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Muc tiéu bai hoc

* cach lam viéc v&i mot cira s6 dién hinh

* thé ndo 12 tip tin hoac thw muc

* lwa chon cac tap tin hoac thw muc

May tinh
can ban

* sao chép hodc di chuyén cac tap tin hodc thuw muc
* thay ddi cach quan sat cic 6 dia, tip tin hay thw muc

Bai 2: Tap tin va Thw muc
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Xem xét mot ctra s6 Windows dién hinh Xem xét mot ctra s6 Windows dién hinh

LE aitems
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1.Back / St dung diéu hwéng tré lai hodc chuyén tiép dé hién thj cia
- Forward tap tin hodc thw muc da xem trwée do.
‘; E;v » Libraries » ~ | 49 || Search Libraries . . N o L, . “ A N o
—r— T 2. Title Bar Hién thi tén cla cic tinh ning hién dang hoat dong hoidc
| Owganize v | Newlibrary g~ 1 @ chuong trinh ttng dung.
¢ Favoites Libraries 3.Menu Bar  Hién thj tén cta trinh don tha xudng c6 chtra cac 1énh dé
B Desktop Open a library to see your files and arrange them by folder, date, and other pro.. . A . . , o .
| 6 Downloads thuc hién nhiém vu cu thé. Ban ciing c6 thé bam Alt hoac
<| Recent Places Documents N . B
N Corary F10 dé tam thoi hién thi thanh menu.
& librories & Music - | 4.Command  Cung cip cac 1énh ban c6 thé sir dung dé t8 chirc, xem, hodc
Documents & oy i : - B
o Music .
&) Pictures S Pictures
B videos &L’ Library
8 Computer 3 =
€ Network ’
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A

Xem xét mot ctra s6 Windows dién hinh

8. Control ki (Minimize) Tam thoi déng cira s6, thay né bang mot nit trén
Buttons thanh tac vu. Nhip chudt vao nut d6 trén thanh tc vu d€ mé hay
khoi phuc ctra s6 do.
i (Maximize) Hién thi ctra s6 ra toan bd man hinh.
i (Restore Down) Khoi phuc lai ctra s6 bing c& truéc khi né duoc

phéng to t&i da.
i (Close) Pong cra s6.
9. Favorite  Hién thi ciclién két dén cic thu muc hodc vi tri ban thuong str dung.
Links Nhip chudt vao mot lién két d€ di chuyén nhanh dén vi tri do.

10.

©11G Vietnafn

Hién thj cic thuw muc va 6 dia ma ban c6 thé nhip dup chudt vao dé

Thay déi kich c& cira s6

* Dat tro chudt vao bat ky vi tri nao trén vién cla ctra s6
- Khi ban nhin th4y tré chuét chuyén thanh hinh#d6i véi canh trén hay
dudi, hodc+® ddi voi canh trai hay phai, ban hay nhip chudt trai va
kéo chudt tdi khi ctra s6 dat kich ¢c& mong mudn.
- D& dai kich c& cac canh doc va ngang cung lic, dit tré chudt vao bat ki
g6c ndo clia clra s khi ban nhin thay #8 hozic 8 hiy nhap chudt trai
va kéo dén khi ctra s6 dat kich thwéc mong mudn

 Véi ban phim, nhan ALT + SPACEBAR dé kich hoat biéu
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Di chuyén cira so

* Dit tré chudt vao batky vi tri nao trén thanh tiéu dé
va sau d6 kéo ctra s8 tdi vi tri méi

9

Restore

* V&iban phim, nhin ALT + SPACEBAR ove

Size

dé kich hoat bi€u twong diéu khién = M
- Nh&n phim DOWN dé chon 1énh Move va = %~ "*
nhin phim ENTER
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Str dung thanh cuén (Scroll Bars)

* Hop cudn (Scroll Box)
- Hop cudn con dwoc goi la thumb hay elevator

- Vitri ciia hdp cudn trong viing cuén nhw H
mot thwdc do twong di vé vi tri dir lidu

dang hién thi trén ctra s6 trong twong quan | v =
v&indi dung toan clra s§
- DE&di chuyén béng thanh cudn :

- Nhip chudt vao viing mau nhat hon phia trén hay dwéi hdp cudn dé hién thi man
hinh dit liéu trwéc hay sau

©11G Vietnam
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Tim hiéu tip tin va thw muc

» Tap tin &rng dung (Application File) q
- Kiéu tap tin nay c6 nhitng chi dan rat chi tiét cho bo vi xir |£'d
1y phai thwc hién nhitng nhiém vu gi
- thuwong dwoc lwu trong mét thw muc dwoc dat tén cho chwong trinh do,
né thwdng ndm trong thw muc Program Files trong 6 cirng

» Tap tin dir liéu (Data File)

s
- Kiéu tap tin nay chira dir liéu dwgc ban nhép va lwu lai ttr mot —i]
trong cac chwong trinh ng dung trong may tinh ctia ban =
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Tim hiéu tip tin va thw muc

* Mot thu muc (folder) 1a noi chiva cac chwong trinh va cac tap tin va la
phwong tién dé sip x&p thong tin
- thw muc con (subfolder) don gian 1a mét thw muc dwoc chita trong mot thw
muc khac
- duwoc biéu dién bing mét biéu twong mau vang trong gidng nhu mot tap dung
tai lidu
» T T6 chirc cic tap tin va thw muc trén dia dwoc goi 1a mot thu muc
(directory) hodc mot cay thw muc (directory tree)
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Tim hiéu tip tin va thw muc

+ Néu ban mé ta biing 1&i n6i cach dé tim thiy tin ...

4| ¥ Documents

tin Cost of Goods :
4 || My Documents
- “Di téi Libraries, sau d6 la Documents, sau do la 4 b:r;;;lﬁevm
My Documents, sau d6 1a Annual Reports, sau do X 201
la 2012 va tai liéu Cost of Goods bén trong thw ke 22
muc 2012." %:m::mm
B)Cost of Goods

* Dé viét “ky hiéu dwong dan (path notation)” nay:
- Libraries\Documents\My Documents\Annual Reports\2012\ Cost of Goods

Tim hiéu tip tin va thw muc

* M6t may tinh Windows 7 cling cung cdp nhiéu tai khoan
nguwoi dung va tao ra mdt thw muc ngwoi dung duy nhit cho
mdi tai khoan

- Windows tw dong tao mdt thw muc My Documents trong méi thw muc
nguoi dung.

- Céac tap tin ban tao ra trong khi dang nhap vao mét tai khoan sé tw
dong dwoc lwu triv trong thw muc ngudi dung cta tai khoan

- Khong c6 gi¢i han vé noi ban c6 thé lwu trir mot tap tin, hodc s6 lwong

©11G Vietnam
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Tim hiéu tip tin va thw muc

D& bit dau lam viéc véi cac tap tin va thu muc:
- Nhép chudt vao Start va sau d6 Nhip chudt vao Computer, hoic
- Nhép chudt vao Start, All Programs, Accessories, va sau d6 Nhdp
chudt vao Windows Explorer, hoac
- Nhép chudt vao Start, go: expl vao hop Search, va Nhip chudt vao
Windows Explorer, hoac

- Nhép chudt phai vao nit Start va Nhip chudt vao Open Windows
Explorer, hodc

Tim hiéu tip tin va thw muc

o ) |
i,
6@- & » Ubraries » « [44|I[ search Libraries )
Organize v New library. =~ A @
47 Favorites Libraries
B Deskiop Open a library to see your files and arrange them by folder, date, and other properties.
18 Downleads .
%l Recent Places
| 4 Libraries ]
» [ Documents
b g Music ‘_.
] Pictures [n Pictures
» [ Videos \-\L Library
8 Computer Videos
Library
» € Network .

E -

Navigation
Pane

> (Expand)
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Tim hiéu tip tin va thw muc

Danh séich Favorites chita cic lién két téi cac vi tri ban
thwong di chuyén téi. Computer hay Network gitip ban
truy xuét dén tit ca cac thiét bi lvu trir kha dung trong
may tinh nhw 6 cirng clia may tinh, 6 dia quang hay 6 mang

Hién thi cdc thw muc hay cic ndi dung con ctia cip do nay;
ban c6 thé thdy mot vai mili tén thé nay tiy vao cach thiét
1ap c4u triic sp xép.

Cho phép ban &n cic muc con hay 1am thu gon c4u tric sdp

St dung tap tin va thw muc

* CAc tAp tin va cac thu muc c6 thé dwoc lwu va hién thi &
bat ctt dau trong Windows
- Mot biéu twgng twong tw nhu thé nay cho biét mot tap tin hay
thw muc dit liéu dwoc lwu & vi tri nay
- Néu la tap tin di¥ lidu, bidu trong thunhd & goc trenben | 1L
trai thé hién chwong trinh can st dung dé xem hay chinh 7= =
stra tai liéu do.
- Néu ban xda biéu twgng ndy thi sé x6a ludn tap tin hay thu muc thwc
su.

©11G Vietnam
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Tao cac thw muc

* D€ tao thw muc:
- Trén thanh 1énh, Nhdp chudt vao |t  hodc

- Nhip chudt phai vao vi trf (6 dia hay thw muc) trong danh sich Folders
danh cho thw muc méi va Nhip chudt vao New, sau d6 chon Folder, hodc

- Nhap chudt phai vao khoang tréng ctia O N6i Dung va Nhap chudt vao
New, sau d6 chon Folder.
* Di chuyén téi vi tri danh cho thw muc méi trudc khi kich hoat 1énh
New Folder

DA +an
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Cau hoi
1. Hay sap xé&p cac buéc dé tao va dit tén cho thu muc
2. Thuc hién x6a thue muc g6c va di chuyén dén mot vi
tri khac thi chon thao tac nao?

- Copy
- Move
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Pat lai tén thw muc

» D& ddi tén cia mot thw muc:

- Nhép chudt vao biéu twgng thu muc d€ chon né va nhin phim F2, hodc

- Nhép chudt vao biéu twgng thu muc, sau d6 nhip chudt vao tén thw muc
dé kich hoat ché dd chinh stra, hodc

- Nhip chudt vao biéu twgng thw muc, sau d6 nhdp chudt vao tén thu muc
dé kich hoat ché& do chinh stra, hodc

- Trén thanh 1énh, nhdp chuft vao °s»=- va sau d6 nhdp chudt vao
Rename

©11G Vietnam

c6 thé dung tré chudt hay cac phim miii tén d€ di chuyén tro chudt
tdi vi tri cu thé & tén thw muc noi ban mudn chén hay xda cac ki tw
va sau d6 chon Folder and search options e

* Browse folders
- Néuré mdi thw muyc sé mé trong ciing ctva s6 hay &
mot cira s6 khac d€ ban c6 thé chuyén déi gitra cac
cira s6.
* Click items as follows

©11G Vietnam
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Thay doi ché d6 xem (View)

* nhip chudt vao mii tén ctia ndt=- Views trén thanh
1énh, hodc

& Bdra Large Icons

* nhip chudt phai vao khodng trong cta
0 ndi dung va sau do6 vao View, hoac =) Large cons
s Medium Icons
¢ trén thanh 1énh, nhip chu6t vao nut

Small Icons

IEWS d€ X004y vong CaC Caci B2 List

i Details

5 Tiles

“E Content

Thay d6i ché d6 xem (View)

» Large Icons
- Hién thi cAc tap tin va thu muc bang cac biéu twong 1ém cé
tén tip tin hay thw muc & bén dwéi

- hitu ich khi ban mu6n xem truéc cac tap tin hinh anh

Thay doi ché d6 xem (View)

» Extra Large Icons
- Hién thi c4c tap tin va thuw muc bang cac biéu twong rit
16m, digu nay c6 thé rat hitu ich véi nhitng ngudi méat kém

- tén cac tap tin va thu muc hién thi bén dwdi bidu twong

i =

Thay d6i ché d6 xem (View)

* Medium Icons
- Hién thi cac tip tin va thu muc c& trung binh c6 tén & bén
dudi
- httu ich khi ban mu6n nhin t6ng quat cac thu muc hay cac
tap tin & mot vi tri nhat dinh

Andres Annusl
churens Sales

- Sakes

Camputes
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Thay doi ché d6 xem (View)

* Small Icons
- Liét ké cAc tap tin va cac thw muc bing cac biéu twong nhé
hon c6 tén hién thi & bén phai
- Cac noi dung dwoc phan loai theo trinh tw bang chit cai &
nhiéu cot tir trdi sang phai

. Anares Achaseney ] Anrvsal S Reprt

E Ay By 2000

Bzt 2000 B iget 201

5 Car Erperaas - Feapnad (] Campaster Sales

Y Depamen Bulyet (B Exemptary Customs Senvce {ivas
i Hhscey of the imemet 03 s et

Sl Lrtter 1o Herey Warbem 8 Lrer b Joen Wocds
= kge EjMiuars of Salew Mreting
e i RS 5 PapilTypiog Setup 3

| Sabes v Rrverase Rapeet (] Spanding T
(B Presesttian ] Sale.

Thay d6i ché d6 xem (View)

¢ Details

- Liét ké ndi dung cta thw muc dang mé va cung cip thong
tin chi tiét vé cic tap tin va thw muc bén trong né, bao
gom tén, kiéu, c&, va ngay chinh sira

i doncres MicSmraney. LAUAILE 1138
ST 1L

CEL N A
FLIDWLININ,

) baerryary Curtome Semace kalt
] sactoey ot i Vet
L w3we e
] L sa Heery Wartian
) Lt b S Wi

Thay doi ché d6 xem (View)

* List
- Hién thi n6i dung ciia mot thu muc theo danh sach tén
kém biéu twong nho & ding trudéc
- hiru ich néu thw muc cia ban chiva nhiéu tip tin va ban
muén nhin lwét danh sach dé tim tén tap tin

o Andees MeSweeney 153 Wieb Sae

) Anreasd Sales Fepart ] Letter to Herry Warbuen
) wardy ) Letter to hown Woods

] Busiget 209 i loge

[ Botget 2010 ] Minutes of Sabes Meeting
(] Budget 2012 ] ey with RSS

] Cor Expenses - Personal il RapidTyping_ Setup_3
(] Computer Seles | Sales and Revenus Repost
(] Departmant Budget ] Spending Trends

(B Evernplary Customer Service (draft) (5] Wister Presertation

] History of the Intemet Y ¥ard Sale

Thay d6i ché d6 xem (View)

* Tiles
- Hién thi c4c tap tin va cac thw muc bing cac biéu twong c&
trung binh c6 tén tip tin & bén phai biéu twgng
- Dinh dang tap tin va kich c& tap tin cling dwgc hién thi.

Aevayal e Bt .

==
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Thay doi ché d6 xem (View)

* Content
- Hién thi mot s6 thudc tinh va ndi dung tham chiéu cia tip
tin.

| A neney D sttt IS A |

) Aol S Repont [t
. =
) fowen e e AR
) et 2009

;!_J‘a Fudgel 2000 "‘:'-;:isir‘lm VIR P
[El Sotkn 2003

,,,,,, et M

Dl it SISO ELE P
uam

Uit st AIACHEL A 0
e 28 08

Car Expenes - Perasol it PTIITE |

Thay doi ché d6 xem (View)

* Str dung cac tiéu dé cot dé sap x&p ndi dung hoic
thao tac xem:
- DE& diéu chinh d6 rong cia cot, con trd chudt 1én vi tri
dwong thing ding tai canh phai clia cot dé dieu chinh
- Nhip chudt va kéo sang trai hodc phai dé 1am cho cot hep hon

hodc rong hon

Tim hiéu phin mé rong cua tip tin

* Mot phin md& rong 1a mot tiép vi ngir (suffix) dwoec thém vao
tén co s& (base name) ciia mdt tip tin may tinh va dwgc phin
cach b&i mot ddu chdm (ddu “.”

- Xac dinh chwong trinh nao d tao ra tdp tin va va chwong trinh nao c6
thé dwgc dung d€ mé tap tin

* Hau hét cic hé diéu hanh ty dong nhan dién cic phan m&
rong phd bién va két hop cac chwong trinh tng dung cu thé

vGi cac phan mé rong cu thé

D& o a8 A

Tim hiéu phin mé rong cua tip tin

* Cac tap tin am thanh (Audio Files)
- Thuwong dwoc tao ra béi cac ng dung chuyén dung nhung
c6 thé dwoc mé béi cac rng dung mién phi sdn cé dwoc
goi la cac chwong trinh phat am thanh (players)

.au Pinh dang 4m thanh trén may cht Unix.

.aiff Audio Interchange File Format
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Tim hiéu phin mé rong cua tip tin
* Cac tap tin video (Video Files)
- Thwong dworc tao ra béi cac ing dung chuyén dung nhung
c6 thé dwoc mé béi cac ing dung mién phi sn c6 dwgc
goi la cac chwong trinh phat am thanh (players)

.avi Audio Video Interleave

= Pinh dang video chuan cho Apple QuickTime va
) “9* g disu hanh Macintosh.

©11G Vietnam

Tim hiéu phin mé rong cua tip tin

* Cac tap tin van ban (Document Files)

- thwdng dwoc tao ra bang cach st dung cc rng dung
chuyén biét nhw Microsoft Office hodc OpenOffice
.asc AsCII

.doc /.docx Binh dang tap tin mac dinh cho Microsoft Word hodc WordPad.

.htmor .html  Hypertext Markup Language

pdf Portable Document Format

Tim hiéu phin mé rong cua tip tin

* Cac tap tin d6 hoa (Graphics Files)

- CAc tap tin d6 hoa 1a cac hinh dnh. Nhiéu dinh dang d6 hoa
duwogc hd tro trong cac trinh duyét web va hau hét cac hé digu
hanh c6 s&n cac chwong trinh xem hinh dnh d6 hoa

- C6 thé dwoc nhap vao hé thong tir mét may anh hodc mot may
scan; hodc dugc tao ra trén mot may tinh bang cach st dung
cac chwong trinh thao tac va tao hinh &nh do hoa chuyén dung

©11G Vietnam

- A7 ~, 2 2 =
Tim hiéu phan mé rong cua tap tin
* Cac tap tin thuc thi dwoc (Executable Files)
- La cac tap tin khéi dong mot chwong trinh hodc mot thi

tuc nao do.
.bat Tap tin xt ly theo 16 (batch file)
.cgi tAp tin kich ban dé tao ra ndi dung web
.cmd Tap tin 1énh ctia Windows (Windows command file)
.com Tap tin 1énh ctia DOS (DOS command file)




Internet and Computing Core Certification Guide
Module A Computing Fundamentals

Tim hiéu phin mé rong cua tip tin

* Cac tap tin dinh dang nén
(Archive/Compressed File Formats)
- La cac tdp tin theo dinh dang nén

- Dwoc dung chi yéu trén Internet, dinh dang tip tin nén
lam gidm thoi gian can thiét dé tai vé mot tap tin

.bz or .bz2 Cic tap tin nén dwoc dung bai trng dung Bzip/Bunzip

©11G Vietnam

Tim hiéu phin m g cua tap tin

* Nhip vao lwa chon phit hop dé x4c dinh mét chwong
trinh sé dwoc stt dung d€ mo tap tin:

nao dwgc st dung, ki€m tra véi ngudi

quan tri mang ctia ban hoac chuyén
vién ky thuat

- béivéi chuong trinh khéc,

Tim hiéu phin mé rong cua tip tin

+ Hé diéu hanh khéi chay rng dung can thiét va sau d6
m& tap tin trong rng dung

* Néu ban thir m& mot tip tin ma khong c6 rng dung
két hop dworc cai dit, Windows hién thi:

Windows
—actiintiacs

. j Windows can't open this fie:
Fle:  RecordingData.frd

To open this file, Windows needs to know what program you want to use to
open it. Windows can go online to look it up automatically, or you can manually
select from a st of programs that are installed on your computer.

What do youwant to do?

@ Use the Web service to find the correct program
(©) Select a program from a list of installed programs

Tim hiéu phin mé rong cua tip tin

* Xem phin mé rong
- thiét1ap mac dinh trong o ==
Windows la d€ dn phan mé rong Vi

clia tén tap tin e

- D& ludn hién thi phAn mé rong:
- trén thanh 1énh nhip chudtvao os=-
Nhép chuét vao Folder and search e o, o st :

. N 7 A 2 . Aiways show menus

options va sau d6 vao thé View, Depiy e o n uircis L
Display fl if folde

trong danh sach Advanced Do b s o Ot )

s and folders

©® Dot show hidden fies,folder, or drives
© Show hidden fils, folders, and dives

Hide empty cives n the Computer foldr

Hide extensions for known fle types

Hde protected -
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Chon cac tap tin hay thw muc

Mot tip tin/thw muc Trd vao tap tin hay thw muc dé.

T4t ca tap tin/thw Chon! ==~ sau d6 chon Select all,
muc hodc nhin CTRL + A.

Céc tap tin/thw muc Trd vao tip tin/thu muc diu tién, nhin va gitt phim SHIFT,
lién tuc sau d6 tré dén tap tin/thw muc cudi ciing trong danh sach.

Phwong phap Lasso  Tré vao & bén phai/trai cia tip tin/thw muc dau tién dé
chon, sau d6 nhin chudt va kéo dé chon céc tap tin/thw
muc.

©11G Vietnam

Sao chép va di chuyén cac tap tin, thw muc

» Khi Windows sao chép cac s
tﬁp tin tw Vi tri ngubn sang Vi There i already a file with the same name in this location.
tri dich, n6 sé kiém tra xem
c6 tap tin nao khac c6 cung etz
tén vdi tap tin ban dang sao Tl oy
chép & vi tri nay hay khong

 Copy and Replace
Replace the fileinthe decination flder wih the fle yous e copying

Datemodified: 3/19/20121036 AM

+ Don't copy.
No files will be changed. Leave this il i the destination folder:

- Thong diép chi ra ring dsi
twong véi cung tén da ton tai

Sao chép va di chuyén cac tip tin, thw muc

* Sao chép cac tap tin hay thw muc

- Khi ban sao chép, tap tin hay thuw myc géc van con & vi tri ngudn va
mot ban sao dwoc ddt vao vi tri dich
- D& thuc hién viéc nay, trwedc tién ban phai chon cac tap tin hay thw
muc, sau do:
- Nhép chudtvao @«==- ,va sau d6 chon Copy, di chuyén tdi vi tri méi
va sau d6 nhdp chudtvao c==- , chon Paste, hodc

- Nhén phim Ctrl + C, di chuyén dén vi tri méi va sau d6 nhén Ctrl+V,
hodc

©11G Vietnam

I Budqet 2012.xlsx
Do Lesson - Windows\Ardrew Mchmeens)
S

120k
Datemodified: 3/19/2012 1036 AM

 Copy, but keep both files
The file you are copying will be renamed "Budget 2012 (2) xisx”

Pat lai tén tap tin

* Hop den xung quanh tén c6 nghia 1a ban dang & trong ché do
Edit
- Chon tAp tin va sau d6 nhin F2
- Chon tip tin va sau d6 nh4p vao mot Ian trong tén tap tin.
- Nhép chudt phai vao tip tin va sau d6 nhip vao Rename
* Nhé nhitng han ché clia quy wére dit tén tap tin/thw muc:
- Ta&ida 255Ky tw

e whia

Q Ifyou change a file name extension, the file might become unusable,

Are you sure you want to change it?

©11G Vietnam
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Tim cac tap tin

* Ban c6 thé tim kiém mét tip tin hay thw muc & nhiéu
0 dia hay thw muc khac nhau trong hé thong cia ban
st dung céc tiéu chi cu thé

- nhap céc tiéu chi tim kiém vao & 2

* Nhép chudt vao |
trong truong Search

QU e

Tim hié€u vé thung rac (Recycle Bin)

» X6a cac tap tin va thw muc
- Khi ban khéng cin c4c tip tin hay thw muc nira, ban c6 thé x6a chung.
- Hay ludn kiém tra ndi dung thw muc trweée khi ban x6a toan bd thw
muc
* Khi ban khéng cin céc tip tin hay thw muc nira, ban c6 thé
x0a ching.

* Hay ludn kiém tra ndi dung thw muc truéc khi ban x6a toan

Tim hiéu vé thung rac (Recycle Bin)

* la mét vung lwu trit tam thoi danh cho cac tap tin va thw
muc ban x6a khéi dia ctirng
- C&c tip tin va thu muc bi x6a khdi dia bén ngoai, hay tir 6 mang
thi bi x6a vinh vién va khong thé khéi phuc tir Thung rac

- Cho biét c6 nhitng tap tin trong Thung ric cé thé dwgc g
khoi phuc hodc Thung réc cé thé duwgc lam tréng

- Cho biét Thung rac rong

o
R

Tim hié€u vé thung rac (Recycle Bin)

» Khéi phuc tap tin hay thw muc
- Ban c6 thé khdi phuc mét tip tin hay thw muc da bi x6a vé
vi tri ban dau
- Chon tip tin hay thw muc cin khéi phuc, sau d6 nhip chudt vao
| Restore thisitem \,hOf_iC

- dé khdi phuc nhiéu tap tin hay thw muc, chon céc tap tin hay thw
muc d6, sau d6 nhip chudt vao === ho3c

&n hAi nhiie 5+ 3 cie miic nhin chud 3O

"

Restore the selected items
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Tim hiéu vé thung rac (Recycle Bin) Nhirng di€m can lwu y khi lam viéc véi tap tin

* Xéa dir liéu trong Thung Rac * Str dung mdt quy wéc dit tén tidu chudn khi luu cic tép tin
* Pam b4o mdi tén tap tin 1a duy nhat

- Céc tAp tin bi x6a s& ndm trong Thung rac cho tdi khi ban
x0a ching khoi thuing rac hay khi né day
- Néu day, Windows sé tw ddng xda cac tap tin va thw muc cii dé c6
khoang tréng chira cic tAp tin hay thw muc méi

* Khéng ghi dé 1én tp tin cii trir khi chic chin phién ban gdc khéng
can thiét
* Tudn thi cic tiéu chudn quan ly tip tin dé nhirng ngudi khac c6

h AN e z A . h x A
- Khi tap tin hay thw muc bi x6a khoi Thung rac, chiing bi x6a vinh Sl thincicintin dynucde dans
vidn * St dung cac tén tap tin gitp ban xac dinh ndi dung ctia mét tip tin

sau nay

©11G Vietnam
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Nhirng diém can lwu y Khi lam viéc véi tap tin

T6m tat bai hoc

* Khong b6 qua Thung rac khi x6a cac tap tin * cach lam viéc véi mot ctra so dién hinh

* Néu ban khong c6 di quyén truy cip dé xem hoic * tap tin hodc thw mucla gi

mé& mot muc nao d6. Ban cé thé cin phai lién hé voi * Irra chon cac tép tin hodc thu muc
nguwoi quan ly/nguoi giam sat hoac can bo quan tri * sao chép hodc di chuyén cac tip tin hay thw muc
mang cla ban dé c6 dwgc quyén truy cap vao muc » thay ddi cach xem céc 8 dia, tip tin hay thw muc

— Al SRR

war . ==

@ Could not open C:\Users\studentd1\Documents\7314 Instructor

tap tin ho « cach xem hay thay d6i cac thudc tinh cia mot thw

Dataip.

Probable cause: ile sharing erfile permissi

problem
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Cau héi on tap

1. C6thé xem dwdng din clia mot tap tin hodic mot thu muc cé ich nhuw thé nao?
a.  Cho ban biét tap tin hodc thw muc dwoc lwu trit trén & dia ndo.
Cho ban biét c6 tap tin hodc thw muc dwoc lwu triv trén mot mang khong.

Cho ban biét tén ctia thw muc va c6 bao nhiéu cip ban phai di qua dé dén thw
muc do.

[

d. T4t ca nhirng diéu trén
2. Hinh miii tén ndo chi cho ban c6 thé thay déi kich thwéc hai vién ciia mot ctra s tai
cing mdt thoi diém?

a. o b. & c

Review Questions

5. Khi ban thdy mot tap tin hodc mdt thw muc xuit hién twong tw nhw hinh
sau, diéu nay c6 y nghiala gi?

a. Tap tin hodc thu muc sé bi x6a.
b. Téap tin hodc thw muc sé d6i tén.
c. Tap tin hodc thw muc sé duoc sao chép.

d. Tap tin hodc thw muc sé duoc in.

©11G Vietnam

Review Questions

4. Trén hinh sau, ddnh d4u vi tri clia Navigation Pane (danh sach cac
thw muc) va Contents Pane.

N b
QU [E> e s oo [seomomes 5]
e B~ 0 @

45 Favorites Libraries
B Deskton by folder date, s
{8 Downloads
%4 RecentPlaces.

b s
[ Pictures. 1 Ficturss

18 Computer Videos
rary

» Q8 etk

E 4 items
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