béng luc loi trong cédc
ngian kéo). .

Shortcuts: Cdc biéu tuong ¢6 hinh dang riéng vdi
miii tén den nhé nidm & géc dudi bén trai - Tugng trung
cho mét chuong trinh (ng dung, mot tai lidu... nhd vay
ching ta c6 thé chay mt chuong trinh hodic md mét tai
liéu nhanh hon bang cdch nhap dip vao mdt biéu tugng.

Folder: Cé biu tugng nhu mét cap tai lidu, dung dé
quan 1y cdc chuong trinh ing dung, cdc tai ligu va cap tai
lidu con. Nhdp dup biéu tugng dé md cua sé cia Folder,
nhin vao clia s6 nay ching Ya sé thiy dugc nhitng chi tit
ma né dang chia dung trong dé.

Microsoft Office

" Shortcuts

Hinh 1-2-1- Hinh anh nén Desktop clia Windows 98.

138
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Vi du: Nhdp dup biéu tugng Folder “bai tap” dé md
cda s§ caa Folder nhu hinh 1-2-2. Trong Folder nay cé
shortcut 1a cdc chuong trinh tng dung nhu Ms Paint,
Wordpad; tai liéu do Word tao ra nhu gaphoto, mauga
“Btword”.. va Folder ¢on c¢6 tén “ung dung”...

Taskbar: Thanh thé hién cdc clita s§ chuong trinh
dang dugc md, nhu vay cé thé thay déi cira s6 chuong trinh
hién hanh nhanh hon bing cach nhép vao tén chuong
trinh dang hién trén thanh Taskbar
&* ; WINUUWS\Desktup\bal tap

Yw P '.He“) I

mauga.doc  Mspantexe

£ o
S
gaphoto,doc =~ = “— 0

Microsaft Word wl bmp w1 psd Wordpad. exe

Document
i * =] '
F objects) selected - T R B My Compuler B

Hinh 1-2-2: Clia s& Folder Baf tap.

Vi du: Hinh I1-2-3 1a Taskbar cho biét c¢6 2 cifa sé
chuong trinh iing dung dang duge mé dé 1a Microsoft Word
véa Tool for Dictionary Accessing.
GYWSED. | Toolfu Dictonay Accessing b

 Hinh 1-2-3: Taskbar.

Clock: Déng hé hé théng niim & bén phai Taskbar,
béo cho ching ta biét gis hién hanh trong may. Tré mouse
vao déng hé ching ta sé xem duge ngay hién hanh. d

19
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Start button: Nhdp nit nay dé mé ra menu Start,
gitp ban khéi dong cédc chugng trinh trong Windows.

%&Wimiows Update
. t’.é M; f E?GDIUTIS L4
’ i;!} .F‘g'vnriies- 4

e
& '“} Documents

[:#] Coniral Panat

) Printers

» alaskbaf & Start Menut...
L—U Lolder Options...
Aactive Desktap ’

B Windows Updaie. C

" Hinh |-2-4: Nhdp nat Start.
Trong menu nay, méi Folder duqé ky hiéu bing hinh
tam gidc nhé & bén phai.
Khi di chuyén con tré mouse téi mot Folder, mot
menu phuy hién ra, lai di chuyén con tré mouse t&i mot tén
Folder con dé md ra mdt menu phu cép th4p hon...

Cuéi cing nhdp chon mét tén Shortcut d€ mé ra cia
s6 chuong trinh éng dung.

Chd y: C6 thé mé menu Start biang t§ hop phim
Ctrl-Ese

Nhu vay ching ta cé thé tam tudng tugng trude mit
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CHUONG I M3 BAU

la mot ban lam viée, trén mat ban (Desktop) dang cé mot
vai cap tai lidu (Folder) va mot vai tai liéu (shortcut), dé
bit ddu mo6t budi lam viéc trong vin phong, ching ta cé
thé mé ngay mét tai lieu dang dé€ sdn trudc mat hodc md
mét cap tai lidu c6 sin dé chon ra mét tai lidu cén thiét
(thao tac nay 4p dung cho mdt cdng viéc ¢6 tinh thuong
xuyén hoic ngudi lam viéc hoi bira bai va lam biéng muén
v6i tay 1a moi thi déu cé sdn). Mot ciach khac d6 1a md
ngin kéo chinh cta ban lam viéc (rnhdp nit Start) dé tim
mot cap tai lidu va chon ra mot tai liéu thich hgp véi céng
viéc. Sau khi di md mét tai lidu ra dé lam viéc, mit ban
c6 thé bi che khudt béi cdc tai lidu va cdc cong cu lam viéc
(d6 la cita 56 chuong trinh ung dung).

3- File, Folder, Shortcut
a- File *

File 1a tap hgp cdc thong tin ¢6 lién quan véi nhau
dugce dat tén va duge luu trid trén dia sao cho cé thé ldy lai
thong tin khi can. Mét file cé thé chita bat ky loai thong
tin nao nhu: chugng trinh, vin ban, hinh v&, d4m thanh,
video...

Theo qui dinh clia MS-DOS, tén file gom hai phan
tén chinh va tén mé rong (tén phu, phan phan loai, phin
dubi) cdch nhau béi ddu chAm (). Phin tén chinh t6i da 8
ky tu, tén md réong t6i da 3 ky tu va c6 thé€ khong co.
Trong tén file khong dude c6 khodng tring va méot s6 ky
hidu d&c biét nhu : *, 7, /,\,..

Vi du: bay la nhing tén file WORDPAD.EXE,
THO.DOC, HINH.BMP

Theo qui dinh trén viéc dat tén file bi han ché& trong
8 ky tu. Vi vay ngudi st dung phai tim mét tén du ngin va

-
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