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Ba Ria - Viing Tau, nam 2015

TUYEN BO BAN QUYEN
Tai liéu nay thuOc loai sach gido trinh nén cic ngudn thong tin c6 thé dugc
phép diing nguyén ban hodc trich diing cho cdc muc dich v€ dao tao va tham khao.

Moi muc dich khiac mang tinh 1éch lac hodc st dung v&i muc dich kinh
doanh thi€u 1anh manh sé& bj nghiém cam.
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LOI GIOI THIEU

Cong nghé thong tin ngay cang phat tri€n va thdm nhdp vio nhi€u linh vic
trong cuOc sOng. Trong d6 mang tin hoc viin phong gilt mOt vai trd quan trong vi da
sO nhiing ngudi 1an tién khi ti€p xic vOi mdy tinh déu bat dau tr linh vuc nay va
hon thé€ khodng trén 70% céc Ung dung hi€n nay 13 st dung cic phan mém Tin hoc
vin phong cla Microsoft. Vi vay tdc gid dd bién soan culn gido trinh Tin hoc vin
phong dung cho hoc sinh hé Cao dang va Trung cap nghé, ngoai ra né con 1a cubn
sach tham khdo cUa nhi€u ddc gid mudn tim hi€u vé€ Tin hoc viin phong.

Muc dich cUa gido trinh Ia trang bi cho hoc vién nhiing ki€n thlc va k¥ ning:
- Soan th3o, 1ap bi€u mau, chén hinh anh, in &n va céc thao tic khic trong phan
mém Microsoft Word.

- Tao 1ap c4c bang tinh di€n t va thuc hién cic phép tinh tUr don gidn dén phic
tap, trang tri, v& d0 thi va in an dua vao céc sO li€u trén bang tinh trong phan mém
Microsoft Excel.

- Thuc hién dugc céc thao tdc tao va trinh dién céc bai thuyét trinh trén phdn mém
Microsoft Powerpoint.

N&i dung chinh cUa gido trinh gém 3 ph@n chinh:

Phan 1: Gi6i thi€u vé may tinh

Phan 2: Microsoft Word

Phan 3: Microsoft Excel

Phan 4: Microsoft Powerpoint

Phan 5: Microsoft Access

Mac diu ban than da tham khdo cdc tai li€u va cic y ki€n tham gia cUa cic
dong nghiép, song cudn gido trinh van khong tranh khoi nhitng thi€u sét. Mong céc
ban déng gbp ¥ ki€n.

Tbi xin cdm On céc thay cd khoa CNTT-TruGng Cao dang nghé di cho toi
cic ¥ ki€n déng gép quy bau d€ toi hoan thién gido trinh nay.

TAC GIA

Luu Hanh Noi B6 3 Truodng Cao Pang
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CHUONG TRINH MO PUN

TIN HOC VAN PHONG
M3 s6 mo dun: MP0S

I. VI TRI, TINH CHAT MO DUN
- Vi tri cla md dun: mod dun dugc bo tri hoc dau tién. TruGc cdc mon hoc/ mod-dun
dao tao chuyén mdn nghé.

Luu Hanh N6i BO 10 Truodng Cao Pang
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- Tinh chat clla md dun: La md dun dao tao nghé co s&

II. MUC TIEU MO PUN: Sau khi hOc xong mé dun ndy, hOc sinh — sinh vién cé
khd néing:

- Trinh bay dugc trinh bay dugc khdi ni€m va cach st dung hé di€u hanh

- Trinh bay dugc khai ni€m phan clng phan mém cla may tinh

- Trinh bdy dugc tinh nidng va phuong thlUc hoat dOng cO ban cla mdy tinh, hé
di€u hanh va céc thiét bi ngoai vi.

- Trinh bay dugc céc cdng cU va cic dOi tugng d€ soan thdo viin ban.

- Trinh bay dugc ci phdp va cdng dung cUa céc ham trong excel.

- Trinh bay dugc khdi ni€ém va cdng dung cUa céc thanh phan trong access

- Pinh dang dugc cdc cong cu trong Control Panel

- Tao dugc thu' muc va tép tin trong windows

- Soan thdo vin ban két hgp céc ky ning sU dung ban phim, di€u khi€n chult va
cdc kY ning trinh bay vin ban theo mau nha nudc ban hanh hodc theo mau cla co
quan, don vi ding theo nQi dung yéu cau.

- SU dung cic ham trong excel d€ tinh todn dUQc cdc bai todn don gidn: tinh 1UOng,
chdm cong, ....

- Tao cé4c ban trinh dién chuyén nghlep két hgp cic thulc tinh: viin ban, 4m thanh,
hoat hinh va dinh thoi glan trinh dién tu dOng

- Tao céc truy van, thi€t k&€ dugc cic form, cic bdo cdo d{f 1i€u than thién vGi
ngUdi st dung

- C6 tinh than trich nhi€m, y thic t& chlic ky ludt, tic phong cong nghi€p, tinh than
hQp tdc trong cong viéc

- C6 y chU dOng, dOc 1ap trong cdng viéc, tu hoc cap nhat ki€n thic, nang cao trinh
d6 chuyén mon.

-C6 khd niing van dung céc ki€n thUc da hoc va tu hoc d€ dap Ung yéu cau nghé
nghi€p trong sy phat tri€n cUa cong nghé thong tin va xa hdi hién nay.

NOI DUNG CUA MO PUN:

Bai 1: Gi6i thi€u phan cUng, phan mé&m clia may tinh

Ma bai: 01
Muc tiéu:
- Phan loai duQc cic loai mdy tinh
- Trinh bay khai niém phan clng va phan mém cUa mdy tinh
- Trinh bay dugc cé4c thanh phan cUa may tinh
- Thuc hién dudgc thdo tic cai va cidch g& bo phan mém
- Rén luyén tinh can thdn, kién tri, sang tao.
- Bdo ddm an toan va vé& sinh cho ngudi va thi€t bi trong phong mdy.
NOi dung chinh:
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1. Phan cUing may tinh
1.1. Phan lo@i may tinh

May tinh dugc tich hQp vao cong viéc cla ban, gia dinh, xd hi va thuc hién vo
sO cong viéc khac nhau. Hé thOng mang tinh chat sOng con d0i vdi cic cong ty nhu
ngan hang, bao hi€m, trudng hoc, ...
Nhi€u mdy tinh dugc thi€t k€ chuyén dung danh cho muc dich lam thi€t bi dién
toan, trong khi mOt s& khic nhiing trong dOng cO xe hoi, thi€t bi cong nghiép, y t€,
do gia dung va mdy tinh dién tU.
C6 thé€ phan thanh mOt sO loai sau:
+ May tinh d€ ban: M4y tinh dugc tich hop vao cong viéc cla ban, gia dinh, xa hdi
va thuc hién vd sO cong vi€c khidc nhau. Hé thOng mang tinh chat sOng con doi véi
cdc cong ty nhU ngan hang, bado hi€m, trudng hoc, ...
Nhi€u mdy tinh dugc thi€t k€ chuyén dung danh cho muc dich lam thi€t bi dién
todn, trong khi mOt sO khéc nhiing trong dOng cO xe h0i, thi€t bi cong nghiép, y té,
do gia dung va mdy tinh dién tU.
C6 th€ phan thanh mOt sO loai sau:
> Mdy tinh d€ ban

PC Mac

» May tinh xach tay(Notebook hay Laptop)
- Lgi thé
+ Kha ning cO dOng cao
+ MUc tiéu thy di€n thap
+ C6 th€ mua thém mt sO phu kién d€ ting tinh gidi trf va d6 thda dung

A
PC Notebook Mac Notebook
Luu Hanh N6i BO 12 Truodng Cao Pang
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- Netbgok: . .
GiOng nhu notebook nhO gOn va re hon.

Dugc thiét k€ danh cho nh{tng ngudGi can
lién lac khong day hodc can truy cap
Internet

> My tinh bang

+ GiOng notebook vé khd ning cO ddng va két
n6i dit liéu

+ Man hinh c6 th€ xoay hodc gdp lai dugc

+ SU dung man hinh cdm Ung d€ nhap dir liéu
Bang tay, bit chuyén dung, hodc ban phim do
tich hgp trong may

> Mady chU:la server thuc ra chi 12 mOt CPU, nhung v3i nhiing chUc ning va cdu
hinh, tinh chat khéc, 16n hon CPU, diung hé di€u hanh riéng, né diung d€ lam trung
tam k&t ndi cdc may tinh trong mOt vin phong, cdng ty, cO quan 1ai v&i nhau... va n6
12 nOi trao d0i d{t li€u, di€u hanh chung cUa mang mdy tinh, s& dung chung mot
mady in, lam server cho web, webmail...

> Thiét bi di€n toan di dOng hodc cam tay:
. Dién thoai di dOng gi® day kha tinh vi va c6 th€ bao gbm:
+ Phét va nghe nhac
+ Chup hinh, quay video
+ GUi tin nhan vin ban
+ Nhan tin v6 tuyén
+ Nhan va gui thu dién
+ Truy cap Internet
+ Hé thOng dinh vi toan cau (GPS)

L

. Chi phi tuy thubc vao cdc chlc ning va khd niing cUa tlng loai di€n thoai
. Thiét bi kY thudt sO trgQ gitp cd nhan (PDA)

Luu Hanh N6i BO 13 Truodng Cao Pang
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+ C6 phan mém riéng d€ gitip ban dat lich hen, 1uu danh muc céc dia chi lién
hé, hodc viét ghi chu
+ Rat phO bi€n nhd tinh cd dOng va dugc trang bi cic phan mém can thiét
+ C6 thé dugc dung nhu thi€t bj di€n todn chinh y&u
e Tich hgp cong ngh€é man hinh cdm Ung

. MP3 dé cap dén loai dinh dang tap tin danh cho 4m nhac dugc nhan dién
bang may nghe nhac phii hop.
. Thiét bi da phuong tién cho phép ban xem phim, video hodc sich
+ Cung cap céic kha niing v€ &m thanh, hinh nh hodc truy cap Internet.

nearbyINDOXE

. May chOi tro chOi

+ Pugc gan mOt con chip cho phép mOt ngUudi chdi céc trd chdi tuong tic ding
cong nghé hinh anh

+ Nhi€u mdy chdi tro chdi cho phép két nOi Internet

l -
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. Thi€t bi doc sach dién tlr
+ La mOt thi€t bi dién todn ddc biét dugc thi€t k€ v&i phan mém
cho phép ban tdi va xem ban sao dién t& cla mOt &n pham
+ C6 thé tim thdy phan mém cung cap céc tinh ning doc sich trén
PDA hodc thi€t bi da phuong tién -

. May tinh di€n t& cam tay
+ SU dung loai chip giOng nhU trong mdy tinh d€ thuc hién cic phép todn tuong
tur
+ La loai mdy tinh hién dai, cuc 16n d€ thuc hién nhitng tic vu dua trén xU 1y
nhi phan cdc con s6 1 va 0

1.2. C4c thanh pha@n clGia may tinh

> Don vi xU 1y trung tAm (CPU):

L2 b0 phan dau ndo cla mdy tinh, déng vai trd xU 1y d{F 1iéu thdng qua viéc
thuc hién céc 1énh cla cic chuong trinh nam trong bd nhé chinh.
>Thiét bi nhap (Input Devices)

La thi€t bi cho phép nhdp thdng tin t bén ngoai vio mdy tinh. Thié€t bi nhap
chudn (12 ban phim (Keyboard). Ngoai ra con c6 con c6 thi€t bi nhap phu khic nhu:
may quét (scanner),mouse, camera....
> Thiét bi xudt (Output Device)

La thi€t bi cho xudt thong tin sau khi dugc mdy tinh x( 1y. Thi€t bi chudn 1a
man hinh (monitor). Ngoai ra con cé céc thi€t bi phu nhu: mdy in (printer), mdy vé
(plotter),....
> BO nhG va thi€t bj luu tr(r:

e B® nhé chinh( g6m bd nhd trong va bé nhé ngoai):

La noi luu trt thong tin d€ mdy tinh s& dung trong qud trinh xU 1y thong tin.
B0 nh& chinh duoc chia 1am hai loai
- ROM: C6 th€ doc ma khong ghi thong tin 1én dia. La bd nhd danh riéng d€ chira
cdc phan mém va thong tin do nha san xudt dinh san

ROM
- RAM: C6 thé doc, ghi thong tin. Ding d€ 1uu trt thong tin tam thoi. Khi tat mdy,
mat dién ndi dung thong tin trong bd nhé nay s bi mat
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DRAIM chips

Heteh T L Pins

RAM
e Thi€t bi luu trir:

C6 sUc ch(ra v han va thong tin khdng bi mat khi khong cung cap dién. Khi
can x( ly thong tin trong bO nhG ngodai thi cdc thong tin nay s€ dugc nap vao bd nhG
chinh (main memory) 12 Ram sau d6 chuyén dé€n CPU. Do truy cdp tudn tU va phdi
qua trung gian nén tOc d0 truy xudt thong tin trén bd nhd ngoai cham hon so véi bd
nhd trong. TOc dd truy xudt con tiy thudc vao tUng 10ai thi€t bi , chdm nhat 1a bing
tlr ->dia mém->.....

1.3. Lam viéc vOi b0 nh& ngoai

La céc thié€t bi Iuu tr(r khong mat d{f liéu khi tat ngudn. C6 2 dang cong nghé 1uu
tr(r 12 Iuu or(r tU va Iuu tr(r quang.

- Cong nghé tlr c6: 6 dia mém, G dia clng, G dia nén, USB, 6 dia di dOng, thé nhd,
bing tU....

+ Cic G dia cUng thuOng dugc dung d€ luu trif, truy xudt phan mém va dit liéu.

- Cong nghé quang c¢6 : dia CD, DVD, Blue Ray, HDVD...

Mdi dung DVD Blu-ray HD-DVD
Dung lvrong/mat 4,7GB 25GB 15GB hoac 20GB
Bwéc sdng 650nm 405nm 405nm
Khic x
gy 0.6 0.85 0.65 hoac 0.85
(numerical aperfure)
Chiéu day I&6p baové| 0.6 mm 0.1 mm 0.6 mm hoac 0.1 mm
Téc dd truyén dir ligu 11.08 Mbps 36 Mbps 36 Mbps
M3 héa video MPEG-2 s i —

MPEG-4 AVC. WC-1| MPEG4 AVC. VC-1
1.4. C4c thi€t bi nhap /xuat:
>Thiét bi nhap (Input Devices)
L3 thiét bi cho phép nhdp thong tin tU bén ngoai vao mdy tinh. Thi€t bi nhap
chudn (12 ban phim (Keyboard). Ngoai ra con c6 con cé thi€t bi nhdp phu khac nhu:
may quét (scanner),mouse, camera. ...
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> Thiét bi xuat (Output Device)

La thi€t bi cho xudt thong tin sau khi dugc mdy tinh xUr 1y. Thi€t bi chudn 1a
man hinh (monitor). Ngoai ra con c¢6 cic thi€t bj phu nhu: mdy in (printer), mdy vé
(plotter),....

Printer Monitor

1.5. Mua mOt chi€c may tinh
Ban can mua thi€t bi mdy tinh x4ch tay nhung khéng chdc cdi nao sé& phit hgp vGi
nhU cau cla ban. Ban ciing muOn xem xét mua mOt mdy in d€ tao ban sao clng
cUa cdc vin ban khi can. Ban hay sU dung quang céo trén bdo hodc dén mot sO clra
hang ban 1& va ghi chi vé m6t s6 mat hang khac nhau, bao gbm:

+ Tén sdn pham hodc nhan hiéu

+ Phién ban cla sdn pham (N€u dugc)

+ TOc d0 vi xU ly

+ Dung lugng bd nhd RAM

+ Dung lugng 0 dia luu trit

+ Kich ¢@ man hinh

+ Ban phim gan trong hodc ngoai

+ Thiét bj trd

+ Loai thié€t bi ngudn

+ Né€u c6 pin thi bao 1au phai sac lai

+ Tuy chOn mdy in

+ ThOi gian bdo hanh

+ Gid ban
2. Phan m@&m may tinh
2.1. Chuong trinh phan mém la gi

La cdc chuong trinh d€ mdy tinh hQat dOng. C6 th€ vi phan cUing nhu 12 phan
x4c con phan mém 1a phdn hoOn clia mdy tinh. Phan mém c6 hai 10ai phan mém co
bdn va pham mém Ung dung.
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> Phan m@&m hé thdng: Li hé théng chuong trinh gitip ngudi st dung l1am viéc
vGi cdc Ung dung ciing nhu s dung phan cUng clUa mdy mOt cdch thudn ti€n va
hiéu qud. Cdc hé di€u hanh hién dang dugc st dung hién nay trén th€ giGi 1a : MS
Windows,Unix,Linux...

> Phan mé@m Ung dung: 1a cic chuong trinh hO trg cla hé di€u hanh, thuc hién
cdc cong vi€c theo yéu cdu ngudi s dung. Bao gOm cic chuong trinh dich, cic hé
c0 s& d{t liéu, phan mém mang, phdn mém d6 hoa phan mém qudn 1y va céc phan
mém chuyén dung khic.

2.2. Ban quyén phan mém

Khi mua phan mém 12 ban mua gidy phép d€ cai dat va s(f dung phdn mém
d6 trén mOt may tinh
Céch mua phan mém truyén thOng 13 mua dia CD hay DVD c6 ch(fa chuoOng trinh
dugc déng géi, c6 kem sach hudng dan
Nhlng chuong trinh dugc cai dat trong mdy tinh, dugc viét bang ngdn nglr 14p
trinh g0i 12 phdn mém.
- C4c phan mém thuong s dung: AutoCad, Photoshop, Corel, Microsoft Office. ..
Ban quyén phan mém
- Shareware 1a ban dung th.
- Freeware 12 ban mién phi va c6 th€ chia sé vGi ngudi khac nhung khong dugc thu
phi
- Phdn mém c6 thé dugc “bundled” v&i mdy tinh khi mua may
- Open Source: c¢6 th€ s(fa code va chia s& v&i ngudi khac nhung khong dugc thu
phi.
- Pidng ki mOt phdn mém ma c6 “live” version: ding nhdp qua mang, chi phi thap
hon mua tron bdn quy€n hodc mua & dang ban quyén mang (network license).
Di1 ban ¢6 phan mém bang céch nao, ban phdi c6 trach nhiém tudn thU cic quy dinh
v€ ban quyén. n€u ban khong c6 gidy phép st dung hgp 1€, ban s& vi pham ban
quyén cUa nha phan phdi va c6 thé bj kién

2.3. Ki€m tra cic yéu cau hé thong

- Run as Administrator

Hau hét c4dc phan mém Windows can phdi dugc cai dat véi quyén quan tri
(administrator). Do d6 n€u ban dang st dung moOt tai khodn ngudi dung han ché, c6
th€ nhd vao User Account Control (UAC). Tuy nhién, hdu hét ngudi diing s€ khong
phai lo 1ang vé di€u nay vi bat c khi nao cai dat mOt chudng trinh ban sé thdy
hOp thoai UAC hién thj va c6 th€ dOng y d€ qud trinh dUgc ti€p tuc.
- Kha niing tuong thich x86 hay x64
Hau hét cdc mdy tinh chay Windows md&i hién nay déu c6 phan clng 64 bit va chay
phién ban Windows 64 bit. Tuy nhién, mOt sO mdy tinh chay Windows ddi cti van sU
dung phién ban Windows 32 bit. Néu dang s dung mdy tinh chay phién bdn
Windows 64 bit, ban c6 th€ cai dat phan mém 32 bit bdi vi né c6 khd ning tuong
thich nguQc. Tuy nhién, n€u mdy dang chay phién ban Windows 32 bit 1ai khong
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th€ cai dat phan mém 64 bit. Néu tai vé mot trinh cai dat phan mém 64 bit d€ cai
dat cho mdy tinh chay phién ban Windows 32 bit, ban s€ thdy thong bdo 10i va trinh
cai dat s€ khong chay.

2.4. Quan Iy phan mém

- Phan m@&m Ung dung: La phan mém dudgc viét ra d€ gidi quyét cong viéc
thuOng gdp nhu: quan 1y ban hang, quan 1y hQc sinh, soan thdo vin ban. ..

- Phan mé&m céng cu: La phan mém dugc diing d€ ho trg va 1ap trinh ra cic phan
mém Ung dung phit hgp vdi thuc té:

- Phan mé@m tién ich: La phdn mém dugc sU dung gitip ngudi diing mdy tinh lam
viéc v@i n6é nhanh chéng va hi€u qud hon dOng thOi mang tinh chat thu gidn

2.5. Cai dat va go& bo chuong trinh

» Cai dat chuong trinh:

Khi cho dia CD chudng trinh vio G dia chuong trinh sé€ tu dOng chay.

Néu khong c6 thé chay File cai dat setup.exe hodc install.exe

Chuong trinh cai dat c6 thé s& xudt hién bang cho phép chon ngon ng(r hién thi,
chon ngon ng( minh thich va nhan OK d€ chon.

Bang License Agreement thong bio yéu cau chdp nhdn cic di€u kién v€ ban
quyén tdc gid va st dung chuong trinh, chon I accept the Agreement d€ dOng ¥ va
ti€p tUc cai dat, n€u khong chon hodc chon I do not accept the Agreement thi niit
cai dat s€ khong hién 1én va khong thé€ ti€p tuc cai dat chuong trinh.

Céc nit Next 1a ti€p tuc cai dat, Back 1a quay trd 1ai phan cai dat trudc d6 d€ chinh
s(ra 1ai c4c thong sO & phan trudc, Cancel 13 hly bd khong ti€p tuc cai dat nlra.
Bang Select Destination Location 13 phan chon ngi dat chudng trinh mubn cai dat,
thong thuOng chuong trinh s& dugc dat trong thu' muc Program Files, tuy nhién
néu mubn c6 th€ thay dGi tén va vi tri khic bang cdch nhan Browseva chi dén vi tri
do.

MOt s6 chuong trinh s& c6 phan 1ua chon cdc thong sO cai dat nhu Tipical: Cai binh
thudng, Full: cii toan b, Compact: chi cai mOt it thanh phan can thi€t d€ s
dung, Custom: IUa chon theo ¥ ngudi s& dung. N€u chon Custom s€ xudt hién
thém cac thong sO khac d€ 1ua chon.

Phan Select Start Menu Folder d€ 1ua chon noi dat cdc biéu tuong (Shortcut Icon)
cUa chuong trinh, thong thuOng c4c bi€u tuong nay s€ dugc dat trong Menu Start -
>All Programs ->Thu muc tén chuong trinh. Néu khong muOn tao Start Menu
Folder c6 thé chon Don't create a Start Menu Folder.

Badng Iua chon dat cic bi€u tuong (Shortcut Icon) cUa chuoOng trinh
trén Desktop va Quick Launch, n€u mu0n c6 th€ danh ddu chon hodc khong chon.

Create desktop iconz
Create a Quick Launch icon
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PGi v&i cdc chuong trinh ¢6 yéu cau nhdp céc sO Serial hodc CD Key thi phdi nhap
day dU va ddng thi chuong trinh m&i cho phép cai dat hodc st dung. Mot s6

chuong trinh cho phép dung th( v&i thGi gian va cc chlc ning bi han ché.

> GO b6 chuong trinh:

G0& B6 Chuong Trinh Trén Windows 7

Budc 1: Vio Start, chon Control Panel, bang di€éu khi€n Control Panel xudt hién

. Remote Desktop Connection
Skype
| Windows Explorer
Microsoft Office Excel 2007

Microscft Office Word 2007

2 Paint

3 Scan Te

r', Kaspersky Internet Security
. .
' Create a Systemn Repair Disc
=

Sticky Notes

8
ﬂ»ﬂ Motepad++

» All Programs

[ISearch programs and files

Bud@c 2: Chon Uninstall a program & muc

change a program xudt hién

Documents
Pictures

Music

Games

Computer

Control Panel
Devices and Printers
Default Programs

Help and Support

'U@- &3 » Contrel Parel »

" File Edit View Tools Help

?’.
3 Back up your computer
Find and fix problems

Cheose homegroup and
View devices and printers
Add a device

Programs

Adjust your computer’s settings

System and Security

Reviews your computer’s status

MNetwork and Internet
W View network status and tasks

shanng cplions

./ Hardware and Sound

=

View by

Category +

User Accounts and Family Safety
¥ Add ar remove user sccounts

W Set up parental contrels for any wser

Appearance and Personalization
Change the theme

l.'l‘nngr desktop h.1<kgrr:ur..1

Adjust screen resolution

Clock, Language, and Region
Change keyboards or cther input methods
Change display language

Ease of Access
Let Wy

Optirnize visual display

dows fuggedt emings
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