SUDUNG HE PIEU HANH
1. HE PIEU HANH WINDOWS
1.1. Bat dau v6i Windows

bang nhap vao Windows

Khi bét dau khoi dong Windows (Windows 95, 98, Me, XP...), ta ¢6 thé nhin thay dau nhéc
yéu ciu nhap mat khau (Password) dé c6 thé dang nhap vao may tinh. Néu khong muon
nhap Password, thi ta khong can phai go bat ci ki tu nao vao trong hop password, roi kich
chuot vao nit OK. Sau nay ta s& khong nhin thdy d4u nhic trong hop Password nita. Véi
Windows NT, Windows XP, chic chin phai c6 tai khoan mdéi c6 thé dang nhap dugc vao
may.

bang nhap vao Windows

e Trong hop tén ngudi st dung, gd tén nguoi c6 tai khoan.

e Trong hop Password, gd Password vao. Khi khai dong
mdy thi Windows thudng nhic xdc dinh Password cta
nguoi str dung.

Enter Network Password EHE
D Erker pour netwark, password for Microsoft Networking.
=
A=y Cancel

User name: IE_NHU

Pazsward: Im

Diomain: I VNUH

Hinh 1. Man hinh dang nhap

anha

=

+s start 8 © | ®caduan

®- Control Panel Mart.. " - 10:03 AM

Hinh 3. Man hinh dau tién khi dang nhap Windows: Desktop
Desktop

Man hinh déu tién hién thi téng quan vé tat ca céc tai liéu c6 trong mdy. Man hinh nay goi
1a desktop.
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Nut Start va thanh Taskbar

Nut Start va thanh tac vu Taskbar thuong dugc dat & phia bén dudi man hinh khi khéi dong
mady. Do dugc dat & ché€ do mac dinh, nén ching luon luon hién ra khi chay Windows. C6
thé dé thanh t4c vu theo chiéu thang ding.

.#lﬁlafl 7 Micrcsalt Wond - g tieu .|

Hinh 4. Thanh tac vu
1.2. Giao ti€p trong moi truong doé hoa

St dung chuot

Chuot 1a cong cu giao tiép rat thuan tién trong moi trudng d6 hoa. Chuot tieu chuin c6 hai
phim bam trai va phai. Mot s6 chudt con cé phim giita va ngay nay cac chuot con bo tri
thém nit cuon dé di chuyén cdc ving 1am viéc bi khuat. Cé mot diém danh dau trén man
hinh goi 1 con trd (cursor) , khi chuot di chuyén diém nay ciing di chuyén theo. Nguoi ra
diing chuot dé thao tac chi dinh hay di chuyén c4c doi tugng 1am viéc. C6 mot so thao tdc
v6i chuot nhu sau:

e Kich (clich) 12 bAm ndt chuot roi tha ngay. Thudong dung thao tic nay dé chi dinh
mot d6i tuong hodc kich hoat mot cong viéc. Y nghia clia viéc bam niit trai hay phai
la khac nhau. Trong Windows, kich chuot trdi dung dé déanh dau hodc thi hanh
trong khi bam chuot phai thuong 12 dé xem tinh chat (properties) ctia d6i tuong
hoic m& ra mot danh séch cdc cong viéc c6 thé 1am véi doi tuong do.

e Kich dudp (double click). Bim nhanh lién tié€p hai lan. Kich ddp thudng dung dé thi
hanh cong viéc tuong tng v6i doi tugng.

e Ré hay con goi la kéo-tha (drag) 1a dong tic bam nut chuot trdi chi vao mot doi
tugng, 161 di chuyén con trd dén mot vi tri méi va nha phim. Pong tdc ré thuong
dung dé chuyén d6i tugng tir chd nay t6i chd khdc.

Cic biéu tuong (icon)

Windows 12 mot hé diéu hanh dé hoa. Cac d6i twong ma Windows quén 1y c6 thé thé hién
theo nhiéu kiéu khéc nhau trong d6 c6 kiéu biéu tugng. Mdi biéu tugng 12 mot anh nho, cé
stic biéu cam vé doi twong. Cac vi du trén Hinh 5 12 biéu tugng clia mdy in, mot van ban
Word, mot chuong trinh quay s6 tir xa dé truy nhap Internet.

L9

Hinh 5. Icon
Dé 1am viéc véi céc d6i tugng do chi cin kich dip chuot vao 1a chiing.
Thuc don (menu)

Thuc don 1a mot bang chon cdc cong viéc hoac cdac doi tugng. Thuc don truyén thong 1a
mot bang céc dong chit. Doi khi thuc don cé thé c6 nhiéu ting. Mot chitc nang nao dé
trong thuc don lai 12 mot thuc don khéc. Trong trudng hop dé ngudi ta dé thém vao phia
phéi mot dau » dé béo truéc.

Trong hau hét cdc phdn mém clia Windows, thuc don con t6 chic mot ting trén cung trai
theo chiéu ngang dudi dang cdc nhém chitc nang. Khi dua chuot dén tén nhém chiic nang
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thi mot thuc don twong tng v6i nhém chic ning 4y mdi trai ra dé khoi che 14p viing lam

viéc. Loai thuc don d6 duoc goi la thuc don trai xuong (pull — down menu)

Mot bién tuéng khéc ctia thuc don 1a mot danh sach cac biéu tugng dé ta c6 thé chon.

Nhitng kiéu thuc don d6 duoc minh hoa trong cdc Hinh 6 duéi day

dowsOb
Q@
=
=

& Notebook Manager ‘Z"E”z‘
Fie Edt Vew Favortes Took Help w
»
Qe - Q- ¥ p search (71 Folders |y 50 X
Adress |22 Ci\Program FissiMlotebook Manager v/

README
1KEB
CNTFile E Tesk Document:

5y WEM.CNT
1KE

i

Uninst,isy NEM
7

fel @ 14KE
15U File Help Fil
i Wb
ﬁ w{(l\éSTDLL 1,088 KB
hiokebaok Manager

Cura s6 (Windows)

{§ untitled - Paint

ac kiéu bang chon (thuc don)

File Edit View BUEEEN Colors Help

Flip/Rotate...  CtrH+R
— StretchfSkew., .. Chrlw

7 ﬁ Tnwert Colors  Chrl+

1 Q Attributes,.,  ChrE
Clear Image Chrl+ShFE+N

ﬁ é v Draw Opague

™A

Ving 1am viéc véi mdi cong viée dugc dat trong mot hinh chit nhat goi 1a cira sé.
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Niit déng clra s6 &

Nt phong dai (maximize) ¢

Niit thu vé taskbar (minimize) ¢
Thanh tiéu dé

Vung lam viéc

& Notebook Manager,

File Edit Wiew Favarites Tools  Help |'f

GBack - > ) l‘ﬂ: /'_\JSEarch {f - Foldprs = x
Address ||,i‘| C:\Program Files\Motebook Manager b . Go

Iy mBM.CNT =7 RERDME

gaal | LKB = | 1K

===1] CNT File =1 Tegk Document
*

Uninst,isu . MBM
T KB 0 14 KB
15U File . Help File

UMINST.DLL o
19 KB 1,085 KB
Mokebook Manager

Hinh 7. Ctra s6

Trén cira s6 ta c¢6 thé thuc hién c4c thao tic sau:

Di chuyén vi trf clra s6 (moving): dit con trd vao thanh tiéu dé va ré dén vi tri méi.

Thay d6i kich thudc (resizing): néu dit con trd vao canh clra s6 va ré chudt thi ta c6
thé thay doi chiéu dai hodc chiéu rong cua cilra s6 theo huéng di chuyén tuy theo
canh la canh ding hay canh ngang. N&u con tr6 dat tai mot trong bon dinh cua ctra
s6 thi khi ré c6 thé thay d6i kich thudc cha cd hai chiéu. Luu y rdng chi khi nao con
tr6 bién hinh thanh mot miii tén hai chiéu thi méi c6 thé thay doi kich thuée cira s6.

Thu tng dung vé thanh tic vu: bAm vao nit E Ung dung khong bi déng, chi tam
thoi gidu clra s6 di dé danh desktop 1am mot cong viéc khac. Khi nao muén khoi
phuc lai ta chi can kich chudt vao ting dung d6 trén thanh tic vu.

M4 rong cira s6 t6i midc t6i da, chodn toan bo man hinh: bam vao niit m Khi da &
muc toi da nit nay bién dang thanh dé khi ta bdm vao d6 man hinh lai khoi
phuc tré thanh nhu trude khi mé t6i da.

Poéng cua s6: bam nuit Iﬂ

1.3. Lam viéc véi Windows

Bat dau véi thanh Start menu

CuuDuongThanCong.com https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

S s i Start) . .. . VT S N
Khi kich chudt vao nit Start u” s€ nhin thay thanh menu chita tat ca nhitng muc can

dung trong Windows.

Programsz L4
Documents L4
@; Settings L4
1o ] Find b
o)
g @ Help
.g Bun...
; Shut Do,

rlf W Microsoft Waord -

Hinh 8. Thuc don Start

Né&u muon vao mot chuong trinh, hay chon Programs. Néu muon dugc gitp do khi lam viéc
trong Windows, hay kich chudt vao “Help”. Cac 1énh trén thanh Start menu s€ dugc miéu ta
chi tiét & phan sau chuong nay. Dudi day s& gidi thiéu mot céch téng quét vé céc lénh.

Lénh Dién giai

Programs Pua ra danh sdch cdc chuong trinh dé c6 thé chon va thi hanh.

Documents DPua ra danh sach céc tai liéu (van ban, bang tinh ..) da luu vao trude
d6 va c6 thé mo ra dé 1am viéc.

Settings Dua ra danh sich cdc thanh phan cia Windows ma c¢6 thé tuy bién
cho phtt hgp v6i nhu cau vi du thém mdy in mdi, dat ché do lam viéc
cta chudt, thiét 1ap am thanh.

Find Giup tim dugc tai liéu, file.

Help Vao Help, c6 thé thong qua toan bo noi dung clia Help, cdc chi so,
cac huéng dan cu thé dé tim ra cach lam viéc trong Windows.

Run Bit ddu mot chuong trinh hoic m& mot tép khi ddnh trén cira s6 lénh
ctia MS-DOS.

Shut Down Tat mdy, khoi dong lai may hay két thiic mot phién 1am viéc.

Tuy thudc phién ban hé diéu hanh Windows ciing nhu cac ty chon dugc thiét lap, c6 thé
thdy xudt hién thém mot s6 biéu tugng trén thanh thuc don.

Thanh tac vu (Taskbar)

Bat ¢t ldc nao bat ddu mot chuong trinh thi s& thay vang thong bdo cta né trén thanh
Taskbar xuat hién. Dé chuyén déi giita cac chuong trinh trong Windows, kich chuot vao
viung tng véi chuong trinh twong tng. Vi du trén Hinh 3, chuong trinh MS Word c6 mot
viing tuong ting trén thanh Taskbar.
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Tat may

Can phai thoat khoi Windows trudc khi tat hoac khéi dong lai may tinh. Néu tat dot ngot
khong thodt khoi Windows, ¢6 rat nhiéu viéc dang dé dang, nhiéu file chua déng va chua
cét vao dia.

Thoat khoi Windows va tit may

€1. Kich chuot vao nut
Start, sau dé kich chudt vao
Eind s nut Shut Down.

Help

dows2b

Bun...

Shut Cawn...

Wi

Shut Down Windows | |

Are pou sure you want ba; , A
@ €2. Kich chuot

vao Yes, néu ta
quén ghi nhiing
thay ddi trong van
ban cua ta,
Windows s& nhic
Yes Ho | Hep | ta ghi lai nhiing
thay déi do.

" Bestart the computer?
" Restart the computer in M5-D0S mode?

" Cloge all programs and log on az a different uger?

Hinh 15.9. Bong Windows
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=> 3. Man hinh s& c6 10i nhic nhd khi ndo 12 lic an toan nhat
dé tat mdy.

Dé biét thém thong tin vé cac chi din khac trong hop thoai, hdy nhan chudt vao niit
Help.
Phan Tro Giap (Help)

Tro gidp 1la mot tai liéu huéng dan gitp ta hoc va sit dung Windows. C6 hai loai tro
gitp: Tro gitip cho mot cong viée cu thé va Tro gitip cdc thong tin vé nhitng gi duoc thay
trén man hinh.

- Frograms L

Besuments - * € Kich chuot vao nit Start, sau d6é kich
Settings g chuot vao Help. (Vi Windows XP dé la
Eind nit Help and Support).

dows9b

Wi

Shut Dowrn...

Help Topics: Windows Help EHE

Contents | Index | Find |

Click a book, and then click Open. Or click ancother tab, such az Index. 6 Mot danh muc
E Tour: Ten minutes to using Windows CéC Chﬁ dé
@ If you've uzed Windows before A A 2
Q Introducing 'windows Xuqat hl@ﬂ, ta CcO
@ Houo, thé dung phim
@ Tips and Tricks:

@ Troubleshooting TabS X trong
Help dé tim
ki€m thong tin

DOpen I FErint.. Cancel
Hxnh 10. Tri gi6p cfia Windows

Xem c6 gi trong may

Trong Windows nhiing gi ta ¢6 trén may, vi du nhu van ban, céc file dit liéu, déu xuat phat
tr mot dia di€ém dugc goi 1a My Computer. Khi khéi dong Windows, My Computer dugc
dat tai goc trai phia trén clia man hinh Windows, hoac Desktop.

Xem c6 gi trong may

€ Dip chuot vao biéu tuong My Computer.

My Computer

WV Xuit hién mot cira sé lam viéc, trong d6 hién 1én mot s6
biéu tuong.
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S My Computer
File Edt Wiew Help

=

IMyEomputer j ﬁs é@ E ﬂﬁﬂi
4 =

[C]

Control Panel — Prinkers

|4 object(s)

| A

Hinh 11. Man hinh My Computer

Dé str dung céc biéu tugng tréen My Computer, nhan dip chuot vao biéu tugng. Khi nhin
dip chudt vao céc biéu tugng thi s& xuét hién nhitng 10i gidi thich sau:

Pup chuot vao
biéu tuong

Noi dung

=4

33 Floppy (4]

- Dung tich 6 dia mém ctia mdy la
3,5 inch, néu co.

- Dung tich 6 dia mém 1a 5,25 inch,
néu co.

- Dung tich 6 ciing ctia mdy.

- Dung tich ctia 6 CD-ROM, DVD,
néu co.

- Khéi dong mdy in va xem thong
tin vé mdy in cling nhu van ban ta
can in. Dé biét thém thong tin, xin
moi xem phan “In” trong chuong
nay.

Khi nhan dip chuot vao biéu twong My Documents, thi s& xuat hién mot clra s6 lam viéc

nhu sau:

CuuDuongThanCong.com

https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

2

C6 mot cich khic dé
xem ¢ gi trong mdy tinh
la st dung Windows
Explorer va dung nit
phéi chuot kich vao biéu
tugng My Computer, sau
d6 nhén vao Explorer.

CuuDuongThanCong.com

& My Documents [_ (O] =]

File Edit “iew Help
Ia My Documents j BE B é{, ||ﬂg il .
From_BMhu Fram_nga Huaong br.Khoi
Mew pms Production P-tuan Thanh
Wyl Gith_'win95 nghich nhu
|14 ohiect(s) [751KB y

Hinh 12. Man hinh My Documents

Xem ndi dung thu muc

T S
#E 15-005 Prompt
E uszers

Run...

dows 9o

Wi

Shut Down...

Bx —Palsnnal
File Edt “iew Toolz Help

[_[D]x]

€ 1. Kich chuot
vao nut Start, chon
Programs, sau dé
kich chudt vao
Windows Explorer.

[ 33 Fersona i =11 = < e R
All Folders Canterts of ‘Personal’
- Instal ;I Marne | Sizal Type ﬂ i 0 R A
50 My Documents [Tngst BIKE  Miciosolt Word Doc cua cua so bén
(3 Brachure ] Resp_om 266KD Microsoit word Dac phél chita
-~ From_8Nhu @Resp_str 137KE  Miciosoft Word Doc - .92
{3 From_nga @ruutsﬂ 14KB  Bitmap Image nhung bléu
(3 Baoga [ router2 KB Bitmap Image . ”
BID_files @ruutsﬂ BKEB  Bitmap Image tlIUl’lg flle cua
3 Delrery ] Tke_sach 23KE PP Flle .
23 Fcelfie y thu muc do ta
3 Foms [ oac_tBT E1SKB  FPT File 2
{23 Hop_dong Wsc_engllsh 522KB  PPT File ll.l'a ChOIl tI'Ol’l
= [ &-25 B4KB  Bitmap Image - S . g
NG Ep | | > ctra sO bén trai.
|32 ohject(s) |35aME (Disk hee space: 1.00GE] 4

Xuat hién cdc 6 dia va thu muc.

Hinh 13. Ctra s6 Windows Explorer
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1.4. Lam viéc v6i Windows tir Desktop

Man hinh dau tién khi khai dong Windows va thuong truc sudt trong sudt qué trinh lam
viéc dugc xem 1a moi truong 1am viéc chinh ctia Windows goi 1a Desktop. Tir day ta c6 thé
thuc hién duoc nhiéu cong viéc.

Desktop

My Computer

M eigh

i Startl ﬁ Trinity University Cornputer. . % Faint Shop Pro | |<BE @ E 4:31 P

Hinh 14. Desktop
Thay déi nhiing xac lap vé Desktop.

Dung Control Panel, ta ¢6 thé thay ddi cdch nhin va stt dung
Windows.

Programs 3
Documents
A

€ 1. Kich chudt vao
nut Start, sau dé chon
Settings.

€ 2. Kich chuot vao
Control Panel.

El Ta c6 thé st dung

Control Panel dé thay
déi mau man hinh, cai
dat hoac thay déi 6
cting hoac dia mém, va
tao lap hodc thay déi
hé thong.

B3 Control Panel
[#] Printers
¢ iR Taskbar..

Cic biéu tuwong xuit =
hién trén Control Panel

W 3. Nhién diip chuot vao biéu tuong Display.
khidc nhau phu thudc

N 2 , N A 3 Control Panel M=
vao 0 cting va dia mém Fie Edh Vimw Hp
duoc cai dat vao mdy. [ Corvl Parel | = [
& S 5 B n
32bitODBC  Accessbity  AddMew  Add/Remove Date/Time  [EER Find Fast
Options Hardware Proarams
Q= D B g
L2} G5 5
Forts Intemet Keyboard Modems Mause Multimedia Metwork
R @ g =
Passwords Printers Regional Saunds Systern
Seftings
|Ehanges settings for your display. 4

Hinh 15. Clra s6 Control Panel
El W Man hinh xuat hién sau khi kich chuot vao biéu tuong Display

Kich chudt phai
mouse vao bat ky
vi tri nao trén phan
trong cua Desktop
va chon Properties
dé m& hop thoai
Display Proporties.
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Display Properties H

Background | Screen Saverl Appearancel Dizplay Modesl Settingsl

Thay dé6i nén Desktop
—1. M6 hop thoai Display Properties va chon tab Background.

—2. Chon mot mau nao do trong bang liét ké mau Wallpaper, sau d6 chon Center/ Title/
Stretch trong hop Display.

Thiét lap man hinh bao vé

e Mo hop thoai Display Properties va chon tab Screen Saver.

e Chon mot mau nao dé trong Screen Saver.

e Chon Settings dé thay déi cdc dac tinh cha Screen Saver.

e Xac dinh s6 phit ma ma may khong hoat dong trudc khi man hinh bao vé xuat hién.
Thay déi dac diém hién thi

e Mo hop thoai Display Proporties va chon tab Settings.

e Trang Settings 12 noi diéu chinh do phan giai hinh anh video va cudng do mau sac.
Chat lugng thiét bi video sé quyét dinh cac xac lap thuc hién trong 6 Color va
Screen area. Poi véi cac thi€t bi c6 it bd nhéd man hinh thi tang ving man hinh s€ tu
dong giam cudong do mau sac va tang cudng do mau sac s& tu dong gidm ving man
hinh. B6 sung bo nhé cho card video s& gitip ting kha nang hién thi mau sic va
ving man hinh. Xac lap gia tri thdp hon s€ cho phép ta tang toc do lam tuoi hinh
anh video trén trang man hinh. Xac 1ap nay lam cho man hinh khong bi rung va d&
moi mat, nhiic dau.

e Chon Advanced x4c 1ap thém céc tuy chon nhu sau:
General: Diéu chinh ¢d chit thich hgp v6i viing man hinh vira chon.

Adapter: Xem thong tin vé adapter video hién hanh, chon trinh diéu khién
adapter mdi va thay déi t6c do lam tuoi.

Monitor: Thay déi do tang toc do cho video.
Sap xép lai biéu tuong

Nhap ntt phai chuot trén Desktop, chon Arrange Icons. O day ta c6 thé chon sap xép lai
biéu tuong theo tén, ngay thang va c4c thong tin khéc.

Lam viéc véi clra so.
Windows 1a HDH theo ché do da nhiém, cho phép m& nhiéu chuong trinh cing mot lic.

Khi d6 méi chuong trinh ting v6i mot cira s6. Thanh tiéu dé cha ctlra s6 hoat dong c6 mau
séng ndi bat trong khi thanh tiéu dé cta cdc cira s6 khong hoat dong (ding sau) c6 mau
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xdm nhu hinh duéi day. Tat ca cdc thao tic chi dugc thuc hién trong cira sé hoat dong.
Muén lam viéc véi clra s6 nao can kich chudt vao thanh tiéu dé dng véi ctra s6 do.

e e n|:|n|x.-|;|?5|5|
—Joonnsasrs 3

.;awnmmgmml] Lot
Droming, IBM

Sevalads, [BM AstVow, APC| | 1950 1950
PowerChite 1

Softwres
ME-Window NT Sarver with 30
bieenses 1 641 641
ME-CIfice Profezsional 1 1460 1460
BarkOfiee 10 beentes 1

DQracle 7 Workgroup Server

Visul C4++

Yaisual Basic Enlaimiee

R (=] =T i Py [l L] g;gmmm@hm;m_]

[Fop 2 Gec £

50t [ Micromot Word - iia.| AR |
Hinh 16. M& nhiéu man hinh ctra s

1.5. Lam viéc v6i mot ing dung trén Windows

Ta c6 thé dung phim Start dé kh&i dong bt cit mot chuong
trinh can dung, vi du nhu chuong trinh x& 1y van ban hoac
mot chuong trinh Game.

Dé€ khéi dong mét chuong trinh

V1. Kich chuot vio phim Start, sau dé chon muc Program.

4 @ Intermet Tools 4

L3

@

Ta c6 thé thém mot
chuong trinh nao dé 1én
ddu cta thanh Start menu
bang céch dua biéu tugng
ctia né lén nut Start.

@ Startlp

a Intemnet Explarer

L4 @ Motepad
a Orline Registration

2. Chon tép, vi du nhu Accessories (phdn nay bao goém cdc
chuong trinh) sau d6 kich chuot vao chuong trinh dé.

I B [=gPaint [_[o]

Fie Edi ‘iew Image Options Help

|Faor Help, clck Help Togics an the Help Menu, | 197,181 i 4
i Start|| £ untitied - Paint
Hinh 15.17. Ctia s6 iing dung Paint
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Piéu gi sé xay ra khi kich chuét vao Programs?

Céc chuong trinh va cac tép thdy dugc khi chon Programs &

mot sO cac vi tri sau:

e Khi vao Windows, ta s€ thdy mot vai chuong trinh, nhu 1a
Windows Explorer va MS-DOS Prompt, va mot so file
trén menu Programs. Mdi mot file lai gdm cdc chuong
trinh da duoc tap hop lai dé tiép can dé dang.

e Windows ciing gom ca file StartUp, trén d6 ta c6 thé
chon chuong trinh muén khoi dong tu dong khi ta vao
Windows.

e Khi cai dat cac chuong trinh méi vao mady, ta sé thay
duoc chuong trinh vira cai thém.

Thoat khoi chuong trinh

W Kich chuot vao niit Close & géc phai trén cing cua
Windows.

[ untitled - Paint =10]]

File Edit View Image DOptions Help

0|09 =|5%|%]
SRR NEEREEE

Ta c6 thé chay nhiéu chuong trinh cing mot lic néu muon.
Windows s& dé& dang chuyén déi giita cdc chuong trinh.

Bat ddu mot chuong trinh bang cdch st dung 1énh ‘Run’.

Néu biét tén hoidc dudng din ctia mot chuong trinh ta c6 thé
dung Iénh Run dé thuc hién chuong trinh dé6.

D¢ bat dau mét chuong trinh hoac mé mot tép van ban

2|

Ta khong chéc chian chuong trinh
d6 ndm & dau hay né cé dudng
dan hay khong, kich chuot vao
ntt Browse.

Programs »

z N 7
€1. Kich chuot vao nut Start,
Documents ¥ | sau d6 nhan vao Run.

Settings *

Find L

Help
Ciing ¢6 thé m& mot tép co trong

mdy bing cdch go tén tép do.
Néu né dugc luu trén mang phai
g6 dudng dan.

dowsob

Wi

Shut Down...
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W 2. G& tén cia chuong trinh, tép hodc vian ban cdn mé. Hoic

kich chuot vao Browse dé tim ki€ém biéu tugng.

Run HE

> Ta c6 thé kich chudt vao
niit miii tén nay dé xem
cic lénh da nhap vao

Open: |ping hprd [~ trudc do.

1] 4 I Cancel | Browse... |

Type the name of a program, folder, or document. and
Windows will open it for you,

Hinh 18. Chay mét ing dung tir Run

Khi dung Iénh Run, c6 thé xac dinh tén clia chuong trinh thay
cho duong dan.

e D¢ xdc dinh duoc vi tri cla file Readme, file nay dugc
dat trén 6 dia C trong Windows, c6 thé go:
c:\windows\readme.txt

e Dé xac dinh vi trf cia mot bipmap c6 tén 1a Canyon, dugc

dat trén mang trong tép c6 tén la \Pictures\Scenic, can go
nhu sau:

\\pictures\scenic\canyon.bmp

e Hodc néu mot tép duoc vé trén & dia D, c6 thé danh nhu
sau:
d:\canyon.bmp
1.6. Quan tri tép va thu muc
Phén nay dua chi ti€t mot so tha tuc dé tién hanh t6 chic sip
xép cdc thong tin trén mdy tinh dé 1am viéc dé dang hon.
Nhiing tié€n trinh sau day st dung My Computer. Ta ciing c6
thé duing Windows Explorer dé thuc hién.

Mo mét tap tai liéu
C6 nhiéu cdch dé md tai lieu trong Windows. Muc nay dua ra
2 cach mo:

e Mo tép van ban tir chuong trinh da tao ra no.

e Dung Iénh Documents trén menu Start dé¢ m& mot vin
ban da luu vao tir trude.

Ta ciing cé thé:
e Dung lénh Find trén menu Start dé tim ki€m van ban.

e Nhian dip chudt vao biéu tugng van ban trén My
Computer.

M6 mét tai liéu trong chuong trinh Word
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Word - Gthieu_Win95

[l Edit Wiew Insert Format  Toolz Table %

" € 1. Trén menu File,

IC
_|ﬁ Close kich chu6t vao Open.
I__

Save Clrl+5
Save As. .
[L Saveal

z Properties
Templates...

FPage Setup. ..

Open HE

¢ {[] Fram_BNhu :I P E 6 2. Mé tél lléu
=

Desktop trong mot thu

|

) My Compuler W
2?;{ ey (2] Carce muc khac, kich
by Diocumenls Advanced chu(f)t vao nut
& el ha W miii tén bén canh

hop Look in, sau
d6 kich chuot
vao dia da chua
Find fles that match thes criteia file.

Fle name: I j Teut or property I j Find Kow
Files of type: IWnlancuments j Last modified: iany time j Wew Search

| fik) foure -

Dpen [ 7]

Look .~ [ My Documents - & = B E 6 3' Nhé:l’l ChuOt

Fom_ B — vao thu muc cé

- Cancel 2~ - 9

chita van ban
_ et |

]

Brachure Ll

Huong Advanced ~ 9 z
bk muon md, sau do
Mew z A N
s kich chudt vao
Producti 7 R
. Open. C6 thé
A A 2
7 cuon lén dé xem
Find files that match these ciiteria: Cé.C thlI' l’IlllC
File name: | j Teﬁlmumuerty.l ﬂ FEind Now khéc
Files of type: |Wold Dacuments j Last modified: |anyhme j Mew Search '
|0 filefs) found.
Open [2]x]
Lokie [DPodoion 7] [ G | 7|
: [ = | <€ 4. Kich chuot
&= || vao van ban cin
Advanced > , A
mo, sau dé nhan
ti€p vao Open.
Find files that match these criteria:
File name: ] Testor propenty: [ =l Find Mow
Files of ype: [w/ord Documents =1/ Last modiied:  [ary time =] MewSeach
\s filefs) found.

Chu y ring ciing hoan toan twong tu néu stt dung MS Paint dé
mo mot file anh, duing MS Excel dé m& mot file excel hay
dung MS PowerPoint dé m& mot file trinh dién.

Mo van ban bang cach dung menu Documents
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2

Cich nhanh nhat dé di
chuyén hoic copy file va
tép 1a dung nit phai cua
chudt.

CuuDuongThanCong.com

T CSE_Profile
T Fax_25-8-98
T Fax_to-DakLak
T gthiew Wwin 95
T Gthieu *Afin35
T Quot_Cib2
1]

T TT_luong

Erograms >

Settings
Eitd
Help

Bun...

| Ty

Shut Dovrn. ...

€ 1. Kich chuot vao
nut Start, sau dé chon
Documents.

€ 2. Kich chuot vao
tén cua van ban can
mo.

V3. Vin ban sé dugc m& va tén chuong trinh s& xudt hién

trén thanh Taskbar.
X BB Excel - Rs_6000 = E3
ﬁ File Edit Wew Inset Fomat Tools Data  Window Help -] ﬂ
nl2(E| Slaly] slws(el o] oo =]s] 25 wl@le s
[VaTime = [es =l Bl z|u| =|= s, ]2
E6 =] [ 18124
a | B e ] D =
3 =
4 | Product Description Qty Purchase MaimJ
5 HARDWARE
6 _|7024 - E20 [RE/8000 Model E30 1 $14010 $l8las
7 CD-ROM Drive 1 N/ C|
2 144 ME 2.3 - inch Disketle Drive 1 N/C
9 EBase 64 ME DIVIV 1 Ny C|
10 Intergrated SCEL-2 Fast/Wide Adapter 1 N/ C|
1 2114(3C81 Adapter 16-Bit Differential Ex 2 B840
12 2835 POWER GXT110P Graphics Adapter (PCT) 1 400 -
4] 4] ¥ M Model1 _E30 ¢ Model2 E30 £ 43F_Mode_14]4] | L|JJ
Ready [Bum=0 [ [ NOM[ [ [

i Start W
Di chuyén hoac copy mot file

)

€1. Nhian dip chuot vao My Computer. Tim
mot file muon di chuyén hodc sao chép, sau do
My Computer kich Chu@t vao dé.

€1. Kich

File JIY Yiew Help
B Wrd [Efrl+z:
| o Birles
Gl e
sypl Bastz G bl panel  Printers
""" Easte Shortout:
Sekctal  Cikd
Inwvert Selection

Cartains commands

for zelecting and transfering items.

chudt vao Edit.
 Di chuyén
file, kich chuot
vao Cut.

* Sao chép mot
file, kich chuot
vao Copy.
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Xo0a mot file hoac mot tép

@

Cé4ch nhanh nhat dé x6a
file 1a chuyén né vao thiing
ric (Recycle Bin) trong
Desktop.

Tao mot thu muc méi

CuuDuongThanCong.com

Eie B Wew Heb €. M R
@ Tl i l] = e = E NS e = e ° o N mot
o i thu muc dé dua
E [Eapy [Cirl+E @ ) .\ B
a2 I f— file vao, kich
ste B horeu; . «
Select All Chrl+d, Chuot Vao thl.IC
Inwent Selection dOTI Edlt, Ch()ﬂ
Paste.
Inzerts the items pou have copied ar cut into the selected location, 4

€ 1. Nhan dip chuot vao My Computer, tim file
muon xo4, r6i nhan chuot vao no.

My Computer
Sl £ Lo Koy €2. Trén menu
oo = E als] slmls] o] xE FoelEE File. kich chuét va
Find b e, Kicn cnuot vao

Sheiing Control Panel  Priters Delete.
Foms...
Create Shartcut

FieriEme:
Properties

Close

Deletes the selected items. #

Piéu gi xay ra khi xoa file?

Nhiing file xoa duoc dat trong Recycle Bin, day 1a noi cat giit
nhiing file khong can dung. Nhiing file nay thuc t€ sé khong
mét di khoi 6 cing cho dén khi ta “empty” (lam rdng)
Recycle Bin.

Diéu nay c6 nghia l1a néu ta truy cap vao file da bi xoa thi
mady s& bdo 16i trir khi dua né trd lai tir Recycle Bin. Tuy
nhién, di€u nay ciing ¢4 nghia 12 néu muon lam trong dia, thi
tru6c d6 ta phai lam réng Recycle Bin. Dé biét thém thong tin
xin moi xem phan “Recycle Bin” trong Help Index.

Néu ta xod mot file tai didu nhic hodc tr dia mém thi né
khong duoc Iuu vao Recycle Bin.

E €1. Nhan dip chudt vao My Computer, sau do6
i nhan ddp chudt vao 6 dia hodc thu muc trong dé

My Computer ~ muon tao mot thu muc mdi.
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DPéi tén mot file

@

- = ES
8 it vew Heb
T =T (| | < ri] A
P ples el €2. Trén menu
reate Shorcut
el o Docmen m 0O & .

T D O e File chon New,
Proetis: Bitmap Imags 3 B
 Microsot Excel Workshest sau dé kich
Close Microsoft Oifice Binder :l CI C, n <

Other Office Documents. . chuot vao
Metscape nates Briefcase mp Took Wirus M

_ _ _ _ Folder.
£z

Wwindows Autoeses Autoerec.dos Command  Command.dos  Config.dos Config.win
Creates a new, smpty folder. 4
= =l K

€3. GO tén
cia thu muc

File  Edit Wiew Help

= 0) = al%E

AT [ BB

B BB e M B B me oo
iBmps Dos Emai Fam Install My Documents Ne: ENTER .

B & & @G B B8 &

Metscape notes Muiclient Program Files Temp Tooke Wing

e s

Windows Autoexec.dos  Command  Command.dos  Config.dos Config. wit
=

4| | B

124 abject(s] [plus 17 hidden] | 1.13MB A

Autoexec

€ 1. Nhan dip chuot vao My Computer. Tim file
hodc tép muon déi tén, sau dé kich chuot vao
do.

= (C) =1 3 R

Edt Yiew Help €2. Trén menu
g;‘e;,'e | ol = e e file, ch()n
Eind.

o & @ &6 @

My Dacuments Mc

Rename, sau d6

Sharing...

Emai Form Inztall

Mot céch khac dé d6i tén

L3

kich chudt vao

(=3 33 Floppy (&)

flle 151 dfll’lg nﬁt phé,l Cfla Mew b B4 Mall Recipient D D D D tén file mu6n
chuot.  CedeShotou G MyBidfeae | T Tosk Vius déi tén, go tén
| . . . : tép moi roéi 4n
Properties j ENTER
Clase ec  Autoesec.dos  Command  Command.dos  Config.dos Config.wir
1 B -
Cantaing items that you can copy of send the selected file or falder ta, A

Copy mot file sang dia mém

Khi mu6n copy file hoac tép tir 6 dia cing sang 6 dia mém,
cach dé nhat 1a dang My Computer.

=

My Computer

CuuDuongThanCong.com

€ 1. Nhan dip chuot vao My Computer. Tim file
hoac t&p muon copy, sau dé kich chuot vao do.

https://fb.com/tailieudientucntt


http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

Tim ki€ém trén may

CuuDuongThanCong.com

= (C) A= E3
Edll View Help

Bt = 5| el b[ml@f of [ €2. Trén menu

BN B [ @ B ®@§ fie, chon Send

Shaiing Emai Fom Install My Documents Ne 2 s
— To, sau do6 kich

ld = 35 Floppy 18)
A B OO & chuot vio 6 dia

Mew » 4 Mail Recipient

Create Shorteut I @ iy BisizaEe ogram Filss Temp Tools Wirs ta mu6n Copy
Delete

e file hode tep
Propetties . v

Clase wc  Autossecdos  Command  Command.dos  Config.dos Config.wit

4 | B

Cantaing items that you can copy of send the selected file or folder to,

N

Chon nhiéu biéu tuong cung mét liic

Ta c6 thé chon nhiéu biéu twong bang cich nhan giit phim
CTRL khi nhan chudt vao biéu tugng mudn chon, hodc bing
cach kich chuot vao Select All trén menu Edit dé chon cdc
biéu tugng trong Windows.

Néu khong biét vi tri mot van ban hoac mot thu muc & dau, c6
thé dung 1énh Find d€ tim va md nd.

Tim kiém

Programs 4

Documents

Settings

€ 1. Kich chudt vao
Start, sau d6 chon Find.

€ 2. Kich chuot vao
Files or Folders.

| TV Microsoft Word

W 3. Kich chudt vao hop tén, sau dé go tén cua file hoac thu
muc can tim.

File Edt “iew Options Help

MName & Location | D ate Modified I Advancedl

Find Mow I

Mamed: Ihumos j Stop |
Lookin: | (] <] Bowse | New Search |

¥ Include subfolders Q

= 4. Dé xdc dinh vi tri can tim ki€m, kich chuot vao biéu
tuong miii tén canh hop Look In, hoac kich chudt vao Browse.

=> 5. bé bat ddu tim kiém, kich chuot vao Find Now.
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1.7. Stt dung Windows mét cach hiéu qua

Windows cung cdp mot s6 tinh nang dac biét d€ tang nang sudt cong viéc ta lam. Ngoai niit
bén trdi chuot, c6 thé st dung nit phai chudt dé ti€p can va di chuyén thong tin nhanh hon
hoic tao ra nhiéu phim tét cho van ban, chuong trinh, va cho cac biéu tugng khac.

Copy va di chuyén file mét cach nhanh chéng

C6 hai cach dé sir dung nit phai chuot dé copy va di chuyén
file mot cach nhanh chéng: bing cdch dung céac Iénh trén
menu va dang nhén giit va kéo bang chuot (dragging).

Chuyén hoac Copy béing cach ding niit bén phai cia chuét

@

Ta c6 thé copy mot cich
nhanh chéng mot file sang
mot dia mém bing cdch
kich chudt vao Send To sau
khi ta dung nit phai cha
chuot kich vao biéu tuong
cua file.

CuuDuongThanCong.com

1. Dung ndt bén phai chudt kich vao
file ma ta mu6n copy hodc di chuyén.
[} \enls

File Edit Wiew Help

Kich nut
/%}én phai.

[_[O]x]

Ia My Documents j Bl 4 ||aﬂ ﬂ X E -
O 0O 0O e 0O 3@ @ €2. be di
Brochure From_BMhu  From_nga Huonc MrKhoi Mew ms R 1
. s o i chuyén  file
B 63 gl 6 Bl @ kich chuot vao
Find. 2
Production P-tuan Thanh Wl Sharing... ghich nhu CUt’ de Copy
sendTa file kich chuot
vao Copy.
Paste
Copies the selected items to the Clipboard. Use Paste to m g:::z Bt %

& New Folder 9 [=]
Fle Edt Wiew Help
0 object(s] [0 bytes v

=R [ !EI

Fle Edit iew Help

=3 New Falder EE R EEE R E EEEE
View »
Armange lcons ¥
Ling up Ieons
Paste
Faste Shorcut
New »
Properties
0 object(s] [0 bytes Z

€3. M6 thu muc
noi can diat mot
file vao. Sau khi
dung nidt phai cta
chuot dé kich vao
phan rbng trong
Windows.

N ich nat bén

€4. Nhan chuot
vao Paste.

Doi khi cdch nhanh nhat dé di chuyén hodc copy thong tin 1a
nhan kéo 1é thong tin tr mot diém t6i mot dia diém khdc bang
chuot. C6 thé di chuyén hoac Copy file hoac tép sang mot tép

khéc hoac mot dia khac.
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Di chuyén hoac Copy bang cach nhan giir va di chuot

B Exploring - Personal

[_[O1x]

File Edit “iew Tools Help
I:;!?l Iapsrsunal j ES|k é{,llﬂd il > L
All Folders ,mona\'
- . N . N -] Install :l I Gize [ Tupe [=]
Ta ciling c6 thé di chuyén =1 My Documents MEB  Microsoft Word Doc..
g y [=-(Z] Broch
g . N . iochure EIKE  Micmsalt Werd Dos
hoac copy file bang cach £ B Fom Bl 266KD Mictosoft word Do...
A [P . z N z fom_nga 137KB  Miciosoft Word Do...
nhan gilt nit trdi va kéo .-g Bangia 4D B
BID_files )
PO . KB Bitmar |
chudt gitta hai thu muc. 1 Delvery HE oy et
: : {21 Excel_fie P imeg
o Foms ZEKE PPT Fie
14KE  Microsoft Word Doc...
q S13E  FFT Fils
e Vaﬂphmg 5B FPT File
{2 Huong S4KE Bitmap Image
-2 MrKhoi =l |

|23 object(s)

\3 EOME [Digk free space: 0.97GE]

BX Exploring - Personal

[H[=] E3

File Edit View Toolks Help
Ia Personal j f=l e %llﬂg il Egl‘.
Al Folders Contents of ‘Personal
[ Instal ;I MName | Size [ Type [=]
-0 My Documents Mgah HKE Microsoft word Doc.
--CI Brochure T Hgab B1KB  Microsoft word Doc
-+ From_BNpu ) Resp_om ZBEKE  Microsoft word Do
D From_nga T Resp_str 137KB  Microsoft wiord Doo
{1 Banga lnuteﬂ 14KB  Bitmap Image
g E'D‘. fles & router? KB Bitmap Image
O E:c:;rrﬁle mutelS FKB Bitmap Image
- nee,sagq 23KE PP File
@ToﬁPhuong 14KB  Microzoftwiord Doc,
.Wsc SBC 519KB  PPT File
.Wsc english 522KB  PPT File
[B-25 84KB  Bitmap Image —
al KN | 3
|32 objectfz) | 3.B0ME [Disk free space: 0.97GE] 4
BY Exploring - Personal [al=]|

File Edt View Tools Help

S Perserl = O e S e el Y =
All Foldars Contents of ‘Personal
-1 Foims Bl & [ & computer! [ computer2
=3 Hop dong computa|3 Fau_to_|BM %] Formn_don
(S0 TE— ] Mang VPCP 89 M emony1
E-E WNitdien T H2tudien
~ar TNdudien ] HStudien
ezl Nga ﬁNgaT
- g * TNgs3 B Mgad
Noaf “ Fi
{1 Production ? & . ESpoom
[ router!
-7 Puan
router3 Tke_sach
e Thank Wso_ABC Wso_engich 25
v sc_ ] Wao_english [
{7 Ne
-0 Metscaps
{7 Mew Folder
|33 object(s) | 3BOMB [Disk free space: 928ME] v

Tao phim tat (Shortcut) trén man hinh

€1. Trong
Windows
Explorer, md
tép bao goém
file muon di
chuyén.

€2. Dung nuit
phdi chuot dé
nhan gilt va
kéo file dén
thy muc noi
mudn di
chuyén hoic
Copy n6 sang.
Sau d6 tha
chuot.

€3. Nhan
chuodt vao
Move Here
hoac Copy
Here.

Shortcut gitip ta dé dang ti€p can van ban va chuong trinh ta
thuong st dung. Sau d6 ta c6 thé m& vian ban mmot cich
nhanh chéng, bing cdch nhin ddp chuot vao biéu tugng clia
phim tat. Phim tat khong thay déi vi trf clia tép; phim tat ndy
s€ gitip ta m& file mot c4ach nhanh chéng, ta c6 thé tao ra mot
phim tit doi v6i bat ki mot chl thé nao ké ca tép, 6 dia, cdc
mady tinh khac hoac 1a mdy in.

CuuDuongThanCong.com
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Tao phim tat trong Desktop

I

Ta c6 thé tao phim tit
trong bat ké thu muc no,
va ¢6 thé dua lén trén
desktop.

Khi ta xod phim tét, thi file
goc van khong bi xod. Néu
ta xo4 file, thi phim tat
khong tu dong bi x04.

WVi. Trong My Computer hodc Windows Explorer, dit biéu
tuong Shortcut vao d6 dé dé khaoi dong.

= W[ E3
File Edt Yiew Help
. [5 et = 2 el lmlef of X|g|P €2. Dung nit

5 & & @ » ¥ ¥

0 My Computer  Netwark RecpcleBin - Thelntemet  EMAIL 4.0 Ltd 20 Micrasoft
Neighborhood Excel

/N IRV W)

Microscft Hetscape nga nofes Pawerpnt
Word

phai ctia chuot dé
kéo 1é biéu tuong
dén Desktop. Sau
dé6 tha chuot ra.

1 abject(s] selected

=2 Desklop (=0l ]
Fie Edt View Heo

[Erem 7] o] toltal Smsle] w| X 5 wl=n

g 5 vy & » ¥ H| €3 N

WyCmpie | Nomk  Hoogetn Thekierst SNALSD w520 Mot chuot  vao

6 9 v M Create

Moot rieee w ram e Shortcut(s)
Here.

Phim tat xu4t hién trén man hinh cta ta.

Lam cho viéc sir dung cac chuong trinh thuan tién hon

C6 thé 1am viéc mot cach nhanh chéng hon néu chuong trinh
thuong dung ludn luon c6 san.
Vi du, dé c6 mot chuong trinh tu khai dong khi ta khoi dong
Windows. Dé lam dugc diéu d6 ta phai tao mot phim tit cho
chuong trinh d6 trong Start Up.

Tao ra mot chuong trinh khoi dong khi vao Windows

CuuDuongThanCong.com

V1. Trong Windows Explorer, nhap vao mot chuong trinh
muon khdi tao sau d6 dung niit phai chuot nhan vao do.
B3 B EEl=]- Desktop

Ele Edt Yew Iodks Hep

&5 Desktop

Al Folders

R =T Y S (B e A
Contents of 'Desktop'
- gMy Computer

rEl Metwark Nelghbmhuod

-1 Email

(-3 Form

- Install

- My Documents
-3 Ne

(- Metscape

{1 New Folder
-0 notes

{3 Nwclient
-1 Program Files
-3 Temp

&3] {;J Toals = Delete

Rename

€2. Kich
chuot vao
Create
Shortcut. Biéu
tuong cua
Shortcut s€
xuat hién.

Creates shortcuts to the selected items.

Propetties
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B Exploring - Programs
File Edit View Tools Help

g -t I e e o
[ & Pragens = o sl kel of
Al Folders | Contents of Frograms'
ookies - CCersoles indows Explarer
{1 Cooki = windows Expl
= Cursors Ernail
{0 Favorites Lacviet Dictionary
[ Forts Lotus Applications
stscape Mavigatar Gal
-~ Hep =N N Gold 3.0
: g T'Shw Startlp
= Lava Internet Explorer
=) N;';:\Sa RS Microsoft Excel
O Msapps 2 Microsoft Netteeting
" 33 SendTa [58] Microsoft PowerPoint
E| {3 Start Menu A% Microsoft Word
£ Programs g D05 Prompt!
D System _Iﬂ 15 users
4 e | i
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Mot s6 cach khac dé sir dung chuong trinh thuan tién hon

€3. Kich chuot
vao dau cong canh
File Windows, ro6i
dén ddu cong canh
tép Start menu, va
dén Programs.

€4. Nhan kéo 1é
biéu tuong phim
tat dén tép
StartUp, sau d6 tha
chuot ra.

Chuong trinh xuit
hién trong StartUp
va sé tu khai dong
vao bat ctt khi nao
khoi dong
Windows.

C6 thé nhéan giit kéo 1é biéu tuong dén nit Start tr My Computer hoic Windows
Explorer. Sau d6 biéu tugng nay sé xuét hién trén dau cta thanh Start menu.

C6 thé thém chuong trinh vao bat cit mot thu muc ndo trén menu Programs, hodc tao
mot thu muc méi. Pé biét thém thong tin, xin hdy xem “Programs menu” trong Help
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