Lam quen v&i May tinh va Windows 7

Bai nay hudng dan nhitng ban chua cé diéu kién ti€p xtc véi may tinh tir cdch bat/tdt mdy tinh,

str dung con chudt, ban phim cho dén cac thao tac vdi hop thoai, menu ngit canh trong

Windows. Céc thao tac quen thudc nhat trong Windows nhu phéng to-thu nhd khung cira sé,

cat-dan dit lidu, tao/lvu/ma file, va gd ti€ng Viét sé dwoc minh hoa qua chwong trinh Paint va

WordPad. Giao dién va cac thao tac trén Paint va WordPad 1a khuén mau chung cla cac phan

mém khac ma sau nay ban sé& gap.
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1. Bat, tat may tinh dung cach

Niit bdm va dén bdo trén case va man hinh

V&i may tinh dé ban (desktop), trén case (thung mdy) thudng s& cd 2 nut: nit Power (nut to)
dung dé bat/tat ngudn dién vao may tinh va nut Reset (nGt nhd) cé chirc ndng tat roi ngay sau
d6 bat lai nguén dién cho may tinh (con goi la khéi déng ndng). Mdy xach tay thudng chi co mét
nut Power.

Case clia mdy tinh c6 hai dén: den Power — bdo hiéu may tinh dang bat, deén HDD — chi sang khi
6 dia cirng dang chay tirc 1a khi mdy tinh dang thwc hién mét cdng viéc nao do.

Man hinh mdy tinh dé ban cé: mot nat Power dé bat/tat ngudn dién va cac nut diéu khién do
sang toi, tan s& cha man hinh, ... Khi man hinh duoc bét, dén Power cua man hinh sé vang néu
man hinh dang hién thj di liéu cta case, va ndé sé dé néu case tdt hodc khi man hinh khéng
duwoc néi vdi case.

Bat mdy tinh

DE bat mdy tinh ban phdi bat cé case va man hinh. Day ngudn dién cla man hinh thudng duoc
néi vao ngudn dién cla case nén khi bat case, man hinh cling ty bat theo; néu khéng ban phai
tw bat man hinh nita. Chi y cé thé man hinh dang tat nhwng case van dang chay va nguoc lai.

Ngay khi case dugc bat, né s& kiém tra nhanh phan cirng cla mdy tinh: néu tat cd déu n, sé cé
mot ti€ng bip duoc phat ra; néu khéng, ti€ng bip sé khac di. Vi du néu bé nhéd RAM clia may
tinh bi 1dng, case s& phat ra mot trang dai tiéng bip lién tuc.

Sau qua trinh kiém tra nhanh nay, hé diéu hanh sé duoc chay.

Tat/khéi déng lai mdy tinh

Viéc tat dot ngdt ngudn dién clia may tinh cé thé gay ra mat dir liéu va gay ra séc dién [am hai 6
clrng, 6 dia CD. Cach tat/kh&i dong lai may tinh dung cach Ia ra I1énh cho hé diéu hanh lam (néi
& muc 14), né s& don dep va lvu trit di¥ liéu, réi sau d6 tu tat/khéi dong lai ngudn dién. Viéc tat
may chi tat case, khong tat man hinh.

Khi may tinh bj treo (du ban lam gi may tinh cling khéng thay ddi trang thai) ban hay th&r bAm
CTRL + ALT + DELETE dé thoat khdi tinh trang nay (ndi & muc 14). Néu khéng duoc ban budc
phai kh&i déng lai may bang céc: bAm nut Reset trén case hodc gii? nit Power cho dén khi case
tu tdt nguon dién.

2. Pang nhap vao Windows
Windows la hé diéu hanh da nguwdi dung (multiuser). Nhidu ngudi cé thé dung Windows ma
moi ngudi cé thé tly chinh Windows theo y minh ma khéng anh huwdng dén ngudi khac. Moi



ngudi dung s& cé mot user account (tai khoan ngudi s dung) dé truy cap vao Windows va cac
thy chinh riéng cGia nguoi do sé duoc luu trong account do.

Bill Gates Bill Joy \ Eric Schmidt

w. Windows 7 Ultimate

Vi du vé man dang nhap Windows vdi 4 user accounts: Bill Gates, Bill Joy, Eric Schmidt, Steve
Jobs.

Khi Windows khé&i dong, man dang nhap (log in) hién ra va ngudi dung sé& chon user account
cGa minh nhu hinh vé duéi day. Néu Windows chi cd mét account va khéng dat password (mat
khau) thi man d&ng nhap nay s& dugc bd qua.

3. Man hinh nén, thanh taskbar va cac biéu twong
Sau khi dang nhap, ban s& thdy man hinh nén cia Windows 7 vé&i cac thanh phan:

- Anh n&n man hinh. Nguoi dung cé thé thay d6i dwoc (xem muc 12).

- Cac biéu twong (icon) chuong trinh. Mot s6 chuong trinh cai dat trén Windows s& ¢
biéu twong dit &@ man hinh nén, kich dup chudt vao dé6 ban s& chay chuong trinh.

- Thank taskbar:

o Nut badm Start: day 1a nat dan téi menu (bang lwa chon) cac chuong trinh dugc
cai dat trén Windows. Trén menu start cé hép tim kiém gitp ban tim cac chuwong
trinh duoc cai dat trén may va cac tuy chinh cia Control Panel.

o Vung notification: vung nay dé hién thi trang thai cia may tinh (nhw do to nhd
(volume) cua loa, tinh trang pin cla may xac tay, ngay gio hién tai) hoac cac
thong bdo clia Windows (nhw mét thiét bj lwu trit USB vira dwoc cam vao may
tinh, vira cap nhat xong mot ban va 16i, tim thdy phan mém ddc hai trén USB)

o Phan gitta cla thanh taskbar: M6i mot chuong trinh khi mé s& tao mot biéu
tuwong & phan gitra cta thanh taskbar.
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Chu y: thao tdc bam chudt vao nut Start sé twong duwong vdi bdm phim e (goi l1a phim
Windows - nam gitta CTRL trai va ALT trai) trén ban phim.

4. Thao tac véi chuot
Chudt may tinh thudng cé hai ndt bdm va mdt nat 13n (cudn) nam & gitra. V&i may tinh xach
tay, mdy tinh bang: chudt duwoc thay bang mot ban cdm (rng, goi la touchpad, va ngudi dung di
ngon tay trén ban nay dé diéu khién chuét. Hai nit bam trén touchpad cla laptop twong dwong
v@i hai nit bdm cta chudt mdy tinh ban.

C6 5 thao tac v&i chubt:

- Click (nh3p chudt - bdm nat trai chudt dang 1 1an): chon
mot doi tugng. Vi du ban muén xéa mét biéu twong trén
man hinh nén thi hady click chudt vao biéu twong dé cho
mau cla né sdm lai ro6i bam phim Delete. Thao tac click

chudt cling c6 thé dugc dung d€ m& modt chwong trinh
trong menu Start. Vi du ban click vao Start = All
programs = Accessories = Paint d& m& chuong trinh Paint.
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5.

Double click (kich dip — bdm nat trdi chudt 2 1an that nhanh): kich hoat (mé, chay) mot
déi twong. D& chay mdt chuong trinh cé biéu twong trén man hinh nén thi kich dup
chudt vao biéu tugng d6. Cha y néu ban kich dip chudét ma khéng dd nhanh thi
Windows s& hiéu day la 2 thao tac click chudt va viéc lam nay s& thanh doi tén doi
tuong.

Right click (b&m nut phai chudt ding 1 [an): dé€ hién thi menu ngit canh chira cic thudc
tinh, tuy chinh véi déi tuong. Vi du khi bAm nut phai chudt vao mét biéu tugng trén nén
man hinh, ban s& thdy mot menu (bang chon) hién ra vdi cac Iwa chon la: xda, déi tén, di
chuyén, copy biéu tugng.

Drag and drop (kéo - thd chudt, con goi 1a ré chudt — bam va gilt nat trdi chudt réi di
chuyén chuét (nhung van gilt nat trai chudt) cho dén khi vira y thi tha ra): di chuyén mot
déi twong. Vi du thao tdc nay dugc dung dé di chuyén vj tri cla mét biéu twong trén
man hinh nén.

Scroll (I3n nut gitra cda chudt): cudn thanh trugt cia mét khung clra s6 (xem vi du dudi
day).

Giao dién ctra sd cua chwong trinh trng dung

Phdan mém wng dung vs hé diéu hanh
Phan mém duogc phan lam 2 loai:

Phan mém hé théng: dién hinh nhat 1a hé diéu hanh (operating system)
Phan mém (ng dung hay rng dung (application): phan mém ké toan, soan thdo van ban,
v@ kién truc, nghe nhac, tra tir dién, diét virus, doc thu dién t&, download nhac v.v

Hé diéu hanh Iam nhiém vu diéu khién phan cirng may tinh (nhuw CPU, RAM); phan mém tng
dung duogc cai dat trén nén hé diéu hanh, né twong tac véi ngudi dung va hé diéu hanh cha
khéng diéu khién tryuc ti€p phan cing.

Chay mét phan mém (chwong trinh) [‘_g Windows Fax and Scan R o
lj"ng dyng  Windows Media Center

@ Windows Media Player

Né&u cé mdi hé dieu hanh khong thi ban khéng £] Windows Update

R R . e R ). <A XPS Viewer Al
lam gi dugc nhiéu véi mdy tinh nén ban phai Accesores |\ :
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&

menu Start| All programs. Microsoft cung cap  Mouilla Firefox omputer
san mot s6 phan mém don gian (goi la  QuickTime Alternative EE———

accessories — phu kién) di kem véi Windows . Skype
nhu Wordpad (soan thao van ban), Paint (vé

. Real Alternative

Devices and Printers

. Startup
. UltralSO Help and Support

Back




tranh), Windows Media Player (nghe nhac, xem phim) ... va tat cd duwgc dat trong Start| All
programs | Accessories.

Dé chay mdt phan mém da duoc cai dat trén mdy, ban cé thé 1am theo mét trong cac cach sau:

- Tim biéu twgng cta phdn mém trén man hinh nén va kich dup chudt vao né
- Chon menu Start|All programs va tim tén phan mém réi nhap chudt vao
- GB& mdt phan (khdng can phai tat
ca) cla tén chuong trinh trong hop E WordPad Help and Support
tim kiém cGa menu Start (chd ghi || >  AllPrograms

Search programs and files) sau dé

badm vao néu ban thdy tén chuong

| |S:‘cr:v'1 programs and files I pe) ' ME
trinh. Vi du néu ban muén m&

@ .- O
PowerPoint nhuwng chi nhé duoc

chit “power” thi gd vao hdp tim kiém, ban s& thay ca tén Microsoft Power Point hién ra.

Cdc thanh phdn ctia mét khung civa sé chwong trinh

Giao dién ctia mdi chwong trinh dwoc dat trong mot khung clra s6 riéng biét va ban cé thé mé
nhiéu nhirng khung clra s6 nay cung mét lic — day 1a Ii do hé diéu hanh cé tén goi Windows.
Hinh v& duéi day minh hoa khung clra s6 chuong trinh Paint (mé Paint bang cach chon Start|All
Programs|Accessories | Paint).
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- Thanh tiéu dé (title bar): chra tén chuong trinh. Vi du v&i chuong trinh Paint trén day,
thi “Paint” la tén chuwong trinh, “Untitled” |a tén cta blc v& ma chuong trinh dang lam
viéc vdi. Cai tén “untitled” (nghta la “v6 danh”) la tén tam th&i ma Paint dat cho bic vé
mai.

- Thanh menu (menu bar): chita cac bang chon chirc nang clia chuong trinh. Vi du chirc
nang phéng to, thu nhé birc tranh ndm trong menu View. M&i menu (bang chon) cé thé
chira cac menu con.

- Thanh cdng cu (tool bar): thanh nay chira cac nat bam, moi nut bdm 13 mot chirc ndng
cla chuong trinh.

- Thanh cudn (scroll bar): khi chuong trinh can nhiéu khéng gian dé hién thj nhwng kich
thwéce khung clra s6 khéng du, lic ddy can cé thanh cuén.

- Thanh trang thai (status bar): chta thong tin trang thai cia chuong trinh. Vi du vdi
chuwong trinh Paint trén day, thanh trang thai cho biét birc tranh cé kich thudc 485x246
diém anh va dang & mirc phdng to 100% kich thuéc that.

P& thu nhé (minimize), phéng to (maximize), déng (close) khung clra s6 chuong trinh ban

. » s = . ) N VPN A
dung lan lugt cac nut ¢ |i|‘—l@ . Khi duoc thu nho, khung ctra s6 sé tré thanh mot
biéu tugng trén thanh taskbar. Khi nhdp chudt vao biéu twgng trén thanh taskbar nay, ban s&
khdi phuc lai khung clra sé.

Phim tat dé déng chuong trinh (nat X) 13 ALT + F4.

Thay déi kich thwéc khung ctra sé: diat con chudt vao dudng vién hodc goéc cha khung clra s6
sao cho con chudt bién thanh dadu mii tén hai chiéu, kéo-thd dudng vién/gdc nay sé thay déi
duoc kich thudce cda khung cira sé.

Di chuyén khung clra s6 bang cach di chuyén chudt dén thanh tiéu dé roi kéo tha thanh tiéu dé
dén vi tri ungy.
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Recycle Bin

Windows 1a hé diéu hanh da nhiém (multi task), ban cé thé mé& nhiéu chwong trinh cung mét
lic, tuy nhién maéi ltc ban chi cé thé 1am viéc véi moét chuong trinh (goi 1a chwong trinh hién
hanh). M&i mét chuong trinh khi duwgc mé s& cé mot biéu twgng twong tng trén thanh taskbar.

Ban cé thé chuyén tir chwong trinh nay sang chuong trinh khac bang cach nhap chuét vao biéu
tuong trén thanh taskbar d6. Hodc ban ¢ thé dung ban phim: bam va gilt phim Alt, sau d6 bdm
thém phim Tab mot [an — l4c nay s& cé mét bang cac chuong trinh dang chay hién ra (nhu hinh
vé dudi day). Mai 1an bam Tab ban s& chuyén sang chuong trinh ké ti€p, dén khi vira y thi tha
ca hai phim ra.

BT

Desktop

LI -

Tuwong tu nhu Alt + Tab, ban c¢6 thé bam CTRL + Windows sau d6 bam thém phim Tab nhung luc
nay cac khung clra s6 duoc thé hién & dang 3D rat an tugng nhu hinh v& dudi day.



 wiiting About Technology
? 3 BASIC APPLICATION
SOFTWARE

Cé nhiéu khi ban mé& qua nhiéu chwong trinh lam che hét man hinh nén trong khi lai muén kich
dip chudt vao mot biéu tuwgng nao dé trén man hinh nén. D& tam thoi hién thi nén man hinh,

ban dua con chudt vé tn cung dau phai H cla thanh taskbar mot Idc thi man hinh nén sé hién
ra; di chuyén chudt ra ngoai thi man hinh lai mat.

DE& thu nho tat ca cac clra s6 va hién thi lai man hinh nén, hdy bam nat phai chuét vao mot vung
tréng trén thanh taskbar, réi chon “Show the desktop”. Néu lai muén phdng to lai tat ca cac clra
s6 & trang thai trudc, 13p lai thao tdc bam nat phai chudt vao thanh taskbar réi chon “Show
open windows”. Phim tat cho thao tac nay la Windows + D.

Toolbars »

Cascade windows

Show windows stacked
Show windows side by side
Show the desktop

Start Task Manager

1009

v Lock the taskbar
e _ G . ~ Properties 3 ™
G =l 0l ’ @ ” @ “ “ 1:, } = g0

Cac lya chon khac la “Cascade windows”, “Show windows stacked”, “Show windows side by

side” cd y nghia la tw dong bd tri cdc khung clra s6 x&p dé 1én nhau, xp chdéng Ién nhau, xép
canh nhau. Hinh ?? & trén chinh 13 cach bd tri khung clra s6 chuong trinh theo kiéu Cascade
Windows.



6. Cat dan dir liéu qua Clipboard
Thao tac “cat dan” (cut/paste), tirc la sao chép/di chuyén dit liéu 1d mét trong nhitng thao téc
phd bién nhat khi ban lam viéc vdi irng dung trén Windows.

Khi ban sao chép/di chuyén mét déi twong X (cé thé 1a hinh v&, doan van ban, file, thw muc) tir
vi tri Ngudn sang vi tri Dich thi trwdc tién déi twong X dwoc sao chép vao vung nhé dém cé tén
la Clipboard clla Windows, sau d6 ban sao trong Clipboard mai dwoc sao chép ra vi tri Dich. Néu
ban di chuyén thi déi twgng X s& bi xda khoi vi tri Ngudn nhung van con nguyén trong
Clipboard.

Duwdi day la thao tac cit dan & trong chuong trinh Paint
nhung cling dung cho moi chwong trinh khac nhv Word,

Excel, Powerpoint, AutoCAD, PhotoShop, 3D Studio Max, ...

Xét vi du v& 1 hinh tron rdi sao ra thanh 4 ban nhu

hinh bén. P L]
. Shapes Sﬂ.m
Vao Paint bang cach chon Start|All - e y Selection shapes
Programs|Accessories | Paint. Bg i%ggg (B Reclangular selection
32 ﬁ‘_; 25:( o0 ™ Free-form selection
) L ‘;_) L Selection options
Budc 1: Danh dau doi twong can sao chép. WA | selectal
- DAau tién can tao ra ddi twgng can sao chép:
vé hinh tron bang cach chon Shapes trén S —
thanh menu Shape, réi chon biéu twgng hinh tron.
- Tiép d6 khoanh vung d6i twong can sao chép: v
. | &b Cut
chon menu Select va chon Rectangular Bcopy
selection. Tiép d6 ré chudt tao hinh vudng nét |Clipboard E] pacte

dit dé khoanh lai d6i twong can sao chép.

. e « =1 & cut
Buwdc 2: “Copy” - sao chép do6i tuwgng vao Clipboard: D o—
Chon menu Clipboard, réi chon Copy dé tao ra mét ban Paste

v

sao cua hinh tron trong Clipboard. Cach khéc la bam Clipboard

nat phai chudt dé ra mdét menu va chon Copy hoac
bam CTRL + C.

Budc 3: “Paste” - sao chép ban sao trong Clipboard ra céc vi tri can thiét:

- Chon menu Clipboard, réi chon Paste (phim tat 1a CTRL + V). Sau dé
ban thu duoc ban sao cGa hinh tron, tiép dé ban ré chuét hinh tron

nay ra vi tri ung y.

- Lap lai thao tac Paste — Ré chudt di chuyén dé thu duwoc nhirng ban

10

Crop

Select all

%7 Invert selection
x Delete
A Rotate
] Resize
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Invert color

Paste

-

Clipboard




sao khac.

N&u ban muén di chuyén hinh tron sang vi tri khac thi trong budc 2 thay Copy bang Cut (phim
tat 1a CTRL + X).

Ban nén nhé phim tat cho thao tac cit dan: CTRL + C (sao chép), CTRL + X (di chuyén), CTRL + V
(dan dit liéu ra vi tri dich).

7. Tao file méi, ma file cii, Iwu file hién hanh va hép thoai Open, Save
as
Tao file mai, ma file cii va luwu file hién hanh la ba thao tac quen thudc gan nhu cé & tat ca cac
phan mém &ng dung. Dudi ddy minh hoa cac thao tac nay trong chwong trinh Paint, nhung
cling dang cho moi phan mém khac nhu: Word, Excel, PowerPoint, Photoshop, AutoCAD, 3D-
Studio Max v.v.

Khai niém file, dudng dan thu muc s& duwoc néi & bai sau; & day ban doc hiéu mdi birc vé trong
Paint duwoc goi |a mot file. M& Paint bang cach chon Start|All prograsm|Accessories | Paint.

Lwu file ldn ddu
Ngay khi ban chay Paint, Paint cho ban mét file anh trang dé v&. Paint tam dit tén file dnh nay
la Untitled - nghia 13 “khéng dugc dat tén”, tén nay dugc hién thi trén thanh tiéu dé.

M3c dau ban thay file dnh trén man hinh nhung thuc chat chi 1a tam thoi, khi tdt mdy né sé&
mat. Néu ban mudn gilt lai thi phai thuc hién luwu file vao may tinh bang cach bam vao nut

va chon Save hodc Save as (lan dau luu file Save s& giéng
Save as). Gl i 5 J_jntltlea':sala

New

Hop thoai Save as hién ra nhw hinh v& dwdi day. Néu ban khong
mudng Ivu file thi bAm vao Cancel (nghia la “hay bd”) dé hly bd
thao tac luu file nay di va quay vé file anh va file anh van & trang | |* Qpen

thai chuwa dugrc lwu.
H Save
Né&u ban muén luu file thi trong hdp thoai Save as, ban phai lam

2 ViéC: H Save as »

- chiravi tri dé cat file trong may tinh: ban chon Computer réi chon thu muc can luu
- dat tén file, bao gom:
o gd phan tén file trong 6 File name

o chon kiéu file trong muc Save as type

(khai niem dudng dan thu muc va kiéu file sé dwoc néi & bai sau)
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@D < | Untitled - Paint ) ’ ' ‘M‘
Home View ©
ot I > i 4\\ n O [=] [ Outline — ! . E
= | S = == — [
Paste Select] G2l Save As 7 Edit
- - = colors
N
Clipboard Im @U" = » Computer »
=
Organize v b
= . 4 Hard Disk Drives (2)
1:C’h0n 4 4 Libraries
L T - 0S(C:)
. > | -¢| Documents —~ - ol
@L_Pg’[l_gj - @ Music i &/ 14.0 GB free of 55.7 GB
én ) > | Pictures Data (D:)
st > E Videos —
é S 166 G free of 628 GB
—tet ~| 4 Devices with Removable Storage (2) 5
Iy o s 4 5
= = Data (D;) DVD RW Drive (F:) 2 _D
fl I 0 = = = ) e/
UULA— &= CD Drive (H:) - k P2
a . < % 7 CD Drive (H:) —
File namef Buc tranh phong canh
Save as typefl Monochrome Bitmap (*.bmp;*.dib)
4 Hide Folders n
N
+ 1 10] 603 x 460px 100% (=) {J )

Xong viéc bdm vao nut Save va ban s& thay tén file ma ban chon xuat hién trén thanh tiéu dé.

Sau khi luru file ban c6 thé tiép tuc sira chita nhung nhirng stra chita nay lai khdng duworc ty déng

lwu ti€p vao file ban vira lwu. Mudn ching luu tié€p vao ban lai phai bdm vao va chon
Save (hodc phim tat CTRL + S). Nhu vay lam dén dau ban phai lwu file d&n ddy. Chd y néu ban
chon Save as thi nhitng stra chita cta ban lai dwoc Iwu thanh file khac ch&r khdng tiép vao file
ban dang lam viéc (xem muc dudi day dé phan biét Save va Save as)

Khi Iam viéc, mdy c6 thé bi mat dién hodc “treo” do xung d6t phan mém va gay ra mat dir liéu
néu ban chua kip lvu. D& tranh rui ro nay, hiy tap théi quen thudng xuyén lvu file bang céch
bam CTRL +S.

Save hay Save as
Gia st ban dang stra chita mét file, “save” la lwu nhirng gi ban vira stra chira vao chinh file d¢;
“save as” (“luu thanh”) Ia luu nhirng gi ban vira stra chita thanh mot file khac do ban chi dinh.

Néu ban mdi md& chuong trinh va dang tao ndi dung cho file thi thao tac “save” s& trd thanh
“save as”. Néu ban d3 c6 file “birc vé cli.BMP”, ban |3y ra stra chita va “save as” thanh file “birc
vé mdi.BMP” thi file “blrc vé cli.BMP” sé dugec gilt nguyén; file “blrc vé md&i.BMP” sé la file “birc
vé cli.BMP” cdng vdi tat ca nhitng gi ban vira stra chita.
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Théng bdo Iwu file méi khi thodt khéi chwong trinh
3 v N ’ | ~ e pa ~

Khi ban thoat khoi chwong trinh Paint (bang cach bam vao nut @), néu trudc doé ban khong
lam gi thi chwong trinh sé thodt. Néu ban cé vé hodc stra chita file cli gi d6 ma chua luwu file thi
Paint s& hoi ban “Do you want to save changes to <Name>" trong d6 Name la tén file ma ban
stra chita. Néu ban dang vé& trén moét file méi chua luu thi file méi d6 cé tén tam 13 Untitled
(“khéng dwoc dat tén”) nhu hinh vé duwdi day. p N

Paint &J

Do you want to save changes to Untitled?

Cau tra loi la:

- “Don’t Save” dé khdng lwu va thoat ra.
Moi th& ban lam s& mat. [_Save | [ DontSave | [ Cancel |
- “Cancel” (hodc bdm phim Esc - & gdc tréi
trén cda ban phim) dé hdy bé viéc thodt ra va quay lai ti€p tuc v& véi Paint (con viéc luu

hay khéng lwu sé quyét dinh sau).
- “Save” dé luwu lai (va sau do thodat ra).
o N&u ban dang lam viéc véi file méi chua lwu thi tiép dén ban s& gap hop thoai
Save as nhu & phan trén
o N&u ban dang lam viéc v&i mét file cli thi moi sira d6i dworc lru vao file cli nay va
sau do chuong trinh sé thoat ra.

Tao file méi va mo file cii
Ngay khi m& Paint, Paint d3 tao mot file mdéi cho ban cho du file m&i nay chua duoc lwu va co
tén tam thoi la Untitled.

Néu ban dang lam viéc vai mot file (du la file mai hay file cli, d3 lwu hay chua lwu) va muén tao

mot file m&i khiac hodc m& mot file cii khac dé lam viéc thi bAm vao va chon New (dé
tao md&i) hodc Open (dé mé cii).

Né&u ban chon Open thi hop thoai

s/ Open X
Open h|én ra (nhu’ h\lnh bén) Vé @Qv‘ » Libraries » Pictures » Sample Pictures v“," Search Sample Pictures o
ban ChQn Vi tri C':Ia file cli ma ban Organize ¥ New folder = - I e
dinh m@; cudi cung bAm Open. & Music * Pictures library
., Pictures Arrange by: Folder »
i‘ Sample Pictures
N Videos
Paint la moét chuwong trinh nho, — =
chic ndng han hep: mdi chuon 8 Computer %
_8 " ep _ ) g & 050 e ]
trinh Paint chi lam viéc vé&i mot - Data (0) Decort O
file. Th& nén khi tao mot file mai > DDrve ) ] v cwma —
hodac m& mot file cli ban phai @ Network o h
dong file hién hanh lai. Néu file = Jellyfish Koala Lighthouse N
hlén hénh Cﬂa ban Chu‘a qu th\| File name: v lAIIPictureFiIes ']

o o] [ |




nd s& hoi Do you want to save changes to <Name> trong dé Name la tén file hién hanh (cé thé
la Untitled) nhu & phan trén.

DE tranh viéc déng file hién hanh lai ban c6 thé mé& nhiéu chwong trinh Paint cung lic va moi
chuwong trinh Paint lam viéc véi mot file. Tdc la ban phai 13p thao tac chon Start|All
programs|Accessories | Paint.

(Chu y rang diéu nay |a khd bat tién so v&i cac phan mém lén nhu Word, Excel, PhotoShop,
AutoCAD ... ching déu cho phép mét chuwong trinh mé nhiéu file cung ldc.)

Phim tat CTRL + 0/S/N
Ba thao tac mé file cii, lwu file mdi, tao file hién hanh cé & khap moi phan mém &ng dung. Va
tat ca cadc phan mém (rng dung déu chung nhau phim tat cho 3 thao tac nay:

CTRL + O dé Open - mé& file cij;
CTRL + S dé Save — lvu file hién hanh;
CTRL + N dé create a New file — tao file mdi.

8. Menu ngir canh va phim ESC
Lam viéc v&i Windows ban s& thuong xuyén gap hop thoai, thong bao va menu ngit canh. Muc
7 d3 ndi vé hop thoai va thdng bdo, muc 6 cé néi chat it vé menu ngit cdnh va vi thé & day nhan
manh thém lan nita.

Bdm niit phdi chudét va menu ngiv canh
Thao tac bdm nat phai chudt la mot thao tac quan trong dén muc trén ban phim nguoi ta da

dat riéng mot phim, 1a phim Properties - (ndm gitta CTRL phai va ALT phai), lam phim tat
cho thao tac nay. Da bao gio ban dung phim Properties ?

Khi gdp mot déi twgng va ban muén xem céc tinh chat
cla nd hodc mudn slra d6i né nhung khéng biét lam thé Open
nao thi hdy bdm nut phai chudt vao nd. Mét menu (bang Troubleshoot compatibility
s N N e Lia . Open file locati
chon) goi la menu ngilt canh sé xuat hién dua ra nhirng pen file focation
, , o R .. %' Run as administrator
thao tac ban co thé thyc hién [én doi tuong. MoilaF S

TR A 1a ~ 2 L , ). N Pin to Taskbar
O hinh bén la menu ngi¥ canh khi bam nat phai chuét vao e

mot biéu twong trén man hinh nén. Ban cé thé chon d6i
tén (Rename), xda (Delete), dua biéu tugng vao thanh

Restore previous versions
Send to »

Cut
Copy

Create shortcut

14 Delete

Rename

Properties




Taskbar hodc Start Menu (Pin to Start Menu hodc Taskbar) va nhiéu thao tac khac.

Mot vi du dién hinh khac 1a menu ngit cdnh cdt dan: khi c6 mot déi twong (hinh vé, doan vin
ban, biéu tugng trén man hinh nén, file, thu muc ...) d& thyc hién sao chép/di chuyén ban luén
bam nut phai chudt vao né dé ra menu va chon Copy hodc Cut; tiép dé dén noi ban can sao
chép/di chuyén bam nut phai chudt va chon Paste.

Cac vi du khac:

- Mubn slra thanh taskbar & bam ndat phai chuét vao vung tréng trén thanh taskbar
Muén thay anh nén man hinh = bam nut phai chudt vao vung tréng cla man hinh
- Mudn xda biéu tugng trén nén man hinh = bam nut phai chudt vao biéu tugng

- ... mudn slra modt cdi gi 2 bam nat phai chudt vao cai dé.

DE tat menu ngit cdnh ban bam chudt ra ngoai menu hodc bam ESC.

Phim ESC dé thodt khoi hop thoai, menu, théng bdo

Phim ESC nam & gdc trai trén cla ban phim. Bung nhu tén goi clia né “escape” (phat am
/O0Oskelp/) cé nghia 1a trén thodt — né dung dé thoéat khdi moi chuong trinh nhd, hdp thoai,
menu ngir canh, thong bao.

Mbi khi ban gdp mot hdp thoai, menu ngit canh, thong bao thi diéu dé nghia la ban d3 [am mot
thao tac gi trwdc dé. D& hiy thao tic nay di va do dé sé thodat khdi hép thoai, menu ngit canh
va théng bdo ma ban dang gap thi bAm ESC.

Ban cling thudrng bam ESC khi mudn hdy viéc nhap dit liéu vao mot hdp text, cha han:

- Trong hop tim kiém cha menu Start, ban dang g d& va mudn quay lai tr ddu = bam
ESC

- Trong hép dia chi cla Internet Explorer, ban dang gd d& dia chi ma&i nhung lai muén
quay lai dia chi cli > bam ESC

- Trong Excel, khi ban dang s(ra di liéu cia mét 6 va khéng muén nira = bam ESC

9. Ban phim va cac thao tac xw li ki tw don gian

Cdch go nhanh bang 10 ngén

o + | " * 4 % & / . ( ) = ? le— ]
T A ~ , § . ! 0 |e =
Nguyén |i cua viéc go phim nhanh — L 2el3 #[8 |5 |67 18 [2 10 i
R , ) . — |Q|W|[E|R|[T|Z|U| L|O|P |gcl.;
la: g6 bang ca 10 ngdn tay, chi di
R ) . . i . Caps Lock G H é ? £ —
chuyén ngén tay va khoéng di chuyén 3 2 :} $ )
>
c6 tay, chi nhin vao man hinh ma shitt U | < /{V B N\ )‘_ shift
crl .. % Ctrl




khéng nhin vao ban phim. Khéng nhé dugc vi tri cdc phim ki ty va di chuyén c6 tay nhiéu la
nguyén nhan gay gd cham. D& g& nhanh ban can:

- D&t ngdn tay ddng vi tri: Dat ngdn tro tay trai va ngon tro tay phai lén phim F va phim J -
hai phim duy nhat cé g& nhé gitip ban tim nhanh ching trén ban phim. Ti€p dén d3at céc
ngon gitta, ngdn nhan, ngdén Gt con lai 1én cac phim D, S, A (tay tréi) va K, L (tay phai).
Dén day ban d3 dat cd 10 ngdn
tay lén hang phim trung tdm cuta

Keyboarding Finger Chart

ban phim.

- Di chuyén ngén tay dung céach:
DE gd mét phim, di chuyén ngdn 2
tay gan véi phim dé nhét thay vi 2

di chuyén ca ban tay. Vi du dé gd
phim “P” thi dwa ngén nhin trai K/sjp\acefr\/
tr phim “L” [én phim P*. Ding | Lot = T RN )

ngon cai dé gd phim cach (phim
. Home Row Keys: ASDF Home Row Keys: JK L
dai nhat).

DE tap gb nhanh ban cé thé dung cac phan mém luyén gd ban phim bang 10 ngdn nhu Ultrakey,
Ultimate Typing, Typing Instructor Platinum v.v.

Cdch bdm té hop phim tdt

T6 hop phim tit 1a mot t6 hop cac phim dwoc bAm ddng thoi trén ban phim dé thuc hién mot
thao tac nao do thay vi dung chudt. Vi du thay vi di chuyén chudt va nhap vao chir X (===
) dé thoat khéi chuong trinh thi ban c6 thé bdm ALT + F4 (bdm phim ALT va phim F4 déng thoi).

Céch bam t6 hgp phim A + B + C (b&m phim A, phim B va phim C cung ldc): dau tién bdm va gilt
phim A, sau d6 bdm thém phim B, trong ldc gitr ca phim A va B thi bdm thém phim C. Nhu vay
dén tan thoi diém cudi cung thi ta mdi cé td hop phim A, B, C dugc bam déng thoi.

Phan phu luc liét ké cac phim tat thuong dung trong Windows.

Cdc thao tdc gé ki tw

DE thlr nghiém cac phim trén ban phim, céch tét nhat 1a dung mét chuong trinh soan thao van
ban, chd han nhu Wordpad (cé san trong Windows). Cac thao tac véi Wordpad ciing ding cho
MS Word Excel, PowerPoint, v.v. M& WordPad: chon Start|All Programs| Accessories| WordPad.
Cac thao tac tao file mdi (CTRL + N), ma& file cii (CTRL + 0O), lwu file hién hanh (CTRL + S) cua
WordPad ciing giéng hét nhu véi Paint da néi & phan trwdc. Phan nay chi néi vé cac phim tat
trong soan thao.

Di chuyén con tré
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Khi m& WordPad, ban s& thdy con tré “|” nh3p nhdy, day la vi tri ma ki ty ban gd s& dwoc chén
vao. Dung cac phim mii tén &,1,-,{ dé di chuyén con trd.

B4m HOME dé dua con tré vé dau dong, bAm END dé vé cudi dong.

Khi vén ban dai, bAm CTRL + HOME — nh3y vé dau van ban, CTRL + END — nhay vé cudi van ban;
badm Page Up dé I1én mdt trang man hinh, Page Down dé xudng mét trang man hinh.

Tao khoang cach

- Phim “cach” (spacebar) — phim dai nhat ban phim dé tao ra mot khoang cach giira céc ki
ty. B&i phim nay hay dwoc dung nhidu nhat nén ngudi ta thiét k& né dai cho dé bam.
- Phim TAB dé tao ra mét khoang céch 1&n hon, cé thé bang 4 phim “cach”.

Viét hoa/viét thudng:

- Shift:
o SHIFT + phim ki ty = viét hoa ki tu dé. Vi du Shift + “a” = “A”
o SHIFT + phim 2 ki tw = 13y ki ty trén cta phim d6. Vi du SHIFT + 3# = #
- Caps lock: bat/tat ché d6 viét hoa/viét thudng. Khi dén Caps Lock sang, moi ki tw ban go
vao sé thanh hoa.

X6a ki tu: & vi tri con tré dang nhap nhay, ban bam

- DELETE: xda ki ty bén phai con tro
- BACKSPACE (phim €, nam trén phim Enter): xéa ki tu bén trai con tro.

Xudng dong va ndi dong

- B&m ENTER dé xuéng dong.

- Ngat dong: Néu di chuyén con tré dén giita dong va bam Enter thi dong s& duwoc ngat
doi tai vi tri do.

- N&i dong: D& néi hai dong gan nhau thi ta x6a khoang tréng gitta hai dong d6 di bang
cach hodc ban di chuyén con trd dén cudi dong trén va bAm DELETE. Hodc ban di chuyén
con tré xudng dau dong dudi va bAm BACKSPACE.

Ché do chén/de ki tw

N&u bam phim INSERT thi ki tw ma ban s3p g& vao s& dé Ién ki ty dang c6. BAm INSERT [an nita
dé quay lai ché d6 dé nhu mac dinh.

17



Cdc thao tdc cat ddn ki tw
Giéng nhv moi thao tac cdt dan ddi twong qua Clipboard trong Windows, cat dan ki ty (sao
chép/di chuyén ki ty) cling gbm 3 budc:

- Budc 1: danh diu phan van ban can sao chép/di chuyén (sé ndi & phan dudi day)

- Budc 2: sao chép/di chuyén doan vidn ban nay vao bd nhé dém Clipboard bang cach
bam CTRL + C (dé sao chép) hodc CTRL + X (dé di chuyén)

- Buwdc 3: sao chép (dan) doan vidn ban dang nam trong Clibboard vao vi tri wng y bang
cach bAm CTRL +V

Dé danh diu (“béi den”) doan vin ban dé sao chép/di chuyén, c6 thé lam theo mét trong céc
cach:

- SHIFT + phim di chuyén &,1,-,J dé bdi den bang cac phim di chuyén.

- SHIFT + HOME/END dé dénh dau tir vi tri con trd dén dau dong/cudi dong.

- Ré chudt Ién doan van ban can danh diu. Néu mudn danh dau nhiéu doan van ban roi
nhau: gitt phim CTRL trong ltc ddnh diu cidc doan van ban.

- CTRL+ A: ddnh diu toan bd van ban.

10. GO tiéng Viét
DE gd tiéng Viét ban can phan mém gd tiéng Viét; tai liéu ndy chon phan mém Unikey (tac gia
Pham Kim Long) — phan mém gb tiéng Viét (mién phi) phé bién nhat hién nay.

DE hiéu vé viéc gd tiéng Viét ban can ndm duoc 3 khai niém bang ma, font chir va kiéu go; con
dé lam ban chi can thyc hién 3 thao tac: chay chwong trinh gd tiéng Viét, bat ché dé gb tiéng
Viét cla chuong trinh, chon bang m3 va font chit khép nhau la gd duogc tiéng Viét.

Khdi niém: bang ma - font chir - kiéu go
Dinh nghia chit ché vé bang m3, font chi¥ thi khé phirc tap, nhwng cé thé hiéu ndm na nhu dudi
day.

Ban phim chi cé 104 ki tu nhwng thyc t&€ Windows ¢ thé luu trit dugc nhiéu ki tw hon, cha han
Windows c6 thé luu trir dwoc cac kity 3, &, &, 3, 3, 3, a ... nhung cdc ki tu nay khéng hién trén
ban phim. Tap tdt cd cdc ki tw ma Windows c6 thé lwu gii dwoc goi Id bAng ma. B&i mdi qudc
gia c6 ngbn ngit riéng véi nhiéu ki ty chit viét ddc biét nén ngudi ta dd xay dwng mot bang m3
toan cau, goi la bAng ma Unicode, chira tét cd cdc ki tw ddc biét cua moi ngén ngit trén thé
gidi. Ké tr phién ban Windows XP ndm 2002, Microsoft cai dit bang m3 Unicode trong cac
phién ban Windows va Office.

Bdng md Unicode chira ddy du moi ki tw déu cda tiéng Viét cho du céc ki ty dau nay khéng xuat
hién trén ban phim. Nhiém vu ctiia phdn mém gé tiéng Viét, con goi ld bd gd tiéng Viét, la giup
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ngudi ding 18y ra cdc ki tw ddc biét trong bang md ctia Windows. Phan mém bd gd sé qui dinh
ki€u gd, turc la cdch két hop cdc phim trén ban phim dé I8y ra duwoc cdc ki tw ddu ddc biét. Ba
kiéu gb tiéng Viét théng dung hién nay la: kiéu gd Telex (0o = 6, aa = 3, ee = é, ...), kiu gd VIQR
(ar=6,a.=a,a~ =3, ...), kiBugd VNI (al =3, a2 =3, a3 =3, ...). Cdch gb Telex |a nhanh nhat vi it
phai di chuyén ngdn tay hon so védi cac kiéu khac va vi thé ma né tré thanh kiéu gb uwa chudng
nhat hién nay.

Badng m3 cé lién quan chit ché véi font chir. Thyc ra mdi ki ty, cha han “a”, trong bang m3
duogc dinh nghia mét cach triru tuwong, chi cd cdi thé hién (hinh ddng, dudng nét) cu thé cda chiv

ao_n o" ”n oa_ 0

cdi “a” méi dwoc qui dinh cu thé qua font chi¥ (ddng chi¥). Vi du cung la chir cai “a”, “m”, “g

trong bang ma nhung hinh déng cu thé cia né cé thé la d M { (nét dirng, khong chan, kiéu

in may) néu thé hién bang font chit Arial, hodc @ ”@ (nét nghiéng, c6 chan, kiéu

viét tay) néu thé hién bang font chit Freestyle Script.

Trudc nam 2002, khi bang m3 Unicode chua phé bién va chwa dwgc dwa vao Windows, ngudi
Viét Nam d3 tu 1am ra qua nhiéu bang ma, mbi bang ma3 lai di kém véi mot bd font riéng, dan
dén tinh trang van ban ti€ng Viét soan & may nay khéng hién thj ding & may khac (do thiéu
font, khac bang m3). May thay sau ndm 2002, khi Windows hd trg Unicode va cdc font chi¥
Unicode c6 sdn trong Windows (nhw Times New Roman, Arial trong Windows XP, Calibri,
Cambria, trong Windows 7) hién thj cdc ki tw tiéng Viét rdt dep nén van dé théng nhat bang m3
va font chi¥ tiéng Viét dugc gidi quyét triet d&. Ngay nay dé gé tiéng Viét ban chi can méi phdn
mém bo g tiéng Viét, khéng phdi cai thém font chir gi, chi cén ding ludn font chi¥ Unicode sén
c6 trong Windows 1d cd thé gb duoc tiéng Viét. Viéc dung cac font chit cé san cla Windows
cling dam bao luén 13 khi mang sang mdy tinh cai Windows khac, van ban cda ban s& dwoc hién
thi tiéng Viét dung dan.

Néu ban cé thoi quen dung font chit cii va bang ma cii (ma chdng t6i khdng muén néu tén ra
day) thi hdy chuyén sang bdng mé Unicode vdi font Unicode nhw Times New Roman, Arial hay
Calibri, Cambria dé trdnh rdc réi cho chinh ban va ngudi khdc.

Str dung Unikey dé go tiéng Viét
DE gb dugc tiéng Viét theo bang ma Unicode va kiéu gd Telex (ki€u gd phé bién nhat hién nay)
ban can lam 3 budc: chay Unikey, bat ché d6 gd tiéng Viét va chon font chir ding.
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Bwédc 1 - Chay Unikey

Néu Unikey d3 duogc cai dat trén mdy cda ban thi théng thuong sé cé biéu tuong fu |
Unikey trén nén man hinh (nhu hinh v&) (hodc trong Start|All Programs|Unikey), —inr—
ban chi viéc kich dup chuét vao dé dé chay Unikey. N&u khéng cé biéu tu’c,rrjg %Ju@qy
Unikey, ban can tim file UnikeyNT.exe & dau dé trong & cirng dé chay. Néu van

khong cé nita thi ban phai download Unikey trén Internet vé.

Khi Unikey chay, né sé tao ra biéu twong chir L (d€ gd tiéng Viét) hodc chir £l (ge gb tiéng
Anh) & dau phai cta thanh taskbar (vung notification).

Ngoai ra Unikey c6 thé
o . ) 1 UniKey 4.0 RC2
hién ra hoép thoai nhu

hinh bén (giao dién hop Diéu khién —
Bang ma: [Unicode .] o Dong

thoai nay cé thé 13 tiéng
Anh - khac véi & day la Kiéu g3: [ Telex - @ Kétthic
tiéng Viét). Néu ban muén Phim chuyén: @) CTRL + SHFT () ALT+Z
tinh chinh Unikey thi lam
tiép nhu dudi day, con
khéng thi cé thé bam vao

4L M& réng

1

Q Hwéng dan

‘ Thong tin ‘ ‘ Mac dinh ’

A

nut Déng (Close) dé dong
hop thoai nay lai va chuyén sang budc 2.

Chua y nat “Déng” & day khong cé nghia 13 thoat khoi Unikey, né chi déng mbi hdp thoai thoi;
thuc t& Unikey vin dang chay - thé hién qua bidu tuvong LY hosc (€] trén thanh taskbar. N&u
mudn thoat khdi Unikey thi bAm nut phai chudt vao biéu tuong 4 hodc £l va chon Két thuc.

Né&u hdp thoai khéng hién ra thi ban cé thé mé& né bang cach kich dup chudt vao biéu tuong
hoac = trén thanh taskbar.

Trén hdp thoai, bdm vao nit M rdng (hay Expand) va ban nén chid y dén cadc muc sau:

- Bat hop thoai nay khi khéi dong (Show this dialog box at strartup): mdi [an ban chay
Unikey thi hdp thoai nay hién ra nhwng diéu nay la khdng can thiét vi ban chi can dung
moi biéu tuong hoac £l trén thanh taskbar thoi.

- Khéi dong cung Windows (Auto-run Unikey at boot time): tu chay Windows mdi lan
ban bat mdy (nhu vy ban khéng cdn mat cong chay Unikey nita).

- Vietnamese interface (Giao dien tieng Viet): chuyén déi qua lai giira giao dién tiéng Viét
hay tiéng Anh cla chuwong trinh Unikey (chu y day khéng phai la ché dd gd ki tu tiéng
Viét hay tiéng Anh).
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Bwéc 2 - Bat ché dd go tiéng Viét va chon bang ma Unicode, Kiéu go Telex.
Ban bdm chudt d& c6 bidu tuong TR
(Vietnamese) néu muén gd dau tiéng Viét Cong cu..[CS+F6]
. - . P e . i Chuyén mé nhanh - [CS+F9]
hoac =] (English) dé tat ché do gb dau nay di. o o
, i , v Batkiém tra chinh ta
Ban c6 thé dung phim tat CTRL + SHIFT dé Bat tinh nang go tat

Soan bang gé tat...

ch’uyen doi gitrta 2 ché do go dau/khéng goé o v
TCVN3 (ABC) VIQR
Ban (phai) chon bdng m3 Unicode va (nén) VNI Windows Microsoft VI Layout

Bang ma khac R Kiéu tu dinh nghia

chon kiéu gd Telex bang cach bdm nut phai
Bang diéu khién...[CS+F5]

chuét vao biéu tugng hoic L&l g& c6 mot Két thac
menu hién ra (nhu hinh bén) va chon Unicode

& @ LB A O O

dwng san va Kiéu go | Telex.

Thuc té€, nhu ban thay & hdp thoai cia Unikey (xem hinh trén), thi Unikey dé ddt mdc dinh bdng
mé Unicode dwng sén va kiéu g6 Telex roi nén tham chi ban khéng can phai lam buéc nay nita.

Bworc 3 - Chon font chiv Unicode va go tiéng Viét
Sau 2 buwdc trén ban cé thé gb tiéng Viét & bat ki noi dau trong Windows (trir trong Notepad va
cdc van ban kiéu plaintext nhuw .txt vi ching khong dung bang ma Unicode).

R4t nhiéu phan mém nhu Wordpad, Office (Word, Excel, PowerPoint, ...), AutoCAD, PhotoShop,
... €0 chirc nang soan thao ki ty va ban phai chon font (dang chit) cho nhirng ki tw ban gd vao.
Hién nhién ban phai chon font Unicode va dwdi day 1a danh sach cac font Unicode vira cé sdn
trong Windows vira thé hién cdc ki tw déu tiéng Viét rét dep:

- T th&i Windows XP tré vé trudce: Times New Roman, Arial, Tahoma, Verdana, Courier
New, Microsoft Sans Serif, MS Reference Sans Serif, Modern, Lucida Sans Unicode,
Palatino Linotype. Times New Roman la font chir mac dinh trong Windows XP va Office
2003

- T thoi Windows Vista, Windows 7, 8: ngoai cac font chit & trén, con cé thém Calibri,
Cambria, Candara, Consolas, Corbel, Constantia, Segoe Ul. Calibri la font chit mac dinh
trong Windows Vista, Windows 7, 8 va Office 2007,

2010, 2013. Home | View

- - ’ i o { cut Calbr = FPR PO
Trong Office nhu Word, Excel, PowerPoint cac font chir Calibri, = copy oo - =

Times New Roman, Arial d3 duoc thiét 1ap mac dinh nén tham Arial Black
. ~ \ 3. Y .n ~ ard Arial Narrow
chi ban khong can phai chon font ma go tiéng Viét luon. [ r
Baskerville Old Face
Bavhaurs 93
Bell MT

Berlin $ans FB
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Trong Wordpad hay MS Word, dé chon font cho chir: ré chudt bdi den doan van ban, bam vao
nat font chi trén thanh céng cu nhu hinh bén va chon font chik.

Cdch gé tiéng Viét theo kiéu Telex

Dé thuc hanh gd ti€ng Viét, hién nhién ban cdn mét chwong trinh soan thao, cha han nhu
WordPad (chon Start|All Programs|Accessories | WordPad). Duéi day la trich doan huwéng dan
gd ti€éng Viét theo kiéu Telex (ki€u g nhanh nhat va phd bién nhat hién nay) cta chinh phan
mém Unikey.

DE gd céc chir cai Viét cd ddu ban phai gd chit cai chinh trudc, sau d6 gd cac diu thanh, dau

mi, ddu méc. Khi gd dau ban phai chd y vi tri cia dau, vi du ban cé thé g& “téan” (sai chinh ta)
thay vi “todn” (dlng chinh ta). Unikey khuyén ban nén gd diu & cudi tir dé Unikey ty dat ddu &

vi tri dung.
Phim | Dau chuyén thanh chit u.
s Sac Xod diu da dat.
= z )
f Huyén Vi du: toansz = toan
r Hoi Phim | Chir
X Nga aa a
j Nang dd d
- D4u trang trong chit &, ee é
- Dau méc trong chit u, 00 0
w ~ =
0. [ g0 nhanh chit v
- Chi* w don lé ty dong ] g6 nhanh chit o
Vi du:

tieengs Vieetj =tiéng Viét
dduwowngf = duong

Trong trwdng hop ban gd sai ddu ma van chua di chuyén ra khai tir dang g thi ¢ thé gé dé dau
mai. Vidu: toanfs =toan, toansz = toan.

Nhac lai rang ban nén g& phim dau & cudi tir dé UniKey d&t dau vao vi tri dang chinh ta tiéng
Viét. Vi du: d€ gb chit "hoang", thay vi g hofang hay hoafng, hdy gd hoangf.

Khi ban phai g tir ti€ng Anh trong mét van ban ti€ng Viét, nhiéu chit ti€éng Anh nhu “w”, “s” bj
hiéu la diu tiéng Viét. D€ tranh tinh trang nay ban chi can gd lap ki ty bi hi€éu nhdm dé thém
mot lan nita, Unikey s& khéi phuc lai ki tu ban can.

Vidu: Wiindowws = Windows
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11. Refresh - F5
Trang thai cia may tinh lién tuc bién ddi, cé nhiéu khi trang thai cia may tinh d3 thay déi
nhwng man hinh hién thj thi van & trang thai cii. D& cap nhat lai viéc hién thij trang thai méi nay
(goi la refresh — lam twoi mdi lai) ban bdm phim F5.

Vi du 1: ban vira cai d3t mot chwong trinh va theo cai dat biu tugng cla chuong trinh s& xuat
hién trén man hinh nén. Tuy nhién man hinh nén dwdng nhu bj chét cirng, bAm F5 dé man hinh
cip nhat thém biéu tugng mai.

Vi du 2: ban vao mdt trang web dwoc mét luc, ban biét trang thai cia nd phai thay d6i nhung
khdng thay gi chuyén bién = bam F5 dé chuong trinh duyét web cip nhat lai trang thai mai.

12. Treo may:

CTRL+ALT+DELETE va

Windows Task manager R
C6 nhiéu khi ban chay mot chuong trinh nao dé < Switch User
va chuong trinh d6 chiém hét RAM va CPU cla & Log off

mady tinh, khién cho may tinh nguwng tré lai va vai
ay tinh, khien cho may t gung tre lai va vo <> Change a passwords.

moi thao tac ban lam may déu khong phan (&ng
lai (goi 1a “not responding”) — tinh trang nay PN ek et
duoc goi la treo mdy. Cach gidi quyét la chd cho

dén khi trang thai nay hét. Néu chd lau qud ban

Cancel "

phdi cd déng chuong trinh gy treo may lai, néu
déng cling khdong dugc bam CTRL + ALT + : )
DELETE va mdt man hinh xanh hién ra nhu dudi . Windows'/ Ultimate
day:

Ban c6 thé chon:

- Lock computer hodc Switch off hodc Log off: khda mdy, ddng xuat hodc chuyén sang tai

khoan  khac =
1% Windows Task Manager EI_IQ

(xem muc 15) ' : : .
- Start Task File Options View Windows Help

Manager: dé Applications | processes | Services | Performance | Networking | Users |

chay >
Windows Task Status
Total Care Advisor Runni
Task Manager ng
& ghtp://hnOSG.www?. hp.com/hho/cache/56531... i} Not Responding
- chuong & Wicrosoft Windows 200733 1o —

trinh quan i

| EndTask || SwitchTo || MewTask... |

Draraccac A7 DIl lleama 29L Dhirciral Mamans 2490



tién trinh (cac chuong trinh dang chay) cda Windows.

Né&u chi dé m& Windows Task Manager, ban chi cdn bAm CTRL + SHIFT + ESC.

Véi Window Task Manager, ban badm vao muc Application va tim chuong trinh gdy treo may
(lam cho may “not responding”) roi bAm End Task d& dong nd lai. Viéc lam nay cé thé gay ra

mat dit liéu.

Ngoai chirc ndng déng chuong trinh, ban cling c6 thé xem théng tin vé viéc s&r dung RAM va

CPU clia may trong muc Performance.

13. Ba tuy chinh don gian v&i giao dién View
Windows Sort by
D& thyc hién nhirng thay déi don gian vé giao dién cla Windows Refresh
nhu dnh man hinh nén, hinh con chudt, dat gadget, ..., ban badm nat Paste

phai chudt vao man hinh nén va chon mét trong ba muc: Screen

resolution, Gadgets, Personalize.

Screen resolution (dé phdan gidai man hinh)

Man hinh mdy tinh tréng cé vé rat min nhung thuc ra dugc tao ra

Paste shortcut
New

E=2 Screen resolution
[ Gadgets

tlr nhitng diém anh (pixel) r&i rac. D6 phan gidi man hinh dugc cho | & Ppersonalize

bang s& diém anh theo chiéu rong X s6 diém anh theo chiéu dai.

Cang nhiéu diém anh, man hinh tréng cang min (nét) va thé hién duoc nhiéu biéu twong, hinh

vé hon nhung moi thi sé nhé hon di.

Ban bdm vao thanh truot trong muc Resolution
dé diéu chinh d6 phan giai, cudi cung bAm OK dé
thue thi. Muc Displays gitp ban két ndi may
laptop v&i may chiéu.

Personalize (cd nhan héa giao dién
Windows)
Cac muc & hang ngang phia dudi

- Desktop Background: Thay d6i dnh nén
man hinh. Sau khi chon Desktop
Background, & muc Picture Location, ban
chon Windows Desktop Backgrounds roi
chon mét birc anh sdn c6 hodc bam nut
Browse dé dung file anh cla riéng ban lam
anh nén man hinh.
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o B X
\/\/ Iﬂ « Displ... » Screen ... - | 5 l [ search Con... J
Change the appearance of your display
,
i; @ ‘ Identify
Display: (1. Mobile PC Display |
Resolution: 1366 x 768 (recommended) v]
Orientation: High
[=> 1366 x 768 (recommended)
tings
Connect to a projec
Make text and othe
What display setting
800 x 600 ———
Lov




-> Bai tap dé nghi: hdy v& mdt blrc tranh bang Paint (xem & trén) lwu lai & dau dé roi 1y
ra lam dnh nén man hinh.

- Sounds: Thay déi am thanh bdo hiéu cla cic thao tac véi Windows. Sau khi chon
Sounds, ban hay th& nghiém am thanh cho cac sy kién trong Program Events v&i nut

EET =)
! » Control Panel » Appearance and Personalization » Personalization v Search Con... O

Control Panel Home

Change the visuals and sounds on your computer

Change desktop icons Click a theme to change the desktop background, window coler, sounds, and screen

: saver all at once.
Change mouse pointers

Aero Themes (7)

mE

Windows 7 Architecture Characters

3 2 B

(Lo o il Desktop Background ~ Window Color Sounds Screen Saver

Change your account picture

Ease of Access Center Harmony Sky Windows Default None

Test.

- Screen saver: thay d6i man hinh cho. Khi ban r&i mdy lam viéc mét ldc 1au, Windows tw
dong dwa man hinh vé “trang thai chd” ltGc @6 man hinh s& hién ra nhiéu hoat hoa ki thu
dé che di cong viéc dang d& clia ban. Cac hoat hoa nay nam trong hop Screen saver

Cac muc & hang doc phia trai

- Change Mouse Pointer: Thay d6i hinh chuét.

- Change your account picture: Thay déi anh account cda ban. Anh nay hién ra trén menu
Start va @ man hinh dang nhap.

- Taskbar and Start menu: ding nhu tén goi, ban sé& tuy chinh lai thanh Taskbar va menu
Start

Muc Aero theme & vi tri trung tam:
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Theme (chu dé) 13 mot tap cac tuy chinh vé dnh nén man hinh, hinh chuét, &m thanh cho cac sy
kién, v.v theo mét phong cach nao dé. Windows cung cip san cho ban 7 themes, hdy thr trai
nghiém!

Gadget (chwong trinh nhé trén nén man hinh)

Gadget (phat am /’'Oaedd0t/) la mét chwong trinh nho chay trén man
hinh nén cung cdp théng tin mét cach nhanh chéng cho nguoi dung.
NG cé thé 1a mot 6 vudng du bao thoi ti€t, mot 6 bdo vdi céc tit méi
cap nhat; khi ngudi dung dang lam viéc va muén xem cé tin tirc gi mdi

ho khéng phai ngung lai viéc dé€ mé trang web tin tirc ma chi viéc liéc
nhin vao Gadget.

Windows cung c3p cho ban 9 Gadget —r )
(nhw hinh vé dudi day), bam vao mot — — X

trong Ca’c gadget néy ba n Sé Cé dulo’c Some gadgets access the Internet. For more information, see the privacy statement online.

ching trén nén man hinh. D& tuy chinh

Gadget ban dua chudt vao goc phai trén

clia Gadget, mét menu sé hién ra (nhw

Calendar Clock CPU Meter Currency Feed Headlines
hin vé vdi G?dget céi déng ho), ti€p do ~ -
ban chon biéu tugng cai co-1é (Option). &/"
Picture Puzzle Slide Show Weather Windows Media...
(v) Show details & Get more gadgets online
14. Xem thong tin vé hé diéu hanh va phan cirng ctia may tinh

Khi ban muén biét cac thong tin vé ciu hinh phan clirng mdy tinh va phién ban hé diéu hanh
bam Windows + Pause/Break (phim Pause/Break nam & gdc phai phia trén cla ban phim) hoac
chon Start, bAm nat phai chuét vao Computer trén menu Start réi chon Properties. Ban s& thu
dugc mot khung ctra sé nhu hinh vé bén vai cac thdng tin:
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Q@vk « Systemand Se.. » System v | 5 ’ l Search Control Panel p el

Windows edition -

Control Panel Home . .
" I Windows 7 Home Premium I

) Device Manager Copyright © 2009 Microsoft Corporation. All rights reserved.
@ Remote settings Service Pack 1
= et more features with a new edition of Windows 7

'“y' System protection
"_p' Advanced system settings

System

Manufacturer:

Model:

Rating:

rocessor:

nstalled memory (RAM):  6.00 GB (5.90 GB usable)

System type: 64-bit Operating System =
Pen and Touch: No Pen or Touch Input is available for this Display
Dell support
Website: Online support
Computer name, domain, and workgroup settings
Computer name: ThangTran-PC @ Change settings
Full computer name: ThangTran-PC

Computer description:
Seealso Workgroup: WORKGROUP

Action Center
Windows activation

Windows Update

Performance Information and Windows is activated glé“oltllne J

Tools Product ID: 00359-OEM-8992687-00095 Microﬂsoft
software

- Windows Edition: phién ban Windows cé thé |a ban Starter, Home Premium,
Professional, Enterprise, Ultimate. Ngoai ra con cé ban va 16i Service Package 1

- Windows Activation: phién ban Windows da dugc dang ki v&i Microsoft hay chua. Khi
ban kich hoat viéc dang ki v&i Microsoft qua mang Internet, Microsoft s& kiém tra va xdc
nhan phién ban ban dang dung cé hop phap hay la phién ban “bé khda”. Néu hop phap
Microsoft sé cai biéu twgng GENUINE (“chinh hiéu, dich thuc”) vao gdc trai dudi.

- Processor: b vi x{r ly (CPU) véi kiéu (system type) 32 bit hay 64 bit

- Installed memory (RAM): b6 nhé trong

- Rating: Windows chdm diém d& manh may tinh cta ban theo thang diém 7.9. BAm vao
Windows Experience Index dé biét cu thé diém thanh phan cta card d6 hoa, RAM, CPU,
6 dia cirng.

- Computer name - tén may tinh va Workgroup - tén mang LAN ma may tinh tham gia.
Théng tin nay sé co ich néu ban can ndi mang.

- Manufacture va Model: tén nha I3p rap may tinh va m3 s6 dong may.
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15. Ping xuit, tit may va ngu dong
Khi ban can tat/kh&i dong lai may tinh hodc tam dirng lam viéc thi ban chon Start, réi chon hinh
m{i tén bén canh chir Shut down hay Hibernate nhu duéi day

,/T Paint Switch user

st Log off

}\e Adobe Acrobat XI Pro Lock

»  AllPrograms Resiaut
Sleep

| Search programs and file Shut down

Cac chirc nang hay dwoc dung la Shut down, Restart, Log off, Hibernate.

Thoat khai tai khoan nguoi dung — Switch user, Log off, Lock

Nhuv & muc 1 d3 néi, hé diéu hanh windows cho phép nhiéu ngudi dung, moi ngudi cé mot cach

thy chinh va nhitng tuy chinh nay duoc lwu lai thanh user account — tai khoan nguoi dung. Khi

ban lam viéc v&i Windows tirc la ban da dang nhép (log in) vao Windows theo mot tai khoan
nao dé.

Log off: Thoat ra khdi tai khoan ngudi dung va quay vé man hinh dang nhap (log in).
Windows s& yéu cau ban luu cd cac dit liéu bang dang lam d& réi thodat ra khoi tat ca
chuong trinh — két thic mot phién lam viéc.

Lock: khéa may. Windows s& tam thdi che man hinh lam viéc cta ban va thay bang mot
man hinh hoi password dé ban cé thé ranh tay r&i may tinh ma khéng so ai d6 can thiép
vao cong viéc dang d& chia minh.

Switch user: Windows s& gilt nguyén cdng viéc hién hanh cta ban va tam thdi chuyén
sang man hinh ding nhap dé ngudi dung khac cé thé diang nhap. Néu nguodi khac tat
mady, vo tinh ho s& lam mat di liéu cta ban. Khi ddng nhép lai, ban s& ti€p tuc vai dit liéu
dang d& cldia minh trudc do.

Tat/Khéi dong lai va “ngl dong” may — Shut down, Restart, Sleep, Hibernate

Shut down: tat may. Windows sé& yéu cau ban luu lai (hodc hay bd) tat ca cac dit liéu ban
dang lam viéc d&, sau d6 né ty déng tat cd cac chuwong trinh dang mé va ngdt ngudn
dién.
Restart: khéi dong lai mdy. Windows s& thyc hién shut down nhu trén réi bat lai may
ludn.
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Sleep: Windows s& dua mdy tinh vé trang thai it t6n dién nhat bang cach: tat man hinh,
dirng chay céc 6 dfa, v.v nhuwng van gilt nguyén moi cong viéc clia ban. Ban s& thdy man
hinh tat va dé “danh thirc” may khoi trang thai “ngd” nay hay bdm mdt phim bat ki,
hodc di chuyén chudt hodc bam nat Power. Khi may tinh “thirc day”, windows s& hoi ban
password dé quay lai lam viéc.

Hibernate: ngl dong. Gia st ban dang gd van ban va luét web, réi thuc hién Hibernate.
Windows sé& lwu gilt lai trang thai hién hanh cla may tinh (xuéng & dia cirng) va tat
nguon dién. Khi ban bat may lai, ban s& thay van ban dang gd, cac trang web dang m&
cta minh nhu trudc khi hibernate.
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