Giao trinh tin hoc can ban

PHAN I
BAI 1. KHAI QUAT VE MAY TINH DIEN TU
I. Phén ciing:
1. DPon vi xii 1y trung tAm: (Central Processing Unit - CPU):
- CPU dugc vi nhu b nio ctia mdy tinh. CPU ¢¢ hai chijc ning chinh:

+ Diéu khién.

+ Tinh toan.
* B didu khién nhap xuit: Nhim gidi ma 1énh va tao ra cdc tin hiéu diéu khién cac bo
phan cta may tinh. Diéu phdi cac hoat dong cta cac thiét bi nhap xudt, nhan di kién
va xti ly dd kién, hién thi thong tin va luu tri thong tin.
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* BO s6 hoc va Logic: Thuc hién cdc phép toan s6 hoc va logic cua b diéu khién
g
chuyén sang.

2. B nhd:
a. B6 nhéd ROM (Read Only Memory):

La bd nhd do cac hing san xuét tao ra, ta chi st dung ma khong thé thém hay xo4,
ROM con goi 12 bd nhd chét. ROM c6 tac dung dung dé khéi dong mdy, kiém tra cAu
hinh mady, tao su giao tiép ban dau gilia phan cling va mém cta hé thong (Hé diéu
hanh).

b. B6 nhé RAM (Random Access Memory):

Thong tin trén RAM dudc hinh thanh trong qua trinh truy cdp cla ngudsi dung déi
v6i mdy tinh, tic la chda dif liéu dang lam viéc. Khi tit may, RAM khiac ROM la
thong tin trén né s& mat di tt cd. CS thé ghi, doc hay xo4 trén RAM trong qué trinh
lam viéc.

3. Céc thiét bi ngoai vi :
a. Thiét bi nhép:

+ Ban phim (Key Board).

+ May quét (Scaner).

+ Chudt (Mouse).
b. Thiét bj xu4t:

+ Man hinh (Monitor).

+ May in (Printer).
c. Thiét bi Iuu trif : Thiét bj luu tri thong dung hién nay la dia i, dia t dugc lam tu
chét déo (dia mém), hay kim loai (dia cting) ma trén dé cé pht mét 16p vt liéu c6 kha
ning nhiém tii. Pia tf chija thong tin trén cdc dudng tron dong tam goi 1a Track, mot
track dugc chia thanh nhiéu Sector (cung).
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+ Dfa cing (HardDisk): La dia dugc ldp c6 dinh trong may tinh, dia ciing
thuong c6 dung lugng 16n hon rat nhiéu so vdi dia mém, cd rat nhiéu loai dia cing
khac nhau vdi cac dung lugng luu trif khac nhau. Téc do truy cdp dén dia cing nhanh
hon nhiéu 14n so véi dia mém. Dia cting ¢6 tén quy dinh 1a C, D, E...

+ Pia mém (Diskette): dia mém thudng c6 16p vd boc hinh vudng bén ngoai, c6
2 loai dia mém: loai dudng kinh 3,5 inches va loai dudng kinh 5,25 inches.

Mot s6 dia mém thudng st dung hién nay:

Dudng kinh Bytes / Sector | Sector / Track Track Head | Dung lugng
5 1/4 inches 512 9 40 2 360 KB
5 1/4 inches 512 15 80 2 1.2 MB
3 1/2 inches 512 9 80 2 720 KB
3 1/2 inches 512 18 80 2 1.44 MB

Vay dung ligng dia phu thudc vao :
- S6 Bytes trén mdi Sector.

- S6 Sector trén mdi Track.

- $6 Track trén m&i mit dia (Head).
- S8 cdc mit dia dudgc st dung.

I1. Phén mém:
1. Ngon ngti may:

Ngon ngif may dua trén hé dém nhj phan (hé dém chi c6 hai gid tri 12 0 va 1). May
chf ¢6 thé "hiu" hai gia tri 1a On hay Off. Dai dién cho hién tugng dién thé cao 1a On
tic c6 gia tri 1a 1 va Off dai dién cho hién tugng dién thé thap hay bing 0 tiic ¢ gi tri
la 0.

Dua trén nguyén tic d6, ma ta tao dudc ngon ngli may. Cac 1énh diéu khién may chi
chiia mot chudi chi thi ¢ gid tri 12 0 hay 1.

2. Ngon ngti Assembler:
Day 1a mot ngdn ngi cap thip, dung dé dich chuong trinh viét bing chif viét sang
ngdn ngti may (ky hiéu ngdn ngli may bang chi viét).

3. Ngb6n ngii bic cao:

Ngon ngii bac cao cling la nhiing ngon ngli dung dé tao cac phdn mém cho may
nhung c4c cau lénh gan véi ngdn ngili con ngudi va dé dang st dung hon nhiéu so véi
ngdn ngti cap thap. Vi du: Pascal, Foxpro, C, C++, .v.v.

4. Cac chuong trinh ung dung:

- Céc trinh xti 1y vin ban: VRES, BKED, ... (Viét Nam), WordPerfect, WordStart,
Microsoft Word, .v.v.

- Cdc chuong trinh xii ly bang tinh: Lotus, Quattro, Excel, .v.v.

- Cac chuong trinh xti ly d6 hoa: AutoCAD, Corel Draw, 3D Studio, Xara3D .v.v.
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- Ché ban dién t: Trinh bay ban in, thudng dung tai cdc nha in 4n. Vi du: Ventura,
PageMaker,.v.v.

oVo
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BAI 2. NHUNG KHAI NIEM CG BAN
&
HE DIEU HANH MS - DOS

I. Tap tin (File):
1. Khai niém:

La tap hop nhiing thong tin vé mot loai ddi tugng dung cho mdy tinh va dudgc luu tri
trén bd nhd thanh mot don vi doc 1ap. Co hai loai tap tin la tip tin dd liéu va tap tin
chuong trinh.

2. Tén tip tin:

Tén tap tin gdm c6 hai phan, phan tén chinh va m§ rong. Tén tap tin khong dudc c6
khoang cach gitia cac ky tu, ky tu dau khong dudc chia ky tu tring.

- Phan tén (File Name): Bit budc phdi co, tén chinh tdi da c6 8 ky tu.

- Phin md rong (Extension): Phin mé rong c¢6 thé c6 hodc khong, dung dé€ dinh loai
tap tin. Vi du: File vin ban thudng c¢é phan mé rong 1a .DOC, .TXT, ...Phan md rong
c6 téi da 3 ky tu va dudc tach vdi tén chinh bing dau ' . '. Vi du: GiayMoi.DOC. Ngoai
ra, h¢ diéu hanh ¢ mot sé tap tin c6 phan mdé rong dé chi cac thiét bji ngoai vi ma ta
khong duge dit trung tén la PRN, COM, LPT, CON, AUX, SYS,...

I1. Thu muyc (Directory):

D€ tao su d& dang va thu4n tién trong viéc quan ly va truy xuét nhanh dén cac tap
tin, MS - DOS cho phép t8 chiic cac tip tin trén dia thanh tting nhom, cach t3 chic nay
goi 1a thu muyc.

M&i 6 dia trén mdy tuong ung véi mot thu muc va dudce goi 1a thu myc gbe. Trén
thu muc gbc ¢6 thé chia cac tap tin va cac thd muc con (Subdirectory). Trong mdi thu
muc con d6 lai ¢6 thé chifa cac tap tin va cac thu muc con khéc, cdu tric nhu vay dudc
goi la cly thu myc.

Thu myc hién hanh (Working Directory), la thu muc ma tai do chung ta dang lam
viéc, tiic 1a vi tri nhap nhdy cta con trd.

Thu muc réng (Empty Directory) la thu myc ma bén trong né khong cé chiia tap tin
hay thu myc nao.

@ Vi du: hinh thiic logic cia mot cay thu muyc:

C:\>
— GIAOTRINH
— TOAN
— HINH . DOC

—— DAISO . DOC
L GIAITICH . DOC
- VANHOC . DOC

—— SUHOC . DOC
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IIL. Pudng dén:
DE truy cap dén mot thu muc con hay tap tin, ta cAn phai c6 cac thong tin sau:
Tén 6 dia - tén thu muc - tén tap tin d6i tugng
Cac thong tin trén dudc trinh bay theo cac quy udc nhat dinh va dudc goi 1a dudng din

(Path).
@ Vi du: C:\ GIAOTRINH \ TOAN \ HINH .DOC
Theo nhu vi du trén: -"C:\" 1a tén 8 dia.

- GIAOTRINH la thu muc con cta 6 dia C.
- TOAN Ia thu muc con cia GIAOTRINH.
- HINH .DOC la tap tin thuoc thu muc TOAN.
& Vay dudng dan dén tap tin HINH.DOC la C:\\GIAOTRINH\TOAN\HINH .DOC

IV. Céc ky tu dai dién:

Ky ty '*': Dai dién cho nhiéu ky ty ké tii vi tri nd diing.
Ky td '?": Dai dién cho mdt ky tif tai vi tri no diing.

@ Vi du: Trong may co cac tap tin sau

@ vanbanl .txt

@ baitapl.doc

@ baitap2.doc
Vay:

Khi ta tim theo diéu kién " *.txt " thi mdy s¢ liét ké tap tin@

Khi ta tim theo diéu kién " *.doc " thi may sé liét ké tap tin@ V@

Khi ta tim theo diéu kién " b*.* " thi mdy sé liet ké tap tin (2) va(3)

Khi ta tim theo diéu kién " baitap?.doc " thi may s¢ liét ké tap tin@ va @
V. Gidi thiéu Hé diéu hanh:
1. Khai niém:

La hé théng cac phin mém co sé diéu khién moi hoat dong clia mdy tinh va cdc
thiét bj ngoai vi.

Hién tai, c6 nhiéu hé diéu hanh cho nhiéu hé may tinh khac nhau nhu hé diéu hanh
mang Novell, Unix, Windows NT, dé6i véi may tinh c4 nhan (Personal Computer -
PC) thi hé diéu hanh thong dung nhét 1a hé diéu hanh cia hang Microsoft (MS - DOS,
Windows) va hang IBM (PC DOS).

Hé diéu hanh thudng dugc Iuu trii trén dia cting hodic dia CD vi hé diéu hanh thudng
c6 dung lugng 16n. Tuy nhién, d& khdi dong (Boot) mdy tinh ta cliing c6 thé dung mot
dia mém ¢4 chua céc tap tin hé théng dé€ khéi dong.

C4c tap tin hé théng nay gom :

- MSDOS.SYS
-10.SYS
- COMMAND.COM
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2. Chiic ning;:

Hé diéu hanh thudng ¢ cac chiic ning co ban sau:

- Diéu khién céc thiét bji bao gém ca viéc dua mdy tinh vao hoat dong tic khéi dong
may.

- Quan ly va phan phdi bd nhd.

- Diéu khién viéc thuc thi chuong trinh.

- Quan ly théng tin va viéc xudt nhap thong tin.

3. Khéi dong mdy tinh:
a. Khai niém:

Khéi dong mdy tic 1a dua may vao hoat dong, kiém tra cac thiét bi (bo nhd trong,
cac thiét bj ngoai vi) va nap hé diéu hanh vao bd nhé trong.

b. Céc phuong phdp khdi dong mdy tinh:
* Khéi dong ngudi: Khéi dong nguoi tiic 13 khédi dong tii trang thai may dang nghi.

+ Khéi dong tir dia cting: tiic 1a trén dia cling clia mdy da c6 sin hé diéu hanh, ta
mé cong tic dién man hinh va ké tiép mS cong tic Power mdy chinh (CPU).

+ Khéi dong ti dia mém: DE khéi dong tii dia mém, ta phai dua dia mém cé
chida chuong trinh khéi dong vao 6 dia mém, céc thao tac ké tiép tuong tu nhu khéi
dong tu dia cuing.

* Khéi dong ndng: tiic 1a ta khéi dong lai mdy khi may bi treo hay gip 16i.

+ Khéi dong tui dia cting: Ta 4n t6 hop phim Ctrl - Alt - Del hoic 4n mit Reset
trén may.

+ Khéi dong tif dia mém: Dua dia mém vao 6 dia mém va 4n to hop phim Ctrl -
Alt - Del hoic 4n nut Reset trén may.
Y Chd y: Sau khi 4n nut Power mdy bit dau tim cac tap tin hé thong trén dia, néu
khong tim thidy mdy sé thong bao nhu sau : "Non - System disk or disk error , Replace
and strike any key when ready.". Truong hop nay, néu cé dia A trong 6 dia thi ban
kiém tra xem dia A hdng hodc thiéu cac tap tin hé théng nao. Néu khong ¢ dia A
trong 6 dia, kiém tra diy ndi 6 dia cing va mainboard.

IV. Cac don vi tinh trong tin hoc:
Pon vi Byte: Chiia mot ky t s6 tii 0 .. 9, hodic mot ky tu tii A ..Z hodc nhiing ky tu
dic biét nhu: %, @, 2, !, $, ... thi goi 1a mdt byte.
@ Vi du: "Chao cac ban !" = 14 bytes (ky tu tring cling 12 mét loai ky tu).
Ngoai byte, con co cac don vi khac:

- Kilo byte (KB): 1KB = 1024 Bytes.
- Mega byte (MB): IMB = 1024 KB.
- Gigabyte (GB): 1GB =1024 MB.
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BAI 3. CAC LENH CUA HE DIEU HANH MS - DOS
I. Cac quy udc chung:

<> Dung cho phan bt budc khi go 1énh.

[]: Dung cho phan khéng bt budc khi go 1énh.
< Enter > hoiic 8  Chi sy 4n phim Enter d€ thi hanh Iénh.

Y Cach go 1énh:

- Gitfa phan tén 1énh va phan chon phai cdch nhau it nhat mot ky tu tring.

- Lénh bt dau ttf ddu nhic ctia DOS (diém nhip nhdy trén man hinh).

- Sau khi g6 xong 1énh 4n phim Enter dé may thuc hién 1énh.

- Khong phan biét chii hoa hay thudng.

- Trong cAu 1énh, c6 thé st dung ky tu dai dién 1a " * " hodc " ? " cho phén tén hay
phin mé rong. Ky tu " * " dai dién cho tui khong dén 8 ky tu, ky tu " 2 " dai dién cho
mot Ky tu.

I1. Lénh néi trd va 1énh ngoai tru:

Nhiing 1énh dugc mic dinh chuyén tif dia vao bo nhd goi 1énh néi trd, con lai la cac
1énh ngoai tru, 1énh ngoai tri 1a 1a cac 1énh khi cin thyc hién méi chuyén vao bd nhd.
1. Lénh noi tra:

a. Lénh VER (Version): Dung dé xem phién ban ctia hé diéu hanh

Cu phap: VER < Enter >

b. Lénh CLS (Clear Screen): Dung dé xod man hinh va dua ddu nhic vé phia trén trai
man hinh.
Cu phap: CLS < Enter >

c. Lénh DATE: Dung dé xem hoic ddi ngay hé thdng.

Cu phap: DATE < Enter >

Y Chi y: Sau khi goi thuc hién 1énh nay, may sé bdo ngay hé théng theo dang mm -
dd - yy (thang - ngdy - nim). Néu mudn hiéu chinh lai, ta nhap lai § dang tuong ty
hozc 4n Enter néu chi muén xem ma khong hiéu chinh.
d. Lénh TIME: Dung dé xem hosc déi gid hé thong.

Cu phap: TIME < Enter >

Y Chd y: Sau khi goi thuc hién 1énh nay, mdy sé bdo gis hé thdng theo dang hh :
mm : ss .ps (gid:phut:gidy:mili gidy). Néu muén hiéu chinh lai, ta nhap lai 6 dang
tuong ty hodc 4n Enter néu chi mudén xem ma khong can hiéu chinh.
e. Lénh PROMPT: Dung dé thay d6i ddu nhic hé diéu hanh.

Cu phap: PROMPT [ $ Text ] [ $ Option ] < Enter >

Trong do:
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- Text: Chi dinh ky hiéu hay chudi ky tu dung lam d4u nhic mdi thay cho dau
nhic ci.
- Option: Céc ky hiéu sau ddu nhic, c6 thé két hop cac ky hiéu nay vdi nhau, gém:

Q" = g 3
T"" gio d"" ngay
V™" Version g'" >
L* < p""  Thumuc 8 dia hién hanh
N *"  Tén 6 dia hién hanh b*™ dau"."

@ Vi du:

Lénh Prompt $p$g """ C:\>"
Lénh Prompt $t$g """ 8:45:20.55>"

f. Lénh MD (Make Directory): Dung dé tao mét thu muc mdi.
Cu phap: MD [ 6 dia | [ Thu muc ] < Tén TM > < Enter >
- [ 6 dia]: Tén 6 dia chiia thu muc can tao.
- [ Thu muc ]: Thu muc cha chia thu muyc cén tao.
- [ Tén TM ]: Tén thu muyc can tao.

@ Vi du:

C:\>MD TINHOC < Enter > "" tao thu muc TINHOC trong 6 dia C

C:\>MD TINHOC\CANBAN *"" tao thu muc CANBAN trong thu muc TINHOC.

Y Chi y: Néu mdy bao Unable to create directory thi ta kiém tra lénh sai quy cach &
dau dé stia lai cho dung.

g. Lénh CD (Change Directory): Dung dé chuyén déi thu muc.
Cu phép: CD [ 6 dia] [ dudng din ] < Tén thu muc > < Enter >
- [ 6 dia]: Tén 6 dia chiia thu muc can chuyén dén.
- [ dudng din ]: dudng din dén thu muc cha chiia thu muc can chuyén dén.
- < Tén thu muc >: Tén thu muc can chuyén dén.

@ Vi du: Trong 6 dia C di c6 thu muc Tinhoc, néu ban g6 1énh:
C:\> CD Tinhoc < Enter >
Luc nay, ddu nhic tr§ thanh "C:\ Tinhoc > ", tiic thu muc hién hanh 1a Tinhoc.
Ngoai ra con co cac 1énh:
CD\< Enter >: Dung dé thoat vé & dia gdc tai bat ky thu muc nao.
CD..< Enter >: Dung dé chuyén vé thu muyc cha.

h. Lénh RD (Remove Directory): Dung d€ xo4 thu muc réng. Thu muc rdng la thu
muc khong chua tap tin va thu muc bén trong no.

Cu phap: RD [ 6 dia ][ dudng din ] < Tén TM > < Enter >

- [ 6 dia]: Tén 6 dia chiia thu muc can xo4.
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- [ dudng dan ]: dudng din dén thu muc cha chia thu muc cin xo4.
- < Tén thu myc >: Tén thu myc réng can Xo4.
@ Vi duy: RD C:\Tinhoc < Enter >
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i. Lénh DIR (Directory): Dung liét ké cac tap tin hodc thu muc.

Cu phép: DIR [ 8 dia ][ dudng din ][ Tén TM ][ Tham sé ][ Thudc tinh ] < Enter >

- [ 6 dia]: 6 dia chda thu muc can liét ké.

- [ dudng dan ]: dudng din dén thu muc cha chia thu muc can liét ké.

- < Tén TM>: Tén thu myc can liét ké.
Néu trong 1énh khong c6 tén 6 dia va dudng din va tén thu muc thi may sé liét ké 6 dia
hodc thu muc hién hanh.

[ Tham s6 ] gdm mot trong cac Iya chon sau:

/P (Page): Liét ké tiing trang (va chd 4n phim bét ky dé tiép tuc liet ke).

/W (Wide): Liét ké tap tin va thu muc theo hang ngang.

/S: Liét ké tap tin, thu muc, cdc tap tin va thu muc cla cdc thu muc con bén trong
no.

/L (Lowercase): Liét ké G dang chii thuong.
[Thudc tinh] gdm céc lya chon sau:

/A (All): Liét ké tAt ca cac loai tap tin (4n, hé thong,...)

/AH (Hide): Liét ké tit ca cac tap tin 4n.

/AS (System): Liét ké tat ca cdc tap tin hé thong.

/AR (Read only): Liét ké tit ca cac tap tin c¢6 thudc tinh chi doc. Tap tin chi doc 1a
tap tin ma ta chi doc va khong thé hiéu chinh lai dudc.

/AA (Archive): Liét ké tat ca cac tap tin c6 thudc tinh Ivu trd.

/ON (Order by Name): sip xép theo bing Alphabet phan tén.

/OE (Order by Extension): sip xép theo bang Alphabet phan mé rong

/OS (Order by Size): sip xép theo do 16n tap tin (tdng dan).

/OD (Order by Date): sip xép theo ngay tao 1ap (ting dan).

@ Vi du: DIR C:\Tinhoc/P/A< Enter >: Liét ké t4 ca cdc tap tin va thu muc thudc thu
muc Tinhoc va diing tting trang mot dé xem.

C:\>DI R/P/OD < Enter >: Liét ké cc thu muc va tap tin trong 6 dia C tiing trang
mot va sip xép theo ngay tao 1ap.

j. Lénh COPY CON: Dung d€ tao tap tin tti ban phim.

Cu phap: COPY CON [ 6 dia ][ thu muc ]< Tén tap tin > < Enter >

- [ 6 dia]: 6 dia chia tap tin cn tao.

- [ dudng dan ]: dudng dan (da ton tai) dén tap tin can tao.

- < Tén tap tin >: Tén tap tin can tao.
Y Ghi chi: Sau khi < Enter > dé vao 1énh, ban bit ddu g nodi dung tap tin, gd xong
noi dung, < Enter > va luu bing cach 4n F6 hoic Ctrl - Z < Enter > d€ luu tap tin. Luu
y: khi g6 néi dung néu da 4n < Enter > d€ xudng dong thi ban khong thé hiéu chinh
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dugc ndi dung di ghi & dong trén. Trong truong hop nay, mudn hiéu chinh lai chi con
cach luu tap tin d6 va xo4 di d€ tao lai tap tin mdi.

k. Lénh COPY: Dung dé€ sao chép tap tin dén thu muc khac va cong dung thi hai dung
dé ndi hai tap tin da ton tai thanh mot tap tin thu ba.

Cu phap: COPY [ Ngudn ][ Pich ] < Enter >

- [Ngudn ]: [ 6 dia ][ dudng din ] < Tén tap tin cin sao chép >

- [Dich ]: [ 8 dia ][ dudng din ][Tén tap tin mdi]

Y Ghi chi: Véi tuy chon [Tén tap tin méi] néu cé mdy s& doi tén ci thanh méi sau
khi sao chép sang thu muc mdi, néu bd tuy chon nay mdy sé gili nguyén tén ci.
Trudng hdp ndi hai tap tin d ton tai:

Cu phap: COPY [ 8 dia ][ dudng din ] < Tén tap tin 1 >+ [ & dia ][ dudng din ] <
Téntap tin2> [ 6 dia ][ dudng din ]<Tén tap tin mSi> < Enter >

@ Vi du: Trong thu muc Tinhoc da ton tai 2 tap tin tén btl.txt va bt2.txt, bay gid ta
can ndi 2 tap tin ndy thanh mot va co tén mdi 1a bt3.txt trong cung thu muc, ta gé 1énh
sau:

1. Trudng hop ta dang diing tai 6 dia C:

C:\> Copy C:\Tinhoc\bt1.txt + C:\Tinhoc\bt2.txt C:\Tinhoc\bt3.txt < Enter >

2. Trudng hgp ta dang dung tai thu muc C:\Tinhoc:

C:\Tinhoc> Copy btl.txt + bt2.txt bt3.txt < Enter >

1. Lénh TYPE: Dung d€ hién thi ndi dung tip tin 1én man hinh.
Cu phép: TYPE [ 6 dia ][ dudng din ]<Tén tap tin cAn hién thi> < Enter >

@ Vi du: Ta can xem tap tin btl.txt trong thu muc C:\Tinhoc:
C:\> Type C:\Tinhoc\btl.txt < Enter >

m. Lénh REN (Rename): Dung ddi tén tip tin hoic thu muc
Cu phap: REN [ 6 dia ][ dudng din ]<Tén tip tin hay thu muc cin doi > <Tén tap
tin hay thu muc mdéi > < Enter >

@ Vi du: Cén ddi tén tap tin Vanbanl.doc trong thu muc Tinhoc thudc & dia C thanh
btd.doc, ta c6 thé gd mot trong hai 1énh sau:

Ren C:\Tinhoc\Vanbanl.doc bt4.doc < Enter >

Ren C:\Tinhoc\Vanbanl.doc bt4.* < Enter >

n. Lénh DEL (Delete): Dung d€ xo4 mot hodc nhiéu tap tin.
Cu phép: DEL [ 8 dia ][ dudng din ]<Tén tip tin cAn xo4 > < Enter >

@ Vi du: 1- Cén xo4 tap tin bt4.doc trong thu muc Tinhoc, ta gé 1énh nhu sau:

Del C:\Tinhoc\bt4.doc < Enter >

2- Ta cin X0a c4c tap tin c6 tén nao cling dugc mién sao phan mé rong 1a .txt trong
thu muc Tinhoc cta 6 dia C, ta g 1énh sau:
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Del C:\Tinhoc\*.txt < Enter >

2. Lénh ngoai tru:
a. Lénh DELTREE: Dung d€ xo4 cy thu muc (tiic 1a k& ¢a cac thu muc con va céc tap
tin bén trong), khong phan biét thu muyc rdng.

Cu phip: DELTREE [ 8 dia ][ dudng din ]<Tén thu myc cin xod > < Enter >

@ Vi dy: Ban cn xo4 cay thu muc Tinhoc trong 8 dia C, g6 1énh sau:
C:\>Deltree Tinhoc < Enter >
Néu dang ding tai thu muc khac 6 dia gdc ban g 1énh:
C:\>Deltree C:\Tinhoc < Enter >

b. Lénh XCOPY: Dung dé sao chép thu muc.
Cu phap: XCOPY < Ngudn > < Pich > [ Tham s6 ] < Enter >
Trong do:
<Ngudn > : [ 6 dia ][ dusng din ]< Tén thu muc cin sao chép >
<Pich> :[&dia][ dusng din ]< Tén thu muc chida thu muyc sao chép >
[ Tham sé ]: Gom mot trong cdc lua chon sau:
/E: Sao chép c thu muc rdng.
/S: Sao chép thu & cip thdp hon né va bd qua cac thu muc con réng. Néu khong
c6 tham s nay thi 1énh XCOPY chi sao chép thu muc chinh, mudn sao chép thu muc
con hogc thu muc rdng thi phai cé day di hai tham s dé.

c. Lénh MOVE: Dung d€ di chuyén tép tin hay déi tén thu muc.
Cu phap: MOVE [ 6 dia ] <Ngudn > < Dich > < Enter >
Trong do:
< Ngudn > :[ 6 dia ][ duong din ]< Tén tép tin can di chuyén >
<Pich> :[ 6 dia ][ dudng din chua tap tin chuyén dén |
@ Vi dy: + ban cin di chuyén thu myc Tinhoc trong 6 dia C sang thu muc
Nganhhoc trong 8 dia C, cach thyc hién nhu sau:
C:\> Move C:\Tinhoc C:\Nganhhoc < Enter >
+ ban can doi tén thu muc Thuchanh trong & dia C thanh Baitap, cach
thuc hién nhu sau:
C:\> Move C:\Thuchanh C:\Baitap < Enter >
Y Ghi chii: Ban c6 thé sti dung ky ty dai dién " * " va ' ?' d€ di chuyén nhiéu tap tin
cung luc.

d. Lénh UNDELETE: Phuc hdi tap tin bi xo4.

Cu phap: UNDELETE [ 6 dia ][ dudng dan ]<Tén tp tin > /LIST][/ALL]< Enter >.
[/LIST]: chi liét ké danh sach tép tin da bi xo04 c6 thé phuc hdi.
[/ALL]: Phuc hoi tit ca cac tap tin viia bi xo4 néu dudc.
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e. Lénh FORMAT: Dung dé dinh dang dia tu.
Cu phap: FORMAT < tén 6 dia > [ tham sé ] < Enter >
[/S]: dinh dang dia co chép ba tap tin I0.SYS, MSDOS.SYS, COMMAND.
COM d¢ lam dia khéi dong.
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Y Ghi chd: Pia mdi thi phai Format trudc khi st dung. Dia sau khi Format, tit ca
thong tin sé bj mat.

f. Lénh DISKCOPY: Dung d€ sao chép tii dia mém sang dia mém.

Cu phap: DISKCOPY [ 6 dia 1 ][ 6 dia 2 ]< Enter >

Trong do:

[ 6dia1]: Chi 6 dia ngudn.

[ 6 dia 2 ]: Chi 6 dia dich.

Trudng hdp mdy chi cé mot dia mém, ban thuc hién nhu sau:

DISKCOPY A: A:<Enter >

May sé dua thong bao "Pua dia ngudn vao" (Insert DISKETTE in drive A) va "4n
phim bat ky dé tiép tuc" ( Press any key to continue...) ... va "Dang doc dia ngudn"
(Reading from source diskette). Sau d6, mdy yéu cdu dua dia dich vao 6 dia A (Insert
TARGET diskette in drive A) va "4n phim bt ky dé tiiép tuc" (Press any key to
continue...)

g. Lénh LABEL: Dung dit nhan, thay doi, xoa nhan 6 dia.

Cu phap: LABEL [ 6 dia: | < Enter >
@ Vi du: Ban can dit tén cho 6 dia A la VANBAN, Iénh nhu sau:

May hién thi thong bao sau: "Volume in drive A has no label, Volume label (11
Character, Enter for none )?", Ban go ndi dung : VANBAN< Enter >

Lénh ciing c6 thé viét : Label C:Boot < Enter >, dé diit nhin cho dia C 1a Boot.

h.Lénh SYS: Dung dé sao chép céc tap tin hé théng ra dia.
Cu phép: SYS [ 6 dia nguén :][ 6 dia dich :]< Enter >
@ Vi dy: Ban mudn sao cac tap tin hé thong ra dia A, g6 lénh:
Sys C: A:<Enter >

III. T4p tin 1énh:

Khi 1am viéc véi HDH MS - DOS, céc lénh dudc thuc hién mét cach riéng 1é (sau
khi g6 1énh va 4n Enter). Ngoai cach thuyc hién cac 1énh nhu vay, ta c6 thé tao mot tap
tin gdbm cdc lénh trong nodi dung clia tap tin véi phan mé rong 1a BAT. Mudn thyc hién
tap tin lénh, ta g6 tén tap tin va 4n < Enter >.

@ Vi du:
C:\> COPY CON TapLenhl.bat < Enter >
CLS < Enter >
MD VANBAN < Enter >
MD VANBAN\HOP < Enter >
MD VANBAN\KHTHUONG < Enter >
MD VANBAN\NOIQUY < Enter >
TIME < Enter >
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7" < Enter >
Dé thuc hién tap tin trén, g 1énh:
C:\> TapLenhl.bat < Enter >

oVo
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PHAN II: TRINH TIEN {CH NC (NORTON COMMANDER)
I. Gidi thiéu:

Norton Commander (NC) la mét trinh tién ich chay trong moéi triong HDH MS -
DOS. Khi sti dung NC, ban sé cam thdy thuan tién hon rat nhiéu so véi viéc go tling
lénh mot tai ddu nhic cia MS - DOS. Chuong trinh NC 1a mot cong cu kha quen
thudc, thuan tién trong viéc quan ly thu muc va tap tin, giao dién than thién sé giup ban
d& dang hon trong cac cong viéc nhu: Sao chép, xod, thay déi, di chuyén tap tin, thu
muc...

Ba tap tin can phai cé dé khéi dong NC: NC.EXE, NCMAIN.EXE, NC.HLP.

II. Khéi d6ng va thodt NC:
Dé khéi dong NC, chuyén dén thu muc chia tap tin NC.EXE va g6 1énh :
NC < Enter >
Dé thoat khéi NC, 4n phim F10, va chon "Yes".
Sau khi khéi dong, man hinh NC thé hién nhu sau:

Arc lde
Arcsetu

drawing drawing
hung2 d hung2

Man hinh NC gdm 2 ctia s6: Left (Trai), Right (Phai). Ta ¢ thé xem man hinh tréi 1a
ngudn thi man hinh bén phai 13 dich va ngudc lai.

ITI. Céc phim chiic ning cia Norton Commander:
1. Céc phim diéu khién:

F1: Goi tr¢ giup (Help).

F2: Goi Menu ngudi st dung.

F3: Doc ndi dung tap tin.

F4: Doc va stia noi dung tap tin.
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F5: Sao chép (copy) tap tin hodc thu muc.

F6: Di chuyén (move) hodc d6i tén (rename) thu muc va tap tin.
F7: Tao thu muc (make directory).

F8: Xoa (Delete) thu muc hodc tap tin.

F9: Vao Menu hé théng (Pulldown Menu).

F10: Tho4t khoi NC (quit).

2. Céc phim di chuyén trén cita s6:

- Tab: di chuyén qua lai gitia man hinh trdi va phai.

- Mii t8n: Céc phim mii tén (& & 3 &) dung dé di chuyén gilia cac thu muc va
tap tin trong cung ctia so.

- < Enter >: D& vao mot thu muc, chuyén vét sang dén thu muc dé va an <Enter>.

- Page Up, Page Down: Dé di chuyén nhanh dén trang tridc hodc sau trong cung
clia s0.

- P& vé thu muc cha ta di chuyén vét sang dén ddu ".." trén cung va 4n < Enter >
hoic 4n to hgp phim Ctrl - Page Up.

3. Cac phim chon:

- Phim Insert: Chon / th6i chon thu muc hoac tap tin tai vét sang.

- Phim " + ": Dung d€ chon loc cdc tip tin, ta cé thé chon loc nhiéu tap tin dé€ thao tac
béng cach st dung ky tu dai dién: " * "," 2 ". Vi du: mudn chon loc cdc tap tin co tén
bt dau vdi ky ty "t", phan mé rong 1a ".doc", ta 4n phim " + ", trong hop thoai Select,
g0: t*.doc < Enter >, cdc tap tin phu hop diéu kién sé dudc ddnh ddu mau vang.

- Phim " - ": Dung d€ huy viéc chon ma tridc dé cac tap tin dudc chon bing phim "+ .
- Phim " * ":Dung d€ chon hoic huy chon tét ca cac tap tin trong thu muc hién hanh.

IV. Céc t6 hgp phim thong dung ctia NC:
- Ctrl - F1: Bat / Tt ctia s0 trai.
- Ctrl - F2: Bat / T4t ctia s phai.
- Ctrl - F3: Sép xép theo tén (Name).
- Ctrl - F4: Sép xép theo phan mé rong (Extension).
- Ctrl - F5: Sép xép theo kich thudc tap tin (Size).
- Ctrl - F6: Sép xép theo gid tao 1ap (Date/Time).
- Ctrl - F9: In viin ban.
- Ctrl - F10: Chia tap tin thanh céc files nhd (Split / Merge).
- Ctrl - Z: Hién thi ¢6 (Size) clia vin ban.
- Alt - F1: Chuyén ddi gitia cac 6 dia trong cta s trai (ké tiép st dung phim 3 &).
- Alt - F2: Chuyén déi gilia cac 6 dia trong ctia s6 phai (ké tiép st dung phim 3 &)
- Alt - F5: Nén tap tin (Compressed File).
- Alt - F6: Gidi nén tap tin (Decompressed File) da dudc nén (bang Alt - F5).
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- Alt - F7: Tim kiém tap tin (c6 thé st dung ky tu dai dién).

- Alt - F9: Bat / tit viéc mé rong khung nhin cia s6 NC theo chiéu ding.
- Alt - F10: tim kiém nhanh néi dung mét thu muc.

- Alt - va cdc ky tu: dung tim kiém nhanh thu muc hosc tp tin.

- Shift - F1: Xoa cac tap tin tam trén may.

- Shift - F4: Tao mdi tap tin.

- Shift - F10: Tuong tu F9, hién thi menu hé théng.

VI. Céc 1énh co ban trong Pull Down Menu:
DéE vao Menu, ta 4n F9.

1. Cac 1énh trong menu Left va Right:
Céc 1énh trong ctia s6 Left va Right déu ap dung nhu nhau.

a. Brief: Liét ké ngdn gon (chi hién thi tén va phin mé rong) céc Files va thu muc .

b. Full: Liét ké c4c Files va thu muc & dang day du : Tén, kich thudc, ngay gid tao lap).
c. Info: Hién thi thong tin diy du vé & dia hién hanh (trén ctia s6 Left hosc Right).

d. Tree: Chuyén khung Left hodc Right sang ché do hién thi dang cay thu muc déi vdi
6 dia hién hanh.

e. Quick View: Doc ndi dung cua tap tin.

f. On / Off: Hién thi / 4n cta s6 trai hoidc phai.

g. Sép xép thif tu cdc tap tap tin:
- Name: sip xép theo tén.
- Extension: sip xép theo phin md rong.
- Time: sdp xép theo ngay gid tao lap.
- Size: sép xép theo ¢4 tap tin.

h. Drive...: Dung dé chuyén déi 8 dia, tuong tu Alt - F1 cho ctfa s6 trai va Alt - F2 cho
clia sO phai.

2. Cac 1énh trong menu Files:

a. Help: Goi trg giup (F1).

b. User Menu: hién thi menu ngudi st dung (F2)

¢. View: Doc ndi dung tép tin (F3).

d. Edit: Doc va hiéu chinh tap tin (F4).

e. Copy: Dung sao chép thu muc hoac tap tin (F5)

f. Rename or Move: Dai tén hoic di chuyén tap tin, thu muc (F6).
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g. Make Directory: Tao mdi mdt thu muc (F7).
h. Delete: Xoa thu muc hodc tap tin (F8)
i. Split / Merge: Dung dé chia nhé tap tin (Ctrl - F10).

j. File Atrributes: Dung dé€ gan cac thudc tinh cho tap tin.
Cac thuoc tinh gdm:
- Read Only: chi doc.
- Archive: luu tra.
- Hidden: an.
- System: hé thong.
k. Select Group: Dung dé chon nhém tp tin hosic thu muc (tuong tu phim " + ).
1. Deselect Group: Dung dé thoi chon nhém tép tin hodc thu muc bing 1énh Select
Group trén (tuong tu phim " - ").
m. Invert Selection: Dung dé chon / thoi chon tAt ca cdc tap tin tai thu muc hién hanh
(tuong tu phim " * "),

n. Restore Selection: Khoi phuc viéc lua chon ké trudc.
0. Quit: Thodt khdi NC (tuong ty phim " F10 ").

oVo
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PHAN IIT: HE DIEU HANH WINDOWS '98
BAI 1. GIGI THIEU CAC PAC PIEM CUA WINDOWS '98
I. Gidi thiéu:
1. Nhiing diic diém néi bat clia Windows '98:

Windows '98 1a phién ban (Version) hé diéu hanh sau Windows '95. Hau hét nhiing
tinh ning hiftu dung mdi cia Windows '98 lam cho hé thdng may tinh hoat dong nhanh
va hiéu qua hon rt nhiéu so véi cac phién ban trude. Nhiing dic diém manh gdm:

- FAT32: Néu c6 mot 8 dia cting 16n hon 2 GB, Windows '98 d& dang quan 1y ma
khong can phai cé mot Partition dic biét.

- Kiém sodt ngudn dién: Windows '98 c6 kha ning ki€m soat ngudn dién clia may
tinh d€ c6 thé tu dong tit md theo chi dinh cia ngudi dung.

- C0 tich hgp trinh duyét Internet (Internet Explorer - IE 4.0).

- Man hinh dong: Man hinh c6 thé hién thi dudc dudi dang Web thuc.

- H§ tr¢ DVD: DVD la san pham luu tri di liéu hién dai, giéng nhu CD - ROM
nhuing kha ning luu tri 16n hon. Windows '98 ¢6 thé truy xudt DVD nhu ddi vdi CD.

2. Nhiing tién ich mdi cda Windows '98:

- TV Viewer: Néu mdy tinh c6 cai thém thiét bi bit truyén hinh (TV Tuner Card) thi
c6 thé dung Windows '98 dé xem truyén hinh.

- Improved Accessibility Options: C6 thé tao vung phdng 16n déi tugng dang lam
viéc.

- Disk Defragmenter: Thudc trinh cong cu hé thong (System Tools) giup ting téc do
st ly dia bing céch td chiic, sdp xép di lidu trén dia mot cach téi vu. Windows '98 da
dugc nang cdp d€ co thé tu dong sdp ddn cac chuong trinh thudng dung nhét vé phia
cdc cung (sector) trong cung cua dia cing.

- DriveSpace 3: Dung dé nén dif liéu clia 6 dia. T4t nhién, sau khi nén & dia, may sé
chay cham hon.

I1. Cac yéu cAu vé c4u hinh mdy d€ cé thé cai djt Windows '98:
1. C4u hinh t6i thifu: dé cai dit va st dung Windows '98, can phai ¢6 c4u hinh t6i
thiéu nhu sau:
- CPU 80486DX-66MHz.
- VGA Card (st dung cho man hinh).
- 16 Mb RAM.
- J dia cling (HDD) con tréng 540 Mb.
2. C4u hinh dé nghi:
Muén khai thac t6i da cac tinh ning manh cia Windows '98, nén st dung may co
cAu hinh nhu sau hosc cao hon:
- CPU Pentium 166MHz
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- 32 Mb RAM.
- O dia cting (HDD) 2,1 Gb.
-1-2Mb RAM VGA Card.

IT1. S} Iugc v& man hinh Windows '98:
1. Khéi dong va thoat khéi Windows '98:

Sau khi da cai dit Windows '98, mdi khi bat may Windows '98 sé tu dong dugc nap
va chay. Néu mudn khdi dong vao MS - DOS, ngay sau khi khéi dong, 4n phim F8 va
chon Command Prompt.

Dé thoat khéi Windows '98, thuc hién theo cac budc sau:

- Luu va thoat khéi (exit) tit ca cac chudng trinh dang chay.

- Click nut Start va chon Shut Down hoic 4n phim "U".

- Trong hop thoai Shut Down, co 3 muc chon:

+ Shut Down: Thoat khéi Windows.
+ Restart: Khéi dong lai may.
+ Restart in MS - DOS mode: Khdi dong tii ddu nhic DOS.

- Chon Shut Down va click OK.

- Va doi t4t mdy sau khi thdy thong bao "It's now save to turn off your computer".
Y Ghi chd: Ban khéong nén tit may (dn Power) khi chua thoat khéi Windows.

2. Cac thao tac véi chuét (Mouse):

Déi tugng lam viée ctia Windows 1a cdc ctia s6 va cac biéu tugng nén chudt 1a thiét
bi khong thé thiéu trong Windows. Thong thudng, chudt ¢6 hai phim bam: phim trai va
phim phai, biéu tuong chudt hién thi trén man hinh goi 13 tré chudt (Mouse Pointer).

Cac thao tac véi chudt:

- Click: Nhip chuét trai.

- Double Click: Nhip chudt trai hai 1an lién tiép.

- Right Click: Nhép chuét phai.

- Click and Drag: Nhip chudt trai tai doi tugng, giti va kéo di, con goi 1a ré chuot.

3. Céc thao tac vdi cilfa s6:
a. M& cifa s8: Cac trinh tng dung trén Windows thuong duge mé trong mot ctia s6. Co
nhiéu cach khac nhau dé khéi dong mét ting dung:

- Click mit Start va chon chuong trinh cin mé.

- Click bifu tugng trén man hinh (Desktop).

- Tu clia s6 My Computer, Click hay Double click (tuy theo man hinh dong hay
khong) dé chuyén dén thu muc chija chuong trinh can khéi dong (*.exe,...).

- Tu trinh duyét Windows Explorer, double click tai chuong trinh cdn mé (tap tin
*.exe).

- Click cac biéu tugng trén thanh cong cu (ToolBar).
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b. Dong ciia s6: Windows cho phép md cung Itic nhiéu ctia s6 chuong trinh, tuy nhién,
trong s6 d6 chi c6 mot cida s goi 1a hién hanh, tic 1a dang lam viéc trén ctia s6 nay. SO
clia s6 mS cang nhiéu thi tdc do truy cap cang cham di. D& ddng ctia s6, chon mot
trong cac phuong phap sau:

- Click nut Closeil trén gdc phai ctia so.

- Double Click biéu tugng ctia s6 géc trén tréi.

- Click biéu tuong ctia sé goc trén trai va chon Close.

- Chon menu File / Exit.

- Antd hgp phim Ctrl - F4 hoac Alt - F4.
c. Phéng 16n (Maximize), phuc hdi (Restore) va thu nhé (Minimize) clfa s6:

- Dé phéng 16n cia s6, chon nut Maximize |E|, dé phuc héi, chon mit Restore, Iil
thu nho, chon nit Minimize ;I trén goc phai ctia so.

- Click biéu tugng trén trai cia s6, chon Maximize, Restore hay Minimize.

- An té hop phim Alt - SpaceBar, 4n chon phim "X", "R" hodc "N" vi day la cac ky
ty dugc gach chan tuong ting véi mdi 1énh trén menu.

Sau khi thu nhé, ctia s6 chuong trinh dudc tam trd trén thanh TaskBar, néu mudn
phuc héi hodc phong Idn, right click biéu tugng trén TaskBar va chon Restore hoic
Maximize.

d. Sp xép cac cilia s6:

Dé sdp xép cac clia s6 dang mé trén desktop, right click tai ving tréng bt ky trén
thanh TaskBar, chon:

- Cascade Windows: Xép kiéu mai ngoi.

- Undo Cascade: thoi xép theo méi ngdi.

- Tile Windows Horizontally: xép ngang.

- Tile Windows Vertically: xép doc.

- Undo Tile Windows: théi sip xép.
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Y Sdp xép kiéu Cascade Windows.
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e. Chuyén d6i clia s6 1am viéc:

Tuy ta c6 thé chay nhiéu chuong trinh cung lic, nhung tai mdi thoi diém chi c6 thé
lam viéc v6i mot chuong trinh. Thong thudng, thanh tiéu dé cia cta s dang lam viéc
(Selected) c6 mau dam hon cac ctia s6 khac. Chon mot trong cac cach sau dé chuyén
doi ctia s6 lam viéc.

- Click biéu tugng chuong trinh trén TaskBar.

- Click bat ky diém nao trén ctia s6 mudn chon.

- An va gifi phim Alt, g5 tiép phim Tab cho dén khi chuong trinh cin mé duge déng
khung trén phan lya chon.

f. Thiét 1ap man hinh d6ng (Active), va man hinh dang Windows '95 (Classic):

Man hinh Active cia Windows '98 dugc thé hién gidng mot trang Web. Khi ap trd
chudt dén biéu tugng, biéu tuong sé dudc chon va sang 1én va ta chi cin click dé kich
hoat thay vi double click nhu Windows '95 (Classic). D& thiét 14p man hinh Active, ta
thuc hién nhu sau:

- Chon Start / Settings / Folder Options.

- Trong hdp thoai Folder Options, chon tab General va click Web style, click OK.

Trudng hop ban khong muén st dung man hinh Active, ma chi st dung man hinh
dang classic nhu Windows '95, thuc hién nhu sau:

- Chon Start / Settings / Folder Options.

- Trong hdp thoai Folder Options, chon tab General va click Classic style, click OK.

g. C4c thanh phin trong Start menu:
- Shut Down: Thoat.
- Log Off: Thodt khdi mang.
- Run: Chay chuong trinh.
- Settings: Thiét 1ap c4u hinh.
- Documents: Danh sdch 15 tap tin mé sau cung.
- Programs: Chua chuong trinh ting dung hay nhom cac chuong trinh tung dung.

oVo

BAI 2. QUAN LY MAN HINH WINDOWS '98

I. Taskbar va Start Menu:
1. Thiét 13p c4c thudc tinh cho Taskbar:
Thanh Taskbar gdm cdc thudc tinh sau:
- Always on top: Ludn hién thi trén cdc ctia s6 khac néu c6
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- Auto hide: Ty dong an khi khong lam viéc véi thanh tac vu (va hién thi khi dua trd
chudt dén).

- Shows small icon in Start menu: Hién thi menu trén thanh tac vu véi ty 1é nhé hon.

- Show clock: Hién thi ddng hd & géc phéi thanh tac vu.

Dé thiét 1ap cac thudc tinh cho Taskbar, click Start / Settings / Taskbar & Start
Menu hoic right click tai ving tréng trén Taskbar va chon Properties.

2. Thém, xo0a thanh c6ng cy trén Taskbar:

Right click trén ving tréng clia Taskbar, chon Toolbars:
Thanh Taskbar

|Bsan] BECDA@I Y ¥ SCOIBTW 98| [BF Microsofi . B Adobe Pho. | R[] 852 aM

- Address: Hién thi thanh cong cu dé€ nhap dia chi website.

- Links: Két n6i dén Website ctia Microsoft.

- Desktop: Hién thi cac biéu tugng trén Desktop 1én Taskbar.

- Quick Launch: Hién thj cdc ting dung chinh véi Internet va

- New Toolbar: Tao méi thanh céng cu bing cach chi dén mot thu muc bat ky chiia
cac chuong trinh.

Ngoai ra, ban c6 thé kéo biéu tuong chucng trinh dit 1én Taskbar hoic right click va
chon Delete néu mudn xoa biéu tugng trén Toolbar.

3. Thém, x04 chuong trinh 6 Program Menu:

Dé thém hodc xo0d céc bicu tuong [ P :
. By l3:-mF-uhr h el = BEEOTLeE
trong Program Menu, click Start / ENEEE T BT (Gido trinh B.T) G
Settings / Taskbar & Start Menu va [BU@ g 6t ot :
— 2] p
Chon tab S Menu Prograrns' My Metwark Cammund E VietWare 13

- Thém: Chon Add, click Browse [RESRESI & umetExplores
< — Sl Outlook Express

‘ . FERT-S 4 A . A
va double click dé dan dén tap tin can B Tusbo Cos IDE

tao 16i tat (Shotcut). g Borland Delphi 5 »
’ \ A 5 InterBase K
- Xoa: Chon Remove va ?h(,)n tén B Adobe :
chuong trinh (Shotcut) can xoa. 5 IBT Oop With Visual basic  *
Ngoai ra, cling c¢6 thé right click tai % v Exe
. , . % Visnal Basic 60
Shotcut can xoa ngay trén menu khi N A9 Moo Commander
dang m& va chon Delete. N e i b '@' Miciouoft Reference g
; " ACD Systerns
.Ej-? Settings '@ ’
4. Documents menu: % Seah b g AutoCAD R14 :
A . . 2 N Q Hel ! Vispal Bape 50
?15 tap tin khi ta mo sau cung du’(jc? 4 R.u.: A w S e
hién thi trong Documents menu. Dé o ~ A Micmsoft Web Publishing  *
210t AL tAN fi 2 A Son Uy 30 X 304
mo lai cac @p tin nay, chi can chon |Rsare | B € 5 B Lacviermasva 300 » IBTIW
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Dé xo04 cac Shotcut trong Documents Menu, click Start / Settings / Taskbar & Start
Menu va chon tab Start Menu Programs, click Clear.

II. Nén man hinh (Background):
1. Thay d6i nén man hinh:

D& thay d6i nén man hinh, right click trén ving tréng man hinh chon Properties.
Trong tab Background, click trong danh muc hién thi bén dudi d€ chon hinh anh.
Ngoai ra, c6 thé chon tap tin anh khac d€ 1am man hinh nén bing cach click Browse va
din dén tap tin anh.

Déi véi Windows '98, ban c6 thé tao nén cho man hinh 1a mot trang Web bét ky va
cac cach dng st tuong tu nhu mot trang Web binh thudng. Dé tao nén cho man hinh 1a
mot trang Web, thuc hién nhu sau:

- Right click trén Desktop, chon Properties.

- Trong tab Background, click mit Browse va din dén mot trang Web bat ky. Luu y:
Céc tap tin thudc loai Web thudng cé phan mé rong 1a htm hoic html.

Ngoai ra, trong khi dang duyét cac trang Web, néu thdy thich ta right click tai ving
trong trén trang Web va chon Set as wallpaper va trang Web sé dugc nap thanh nén
man hinh.

2. Man hinh tam nghi (Screen saver):

Dé bao vé man hinh, hé théng s& tu kich hoat va chay mét chuong trinh tam nghf
nao dé néu ta da cd thiét 1ap trong muc Screen saver. Phuong phdp thiét 1ap man hinh
tam nghi nhu sau:

- Right click trén ving tréng man hinh chon Properties.

- Click chon tab Screen saver.

- Trong danh muc Screen saver, chon mgt muc.

- Trong muc Wait, chon s phut ma Windows sé& kich hoat va chay chuong trinh
Screen saver sau khi nguici dung khong cham vao chut hay ban phim.

- click Apply hodc OK.

Ngoai ra, Windows '98 con c6 chic ning tu tit man hinh sau khoan thdi gian ma
ngudi dung thiét 1ap khi ngudi dung khong dong dén mdy. Thiét lap nhu sau:

- click Start / Settings / Control Panel. Chon Power Management.

- Trong tab Power Schemes, tai muc Turn off monitor chon mot trong cac khoan
thoi gian va click Aplly hosic OK. Néu khong muén sti dung chiic ning nay, tai muc
Turn off monitor, chon Never.

3. D6 phan gidi (Resolution) man hinh:
Do phan giai cang cao thi 4nh hién thi cang sic nét, r6 rang. DE thay d6i do phan
gidi man hinh, thuc hién nhu sau:
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- Right click tai ving tréng man hinh, chon Properties va click chon tab Settings

- Trong muc Color, thudng cé 4 ché do mau (tuy theo Card man hinh) cho man
hinh: 16 colors, 256 colors, High colors (16 bit) va True color (24 bit), thong thuong ta
nén chon High colors (16 bit).

- Trong muc Screen area, chon mot trong cdc ty 1é: 640 by 480 pixels, 600 by 800
pixels,...

4. Ché 6 hién thi cac cia s6:

Ché d¢ hién thi mic dinh cta céc ctia s6 1a nén tring, khung xam, Font MS Sans
Serif (western). Tuy nhién, ta c¢6 thé thay doi hinh thic hién thi cda céc ctia s6, cach
thuic hién nhu sau:

- Right click trén vung tréng Desktop, chon Properties / Appearance.

- Trong danh muc Schemes, chon mét trong cdc hinh thiic hién thi va click Apply
hodc OK.

5. Stt dung cifa s6 theo chii d& (Desktop Themes):

Ta c6 thé thiét 1ap nén man hinh, ché d6 man hinh tam nghi va mét s6 hinh thic
hién thi di kém theo chi dé c¢6 sdn ctia Windows '98. Cach thiét 14p nhu sau:

- Click Start / Setting / Control Panel.

- Trong ctia s6 Control Panel, chon Desktop Theme.

- Trong danh muc Themes, chon mot chii dé hién thi nao dé va click Apply hoic
OK.

- Néu muén tré vé ché do mic dinh, chon Windows Default.

6. Quan ly cac biéu tugng trén Desktop:
a. Tao bidu tugng (Shotcut) trén Desktop:

Céc biéu tugng trén man hinh déu la nhing 16i tit (Shotcut) din dén cdc tap tin
chuong trinh d€ tién st dung chu khong phai 1a tap tin nén ta c6 thé tao xo4 ma khong
anh hudng dén céc tap tin trén dia.

D€ tao mot Shotcut trén Desktop, thuc hién céc budc sau:

- Right click trén Desktop va chon New / Shotcut.

- Tiép theo, click Browse va din dén tap tin chuong trinh can tao 16i tit.

- Chon dung tap tin, click Open / Next.

- Tiép theo, d6i tén cho Shotcut néu cén va click Finish.

a. Sdp xép cac bidu tugng trén Desktop:

Right click trén Desktop, chon Arrange Icon va chon mot trong cac cach sip xép
sau:

- by Name: sép xép theo tén (ting dan).

- by Type: sip xép theo kiéu tap tin.

- by Size: sép xép theo do 16n tap tin (tdng dan).
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- by Date: sip xép theo thdi gian tao lap, hoic sti dung (ting dan).
oVo
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BAI 3. QUAN LY CAC THU MUC VA TAP TIN

I. My Computer va Windows Explorer:
1. My Computer:

Clia s6 My Computer dung dé duyét nhanh qua cdc tai nguyén trén mdy. Tuy nhién,
ta vin ¢ thé xem va lam viéc véi tiing chi tiét clia ddi tugng nhu 6 dia, mdy in, mang...
cach s dung My Computer nhu sau:

- Double click biéu tugng My Computer =>

- Double click tai mdi biéu tugng dé khdi dong. |HbaE=tates

- D€ thay doi cach hién thi cta cac bifu tugng, trén clia s6 My Computer, click vao
biéu tugng View | EF™ || trén thanh Toolbar va chon:

+ Large Icon: Hién thi I6n c4c biéu tudng.
+ Small Icon: Hién thi nhd cac biéu tugng.
+ List: Hién thi cac biéu tudng dang danh séch.
+ Details: Hién thi chi tiét cac biéu tugng.
+ As Web Page: Hién thi cdc biéu tudng dang trang Web.
Phuong phap sip xép trén ap dung tuong tu cho cdc thu muc va tap tin trong ctia s6

Windows Explorer.

2. Windows Explorer:
a. Clta s6 Windows Explorer dudc t8 chiic nhu sau:

X Exploring - C:\Computer

File  Edt Miew Go Favorntes Tool:  Help

Thanh Menu ; h
<~‘= » MWl a8 = 4 2
Back T Eonwam T Up Map  Dizconne Cut Copy Faste
Thanh cfng cu Dive ct
,—m.ﬁ.ddress (1 C:\Computer j JLinks
Thazh iz <t [ X || Name | Size] Tupe -
=) Wy Compuiter [ windows 98 File Folder
| : ﬂi@ 3% Flappy (&) =i Myngnc i 738KB  Bitnap Image | Tén tip tin
l i@ TUYEN-SCC(C) mau1 100KE  Microsoft Power :
& i cing ()| - AVISION Maume2 PSD 7IEKE P3O File
SR Computer HMN BAGEKE  Bitmap Image
— B[] Windows 98 T khanalnnn RREER  Mirmnsnft wWind 2
Mgin 2€p Dipiver ad IR | £

phe et -
Thanh trang thii Khung teil: Hin thi | | Kbung phai; Hién thindi —Ml

cEcd dh va ngdn x&p dung ngin x€p dang md

b. Chiic niing céc nit 1énh trén thanh Toolbar ctia cia s§ Windows Explorer:

=
Trang30



Giao trinh tin hoc can ban

Back Tr lai thao tac ké trudc.

=5 Forward Trd lai thao tac ké sau.

Up Trd vé thu myc cha.
Cut Cit d6i tuong dang chon va dua vao bd nhd tam.
Copy Sao chép déi tugng dang chon vao bd nhd tam.
Past Dua déi tugng trong bd nhd tam ra vi tri dudc chon.

i) Undo V6 hiéu hoa thao tac viia lam.

}(_ Delete Xo4 déi tugng chon.

Properties Xem thudc tinh déi tugng.

View Chon hinh thiic hién thi cho khung bén phai.

II. Quén 1y c4c thu myc va tap tin:
1. Tao thu myc va tim kiém tap tin:
a. Tao thu myc:
- Double click tai 6 dia hodc thu muc can tao thu muc bén trong.
- Right click tai khodng tréng trong ctia s6 My Computer hay khung phai Windows
Explorer va chon New / Folder.
- Nhap tén thu muc (cho phép ti da 255 ky t) va < Enter >.

b. Tim kiém tap tin:

- Right click 6 dia hosc thu muc cin tim kiém tap tin.

- G6 tén tap tin cAn tim vao khung Named, ¢ thé st dung cac ky tu dai dién " * ",
"9 " d& tim kiém nhiéu tap tin, click nut Find now dé bit diu tim, két qua tim kiém
hién thi & ctia s6 bén dudi.
2. Sao chép thu myc va tip tin:

D€ sao chép, ta phai chon déi tugng cin sao chép va thao tac theo cac cach sau:

1. - Right click tai d6i tugng can sao chép va chon Copy.

- Right click tai 6 dia hoic thu muc dich va chon Past dé sao chép.
2. - Gili Ctrl dong thdi click & kéo tha dén dich.
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3. - Click tai déi tugng can sao chép, 4n Ctrl - C.
- Click tai 6 dia hodc thu muc dich va 4n Ctrl - V.
4. - Saukhi da chon déi tugng, click biéu tugng Copy hodc chon menu
Edit / Copy.
- Chon 8 dia hodc thu muc dich va 4n Ctrl - V hosic chon menu Edit / Past.

3. D4i tén, di chuyén va xod thu muc, tap tin:
a. D6i tén (Rename):

Dé doi tén thu muc hodc tap tin, right click tai déi tugng chon Rename, g5 tén mdi
va < Enter >

b. Di chuyén (Move):
1- Click & drag déi tuong dén 6 dia hodc thu muc dich.
2- Right click tai déi tugng, chon Cut, right click déi tugng dich va chon Past.

c. Xoa (Delete):

1- Right click tai déi tugng, chon Delete.

2- Click chon déi tugng va an phim Delete.

3- Click chon ddi tugng, chon menu File / Delete hoic click biéu tugng xod >(

Y Ghi chii: Khi xo04, néu dong thoi 4n Shift thi tap tin sé khong thé phuc hdi dudc,
nguigc lai, ban ¢ thé phuc hdi déi tugng xo4 tui "thung rac" (Recycle Bin).
4. Phyc hdi va loai bé cac déi tugng trong Recycle Bin:

Nhu ta di biét, néu xoa ddi tugng ma khong 4n ddong thsi phim Shift thi cac doi
tugng tu dong dudc dat vao Recycle Bin.

a. Phyc hdi tiing d6i tudng trong Recycle Bin:

- Double click tai biéu tugng Recycle Bin trén Desktop, hoic click bi€u tugng
Recycle Bin trong Windows Explorer, right click tai ddi tugng can phuc hdi va chon
Restore.

b. Loai bd tiing d6i tugng trong Recycle Bin:

- Double click tai biéu tuong Recycle Bin trén Desktop, right click tai déi tugng cin
phuc héi va chon Delete va xac nhan Yes.

c. Phyc hoi tat ca cac déi tudng trong Recycle Bin:

- Right click tai biéu tugng Recycle Bin trén Desktop, hodc biéu tuong Recycle Bin
trong Windows Explorer va chon Restore.

d. Loai bd tat c4 déi tugng trong Recycle Bin:

- Right click tai biéu tugng Recycle Bin trén Desktop, hoic biéu tugng Recycle Bin
trong Windows Explorer va chon Delete va xac nhan Yes.

5. Xem, thay d6i thudc tinh (Attributes) cho cac thu myc va tip tin:
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Trong qua trinh duyét cdc thu muc va tap tin, néu ban khong thdy nhiing thu muc
hodc tap tin ma ding 1a di ton tai 1a do cac déi tugng nay c6 thudc tinh an (Hidden).
D€ hién thi cac thu muc hoic tap tin 4n, ban thuc hién nhu sau:

- Click Start / Settings / Folder Options hozc trong ctia s6 Windows Explorer, chon
menu View / Folder Options.

- Trong hdp thoai Folder Options, chon tab View va kich chon tuy chon & Show all
files, va click OK.

Dé xem hoic thiét 14p thudc tinh cho thu muc hosc tap tin, right click tai ddi tugng
va chon Properties. Hop thoai Properties hién thi nhu sau:

Filelist.doc Properties E I
General |
[@ Filelizt. doc:
Type: Ficrozoft Wword Document
Location: C:ABP
Size: 34 0kB [34.863 butez]. 36,864 butes used

M5-005 name:  FILELIST.COC

Created; Friday, February 09, 2001 3:15:05 Pk
todified: Tuesday, October 27, 1992 7:00:00 AM
Accezzed: M onday, August 13, 20071
AttribLtes: g [ Hidden

W Achive = Susien

ak, I Cancel Appl

Trong phan Atrributes, gdbm ¢ 4 thudc tinh sau:
- Read- only: Chi doc.

- Archive: Luu trt.

- Hidden: an.

- System: Hé thong.

I11. Quan ly dia va 6 dia:
1. Dt tén dia va xem cac thong sb dia:
M4 ctia s6 My Computer hoic Windows Explorer, right click tai 6 dia can thao téc:
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- Mudn thay déi tén (nhan - Label) cho dia, dit trd chudt tai muc Label va g6 nhan
cho dia va click OK.

Cac thong sb dia:

- Used space: Dung lugng dia da st dung.

- Free space: Dung ludng dia con trong.

- Capacity: Tong dung lugng dia.

2. Thao tic vdi dia mém:

Khi thao tdc d6i véi dia mém, ta ap dung tuong tu nhu dia cting, chi khac 1a dia
mém phai dugc dua tii bén ngoai vao mdi thao tac dudc.

DE copy toan bo ndi dung tii dia mém nay sang dia mém khac ma khong cin phai
tao thu muc trung gian, ta thao tac nhu sau:

- Dua dia mém lam ngudn vao 6 dia.

- Trong ctia s6 My Computer hoic Windows Explorer, right click tai biéu tudng dia
mém va chon 1énh Copy Disk.

- Click nut Start &€ may copy ndi dung vao bd nhé (va chd may doc nodi dung dia).

- Khi doc xong ndi dung dia, mdy thong bao "Insert the disk you want..." thi ban 13y
dia ngudn ra va dua dia dich vao va click OK dé may bit dau ghi.

- Khi da xong click Close.

IV. Bio quin dia:
1. Chuong trinh sia 15i dia:

Chuong trinh Scandisk sé tu dong sifa cu truc cac tap tin va thu muc néu bj 15i hodc
danh du nhiing phan bi hong (bad sector) clia mit dia. D€ khdi dong trinh Scandisk,
thuc hién nhu sau:

- Click Start / Program / Accessories / System Tools / Scandisk

- Trong ctia s6 Scandisk, click chon & dia can quét.

- Trong muc Type of test chon Standard néu muédn trinh Scandisk chi stia 16i tap tin
va thu muc, chon Thorough néu muén trinh Scandisk stia 15i tap tin, thu myc va danh
dau nhiing sector héng trén dia.

- Click chon Automatically fix errors va click Start dé bt dau stia 15i.

& ScanDisk - [C:) !IEIE

<)

Select the drive(z) pou want ta check far errars:
e [ =)
= Data [[:]

= Soft [E:) =

— Tupe of test

¥ Standard
[checks filez and falders for erors)
" Thorough

[perfarms Standard test and scans disk surface for erors) Iptiome... |
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2. Sép xép dit 1idu trén § dia:

Trong qua trinh truy cdp, ghi va xoa, thong tin trén dia sé bi phan tan khong theo
th ty, chuong trinh sip xép dia (Disk Defragmenter) sé gitp sip xép lai dii liéu trén
dia d€ mdy truy xuét thong tin nhanh hon.

Khéi dong Disk Defragmenter nhu sau:

- Click Click Start / Program / Accessories / System Tools / Disk Defragmenter.

- Trong hop thoai Select Drive, chon & dia hodc tit cd 6 dia (All Hard Drives) va
click OK dé bt diu sdp xép.

- Trong hop thoai Defragmenting Drive ..., co 3 tuy chon:

+ Stop: Duing va khong tiép tuc sip xép.
+ Pause: Duing sép xép tam thoi.
+ Show Details: Hién thi chi tiét sip xép.

Select Drive E I

YWhich drive do you want to defragment?

Copyright  * 1337-1333 Microzaft Corporation
Copyright * 19881932 Sumantec Corparation

Intel Application Launch Accelerator

it TS
oKk | Eit | Settings.. |

E 0% Complete

Stop I Pauze | Show Details |

Y Ghi chd: Trong khi sdp xép dia, ta nén dong tit ca cac chuong trinh dang chay.
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BAI TAP THUC HANH
PHAN I: HE DIEU HANH MS - DOS

1. Tao cay thu muyc sau:

C:\>
L QLHVIEN

— TINHOC
—— CANBAN
— VANPHONG

KETOAN

— KTOANTIN
— KTOANDN
——— KTOANTC

2. Trong thu muc TINHOC, tao 2 tap tin DSachl.doc va DSach2.doc vdi ndi dung tuy
chon.

3. Néi 2 tap tin DSachl.doc va DSach2.doc trong thu muc TINHOC thanh DSach.doc.
4. Di chuyén tit ca cac tap tin via tao § cau 2 va 3 vao thu muc CANBAN.
5. Dai tén tap tin DSach.doc trong thu muc CANBAN thanh DS.doc

6. Xoa man hinh va xem ndi dung thu muc CANBAN theo cac cach sau:

- Diing tai thu muc géc (8 dia C).

- bung tai thu muc KETOAN.

- Duing tai thu myc CANBAN.
7. Tao thém thu muc DUPHONG trong & dia C. Sao chép tét ca cac tip tin trong thu
muc CANBAN vao thu muc DUPHONG.

8. Xem lai ngay, gid hé théng, néu sai thi stia lai.
9. bat nhan cho dia C la Prog, sau d6 sau do xem lai nhan dia C.
10. Xoa tap tin Dsachl.doc va Dsach2.doc trong thui muc DUPHONG.

11. Xem néi dung tap tin DS.doc trong thui muc DUPHONG béng cdch ding tai thu
muyc QLHVIEN.

12. Xoa thu muc KTOANTC.

13. Sao chép tat ca cac tap tin c6 phan mé rong 1 .txt trong thu muc gdc vao thu muc
DUPHONG.

14. Di chuyén thu muc DUPHONG vao thu muc QLHVIEN.
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15. Tao tap tin Tudong.bat trong thu myc QLHVIEN vdi ndi dung Ia cac cong viéc
sau:

- Xoa man hinh

- Tao thu myuc DTVT trong thu muc QLHVIEN.

- Tao thu muc KHOA1 trong thu muc DTVT

- Tao thu muc KHOAZ2 trong thu muc DTVT

- Xo4 tit ca cac tap tin c6 phan mé rong 1a .txt trong DUPHONG.

- Liét ké ndi dung thu myc DTVT.
16. Chay tap tin Tudong.bat tii thu muc géc.

oVvo

PHAN II: TIEN ICH NC
1. Bat tit 2 ciia s0 trdi va phai.
2. Chuyén ctfa s6 trai vé thu muc gdc C, chuyén ctia s6 phai vé thu muc géc D (néu cd)

3. Tao cay thu myc sau:

C:\>
L vANBAN

— HOP
— NOIBO
L GIAOBAN

L LUONG
— N1999
L N2000
—— N2001

4. Trong thu muc HOP, tao 3 tap tin Hop12_ 8.doc, Hop26 8.doc va Hop3 9.doc vdi
ndi dung tuy chon.

5. Trong thu myc LUONG, tao tap tin LT8 2000.xls, LT9 2000.xls, LT8 2001.xls
v6i ndi dung tuy chon.

6. Xem lai cdc tap tin da tao 6 trén.

7. Di chuyén tit ca cdc tap tin trong phan tén c6 mét ky tu 1a sé 8 trong thu muc HOP
vao thu muc NOIBO.
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8. Di chuyén tit ca céc tap tin trong phan tén ¢ s6 2000 trong thu muc LUONG vao
thu muc N2000. Di chuyén tét ca cdc tap tin trong phan tén c6 s6 2001 trong thu muc
LUONG vao thu muc N2001.

9. Trong thu muc VANBAN, tao mot thu muc DUPHONG. Tim kiém trong dia C (ké
ca trong cac thu muc clia dia C) tit cd cac tap tin trong phan tén c6 ti hop va sao chép
dén thu muc DUPHONG.

10. Tim mat tap tin co tén la Readme.doc trong dia C. Sau do, chia tap tin trén thanh 2
hoic vai tp tin nhd hon va dit vao thu muc DUPHONG.

11. Tao thu muc TAM trong thu muc VANBAN. Sau dd, ndi cdc tap tin da dudgc chia &
cau 10 thanh mot tap tin hoan chinh va dit vao thu muc TAM vuia tao.

12. Thiét 1ap thudc tinh 4n cho tap tin Hop12_8.doc trong thu muc NOIBO.

oVo

PHAN III: HE DIEU HANH WINDOWS '98

1. MG 3 ctia s6 Windows Explorer, My Computer va My Documents. Phdng to, thu
nhd, phuc hdi cic ctia s6 di mé 6 trén.

2. Sép xép cac ctia s trén theo hinh mai ngdi, ngang va ding. Sau d6, dong tt ci cic
clia s6 d3 m& bing nhiéu cach khac nhau (bing phim, bing chudt).

3. Chuyén déi gitia cac ctia s6 bing chudt va ban phim (Alt - tab).

4. Tao mot Shotcut trén Desktop din dén tap tin Winword.exe dé chay chuong trinh
soan thdo vin ban. (dudng din dén File Winword.exe la: C:\ Program Files \ Microsoft
Office \ Office).

5. Thiét 1ap ki€u man hinh dong (Active). Xong lai tra vé ki€éu Windows '95 (Classic).
6. Thiét 1ap thudc tinh an cho thanh Taskbar, sau d6 cho hién thj lai.

7. Cai thém mot Shotcut dén tap tin Win98.exe trong Start menu, dudng din dén tap
tin Win98.exe la C:\ IBT \ Win98 \ Win98.exe.

8. Xo4 tat ca cac Shotcut dén céc tap tin trong menu Documents ctia Start menu.
9. Thiét 1ap lai nén man hinh 12 mot anh bét ky.

10. Thiét 1ap lai man hinh tam nghi (Screen Saver) 1a dong chi bat ky, sau d¢, huy
chon thiét 1ap nay.
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11. Thiét 1ap mot chl dé bat ky cho man hinh (stf dung Desktop Themes), chi sti dung
hiéu ting nén (Desktop WallPaper), va man hinh tam nghi (Screen Saver).

12. Sip xép cac biéu tuong trén Desktop theo tén.

13. M§ ciia s6 Windows Explorer va My Computer, chon ché d6 hién thi cho cac déi
tuong trén ctia s6 theo cdc hinh thiic sau:

- Large Icon: Hién thi 16n cac biéu tugng.

- Small Icon: Hién thi nhé céc biéu tugng.

- List: Hién thi cac biéu tugng dang danh sach.

- Details: Hién thi chi tiét cac biéu tudng.

- As Web Page: Hién thi cac biéu tuong dang trang Web.

14. Chuyén dén thu muc bat ky, vao thu muc con, tré vé& thu muc cha, thao tac nhiéu
14n cho cac thu muc khac nhau dé lam quen vdi phuong phap duyét thu muc va tap tin.

15. Kiém tra néu trong 6 dia C da ¢ thu muc QLHVIEN thi xo04 di va tao tao cy thu
muc sau:

C:\>
L QLHVIEN
— TINHOC
— CANBAN
—_ VANPHONG
KETOAN
— KTOANTIN
- KTOANDN
—— KTOANTC

16. Trong thu muc TINHOC, tao 2 tap tin DSachl.doc va DSach2.doc vdi ndi dung
tuy chon.

17. Sao chép 2 tap tin DSachl.doc va DSach2.doc trong thu muc TINHOC vao thu
muc QLHVIEN.

18. Di chuyén tat ca cdc tap tin trong thu muc TINHOC vao thu muc CANBAN.
19. Dai tén tap tin Dsachl.doc trong thu muc CANBAN thanh DS.doc

20. Xoa 2 tap tin DSachl.doc va DSach2.doc trong thu muc QLHVIEN vao Recycle
Bin, sau d6, phuc hdi lai hai tap tin nay.

21. Trong 6 dia C, tim mot tap tin ¢d tén Readme.doc, chon mot trong sé d6 va sao
chép dén thu muc QLHVIEN.
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22. Xo4 tit ca cac tap tin trong thu muc QLHVIEN véi diéu kién khong dua vao
Recycle Bin.

23. Gan thudc tinh 4n (Hidden) cho tap tin DS.doc. Chuyén vé thu muc TINHOC, sau
do lai vao thu muc CANBAN.

24. Thiét 1ap man hinh d€ an tat ca cdc tap tin ¢ thudc tinh 4n.

25. Dong tat ca cac ctia s6 dang md. Chay chuong trinh Scandisk dé quét 18i cho dia C,
ty dong stia ludn céc 16i nay.

26. Sap xép lai dii liéu cho dia C.

oVo
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