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CHUONG 1- TONG QUAN VE HE THONG MAY TiNH

1.1. Thong Tin Va Xir Ly Thong Tin

1.1.1.  Khai niém vé thong tin

Dir liéu (data) 13 cac dit kién khong c6 ¥ nghia o rang. Khi dir liéu dugc xir Iy dé
xé4c dinh y nghia thyc su cua ching, khi d6 chiing duoc goi 13 thong tin (information). doi
v6i con ngudi, dit liéu duge muc thip nhat cua kién thirc va thong tin 13 mtc d6 tha hai.
Thong tin mang lai cho con ngudi sy hiéu biét vé thé gidi xung quanh.

Qua trinh xtr 1y théng tin con ban nhu sau: Dir liéu duoc nhap ¢ dau vao (Input),
sau d6 may tinh (hay con nguoi) s& thuc hién xtr Iy nhan duoc thong tin & dau ra (Output).

Luu y 1a dir liéu c6 thé luu trit ¢ bat ctr giai doan nao.

NHAF DT XULY ¥UAT DT LIEW THONG
LIET NPUT) (PROCESSING) > T (OUTPUT)

LUT TRT (STORAGE)

Vi du: Nguoi ta tién hanh ghi nhan c6 dit li¢u tir camera cac hinh anh & duong phé,
sau d6 tién hanh phan tich di liéu d6 co thong tin vé mot s6 xe ndo d6. Toan bd qua trinh
luu trir trén dia cirng may tinh.

Trong thoi dai hién nay, khi luong théng tin dén véi chung ta cang lic cang nhiéu
thi con nguoi co thé dung mot cong cu hd tro cho viée luu trit, chon loc va xtr 1y lai thong
tin goi 13 may tinh dién tor (Computer). May tinh dién tir giup con ngudi tiét kiém rat
nhiéu thoi gian, cong stic va ting d6 chinh xac, gitip tv dong héa mot phan hay toan phan
cua qua trinh xur Iy dir liéu.

Cung mot thong tin c¢6 thé duoc biéu dién bang nhitng dit liéu khac nhau, vi du nhu
s6 1 hay I. Tuy nhién dbi v6i may tinh, biéu dién nay phai 12 duy nhit dé c6 thé sao chép
ma khong mat thong tin. May tinh biéu dién dit liéu bang hé dém nhi phan. Tuy chi ding
2 ky s6 12 0 va 1 (goi 12 bit) nhung hé nhi phan nay giup may tinh biéu dién - xtr Iy dugc
trén hau hét cac loai thong tin ma con nguoi hi¢n dang sir dung nhu van ban, hinh anh,
am thanh, video,...

1.1.2.  Don vi thong tin

Dbi v6i may tinh, don vi nho nhat ding dé biéu dién thong tin goi 1a bit (Binary
digit). Bit 1a mot chit sé trong hé théng s6 nhi phan, no cé thé co gia tri 0 hodc 1. Trong
bd nhd may tinh, mot bit 1a mot cong tic dién nhoé c6 thé bat (gid tri 1) hodc tit (gia tri 0).

Hé nhi phan str dung hai k¥ s6 0 va 1 dé biéu dién cac sd. Khi biéu dién dit liéu, bit
khong biéu dién doc 1ap ma duoc 1ap theo nhom 8 bit, goi 1a mot byte, viét tat 1a B. Do
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d6, mot Kilobyte cia RAM = 1024 byte hodc 8192 bit. Thuc té, ngudi ta it khi st dung
don vi ma ding byte. Xem bang bén dudi dé thdy cac biéu dién khic. Chan han, thé nhd
méy chup hinh 14 32GB, dia CDROM la 650MB, dia DVD la 4.3GB, dia ctmg 1a 1TB.

Tén Ky hiéu Gi4 tri
201

Byte B =8hit

KiloBy KB =2'"B=1024Byt
te e

MegaB MB = 1024
yte KB=2%B

GigaB GB =1024
yte MB=2*B

TetraB TB =1024GB=2"B
yte

Luu y : Khi dé cap dén dung luong luu trit, nguoi ta sit dung mét Kilo twong Gmg
v6i1024, str dung K viét hoa, va thuong dé cap dén byte (Vi du 1KB=1024Byte). Nhung
khi d& cap dén toc do truyén dir lidu, ngudi ta st dung Kilo twong Gmg 1000, sir dung k
viét thuong, va dé cap dén bit (vi du: 1 kbit/s = 1000 bits per second).

1.2.  Co Ban Vé Cau Tric May Tinh

Hién tai may tinh dugc chia lam céc dong:

-Desktop: may ban, it di chuyén, to, gia ré, can nguSn dién ludi, toc do cao, d&
nang cap, stra chira

-Laptop (di chuyén, stt dung pin, toc do cham hon desktop, khé nang cip va sira
chira)

Netbook: gidng laptop nhung c6 céu hinh thip, ré, thoi gian st dung pin dai,
thuong rAt nho va nhe, chi si dung cac vi¢c don gidn nhu soan van ban va duyét Web.

-TablePC: thuong khong c6 ban phim, st dung man hinh cdm ung, tbc do cham,
pin lau, thich hgp cho viéc ghi chu va duyét web.

Cac dong may tinh nay phu hgp cho mdi loai cong viéc tiy theo mdi ngudi, va
khong thé thay thé 13n nhau. Dua trén tiéu chi su dung, may tinh dugc chia thanh ba loai
chinh: méy tinh van phong, dd hoa va giai tri. Mdi hé théng duoc trang bi nhiing phan
cimg co ban 1a bo mach chii (mainboard), thiét bi xtr 1y, bd nhé (RAM), 6 ctng (hard
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disk), vo may kém bd ngudn (case), ban phim (keyboard), chudt (mouse) va man hinh
(monitor), va cai dit phin mém tuy theo cong viéc. Ngoai ra, tuy theo yéu cau cong viéc
ma moi ngudi c6 thé mua thém modem, may in (printer), may quét (scanner) va céac loai 6
dia...

Moi loai may tinh co thé c6 hinh dang hoac cAu trac khéac nhau, tuy theo muc dich
sir dung. Mot cach tong quat, may tinh dién tr 1a mot hé xir 1y thong tin ty dong gom 2

phan chinh: phan ctrng va phan mém.

1.2.1. Phéan cung (Hardware)

Phan cimg c6 thé duoc hiéu don gian 1a tat ca cac phan trong may tinh ma ching ta
c6 thé thdy hodc so dugc. Phan cing bao gom 3 phén chinh:

—  don vi xtt Iy trung wong (CPU - Central Processing Unit).

—  B6 nhé (Memory).

—  Thiét bi nhap xuat (Input/Output).

B{ xit Iy trung wong
CPU (Central Processing Unit)
Khéi diéu khién Khéi tinh toan
CU (Control AL U{Arithmetic Thié; bi
Unit) Logic Unit) — xuat
{output)

Thiét bi
nhép
put)
o T t

¥

Cac thanh ghi{Registers)

B nhd trong (ROM + RANM)
Bd nhd ngoai (dia citng, dia meém, dia CD)

o B xtr 1y trung wong (CPU)

B¢ xu 1y trung wong chi huy céc hoat dong cia may tinh theo 1énh va thuc hién cac
phép tinh. CPU c6 3 bd phan chinh: khdi diéu khién, khdi tinh toan s6 hoc va logic, va
mot sd thanh ghi. Khéi diéu khién (Control Unit) 14 trung tdm diéu hanh mdy tinh c6
nhiém vu giai mi cac 1énh, tao ra cac tin hiéu diéu khién coéng viéc cta cac bd phan khac
clia mdy tinh theo yéu cau ctia nguoi stir dung hodc theo chuong trinh di cai dat. Khéi tinh
toan s6 hoc va logic (Arithmetic-Logic Unit) thuc hién cac phép tinh s6 hoc (cong, trir,
nhan, chia,...), cac phép tinh logic (AND, OR, NOT, XOR) va cac phép tinh quan hé (so
sanh 16n hon, nho hon, bang nhau,...). Cac thanh ghi (Registers) dong vai tro b nhd trung
gian, gilp ting toc do trao doi thong tin trong mdy tinh.

Ngoai ra, CPU con duoc gin v6i mot dong ho (clock) hay con goi 14 bd tao xung
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nhip. Tan s6 dong hd cang cao thi tdc d6 xir 1y thong tin cang nhanh. Thudng thi dong ho
dugc gan tuong ximg v6i ciu hinh may va cé cac tan sé dao dong (cho cic may Pentium
4 tro 1én) 1a 2.0 GHz, 2.2 GHz,... hoac cao hon.

B vi xtr 1y thong dung hién nay c6 cac dong Core 17 (Xt 1y da nhiém bdn-hodc
tam-ludn), Core I5 (Xt Iy da nhiém bdn-hodc tam- ludng), Core I3 (Xt 1y da nhiém bon-
ludng)

. B0 nhé

Bo nhé 1a thiét bi luu trix thong tin, dugc chia lam hai loai: by nhé trong va by nhéd
ngoai.

Bo nh¢ trong gdbm ROM va RAM. ROM (Read Only Memory) 1a bo nhé chi doc,
dung luu trit cic chuong trinh hé thdng, chwong trinh diéu khién viéc nhap xuit co so
(ROM-BIOS: ROM-Basic Input/Output System). Dir liéu trén ROM dugc khong thé thay
d6i, khong bi mat ngay ca khi khong c6 dién. RAM (Random Access Memory) 13 bo nhd
truy xuat ngau nhién, dugc ding dé luu trit dit kién va chuong trinh trong qua trinh thao
tac va tinh toan. Dit liéu luu trong RAM s& mat di khi mat dién hodc tit may. Dung luong
bd nhd RAM cho cac mdy tinh hién nay thong thuong vao khoang 2GB MB, 4GB, 8GB

B6 nhd ngoai bao gdm cac thiét bi luu trir thong tin véi dung luong 16n, thong tin
khong bi mat khi khong c6 dién, c6 thé cat gitr va di chuyén doc 1ap véi may tinh. Co
nhiéu loai bd nhé ngoai phd bién nhu: dia cung (hard disk) véi dung lwong hién nay
khoang 250 GB, 500 GB, 1TB, 2 TB... Luu y la dia cing la loai b nhd ngoai mac du
chung luén duge gin bén trong may tinh. dia quang (CD-dung lugng phd bién khoang
650 MB, DVD-khoang 4.7 GB...) thuong luu trir am thanh, video dugc su dung trong cac
phuong tién da truyén thong (multimedia). Cac loai bd nhé ngoai khac nhu thé nhé
(Memory Stick, Compact Flash Card), USB Flash Drive c6 dung luong pho bién 13 4G,
8GB, 16 GB...

. Céc thiét bi ngoai vi

Thiét bi ngoai vi 1a cac thiét bi gitip may tinh két ndi, trao doi dir liéu véi thé gisi
bén ngoai. Thiét bi ngoai vi dugc chia lam hai nhom 14 thiét bi nhap va thiét bi xuat tiy
theo dit lidu di vao hay di ra may tinh. Cac thiét bi nhap gom:

-Ban phim (keyboard) 1a thiét bi nhap chuén, loai pho bién chira 104 phim chia lam
3 nhém phim chinh: nhém phim danh may gém cac phim chir, phim sb va phim cac ky tu
dac biét (~, !, @, #, $, %, ", &,

?,...); nhém phim chtrc ning gém cac phim tir F1 dén F12 va cac phim nhu



— 1 — | (phim di chuyén), phim PgUp (Ién trang man hinh), PgDn (xubng



trang man hinh), Insert (chén), Delete (x6a), Home (vé dau), End (vé cudi); nhom
phim sb (numeric keypad).

-Thiét bi x4c dinh diém (Pointing Device) nhu chudt (Mouse) dé chon mot vi tri
trén man hinh, man hinh cdm tng (Touch Screen)

-Thiét bi doc: c6 nhiéu loai nhu dau doc quang hoc (Optical- mark reader) ding
anh sang phan xa dé nhan thong tin dugc danh dAu, thiét bi doc ma vach (Barcode reader)
dung anh sang dé doc ma vach, may quét (Scanner), may anh sé (Digital camera), may
quay phim sé (Digital video camera)... May quét, may anh, may quay 1a cac thiét bi s6
hoa thé gi6i thuc.

Céc thiét bi xuat bao gom:

-Man hinh (Monitor): thiét bi xuat chuan. Man hinh pho hién tai 14 man hinh LCD
v6i do phan giai ¢ thé dat 1280 X 1024 pixel. Tuong ty véi man hinh con ¢ may chiéu
(Projector).

-May in (Printer): in thong tin ra gidy. May in pho bién hién tai may in phun, may
in laser trang den.

1.2.2.  Phan mém (Software)

Phan mém 1a cac chuong trinh diéu khién hoat dong cua may tinh nham thuc hién
yéu cau xir Iy cong viéc ctia ngudi st dung. Phan mém duoc chia 1am 2 loai: Hé diéu
hanh va phan mém tng dung. Hé diéu hanh (Operating System Software) chira tip cac
cau lénh dé chi dan phan ciing may tinh va cic phin mém tng dung lam viéc v6i nhau.
Khong c¢6 hé diéu hanh thi may tinh khong thé hoat dong dugc. Chitc ning chinh ciia hé
diéu hanh 1a thuc hién cac 1énh theo yéu cau ciia nguoi sir dung; quan 1y tai nguyén may
tinh: bd nhd, cac thiét bi ngoai vi. Mot s hé diéu hanh phd bién 1a MS Windows
(Windows 7, Vista, XP...), Linux (Unbutu, Fedora), Mac, Unix ... Phin mém tng dung
(Application Software) rat phong phu va da dang tuy theo yéu cau xir 1y cong viéc cho
nguodi st dung: soan thao van ban, tinh toan, phan tich s6 liéu, do hoa, games. Phan mém
dugc cic hing san xuat nang cap lién tuc, tuy nhién cic tinh ning chinh ciia phian mém
thuong duge giir lai nham tao sy than thién cho ngudi st dung. Mot s6 phan mém tng
dung duogc st dung rat phd bién hién nay nhu: MS Word (ché ban dién tir), MS Excel
(bang tinh), MS Access (co s& dit liéu), Corel Draw, Auto- Cad, Photoshop (d6 hoa),
Internet Explorer, Google Chrome, FireFox (trinh duyét web)...

10



Chuwong 2. MICROSOFT WINDOWS

2.1. Tap Tin, Thu Muc, O dia Va dwong Din

2.1.1.  Tap tin (File)

Tap tin 1a tap hop dir liéu dugc td chirc theo mét cau triic nao d6. Noi dung cua tap
tin c6 thé 1a chwong trinh, di liéu, van ban. MJi tap

tin dugc luu 1én dia véi mot tén (filename) thuong c6 2 phan: phan tén

(name) va phan phan loai (extension) cach nhau boi diu chim, vi du nhu:
giaotrinhCSE.docx.

Phan tén 14 phan bat budc, con phan phan loai thi c6 thé c6 hoidc khong. Phan tén
do nguoi tao tap tin dit bao gom cac ky tu chit tir A dén Z, cac chir s6 tir 0 dén 9, cac ky
tu khac nhu #, $, %, ~, ~, @, (, ), !, , khoang tring.

Phan phan loai (con goi 1a dubi file) mic dinh do chuwong trinh timg dung tao ra, 13
3 hodc 4 ky tu trong cac ky tu néu trén. Dua vao dudi file dé xac tap tin luu trir dir liéu
loai nao, v&i mot sb loai phé bién can biét nhu sau: com, exe (cac file c6 kha nang thuc
thi mot Gmg dung nao d6 trén hé didu hanh); txt (file vin ban don gian); doc (file MS
Word); xlIs (file MS Excel); bmp, gif, jpg (file a&nh); mp3, dat, wma, wmv, mov,mp4 (file
am thanh, video).

Ky hiéu dai dién (Wildcard): dé chi mot nhom céac tip tin co tinh twong dong nao
d6, ta c6 thé str dung hai ky hiéu dai dién. Dau ? dung dé dai dién cho mot ky tu bat ky
trong tén tap tin tai vi tri nd xuét hién. Dau * dai dién cho mot chudi ky tu bat ky trong
tén tap tin tr vi tri nd xuét hién.

2.1.2. Dia - thue muc

bia (Drive): O dia 13 noi luu trit thong tin phu thudc vao thiét bi luu trit va duoc
quan 1y bai MS Windows (khong phai 1a thiét bi luu trit vén doc 1ap v6i hé didu hanh).
Nhu ta di biét, may tinh dung thiét bi 1a dia ctng (hay CD, dia USB) dé luu dit liéu. Tuy
nhién, mot dia cimg c6 thé chia 1am nhiéu dia logic ( vi du nhu may tinh c6 mét HDD
dung luwong 500 GB c6 thé chia 1am 3 6 dia: dia C (100 GB) chira hé diéu hanh, dia D
(200 GB) chira tai liéu, dia E (200 GB) chira ban sao dir liéu quan trong). Mdi dia logic
déu duge MS Windows gan cho mot tén. dia A hay B thuong dung cho dia mém ma hién
nay khong con thong dung. dia C, D, E ... thuong la cac dia cting, CDROM hay dia USB.

Thu muyc (Folder/ Directory) 1a noi luu giir cac tap tin theo mot chu dé nao d6 theo
y ngudi st dung gitp dé dang quan 1y tap tin.

Trén mdi 6 dia c6 mot thu muc chung goi 1 thu myc gbe. Thu muc gbc khong co
tén riéng va duoc ky hiéu 1a “\” (backslash). Du6i méi thu muc géc cO cac tap tin truc
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thudc va cac thu muc con. Trong cac thu muc con cling c6 céc tap tin tryc thudc va thu
muc con cua nd. Thu myc chira thu muc con goi l1a thu muc cha. Thu muc dang lam viéc
goi la thu muc hién hanh. Tén cia thu muc tuén thu theo cach dat tén cua tap tin.

Puong dan (Path) dung dé chi duong di dén thu muc (hay file) can truy xuat. Khi
st dung thu muc nhiéu cp (cay thu muc) thi ta can chi rd thu muc can truy xuit. dudng
dan 1a mot ddy cac thu muc lién tiép nhau, bit dau boi tén dia, dugc phan cach boi dau \.
Vi du: D:\baitap\baibapWin\bai.docx.

2.2. Khéidong MS Windows

2.2.1.  Khéi dong va thoat khéi Windows 7

Windows 7 dugc tr dong khoi dong sau khi bat may. S& c6 thong bao yéu cau
nhap vao tai khoan (User name) va mat khau (PassWord) cua ngudi dung. Thao tac nay
goi la ddng nhap (Logging on).

dong Windows 7: Khi mudn thoat khoi Windows 7, chon nat Start-> Shut down dé
tit may. Luu ¥: trude khi Shut down, ching ta nén déng tit ca cac ctra s6 dang mo dé
dam bdo sao luu cac cong viéc dang lam.

Bén canh nat Shut down c6 mot nit miii tén chira cac tuy chon khac nhu sau:

Switch user-Chuyén d6i qua lai gitra cac tai khc Switch user
thoat cac chuong trinh va khoa tai khoan tzs;ﬁ Lock:
Khoa may tinh bang cach duwa may tinh S
vé man hinh diang nhap (nén thyc hién [Shutdonn » - 7 tinh); Restart:

Khoi dong lai may tinh; Sleep: Luu lai cac phién lam viéc, dua may tinh vé ché do tiét

kiém nang luong va cho phép hé théng hoat dong lai mot cach nhanh chong.

2.2.2.  Man hinh Windows 7

Sau khi khéi dong, man hinh Windows 7 chira nhirng thanh phan co ban nhu sau:

-Man hinh nén (Desktop) chtra cic biéu twong: My Computer: Biéu twong nay cho
phép duyét nhanh tai nguyén trén may tinh, Recycle Bin: noi luu trit tam thoi cac tap tin
va cac ddi twong da bi xo4. (Right click niit phai chudt vao Recycle Bin rdi chon Empty
Recycle Bin hodc Restore dé x6a hoan toan hodc phuc hoi cac d6i tugng). Ngoai ra, trén
Desktop con ¢ cac Biéu tuong chwong trinh khac-1a cac Shortcut: gitip ban truy nhap
nhanh mot ddi twong nao d6 bang cach Double click vao biéu tuong do.

-Thanh Taskbar: chira Start Menu, cac biéu tuong chuong trinh va ban thu nho cac
chuong trinh dang thyc thi, cing véi khay hé thong hién thi ngay gid, thiét lap am
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thanh...

Menu Start: Hau hét tat ca chic ning cia Windows duoc bd tri trong cac menu
xuét hién tir muc Start.

2.2.3.  Sw dung chwong trinh trong Windows

. Khot dong mdt chuong trinh

C6 nhiéu cach dé khoi dong mot chuong trinh tir Windows: chon Start Menu [J All
Programs [1 [Group chuong trinh] [ Tén chuong trinh tng dung. Hodc tu Start
Menulnhdp tén chuong trinh trong muc Search programs and fileslIclick chon chuong
trinh tir danh sach tim thay. Hodc double click vao Shortcut (néu c6) dé khoi dong céac
chuong trinh.

dé thoat khoi chuong trinh tng dung: Nhan t6 hop phim Alt + F4, hoic click vao
nut Close, hodac Chon Tab File[JExit.

. Tu dong chay tng dung khi khoi dong Windows

Mot s6 can dugc ty khoi dong ngay khi bat dau phién 1am viéc véi Windows. dé
thuc hién diéu ndy ta tao Shortcut ciia chuong trinh d6 trong muc Start up: Click Start
Menu [ All Programs[JRight click tén Startup, chon Open dé mé ctra s6 Startup.

. Cira s6 chwong trinh

Nguoi sir dung giao tiép véi cac chwong trinh thong qua céc ctra s0, mot cira sb
chuong trinh gém céc thanh phan sau:

= @
oy f A\ 1 | S——
@uv o« D&}Q(E:] » 3_GiangDay_HK1_2010-2011 » S-oanGucTnnh! v |4yl —
L S J
File Edit View Topls Help I\
\ — 7
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Toolbar: Chura cac 1€nh thuong st dung dudi dang céc cong cu. Statusbar: Thanh
trang thai, hién thi thong tin trong ctra so.

Scrollbar: Thanh cuon, dung dé xem phén ndi dung bi che khuét.

Céc nit Minimize, Maximize, Close: Phong to, thu nho, dong cura ) chuong trinh.

) Céc thao tac trén mot cira s6

-Di chuyén cira s6: kéo thanh Title dé ctra s6 dén vi tri méi.

-Thay ddi kich thude cua cta so: Di chuyén con tro chudt dén canh hodc gbc cua
50, khi con tro chudt bién thanh hinh miii tén hai chiéu thi drag cho dén khi dat duoc kich
thudc mong mudn.

-Phéng to cira sO ra toan man hinh: click ntit Maximize.

-Phuc hdi kich thuéde trude d6 cua cira sb: click nat Restore.

-Thu nhé cira s6 thanh biéu tuong trén Taskbar: Click 1én nat Minimize
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-Chuyén d6i giita cac cira s6 cua cac ung dung dang md: dé chuyén doi giita cac
g dung nhan t6 hop phim Alt + Tab hoic chon ting dung twong g trén thanh Taskbar.

. Sao chép dir liéu gilra cac trng dung

Trong Windows vi¢c sao chép dir li€u trong mot ing dung hoac gilta cac ing dung
dugc thuc hién thong qua bd nhd dém (Clipboard). Tai mot thoi diém, bo nhé dém chi
chtra mot thong tin moi nhét. Khi mot thong tin khac dugc dua vao bd nhd dém thi thong
tin trudc do s€ bi xod. Khi thoat khoi Windows thi ndi dung trong bo nhd dém cling bi
X04.

Céc budc sao chép dir licu:

—  Chon dbi twong can sao chép.
Chon Edit[1Copy.

—  Chon vi tri can chép toi.

Chon Edit[JPaste dé chép dit liéu tir Clipboard vao vi tri can chép.

. Tim kiém dit liéu

Chtrc nang tim kiém trong Windows 7 gitp tim hau nhu tat ca nhiing gi ¢6 trén PC
clia ban mot cach nhanh chéng va dé dang. C6 nhiéu cach dé tim kiém, ngudi ding ¢ thé
st dung Search box & Start Button, Search box trong thu muc hay thu vién...

. Tim kiém bang Search box & Start Menu

Click chudt vao Start button[]Search va nhap tir hay bd phan cuda tir can tim vao
Search box. Két qua s& dugc xuét truc tiép 1én Start Menu.

. Tim kiém bang Search box ¢ thu muc

Mé¢ 6 dia, thu muc hay thu vién noi m*" et E@ arch box

tir hay b phan cua tir can tim. (c6 thé bod o
modified hay SiZE). Add a search filter

Date modified: | Size:

pon Date

o
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2.3. Quin Ly Va Ciu Hinh Ciia Windows

Control Panel 12 noi quan 1y cdu hinh ctia hé théng mdy tinh, mé tir menu
Start[Control Panel. Thuong thi man hinh Control Panel hiéu thi dudi dang Category (&
muc View by). Ngudi dung c6 thé chon dang Large icons/Small icons. Trong muc nay
ngam hiéu 1a chung ta dang mo sén ctra s6 Control Panel. Hoc vién tu tim cac chic ning
mo ta sau bang cach sir dung chire niang tim kiém.

2.3.1. Quan ly Font chir

Dung chure nang Fonts dé cai dat thém hodc loai bo céc font khong str dung. Chon
cac font can x6a, bam phim Delete dé x6a font. d& thém font chit méi: Copy font can
thém vao va Paste trong folder Fonts.

2.3.2.  Thay déi thudc tinh ciia man hinh

M¢ man hinh Personalization (hodc R_Click trén Desktop, chon Personalization).

Tir man hinh nay chung ta c6 thé thay doi:

Desktop Background: anh nén cho Desktop bang cach Click chon anh ¢6 sin hoic
kich nat Browse dé chon tap tin anh khac.

Screen Saver: Thiét lap ché d6 bao vé man hinh, déng thoi ¢ thé cai Password dé
bao vé

phién Iam viéc hién hanh.

Windows Color: Thay ddi mau sic, Font chit va c¢& chit cua cac Tab, Shortcut,
Title bar,

Sounds: cho phép thiét 1ap am thanh phat ra khi Windows thyc thi déng/mé ciia so,
tat/khoi dong hé thong.

Theme: mdt tdp hop nhitng yéu t6 tao nén giao dién cho may tinh gdm cac hiéu
ung dd hoa, 4m thanh, mau sic, con chudt, hinh nén.. Ttc 1a thay vi thay dbi trng muc
Desktop Background, Windows Color. Sounds..., chiing ta c6 thé chon theme

Change the visuals and sounds on your computer

Click a theme to change the desktop background, window color, sounds, and screen saver all at once.

My Themes (1)

Unsaved Theme
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2.3.3. Thay d6i dd phan giai, ché 46 mau

Do phan giai cang 16n thi man hinh cang hién thi nhiéu thong tin nhung cac ddi
tugng trén man hinh s& thu nho lai. Cac ché do phan giai man hinh théng dung la
640x480, 800x600, 1024x768.... Tuy theo loai man hinh va card man hinh ma c6 thé thiét
1ap do phan giai, ché d6 mau khac nhau.

Ché d6 mau cang cao thi hinh anh cang dep va rd nét. Cac ché do mau phd bién 1a
256 mau (8 bits), 64.000 mau (16 bits), 16 triéu mau (24 bits).

dé thay d6i d6 phan giai: mé muc Adjust screen resolution. Chon muc Resolution
dé thay d6i d6 phan giai man hinh, sau d6 bam nut Apply. Luu ¥: néu ban chon phan giai
khong phut hop, man hinh s& khong hién thi gi. Khi d6 dimg bam phim nao va chi cn chd
mot gidy lat, man hinh s& quay vé ché d6 ban dau.

dé thay d6i ché d6 mau: tr man hinh Adjust screen resolution, chon Advance
settings] Monitor(]Colors dé thay d6i ché d6 mau

2.3.4. Loai boé chwong trinh

Dé loai bo céc chuong trinh khong con st dung, ta thuc hién:

M6 muc Programs and Features, chon chuong trinh can loai bo va clik nit
Uninstall.

2.35.  Céau hinh ngay, gio' h¢ thong

Ban c6 thé thay d6i ngay gio cta hé thong bang cach D_Click 1én biéu tuong dong
ho trén thanh Taskbar hodc chon muc Date and Time tir Control Panel. Ttr man hinh Date
and Time cho phép chiing ta: Change date & time: Thay doi ngay, thang, nam, gio, phut,
gidy; Change time zone: Thay d6i mui gio, cho phép chinh lai cac gia tri mai gio' theo khu
vue hoic theo tén cc thanh phd 16mn.

2.3.6. Thay d6i thudc tinh ciia chudt

Thay dbi thudc tinh cta ban phim: Tir muc Mouse cho phép thay dbi téc do di
chuyén ciia con tro chudt & muc Motion trong thé Pointer Options, thay dbi tbc d6 nhan

phim double click & muc Double-click trong thé Buttons.

2.3.7. Thay d6i thudc tinh viing mién (Regional Settings)
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Pé thay ddi cac thudc tinh nhu dinh dang tién té, hién thi ngay gio, don vi do

luong,.. theo khu vuc ching ta stir dung, chon muc Region and Language.

;] Region and Language @
Formats | Location I Keyboards and Languages | Administrative
Format:
[English (United States) -

Date and time formats

Short date: [dd/MM/yyyy -
Long date: [ dddd, MMMM dd, yyyy - |
Short time: [ tt ~|
Long time: [immss tt ~|
First day of week: | Sunday -

What does the notation mean?

Examples

Short date: 04,/01/2011

Long date: Tuesday, January 04, 2011
Short time: 4:08 PM

Long time: 4:08:12 PM

’ Additional settings...

Go online to learn about changing languages and regicnal formats

[ ok ][ canced || 2eely

Thé Formats: Cho phép dinh dang hién thi cac thong s6 ngay thang, tién té, sd theo
ving mién (quoc gia), .... Ngudi dung c6 thé chon nut Additional settings dé tuy y thay
d6i thiét 1ap veé:

—  Number: Thay ddi dinh dang sd, v&i cac myc co ban: Decimal sym- bol (ky
hiéu phan cach hang thap phan); No. of digits after decimal (s6 cac sd 1é & phan thap
phan); Digit grouping symbol (ky hiéu phan nhém hang ngan); Digit grouping (s6 ky sd
trong mot nhom (mic dinh 1a 3); Measurement system: (hé thong do ludng nhu cm, inch)

—  Currency: Thay d6i dinh dang tién té ($,VND,...).

—  Time: Thay dbi dinh dang thoi gian theo ché do 12 gio hay 24 gio.
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—  Date: Thay dbi dinh dang hién thi ngay thang.

Thé Location: Thay ddi thudc tinh vung, viéc chon mot vung nao doé s€ kéo theo su
thay d6i thudc tinh ciia Windows.

Thé Keyboards and Languages: Cho phép thiét 1ap mdi quan hé giita ban phim va
ngon ngtt dugc nhap vao.

Thé Administrative: Thuc thi dinh dang hién hanh cho cac tai khoan khac hodc tai
khoan mai.

2.3.8.  Thiét 1ap hién thi tip tin, thu muc an

Chon muc Folder Options, chon thé View. Tir muc Hiden files and folders, chon
muc Don’t show hidden files, folders, or drives néu mudn khong hién thi tap tin, thu myc
hay b dia an, chon muc Show hid- den files, folders, and drives néu muén hién thi tap tin,
thu muc hay 6 dia an.

2.3.9. Gadgets

Gadgets 1a nhitng tién ich ma Windows 7 cung cip cho nguoi dung dé hién thi
nhanh mot sé thong tin can thiét ra man hinh Desktop nhu déng ho, lich, thoi tiét hay
thong sb tai nguyén dugc st dung. ..

Chon muc Desktop Gadgets, kéo cac gadget can hién thi ra Desktop. dé bo gadget
trén desktop, chi can bidm nat X bén canh.

2.3.10. May in

Véi mot sé may in thong dung thi MS Windows di tich hop sin chuong trinh diéu
khién (driver) cho may in, néu khong ching ta phai cai dat driver kém theo may in. Tuy
nhién chiing ta cling nén cai dat driver cung cip theo may ngay ca khi MS Windows da
tich hop nham duoc hd tro tot nhat theo hing san xudt may in. Viéc quan 1y may in duoc
thuc hién tr myuc View devices and printers.

dé cai dat thém mdy in: Tir clra s6 View devices and printers chon nut Add a
Printer, xuat hién hop thoai Add Printer. Sau d6 1am theo cac budc huéng dan cia MS
Windows.

dé loai bo may in da cai: Tur cira s6 View devices and printers chon nit Add a

Printer, R_click trén may in twong tng, va chon menu Remove device.
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dé thuc hién in 4n mot tai lidu ra giéy: tor chuong trinh Ung dung chon muc Print

(thudng & trong menu File véi biéu tugng hinh may in). Khi d6 hop thoai Print xuét hién.

Tuy theo phian mém st dung ma hop thoai nay cé thé khac nhau,

chtrc nang chinh nhu sau:

Printer
Mame: ._2‘;" Microsaoft Office Document Image Writer A
Status: IC!|E ) } ; Find Printer. ..
Type: Microsoft Office Document: Image Writer Driver
where: Microsaft Document Imaging Writer Pork: |:| Prink ka File
Comment: [ Manual duplex
Page range Copies
@ al Mumnber of copies: ES
O Current page
() Pages: 1: Collate
Enter page numbers andfor page ranges '
separated by commas, For example, 1,3,5-12
Print what: | Document w Zoarm

} Pages per sheet: 1 ~
Print: All pages in range P LT Bl page

Scale to paper size: | po Scaling R
= Come )

Printer

Chon may in muén st dung. Co thé chon
may in 4o

(nhu Microsoft XPS Document Writer,
Primo Pdf...) dé tao ra file xps hay pdf twong

ung.

Range

Page

Chon pham vi mudn in: toan bd (All),
trang hién hanh (Current page), vung tai li¢u dang
chon (Se- lection), trang in (Page) — nhép s trang
mudn in, hodc nhiéu trang in cach nhau bédi dau
phéy, hodc diu — dé in lién tuc nhiéu trang (vi du:
2;4,5;9-

12;15-20).

Copy

Number of

SO ban in

Sheet

Paper per

S6 trang in trén mot mit gidy

nhung nhiing
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