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Ldi md dau

Hién nay, vao nam 2006, cac mdy tinh méi c6 cau hinh t6i thiéu la 128 MB
RAM, t6c do bo vi xir ly tir 2.0 Ghz trd 1én, 6 dia ciing 40 GB. Cdc mdy nay chay tét
khi cai Windows XP va Microsoft Office 2003. Chinh vi vay hai phian mém nay bat
dau dugc dung phé bién tai cic co quan, cdc trudng hoc va cac trung tam tin hoc. Cudn
sach nay nham hudng dan céch dung hai phan mém trén.

Mac du ban da rat quen dung Windows 2000, Windows 98, Office 2000 va
Office 97 nhung khi dung Windows XP va Office 2003 ban van rit bd ngd vi cac théi
quen dung da bi thay déi. Giao dién cia Windows Explorer, Control Panel c6 nhiéu
thay déi. Trong Word, Excel va Powerpoint nhiéu lénh va hop thoai duge thay thé bang
thao tdc trén Task pane, khi v& Drawing Canvas déng vai tro rat quan trong.

Noi dung cuén sdch chia thanh 3 chuong. Chuong 1: nhitng khdi niém md dau vé
may tinh, cach dung Windows XP. Chuong 2: hé soan thao van ban Word 2003.
Chuong 3: tinh todn trén Excel 2003. Sau mbi phan 1y thuyét cia cac chuong déu rat
nhiéu bai tap thuc hanh dé hoc sinh tu lam trong gid thuc hanh & phong may, cuéi sich
cho i giai cdc bai tap ctia chuong Excel, cuén sich rat tién lgi dung dé day va hoc
mon Tin hoc cho ngudi mdi bat dau.

Cuén sach nay c6 thé lay lam gido trinh mon Tin hoc van phong, Tin hoc co
50 A, Tin hoc cdn ban hay Tin hoc dai cuong cho sinh vién, hoc sinh cac Truong dai
hoc, Truong cao dang, cac Trudng day nghé, cdc Truong phé thong va cac Trung tam
tin hoc. Thdi gian' hoc gido trinh nay khoang 15 budi, t6t nhat l1a hoc tai phong may,
moi ngudi mot may.

D6i tugng phuc vu clia cuén sach la cdc ban sinh vién dai hoc, gido vién phd
thong, hoc sinh phé thong, cdc nhan vién van phong va tat ca cdc ban bit dau lam
quen vdi tin hoc va mdy tinh, va ciing l1a tai li¢cu tham khao cho nhimg nguoi giang
day mon nay.

Cudn séch do chinh céc tac gia soan thio trén Word 2003. Mic du da hét sic c6
gang dé cudn sich duge hoan chinh, song chic chin khong tranh khoi thiéu sét, vi vay

rat mong nhan dugc su gop ¥ chia doc gia. Y kién dong gop xin giri vé cho tc gia theo
dia chi E-mail : bttam@math.ac.vn.

Tac gia Bui Thé Tam

Cu6n sdch "Gido trinh Tin hoc van phong" do tdc gia gitr ban quyén.
Mghitm c&m viée lam gid, 1am nhdi, photocopy toan bd cudn sich
.1y Vitc sao cth y nguy¢n cdc phin cla cudn sich n;‘\y d¢ bién soan

(,uun sach khic, y.m lrmh kth phai (hmc su dong y Llld tic gid.
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Chuong 1

WINDOWS XP

Windows XP 1a h¢ diéu hanh ding dé khdi dong mdy tinh, diéu khién phén cimg
clia mdy tinh, 1am nén cho cdc chuong trinh g dung khéc chay, quan 1y cac tép va
thu muc trén cdc 6 dia, két néi va trao déi thong tin gitta cdc may tinh. Windows XP c6
do tin cay cao, tranh 16i do ngudi sir dung, dé hoc va dé sir dung, hd trg rong rii cac
chuén Internet, ¢6 nhiéu phong chit dep dung ma Unicode. Dé chay Windows XP CPU
clia mdy tinh cin c6 téc do tir 1.7 Ghz trd 1én, bd nhd RAM t6i thiéu 128 MB, dia cimg
tr 40 GB trgr 1én.

1. CAC KHAI NIEM CO BAN VE MAY TINH

1.2. May tinh .

Mdy tinh 1a thiét bi dung dé luu trir va xir ly thong tin mot céch tu dong theo mot
chuong trinh dinh trudc. Mady tinh ¢6 kha nang luu trit mot khoi lugng thong tin rdt 16n
trén mot dién tich nho, téc do xir 1y thong tin nhanh chéng va chinh xdc. May tinh
dugc 1ap rap tir vai mach tich hgp (IC) ¢& cuc 1n bao gém bo vi xir 1y, bé nhé va cic
mach giao ti€p vao ra goi la mdy vi tinh. Mdy vi tinh ddu tién 1a XT ra doi'vao diu
nhimg nam 80.

Mang mdy tinh 1a mot hé thong lién két nhiéu may tinh lai véi nhau. Trong s6
d6 c6 mot mdy tinh chinh goi la mdy chi (Server), cic mdy khac goi may khach
(Client). Mdy chi cung cdp cho mdy khich cdc chuong trinh, bo nhg, dich vu gii thu
dién ti, in 4n va gidp ngudi dung trao déi thong tin véi nhau duge dé dang. Cic may
tinh c6 thé két néi véi may chi bang cap, dudng dién thoai.

Mang cuc bo (LAN : local area network) la mang may tinh trong moét ving dia
ly nho, vi du nhu trong mot toa nha, moét cd quan. Mang dién rong (WAN : wide area
network) la mot mang mdy tinh phan bé trong mét vung rong nhu moét thanh phd.
Mang Internet la mot mang may tinh toan cdu, cic mdy tinh két n6i véi nhau thong
qua tap chuin chung céc giao thitc goi 1a TCP/IP (Transmission Control Protocol /
Iternet Protocol), khong ¢6 mdy tinh nao 1am chli va diéu khién tat ca. Mang Intranet
12 mot mang cuc bd nhung dung giao thitc TCP/IP dé két ndi c4c mdy tinh trong mang.

1.2. Cach luu trir thong tin trén may tinh

Trong mdy tinh thudng dung cac hé co s6 2, 10 va 16.

Hé co s0 10 dung 10 ky tu dé biéu diéncics6:0123456789

Hé co s6 16 dung 16 ky tu dé biéu diéncacs6:0123456789 ABCDEF.
Khi d6 ta dém nhusau: 0,1, 2,3,4,5,6,7,8,9,A,B,C,D,E,F, 10, 11, 12, 13, 14,
15, 16, 17, 18, 19, 1A, 1B, 1C, 1D, 1E, IF, 20, 21, 22, 23, 24, 25, 26, 27, 28, 29, 2A,
2B, 2C, 2D, 2E, 2F, 30, 31, .

Hé co s6 2 chi dung hal ky tu O va l de biéu dién céc so’ Khi d6 ta dém nhu sau:
0,1, 10, 11, 100, 101, 110, 111, 1000, 1001, 1010, 1011, 1100, 1101, 1110, 1111, .

Trong céc thiét bi mdy, cdc chir s6 0 va 1 duoc thé hién nh¢ nhimg bo phan P
tao dién hoac dién tir vdi hai trang thai khdc nhau: khong cé hodc c6 dong dién chay
qua, dién thé cao hodc dién thé thap, khong nhiém tir hay c6 nhiém tir. Mdi vi tri luu
trit moOt s6 nhi phan 0 hoac 1 duoc tinh la 1 bit (Binary Digit), 8 bit 1ap thanh 1 byte,
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1024 byte goi 1a 1 KB (kilobyte), 1024 KB goi Ia 1 MB (megabyte, bing 1.048.576
byte), 1024 MB goi 1a 1 GB (gigabyte, bing 1.073.741.824 byte).

Dé trao doi thong tin trén mdy vi tinh, ngudi ta ding bd ma chuin ASCII
(American Standard Code for Information Interchange). Méi ky tu dugc mé hod bang 1
byte, va do 11111111 h¢ 2 = FF hé 16 = 255 hé 10 nén bang ma ky tu c6 thé ma hoi
t6i da dén 256 ky tu.

Do nhu cau trao déi théng tin, tir nam 2000 bo ma Unicode (dung 2 byte dé ma
hod céc ky ) dugc dung rat phd bién trén the gidi, né cling dugc cai trong Windows
XP. Do diing 2 byte dé mi hod nén c6 thé ma t6i da téi 65536 ky tu. Vi du chi [d] cla
tiéng Viet c6 ma 0111 (hé 16), chit [a] c6 ma 1EAS.

1.3. Phan ciing cua may tinh

Su hoat dong ctia mdy tinh 1a su két hgp cta phan cing va phan mém. Phan cing
1a tap hop cdc linh kién vat ly va céch b6 tri, két néi ching dé tao nén mot hé thong
may tich. Phan mém la cdc chuong trinh mdy tinh dugc xay dung dé can thiép vao
phan cing nham ddp @ng mot cong viée cu thé nao dé. Phian mém la trung gian gita
con ngudi va phéan cing, né thuong dugce luu trit trén dia tir.

Don vi xit Iy trung tam (CPU, Center Processing Unit) 12 bé phan quan trong
-nhat cba mdy tinh, thuc hién cdc 1énh cla cdc chuong trinh bén trong bd nhég trong,
diéu khién va phoi hop tdt ca céc bo phan cla mdy tinh. CPU quyét dinh céc thong s6
quan trong clia mdy tinh nhu téc do x{r 1y, dung luong t6i da bd nhé chinh. CPU c6 hai
bo phan chinh: khéi tinh todn s6 hoc va logic (ALU), khéi diéu khién (CU).

Man hinh dung dé hién van ban va hinh anh, gitp cho ngudi giao ti€p véi may
tinh dugc dé dang. Man hinh thong dung hién nay 12 man hinh mau Super VGA. N6 ¢
hai ch€ do 1am viéc: ch€ do van ban va ché do d6 hoa.

Ban phim dung dé dua dit licu vio mdy tinh. Trén ban phim ¢6 cic phim chi
céi, chir s6 va cic ky tr dic biét. Mot s6 phim quan trong:

— Shift: thay ddi kiéu chir in hay thudmg, chon ky tu & phia trén ctia phim ¢6 hai
ky tu. : g ,

— Caps Lock . Nhan phim Caps Lock (den sang) dé thi€t 1ap ché do nhap chir hoa
(A, B, ...). Muén thiét 1ap ch€ do nhap chir thudng (a, b,...) hdy nhan lai phim nay (dén
tat).

— Home: dua con trd (diém sdng nhap nhay trén man hinh) vé ddu dong.

— End: dua con trd vé cu6i dong.

— Page Down: hién ti¢p trang sau ¢ia man hinh.

— Page Up: trd vé trang trudc clia man hinh.

-T4d 5« : dich chuyén con trd 1én trén mot dong, xubng dudi mot dong,
sang phai mot ky tu, sang trdi mot ky tu.

— Enter: con trd xu6ng dong.

— Spacebar (thanh ngang phia dudi): biéu dién ky tu tring.

— Deiete (ei): xoa ky w0 vi tri con ird.

— Backspace (<) : 1ui va xod ky tu bén trdi con tro.

~ Insert: d6i ch€ d¢ vict chen (Insert) thanh viét de (Overwrite) va nguoc lai.

— Num Lock: bat/tit den Num Lock. Khi den sdng thi khu vie phim tan cting bén
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tay phai s& cho ra cdc s6.

— Print Screen: in ndi dung ctia man hinh 1én gidy.

Chuoét dung dé thuc hién cdc Iénh trong Windows mot cich dé dang, nhanh
chéng, chinh xdc. Chudt thuong c6 hai nit: nit trdi va nit phai.

Mady in dung dé in cédc thong tin ra gidy. Chir hay hinh anh in ra tir cic cham
diém, do d6 néu mat do diém in cang cao thi chit lugng in cang t6t. C6 nhiéu loai may
in: may in laser, mdy in kim, mdy Vvé.

Bo nhd trong cé hai phin: ROM va RAM. Bo nhd ROM (read only) chita cac
chuong trinh co ban diéu khién viéc nhip xuét do nha sdn xuat cai sin, day la bo nhd
chi doc dugc. B6 nhd RAM (random access) dé luu trit chuong trinh va dir licu cia
nguoi dung, khi mat dién thong tin trong RAM s€ bi mat.

B¢ nho ngoai gém c6: dia mém, dia cing, thanh nhé USB, dia CD. Méi loai dia
can ¢6 6 dia tuong g dé doc / ghi di liéu, 6 A dung dé doc dia mém, 6 C dung dé
doc dia ciing. Mdy tinh dung cdc chit cdi tir A dén Z dé dat tén cho céc 6 dia.

1.4. Phan mém may tinh

Phdn mém 1a cdc chuong trinh dugc viét ra dé can thi¢p vao mdy tinh, bit miy
tinh thuc hién mot cong viéc nao d6 ma con ngudi yéu cdu. C6 thé chia phidn mém
thanh ba loai:

- Phdan mém hé thong 1a nhimg chuong trinh dung dé khdi dong hé may tinh va
tao moi truong dé con ngudi st dung hé may tinh tién lgi va c¢6 hiéu qua. Phin mém hé
thong quan trong nhat 1a hé diéu hanh, vi du MS-DOS, Windows 98, Windows 2000,
Windows XP, UNIX, LINUX, OS/2.

- Ngon ngir ldp trinh 1a toan bo cic ky tu, tir khod, ci phdp ma nguoi lap trinh
dung dé lap cac chuong trinh, né la cong cu dé xay dung va phét trién phin mém. Ta
c6 thé chia ngon ngi 1ap trinh thanh cdc mic sau: ngén nglt mdy (dugc viét dudi dang
ma nhi phan, mdy tinh hiéu ngay dugc va thuc hién), hop ngit (assembler), ngén ngir
bac cao van nang (cdc cau lénh dugce viét gdn véi ngon ngir tu nhién nhu Pascal, C,
Java).

- Phdn mém ing dung: d6 la cic chuong trinh dung cho moét céng viéc nhat
dinh. Cédc hudng ciia phdn mém tng dung: cdc hé quan tri co sd dit liéu, cdc hé soan
thao van ban, cdc phdn mém d6 hoa dung trong céc linh vuc thiét k& va xir ly anh, céc
phan mém thiét k€ trang Web.  °

1.5. Cac khai niém tép, thu muc va dudng dan

Tép (file) 1a mot tap hop cdc ma 0 va 1 duoc luu trir trén dia tir. Mot van ban, mot
tap dir liéu dugc ma hoa thanh cdc ma O va 1, hay mét chuong trinh mdy tinh dudi
dang ma may dugc luu trén dia thanh mot tép. Méi tép c6 mot tén riéng dé phan biét.

Trong cdc hé diéu hanh MS-DOS trudc day tén tép c6 ba phdn: phan tén chinh
khong qué 8 ky tu, ddu chdm, phdn md rong khong qué 3 ky tu. Phan md rong va ddu
cham c6 thé khong cé. Teén tép khong chia ddu cach. Céc ky tu dung dé dat phan tén
chinh: céc chir céi (A,B,...,Z), cdc chit s6 va cdc ky tu dac biét khdc: $ _ (gach dudi)
% ~(){} @ &!" - (ddu ndi) . Trong he diéu hanh Windows XP tén tép va tén thu



muc cé thé dai téi 250 ky tu va cho phép chita ca ddu cdch. Vi du: BaoCaol.doc,
Ptbhai.pas, QuanLy.c, "Tong ket cuoi nam.doc".

Trong phén tén chinh hay phin md rong ctia tép cé thé ding dau ? hay * (goi 12’
ky tu thé chan) dé chi mot ho tép thay vi mot tép. Ddu ? dai dién cho 1 ky tr bat ky,
ching han beao? . doc chi cic tép ¢ 4 ky tu déu la beao, ky tu thi tu 1a bat ky, duoi la
doc. Dau * ghi & phén tén chinh hay phdn md rong dai dién cho phén con lai clia phin
tén hay phan md rong dé, ching han * . txt chi cdc tép c6 duéi la txt va phan tén chinh
la bat ky.

Thu muc (Directory hay Folder) 1a hinh thic phan ving trén dia dé viéc luu triy
cdc tép c6 khoa hoc, hé théng. Ngudi sir dung ¢6 thé phan mot dia ra thanh nhiéu vung
riéng biét, trong méi ving c6 thé luu trir mot phan mém riéng hoac céc tép riéng cla
timg ngudi sir dung. Mi ving goi 12 mot thu muc. Trong méi thu muc ¢6 thé tao ra cac
thu muc khdc, goi 1a thu muc con ctia thu muc dé. Khi khai tao mot dia (dung l1énh
FORMAT), mot thu muc khong cé tén dugce tao tu dong goi l1a thu muc goc, duge chi
dinh bang dau \ (gach chéo ngugc); cac thu muc con tao ti€p theo (do ngudi sir dung
tao ra) phai c6 tén. Tén cta thu muc dugc dat theo quy tac dat tén tép, thong thuong tén
thu muc khong dat phan md rong. Trong ciing mot thu muc khong duge c¢é hai thu muc
con hay hai tép trung tén. Thu muc géc cung véi cdc thu muc con 16ng nhau tao thanh
mot cdy thu muc.

Sau day 1a mot c4u tric thu muc dién hinh.

C\ — WINDOWS —I: HELP
FONTS

—— TP7 ptbh.exe
—_l: sapxep.pas
THANH — baocao.doc

—— Documents and Settings — Adminislrator-—E My Documents
Desktop

Duong dan (path) cho phép ngudi sir dung dién ta ding vi tri cha tép hay thu
muc con ma minh mu6n s dung. Duimg din diy di gém tén 6 dia theo sau la dau hai
cham, ti€p theo la thu muc goc \, sau d6 la diy cdc tén thu muc duge cich nhau bai
dau \, trong ddy nay thu muc ding sau phai la con cia thu muc ding trudc, két thic
duong din la tén thu muc con hay tén t¢p muén sur dung. Vi du: c:\windows,
c:\tp7\sapxep.pas.

2. KHOI PONG VA THOAT KHOI WINDOWS XP

2.1. Khai dong Windows

Véi mot mdy tinh da cai Wmdows XP, déu tién chic clmn mng khong cé dia
mém trong 6 A, bat mdy tinh. Trong choc 14t Windows XP s& ndm quyén diéu khién he
thong va chuyén sang giao di¢n d6 hoa. Tuy theo céch cai dat ¢ thé ta phai gd viio mat
khdu dé vao man hinh lam viéc.

Man hinh giao dién g()m c6 man hinh nén (Dcsktop) llCn man hinh nén l.\ cic
biéu tugng. SO luong cac biéu wong (uy theo cdc chuong innh duge cii dat, ta o the
thém va xo4 cédc bicu tugng. C6 hai loai bicu tuong: biéu twong mdc nhién (sin co
ngay sau khi cai dat Windows XP), biéu tuwong duong tat (c6 dau mii tén & goc dudi
bén trdi hinh vé biéu twong, vi du biéu tugng Paint & man hinh dudi).
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Mot s6 biéu tugng quan trong trén man hinh nén:

- My computer (mdy tinh cla t6i): xem cdc tai nguyén c6 trong mdy tinh dang
dung, quan ly cédc tép va thu muc.

- My Network Places: xem tai nguyén dang cé trén mang n€u may tinh dang hay
c6 thé gan vao mot mang.

- Recycle Bin (thung rdc): luu trir tam thoi cdc tép bi x04, c6 thé dung né dé phuc
héi cac tép da bi xoa trudc day.

- Internet Explorer: két n6i véi Internet.

- Outlook Expres: gii va nhan thu dién tir.

Dudi diy man hinh 1a thanh Taskbar (Thanh tdc vu). Phia trdi thanh Taskbar la

niit Start, noi khai ddu cta hdu hét cdc cong viéc trong Windows XP. Gitra thanh téc vu
la cac n}it img véi cdc tmg dung dang chay. Cuéi thanh tac vu la khay hé thong, noi
chitra biéu tugng cua cac chuong trinh dang chay trong bo nhd va hién thi gio cta hé
théng.
2.2. Str dung chu6t. Cong cu lam viéc chinh trong méi truong Windows 1a chu6t va
ban phim. Trén man hinh luén luén nhin thdy mét miii tén hay con tré nho, dé chinh la
con trd chudt; sir dung chudt dé diéu khién con trd ndy; di chuyén chuot sé 1am cho
con trd wong tng trén man hinh di chuyén theo. Céc thao tic co ban vdi chudt:

- Point (trd chuét): di chuyén chuot dé dua con trd chuét nim trén mot doi tugng
xéc dinh. Vi du tré chudt vao mot muc trén Start menu cia Windows.

- Press (4n chudt): 4n nit trai chudt mot 14n va giir n6 an mai (thuong ding dong
tic nay dé kéo chuot).

- Click (nhdy chu6t): an ndt trdi chudt mot 1dn réi nha ngay.

- Right-Click (nhdy phai chu6t): &n nit phai chuét mot 1an réi nha ngay.

- Double Click (nhdy dip chu6t): an nhanh hai lan lién ti€p nit trdi chuot.
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- Drag (kéo chu6t): 4n niit trdi chu6t va giit né trong khi di chuyén chuot.

2. 3 Diéu khién cira s4. Khi khai déng mot tng dung thuorng xudt hién mot clra s6

TR ) e T e s e ‘,:’_‘T,L-:;'TT_?W
5] 5«v1ru ( : ot |1 2C)
rmat Vlew elp
) - >
Bieu tuong Ten tep Ten ung g Thanh tieu de Nut cuf tieu
ung dung Nut cuc dai '
’ Nut Close]
Thuc don chinh
Thanh, cuon ngang Thanh cuon doc

- tuong tmg. Trén dinh cira s8 la thanh tiéu dé, phia trdi thanh tiéu dé 1a Biéu tuong cua
(ng dung, Tén tep va Ten ung dung dang chay. Phia phai thanh tiéu dé cé 3 nut dé
diéu khién cira s6: Niit cuc tiéu dé cuc tiéu hod clra sé img dung dua vé thanh mot niit
trén thanh Taskbar, Nit cuc dai dé phéng to cira s8 ra toan man hinh (khi nit c6 moét
hinh chir nhat) hoac thu nhé cira s6 vé kich thudc lic trude khi phéng (khi trén nit c6 2
hinh chir nhat, nit cuc dai da trd thanh niit Restore), Nit Close dé déng clra sé ing
dung. Dudi thanh tiéu dé la Thanh menu chinh cta tng dung.

C6 thé dung chuét dé thay déi kich thudc cira s8. Di chuyén chuét téi canh phai,
canh day hay géc dudi bén phai cua cira s6 dé con trd chudt chuyén thanh mai tén hai
ddu, kéo cdc canh dé phéng to hay thu nho ctra sé theo ¥ muén. Di chuyén cira sé trén
man hinh: kéo thanh ti¢u dé t6i vi tri m6i. Néu cira s6 khong di rong dé hién tat ca cac
thong tin, xu4t hién cdc thanh cu6n & canh bén phdi va canh ddy clra s6, ta cé thé kéo
nit cu6n hay nhdy cac nit mdi tén trén thanh cu6n dé hién thong tin cin xem.

Toan bo céc thao tac trén doi vai clra s6 ¢6 thé thao tic qua Menu diéu khién nho
& gbéc trén bén trdi cira s6. DE kich hoat menu ndy ta nhdy vao Biéu tugng cda (mg
dung ndam & phia kich trdi Thanh ticu dé. Menu gém cdc muc: Restore (trd vé kich
thudc ban dau cha clra s6), Move (di chuyén cira s6), Size (thay déi kich thudc cira s3),

.Minimize (cuc tlcu ho4 cira s thanh mot bicu (uo’ng trén thanh Taskbar), Maxnmlze
(phéng to cira s6 ra toan man hinh), Close (d6ng cira s6).

Mot s6 chuong trinh diing céc clra s6 duge chia doc hay chia ngang (vi du cira s6
Windows Explorer), cdc bo phan cira s6 goi la cdc khung. Ta cé thé thay déi kich
thude tuong doi cla cic khung bang cdch kéo dudng phan chia khung.

2.4. Hop thoai trong Windows

Hop thoai trong Windows gidp cho ngudi dung c6 thé thuc hién céc lua chon va
ra quyét dinh hanh dong, hop thoai chiém mot ving man hinh ciling tuong tu nhu cira
s6. Dong trén cung cta hop thoai la Thanh tiéu dé ma trén né ghi tén hop thoai.

Tren hop thoai thuong ¢6 cdce ival nGi sau:

- Nat dong hop thoaz U & phia kich phdi thanh ti¢u dé dung dé déng hop thoai.



- Nt dn (Push button) 12 nhimg nit hinh chir nhit trén d6 ¢6 dé chir (xem hop
thoai & dudi). Céc nit thudng dung: OK (khéing dinh cdc lua chon), Cacel (huy bo cdc
lua chon va thodt khoi hop thoai), Help (xem hudng dan stir dung hop thoai), cic niit ¢6
chir véi 3 dau cham (sinh ra hop thoai mai).

ﬁ"'_' ‘_ R Tyt SN nion »'7;:
MIGLasatt Ol {icaRW and s t [‘.{;:JF

kil WAZAN

/ ! } Do you want to save the changes to baocao?
[ ves l | No ] l Cancel I

- Niit kiém tra (Check Box) 1a cdc 6 nhd bén canh c6 chit, khi nhdy chuot dé lua
chon thi 6 dugc dénh dau bdi ky tu giong chit V. C6 thé lua chon nhiéu Nat kiém tra
trong mot hop thoai.

Page range

[ Always create backup copy ©al
[] allow fast saves O Current page __
allow background saves { O Pages: |

- Nuat dai (Radio button) la nhitng 6 hinh tron bén canh c6 chit, khi nhdy chuot
vao 6 nay dé lua chon thi 6 dugc danh dau bdi mot chdm to mau den. Khi xuat hién
nhiéu nit dai thi chi c6 thé chon duge mot (cdc kha nang loai trir nhau).

- Nut diéu khién kéo xuéng (Control Box) la nhimg nit ma bén phai nit ¢6 mii
tén, bén trdi la x4u ky tu thuyét minh vé nit. Khi nhdy chu6t vao Mii tén bén phai nit
s€ xuat hién mot menu kéo xudng cho phép ta lua chon mot muc, hoic ta ciing cé thé
nhdy chu6t vao khung van ban cia nit va nhép truc ti€p van ban nhu déi véi Hop van
ban.

Save as type : Word Document (*.doc) —ﬂf;‘]
55 Dacliment (¢ o AR PN

XML Document (*.xml)
Single File Web Page (*.mht, *.mhtml) B
Web Page (*.htm, *.html) -

- Nut tang gidm 1a nhimg nit ma & phia phai ¢6 2 mii tén 1én va xudng, giira nit
chita dir liéu s6. Nhdy vao mii tén lén hay xudng s€ lam tang hay giam gia tri cla s6
trong 0. Ta ciing c6 thé nhdy chu6t vao giita 6 va nhap truc tiép gid tri s6 mdi.

Margins
Top:
Left:

- Hop van bdn (Text box) : khi nhdy chudt vao hop ta cé thé nhap van ban. Vi du
hop van ban dung dé nhap mat khau cho tai liéu:

Password to open: [.........] I

- Cdc 1dp. Mot s6 hop thoai duge t6 chitc thanh nhiéu 16p giéng nhu céc tim bia
x€p chéng lén nhau, tén cdc 16p nam & phia trén dinh hop thoai. M6i 16p lai tuong tng



véi cdc muc lua chon riéng, c6 thé coi méi 16p nhu 1a mot hop thoai con. Vi du hop
thoai Options bao gom 10 16p.

T O T T AT TN T s TP T o 03 5 s T T W T D o P T e Ty e v

|> ____Security “ Sp_?lh_qg&Grammar H Trgg-k_c_h?ng.es_f 1
| User Information [L __ Compatibility v_____”“._,_ File Locations |
i View ] General | Edit | Pt |  save |

(7 ) s R > N " sist iy > ; P I - 2
- Nat tro ginup nam ¢ phia trén bén phai cira s6, khi nhdy nit nay dau cham
hoi s& dinh vao con tr6é chudt, di con trd chudt tdi bat ky muc nao trong hop thoai va
nhdy chuot thi ta s& dugc hudng dan truc tiép ctia chinh muc nay.

2.5. Cac loai menu

Khi mot ing dung dugc md phia dudi Thanh tiéu dé 1a Thanh menu chinh clia
ting dung. Néu nhdy vao mot muc trén Thanh menu chinh s€ xuat hién mot Menu doc
bao gém céc 1énh cua tng dung. Vi du nhdy vao muc Edit thudng xudt hién Menu doc
gom ciac muc Cut, Copy, Paste, Select All. Mot muc bi m& trén mot menu 1a lénh
khong duogc dung trong ngit canh hién hanh. Khi nhdy vao muc c¢6 dau miii tén & phia
phai s€ xuat hién mot Menu doc mdi.

Khi nhdy nat phdi chuét vao man hinh nén, hoac vao nén cla thanh Taskbar,
hoac vao tén cdc tép da chon trong Windows Explorer, hoac vao doan van ban da danh
dau khéi trong Word, trén man hinh s& xuat hién mot menu doc nhd (goi 1a Menu tat )
chtra cac 1énh ma ta cin dung trong tinh huéng nay.

1.6. Thoat khoi Windows va tat may

Trude tién ta cin thodt khoi tat ca cic ung dung dang chay, ti€p theo nhdy niit
Start, xuat hién menu doc, chon muc Turn off Computer , xuét hi¢n hop thoai Turn off
Computer, chon Turn off.

3. MENU START VA THANH TASKBAR

Menu Start dung dé quén 1y céc tng dung, cdc chuong trinh da cai dat; thanh
Taskbar diing dé quan ly cdc chuong trinh hié¢n dang chay va chuyén d01 gilra chiing.

3.1. Menu Start. Khi nhdy nit Start xuat hién menu Start véi cic muc:

= All Programs: khi trdo chu6t vao muc niy sé xudt hién menu doc cap hai chira
tat ca cdc chuong trinh c6 thé chay.

- My recent documents: md céc tai licu da mg giln day nhat.

- Control Panel: sira d3i man hinh nén hoic cdc thiét 1ap hé thong.

- Search : tim tép hoac thu muc.

- Help and Support : khi chon muc ndy clta s6 trg gitip xuét hi¢n. Cira s trg gitip
c6 cdc muc: Pick a Help topic (hudng din phan theo chi dé), Index (cdc chi dé hudng
din liét ké theo thi tu tir vung), Search (tim moi chii dé ¢6 chita mot tir hay cau, sau dé

. 1 ~L 42 - v 4
lua C110i1 Cniu GC cdn xem hu’(}'.".g d.i!‘.)

- Run: m& cédc muc nhu trang Web, chuong trinh va cdc tai nguyén mdy tinh
khic.
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-Tur Computer : tit may tin "
) 7,’. i off ansp y tinh @] Microzoft Office Word 2003 9 My Music £
hoic khoi dong lai may. : s
: g [2) Adabe Acrobat 5.0 ¢ Favorites ’
Trong hé thong menu doc xudt phdt | § netepad | e

_— b N " N ] | %20 My Computer »
tir nit Start, néu ta tro chudt (khong can [3] Hicrosoft Office Excel 2003 | =~
nhéy) yixo muc c6 dau dau mﬁi tép thi S€ | & vohoo! Messenger | [ control pane
xudt hien mot menu doc mdi. Vdi cic (&) Maresoft Office Outlook 2003 |

’ N8 23 i 4 . | | 1inis! i »
menu doc qua dai dé hién cdc muc bi (B] Mcrosoft Office Access 2003 | K ndmicisrative Yook
ddu cdn tré chuot vao miii tén & phia (] Mcrosoft Offico PoverPaint 2... | @A connect To ’
dudi hodc phia trén cia menu con. ) 2 prinkers and Faes
Hinh thic trinh bay clia Start menu 5 3 i i

P 2 P . 2 . | Help and 5 t

c6 thé theo hai cdch : cdch cia Windows | 162 o dsigpe
Py 2 . ~ ? |

XP, cich ciia Windows 2000 cii. Dé | g search

chuyén doi giita hai cach trinh bay dung | EI®

N All Programs D | Azsa
lénh: Start / Control Panel / Taskbar and : ‘

v . N , Gk s BT S G R S BTATTT .n/.'.:‘::.,,- TR Ve ]
Start Menu, hién hop thoai, chon 16p F @ o oot defeinrd o]} ke
Start Menu, chon muc Start Menu (cach | . SEe e g T

’e - . P ~ i 7Yy OB A
mdi) hoac Classic Start Menu (cdch cii, kalbdldil o i)0! BERE

dung menu c¢d nhan hoa Personalized Menu).

3.2. Khéi dong mot chuong trinh ing dung

Dung nut Start cé thé khoi dang bit ky mot chuong trinh ng dung nio, nhu
Word, Excel, Paint, Solitaire .... Ddu tién nhdy nat Start, trd chuét vao muc All
Programs dé xuat hién menu doc chinh . . ., vdo menu doc chita chuong trinh cén chay,
nhdy vao muc chuong trinh muén khdi dong (cdc muc khong cé dau mii tén & sau la
céc chuong trinh cé thé chay duogc). Khi moét chuong trinh khéi dong thi trén thanh
Taskbar xuat hién mot nit mdi chifa biéu tugng va tén chuong trinh vira khdi dong.

Khi dang 1am viéc v6i mot chuong trinh tng dung, muén chay moét chuong trinh
tng dung khdc ta lai nhdy vao nit Start va lam nhu trén. Nhu vy Windows XP cho
phép chay nhiéu tng dung cung mot liic, tén cc ing dung hién trén thanh Taskbar. Tat
ca céc clra s6 ung dung khi cuc tiéu hod (khong & dang clra s) déu chuyén vé thanh
mot nidt trén thanh Taskbar. Khi dang 1am viéc véi mot dng dung, muén chuyén sang
lam viéc v6i mot ting dung khéc (da dugc kich hoat) ta chi viéc nhdy vao nit tuong tng
trén Taskbar, khi d6 clra s6 g véi ing dung nay sé& xudt hién & trudc cac clra sé khdc.

Dung lénh Start / Run dé chay m~ s el (B

mot chuong trinh hay m& moét tai liéu '
néu biét trudc duong din cing tén tep: | Typetbenans f spronan, foker, fovieirisil

~ nhdy nit Start, chon muc Run, hién hop ’ '
thoai Run, go tén chuong trinh hay mot | open: | SETAES ~)
tai liéu cung dudng dén (néu khong biét
chic chuong trinh & dau thi hdy nhdy
niit Browse dé x4c dinh noi cét tép). Lo [ comel ][ erowse.. ]

Dung lénh Start / My Recent
Documents dé md tai liéu ma ta md trude dé khong lau: nhdy nit Start, chon muc My
Recent Documents, xudt hién menu doc, nhay tén tai liéu cdn m& (tai liéu cé thé tao

11



bai Word, Excel, Paint, Notepad ...), két qué 1a tai liéu dugc md ciing véi chuong trinh
ting dung tao ra né ciing dugc khdi dong theo.

Thoat khoi chuong trinh ing dung dang chay: nhédy vao nit Close & géc
trén bén phai cira s tng dung. Khi tng dung déng, nit twong Gng véi né trén thanh
Taskbar cling bién mat.

3.3. B6 sung mot chuwong trinh vio menu Start

B6 sung mot chuong trinh vao cdc menu doc xuit phat tir niit Start tién hanh
theo cdc budc:

- Dung lénh Start / Control Panel / Taskbar and Start menu ..., xuat hién hop thoai,
chon 16p Start menu, chon muc Classic Start Menu, nhdy niit Customize, nhdy nit Add,
gd vao duong din dén muc ma ta mu6n thém vao menu hoac sir dung nit Browse dé
tim dudng dan tdi né.

- Nhay nit Next, st dung hop thoai Select Program Folder dé bdo cho Windows
biét noi sé dat muc mdi.

- Nhdy nit Next, dat tén cho muc thém vao menu, cuéi cung nhdy Finish.

Loai bo mot chuong trinh tir cdac menu doc tién hanh theo cdc budc: nhdy
nit Start, trd chuot t6i muc cdn x6a va nhdy niit phai chuot, xuat hién menu tat, chon
muc Delete, nhdy Yes dé dua muc nay vao Thung réc.

3.4. Cac thao tac trén thanh Taskbar

Sdp xép cdc cita s6 tng dung. Nhiy niit phai chuot lén nén ctia Taskbar, xuat
hién Menu tat gém cdc muc sau: Cascade Windows (cdc cilra s6 ing dung dang md
xép lop 1én nhau), Tile Windows Horizontally (cdc cira s6 ing dung xép canh nhau
theo chiéu ngang), Tile Windows Vertically (cdc cira s6 tng dung xép canh nhau theo
chiéu ding), Show the Desktop (cuc tiéu hod tat ca cdc clra s6 dang md va dua vé
Taskbar, hién Desktop).

Diéu khién mot cira sé ting dung da mé. Méi ting dung da md sinh ra mot
Nt trén thanh Taskbar, khi nhdy nit phai chuot vao Nit ndy sé xudt hién mot Menu
tat vdi cac muc: Restore, Move, Size, Minimize, Maximize, Close Alt+F4 (giong menu
diéu khién & goc trén bén trdi clra s6, xem Muc 2.3).

Cho dn hién thanh Taskbar. Nhiy nit phai chu()t 1én nén cta Taskbar, xudt
hién menu tit, chon muc Properties, xuat hién hop thoai Taskbar and Start Menu
Properties, chon 16p Taskbar, trong 16p nay c6 cdc nit kiém: Keep the Taskbar on top
of the windows (thanh Taskbar luon lu6n hi¢n), Auto-hide the Taskbar ( thanh Taskbar
chi hi¢n khi con trd chu¢t nim & vi tri clia né), Lock the Taskbar (khod Taskbar dé
khong di chuyén va thay déi kich thudc dugce), Show the Clock (hién déng hé trén
thanh Taskbar).

Thay doi vi tri ddt va kich thude thanh Taskbar. Thanh Taskbar ¢é thé dat &
mot trong 4 canh clia man hinh bing cich nhdy vao nén clia Taskbar va kéo di. Thong
thutmg thanh Taskbar dé & canh ddy man hinh. Thay déi do rong clia thanh Taskbar
bang cdch nhdy va kéo lén cdc bién phia trong clia n6 (tai noi ¢6 xuat hién mii tén hai
chiéu).
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4. WINDOWS EXPLORER

Windows Explorer 1a ¢0ng cu tr¢ gitip cia Windows XP gitp ta bi¢t duge toan bo
mdy tinh cé nhimg gi, cho phép xem noi dung mdy tinh nhu mot h¢ thong thir bac hay
ciu tric cay. Ta ¢6 thé xem dé dang noi dung méi 6 dia, mbi thu muc, cling nhu bit ky
6 dia nao trong mang.

4.1. Khoi dong Windows Explorer. Dung lénh Start / All Programs /
Accessories / Windows Explorer dé khoi dong Windows Explorer, xudt hién cira s6
cua chuong trinh Windows Explorer va n6é dugc chia thanh hai phan: khung bén tréi va
khung bén phai.

Khung bén trai la cay thu muc liét ké tat ca cdc tai nguyén cha may: cic 6 dia,
Control Panel, Thung rdc, mang . . . (véi diéu kién nit Folders trén thanh céng cu da an
chim xuéng). Trong khung nay c6 cédc thao téc:

« Nhdy lén d6i tugng (8 dia, thu muc con ...) thi noi dung bén trong cia doéi
tuong s€ hién lén & khung bén phai. Dong tic nay goi la mao mét thu muc.

 Nhdy vao diu (+) ding truéc mot doi tugng thi trong ciy thu muc sé hién tiép
cdc thu muc con cta doi tuong nay.

e Nhdy vao dau (-) ding tru6c mot doi tugng thi trong ciy thu muc sé khong
hién cdc thu muc con cua déi tugng nay.

Khi nit Folders trén thanh cong cu ndi 1én thi Khung bén trdi hién danh sach céc
cong viéc c6 thé lam véi tép va thu muc (hodc cde cong viéc tng véi tinh hudng hién
tai), cdc vi tri khac trén mdy tinh va mang. Nit mii tén xuéng trong Khung bén tri dé
md rc‘)ng danh sdch, nit mii tén lén trong khung dé thu gon danh séch. Day la cich xir
ly méi ciia Windows Exploer so véi cic phlén ban Windows trudc.

R R R 4 S ARt B8 S AN TR AR L Y eI N S T s s g
S s N BEEE
Fie Edit View Favorites Tools Help ,"l‘r
Dok = (I - (P 1 O sewcn |IE- roders | [T
Address [-4 C:\ . :v.! Go
Folders X {{)Documents and Settings (C)texmf
@ £) My Documents ) D Ghostgum Oovirus
& % My Computer Oos - Xvntex
@ J3 3% Floppy (A:) ;14 D gstools ©YwINDOWS
@ <o i1 COHEROSOFT &) avconsol
@ <e Local Disk (D:) i (Dj2sdk1.4.0_01 EJ Covexfun
£ €D Drive (E:) i ©xpems Covexfun
® B Control Pane! b4 DteTrongluc B crash
@ () Shared Documents piz| Qlocakexm [ dav_cons
@ ) bttam's Documents [ (DNew Folder (= dav_Exal
@ 1) D.T.5on's Documents 171 ©0ALDTS (= dav_scan
@ ©) txdha's Documents ¢ 4 QPCTexve [3] dexciDef
@ [ vnphat's Documents L O)Program Files ) dScanDef
@ S My Network Places & | Ssaceny ) dvs_Excl
8l Recyde i o) &5 N

Khung bén phai cia cira s6 liét ké chi tiét (g6m céc thu muc con va tép) clia

doi tuong cé hop séng trong Khung bén trdi. Cic d6i tugng & Khung bén phai ¢6 5
cich hién, dung lénh View va chon moét trong 5 kha nang: List (hién biéu tuong va tén

13



thu muc, tén tép), Details (hi¢n biéu tugng, tén tép, s byte, kiéu t¢p, ngay givy tao),
Tiles (hién biéu tugng to), Icons (bicu tugng nho xcp hdng ngang), Thumbnails (hién
thi mot hinh anh chita dung cdc n6i dung clia tép néu cé thé).

Khi Khung bén trdi khong hi¢n cay thu muc, dé m& mot thu muc dang hién &
Khung bén phai ta chi cdn nhdy dip vao tén thu muc.

Sip xé&p cdc tép thuoc Khung bén phai dung lénh View / Arrange Icons by, xuit
hién menu doc nho véi cic muc: Name (xEp cdc tép va thu muc theo tén), Size (xép
theo kich thudc), Type (x€p theo phin md rong), Modified (x€p theo ngay gid tao sira).

4.2. Str dung thanh nh¢ USB

Cam USB vao cong USB, Windows XP s€ tu nhan biét USB va dén trén USB do,
sau d6 ta c6 thé 1am viéc v6i USB nhu mot 8 dia binh thudng. Tat USB : nhdy dip vao
biéu twong USB & miit phdi thanh Taskbar, xuat hién hop thoai Safely Remove
Hardware, nhay niit Stop, nhdy ti¢p nit OK, dén do trén USB tét la thanh cong. Hoac
¢6 thé tat USB bing cich: md cira s6 My Computer, nhdy phai chuot vao biéu tugng
USB la Removable Disk, xuét hién menu tat, chon Eject.

4.3. Tao mot thu muc con mai

Trong khung phai clra s6 Windows Explorer hay m& thu muc cdn tao mot thu
muc con méi. Tir menu chinh ctia clra s6 Windows Explorer ra lénh File/ New/ Folder
(hoidc chon muc Make a new Folder trong Khung bén trdi néu Khung bén trdi hién
danh sdch cdc cong viéc), xudt hién hop van ban New Folder & Khung bén phai, go
vao tén thu muc mai.

4.4. Lua chon tép va thu muc

Lua chon moét déi tugng (mot tép hay mot thu muc): nhdy chuot vao biéu tuong
thu muc hay tép. Chon nhiéu biéu tugng nim k& tiép nhau & Khung bén phai clra sé:
nhdy vao déi tugng déu, 4n va giit phim Shift déng thoi nhdy vao d6i tugng cudi. Chon
nhi¢u d6i tugng nam rai rac trén Khung bén phdi cira s6: an va giir phim Curl déng thoi
nhdy vao ting doi tugng. Chon tat ca cdc doi tugng trong Khung bén phai cilra s6: 1énh
Edit / Select AlLL
4.5. Di chuyén hay sao chép cac tép va thu muc

Ta c6 thé di chuyén hay sao chép thu muc va tép sang mot thu muc khéc hay 6
dia khéc bing cich:

e Trong clra s6 Windows Explorer, m& thu muc ¢6 chita t¢p cin di chuyén hay
sao chép, khung bén trdi cho hi¢n cay thu muc.

* Lua chon tép hay nhém t¢p & khung bén phii, dimg nit phai chudt dé kéo tép tir
Khung bén phai sang tén thu muc (noi ma ta mu6n chuyén t¢p dén hay sao chup Vo)
nam trong cay thu muc cha Khung bén trdi, khi tén thu muc ndy duge chiéu sing thi
nhé ndt chudt ra, xudt hién mot menu tét.

« Chon Move Here dé di chuyén tép, hoic chon Copy Here dé sao chép tép.

Ta ciing c6 thé dung h¢ théng menu va hop thoai dé di chuyén hay sao chép tép
va thu muc. Trude tién can chon t¢p va thu muc cdn di chuyén hay cin sao chép trong
Khung bén phai, dung 1¢nh Edit / Move to Folder hay Edit / Copy to Folder (hoac chon
Move this file, Move this folder, Move the selected items hay Copy this tile, Copy this
folder, Copy the sclected items néu khung bén tréi hién danh sach céc cong viéc),
xudt hién hop thoai Move Items hoic Copy Items, chon thu muc cin dua t¢ép téi.
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4.6. Xo4 t¢ép va thu muc. Lua chon cdc tép hay thu muc cdn xo4 trong Khung bén
phai, dung lénh File / Delete (hodc chon muc Delete this file, Delete this folder, Delete
the selected items & Khung bén trdi néu Khung bén trdi hién danh sach cdc cong viéc),
xuat hién hop thoai xdc nhan xod Confirm File Delete, chon Yes. Céc tép bi xo4 theo
cdch nay duoc chuyen vao thu muc Recycle Bin, ta ¢6 thé mé thu muc nay dé khoi
phuc lai t¢p hay xod hin né di. Néu xo4 t¢p trén dia mém hay dia CD ghi duoc thi tep
khong duge chuyén vao Rycycle Bin.

4.7. Déi tén tép hay thu muc. M& thy muc chifa tén tép hay thu muc cn déi tén
trong Khung bén phéi cira s6 Windows Exploer, lua chon tén tép hay thu muc. Dung
Iénh File / Rename (hodc chon muc Rename this file, Rename this folder néu khung
bén trdi hi¢n danh sdch cac cong viéc), go vao tén mdi va 4n Enter.

4.8. Sao chép tép hay thu muc vao dia mém. Cic budc tién hanh: lua chon
céc tép hay thu muc cdn sao chép ra dia mém, dung ¢nh File / Send To / Floppy (A:)

4.9. Tim ki¢ém tép hay thu muc. Nhdy nit Scarch trén thanh cong cu, chon muc
All files and folders trén Khung bén trdi. Néu mudn tim theo tén tép hay thu muc thi
gd ddy di hay mot phdn cta tén tép trong hop All or part of file name, néu muén tim
theo mot tir hay cum tir chira trong tép thi gé vio hop A word or phrase in the file. Tiép
theo ta can chi ra noi cdn tim ki€m béng cdch nhdy vao nit mii tén trong hop Look in,
chon 6 dia va thu muc. Cu6i cling nhdy nit Search, két qua tim ki€m cho trong Khung
bén phai.

4.10. Chia sé thu muc hoic 6 dia trén mang. Trong cira s6 Windows
Explorer cho hi¢n cay thu muc trén Khung trdi, chon 6 dia hay thu muc muén dung
chung trén mang, nhdy phai chudt vao tén nay, hi¢tn menu tit, chon muc Sharing and
Security, hi¢n hop thoai, chon 16p Sharing, didnh diu muc Share this folder on the
network néu muoén chia sé mot thu muc (ngudi ding & mdy khac cé thé truy nhap vio
thu muc nay).
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5. DESKTOP VA CAC BIEU TUONG

Khoi dong xong mady tinh, xuit hién man hinh nén (Desktop), trén dé cé cic bicu
tuong. Trong khi lam viéc bat ky lic nao ta muén xudt hién Desktop thi chi can cuc
tiéu hod tat ca cdc tng dung dang chay vé thanh cdc biéu tugng trén thanh Taskbar
(xem Muc 3.4), hoac nhdy chuét vao biéu tuong Show Desktop trén Thanh cong cu
Quick Launch (néu chua ¢6 thanh cong cu Quick Launch trén Taskbar thi nhdy phai
chuét vao nén thanh Taskbar, hién menu tat, chon muc Toolbars, danh ddu kiém vao
muc Quick Launch).

Céc biéu tuong trén Desktop chia thanh hai loai: biéu tugng mac nhién la biéu
tuong san ¢6 ciia Windows XP nhu My Computer va Recycle Bin, biéu tuong dudng tat
(Shoncut) c6 ddu mii tén & goc dudi bén trdi hinh vé biéu tugng. Biéu tuong dudng tat
cung céap cach truy nhap vao cdc tai liéu va chuong trinh thuong hay su dung mot cach
dé dang bing cich nhdy dip lén biéu tugng. Vi du ta c6 thé 1ap mot biéu tuong duo‘ng
tit t6i chuong trinh CANC\NC.EXE. Biéu tugng duong tat khong lam thay déi vi tri
1ép, né chi 1a mot con trd ma cho phép ta nhanh chéng md tép, khong phai vao hé
théng menu. Ta c6 thé tao mot biéu tuong ducmg tat cho mot déi tugng bat ky nhu tép
chuong trinh, tép van ban, thu muc, cac 6 dia, cic mdy lmh khac hay may in.

5.1. Tao mét biéu tuong duong tit

Trong cira s Windows Explorer hiy md thu muc chita déi tugng cén tao bicu
tuong duong tat, lua chon d6i tugng trong Khung bén phai. Nhay nit phai chudt vao
déi tugng, hién menu tit. Chon Create Shortcut néu mu6n tao Shortcut ngay trong thu
muc dang md, hoac chon Send to / Desktop (Create shortcut) néu muén tao Shortcut
trén nén Desktop.

Khii ta nhdy ndt phai chuot lén biéu tugng dudng tit s& xuat hién mot menu tat
vdi ciac muc: Delete (xo4 biéu tugng va dua vao Thing réc, khi x6a biéu tugng tép g()'c
khong bi xod), Rename (doi ten bicu tuong), Properties (thay déi cdc thuge tinh cua
biéu tugng, xem dugc noi chia chuong trinh tng vai biéu tugng, thay déi hinh anh cla
biéu tugng).

5.2. Thay d6i man hinh nén

Dung lénh Start / Control Pancl, xuét hién cira sé Control Panel, nhdy dip lén
bi¢u tugng Display, xuét hién hop thoai Display Properties v6i nhiéu 16p. Lép Desktop
va 16p Themes : chon cdch trang tri man hinh nén theo cdc méiu sin, hoic lay mot anh
bat ky (dung nidt Browse dé xdc dinh ndi chira tép anh), miu chudn 1a Windows XP.
Ldp Screen Saver: thiét lap man hinh chd (man hinh nay xuat hién néu sau mot khoang
thoi gian nhat dinh ta khong sir dung ban phim hay chuot).

5.3. Biéu tugng My Computer. My Computer Ia rat hitu dung néu ta muén xem
noi dung riéng mot thu muc hay mot 8 dia. Khi ta nhdy dip biéu tugng My Computer
trén man hinh nén, xuat hién clra s6 My Computer, nhdy vdo nit mii tén trén thanh
Address dé luya chon tén 8 dia cdn hién noi dung, xudt hién cdc thu muc vi tép chita
trong 4 dia. San d6 ta c6 thé nhdy dip vao thu muc dé xem nodi dung thu muc.

Str durig muc View trén menu chinh ta ¢é thé thay déi cich trinh bdy cdc ¢p va
thur muc trong clra s6. Tat ca cdc thao tic d6i vai tép va the muc trong My Computer
cling tugng tu nhu trong Windows Explorer.
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Trén thanh céng cu Standard Buttons ctia clra s6 My Computer néu ta chon muc
Folders thi clta s My Computer sé chia thanh Khung beén trdi (chita cay thu muc) va
Khung bcn phm hoan toan gl(‘)ng vdi cira s6 Windows Explorcr

7 { ; ; . kb dl ut !f _J

Lde Rt Yiew F,\vouos Jools Lok . l,

& l" ,(.’ Seu(h [L’ Folders -

NP FINEY -

,J . Go | mywebsearch + ”
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B 3%Floppy (A:) - Removable Disk . 2

.,.‘ J.coonve(m CD Drive '
al < : Lo st >

Xem thong tin vé cac 6 dia: trong khung Address chon My Computer, Khung
phdl clra s6 hién tén cdc 6 dia, dung 1énh View / Details dé hién kich thudc, khong glan
lrong tén timg & dia. Néu cira s6 My Computer dang & trang théi nay, ta cho dia mém
vio 8 A, nhdy phai chudt vao muc 312 Floppy (A:), xudt hién menu tit, chon muc
Format dé dinh dang dia mém trong 6 A.

Xo4 céc tép tam trén § dia ciing: nhdy phai chu6t vao tén 8 dia cing. Hién
menu tat, chon muc Properties, xuat hién hop thoai Properties, chon 16p General, nhay
nit Disk Cleanup, hién hop thoai Disk Cleaup, dédnh dau chon céc loai tép cdn xod va
bo ddu chon cdc loai tép khong mudn xod, nhdy OK.

5.4. Biéu tuong Recycle Bin (Thung rac)

Thung rdc la noi chita cdc tép, cdc d6i tugng bi xod bd khi ta thao tic trong
Windows XP. Céac tép khong thuc su bi loai khoi dia cimg cho dén khi ta 1am réng
Thing rdc. Windows Explorer xem thung rac nhu mot thu muc con, do dé ¢é thé phuc
héi céc tép va biéu tugng chuong trinh bi x04 bang thao tic sao chép giita cdc thu muc.

Cdc thao tdc doi voi Thang rdc. Nhay ddp chuot 1én biéu tuong Recycle Bin,
xudt hién cira sé Recycle Bin, trong clra s6 nay cé thé lam céc thao tic:

- Phuc hoéi: nhdy tén tép cidn phuc hdi, dung l1énh File / Restore, Windows sé tu
dong khoi phuc tép hay biéu tugng chuong trinh theo nguén goc ban dau.

- Xoa khoi Thung rc: nhdy tén chuong trinh cdn xo04 bd, ding lénh File / Delete.

- Lam réng Thung rdc: dung Iénh File / Empty Recycle Bin. Theo dinh ky cén
lam réng Thing rdc dé giai phéng khong gian dia.

6. PAINT

Paint 1a mét cong cu cia Windows XP cho phép tao va hiéu chinh cdc hinh anh
d6 hoa: mot bic vé trong Paint, thong tin d6 hoa luu trong Clipboard, mot biic anh ghi

¢ dang BMP, GIF, JPG, . ..

TRUONG commé m CHINH THAINGUYEN
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6.1. Khoi dong Paint

Dung Iénh Start / All Programs / Accessories / Paint dé md& cira sé Paint.

Vung tring & gum la viing vé. 16 niit bén trdi cira s6 1a hop cong cu chinh (Tool
box), cong cu chinh dé vé la biit long (Brush) va but chi (Pencil). Dudi hop cong cu
chinh l1a hop cong cu phu dung dé lua chon chi tiét hon khi da chon mét cong cu trong
hop cong cu chinh. Géc dudi bén trdi 12 Hop mau (Color Box) dung dé chon mau, kich
trai cia hop mau la mot 6 cho thong tin vé mau mat tién (foreground color) va mau
mat hau (background color) hién hanh.

Trén viing vé la cdc diém anh (pixel) xép theo hang va cot, géc trén bén trdi viing
VE c6 toa do (0,0), truc X hudng sang phai, truc Y hudng xu6ng dudi. Phia dudi cira s6
Paint la thanh trang thai (Status bar), trén dé c6 hai 6 chtra hai cap s6. Cap s6 thi nhat
c6 dang (x,y) thong bdo vi tri ctia.con tro, hoac la toa d¢ bat diu cia déi tugng dang ve
(vi du mit ddu tién cta duong thang, géc trén trdi ctia hinh chir nhat ...). Cap s6 thua
hai c6 dang (dx x dy) thong bao kich thudc cha d6i tugng dang vé. Vi du khi dang kéo
chuét vé hinh chir nhat hai cap s6 la (87,47) va (180x155) s€ cé nghia: toa do géc trén
trdi hinh chir nhat 1a x = 87, y = 47, chiéu ngang hinh chir nhat 1a dx = 180, chiéu cao

lady ='155. Su dung cdc toa do nay dc G chmh xdc hmh

Fde gd:t | View Image Colors t-_ielp I *
24 2
o @ Hép ¢bng cu chinh
Z_.
/ A
AN
[=]y:
o 0O
— H&p ¢dng cu phu
B} Hoprgu  Thanh
/ = Mau it tién / Mau mat hau ' trang thai
| h
<_j" Lpas BB L W Viwod U 4Vl -, ‘ ..’
' S Y Y Y Y YO NI
. *r‘r urwuuul—mr‘wum
For Holp, click Help Topics on the Help Menu, ‘ 235,93 ~—1.80;;‘

Thie"l lap kich thudc bic vé ding I¢nh Image / Attributes, xudt hién hop thoai

Attributes. Cdc muc trong hop thoai : Width - thay ddi do t(mg bic Ve, Huphl - thay
déi d¢ cao bitc vé, Units - thay déi don vi do ia Cm hay Inciics, Colors - d¢ chion mas
clia bitc Vé la trang den hay ¢6 mau, Default - tré lai trang thdi mac dinh.

Cdc bude chung dé'tao mot bir. vé:
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- Chon cong cu vé trén HOp cong cu chinh: nhdy vao nit. Hinh vé trén nidt mo ta
cong dung ctia nit, song n€u khong bi¢t chinh xdc hiy dé con trd Ién nit mot 14t tén
nut sé xuat hién.

- Chon d¢ rong duong, kiéu bit 1ong hay loai hinh chir nhat trong hop cong cu
phu.

- Chon mau mat tién: nhdy nit trdi chuét 1én mau cin chon trong hop mau. Chon
mau mat hau: nhay nit phai chudt vao mau cin chon trong hop mau.

- Tién hanh vé. Trong khi vé né¢u dung nit trdi chudt s¢ 18y mau mat tién, dung
nit phdi chuot sé 1dy mau mat hau. Mu6n hay nhimg gi vira vé dung lénh Edit / Undo
(c6 thé dung t6i 3 1an), mudn khoi phuc nhimg gi da bi Undo dung lénh Edit / Repeat
(c6 thé dung t6i 3 lan).

Xem cdc birc vé lon. Vi nhitng biic vé 16n cédn nhiéu chd trén man hinh dé xem,
ta c6 thé khong cho hién hop cong cu, hop mau va thanh trang théi bang céch dung
Iénh View, bé danh dau vao cic muc Tool box, Color box, Status bar. Muén rong hon
niia dung lénh View / View Bitmap (4n phim bat ky vé trang thdi binh thuong).

Ghi mét birc vé dung 1¢nh File / Save hay Iénh File / Save As, hop thoai Save As
xudt hi¢n. Trong hop Save as Type hiay chon mot trong cic dang bitmap: Monochrome
Bitmap (luu anh trang den, x4u), 16 Color Bitmap (bic v& 16 mau, di dep), 256 Color
Bitmap (bitc v& nhi¢u phd mau), 24 Bit Bitmap (luu bic vé bing phé mau diy do,
chiém nhiéu khong gian dia nhat). Go tén tép vao hop File Name, nhdy Save.

Mg miét birc vé da luu triv dung 1énh File / Open.

6.2. Str dung cac cong cu vé cua hop cong cu chinh

Vé tu do 5dng cong cu Pencil. Nhdy niit trdi (nit phai) chuot vao diém bat dau
Vg, gilf chuot va kéo dé vé theo mau mat tién (mau mat hau). Mudn vé cic dudng hoan
toan ditng, ngang hay xién 45 do thi gir phim Shift khi vé.

Vé tu do bang cong cu Brush. Khi da chon Brush, ta cin chon kiéu ciia biit 1ong
trong hop coéng cu phu. Nhén giir niit trdi (ndt phai) chudt va kéo dé vé theo mau mat
tién (mau mat hau).

Son xit bang cong cu Airbrush. Chon Airbrush, chon mot trong ba mau binh xit
trong hop cong cu phu, di con tro vao ving v&, an nuit trdi (nit phai) chudt va kéo dé
tao cic dim chdm hinh tron ¢6 mau mat tién (mau mat hau). Céc ddm chdm mau hay
thua phu thudc vao kéo chugt nhanh hay cham.

Vé cdc duong thdang bang cong cu Line. Chon Line, chon do rong duong trong
hop cong cu phu, di chu6t vao vung vé, nhan giir niit trdi (nit phai) chuot va kéo dé vé
dudng thing theo mau mat tién (mau mat hau). Dé vé cdc dudng hoan toan dimg,
ngang hay chéo cdn &n phim Shift khi vé.

Vé cdc duong cong luon séng bang cong cu Curve:

- Chon cong cu Curve, chon d6 rong nét vé & Hop cong cu phu.

- Dinh vi con trd vao noi bit ddu dudng cong, nhan gilt nit trdi (nit phai) chuot
va kéo tdi noi két thiic dudng cong, nha niit chudt, ta dugc mot dudng thang theo mau
mit tién (mau mat hau). _

- Pua con trd vdo mot phia clia dudng thang, nhan giit nit chuot va kéo dé danh
cong dudng thang vé mot phia, nha chudt (ta c¢6 dudng véi mot nét cong). Pua con trd
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sang phla nguoc lai, nhay chuot va kéo dé dugce dudng cong dang luon séng. Trong lic
dang uon cong dudng néu ta 4n déng thoi ca hai nit chu6t thi duong cong bi hiy bo.

Vé hinh chit nhat va hinh vuéng bing céng cu Rectangle. Gia sir dung nit trai
chuot dé ve&, chon cong cu Rectangle, chon mot trong ba loai hinh chir nhat trong hop
cong cu phu: Loai thir nhét 1a hinh chir nhat chi cé vién va dugc vé theo mau mat tién;
Loai thir hai 1a hinh chi¥ nhat ¢6 vién dugc t6 bing mau mat tién, phan bén trong dugc
to bang mau mat hau; Loai thir ba 1a hinh chit nhat dac duge t6 ddy bang mau mat tién.
Di con tré dén viing vé, nhan gii¥ nit chuot va kéo dé tao hinh chir nhat. Muén duge
hinh vuéng thi gitr phim Shift trong khi kéo chuot.

Dé xdc dinh do6 rong dudng vién cta hinh chir nhat, hinh chir nhat cé géc tron,
ellipse, hay da gidc, trudc tién chon cong cu Line, chon do rong duong, tiép theo mdi
chon cong cu Rectangle, Ellipse hay Polygon.

Vé hinh chir nhdt véi cdc goc tron dung cong cu Rounded Rectangle, vé hinh
Ellipse va hinh tron bang cong cu Ellipse: thao tic giéng cong cu Rectangle.

Vé cdc hinh da gidc bang cong cu Polygon. Gia sit ding niit trdi chu6t dé vé mot
da gidc c6 N canh, chon cong cu Polygon, chon mét trong ba loai da gidc trong hop
cong cu phu: da gidc chi c¢6 vién va dugc v€ bang mau mat tién, da gidc c6 vién to
bing mau mat tién va rudt t6 bang mau mat hau, da gidc t6 dac bang mau mat tién.
Nhin giir nit trdi chuot va kéo dé vé canh déu tién, nhdy niit trdi chuot vao diém cuéi
ctia canh thit hai (Paint s& n6i diém nay vdi diém cudi cia canh dau tién), tiép tuc dé
dugc N-1 canh, nhdy dip vao diém cu6i cha canh N-1 ta nhan dugc canh cuéi cung.

T6 ddy mot hinh déng kin bang Fill with Color. Chon cong cu Fill with Color,
dua con trd vao bén trong vung déng kin dinh 16, nhdy niit trdi chu6t dé t6 bang mau
mat tién (hodc nhdy nit phai chugt néu t6 bang mau mat hau).

Thém van bdn bang cong cu Text:

- Chon cong cu Text, chon moét trong hai cdch hién van ban & hop cong cu phu.
Céch & trén: nén cua khung van bin 1a mau mat hau, mau chir 124 mau mat tién. Cach &
dudi: mau chir 1a mau mat tién, khung vin ban khong ¢6 nén, do dé vin nhin thay
nhitng gi da vé & phia dudi khung van ban.

- Nhdy giir nit trdi chut va kéo d€ tao khung vin ban hinh chir nhat, xuat hién
con tro nhap van ban va thanh cong cu Fonts. Chon phong chir, ¢ chit va kiéu chir.
Néu khong xudt hi¢n thanh cong cu Fonts thi dung 1¢nh View / Text Toolbar.

- Nhap van ban tir ban phim, hodc ddn van ban c¢é sin trong Clipboard bang 1énh
Edit/ Paste. Nhdy bén ngoai khung van ban dé chip nhén, sau khi chap nhan ta khong
thé stra dugc.

6.3. Sir dung céc cong cu hi¢u chinh trong hop cong cu chinh

Xéa bing cong cu Eraser. Chon cong cu Eraser / Color Eraser, chon mot trong 4
kich thudc cuc tdy trong hop cong cu phu, chon mau mat hau. Dinh vi con trd chudt
vao noi bit ddu x6a, nhan gilr ndt trdi chudt va kéo, viing bi x6a dugc thay bing mau
mit hau,

Chon mau bing cong cn Pick Color. Chon mau mit tién: chon Pick Color, nhdy
ndt trdi chudt vao vi tri tién bic vé ¢6 mau ma ta muéon lam mau mat tién. Chon mau
mat hau: chon Pick Color, nhdy ndt phai chudt viao vi tri trén biic vé ¢6 mau ma ta
muén lam mau mat hau.

20



