CHUONG 1. MAY TiNH CAN BAN

1.1. Khai quat vé may tinh dién tir

May tinh duoc tich hop vao méi trudong gia dinh va xa hdi, ddm nhan vo sb
cong vi¢c trong moi linh vuc ctia cude séng. Nhiéu t6 chirc sir dung két hop cac h¢
thong may tinh 16n nho dé quan tri thong tin. Nhiéu méy tinh dugc thiét ké chi véi
muc dich 1am thiét bi dién toan trong khi mot s6 khac duge gén trong nhitng san
pham nhu dong co xe hoi, thiét bi cong nghiép hodc y té, dd gia dung hodc may
tinh dién tu.
1.1.1. My tinh dé ban

May tinh dé ban con dugc goi 12 may tinh c4 nhan c6 thé dugc dat trén ban,
bén canh hodc dudi mat ban. May tinh dé ban xir 1y s6 liéu mot cach nhanh chéng
va dugc st dung phé bién & cac doanh nghiép nho, truong hoc hodc & nha.
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May tinh dé ban thuong c6 2 loai: may tinh c4 nhan (PC) thiét ké dva theo
may tinh IBM gdc, va may Mac do Apple thiét ké.
1.1.2. May Notebook hay Laptop

May Notebook hay laptop c6 thé giéng véi kiéu may dé ban vé toc do, hidu
suat va cach st dung. Co trudng hop ca nhan hay to chirc lua chon may dé ban
thay vi may notebook néu ho can hiéu suét cao hon nhu dé xir ly dd hoa, video
hodc hinh dong. Mét loi thé cua may notebook 1a tinh co dong ctia n6 va trong mot
sd truong hop, murc tiéu thu dién ctia may laptop dugc cho 1a thap hon so v6i may
dé ban. Ban c6 thé trang bi thém mot sé phu kién dé ting tinh giai tri va dap tng
nhu cau coéng viéc khi st dung notebook nhur 6 ctimg c¢6 dung luong luu git 16n
hon, man hinh 16n hon, chudt va ban phim khong day hay ting dung luong bd
nhd.

Pbi véi kiéu may dé ban, ban c6 thé mua may notebook dang PC hay theo
chuan Apple. May netbook tuong ty nhuw may notebook, nhung nhé gon va ré hon.
May netbook duoc thiét ké danh cho nhitng ngudi lam viéc cong tac trong moi
truong khong day hodc can truy cap Internet, nhung nhu cau ding may tinh dé luu
trir dir licu 1a khong cao.




Loi thé ciia Notebook:

+ C6 thé mang theo bén nguoi

+ Cong suit tiéu thu dién nang thap

+ C6 thé mua thém 1 sb phu kién khac nhu ban phim mé rong, dé tan nhiét,

thé nhd ngoai...

May netbook tuong ty nhu may notebook, nhung nhd gon va ré hon. May
netbook dugc thiét ké danh cho nhitng ngudi lam viée cong tac trong méi trudng
khong day hodc can truy cap Internet, nhung khong cé nhu cdu ding may tinh dé
luu trir.

1.1.3. May tinh bdng

May tinh bang giéng nhu notebook, nhung man hinh c6 thé xoay dugc hoic
gap dugc dé ngudi dung c6 thé viét hodc thao tac bang bit.

Loi ich: Tién di chuyén, c6 céac chirc nang nghe goi, nhén tin nhu dién thoai
di dong...

Bat loi: Gia thanh cao, khong dé sir dung. ..
1.1.4. May chu

M4y chu 12 méy tinh chuyén dung dé chia sé tai nguyén giira hai hay nhiéu
may tinh c4 nhan va dé quan 1y dir liéu 16n. Loai may tinh nay thudng cé phan
mém chuyén biét dugc cai dat theo muc dich sir dung.
VD: mdt may chu co thé duge thiét ké 1am may chu co so dit liéu dé luu trir mot
khdi lugng dir li€u khéng 16 nhu danh muc toan bo khach hang ctia mot td chuc. ..
1.1.5. Thiét bi dién todn cam tay

La bat ctr thiét bi dién toan nao nho vira 1ong ban tay ma ta c6 thé mang
theo ngudi, tiy theo nhu cau sir dung ma ta c6 thé ding moi thiét bj cam tay dé
gui, nhan tin nhéin vin bang hodc am thanh, sao chép hodc tai nhac, sach dién tir tur
mang internet.

Dién thoai di dong

Dién thoai di dong gio ddy kha tinh vi v6i nhiéu tinh ning khac nhau nhu:
+ Nghe nhac

+ Chup hinh, quay video

+ Truy cép internet



+ Hé théng dinh vi toan cau

+ ...

TAt ca céac loai dién thoai di dong déu duoc ga‘in mot con chip may tinh cho
phép n6 cung cip nhitng dich vy phu hop véi dong méay d6.Gia cua thiét bi tuy
thudc vao cac tinh nang cua chiéc dién thoai d6 .

1.1.6. Thiét bi hé tro cd nhan ki thudt s6 (PDA)

Co phén mém riéng dé giup dat lich hen, luvu danh myc céc dia chi lién hé
hodc viét ghi chii. Pho bién nho tinh co dong va dugc trang bi cdc phan mém can
thiét. C6 thé dugc dung nhu thiét bi dién tir chinh.

Cac may PDA déu tich hop cong nghé man hinh cam tng, do vy ta c6 thé
dung ngoén tay cham vao man hinh hodc dung thiét bi nhon dé kich hoat mot lua
chon.

Uu diém: dung luong luu trit cho hinh anh hoic video, st dung Internet, chi
phi hang thang, tiét kiém tr viéc c6 mot thiét bi "tit ca trong mot" thay cho viéc
phai c6 riéng bi¢t may anh ky thuat s6, dién thoai, may nghe nhac da phuong tién,
vV

Nhuoc diém: gia thanh cao, ...

1.1.7. Thiét bi da phwong ti¢n hodc nghe nhac

Thiét bi da phuong tién cho phép ta xem cac dinh dang tép tin da phuong
tién khac nhu phim, video hodc sach. Nhitng thiét bi nay c6 ca am thanh va hinh
anh, va d6i khi con cho phép tim kiém trén internet.

M4y nghe nhac: Nho gon, Khong goi dién thoai va nhan tin dugc, thuong
khong c6 man hinh cam g va khong két ndi internet duoc. ..

1.1.8. Mdy tinh dién tiv cam tay

Céac hé théng tro choi dién tir dwoc nhung chip dién toan cho phép mot
nguoi choi cac tro choi tuong tac dung cong nghé video

Thiét bi doc sach dién tir

La thiét bj dién toan dic biét dugc thiét ké voi phan mém cho phép ta tai va
xem ban sao dién tir cia mot an pham. C6 thé tim thiy phan mém ciing cap tinh
ning doc sach trén PDA hodc thiét bi da phuong tién.
1.1.9. Cac loai may tinh khdc



Cong nghé may tinh xuat hién & nhiéu thiét bi trong cac hoat dong hang
ngay nhu:
+ Thiét bj chuan doan truc tric dong co xe hoi
+ M4y rit tién tu dong ATM
+ Heé théng dinh vi toan cau (GPS)
+ Céc thiét bi y t& nhu: may do nhip tim, may siéu am...
+ Do dién gia dung nhu: Tu lanh, may giat, tivi...
- M&i loai déu c6 1 con chip may tinh gin trong d6 dé thuc hién duoc mot
cong viéc cu thé.
1.2. Cac bd phin cdu thanh may tinh c4 nhan
Mot hé théng may tinh ca nhan bao gdm cac thanh phan sau:
- Khéi hé théng System Unit,
- Céc thiét bi két ndi v6i khoi hé thong gom cé:
- Thiét bi vao: ban phim, chuot
- Thiét bj ra: man hinh, loa, may in....
1.2.1. By vi xw ly

Thuong dugc goi 13 “bd ndo” ciia may tinh vi cac 1énh tir chuong trinh phan
mém va nhép li€u dau vao duoc tiép nhan va xu ly tai day.

Puoc biét dén nhu 13 b xir 1y trung tdm (CPU) xt 1y thong tin va cdu 1énh
voi toe d6 khac nhau.

Mdi dong hay loai CPU xir 1y thong tin va ciu lénh véi toc do khac nhau,
do bang don vi Megahertz (MHz) hoic Gigahertz (GHz). Hertz (Hz) 1a don vi do
tdc d6 xung nhip bén trong may tinh, dé chi ra tan suat hay s6 vong xoay mdi gidy.
Megahertz twong duong voi hang triéu vong xoay moi gidy con Gigahertz tuong
duong véi hang ti vong xoay mdi gidy.

Bo xtr 1y 161 kép hay 18i tir ¢6 chira hai hay bén con chip vi xir 1y, nhiing
con chip nay phdi hop véi nhau s& chay nhanh hon mét con chip don ¢6 téc do xir
1y cao hon. Chung duoc stir dung trong cac hé may tinh mai.

1.2.2. Tim hiéu vé Bé nhé

May tinh duoc phat trién sir dung hé co s6 nhi phan 0 va 1. Hai con s6 duy
nhat nay biéu hién trang thai tich dién va khong tich dién.

Dbi v6i may tinh dung dé luu giit thong tin, may can cai chip bd nhd. Bo
nhd duge do bang don vi bit va byte. Bit 1a don vi dit liéu nhé nhat ma mdy tinh
st dung, c6 thé mang gid tri 0 hodc 1. Mot nhom 8 bit tao thanh mét byte. Pon vi



do luong dir liéu nhoé nhat ma con nguoi str dung 1a mot ky tu can it nhat mot byte
trong b nhd may tinh dé biéu hién no.

Kich c& tinh bang bytes :

+ 1 Kilobyte (Kb) = 1024 = 2" byte

+ 1 Megabyte (Mb) = 1,048,576 = 2* byte

+ 1 Gigabyte (Gb) = 1,073,741,824 = 2°° byte

+ 1 Terabyte = 1,099,511,627,776 = 2* byte

+ 1 Petabyte = 2°° byte
1.2.2.1. Bo nho chi doc (ROM)

ROM viét tit cta tir Read Only Memory: B6 nhd chi doc.

ROM la mét nhém mach tich hop c6 chirc ning khéi dong may tinh, kiém
tra RAM va tai hé diéu hanh. Qua trinh ndy xuat hién khi ta bat may tinh hoic
khoi dong lai may.

ROM con dugc dung dé kiém soét cac thiét bi xuat nhap dit liéu nhu 6 dia,
ban phim, man hinh khi may tinh dang chay.

Doc cac thong tin dau vao va xir 1y thong tin trong khi thong tin luu tri
trong by nhd

Khi qua trinh xir Iy hoan thanh, by nhé kiéu ndy sé xo6a dit liéu va cho dir
lidu dau vao dot ké tiép

Ngoai ra khong thuc hién cac nhiém vu khac
1.2.2.2. BY nhé truy cdp ngau nhién (RAM)

RAM viét tit cta tir Random Access Memory.

Duoc dat trong khdi hé théng va 1a mot loai by nhd dién tir noi may tinh
luu gilr ban sao cac chuong trinh va dir lidu.

Luu trir tam thoi nhiing phén mém ban dang chay va dir liéu tao ra trong
phan mém 4y; con dugc biét dén 1a RAM hé thong.

e RAM c6 dic diém “bdc hoi” (volatile)
¢ Tbc d6 dugc do bang nano gidy (ns)
* RAM con dugc dung trong card dd hoa hoidc dung lam bo nh¢é dém thong
tin glri dén may in
1.2.2.3. Co ché hoat dong cua bo nho

ROM BIOS nam quyén kiém soat khi may tinh khoi dong va tai hé diéu

hanh.



Khi hé¢ diéu hanh nim quyén kiém soat, man hinh khai dong Windows xuat
hién.

» Khi may tinh thuyc hi€én mdt cong viéc cu thé, mot luong RAM can thiét

s€ dugc str dung.

> Khi khoi dong mot phan mém hodc mét chuong trinh tng dung, may

tinh s& sao chép chwong trinh d6 va dua sang RAM dé xtr 1y.

> Pong chuong trinh ing dung khi khong sir dung dé giai phong RAM.

Khi may tinh tai hé diéu hanh, vi du Windows, va chuyén quyén kiém soat
sang cho nd, man hinh dau tién ban nhin thdy 1a man hinh khoi dong Windows, c6
biéu twong Windows va tén phién ban hé diéu hanh Windows ban dang dung.
Trong liic d6, hé diéu hanh kiém tra thong tin trong Registry (noi chta cic thong
tin cau hinh) ctia hé diéu hanh Windows dé xac dinh cac phan cimg hay phdn mém
duoc cai dat vao may tinh can duoc Windows nhan dién. Khi qué trinh nay két
thic, ban sé thiy khong gian lam viéc (desktop) ctia Windows hién trén man
hinh.

Windows lac nay chi ding mét lwong RAM nhit dinh dé chay cac tap tin
co ban cta hé diéu hanh. Khi ban yéu ciu may tinh thuc hién cac nhiém vu cu thé
khac, may tinh s¢ st dung thém dung lugng RAM can thiét dé thuc hién nhiém
vu do.

Khi ban khoi dong mét chwong trinh ing dung tirc 13 ban yéu cau may tinh
sao chép chuong trinh d6 va dua vao RAM. Pay 1a 1i do tai sao cac nha cung cap
phan mém thudng théng bao ban can lugng RAM bao nhiéu dé chay chuong trinh
trong khi vAn chay hé diéu hanh 4n hodc chay ding sau Gng dung d6. Khi ban
dong tng dung, luong RAM dang dung dé chay chuong trinh d6 s& duoc giai
phong.
1.2.2.4. O dia cimg

RAM chi luu trlir tam thoi nén ban phai luu cong viéc dang lam vao mot
thiét bi luu trit.

Thiét bi Iuu trit ban dung sé& tiy thudc vao dung luong luu trit ban can ciing
nhu téc do truy xuét dir liéu hodc téc do truyén dir liéu (data transfer rate). Cac b
dia cing thuong duoc dung dé luu trit, truy xuat phan mém va dit 1iéu.C6 thé dung
cac phuong tién luu trir khac nhu thé nhd hodc dia quang dé luu trit ban sao dir
liu voi muc dich dy phong va di chuyén.

O dia thuc hién ba chuc nang:

> O dia xoay dia v6i toc 46 déu dan dé truy cap t6i timg ving (sector) trén

bé mit dia.

> Di chuyén dau doc/ghi qua cac rinh (track) trén bé mat dia.



> Poc dir liu tir dia va ghi dit lidu vao dii bang dau doc/ghi.

Dir liéu tir RAM ghi vao dia sap xép thanh cac ranh (tracks) duoc phan
thanh cac ving dia (sectors). Qu4 trinh chuan bi dia trude khi sir dung duoc goi 1a
dinh dang dia (formatting). Dat cac thong tin ddc biét 1én mdi ranh dé danh dau vi
tri ciia mdi ving dia

O dia cing 1 khu vuc luu trit so cdp cua chuong trinh va dir liéu:

+ Céc chuong trinh phan mém can phai duogc cai dat & 6 dia cung

+ O dia cimg luu trir va truy xuét thong tin v6i toc do cao. Cac 6 cung co

thé hoat dong nhu nhau bat ké chung dwugc gin trong mdy tinh hay bén

ngoai may tinh.

Téc do truyén dit lidu ciia mot 6 cing 1a biéu hién cua téc do quay dia cling
(dugc do bang rpm) va s6 dau doc/ghi trén mdi bé mit dia. Toc d6 quay cang cao
va/ hodc sb dau doc/ghi cang nhiéu thi thoi gian dé tim mot mau dit liéu nao do
cang ngan.

O cimg c6 dung luong khoang tir 100 MB dén 100+ GB. Ciing c6 thé st
dung cac 6 dia mang c6 dung luong cao dé dap ung yéu cau luu trir dit liéu cua
toan bo to chirc/doanh nghiép. Viéc truyén dir liéu kha nhanh tuy nhién toc do co
thé bi han ché bot do loai card giao tiép mang cai trén may cing s6 ngudi dung va
tdc vu ma may chu phai xu 1y.
1.2.2.5. O dia quang

Puoc thiét ké dé doc cac dia tron, det, thuong duoc goi 1a dia nén (CD)
hoic dia s6 da nang (DVD).

Doc thong qua mét thiét bi laze hodc dau quang hoc c6 thé quay dia véi van
toc tir 200 vong quay mdi phut (rpm) trg 1én.
O dia CD-ROM (Pia nén chi doc) hay DVD-ROM c6 nhitng dic diém sau:
- Tuong ty véi dau phét trong hé thong thiét bi giai tri 4m thanh hay hinh
anh.
- Thong tin duoc ghi sang bé mat dia va truy xuat bang tia laze.



- Chi ¢6 thé doc dit liéu. Cac may tinh méi déu c6 t6i thiéu mot 6 dia quang.
- Thudng gdm mot 6 DVD hodc mot 6 ghi CD/DVD.
Pau ghi quang hoc:

Con duoc goi la o ghi dia, c6 hinh thtrc va co ché hoat dong tuong tu mot b
dia quang thong thuong. Phan mém di kém voi 6 ghi dia cho phép ban “dt” hay
ghi dit liéu Ién dia. Pinh dang dung cho cac loai 6 dia nay gdm:

— CD-R/ DVD-R: ¢6 thé ghi duy nhat mot 1an 1én dia tring, nhung cé thé

doc dia nhiéu lan.

— CD-RW/DVD-RW: ¢6 thé doc va ghi nhiéu 1an 1én ciing mét dia.

— DVD-RAM: tuong ty DVD-RW nhung chi ¢ thé chay dugc & nhiing

thiét bi c6 hd tro dinh dang nay; thudng xuét hién dudi dang hop dia.
1.2.2.6. Su dung cdc logi thiét bi lwu tri khéc
— O doc bing tir:

+ Thuong dugc dung dé sao luu khéi luong dit liéu 16n.

+ Dung céac dinh dang khac nhau, d6i voi bang tir c6 kich ¢& tir 250MB dén

trén 80GB.

+ Nhimg 6 doc bang tir khac dung dinh dang Bdng Am thanh So (Digital

Audio Tape —DAT).

— O Zip:

+ O zip cling giéng véi 6 DVD-RAM ngoai trir viéc dia zip ¢6 dung lugng

Iuu trit khoang 100MB dén 750MB.

+ Cung cip mdt lva chon luu trit ¢6 chi phi twong ddi thap.

+ Nhitng hé théng méi khong tuong thich v6i 6 100MB thé hé dau tién.

- Hé théng lwu trir di dong:

+ GOm céac thé nho, que nho, 6 nhd USB, hoidc 6 cing dat ngoai.

+ Loi thé clia cac thiét bi nay 14 tinh luu dong dung lugng 16n, va kha ning

chia sé dir liéu.

- Cac hé thong luu trir tir xa

+ Dich vu phd bién dugc cung cdp boi cac nha cung cap dich vu Internet

(ISP).

+ Cac 6 dia nam trén mot may chi mang hodc chuyén dung ¢ mot dia diém

cu thé.

+ Phai dang nhap vao hé théng bang mot ID va mat khau dé truy nhap

thong tin.

+ Rat hiru ich d6i véi viée luu trir dit liéu du phong tir xa, hodc mot hé

thdng trung tim dé moi noi trén khap thé gidi chia sé thong tin.



+ Bét loi cta hé théng luu trit 4o 1a phy thudc vao tbc d6 cua két ndi

Internet.
1.2.3. Cdc thiét bi nhip/xudt div liéu

Thiét bi nhdp: La bat cu thiét nio dung dé dua thong tin vao may tinh.
Thiét bi dau vao tiéu chuin gém: ban phim, chudt, mic

Thiét b xudt: La bat cu thiét bi ndo co thé hién thi dugc thong tin gui di.
Céc thiét bi dau ra pho thong gdm: man hinh, may in va loa.
1.2.3.1. Ban phim

« Thiét bi nhap dung dé giri thong tin toi may tinh.

* Nhap dir liéu hoac 1€nh thuc hién mot tac vy trong mdt chuong trinh ung

dung thong qua mot chudi cac thao tac gd phim.

Mot sb6 ban phim dugc thiét ké co dua trén cac két qua nghién ctu vé lao
dong nham tranh, giam chan thuong 1én co tay.
Mot s6 ban phim con c6 thém cac phim hd tro sir dung da phuong tién cho
nguoi dung.
Du 14 loai ban phim nao thi ciing c¢6 nhitng phim gidng nhau danh cho viéc
Xt Iy van ban.
Nhitng game thil hodc ngudi tan tat c6 thé mua cic ban phim dic biét danh
cho ho.
- Cac phim nhép li¢u
Ta c6 thé két hop mot sb phim v&i cac phim khac dé thuc hién mot chirc
ning bang cach nhan phim dau tién, giit né rdi nhan phim tiép theo mot lan. Sau
d6 nha phim thir 2 ra thi ta ciing nha ludn phim thir nhét.
* Enter: Thuc hién mdt cau 1énh dugc nhap, hoac mot lya chon ¢ thanh
menu, danh dau cudi dong va tao dong trang.
* Backspace: X6a mot ki tu tir phia trai con tro van ban.
* Delete: X6a mot ki tu tir phia phai con trdé van ban.
* Spacebar: Tao mét ki ty trang.
* Esc: Huay 1 lya chon tao ra.
e Tab: Day con tré vé phia bén phai mot khoang cach hodc sang 6 tinh tiép
theo.
e Shift: Hién thi chir hoa trong cic phim chit c4i hodc ddu & cac phim chir
50.
e Caps Lock: Khoa cac phim chir cai dé tao ra chit hoa ctia cac chir cai.



e Ctrl: Cung cép chic ning thi cdp cua hau hét cac phim khac trén ban
phim.
e Alt: Cung cip chtic ning thay thé cho hau hét cac phim khac trén ban
phim.
* Print Scr: Chup hinh nhitng thong tin trén man hinh luu vao Clipboard.
* Scroll Lock: Dao trang thai hién thi thanh cudn déi véi thong tin trén man
hinh.
 Num Lock: Khi dén trang thai sang ban phim chit s6 tr& thanh bang chir
sO. khi dén tat ban phim chit s6 tro thanh bang di chuyén con tré hoic miii
tén.
- Cac phim chirc nang
+ Nam ¢ hang phia trén cling cia ban phim
+ Dugc dit tén tir F1 dén F12
- Con tré va cac phim chir s6
+ Khi dén trang thai bat 1én, bang phim chir s trd thanh may tinh dién tir
hoic bang chir sb.
+ Khi dén tat, bang phim chit s6 tr¢ thanh bang di chuyén con tré hodc miii
tén.
1.2.3.2. Chuot
Cho phép ban lgya chon hodc kich hoat mot doi tuong trén man hinh bﬁng
cach dat mii tén con tré vao ddi tugng d6 va thuc hién mot hanh dong
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Di chuyén chudt trén mot mat phang nhu mit ban khién cho chudt bat dau
chuyén dong thé hién qua con tro trén man hinh.

Chu6t may tinh truyén thong c6 mot vién bi tron lin dé kich hoat chuyén
dong khi ban di chuyén chudt.

Chuét bi ¢6 vién bi dat & mot phia noi co6 ngoén tay cai; xoay vién bi dé di
chuyén chuét.

Céc doi chudt may tinh mai sau nay dung anh sang quang hoc hodc cong
nghé di-6t dé di chuyén con tré chudt trén man hinh.

Cac thao tac chinh véi chudt:

+ Nhay don: hudng chudt vao mot ddi twong, nhay va nha nit chudt trai dé

chon dbi tuong trén man hinh.



+ Nhay dup: hudng chudt vao mot dbi twong nhay chudt trai hai 1an lién

nhau d¢ kich hoat chuong trinh g dung hozc mé tép tin.
+ Nhay chudt phai: huéng chudt vao mot doi tuong, nhay chudt phai dé

hién thi menu biéu tuong rut gon cua dbi tuong do.

+ Kéo tha: Nhan va giit chudt trai khi ta di chuyén d6i tugng dén vi tri khac.
+ Banh xe: Cudn banh xe nim giita cac nut chudt dé cuén man hinh 1én

xuong.

- Sur dung chuot may tinh

Pé dung chudt lya chon dbi tuong, hiy ndm 1ay chudt trong long ban tay,
ngodn tré dat nhe 1én nut bén trai.

Di chuyén chudt trén mit ban, con tré chudt sé di chuyén twong tng trén
man hinh.

Néu hét chd di chuyén chudt thi nhic chudt 1én, dit vao vi tri méi trén
ban va tiép tuc di chuyén chudt.

bé huy mot lya chon, nhép chudt trai tai bat cir diém nao trén man hinh
ngoai doi tuong da lya chon.

Thiét bi chudt c6 thé két ndi bang cap theo kiéu truyén thdng hoic két
ndi khong day.

Chudt may tinh co thé twong thich v6i may tinh c4 nhan (PC) hoidc may
Mac.

- Sur dung bang cam ung

Pé di chuyén con tré chudt khap man hinh, dit ngén tay vao diém bat ky
trén bang cam Gng va truot ngdn tay trén do theo hudng ban muédn di
chuyén con tré chuot.

Dé lya chon mot ddi tuong, di chuyén chuot dén dbi tuong do roi g0 mot
lan 1én bang cam tng hodc nhap phim bén trdi & phia dudi bang cam
ung.

Pé kich hoat mot dbi tuong, dat con tré chudt vao doi tuong roi g0 2 cai
lién tuc vao bang cam tng hodc or nhip dup vao nut bén trai dudi bang
cam Urng.

Pé kéo mot dbi tuong, dat chudt vao doi tuong, nhan phim trai, roi di tay
trén bang cam ung ti vi tri mong mudn.

Pé hién thi menu rat gon, dat tro chudt vao doi tuong roi nhép nat phai
dudi bang cam ung.

Béang cam (g c6 thé tuong thich v&i may tinh c4 nhan hodc may Mac.

1.2.3.3. Microphone



Ghi 4m va chuyén nhiing 4m thanh d6 sang dang sd héa dé sir dung trén
may tinh. C6 phan mém chuyén dung nhan dang giong néi ciia ban réi chuyén
nhiing gi ban ndi sang dang van ban hién trén man hinh

1.2.3.4. Man hinh
La thiét bi xuat dit liéu cho phép ta xem thong tin mdy tinh hién thi.
Man hinh ¢6 nhiéu kich ¢&, do phan giai va nhiéu loai khac nhau.
Do phan giai man hinh: 1a mot thudc do dua trén do rd nét va sdc nét, la
mot yéu to quyét dinh gia thanh ciia man hinh.
Man hinh phang trd nén pho bién nho kich ¢& va cong nghé cam ung

1.2.3.5. May in
Mady in chuyén nhimng gi hién thi trén man hinh sang dang ban in bang cac
lua chon in khac nhau.
Nhiéu nguoi sam may in phun dung tai nha dé in céc tai liéu don gian.
Mady in phun, hop myec in, va gidy in déu c6 chi phi thip hon.
Chat luong in ciing twong ddi tot, moi phut c6 thé in dugc vai trang.
Ddi v6i viée in véi sd lugng 16n, may in laze dugc ndi mang dé nhiéu nguoi
c6 thé dung chung thiét bi nay.
C6 thé chon may in den trang hodc may in mau.
C6 nhiéu khay dung gidy kich c& khac nhau.
Céc loai may in chuyén ding bao gdm may in biéu d6 (plotter), may in anh
(photo printer), hoac may in da nang (all-in-one printer).
1.2.3.6. Loa
Phét di 4m thanh luu dudi dang cac tap tin dang s6 hoa.
Co cac dinh dang am thanh khéc nhau.




C6 thé danh riéng cho cac phan mém am nhac hodc ciing c6 thé dung chung
cho céc thiét bi choi nhac trén may tinh.
Dinh dang tap tin dugc dung dé lwu nhac quyét dinh chét lugng cua tap tin
am thanh.
Mot bo loa c6 thé duoc gin vao may tinh nhu 1a mot thiét bi riéng ré hoic
dugc tich hop vao bén trong may tinh nhu v4i méy notebook.
C6 rat nhiéu loai loa c6 chat lugng khéac nhau cé thé duoc mua roi.
1.2.3.7. Mt s6 thiét bi nhdp dir liéu khdc
- May quét:
+ “Chup lai hinh anh” ctia mot ddi twong gbc va chuyén doi nd sang dang
s6 hoa.
+ Phan mém di kém véi may quét quy dinh murc do chi tiét.
- Pau doc ma vach
+ Loai may quét duoc thiét ké dé cit giam luong ditliéu nhap vao trong cac
qua trinh giao dich hang ngay hodc dé xac nhan san pham.
+ Quét hodc doc cac dudng vach diy mong ciing nhu khoang tréng cia céac
ma vach.
- May choi game hodc Cén diéu khién:
+ Pugce thiét ké dé dung trong céc tro choi.
+ C6 nhiéu loai can diéu khién.
- Man hinh cam vung
+ Dung but hodc but dién tir & chon va kich hoat mot ddi tugng
- May anh ky thudt sé:
+ Chup hinh dudi dang dir liéu s6 hoa dé chuyén tryc tiép sang may tinh.
+ Xem hinh théng qua mot diy cap dic biét ndi may chup hinh véi may
tinh hodc Ti vi, hodc c6 thé in hinh béng may in anh.
+ Dung thé nhé dé luu nhiéu tap tin hon.
- Webcam:
+ Loai may chup hinh ky thuat s6 két ndi véi may tinh, cho phép chup hinh
anh va video va chia sé truc tiép voi nguoi khac
+ Can c6 két ndi Internet va mot phan mém chuyén dung
+ Mot sd notebook ¢6 gén Webcam; webcam cling ¢ thé mua roi
- Piéu khién tir xa:
+ Co thé duogc dung dé kich hoat cac cau 1énh trén may chiéu hodc cho
chinh may tinh trong khi chay tap tin trinh chiéu hinh anh.
+ Tang cuong kha ning truy cap cho ngudi khuyét tat.
- Thiét bi an ninh:



+ Sinh tric hoc 1a cach pho bién dé xir Iy cac van déan ninh nhu qué trinh

truy cdp vao hé théng hodc dam bao bao mat dir liéu may tinh

+ Can c6 céc tin hiéu nhan dang trudc khi cho phép ban truy cép vao may

tinh
1.2.3.8. Mot s6 thiét bi xuat di liéu khac
- May chiéu

+ Két nbi may tinh voi may chiéu dé hién thi bai trinh bay trén may tinh,
trén mot bé mat nhuw man hinh treo trén tudng hodc cé hai.
- May in anh

+ In ra nhiing birc hinh trén loai giéy anh dac biét.
- May in do hoa

+ May in chuyén dung dugc thiét ké dé in hinh anh trén khé gidy cuc 16n.
1.2.4. Cdc thiét bi két noi
- Nhén biét cac cong két noi:

« Cong song song (Parallel)

« Cong ndi tiép (Serial)

« Cong SCSI (Small Computer System Interface)

« Cong USB (Universal Serial Bus)

« Cong két ndi mang (Network)

« Cong Midi (musical instrument digitized interface)

« Céc thiét bi khong day

« BO6 chuyén d6i (Adapters)

« Cac thiét bi ddu ndi (Hubs)

- Str dung phian mém:

+ Trinh diéu khién thiét bi: 1a chuong trinh nhé huéng dan hé diéu hanh vé
loai thiét bi, nhan hiéu hodc nha san xuat va chic ning cia né. Muc dich chinh 13
cho phép hé diéu hanh va thiét bi giao tiép dugc véi nhau.

+ Cam la chay (Plug-and-play):13 chuong trinh ty dong nhan dién thiét bi
méi dugce két ndi dé hé diéu hanh ty dong tim kiém va cai dat thiét bi d6. Néu
khong tim dugc ding trinh diéu khién, cin phai thao tac bang tay hodc bang cach
ding phan mém cung cip kém thiét bi hodc tim kiém trén Internet.

Pé thiét bi hoat dong tdt thi diéu quan trong la trinh diéu khién phai dung.

Néu thiét bi ¢6 cac tinh ning dic biét thi viéc chay dung trinh diéu khién
gitip ban c6 thé sir dung duoc tt ca nhimng tinh niang do.

1.3. Phan mém may tinh
Puoc viét bang cac ngodn ngir 14p trinh dé tao ra ma phan mém.



Céac thuat toan dugc thiét ké dé hoan thanh cdc nhiém vu cu thé theo céc
trinh ty nhit dinh.

Xéc dinh loai dir 1iéu dugc nhép, va sau do 1a kiéu dinh dang phu hop cua
két qua dau ra (Pé nhan dit liéu xudt ra, ta cAn ¢ cac thiét bi nhu man hinh may
tinh hién thi van ban, hinh anh, video, trang web hay céac vi tri file. May in dé hién
thi ban cting, loa hodc tai nghe dé nghe cac file Am thanh).

- Mua phin mém

+T4t ca cac chuong trinh phan mém déu trai qua mot chu trinh toan dién
trude khi duge phat hanh rong rai.

+ Khi mua chuong trinh phdn mém 13 mua gidy phép dé cai dat va sir dung
phan mém d6 chi trén mot may tinh.

+ Mot to chirc hodc cong ty c6 s luong nguoi dung 16n s& thudng mua
gidy phép tap thé (network license.

+Ban quyén Phan mém nhu mot dich vu (SaaS) hoac Nha cung cép dich vu
ung dung (4SP).

+ Céac phuong thirc khac vé viéc phan phéi va mua phan mém bao gom:
> Phan mém chia sé 14 ban sir dung thir ban c6 thé tai vé mién phi, nhung
thuong ban dung thir bi han ché vé tinh niang va thoi han sir dung.
> Phan mém mién phi (Freeware) khong yéu cau ban phai tra phi va c6 thé
chia sé cho nhiing ngudi khac ma khong mét phi.
> Phan mém ciing c6 thé dugc dong goi di kém theo khi ban mua may tinh.
> Phan mém ma ngudn mo, tirc phadn mém cung cip ma 1ap trinh cho bt ctr
nguoi dung nao.
> Tuy chinh phan mém theo nhu cau va chia sé phién ban d6 v6i ngudi khac
khong dugc phép thu phi.
- Nang cip phin mém:

Khi ta dang ky st dung phan mém, ta dugc quyén nhan cac thong bao veé
ban cdp nhat hodc ning cap thudng qua mot lién két trong email dé ta co thé tai
ban cap nhat do.

Nguoi ding co thé thuc hién viéc nang cdp phdn mém bat ké d6 1a may doc
1ap hay 1a may ndi mang.

Céac tng dung Web co6 thé dugc cap nhat thuong xuyén hon dé giai quyét
cac van dé vé an ninh mang .

Mot s6 co quan, to chirc, va nhém newsgroup chia sé thong tin vé viéc cip
nhat, tai sao chung lai dugc cung cép, va liéu ban ¢6 can cai dat hay khong.

C6 thé kiém tra trén trang web ciia nha cung cdp dé tim cc ban cip nhat
nhét dinh.



1.3.1. Phin mém xir ly vin ban

Co thé tao, bién tap, va luu van ban, thay doi quy cach hodc vi tri cua chir
hodc anh, xem lai cac thay ddi do nguoi khac thuc hién, hodc x6a bd cac muc
khong con can thiét nira.

Chuan dé xir 1y cac loai van ban nhu thu tir, thu nhan (memo), hoa don, fax,
cac trang tin don gian, ban tin, cac biéu mau, sach gidi thiéu san pham, hoic toi
roi quang céo.

1.3.2. Phin mém béng tinh

Thuc hién cac phép toan, phan tich gia dinh “néu-thi”, va hién thi biéu do,
d6 thi, va so dd.

Tap tin bang tinh dugc goi 1a s6 1am viéc va ban c6 thé lap bao nhiéu trang
tinh hodc bao céo trong do tuy y.

1.3.3. Phin mém trinh chiéu

Tao céc trang trinh chiéu véi ndi dung bat ky cho viée thuyét trinh.

Céc hiéu tmg dic biét bao gdm hinh dong, hiéu ung chuyén tiép trang
chiéu, va thiét ké chu dé.

Co thé truyén qua Internet, truc tiép to1 khan gia, hodc dudi dang tdp tin
trinh chiéu tw d6ng chay trén may tinh.

1.3.4. Phdn mém qudn ly co sé dit lidu
Tap hop cac thong tin lién quan voi nhau duoc sap xép c6 t6 chic theo cau

4

truc.

Str dung céc truy van dé trich xuét dit liéu, 1ap bao cao, dung biéu mau dé
truy cap cac truong trong mot biéu, dat trudng khoa, va lién két cac bang véi nhau.

C6 thé sir dung “behind the scenes” (sau hau truong) dé gitp tim kiém va
mua sam trén trang web.
1.3.5. Phan mém dé hoa

C6 thé lay hinh hoa / hinh anh tir nhiéu ngudn, c6 thé tao cac tap tin dnh
riéng hodc tuy chinh tép tin anh.



C6 thé duoc phan nhom cung v6i cac phin mém da phuong tién dé tao
hodc bién tdp am thanh, video.

Céc tap tin phai la dinh dang chuyén bigét.

Bao gém bd cong cu vé co ban dé v& cac hinh, hodc chit, pht mau hoac vé
hoa tiét, thay ddi kiéu, do rong va mau sdc duodng vién hoidc dung kiéu duong miii
tén.

1.3.6. Phan mém da phwong ti¢n

Pua thém vao cac yéu td nhu video, nhac, hodc anh dong.

Can luu cic tap tin da phuong tién & dinh dang phu hop.

Thuat ngir “da phuong tién” bao ham bat ky nhitng chuong trinh phan mém
tich hop dd hoa, Am nhac, hodc video. ps

1.3.7. Phan mém gido duc va gidi tri

Céc chuong trinh gid day duogc thiét ké nham giup thu gidn va gido duc con
ngudi & moi lira tudi.

Tich hop cac cong cu md phong va tuong tac.

Dao tao st dung may tinh (CBT) hoac eLearning.

Moi trudng ao dé giang day nhimg k¥ nang cdt yéu trong viée xur 1y cac van
dé thuc té.
1.3.8. Cac cong cu tién ich

Mot s6 loai tién ich chung ta phai can nhéc cai dit trén méy tinh bao gom:

+ Chédng virut

+ Chéng phan mém quang céo / gian diép

+ Nén dia

+ Lam sach 6 dia

+ Sao luu

+ Nén file

+ Widgets / Gadgets
1.3.9. Phdn mém thw dién tiv

Con duoc goi 1a e-mail.



Qua trinh giri e-mail ciing gidng nhu qué trinh viét dia chi, viét thu bang tay
va giri thu ban gidy.

E-mail yéu cau ban c6 phan mém, dia chi thu dién tir chinh xéc, va két nbi
mang Internet .

1.4. Mot s6 ki thudt xir Iy sw ¢6 may tinh cin ban
1.4.1. Gia tang hiéu sudt ciia mdy tinh

Ngudn tai nguyén ciia hé thong qua thap dé xir Iy cong viée, dic biét 1a
RAM: Diéu nay xdy ra khi ta mé qua nhiéu img dung hodc tép tin cuing mot lic
hoic chuong trinh chiém qua nhiéu bd nhé.

O cting khong con chd tréng dé cai dat chuwong trinh méi hodc luu tap tin:
Ta s€ nhan dugc mot thong bao ré“mg dung lugng luu trit can ki€t. Tham chi néu ta
x0a tép tin sang thung rac thi ta cling khong gidi phong dugc khong gian luu triv
trén may cho dén khi ta x6a toan bo thing rac dé x6a vinh vién tép tin.

[l Used space: 142,291.451,904 bytes 132GB
M Free space: 857,910.788.096 bytes 798 GB

Capacity: 1.000.202,240,000 bytes 931GB

Drive F- Disk Cleanup

Trén 6 cimg khong ¢ du chd cho hédiéuhanhxtr Iy nhidu chwong trinh cing
mot lac: Can nhiéu thoi gian dé hién thi ndi dung tai. liéu Van dé nay thudong xay
ra khi ta khong c6 da RAM dé hién thi nhitng ndi dung d6 hodc 1am tuoi (Refresh)
man hinh. Kich ¢& tép tin qua 16n va do vay, khong dong hodc mo nhanh chéng do
tdc do cuia bo vi xir 1.

1.4.2. Giir gin va bdo qudn mdy tinh

Hay dung hudng dan dudi day khi cai dit va bao tri may tinh:

+ Dung bd 6n ap hodc bo luu dién (UPS) dé bao vé hé thdng may tinh khoi

bi tang dién ap, giam dién ap, hoac su bién dong dién &p thong thuong.

+ Tranh cam chung qua nhiéu thiét bi sir dung dién trén cing mot 6 cam.

+ Tranh cdm chung céc thiét bi tiéu thu lugng dién 16n trén cung mot mach

dién.

+ Khi di chuyén dén mét qudc gia khac sir dung hé thong dién 4p khac, hiy

dung bo chuyén ngudn dién sao cho twong thich véi cac hé théng dién va

dién ap khac nhau.

+ Ludn tat may tinh khi c6 bio dé tranh bj ting dién ap bat ngo.



+ Pat may tinh & vi tri thich hop dé tranh trom cip.

+ Mua mdt loai cap bao vé dac biét dé khoa may vao ban hodc mdt dd vat

c¢d dinh.

+ May chu tap tin (File server) can duoc dat & trong phong c6 khoa va doi

hoi phai cé quyén truy nhap dic biét.

+ Khong dat cac thiét bi dién todn & gan ngudn nhiét hay & méi truong lanh.

+ Tranh dit chat 1ong gan thiét bi dién toan.

+ Hay cb tranh viéc an uéng & gan ban phim.

+ Pam bao rang khong cé vat nhiém tir ndo dit gan may tinh.

+ Hay tat may tinh trudc khi ban di chuyén may tinh di noi khac.

+ Hiy can trong khi mang may notebook v&i cac loai hop dung dé dung

may.

+ Hay than trong khi mang may notebook theo nguoi.

+ Pbi voi cac thiét bi di dong, hiy can than vi tri dit chung.

+ Gilr cac loai cap ndi gon gang trén 16i di.

+ Lau may tinh hoidc may in sach bui va vun giay.

+ Moi chuyén gia hd tro ki thuat dé giup thuc hién cong viéc thay thé.

+ Luon thuc hién viéc sao luu dir liéu.

+ Ludn ludén dam bao rang chwong trinh diét virus phai cip nhat va phai

quét may tinh thuong xuyén.
1.4.3. Lam viéc véi phan cirng

Néu ban khong thé md tap tin trén 6 ctng thi thuong d6 1a van dé vé 6
cung.

Néu ban khong doc duogc tap tin tir cdc phuong tién luu trir, hay kiém tra
dia xem ¢6 bi ban hodc xudc khong.

Néu ban khong in duoc, hiy kiém tra may in di dugc két ndi va xem may
da bat 1én chua.

Néu két ndi van hoat dong ma van khong in duge, hiy kiém tra xem may in
c¢6 bao 16i nao khong.

Néu ban khong vao mang dugc, hady xem ban c6 dung dung tén dang nhép
va ma khoa khong.

Tudi tho ctia may tinh ciing c6 thé 12 nguyén nhan gay tryc tric.

Thiét bi phan cting méi cai dat co thé khong hoat dong do mdt vai nguyén
nhan.
1.4.4. Tién hanh bdo tri phan cirng

Dinh ki v¢ sinh ban phim va chuot.

Vong doi cua may tinh.



Néu khi in vin ban in bi lem nhem hozc d6i chd bi md, thi ¢ thé can phai
lam sach may in.

Xem xét cach quan 1y cac tap tin trén 6 dia ctng.

Xoa céc tap tin tam tru.

Pinh ki xem xét viéc chéng phan manh 6 dia.

Nho chuyén gia hd tro khi khong chic chan cach xu 1y cac thay doi.

1.5. H¢ diéu hanh Windows
1.5.1. Gigi thiéu chung vé hé diéu hanh

Heé diéu hanh 1a tap hop cac chuong trinh duoc thiét ké dé diéu khién twong
tac va giao tiép gitta may tinh va nguoi sir dung.

He¢ diéu hanh c6 2 chic ning chinh:

+ Quan ly thiét bi nhap, thiét bi xuat, va cac thiét bi luu trir.
+ Quan 1y céc tap tin duoc luu trir trén mdy tinh va nhan biét cac loai tap tin.

M&i may tinh can mot hé diéu hanh dé hoat dong.

DOS la phén mém giao dién van ban va st dung dong 1énh don dé thuc
hién céc chuc nang.

Ngoai Unix, tit ci cic mdy tinh khac st dung hé diéu hanh d6 hoa nhu
Windows hodc Mac OS. Giao dién db hoa ngudi dung (GUI) cho phép ban sir
dung thiét bi tré dé chi va chon cac chirc nang.
1.5.1.1. Microsoft Windows

H¢ diéu hanh cho may tinh.

WYS/WYG hién thi man hinh cho phép xem truéc ngay lap tirc nhiing gi
cd san.

1.5.1.2. Mac OS

Thiét ké cho may tinh Apple Macintosh.

Str dung giao dién d6 hoa ngudi diung dé may tinh s& dé& st dung hon va
nhanh hon.

Phién ban mé&i hon ctia hé diéu hanh Mac str dung Unix 1am céu tric co ban
cta no.



T e R T W

Phat hanh vao dau nhitng nim 1970 bdi cac nha 1ap trinh cho céc 1ap trinh

vién.

Puoc thiét ké voi tinh di dong cho st dung nhiéu va da nguoi dung.

Han ché chinh 12 n6 lam dugc nhd cac dong 1énh don diéu khién cac chuc
nang cta hé diéu hanh.

R4t phé bién véi cac truong dai hoc va cac t6 chuc khoa hoc, nghién ciu.
1.5.1.3. Linux

Duya trén Unix voi mot giao dién nguoi dung d6 hoa.

D@ dang c6 duoc va rit phd bién dé st dung vdi cac may chu cao cap va
cac nha phat trién phan mém kinh doanh.
1.5.1.4. Hé diéu hanh trén cdc thiét bi cam tay

Lam viéc véi c4c thiét bi PDA
1.5.1.5. H¢ diéu hanh nhing (Embedded Operating Systems)

Quan ly va kiém soat cac hoat dong ddi v6i cac loai cu thé cua thiét bi duoc
thiét ké.

Theo sau qua trinh twong tu duoc str dung trong cac thiét bi may tinh dién
hinh, nhung nhan ra muc dich cta thiét bj chuyén dung.

Mot s6 nha san xuit nhiing phién ban sira d6i ctia Windows cho cac chuong
trinh dé mo phong moi trudng may tinh.
1.5.2. Cac thao tac vdi tép tin va thu muc

Tap tin chuong trinh (Application File):

+ Bao gém cac hudng dan rat chi tiét cho b vi xir Iy nhitng cong viéc can

thuc hién.

+Luu trit trong thu muc chuong trinh nam trong thu muyc Program Files.

Tap tin dir li€u (Data File):Chtra thong tin dugc nhap vao va luu trong ing
dung.

Tap tin hé théng (System File): Chira huéng dan chi tiét cho bo vi xtr 1y
nhitng cong viéc can thyc hién, chiing 13 mot phan cta hé diéu hanh.



Thu muc 14 noi chira cac chuong trinh va tap tin va la phuong thirc to chire
thong tin.
CAu trac phan cip chi ra c6 bao nhiéu cap, noi cac thu muyc ton tai:

4 Ml Desktop
4 [ jmartinez
’E] Contacts
) Desktop
4 [F] Documen ts
ABC Company

Contracts
Proposals
) Financials at Jul 31
) Proposal - Aug 31

Khoéng c6 gidi han vé noi ban luu trix tap tin, hodc sb lugng thu muyc tao ra.
Khong cé phuong thirc chinh xac dé thiét 1ap hé thong tap tin.
Néu dix liéu rat quan trong, ban can phai c¢6 ban sao luu hodc ban sao.
Dé bat dau 1am viée véi cac tap tin va thu muc, st dung mdt trong cac cach sau:
— Nhép Start, Computer
— Nhép Start / Accessories, Windows Explorer
— Nhip Start, gb vao: expl trong hop Search / Windows Explorer
— Nhip dap chudt vao biéu twong Computer trén Windows Desktop
— Nhép chudt phai vao nut Start va nhap Explore

— Nhéin U

Céc thanh phan trong ctra s6 Windows Explorer bao gom:

1. Lién két wa thich (Favorite Links: Hién thi cic thu myc ma ban st dung
thuong xuyén; di chuyén thu muc téi khu vuc nay dé truy cap nhanh.

2. Khung dinh vi trdi: Chira tat ca tai nguyén ctia may tinh.

3. Thanh Iénh (Command Bar):Hién thi cac nat cho tat ca cic 1énh c6 sin
trén ché do xem hién tai, hodc trén 6 dia hodc thu muc duoc chon.

4. Cdc thiét bi luu trir (Storage Devices): Hién thi tat ca cac 6 dia c6 san dé
Iwru trit hodc 1ay céc tap tin.

5. Khung cira s6 néi dung (Contents Pane): Hién thi noi dung cua 6 dia
hodc thu muc duoc chon trong Khung cira s6 thu muc.

6. Danh sdch cdc thu muc (Folders List): Danh sach cac 6 dia va thu muc
trong cau trac phan cip, ban c6 thé nhin thy céu tric thu muc nhiéu hon
hodc it hon cho ting 6 dia bang cach st dung cac nat Mé rong (Expand)
hodc Thu gon (Collapse).



7. Khung cira s6 chi tiét (Details Pane): Hién thi thong tin vé muc duogc
chon trong khung diéu hudng hodc khung ndi dung.

1.5.2.1. Tao thu muc

- Pé tao thu muc, str dung mot trong cac cach sau:
+ Trén thanh chta 1énh, nhip New Folder

&) =[ ) <« Documents » MyWork » <[4 | [ Searc or »
Organize v [Open  Sharewith v  E-mail  Newfolder =- 0 @

= Documents library
My Work

+ Nhap chudt phai vao khung cira s6 ndi dung va nhap New/ Folder
- Pé tao biéu tuong tit cho thu muc, sir dung mot trong cac cach sau:

+ Nhép chuot phai vao vi tri trén khu vuc chira cac thu muc, va sau do nhép
New/Shortcut

+ Nhap chudt phai vao khung cira s6 noi dung va sau dé nhdp
New/Shortcut

1.5.2.2. Béi tén thu muc
-Pé thay ddi tén thu muc, st dung mdt trong cac cach sau:

+ Nhap vao biéu tuong thu muc dé chon né va sau d6 nhan dé chuyén sang
ché @6 hiéu chinh (Edit mode).

+ Nhan chudt phai vao thu myc va sau d6 nhip vao Rename
- Khi nhin théy tén thu muc dugc t6 chon, nghia 1a dang trong ché @6 hiéu chinh
(Edit mode)

+ Mdi khi tén dugc t6 chon, ¢6 thé gd tén mai cho thu myc

+ C6 thé st dung con tré chudt hodc cac phim mii tén dé di chuyén con tro
dén vi tri chinh x4c trong tén thu muyc dé chén hodc x6a cac ky tu.
1.5.2.3. Thay doi cdc lwa chon cho thw muc

Organize

- Chon thu muc va trén thanh chira 1énh, nhap va sau d6 nhap

Folder and Search Options
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+ Tasks: chi dinh hién thi xem trudc (preview) hay kiéu truyén théng Browse
folders: Chi dinh mdi thu muc s& mé ra trong cung mot cira s0, hodc cira s khac
nhau.

+ Click items as follows: Cung cip tiy chon cac nhap don hodc nhip dup dé mo
cac muc.

1.5.2.4. Thay déi ché do hién thi

- Pé lya chon ché do hién thi, st dung mot trong cac cach:

+ Trén thanh chura 1énh, nhdp vao ‘ ©
+ Nhép chudt phai vao ving trong ctia khung noi dung va chon View
- St dung cot tiéu dé dé sap xép nodi dung hodc thao tac xem thém:
+ Pé diéu chinh do rong cua cdt, kéo duong théng ding ¢ bén phai cua cot
va kéo dé 1am cho cot hep hon hodc rong hon.
+ Pé sap xép noi dung theo kiéu muc, nhap vao tiéu dé cot Type
* Extra Large Icons Large Icons
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1.5.2.5. Sao chép va di chuyén cdc tdp tin va thw muc



- B¢ sao chép mot tap tin hoac thu muc, chon cac tap tin hoac thu muc va sau do
st dung mdt trong cac cach sau:

Organize «

+ Nhap  2*™*° 7 chon Copy, di dén vi tri m&i va nhap
chon Paste

+ Nhan CTRL + C di dén vi tri méi CTRL + V

+ Nhip chudt phai dé Iya chon va nhap Copy, di dén vi tri m&i, nhap chuot
phai va nhip Paste.

+ Néu sao chép cac tap tin tir mot 6 dia khac, Windows s& tu dong tao ban
sao lya chon khi ban kéo chon dén vi tri méi.

+Néu sao chép cac tap tin trong cing mot 6 dia, nhan khi ban kéo tap

tin hoac thu muc vao vi tri moi.
- Sau khi lya chon cac tap tin hodc thu muc dé di chuyén, sir dung mot trong céac
cach sau:

+ Nhap "7 chon Cut; di chuyén dén vi tri méi va nhap

Organize

chon Paste.

+ Nhép chuot phai dé lua chon va nhép Cut, di dén vi tri méi, nhép chuot
phai va nhip Paste.

+ Kéo tap tin hodc thu muc dugc lya chon dén vi tri méi trén cung mot b
dia.
1.5.2.6. Xem cdac thugc tinh cua tdp tin, thu muc
- Pé hién thi cac thudc tinh cho tap tin hodc thu muc:

+ Chon tdp tin hodc thu muc, sau do6 trén thanh chua Iénh, nhép

Organize «

va chon Properties.
+ Kich chudt phai vao tap tin hoac thu muc va sau d6 chon Properties.

Student 0 =

— General: Hién thi loai thu muc, vi tri, kich thudc, noi dung, ngay thang,
va cac thudc tinh.

— Sharing: Chia sé thu muc véi nhiing nguoi khac trén mang noi bo.

— Security: Cho thiy nhimg nguoi c6 quyén truy cdp vao thu muc nay va
loai quyén duoc giao.

— Previous Versions: Hién thi cic ban sao cta tap tin duoc tao ra boi
Windows 1a mot phan ciia diém khoi phuc.



— Customize: Lua chon hoic thay doi cac tiiy chon thu muc xuat hién nhu
thé nao.

1.5.2.7. Tim kiém tdp tin
- Pé kich hoat tinh nang tim kiém, str dung mot trong cac cach sau:

+ Nhép tiéu chi tim kiém trong | seor 2

+ Dbi véi cac tiéu chi cu thé, dam bao con tro vao 6 Search va nhan ALT +
ENTER d¢ hién thi thanh cong cy tim kiém nang cao.
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+ Nhap vao nit tim kiém nang cao (Advanced Search) dé hién thi cac 6 cho
tiéu chi tim kiém:

1.6. Str dung Control Panel
- Control Panel 1a khu vuc trong Windows gitp ching ta truy cép céc tinh nang cai
dat hay tuy chinh céc cai dat cho cac thiét bi trong hé thong ctia minh.
- Pé truy cap Control Panel, ta lam nhu sau:

+ Nhap Start, chon Control Panel

ontrol Panel - cIEN
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- System and Security: Duy tri tinh toan ven hé théng va thuc hién sao luu
dir liéu, cac tuy chon vé bao mat.

- Network and Internet: Thiét lap hodc thay d6i cach hé thong két ndi mang
hodc Internet, va chia sé tap tin voi nhitng nguoi khac.

- Hardware and Sound: Thiét 1ap hodc stra doi cac myc phan cimg.

- Programs: Truy cap cac tac vu quan 1y hé thong.

- User Accounts and Family Safety: Thiét 1ap may tinh dugc sit dung boi
nhiéu hon mot ngudi.

- Appearance and Personalization: Tuy chinh man hinh véi bao vé man
hinh, hinh nén may tinh, va tuong tu.

- Clock, Language, and Region: Thay dbi ngdy, thoi gian, tién té, hodc sd
dé phan anh céc tiéu chuan theo khu vuc hodc cac ngdn ngit.

- Ease of Access: Thay d6i kha nang truy cip thong s ki thuat.



Trong bai hoc nay ching ta chi tim hiéu mot s6 thiét 1ap co ban sau trong
Control Panel:
- Cai dat may in (Printers):
- Thiét 1ap d6 phan giai man hinh, anh nén, man hinh cho
- Xem va chinh stra ngdy gio hé thong.
1.6.1. Cai dat mdy in (Printers)
- Click Start/Control Panel/View devices and printers hodc Start/Devices and
Printers /Add Printer/ ...
- Local printer attached to this computer: cai mdy in cuc by cho may dang su
dung - A network printer, or a printer attached to another computer: cai may in
dang duogc chia sé trén mang Lan.
- Trudong hop cai may in cyc bo:
+ Use the follwing port: Lptl (chon cong mdy in 1 1) => Next
+ Chon hang san xuét may in: Manufacturer, loai may in Printers =>
Next....
+ Printer name: go vao tén may in => Next...
+ Khong cho phép chia s¢ may in 1én mang Lan (Do not share this printer)
hodc cho phép chia s¢ trén mang (Share this printer so that other...) vdi tén
do ta dat & muc Share name => Next => Finish.
- Truong hop cai may in mang: sau khi chon tuy chon cai m¢t mdy in da dugc
chia sé qua mang, qua trinh tim kiém may in dién ra, chon may mang in can cai,
chon Next => Finish.
1.6.2. Thiét Igp dp phén gidi man hinh, anh nén, man hinh cho
- Thiét 1ap d@ phan giii man hinh:
Click Start/Control Panel/View by/Category d¢ hién thi theo nhom cac thiét lap
may tinh. Trong nhém Appearance and Personalization, chon Adjust screen
resolution=> Trén 6 Resolution chon d¢ phan gidi man hinh.
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- Thiét 1ap anh nén (Desktop background)
+ Click Start/Control Panel/View by/Category dé hién thi theo nhom
cac thiét 1ap mdy tinh. Trong nhom Appearance and Personalization,
chon Change desktop background.



+ Trén 6 Picture location chon vi tri cia anh nén, c¢6 thé chon Browse dé
chon thu muyc chira file anh trong may.
+ Co thé chon Select all dé chon toan bd anh lam nén hodc Clear all dé bé
tat sau d6 chi chon 1 anh.
+ Tai 6 Picture position chon vi tri anh nén.
+ Tai 6 Change picture every: An dinh thdi gian thay d6i anh nén (dung khi
c6 nhiéu anh nén duogc chon).
+ Cubi cung ta chon Save changes dé luu lai thay doi.
- Thiét 1ap man hinh ch&
+ Click Start/Control Panel/View by/Category dé hién thi theo nhém
cac thiét 1ap mday tinh. Trong nhom Appearance and Personalization,
chon Screen Saver. Hoic An phai chudt tai man hinh Desktop chon
Personalize, chon Screen Saver.
+ Trén 6 Screen Saver lya chon kiéu man hinh cho.
+ Trén 6 Setting chon thiét 1ap cho kiéu man hinh cho.
+ Chon thoi gian xudt hién man hinh cho tai 6 Wait.
+ Cubi cung ta chon OK.
1.6.3. Xem va chinh siva ngay gio hé thong
- Click Start/Control Panel/View by/Category dé hién thi theo nhém céc thiét
lap may tinh=> chon Clock, Language and Region.
+ Chon Set time and Date, xuat hién cira sd, chon Date and Time:
+ Chon Change date and time dé thay d6i ngay gio. Chon lai ngay trén 6
Date, chon lai gio trén 6 Time.
+ Chon Change time zone dé thay doi mui gio. Chon mii gio can thay do6i
16i chon OK.
+ Cubi cung ta chon OK.

1.7. Cai dat hoac go bo cac chwong trinh &rng dung
- St dung 1énh Programs and Features trong phan muc Programs cua Control
Panel néu chuong trinh trong danh sach.



1.7.1. Cai dat mot chwong trinh moi

C6 thé cai ddt cac churong trinh tir cic ngudn khac nhau

Mbt s chuong trinh ty dong bat dau cai dat khi ban dua dia vao 6 dia

Céc chuong trinh tir Internet roi vao mdt trong hai loai:

+ Duogc phép thyc hién mot sao luu hodc ban sao cia ban géc

+ Néu tai phan mém tir Internet, luén luén luu néd va quét virus trude khi

cai dat

Qua trinh cai dit co thé tu dong bat dau khi chén dia CD (Compact Disk )
hay DVD (Digital Versatile Disc) nhd t€p tin Autorun kém theo chuong trinh cai
dat trén dia hoac nguoi dung phai tu chay céc file cai dat. Vi du céc file cai dat
thuong c6 tén: Setup.exe, install.exe,...

Vi du: Cai dat mot phén mém diét virus mién phi co6 tén
Avira_free antivirus.exe tir file cai dat trén 6 ctimg. Cac budc tién hanh: M& thu
muc chua file cai dat, nhép dap chuot vao file cai dat co tén
Avira_free antivirus.exe. Qué trinh cai dat s& duoc khéi chay va yéu cau ngudi
ding 1am theo hudng din cho téi budc cudi cing. Sau khi cai dat xong may
thudng yéu cau khoi dong lai dé hoan tat qua trinh. Riéng d6i voi cac phan mém
diét virus ta con phai cap nhat phin mém sau khi qua trinh cai dat hoan tat.

Khi nha cung cip phin mém théng bao cap nhat cho chuong trinh, cic ban
cap nhat thuong khong bat budc phai cai dat ngay lap tirc.

1.7.2. G6' b6 mot chwong trinh
- Céch 1:

+ Click Start/ Control Panel/View by/Category, trong nhom Programs

chon Uninstall a program.

+ Lya chon phan mém can g& bo rdi chon Uninstall.



Uninstall or change a program

To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

Organize v  Uninstall/Change
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Name Publisher Installed On  Size Version
oMobe Flash Player 9 ActiveX Adobe Systems, Inc. 02/13/2014 2283MB 90160
# hdobe Photoshop CS Adobe Systems, Inc. 0212204 <3
I AutoCAD 2008 - English Autodesk 02132004 171510
© Autodesk DWF Views 7 Autodesk, Inc. 02/13/2014 Q3M8 120
! Camtasia Studio 7 TechSmith Corporation 05/21/2014 29M8 711
W71 Cisco Packet Tracer 532 Cisco Systems, Inc. 0/21/2014 1711 M8
AFoit Reader 02122014
@ Google Chrome Googlelnc. 0220/2014 3501916153
@ Intemet Download Manager Copyright by Tonec Inc. 02/15/2004 IDM6.18 Build9
83 LightScribe System Software LightScribe 07/04/2004 BIME 118222
Q Microsoft NET Framework 451 Microscft Corporation 05/06/2014 3BEMB 4550938
0 Microsoft Office Enterprise 2007 Microsoft Corporation 05/06/2014 12066121000

- Cach 2: Sir dung lya chon Uninstall c6 sin trong chuong trinh.



