Quan Ii file, thw muc

Bai nay hudng dan nhirng ban mai lam quen véi may tinh cac thao tac vdi file, thu

muc. N&u ban d3 biét cach cat-dan (sao chép, di chuyén), tao mdi, xda cil file, thu
muc thi cling nén hiéu thém vé duédi file va chwong trinh mic dinh doc file dir
lidu (muc 2, 3). Khi ban b3t dau lam viéc nhiéu v&i email, Internet ban s& thay

minh gap rat nhiéu file nén; lic d6 ban sé can thao tac nén/gidi nén file (muc 9).
Pén mot lic nao dé, khi file di¥ liéu cta ban nhiéu 1&én, ban s& sdm cd nhu cau tim

kiém file, thu muc (muc 6).
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1. M@ Windows Explorer (Computer)
Windows Explorer la chuwong trinh quan li file, thuw muc (khai niém file, thw muc sé
dwoc giai thich ngay sau muc nay). Windows Explorer chinh la chuong trinh ma

| e

Computer

ban kich dip chuét vao biéu twong Computer. Cé nhiéu cach
mé’: L

- Trén man hinh nén bam dlp chuét vao biéu tuong
Computer

- Chon Start|Computer

- Chon Start|All Programs|Accessories | Windows Explorer

- Bam Windows +E

Ban s& thuwdng xuyén gip khung clra sé Windows Explorer ltc luru file, m& file
trong cac ing dung Paint, Word, Excel, ... HOop thoai Save as, Open chinh la mét
Windows Explorer.

2. To chirc lwu trir dir liéu trén bd nhé ngoai
Trong may tinh, mdi mot birc dnh, mot van ban, mot doan nhac, phim, moi
chuong trinh déu dwoc goi la file (tép), va nguwdi ta nai file dnh, file vdn ban, file
dm thanh, file video, file chuong trinh.

File dwoc lwu & bo nhé ngoai va dworc xtr 1i @ bo nhé trong

File, hi€én nhién, duoc lvu trir & bd nhé cha may tinh, va cu thé 1a bd nhé ngoai
(va sé& dugc chuyén vao bd nhé trong dé xtr |i - xem dudi day). B6 nhé ngoai con
duoc goi la thiét b lwu trir. B6 nhd ngoai quan trong nhat 1a 6 dia cirng; may tinh
nao cling cé 6 dia cing va ndé duoc 13p san vao bén trong case clia may tinh. Cac
dang bd nhé& ngoai khdng bat budc va cd thé thdo Iap dé dang khac 1a: dia CD,
DVD va cdc thanh nh& USB, thé nhd. Moi file dir liéu cia nguwdi dung déu duoc
lwu vao 6 dia cirng hodc USB, thé nhé, dia CD/DVD.

(NGi thém vé bd nhd trong, hay con goi la RAM: néu ban c6 file van ban thi né phai dwoc luu &
6 dia cirng. Khi ban chay Word dé sira néi dung van ban thi Windows s& tao ra mot ban sao cla
file van ban nam trong RAM. Luc ban sira chita file vin ban thuwc chat 1a sira chita cai ban sao
nam trong RAM kia. Khi ban két thuc viéc sra chita vin ban va thyc hién Iuu file thi cai ban sao
(da duogc stra chita) trong RAM kia s& dwgc ghi vao dia cirng, dé 1én file van ban (trén dia cirng)
lic dau. Néu mat dién dot ngdt thi cdi ban sao (d3 dugc sira chita) trong RAM kia sé& khéng
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duwoc ghi lén dia cing va theo nguyén Ii ciia bd nhé trong 1a né “gili sach” di¥ liéu moi khi may
tinh dwoc khdi dong lai — thé 1a ban mat dir liéu!)

Phin cip: O dia - Phan ving - Thw muc - File

Thw muc (folder)

Lam viéc vai may tinh, ban s& tao ra rat nhiéu file; thdm chi ngay
khi ban chura 1am gi, ban than Windows d c6 50 000 file! Vi qua
nhiéu file nén dé quan i ngudi ta gom mot sé file lai véi nhau

thanh nhirng nhdm nho, goi la thw muc (folder). Thu muc cé : ‘

thé chira thu muc con, chira file hodc khéng chira gi (thv muc

rong). Ban cé thé hinh dung file nhu nhitng tai liéu, thuw muc nhu nhitng cai cdp

dung tai liéu va cap c6 thé dwng trong cap. Trong Windows Explorer, qua that thu

muc cé biéu twong hinh cai cdp nhu hinh bén, cac biéu tuong khac di 1a biéu

twong cua file.

O dia va phdn viing

Truwdce khi file va thu muc dwoc lvu
vao 6 dia cirng, thanh nhé USB, dia
CD/DVD, céc thiét bj nay can duoc
chia thanh
(partition) (thao tac nay duoc goi
la “format 8”). M6i mot thiét bj lvu
trlr dwoc chia lam moét hoac vai

cac phan wvung

phan vung (partition), va Windows
ki hiéu cac phan vung nay la C:, D;,
E:, ... va co thé gan tén (nhan) cho
cac phan vung. Trén thuc té nguoi
ta khong néi tr “phan vung” va
thwong goi ludn la “6 C”, “6 D”, “6
E” (cach goi nay khdéng that chinh
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xac nhwng day da thanh thoi quen trong thuc té&). Mét 6 dia cing thuong duoc
chia thanh vai ba phan vung trong khi dia CD, DVD, thanh nh& USB, thé nhd
thuong chi dwogc chia lam ddng mét phan vung.



Vi du: mdy tinh & hinh v& bén cé 3 phan vung 6 cirng la: C: (0OS), D: (Data), G:
(BackUP), 1 phan vung cta thanh nh& USB la E: (Transcend), phan vung dia CD la
H: va dia DVD la F: (Nhin vao day ta chi thay cac phan vung ma khéng thé biét
duoc may cé 2 6 dia cirng, mét 6 dwoce chia thanh 2 phan vung C, D, con 6 dia
cirng kia duoc chia lam moét phan vung G. Dé biét duoc diéu nay ta can cd cac
cong cu quan li phan vung.)

Tém lai: bé nhé ngoai dwoc chia [am nhiéu phan vung, mdi phan vung chra nhiéu
thu muc, thu muc lai ch&a nhiéu thu muc con hoac nhiéu file.

Pwong dan

Gidng nhu trong mot thanh phd cé hang tram ngan ngdi nha, dé dén dwgc mot
ngdi nha nguwdi ta can cé dia chi cda ngdi nha — bao gbm: tén quén - tén phuwong —
tén td dan phd - s6 nha. Vai 6 dia cirng cling vay file, thw muc ciling can ¢é dia chi
(con goi la dwong dan) dé chi dich xac vi tri ctia nd. Pweng dan (dia chi) clia mot
file, thw muc dwoc cho baoi:

Tén phdn vung\tén thu muc cha\tén thu muc con\tén thu
muc hoac file

D4u gach chéo “\” ngédn cach cic cap do cta thu muc.

Vi du 1: thu muc OFFICE 14 (thw muc cia chuwong trinh Microsoft Office 2010)
trong hinh v& duéi day cé duong dan: C: \Program Files\Common
Files\Microsoft Shared\OFFICE1l4

Vidu 2:C:\Program Files\Windows
NT\Accessories\wordpad.exe |a dwdng dan dén file wordpad.exe (file
chwong trinh Wordpad trong Start| All Programs | Accessories)

Vi phan vung chira cac thu muc, file nén cé thé hinh dung cad phan ving nhuw mot
thu muc va ngudi ta goi day la thw muc goc. Nhu vay “C:\”, “D:\”, “E:\” ... la cac
thw muc géc.

Trong Windows Explorer, ban s& nhin thay hinh anh cac cap dé dan dén thu muc
ban dang lam viéc (thw muc hién hanh) — goi 1 cidy thw muc. D& chuyén thu muc
hién hanh tlr thu muc nay sang thu muc khac ban chon né & trén cdy thu muc
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(phan trdi cia Windows Explorer) hodc chd thanh duwong dan (phia trén cua
Windows Explorer) nhu hin vé dudi day.

Organize v = Open Include in library v Share with v Burn New folder e v O @
& os(c) - e —
. apps i L k j i — o) o) o)
dell ' & . il Ci ) O )
o Cultures Filters MSInfo New folder TextConv ~ MSOXMDbE Csidll CsiSoap.dll  msoshext.d
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3. Tén file va phan mé rong (duoi) tén file.

Qui wérc dat tén file, thw muc
Tén file gdbm 2 phan:

- phan tén (bat budc cho ca file va thu muc)

- diu cham “.” va phan m& rdng, con goi 1a dubi file (khdng bat budc) nhw
.exe, .docx, .djvu Phan md réng (dubi file) thwong la 3, 4 ki tw, muc
dich cla né la cho biét kiéu file: file thudc ki€u van ban, am thanh, hinh
anh, video, ... Tén thu muc khéng c6 phan mé réng.

Vidu: “1ich s& phédt gido.rar”, “lich van nien.exe”, “lich su
phat giao.docx”, “1lich su phat giao.djvu”, “lich su phat
giao” la cac tén file dung qui cach. Cac dudéi file . rar, .exe, .docx, .djvu



cho biét file c6 kiéu file nén, file chuong trinh, file van ban. Vi file “1ich su
phat giao” khdng cé dudi file nén ta khéng biét file nay thudc kiéu gi.

Tén file, thw muc khong dugc chira ki tw dac biét:\ / : * “ < > ? |.Vidutén
a khong hop 18 vi ddu “\” gdy ra nham |an day I3

file “wvan ban ngay 18\06”
tén cua 1 file hay la tén cta 2 thw muc cha con “van ban ngay 18”va “06”.

Windows gidu phin mé rong tén file (duoi file) di!

Nhu & trén d3 ndi, moi file thwong cé phan dudi file nhu “.doc”, “.exe”, “.rar” dé
biéu thi kiéu file. Nhuwng trong Windows Explorer, ban lai thdy duwdng nhu céc file
khong c6 phan dudi, chi cé phan tén. Li do 1a Windows d3 gidu, khéng cho hién thi
phan dudi cda céc file dé ngudi dung khdong thay d6i phan dudi file mot cach tuy
tién (giai thich dudi day).

r r
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< 8 . Search OS
@\J"- baCom- DA ~ [ 4] [ search s | General | View | Search |
Organize ¥ Share with v » # v 0 @ Folder views
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Copy dell
[ Apply to Folders ] [ Reset Folders
Paste Drivers
Undo Intel
Redo NST Advanced settings:
Select all Pesflogs | Files and Folders ~
1 Program Files [T] Always show icons, never thumbnails
L] Layout » ||| Program Files (x86) [C] Aways show menus
Folder and search options Softwares ?] Display file icon on thumbnails £
totalemd [¥] Display file size information in folder tips
Delete Sl ; ; 4 :
- [] Display the full path in the title bar (Classic theme only)
Rename S_ers Hidden files and folders
Remove properties Windows @ Dont show hidden files, folders, or drives
3 i . 1020 () Show hidden files, folders, and drives
roperties ; - S
7| Adobe Acrobat X Pro [¥] Hide empty drives in the Computer folder
Close k) Babylon 2] Hide extensions for known file types
< = | Hide protected operatin: em files (Recommended >
& CD Drive (H:) T bit 1104 [ tide p pereting syst { )
w || R4 " »
Restore Defaults
24 items
- [ ok J[ Cancel |[ Aoty |
L ~

Céach hién thj phan duédi file trong Windows Explorer:

- Chon menu Organization, réi Folder and Search Options,

- M6t hép hoi thoai xuat hién, ban chon thé View

- BO6 danh dau trong 6: “Hide extensions for known file types” néu ban muén
hién thi phan dudi file va ngwoc lai. BAm OK dé thuc thi.



Hinh anh dudi day minh hoa viéc hién thj tén file khi an dudi file va sau khi hién
thi duoi file:

[ (= |E [ (= |E [l
@O"' « Data (D) » ABC » ~[+ @Ov[n « Data (D) » ABC » ~[+

Organize v  » #H - 1 @ Organize v » - O @
&',Babylon Dictionary [!',Babylon Dictionary.bgl
& Computer & Computer

= Compressed File.zip

LEIDocumentlslelos

= Compressed File
& 0S (C) & 0S5 (C)

«w Data (D:) ‘ < Data (D:)

| agc || i=Image | asc [ B8 Imagejpg

4 Backup ﬂ 4/ MP3 song 4. Backup ﬂ 4| MP3 song.mp3

| eBooks -). Scanned Document | eBooks -,L Scanned Document.pdf

| Entertair & virtual CD | Entertair & virtual CDiiso

| HUA ™ wordpad I HUA ™ wordpad.exe

I, HuyTha _ o , . HuyTha _ o 5
@_- Document @; Document.docx

Chon kiéu file Khi lwu [#ses =
file di”l; liéu @@m(:omputer ?;Data D) » = ",’W‘

. R . » Organize v New folder EE ~ o
Khi ban tao mot file anh, 2 Muic " ) )
> & Backup | Virtual machines
o 2 PN . =, Pictures | eBooks
van ban .. bang Paint, B Videos et
Word ... thi day I3 Itc ban o |

& Computer |7‘ | Huy Thang

2. .4 . A 0 A intra haal:

p h al ChO n k|e u ﬂ Ie ( pha n el Monochrom:Bitmap (*bmp;*.dib)
#Data (D) 16 Color Bitmap (~bmp;*.dib) H

m 6. rc} ng Cl?l a fl | e ) . H 6 p < CD Drive (H:) 256 Color Bitmap (*bmp;*.dib)

24-bit Bitmap (*.bmp;*.dib)

thoai Save as (nhu cla | @wewox  Gregy

TIFF (*tif%.tiff)

chuong trinh Paint trong File name: pnG (+pno)

Save as type: |PNG !*-Bﬁ! "

hinh v& dudi day) thuong

, ~ “ Hide Folders Save ] l Cancel l
c6 muc Save as type, bam I _

vao dé ban s& cd danh sach cac kiéu file dé chon.

Pai tén file, thy muc, phan ving
Trong Windows Explorer, ngay khi tao mai file, thu muc thi ban phai dat tén file,
thu muc. Muén ddi tén mét file, thw muc ndo d6, ban badm nut phai chudt vao



file, thw muc dé dé ra mot menu va chon Rename hodc bam phim F2. G& tén mdi
roéi bAm Enter.

Vi Windows an phan mé& réng cla file di nén khi ddi tén ban ciing chi thay déi
phan tén file thdi. M6i phan mé rong cla file thé hién kiéu file va dwoc gan cho
mét chwong trinh nao dé doc file; néu ban thay déi di thi vé tinh thay d6i luén ca
chwong trinh doc file d6 di. Vi vdy ma Windows gidu phan ma rong cla tén file di.

M&i phan vung d3 dugc Windows ddnh ki hiéu C: D: E: F:, ngoai ra ngudi dung cé
thé d3t thém nh3n cho phan ving bang cach bdm nut phai chudt vao phan vung
va chon Rename. G tén, bAm Enter.

4. File chwong trinh .exe c6 gi khac vai file dir liéu?
C6 thé tam chia file thanh 2 loai:

- File chwong trinh, hay file khad thi (executable file), c6 phan m& rong la
“ exe”. MAi mét file Ia mot chwong trinh. Vi du file chuong trinh ciia mot s
chuwong trinh trong Start| All Programs | Accessories la:

» Windows Explorer - C:\Windows\explorer.exe
* Paint- C:\Windows\System32\mspaint.exe
» Calculator- C:\Windows\System32\cal.exe
» Wordpad- C:\Program Files\Windows NT
\Accessories\wordpad.exe
- File di* liéu. C6 nhiéu kiéu di¥ liéu, mdi kiéu lai cé mot dudi file riéng. Vi du:
o File van ban: .txt, .rtf, .doc, .docx
o File hinh anh: .bmp, .jpg, .gif, .png, ...
o File am thanh: .wav, .mp3, .wma, .ogp, ...
o File video: .avi, .mpg, .mp4, .mov, .wmy, ...

D& chay mét file chuong trinh (.exe) hay doc (m&) mét file dit liéu (kiéu van ban,

hinh anh, video ...) trong Windows Explorer, ban can tim dén thu muc chira file d6

réi kich dap chudt vao nd. File di¥ liéu doi hdi phai cé modt chuong trinh doc nd
nhu mo ta & muc dudi day.



5. Rac réi voi “Open with =il X

» @Uv‘ ). » Libraries » Pictures » Sample Pictures v‘#, |[ searcn s P
Organize ¥ = Preview ~ Share with ¥ Slide show Print  » =~ [ e

\ o . 2 B Download® pjctyres libra
Chwong trinh mac dinh mo BRecemPe (.

le. Google D1

Auange by Folder~

{=] Chrysanthemum - Windows Photo Viewer ==

file dfj" liéu v File ¥ Print v E-mail Burn v Open v 49;
.| Libraries
Khi ban chay mét file chuong | - ocmer
\ s \ 4 MUSiC Chrysanthe|
trinh, vi du chwong trinh Word i
(C : \Program Flles & Computer 1
(x86) \Microsoft Gl =
Office\Offlce14\Wlnwor £ CD Drive (
@ Network

d.exe), thi hién nhién chuong
trinh do ... chay. Nhung khi ban

g  Chrysanthemum
JPEG image Date taken: 3/14/2008 1:59 PM

ma&/doc moét file dir liéu, vi du

“Chrysanthemum.jpg” (trong Library|Pictures), thi vi dit liéu khéng la chuwong
trinh nén file dit liéu do khong tw chay duoc. o day moét chwong trinh khéc, cu thé
la Windows Photo Viewer, duoc goi ra dé doc va hién thj file dir liéu
“Chrysanthemum.jpg”. Nhuw vay Ildc ban kich dup chudét vao file
“Chrysanthemum.jpg” thi ban khoéng “md&” file nay ma thwc chat dang goi
Windows Photo Viewer.

Windows gan mai kiéu file dit liéu véi mot chuwong trinh dé doc né. Thyc chat moi
khi mét chwong trinh duwoc cai dat, né sé dang ki véi Windows nhitng kiéu file nao
ma né s& dam nhiém viéc doc va hién thj ndi dung. V&i mét kiéu file c6 thé cd
nhiéu chuong trinh doc dwgc né nhung Windows chi gdn mét chuwong trinh mac
dinh dé& doc. Vi du vdi file .bmp, cd Paint, Windows Photo Viewer, Windows
Media Center déu doc dwgc nhuwng chi c6 Windows Photo Viewer dugc chon lam
mac dinh.

Vi du mot s& kiéu file quen thudc va chuong trinh mac dinh (cé san trong
Accessories cia Windows) m& chung:

- File anh: .bmp, .jpg, .png, .gif 2 Windows Photo Viewer
- File am thanh: .wav, .wma, .mp3 = Windows Media Player
- File van ban: .txt > Notepad



Khi khong c6 chwong trinh dé mé file dir liéu

-

@U" . » Computer » OS(C:) » Newfolder »

1% THANGTRAN-P

XYZ File

Some File.Xyz pate modified: 6/21/2013 3:51 AM

Size: 0 bytes
Date created: 6/21/2013 3:51 AM

< T4 |[ Search Ne.. P]
Organize v || Open Burn New folder a5 v O @
Bl Desktop -
& Downloads - w - 4 mk
=] Recent Places p - [ E :
& Google Drive MP3 ‘ | 2
5|
I MP3 song.mp3 Ofice 2010 Compressed Bitmap Plain Text Acrobat File.pdf
ﬁﬁL'b’a"es Document.docx File.rar Image.bmp Document.txt
<] Documents
J7 Music = N
B videos 4
_ Babylon Virtual CD.iso Some Filexyz Another file Folder Empty Folder
1% Computer Dictionary.bgl containing files
&, os(c) .
s Data (D) -2 ‘2 bieutwong 2
e o || bieuwtwongriéng —REWIEONG) biéu twong,
S et | s~ cuafilechwa At
cua file) dworc, cua e cntra cua thuymuc;
€ Network déng i B du’)ojg d_,a n_g ‘_l ‘
—— ) — -

Ban cé thé s& thudng xuyén gap tinh hudng minh cé mét file va khéng sao mé&
duwoc nd. Cha han kién trdc suv duwa ban file BanVeNha . DWG, tho
chup anh duwa ban file AnhChungMinhThu.PSD, mdt ngudi ban
dua cho file video QuayPhimSinhNhat.FLV tai tlr Youtube,
nhung ban khong md& duwoc vi may da khéng cai phan mém

AutoCAD, PhotoShop dé doc nhirng

file nay.

Céc kiéu file dugc dang ki mé& bédi mot chuong trinh nao dé bao gid ciling ¢ biéu

twgng riéng. Nhitng kiéu file

khong duoc dang ki sé cé chung

Open with

mot biéu tugng nhu hinh bén.

O hinh v& céc file “SomeFile.xyz”
va “Another file” la nhirng file
Windows khéng biét cach ma vi
kifu cua chung khéng duwoc
dang ki.

= Choose the program you want to use to open this file:

File: Some File.xyz
G\ |iTorrent Adobe Acrobat it
w» BitTorrent Inc. * Adobe Systems Incorporated
/) Internet Explorer 3 Media Player Classic - Home Cinema
Microsoft Corporation MPC-HC Team

a7 Microsoft Office 2010
@ Microsoft Corporation

7] Notepad
& J Microsoft Corporation

575) VMware Player
=2} VMware, Inc.

taredo..o

w‘ Microsoft Word

Microsoft Corporation

5 Paint
G2 Microsoft Corporation

g VMware Workstation
s VMware, Inc.

fem Ploie Aol

m

p— Sip e sy esgt S an g
Type a description that you want to use for this kind of file:

Always use the selected program to open this kind of file

Browse...

If the program you want is not in the list or on your computer, you can look for the appropriate program on the

Web.

OK

] [ Cancel I




Khi ban kich dip chudt d& md& nhirng file khdng dwoc dang ki nay thi Windows sé&

bdo 1a né khéng biét cdch mé file nay (Windows can’t open this file) va mudn ban

chon mot chuong trinh dé doc file (nhw hinh bén). Ban chon “Select a program

from a list of installed programs” dé dung mot chwong trinh d3 duoc cai dit san

trong may dé ma file.

Tiép d6 ban dén modt hoéi thoai cho ban chon mét trong cdc chuwong trinh dang

mé, tham chi néu chuong trinh chwa duoc cai thi ban bdm vao Browse dé chon

truc tiép file .exe clia chuong trinh dé chay.

Vi file ¢6 kiéu
chua dwoc dang
ki nén néu ban
muén dang ki
lubn chwong trinh
d€ ma file cho céc
lan sau thi chon
“Always use the
selected program
to open this kind
of file”.

Thay doi
chwong trinh
mac dinh mé
file dir liéu

Khi ban muén md&

fo]le s
@U" » Libraries » Pictures » Sample Pictures v I +y l ' Search Sample Pictures p el ‘
Organize ¥ =] Preview Share with » Slide show New folder = v 0 @
Deskt: 2 . i
= Pictu Preview Arrange by: Folder ¥
& Downloads Sample Set as desktop background geoy:

=. Recent Places

. Libraries
<] Documents
J Music
= Pictures
E Videos

m

+& Homegroup

1% Computer
&, Local Disk (C:)
a Local Disk (D:)
&5 CD Drive (F)

Gi,i Network

-

Chrysanthemum

JPEG image Da

Edit
Print
Medialnfo

Rotate clockwise

Rotate counterclockwise
Open with

Share with

Restore previous versions
Send to

Cut
Copy

Create shortcut
Delete

Rename
Open file location

Properties

 Windows Media Center

=] Windows Photo Viewer

Choose default program...

Add a tag

mot file bang chwong trinh khac véi chuong trinh mac dinh thi bAm nat phai

chudt vao file dé va chon Open with. Hinh vé bén minh hoa viéc md& file

Chrysanthemum.jpg (trong Library|Pictures) bang Paint thay vi Windows Photo

Viewer nhu mac dinh.
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Ban cd thé chi dinh mét chuwong trinh
khdc v&i cac chuong trinh da duoc
liet ké bang cach bam vao “Choose
default program ...”. Hop thoai Open

with xuat hién nhu néi & phan trén.

6. Xem thong tin vé file, thw
muc

Thudc tinh cua file, thw muc

Trong Windows Explorer, dé& xem céc
thudc tinh cla file, thu muc ban bam
nat phai chudt vao file, thw muc dé
réi chon Properties (thudc tinh). Hinh
v@ bén mod ta thudc tinh cua file
C:\New folder\Acrobat File.pdf.

-
“X Acrobat File.pdf Properties 28
General [Secun’ty | Details | Previous Versions
Ei Acrobat File pdf
Type of file:  Adobe Acrobat Document (pdf)
Opens with: . Adobe Acrobat
Location: C:\New folder
Size: 37.2 KB (38,175 bytes)
Size ondisk: 40.0 KB (40,960 bytes)
Created: Today, June 21, 2013, 2 hours ago
Modffied: Today, June 21, 2013, 2 hours ago
Accessed: Today, June 21, 2013, 2 hours ago
Attibutes: [ Read-only [ | Hidden Advanced...
[ ok || Cancel || oph

- Tén file va biéu tuwong cua file dwoc hién thi & phan dau cda hop thoai

- Type of file: kiéu file — thé hién qua phan mé& rdng cla tén file

- Opens with: chuvong trinh dugc dung dé doc file méi khi ban kich dup

|

chudt dé mo file

- Location: duong dan dén thu
muc chtra file

- Size va Size on disk: kich thudc
file tinh theo B, KB, MB, GB.
(Size on disk la kich thuédc duoc
tinh ra tlr s6 sector ma file
chiém. Khai niém sector duwoc
trinh bay & phan quan li phan
vung duwdi day, nhung ban ciling
khéng can quan tam).

- Created: ngay gi¢ file dwoc tao

- Modified: ngay gio lan cudi
cung file duoc chinh sira

Folder Options

| General | View | Search|

Folder views
You can apply the view (such as Details or lcons) that

D you are using for this folder to all folders of this type.
[ Apply to Folders ] [ Reset Folders
Advanced settings:
[] Always show menus -

Display file icon on thumbnails

Display file size information in folder tips

[] Display the full path in the title bar (Classic theme only)
Hidden files and folde

m

[ S P e P PRSP =

|| Hide extensions for known file types
Hide protected operating system files (Recommended)

[ Restore previous folder windows at logon v

Restore Defaults

OK ][ Cancel ] Apply




- Accessed: ngay gio Ian cudi cung file duwoc doc ma khdng bi chinh sira
- Attributes: hai thudc tinh cua file
o Read only (chi doc): khi file cé thudc tinh “read only” thi ban khéng
thé stra chita ndi dung file ma chi cé thé hién thj ndi dung file. Mudn
stra chita n6i dung file thi ban phai hdy thudc tinh read only nay. Khi
thu muc cé thudc tinh “read only” thi ban khéong thé tao md&i/d6i
tén/xda cac file va thu muc con ciia thv muc.
o Hidden (an): khi file, thw muc cé thudc tinh an (hidden) thi nd s&
khéng duoc hién thi trong Windows Explorer. Cach hién thi file, thw
muc 4n xem dudi day.

Hién thi file, thw muc 4n (. Data (D) Properties F5)
Trong Windows Explorer, chon menu || secuty | FreviuwsVesons | Quota | Costomze
Organization (& goc trai trén cta Windows e o | e [ stemy
Explorer), réi chon Folder and search v =

Options. Mét hép thoa| h|én ra, ban ChQn Type: Local Disk
File system:  NTFS

the View. C6 3 Iwa chon vé an file, thu muc: B loiwee. 407052000m  464GE

. Free space: 175,755,612,160 bytes 163GB
- Show hidden files, folders and drives: Comcty 6744765045600 62868

hién thj cac file, thw muc, 6 dfa, phan
vung cé thudc tinh an
- Hide extension for known file types: Dive -

an di phan m& rong (dudi) cda tén

fl | e [¥] Allow files on this drive to have contents indexed in addition to
file properties

[] Compress this drive to save disk space

- Hide protected operating system
files: 4n di cac file dac biét (quan
trong) ctia Windows.

oK ][ Ccancel

Thudc tinh cua phan vung

Bam nut phai chuét vao mot 6 (phan vung) va chon Properties (nhu hinh vé& bén),
ban s& xem duogc: Capacity — tdng dung lvong cla phan vung, Used space — dung
lwong d3 dung, Free space — dung luong con tréng, kiéu filesystem cda phan ving
|a NTFS hay Ext, FAT32, ... Ban cling c6 thé sira lai nh3n cta phan vung.
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7. Liét ké file, thw muc theo cac
cach khac nhau

Ché d06 hién thi: List, Details, Large
icons

Windows Explorer ¢ nhiéu ché& do hién
thi file va thw muc. D& thay d6i ché d6
hién thi ban cé thé bam nuat phai chudt
vao mdt vung tréng trong Windows
Explorer, m6t menu hién ra nhu hinh vé

bén va chon View. Hodc cach khac 13 bam vao nat =7

View
Sort by
Group by
Refresh

Customize this folder...

Paste
Paste shortcut
Undo Rename

Share with
New

Properties

Extra large icons
Large icons
Medium icons
Small icons

List

Details

Tiles

Content

Ctrl+Z

trén thanh céng cu. Cach

nhanh nhat 13 tay trdi ban gitt phim CTRL, tay phai ban lan nut gitta cha chudt dé
diéu chinh tang gidm kich thudc cha céc biéu tuong file, thu muc.

Néu ban can hién thij nhiéu

=)
flle thu; muc nhé’t th‘l Chon & )=[) » Computer » 05(C) » Newfolder » Entertoinment <[4 [searnEnt.. P]
’ ) ) Organize +  Includeinlibrary v Sharewith v Bum  Newfolder o~ 0 @
N n . 2 N n \
ché do6 List - & ché d6 nay o
Desktop

biéu twong clha file, thu
muc la nho nhat.

Né&u ban dang lam viéc vdi | s

thu muc cha toan phim, | iz S =

anh thi nén chon ché dé G”” g - N
Medium, Large icons, hodic | =mwms e s
thadm chi Extra Large icons —

vi & ché d6 nay ban sé thay
ndi dung ctia phim, anh.

8 Downloads

%] Recent P

& Google Drive

laces

L
-
-
-
L

B

ig Bang Theory -

7 items

Big Bang Theory - S04E08 -The 21

Big Bang Theory - SO4E12 - The Bus
Pants Utilization.avi

A
A

Extra large icons
©  large icons
Medium icons

Small icons
List

Details
Tiles
Content

NE&u ban can sap x&p file, thw muc theo tén, kich thudc file, ngay gid tao 1ap thi
nén chon ché dd Details vi & ché d6 nay ban sé cé nhiéu thdong tin nhat.
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|| Extra Large Icons
qu| J. » Computer » OS(C:) » Newfolder » v | 5 & LargeIcons
Organize v 4 Open Include in library v Share with v Burn New folder g i Medium Icons
B Desktop o Name ° Date modified Type Size 7 Small
& Downloads — : maflicons
= . Empty Folder 6/21/2013 3:46 AM  File folder
. Recent Places S— = 25 List
R | Folder containing files 6/21/2013 3:54 AM  File folder
. Google Drive X o i
@ Acrobat File.pdf 6/21/2013 3:45AM  Adobe Acrobat Document 38 KB [> &= Details
o |_| Another file 7/14/20091:32 AM  File 763 KB =T
4 Libraries ~ e 5= Tiles
o Babylon Dictionary.bgl 5/19/2013 5:05 AM  Babylon Glossary 35,693 KB
[% Documents = . . o . “= Content
J\ Musi [=] Bitmap Image,jpg 7/14/20091:32 AM  JPEG image 859 KB =
usic
& Pict Q Compressed File.rar 6/21/2013 3:44 AM  WinRAR archive 12KB
i Vfd ures @] Document (Office 2010).docx 6/15/201312:02PM  Microsoft Word Document 2,110KB
aeos [ Jellyfish jpg 7/14/20091:32 AM  JPEG image 758 KB
& MP3 song.mp3 1/14/20059:07 PM  MP3 Format Sound 4,064 KB
1% Computer ) L
ﬁ 05 () | Plain Text Document.txt 6/21/2013 7:28 AM Text Document 1KB
: |_| Somefilexyz 7/14/20091:32 AM  XYZ File 582 KB
ca Data (D) . A
) @ Virtual CD.iso 4/26/2011 3:21 PM UltralSO File 545,918 KB
&‘2 CD Drive (H:)
) Empty Folder
File folder
Date modified: 6/21/2013 3:46 AM

Ché d6 hién thi ndi dung file dang chon

'

Ban badm vao nut (phia cudi trén thanh céng cu) dé chia khung ctra s cla
Windows Explorer thanh hai phan: phan bén trdi dé ban chon file, bén phai dé

hién thi néi dung cda file ban chon (nhu hinh dudi day).

(
QO

» Computer » Data (D:) » IT intro books '|"H Search IT intr.. R |

Organize ~ 2= Open with Adobe Acrobat XI ~ Print Burn New folder EE > ([ ﬁ
X 9] Ethics in infotmation technology.pdf
& Computer X [1] Using information technology - A Practical Introduction t
& 05(C) \"Z [2] Computer Concepts (Comprehensive) (15th Ed, 2013).pdi
< Data (D:) “X: 3] Discovering Computers - FUNDAMENTALS, (5th ed, 2012

<~ CDDrive (H) "X (4] Computer Science llluminated (2002).pdf
“X: [5] Computer Science - An Overview (11th ed, 2012).pdf

X [6] Principles of Computer Science 2008.pdf

COMPRENEASIVE

@ Network 3

Jrs

(9] |

[2] Computer Concepts (Comprehensiv... Date modified: 6/12/2013 12:35 PM

v ] m | , 1 of 867

Adobe Acrobat Document Size: 384 MB
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Sap xép, loc file, thw muc theo
tén, ngay gio tao lap, kich
thwéc

Dé sdp xé&p file, thu muc theo
chiéu tang dan (ascending) hoac

View
Sort by
Group by
Refresh

Customize this folder...

Paste

Name

© Date modified

Type
Size

Ascending

giam dan (descending) cUla -, ¢ Descending
tén/ngéy gio tao lap/kich thudc, Undo Copy Ctrl+Z More...
ban bam nut phai chudt vao mat Share with '
vung tréng trong Windows New '

Properties

Explorer r6i chon Sort by, chon
Name/Date modified/Type/Size va Ascending/Descending nhu hinh vé.

O ché d6 hién thi Details, ban cé thé bam chudt vao gilta cac nut

Name v v Date modified Size

hodc " hodc " dé sap xép file,

thu muc theo tén, ngay gio tao lap, kich thudc file.

Né&u ban bam chudt vao ~ & cac nut Name, Date modified, Size ban cé thé loc
file, thw muc cé thudc tinh theo cac tiéu chi ma ban chon. Hinh vé trén minh hoa

ngudi dung sap chon hién thi file, thw muc ma tén cé van A-H.

r e @ N
@ Ov’ | » Computer » Data (D:) » Temp folder » vl +5 } ' Search Temp ... R ’
Organize v ] Open Include in library v Share with ¥ Burn New folder =~ O o

Name ¥ Date modified Type Size :
i Libraries | . Application Ol A-H E folder
> Documents | Backup O I-P B folder
< Music [lo Babylon Dictionary.bgl O Q-Z bylon Glossary 35,693 KB
S Pictures B Compressed File.zip 6/28/20137:06 AM  WinRAR ZIP archive 17,798 KB | _
§videos | | @) pocument Word 20100docx  6/15/2013 1202PM  Microsoft Word Doc..  2110KB |
= Image,jpg 7/14/2009 1:32 AM  JPEG image 859 KB
& Computer 2] MP3 song.mp3 1/14/20059:07PM  MP3 Format Sound 4,064 KB
& 05 (C) % Scanned Document.pdf 6/21/2013 3:45AM  Adobe Acrobat Doc... 38 KB
Y & virtual CD.iso 4/26/2011321PM  UltralSO File 545918 KB v
< CD Drive (H:) + < \ m »
Application Date modified: 6/28/2013 7:02 AM
File folder
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8. Tao file, thw muc va shortcut

Tao thw muc va file rong

4 = E E Y

@Qv| , » Computer » OS(C:) » Newfolder » - I#, l | Search Ne... O ’
Organize v Include in library v Share with v Burn New folder = v i @
7% Favorites Name Date modified Type Size ’

Ml Desktop (@ virtual CD.iso 4/26/20113:221 PM  UltralSO File 545,918 KB
& Downloads A Babylon Dictionary.bgl 5/19/2013 5:05 AM  Babylon Glossary 35,693 KB
1| Recent Places |#| MP3 song.mp3 1/14/20059:07 PM _MP3 Format Sound 4064 KB
L GoogleDrive @] Document (Office 2010).docx  6/15/201312:02PM | . Folder
= View »| @ Shortcut
4 Libraries » . .
= - Szl & Bitmap image
5| Documents = Group by >
. Contact
& Music Refresh
& Pictures @J Microsoft Word Document
H Videos Customize this folder... | Journal Document
= E] Microsoft PowerPoint Presentation
= Paste
S . .
i }’Ctz)nswptc.lter . Paste shortcut 8 WinRAR archive
i $56) Undo Copy Ctrl+z | = Te.xt Document
s Data (D) E] Microsoft Excel Worksheet
& CD Drive (H:) Share with ¥ WinRAR ZIP archive
New » & Briefcase
“F Network
8 THANGTRAN- Properties
14 items

—_—_———  — —_—_—_—_—_—_—_—_———
Nhu trén dd ndi cé hai kiéu file: file chuwong trinh (.exe) va file dit liéu. Néu ban
mudn tao file chuong trinh thi ban phai biét 1ap trinh; néu khéng, ngudi st dung
binh thuong chi tao file dit liéu anh, van ban, am thanh théng qua cac chuwong
trinh nhw Paint, Word, Sound Recorder, ... .

Trong Windows Explorer, dé tao mét thu muc, file mdi, ban can tim dén duong
dan can tao mdi roi:
- Bam nut phai chudt vao mot vung trong, mét menu xuat hién va ban chon
New.
- Tiép d6 chon Folder hodc mot loai file bat ki (Bitmap image, Journal
Document, Text document, ...) dé tao thuw muc hodc mot file cé ndi dung
rong cé kiéu ban chon.
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- GO tén thu muc hodc file va bAm Enter.

Cach tao file kiéu nay s& cho ra nhitng file Bitmap image (.bmp), Journal
Document (.jnt), Text Document (.txt), v.v. cé ndi dung trang (tréng); dé bién soan
néi dung ban bam dup chudt vao file va mét chwong trinh (Windows Photo
Viewer, Windows Journal, Notepad) s& dugc goi ra giup ban sira/xem ndi dung
file réng vira tao.

Mot cach khac dé tao file 18 ban vao chuwong trinh &ng dung Paint, Word,
AutoCAD, ..., bién soan ndi dung va luu thanh file & vi tri ban can nhu d3 trinh bay
O muc ??7?

Tao shortcut
Shortcut (“dwdng tat”) 1a mot

biéu tuong din 161 mot file khac. [ 0 W gb’

Khi ban mé&/chay (kich dip chudt) @i el i gy Wl
mot shortcut thi thyc chat ban Bitetdiicittotn
m&/chay file dugc tré t6i kia. non-shortcut shortcut

Muc dich cta shortcut la giup ban
tranh phai mat cong tim dén file & xa kia.

Biéu twong clha shortcut 1a biéu twong cda file né tré tdi cong thém hinh miii tén
(& & goc trai dwdi clia biéu twgng nhu hinh vé bén.

Duwéi day minh hoa cach tao %

) # Create Shortcut

shortcut dén chuwong trinh |~
Paint trén man hinh nén. H|én What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or

nhién tru‘ol'c khi tao Shortcut Internet addresses.

Type the location of the item:

dén mot doi twong nao do
ban C‘én b|é't nol n‘ém 6’ déu’- Click Next to continue.
file chuwong trinh Paint la:

C:\Windows\System32\mspaint.exe.

- Budc 1: bdm nuat phai chudt vao vung tréng trén man hinh nén, chon New
va Shortcut (xem hinh dudi)
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- Buwdc 2: moOt hop thoai hién ra cho ban chon dudng dan dén file can tao
shortcut tré dén. Ban badm vao nut “Browse”, mdt hép thoai hién ra cho
ban lan tim dén file cin tao shortcut, cudi cung bAm OK dé cé duwgc duwong
dan & trong muc “Type the location of the item”. Hodc ban cé thé gd truc

ti€p dwong dan C:\Windows\System32\mspaint.exe vao trong 6 nay ngay

tlr ddu ma khéng can bam Browse.
Sau khi cé dwdng dan, ban bam Next
(ti€p tuc).

- Budc 3: mot hop thoai hién ra cho
ban gb tén cha shortcut, vi du
“Paint”, va bam Finish.

K&t qua la ban thu dwoc shortcut nhu hinh
vé bén trén man hinh nén. T&r day trd di

~

moi [an mé& Paint ban khéng can phai bam

Browse for Files or Folders

|

\

Select the target of the shortcut below:

<

msoert2.dll

mspaint.exe

5

mspatcha.dll

mspbda.d| File description: Paint

Company: Microsoft Corporation

msports.dl| Date created: 7/13/2009 7:58 PM

(2] MsPbdaCd £ire verion: 6.1.7600.16385
B || Size: 6.36 MB

msprivs.d

G MAP A ATl A e WL

I | »

\ew Folder [ OK

] [ Cancel

J

chuét Start|All programs|Accessories|Paint nita, chi can kich dup vao shortcut

vira tao.
"J’/ @ # Create Shortcut
(@ Mot cach
DAINT ) What would you like to name the shortcut?
khac tao Type a name for this shortcut:
shortcut nhanh hon la
~ , 2. Click Finish to create the shortcut.
ban bam ndt phai
N N , . Next -Cancel
chudt vao chinh file
ma ban mudn tao é\] Sound Recorder
shortcut trd dén nd réi chon
Targettype:  Application

Create shorcut. Sau doé di
chuyén shortcut vira tao dén
noi wngy.

Khi ban thdy mot shortcut va
mudn xem file shortcut tré
dén file nao thi ban bdm nat

Target location: system32

Target: 7.SystemRoot % \system32\SoundRecorder.exe
Start in: %SystemRoot % \system32|

Shortcut key:  None

Run: [ Nomal window v ]
Comment: Record sound and save it on your computer.

[ Open File Location ] [ Change Icon... ] [ Advanced... ]

[ OK ][ Cancel ] Apply




phai chudét vao file d6 va chon Properties. Vi du ban chon Start|All

Programs|Accessories sau dé bam nut phai chuét vao Sound Recorder (chuwong
trinh ghi am clia Windows) va nhin vao 6 Target dé biét dwoc shortcut nay dan tdi
9%SystemRoot%\system32\SoundRecorder.exe. O day %SystemRoot% la ki hiéu
cla thu muc cai Windows ma théng thuong sé 13 C:\Windows nén duwong dan

cuGi cung thyc chat la C: \Windows\System32\SoundRecorder . exe.

9. Sao chép, di chuyén, xéa
file va thw muc

Cat dan (sao chép/di chuyén) file
va thw muc

Trong Windows Explorer, thao tac
sao chép, di chuyén file, thv muc
cling giébng nhu thao tac cat dan mot
ddi twong qua clipboard bao gébm 3
buéc: ddnh dau déi twong, sao chép
(CTRL + C) hodc di chuyén (CTRL + X)
doéi twong vao clipboard, dan (sao
chép) ban sao trong clipboard ra vi
triwng y (CTRL + V).

- Budc 1: Panh dau (bdi den)
cac file, thu muc can sao chép
hodc di chuyén

4 Libraries

| (]

= Recent Places #

. Google Drive

. . Software

£ Documents | Temp

& Music  Virtual machines

=/ Pictures . Works

B videos FXl Acrobat File

) g Babylon Dictionary
1% Computer - i

21 ‘ 1

= 0S(C) Document (Word 2010)

¢« Data (D:) _|Image |

s CD Drive (H:) Journal Document |
€M Network __| Plain Text Document

1% THANGTRAN

( =)
@KfjvluJ » Com.. » Data(D) » ~ %3 |[ Search Dat.. P
Organize v 3 Open Burn » # v 0 @

A Backup
. eBooks

, Entertainment

@ virtual CD

-

8 items selected

Date modified: 1/14/2005 9:07 PM - 6/23/2013 12:14 AM

.

Trong Windows Explorer, d& chon mét file hodc thu muc thi chi cdn nhip chuét

vao déi tvong d6, néu mudn chon nhiéu thi gitr phim CTRL trong khi nhap chudt

vao cdc file, thu muc can chon. Néu cac file va thu muc nam lién nhau thanh mét

dai thi ban ré chudt vé khung khoanh vung céc déi twgng can chon.
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Sau khi danh dau xong, bdm nut phai chudt vao mét ;
trong nhitng d6i twvong ban vira dadnh dau, chon Copy (dé
sao chép) hodc Cut (dé di chuyén). Nhanh nhat 1a dung

Budc 2: Sao chép/di chuyén céc file, thw muc vira chon vao Clipboard

Open
Medialnfo
Restore previous versions

phim tat CTRL + C hodc CTRL + X. | Sendto
! Cut
- Buwdc 3: Sao chép ban sao trong Clipboard vao vi Copy
tri dich Create shortcut
Delete
Ban tim dén thu muc dich, bAm nat phai chuét vao mét Rename
vlng trong roi chon Paste hodc dung phim tat CTRL + V. Properties

Van dé vai file, th muc trung tén

Khi ban sao chép (di chuyén) file, cha han C:\New Folder\Virtual CD.iso, sang mot
noi khac, nhu D: nhung noi dich lai cé file trung tén vai file cdn sao chép
D:\Virtual CD.iso, luc d6 Windows sé cho ban 3 Iya chon:

Copy and Replace: chép file can sao chép deé 1én file & thw muc dich (tc la

file & thu muc dich s& bj méat)

Don’t copy: khdng sao chép nita nén khéng cé gi thay doi

Copy, but keep both
files: vin sao chép
nhung file ma ban muén
sao chép ra sé bj d6i tén
cho khac di so vai file da
san ¢ & thu muc dich.
P&i tén bang cach thém
(1), (2) vao tén file.

Meo m¢& ca thw muc nguon

va thw muc dich cung luc
Khi phai sao chép/di chuyén
file, thuw muc tr mot thw muc

nay (goi la thu muc nguén) dén
mot thu muc khac (goi la thu

Copy File

|

There is already a file with the same name in this location.
Click the file you want to keep

- Copy and Replace

Replace the file in the destination folder with the file you are copying:
Virtual CD.iso
Virtual CD (C:\New folder)
Size: 533 MB
Date modified: 4/26/2011 3:21 PM

< Don't copy

No files will be changed. Leave this file in the destination folder:
Virtual CD.iso
Virtual CD (D2)
Size: 533 MB
Date modified: 4/26/2011 3:21 PM

- Copy, but keep both files
The file you are copying will be renamed "Virtual CD (2).iso"

Do this for the next 8 conflicts

T [ Cancel ]




muc dich) ban thuwong xuyén phai di tdi, di lui hai thw muc b&i Windows Explorer
mdi lGc chi cho hién thi mot thu muc. Meo dé cé thé hién thi hai thu muc cung luc
la ban m& hai chuwong trinh Windows Explorer (bdm Windows + E hai 1an) réi bdm
nat phai chudt trén mot vung tréng cha thanh taskbar va chon “Show windows
Side-by-Side” nhu hinh vé dudi day.

Y N

=[B] =B X
@\/" « Data(D:) » Folderl » v | 5 | [ search Fotd ) @@vl , « 0S(C:) » Folder2 » v ‘ 5 | [ d.. O |
Organize ¥ - Open > =~ 0 @ Organize ¥ - Open  » =~ 0 @
- Favorites ‘“ Downloads{
P Desktop = Recent Pla-<
% Downloads & Google Driv
| Recent Plac| _
|E y Libraries
Google Dri e
o 9 ! Thu muc nguon | Documents = Thu muc DICH
4 Libraries ’JV; Music
%) Documents— §‘ Bictures Toolbars 4
A - Videos
' M .
d‘ P_::'c Cascade windows
k= Pictures .
B vi /8 Computer Show windows stacked
£ videos : . - =
& o5 () Show windows side by side
8 Computer a Data (D) Show the desktop
® N Nriva . .
- Undo Show side by side
Thu muc NGUON T !
1 File folder J Fi Start Task Manager
d Date modified: 6/22/2013 1:47 PM .
v Lock the taskbar
[ ~ 1| Wil Properties
/A [u]i] c = (AT
O 2o | e oo™ <

X0a file, thw muc va khéi phuc bang Recycle Bin

Dé xda file, thu muc, ban ciing danh diu céc file va thv muc can xda (xem phan
trén), bAm nudt phai chuét va chon Delete hodc badm ludn phim Delete. Thao tac
nay khéng thuc sy xéa ma chi di chuyén file, thu muc vao mét noi goi 1a Recycle
bin (thung tai ché) cda Windows ding nhu théng bdo “Are you sure you want to

move this folder/file to the
Recycle Bin”. Khi chon “Yes”, file,
thu muc ban chon s& bién mat
(nhu thé bi xéa) nhung ban cé
thé khoéi phuc ching lai néu vao
Recycle Bin.

DE xdéa han (thay vi dua vao

Recycle Bin) thi ban badm SHIFT + DELETE (hodc gilt phim

Delete Folder
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Are you sure you want to permanently delete this folder?

Folder to test Deleting
Date created: 6/23/2013 3:07 AM
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SHIFT trong khi chon Delete tir menu nut phai chuét). Lic nay Windows méi thuc
s hoi ban c6 mudn xda vinh vién (permanently delete) nhu thong bdo “Are you
sure you want to permanently delete this folder/file?”. Sau thao tac nay ban
khong thé khéi phuc bang Recycle Bin duoc nita.

Lam viéc v&i Recycle Bin -

»
<

Ban tim va kich dup chudt vao biéu tuwong = thung rac (nhw hinh
(RECYCIGEIT o ,\, , .
Ban sé thay cac file,

bén) trén man hinh nén dé vao Recycle Bin.
thu muc ma minh d3 xda trudc dd, bAm nat phai chudt vao file, thw muc nay va
chon: Restore — khdi phuc, Delete — xda vinh vién (SHFT + DELTE), Cut — dé di

chuyén né sang mot noi khdc ma ban chon.

DPong file lai trwéc khi di chuyén, doi tén, xoa
Khi ban can xda, di chuyén, doi
tén mot file thi ban phai dam
bao file d6 dang khong duoc

File In Use =

The action can't be completed because the file is open in Adobe Acrobat

“= Close the file and try again.

m& néu khéng Windows sé

Document
1 , . . 2 \ Type: Adobe Acrobat D
nhac ban dong f||e |a| O' h|nh m‘ Si);z;e37,2ci<ge crobat Document
. R . . Date modified: 6/21/2013 3:45 AM
vé bén trong khi file &
”Document.PDF” dang du’o’c ’ Try Again ] [ Cancel J

m& bang chuwong trinh Adobe
Acrobat, ngudi dung d3 thuc hién xda file nay; Windows khong thé xéa duoc nén
né nhac ban nhu thdng bao dudi day. Dén day ban dong file nay lai (“Close the
file”) réi chon Try again dé thuc hién viéc xda file hodc Cancel dé khéng xda nira.

10. Nén file

Nén file la gi, tai sao can?

Nén file la thao tac bién mot file thanh mét file khac cé kich thwdc nhd hon va nbi
dung file ban dau cé thé duoc khoi phuc lai tir file m&i nhé hon nady. Cu thé a: gia
st ban co file MyFile.origin vdi kich thwdc 100 MB, ban dung chuong trinh
nén file nhw WinZip dé nén file nay thanh file nén DecompressedFile.zip
vdi kich thuwdc 30 MB (file goc MyFile.origin hién nhién khéng bi anh
huwédng). D€ glti MyFile.orgin 100 MB cho mdt ngudi ban & xa qua Internet,
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ban chi can gt file DecompressedFile. zip 30 MB thoi. Khi ngudi ban nhan
duoc DecompressedFile. zip, anh ta sé gidi nén ra (khoi phuc lai) thanh file
MyFile.origin nhu ban dau. Viéc lam nay sé tiét kiém bang thong Internet vi
hai nguoi chi phai glti/nhan file cé dung lwgng 30 MB thay vi 100 MB.

Cai gid phai tra cho viéc tiét kiem duoc bing thong nho file nén 13 ca ngwdi gli 13n
ngudi nhan phai mat cong nén va gidi nén. Thém nira ban khéng thé thao tac vdi
DecompressedFile.zip nhu thé véi file MyFile.origin, ban van phai
giai nén file nay.

Khi nén mét file, tuy theo ndi dung cua file ma cé thé nén duoc nhiéu hay duoc it.
Ban cling nén nh& hai thuat ngit tiéng Anh:

- Compress = Zip: nén
- Decompress = Unzip = Extract: giai nén

Pinh dang file nén va chwong trinh nén file pho bién nhit

Pinh dang file nén phd bién nhat hién nay 1a .ZIP va chuong trinh nén/giai nén
twong &ng la WinZIP. Dinh dang .zip dwgc dung trén tat ca cac loai hé diéu hanh,
ngoai ra moéi hé diéu hanh lai ¢ nhitng dinh dang nén va phan mém nén riéng.
Windows théng dung vé&i .rar va phan mém nén WinRAR. Cic hé diéu hanh kiéu
Unix va Linux thuwong dung .gzip, .bz, .bz2. May MAC dung thém ca dinh dang .sit,
phan mém nén Stufflt trén MAC cling rat dwoc wa chudng. Mb6i phan mém nén
déu c6 thé nén/giai nén rat nhiéu kiéu file khac nhau nhwng du gi téi thiéu ching
cling ho tro file .zip.

Cong cu nén/giai nén san c6 trong Windows

D& nén thanh/giadi nén file .ZIP ban khéng can phai cai dat
thém phan mém nao ca bdi Windows d3 cé san céng cu ﬁ
nén/giai nén trong Windows Explorer. Chi cé diéu ngudi dung S
it khi dé y thay va dung né.
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Khi ban chua cai dat bat ki phan mém nén nao thi file .zip cé biéu twgng mot cai
cap bi kéo khoa lai (hinh bén). Thyec chat Windows nhin file .zip nhu mét thu muc.

Nén thanh file .zip
Ban c6 thé nén nhiéu file,

thy muc thanh mot file
.Zip:

Budc 1: Mo
Windows Explorer,
chon cac file, thwv
muc can nén (bang
cach gilt phim CTRL

= | S |
@Qv! | » Computer » Data(D:) » New folder » " ‘?” Search New f.. P |
Organize ~ ~J Open Play selection Burn New folder EE v i e
i | Application :, Virtual CD
. Libraries | Backup
. Documents | Job
4. Music | Work
%, Pictures [ipBabylon Dicti| % Convert to Adobe PDF
8 videos B & Bitmap Image % Combine files in Acrobat...
] Document (W Send to »| i Compressed (zipped) folder
& Computer * Journal Cut M Desktop (create shortcut)
& 0S(C) 2/ MP3 song Copy . Documents
» Data (D:) X Scanned Doct &1 Faxrecipient
< i Create shortcut
~ CD Drive (H) ~ Short note Delete .J Mail recipient
A 6 items selected Date modif Rename 6 skype
) & DVD RW Drive (F)
= Properties r

réi nhdp chudbt vao

cac file, thu muc ban chon). (M6t cht y nhd [a khéng nén chon thu muc

rong dé nén; Window
nay.)

c6 moét file .zip chira cac file, thw muc ban chon &

budc 1.

Gidi nén file .zip

Budc 2: bdm nat phdi chudét vao mot trong cac
file/thw muc vira chon (van giltr CTRL) va chon
Send to, r6i Compressed (zipped) folder.

Budc 3: gd tén cho file nén va bdm Enter. Ban sé

s khéng cho phép lam diéu

Open
Open in new window

Cut

Medialnfo

Extract All...
Open with...
Restore previous versions

Send to 4

Copy

Create shortcut

Delete

Rename

Properties

Nhac lai rang khi ban chua cai dit bat ki phan mém nén nao thi file .zip mdi dwoc

x& i b&di Windows Explorer (néu khéng nd sé thudc quyén cha phan mém nén ma
ban cai). Windows nhin file .zip nhuw mot thuw muc nén ban cé thé kich dip chudt

vao “thv muc” nay dé xem ndi dung clia nd. Ban cd thé chay céc file chwong trinh,

doc file dit liéu trong “thu

muc” nay nhung khong

duoc stra chita file, thw muc

con. Né&u ban skra file

-

1, Extract Compressed (Zipped) Folders

-/

==

Select a Destination and Extract Files

Files will be extracted to this folder:

D:\New folder\Compressed File|

Show extracted files when complete

Browse...

[ Extract H Cancel ’




Windows s& bat ban save as file thanh mot ban khac.

Dé& gidi nén file .zip, ban bam nut phai chudt vao file nén dé va chon Extract all ...
Hop thoai Extract Compressed (Zipped) Folders hién ra (nhu hinh vé) cho ban chon
dwong dan dén noi ban can gidi nén ra. Ban gb dwdng dan nay hodc bam Browse
réi chon. Cudi cung bam Extract.

WinRAR
Dé& lam viéc v&i WinRAR hién nhién ban phai cai dat WinRAR truwdc d3.
Sau khi cai dat WinRAR, cac file nén cé dudi E

.rar, .zip, .gzip, .bz2, .cab, v.v. sé dugc dang | Open ‘
;. . 2 Y . n > Medialnfo
ki véi Windows mo bang WinRAR. Tat ca 5 : '
dd to archive... l
cac f