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1.0.1 S6 tay Hoc vién Téng quan vé May tinh

Bai gidng Téng quan vé May tinh la mét khéa hoc tr hai (2) dén bbn gi®. Ban
s& hoc héi nhirng théng tin co ban vé may tinh. Ban sé hoc tlr veng vé phan
cing may tinh, cling nhw phan mém may tinh. Ban sé hoc cach ban c6 thé
dwa théng tin vao may tinh va 14y théng tin ra khdi may tinh. Ban ciing sé hoc
cach quan ly tap tin va tai sao viéc nay lai quan trong.

Muc tiéu Hoc tap

e Miéu ta tai sao may tinh lai quan trong

e Giai thich cach may tinh hoat dong

e Giai thich sy khac nhau gitra phan cirng may tinh va phan mém
may tinh

e Miéu ta hé diéu hanh la gi

e Xac dinh hé diéu hanh ban c6 trong may tinh va dién thoai cta
riéng ban.

e Giai thich v& phan mém giao tiép va nang suét van phong.

e Kh&i dong/Bat va tat may tinh dang cach

e S dung chudt va ban phim dé hoan thanh cac cong viéc trén may tinh

e Xac dinh cac nhom ban phim khac nhau trén may tinh

e Tao, m&, lwu, va quan ly cac tap tin va thw muc

Tai sao biét cach stv dung may tinh lai quan trong?

May tinh c6 & moi noi va moi ngwdi déu st dung chiing! May tinh c6 trong
0 t0, bép, clra hang va noi lam viéc cla ching ta. Chung dwoc st dung dé
giao tiép, choi, va thwc hién cac coéng viéc hang ngay dé dang hon. St dung
may tinh va internet sé giap ban gil lién lac v&i ban bé va gia dinh.

Ban ciling sé co thé hoan thanh cac céng viéc théng thwdng nhanh chéng hon.
M4y tinh c6 thé gitp ban thanh toan héa don hoéc tim kiém théng tin vé y té
ho&c vé cac chi dé khac. May tinh cling c6 thé gilp ban dat dwoc cac muc
tiéu nhuw tim kiém mét cdng viéc va cai thién nghé nghiép cta ban.

May tinh la gi?



May tinh la mét loai thiét bj can nang lwong dién hoac pin. May tinh thwe hién
nhirng viéc sau cho ban.

e chap nhan théng tin (dau vao)

e thay ddi théng tin (x( ly)

e tao thong tin ma&i cho ban (dau ra), va
e |wu trir thong tin méi do (lwu triv)

May tinh hoan thanh 4 chirc nang co ban tao nén chu trinh x& ly thdng tin.

DPau vao - sb liéu ban nhap vao may tinh

X Iy - cAch sé liéu cha ban thay dbi

Pau ra - sb liéu ban co thé 13y ra tlr may tinh ctia minh
Lwu tri - noi sb lieu dwoc lwu trip

Céach may tinh xt ly thdng tin gibng nhw cach néo bd ctia ban hoat déng.

Pau vao = nhirng gi ban tiép nhan théng qua mat, mdi, miéng & tai ban
X& ly = ndo cua ban

DPA4u ra = cac phan &ng noi va viét

Lwu trir = nhirng gi ban Iwu va noi va nhirng gi ban bo di

Tai sao ban nén s dung may tinh?

e CA4c thr ban co thé lam trén may tinh 1a gi?
e Loai cong viéc ban mudn lam trén may tinh la gi?

Ban c6 thé lam nhirng cdng viéc nay ma khéng c6 may tinh khéng? C6 1&
ban c6 thé! Nhwng may tinh c6 thé gitp ban! Chiing cung cép cho ban:



e Tbc dd: May tinh cé thé hoan thanh cac cong viéc nhanh hon ching ta
c6 thé nhiéu.

e Chinh xac: May tinh khdng gay ra 16i trir khi ban Iam ching sai s6t do
cung cap nhirng théng tin sai.

e D6 tin cay: May tinh khéng thay déi chii tdm cla chiing qua cach ching
cdm nhan vé ban

e BO nhd: May tinh c6 thé hoat dong véi lwgng thong tin khdng 16 nhanh
hon rat nhiéu so véi chang ta co thé.

5 Phan Co ban caa May tinh

1. P4au vao: Nhirng thir ching ta st dung dé dwa théng tin vao trong
may tinh.

Liét ké cang nhiéu thr ma ban co6 thé nghira cang tot ...........ccccoeceevvveeennen.

2. Pau ra: Nhirng tht ching ta st dung dé xem két qua cla nhirng gi chiing
ta lam v&i théng tin ma chung ta dang lam viéc.

Liét ké cang nhiéu thr ma ban co6 thé nghira cang tot ...........ccccoeveevevennnne,

Liét ké cang nhiéu cac thiét bj ma ching 1a ca dau vao va dau ra ma ban
COthé NghTra cang tOt. .....oooiiiiiei e

3. B6 Vi X Iy May tinh (CPU):

e CPU xtr ly cac Iénh cua ban. Bay la “canh séat giao thdng” cho may tinh
biét nhirng gi can lam. N6 cling lam viéc v&i cac con so.



4. B6 nhd: RAM (B6 nh¢ D liéu Tam théi) va ROM (B6 nhé Chi Boc)

e RAM: Pay la bd nhé ngén han. May tinh gir théng tin né can trong khi
dang hoat ddng. Khi may tinh tat, théng tin trong RAM bién mét.

e ROM: Day la cac Lénh |a mét phan cé dinh cla may tinh. Cac 1énh nay
dwoc xay dwng trén nhirng miéng nhd ctia may tinh goi 1a chip. Ching
dwoc st dung dé kh&i ddng may tinh, cén thoi gian, va lam nhirng viéc
khac khong bao gi® thay dbi.

5. Lwu trir: Day 1a noi may tinh git théng tin ctia ban. C6 nhiéu loai lwu triv:
e O cirng: O clrng nam trong mét may tinh thwe sw.

e O dia CD/DVD: Ban c6 thé doc thong tin tor 6 dia CD va DVD. O mét sb
may tinh ban ciing cé thé ghi théng tin trén & dia CD va DVD.

o O USB: bay la mét thiét bi nhé nhiéu ngwdi sir dung dé lwu di liéu. O
USB rat d& mang theo cung ban di cac noi. O USB con duoc goi bang
cac tén khac:

o O ngon tay céi
o O Nhay
o Thé nh¢&

e DPam may: Pam may la mdt tir khac cua Internet. C6 nhiéu cach mién
phi dé& lwu triv thdng tin trén dam may. Vi du nhuw Google Drive,
Dropbox, va OneDrive.

Loi thé va bét loi ctia cac loai lwu trie khac nhau trong may tinh 1a gi?



Cac Chwong trinh May tinh

M6t chwong trinh may tinh [a mét tap hop cac 1énh theo tivng bwéc. Cac 1énh
nay cho may tinh biét cach thwc hién cdng viéc cda no.

1. Phan Mém Heé biéu hanh

Phan mém nay hoat déng cung v&i hé diéu hanh. N6 diéu khién cach ban,
phan mém, va phan crng hoat déng cung nhau. Windows, Apple, Android,
va Chrome la nhitrng hé diéu hanh phd bién. Cac may tinh va may tinh
xach tay s&r dung Windows hoac Apple. Dién thoai di ddng va may tinh
bang thwdng st dung phdn mém Apple, Android, hodc Chrome.

2. Phan mém Ung dung

Phan mém nay la nhirng gi may tinh st dung dé thwc hién céng viéc theo
yéu cau cua nguwoi str dung. C6 nhieu loai phan mém ng dung khac
nhau.

e Phan mém Nang suét Van phong. X& ly Van ban Word 1a phan mém
cho phép ban thyc hién phan I&n cong viéc véi van ban. Ban c6 thé
nhap, chinh stra, dinh dang va in cac tai liéu. Microsoft Word la vi du
phd bién ctia phan mém xt& ly van ban.

e Spreadsheet (Bang tinh) la phan mém. Phan mém Spreadsheet gilp
ban l1am viéc véi cac con sb va ciing nhw van ban. Ban cé thé nhap,
chinh slra, dinh dang, in, sdp xép va lam cac phép tinh v&i phan mém
spreadsheet. Microsoft Excel 1a vi du phd bién ctia phan mém
spreadsheet.

e Phan mém Giao tiép. Phan mém giao tiép gitp ban doc, viét, noi
chuyén va nghe nhirng nguw&i khac. Vi du nhw Internet va Email.
Internet Explore va Chrome |a nhirng vi du vé trinh duyét web. Céac
trinh duyét gilip ban st dung internet.



e Phan mém Gido duc. Pay la nhirng r’ng dung may tinh gitip moi ngudi
hoc tap.

e Gidi tri. CAc (rng dung giai tri rat phd bién. Nhiéu nguoi st dung cac
&ng dung dé nghe nhac ho&c sach. Ho ciing st dung cac (rng dung
gidi tri nay dé choi trd choi va xem phim.

Céc Thiét bj Pau vao
Chubt: Chudt cho phép ban lam viéc véi cac doan van ban va cac muc trén

man hinh may tinh. Ban st dung chuét dé:

e Nhép dup

e Nhé&p chudt phai
e Nhép va Kéo

e KéovaTha

1.0.2 Thuc hanh Sier dung Chuét dwoc hoan thanh trén may tinh stz dung tap
tin Thye hanh Sdr dung Chuét.

Ban phim: Ban phim cho phép ban nhap cac doan van ban va con sbé vao
trong may tinh. Ban phim ban nhin thdy & nwédc My goi la ban phim
QWERTY. Tim cac chir cai Q W E R T Y trén ban phim cda ban. D6 la noi
tén goi ctia ban phim da ra doi.

C6 nhirng nhém ban phim dac biét trén ban phim. Gido vién cua ban sé chi
cho ban vi tri cua chang trén ban phim cua ban.

1. Céac Phim Ky tw. Phan I&n cac phim ban st dung d& danh may la cac
phim ky tw. Chiing Ia nhivng chi céi, con sb, va cac phim du cham cau.

2. Phim Lui Backspace va Phim Xdéa Delete. Day la hai phim x6a bé doan
van ban cua ban.

3. Cac Phim biéu hwéng. Day 1a cac phim gitp ban di chuyén trong tai liéu
ctia minh. Chulng bao gém céac phim Space (Cach), Enter (Xudng dong),
Tab (Thé), Cac Miii tén chi hwdng, Home (Ban dau), End (Két thic), Page
Up/Page Down (Di chuyén con trd 1&n/xudng).

4. T hop Phim Ménh 1énh. Nhirng phim nay - Ctrl, Shift, Caps - gitp ban
tao cac chir cai viét in hoa va cac phim tat ban phim.




5. Cac Phim Chtc nang. Nhirng phim nay thwc hién nhirng cong viéc dac
biét tuy thudc vao ban phim cta ban. Ban sé khéng s&r dung cac Phim
Chwrc ndng dé danh doan van ban.

1.0.3 Thwc hanh Sdedung Ban Phim dwoc hoan thanh trén may
tinh str dung tap tin Thyc hanh Sir dung May tinh.

Quan ly Tap tin

Ghi chép lai khi giao vién cta ban gi&i thiéu véi ban vé Quan ly Tap tin

My Computer (MAy tinh cUa toi) ...




1.0.4 Thuc hanh Quan ly Tdp tin dwoc hoan thanh trén may tinh
cua ban st dung nhirng huomg dan dwdi day:

Lam theo cac buéc dwdi day cung véi gido vién cta ban dé thwe hanh cach
Save (Lwu) va Save As (Lwu Thanh) trén may tinh cda ban.

1.

Lam theo nhirng hwéng dan cla gido vién cta ban dé mé&
Microsoft Word.

Banh may tén va ho clia ban va dirng lai.

Nhéap chudt vao “File” (Tap tin) trén géc tay trai man hinh va sau dé an
vao “Save” (Lwu).

Hop mé ra biéu thj “Save As” (Lwu Thanh) & trén dau. Diéu nay la do day
|a 1an dau tién ban lwu mot tap tin.

Nhin vao tén thw muc canh “Save As.” Ban c6 thé thay hai hodc ba tén
cua cac thw muc. Pay la dwéng dan cua thw muc noi ban dang lwu tap
tin ca minh. Viét lai dwéng dan thu muc dudi day:

DPanh may tén tap tin “Practice 1” (Thwc hanh 1) va nhap vao Save.

An phim Enter dé di dén dong tiép theo. Danh may tén dwéng/phd cia
ban va sau dé an vao File/Save. Cha y rang gio ban khéng thay xuét
hién hép hdi ban chon mét thw muc va danh may tén tap tin. Bé la do
ban da lwu tap tin do.

An phim Enter 1an nira dé di dén dong tiép theo. Panh may tén thanh
phd, tiéu bang va ma zip ctia ban. Gio sir dung File/Save As dé dat tén
mai cho tap tin — “Practice 2” (Thwe hanh 2). An phim Enter 1an nira dé
di dén dong tiép theo. BDanh may sb dién thoai ciia ban. St dung
File/Save As va chon mét thw muc khac nhw Documents (Cac Tai liéu)
hodc Downloads (Tai xuéng). Panh may mét tén khac cho tap tin -
“Practice 3” (Thwc hanh 3).

Gi¢ ban c6 3 tap tin khac nhau trong 2 thw muc khac nhau. Xac dinh vi
tri cia cac thw muc va tap tin nay trong may tinh cua ban.




Thuéat ng@ May tinh Co’ ban

May tinh: M6t thiét bj dién t& nhan cac dir liéu dau vao, x& ly sé liéu, cung
cap lwu trlr va thu hoi va cung cap dau ra cho nguwoi str dung.

5 cu phan co ban

1) Céac Thiét bj Pau vao
2) B6 Vi Xt ly May tinh
3) Cac Thiét bj Dau ra
4) B6 nhé

5) Lwu triv

Chu trinh Xt ly Théng tin: Chudi cac sw kién bao gém
(1) dau vao, (2) xtr ly, (3) Iwu trir va (4) dau ra.

Thiét bi Dau vao: Mot thiét bji cho phép nguoi diing nhap di liéu vao trong
may tinh.

Vi du: Chudt, Ban phim, Bia, Man hinh Cam rng, Micro, May quét

Thiét bi Dau ra: Mot thiét bi cho phép may tinh truyén dat cac két qua
cua qua trinh x& ly vé&i ngudi dung.
Vi du: Man hinh, Bia, Loa, May in

Hé Diéu hanh: Phan mém giao tiép v&i phan cirng va cho phép chay céac
chwong trinh khac.

Vi du: Windows (b4t ky phién ban nao), MAC OS (b4t ky phién
ban nao)

Phan mém Hé théng: Cac tap tin va chwong trinh tao nén hé diéu hanh.

Trinh Diéu khién Thiét bi: Phan mém gitip may tinh giao tiép vé&i mét thiét b
phan cing cu thé.



Phan mém Ung dung: M6t chwong trinh may tinh dwoc thiét ké dé giup
ngwdi ding hoan thanh mét cdng viéc nhat dinh nhw: x& ly van ban,
bang tinh spreadsheet, trinh duyét web, bai trinh bay va email.

Lwu y: C6 thé thu thap thém nhiéu thdng tin hon vé bat ky phan nao & trén
bang cach dénh méy céc chir b6i ddm & trén, cling véi dinh nghia tt,
vao bét ky cdng cu tim kiém nao.

Thuéat ngdr Quan ly Tap tin

My Computer (May tinh cla tdi): May tinh 1a thiét b lwu tri chinh, va né duoc
chi dinh “Drive C:” (O C) trong hau hét cac hé diéu hanh. Ban c6 thé
nghi vé 6 nay nhw mét phong lwu triy cho tat ca cac tap tin da luu.

My Documents (Cac Tai liéu cta t6i): My Documents 1a mét thw muc trong 6
clrng may tinh cua ban hoac trén mét may chud. Bay thwdong la thw muc
mac dinh dé lwu cac tap tin trie khi ban chi dinh cho may tinh Iwu tap tin
vao mot noi khac. Ban co6 thé nghi day la ti chira hé so trong phong
lwu trr tap tin (O C).

Thw muc: Ban c6 thé tao ra nhiéu thw muc méi ma ban can dé sap xép céc
tap tin cia minh. Cac thw muc c6 thé dwoc dét true tiép trong Drive C:,
bén trong thw muc My Documents, hoac trén man hinh may tinh desktop.
Ban c6 thé nghi day nhw [a mét ngén kéo hd so, trong td hé so, trong
phong lwu triy tap tin.

Tiéu thw muc/Danh muc: Tiéu thw muc la cac thw muc nam trong nhirng thw
muc khac. Twong tw, ban c6 thé tao ra nhiéu tiéu thw muc ma ban can
dé sdp xép cac tap tin ciia minh. Ban c6 thé nghi nhirng diéu nay la
nhirng maéc treo tap tin trong ngan kéo ta hd so.

Tap tin: Cac tap tin dwoc tao khi ban lwu tai liéu, bang tinh, bai trinh bay, trang
web, hinh anh, video, bai hat va nhiéu thr khac... Ban c6 thé nghi cac
tap tin nhw nhirng gidy t& ban c6 thé cai vao cac thw muc moc treo,
trong ngan kéo ta, trong td hd so trong phong lwu trir tap tin.



Loai Tap tin: Tap tin c6 tat ca cac loai va kich c&. Loai dwoc xac dinh bdi
dang tap tin va chwong trinh nao da tao ra né. Vi du: “practice.docx”
la mét tap tin Word dwoc tao str dung Word 2007 hoac Word 2010.
Chung ta biét diéu nay vi phan mé réng cua tap tin (moi thi tiép theo
dau “.”, “dau cham” hoac “chdm”) 1a “docx.” Phan mé rdng tap tin gan
lién tap tin v&i chwong trinh tao ra nd, va “docx” gan lién véi Word
2007 va Word 2010. Néu ban thay di phan mé réng tap tin, chuwong
trinh c6 thé khéng thé mé& dwoc tap tin béi chwong trinh sé khéng
nhan ra tap tin do loai tap tin ctia no.

Lwu Cac Tap tin

FILE / SAVE Néu ban khéng thuc hién bat ky thay déi nao,

(TAP TIN/LUV): FILE / SAVE Iwu tap tin vao vi tri mac dinh
(thwong la My Documents) véi tén mac dinh
(thwérng 1a document 1 hodc mét sb tir dau tién
clia doan van ban trong tai liéu).

Néu tap tin da dwoc lwu, FILE / SAVE lwu tap
tin vao cung vi tri vé&i cung tén.

FILE / SAVE AS Cho phép nguoi dung thay di vi tri cia tap tin
(TAP TIN/LU'U THANH): va/hoac tén tap tin.

Goiy strdung ban phim

Ban phim QWERTY: Phan ban phim cé cha cac ky tw bang chi cai tiéu
chudn bao gébm ca hang cac con sb, phim ENTER va phim SHIFT .

Ban phim Sé: Buoc bd tri twong tw nhw bd cuc ciia may tinh bam tiéu chuan.
Bao gébm cac biéu twong cong (+), trir (-), nhan (*) va chia (/).

T hop Phim Ménh I&nh. SHIFT, ALT, CTRL & FN dwoc st dung dé ra ménh
lénh cho hoat ddng ctia cac phim khac khi ching dwoc an cung
mot Uc.



Céc phim Churc nang: St dung cac phim chirc nang cé thé thay dbi twr
chwong trinh nay sang chwong trinh khac, nhwng phim F1 thwdng la
m¢& menu tro giip cho mét chwong trinh va phim F5 thwdong 1a lam
m&i cac clra s6 hoat dong.

Céac Phim N6ng hoac Phim Tat: Khi ciing an két hop td hop cac phim I1a dang
thwe hién mot 18nh ma khéng can str dung chudt. Nhirng sw két hop
nay c6 thé da dang tly tirng chwong trinh.

Vi du: CTRL C sao chép cac doan van ban/hinh anh dwoc boi dam.
CTRL V dan doan van ban/hinh anh dwoc sao chép.
CTRL X cat doan van ban/hinh anh dwoc bdi dam.
CTRL A boi dam tat cd moi phan trong tai liéu Cac phim
Dinh hwdéng:
HoME: di chuyén con tré chudt dén dau dong ma con trd dang &.
END: di chuyén con tré chudt dén cubi dong ma con tré dang 6.

PAGE UP / PAGE DOWN: di chuyén con trd chudt Ién va xuéng mét sb
lwong dong theo chi dinh trén man hinh (sé dong c6 thé thay déi tay
theo tirng chwong trinh).

Céc phim Mdii tén: di chuyén con trd chudt mét khodng tréng hoac mét dong
theo hudng chi caa phim.

Cac Phim Khac:

DELETE: x0a Ky tw ngay bén phai con trd chudt hodc tat ca cac ky tw
dwoc boi dam.

BACKSPACE: di chuyén con tré chudt mét khoang tréng sang bén tréi.
NG sé& x6a mot ky tw ngay bén trai con tré chudt hodc tat ca cac ky tw
dwoc boi dam.



INSERT (PHIM CHEN): Nhap ch{r vao vi tri cia doan van ban hién tai.
Phim insert (chen) mét phim bat tat cé nghia la ban an n6 mét lan dé
bat va mot lan dé tat.

Meo Strdung Chuét

Nhéap: An nat chuét trai mét 1an dé dinh lai vi tri con tré chudt trén man hinh
hodc kich hoat mét siéu lién két.

Nhap Chudt Phai: An nat chudt phai mot 1an dé mé mot clra sé mé ra hodc
menu ng canh cho muc dwgc nhap vao.

Nhap Bup Chuét: Nhap vao ndt chuét trai nhanh hai lan d& chon mét tr, mé
mot tap tin hay mét chwong trinh.

Nhéap va Kéo: D&t con tré chudt vao dau doan van ban ban mudn lam viéc,
gilr nat chudt va di chuyén con chubt trén doan van ban. Tha nat
chuot khi ban c6 tat ca doan van ban dwoc boi dam.

Kéo va Tha: Chon doan van ban hoac hinh anh, git nat chudt va di chuyén
doan van ban/hinh anh/tap tin dén vi tri m&i va tha nat chuét.

NGt Cudn: 1an tién n6 dé di chuyén 1&n trén man hinh va 1an lui n6 dé di
chuyén xuéng dwéi man hinh.

Con trd chudt: hinh anh trén man hinh biéu thi vi tri cGa con trdé chuét. Con trd

chuét cé thé c6 mét sd hinh dang tuy thudc vao quy dinh ban dau cla
nguwoi dung.

Céac Con Tré Chuét Thuong Thay cda Windows
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Thay déi cac Cai dat sang Chuét Tay Trai

1. Nh&p chudt vao nat Start (Bat dau) & dwdi bén tréi
man hinh cta ban va sau dé nhap chudt vao “Settings”
(Cai dat) sau dé nhap chudt vao “Control Panel”
(Thanh Didu khién).

2. Mbt ctra s méi sé mé ra. Tim phan Ease of Access (Dé Tiép can) va
nhap chubt vao lién két “Ease of Access” bbi dam. Eace of Access @™
@ Let Windows suggest settings

Optimize visual display

Nhap chuét vao lién két “Change how your mouse works” (Thay dbi cach

~ > ~
ChUOt cua ban hoat dong) Ease of Access Center
’ @ Let Windows suggest settings =~ Optimize visual display = Replace sounds with visual cues

Change how your mouse works = Change how your keyboard works

See also

2 X. - 2 N , 2 hY ~ X Mouse settings

3. O CUOl CU’a SO na.y (ban CO the Can CUQn Xuong) ban J Learn about additional assistive technologies online
sé nhin thay phan “See Also” (Xem thém). Nhap chudt
vao lién két “Mouse Settings” (Cai dat Chudt).

4. M6t hdp thoai nhw hdp & bén phai sé xuét hién.
Nhap chudt vao hép trdng canh doan “Switch
primary and secondary buttons” (Chuyén cac nut
chinh va nat phu) dé& chon né.
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5. Nhap chudt vao nut “Apply” (Ap dung) & dwdi day
hoép thoai nay. N6 sé chi hoat dong néu ban
thyee hién moét thay doi trong hdép thoai nay. Sau
d6 nhap chuét vao nat OK.

6. Gi® ban c6 thé déng cac ctra sb dang con mé bang cach nhap chudt vao
X & goc trén bén phai cua ctra s6 ban muon dong. Nhuwng Iwu y (1), cac
nat chudt da dwoc chuyén!

Tao Biéu turong Tt trén Desktop (Man hinh May tinh) cda ban

Ban c6 thé tly chinh desktop cta ban theo nhiéu cach. Cac biéu twong tat co
thé 1a nhirng bd tro thiét thwe nhat cho desktop ctia ban. Ban co6 thé tao biéu
twong tat cho cac chwong trinh ban thwdng xuyén st dung va/hodc thu muc
va tap tin ban thwdng xuyén st dung.

Tao moét Thw muc trén Desktop

Nhéap chudt phai vao béat ky khoang
trbng nao trén desktop clia ban va
sau d6 nhap New (M&i) > Folder
(Thw muc).

M6t thw muc méi sé xuat hién trén
desktop vé&i tén “New folder” (Thw
muc maoi) dwoc boéi dam. banh may
tén ban muén dat cho thw muc nay va
thw muc da san sang dé st dung cho
viéc lwu triy tién loi hon.




Tao Biéu twong Tat cho mét Chwong trinh May tinh:

Nhéap chudt vao Start (Bat dau) > All Programs
(T4t ca cac chuwong trinh) > (Di dén chuwong
trinh ban muén tao mét biéu twong tat) Nhap
Chuét Phai vao Chwong trinh d6 > Nhap

vao Send To (G&i dén) > Desktop (tao biéu
twong tat)
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Bao dwéng May tinh Co’ ban

Hang ngay, Hang tuén & Hang thang: Giéng nhu don sach nha dé xe hay
chdng thAm hién nha, thinh thoang ban can loai bd nhirng chwong
trinh khéng st dung va quét Windows Registry. Nhwng may tinh ciling
c6 nhirng van dé twong tw nhw riva bat dia va hut bui san phong
khach--cac cong viéc ban phai lam thwéng xuyén. May man thay, ban
c6 thé tw dong thwe hién phan I&n nhirng céng viéc nay.

Sao Lwu Hang Ngay: Sao lwu s liéu cia ban nhw 1a danh réng: Ban phai
lam no, va lam dang. Va ban can 1am né hang ngay hodc it nhat du
thuwéng xuyén dé tranh méat nhivng tap tin quan trong! (Luu y ter gidng
vién cda ban: Néu ban lam theo nhiing chién luoc quan ly tap tin
duwoc day trén 16p, sé dé dang hon nhiéu trong viéc sao luu céc tap tin
cua ban béi tat ca ching sé & trong cling mét thu muc!) Va ban nén
sao chép nhirng tap tin nay vao dau? CD-RW va DVD-RW hoat déng
rat tuyét, nhuwng mét 6 cieng thir hai la lwa chon tét nhéat co thé, dac



biét néu nd 1a mét 6 clrng ngoai ban ¢ thé thao doi khéi PC (may
tinh).

Quét va C4p nhat Hang tuan: Phan mém chéng vi rat 1a vé dung néu ban
khéng gitr N6 & ché do cap nhat nhéat. C6 18 phan mém chdng vi rut
cta ban c6 thé tw déng cap nhat méi khi ban két néi véi Internet.
Nhwng néu n6 khéng lam vay, ban can quét vi rat mét tudn mét lan.

Pdng thoi, quét & cirng cha ban dé tim cac vi rat méi mot tudn mot
lan. Mé&i chwong trinh chdng vi rat déu khac nhau, nhung ban sé co
thé tim thay phan diéu khién cho phép ban thwc hién quét tha céng.
Phan I&n cac chwong trinh cling sé cho phép dét lich quét hang tuan
dé ban khéng phai nhé tw minh thye hién ching.

Tét nhién, khdng phai tt ca nhirng tén xau xa trén mang déu str dung
vi rat; mot sé khai thac céc 16 hdng bao mat ma Microsoft da dé lai trén
Windows. Ban can bit kin cac 16 hdng nay. May man thay, Microsoft
cung cap cong cu bj 16 hdng duéi dang cac miéng va thuwong xuyén, co
thé tai xubng duoc. D& xem liéu c6 miéng va ndo ban can--va dé tai n6
xudng néu co--chi can két ndi véi Internet va nhap vao biéu twong
Windows Update gan phan dau ctia menu Start.

Quét 6 cung cda ban dé tim 16i: Trong Windows XP va 2000, mé& My
Computer (May tinh cla t6i), nhap chuét phai vao 6 cirng cda ban, va
chon Properties. Nhap vao thé Tools (Cac Cong cu), sau d6 nut
Check Now (Kiém tra Bay gi®). Trong Windows 98 hoac Me, chon
Start, Programs, Accessories, System Tools, ScanDisk.

Chéng Phan manh Hang thang: Khodng mét thang mét lan, ban can chéng
phan manh & ctrng cda ban.

Trong sudt qué trinh st dung PC thwéng xuyén, cac tap tin cia ban bi
phan mang--phan tan ra khap 6 ctng ctia ban. Hinh anh dé ban chi
mai tai vao co thé nguy@n anh xuét hién trong My Photos (Anh cta
t6i), nhwng trén thwc té, cac manh vun va miéng nhé co thé dan trai
va trdn 1an nhw nhirng lat ca rét trong mon sa lat tron.



Khi moi thir hoat déng tét, sw phan manh nay khéng gay hai gi.
Nhwng néu sy cb xay ra véi 6 dia cha ban, co hdi phuc hdi mét tap tin
bi phan manh cang téi t& hon kha nang khéi phuc lai mot tap tin lién
tiép.

Gi* N6 Thue sy Sach sé:

Bwéc 1: Bén trong HOp may: Néu ban thay bui hodc cAc manh vun khéac tich
tu xung quanh 16 théng hoi ca may tinh d& ban hodc may tinh xach
tay, ban c6 thé chac chan rang cé nhiéu bui ban hon & bén trong. Dé
loai bd no6, ban s& can mé hdp may. Diéu dé nghe cé vé dang so hon
thwe té. Trwde khi ban bat dau, ddm bao may tinh da dwoc tat va ngat
ngudn dién.

Thém mot diéu can nhac: CAc chinh sach ctia nha san xuét rat phong
phu, nhwng trong mét sé trworng hop, mé hép may tinh cta ban co
thé lam mat hiéu Iwc bao hanh. Tham chi ban cé thé dbi mat voi
miéng dan bao hanh trén hop. Xem xét cac diéu khodn bao hanh cda
ban trwdc khi tiép tuc.

Pung cham bén trong may tinh cang it cang tt—dé nhirng ngon tay
cta ban xa khéi cac loai thé va day cam. Tim kiém bui nhé hoéc léng
bui trong ké va x6 xinh. Can than nhét chiing ra véi nhip hodc bong
tam. Thdi khi nén xung quanh tit ca cac bd phan va doc theo day
hép, gitr cho voi phun cach xa may it nhéat 4 inch. Théi khéng khi vao
trong hop cung cép dién va trong quat.

Cb huwéng lubng khi ap suét d& n6 1am bay cac manh vun ra khéi va
Xa cac x06 xinh va khe ha, thay vi lam n6 thut vao sau hon. Bac biét
can than khi thdi vao cac quat méng manh. Xoay tron ching nhiéu véi
ap lwc qua manh c6 thé lam gay canh hodc lam hdng cac vong bi. Dat
vi tri khi nén thich hop cé thé lam bay bui rat tét, va st dung céac lan
thdi khi ngan thay vi thdi lién tuc. D& phong ngtra, ban ciing c6 thé
can than cé dinh canh quat bang dau ngoén tay hodc mét miéng gac
béng trong khi s&r dung hép khi.



Cubi cung, théi khéng khi vao dia mém, 6 dia CD hodc DVD, va cbéng
| / O—nhwng khdéng dwgc qua manh. Lau bén trong hdp véi khan hoi
am, va lam khé né truace khi l1&p lai hop.

Buwéc 2: Bén ngoai hép may: St dung gac bdng nhiing vao cén lau rra lau
Xxung quanh tat ca cac bé phan mé bén ngoai hép. Lau ching mét lan
v&oi mot dau bong wdt va lau lai lan nira véi dau béng kho.

Buwéc 3: Ban phim: Lat ngwoc ban phim va lac nd nhe nhang. Hau hét cac
manh vun va bui sé roi ra. St dung hop khi nén va théi vao trong va
Xung quanh cac phim. Sau do, str dung gac béng va nhing vao trong
con lau don. N6 can &m, nhwng khéng wét nhé giot. Lau gac bdng
bén ngoai mdi phim. Cha sat trén dau cac phim. Bwng tiét kiém gac
bdng. B chiing khi chiing bt dau ban va chuyén sang st dung mot
cai méi. Néu ban c6 may tinh xach tay, lam theo quy trinh twong tw
nhwng phai can than hon véi may tinh ctia ban—dbi x& v&i n6 nhe
nhang nhw thé ban 1am véi mot vi trieng. Néu may tinh xach tay clia
ban c6 chudt cdm rng, st dung khan &m dé lau sach n6. Hay thyc
hién viéc lam sach ban phim nay hang thang.

That hap dan khi s&r dung may hat bui dé hat cAc manh nhé trong ban
phim va cac phan khac ctia may tinh, nhwng céc ky thuat vién canh
bao rang no co thé tao dién tich tinh thwe sy c6 thé 1am hang thiét bj
dién tr nhay cam cua may tinh.

Lo I&ng vé viéc lam dbé tran chét 16ng? Néu co viéc lam db tran chéat
1dng, ngay ap tirc tAt may tinh cda ban, ngat két ndi ban phim va lat
ngwgc ban phim. Trong khi ban phim dang & tinh trang lat nguorc,
thAm hat ban phim véi khan gidy, thdi khi nén gitra cac phim, va dé
né tw khdé qua dém. Kiém tra dé& dam bao tat ca cac diu vét &m wot
da bay hoi trwdc khi st dung lai ban phim. D6 tran vao may tinh xach
tay can chi y nhiéu hon b&i chat 1dng c6 thé dé dang len 18i gitra ban
phim va 1am hw hai cac linh kién bén trong. Déi v&i viéc db tran vao may
tinh xach tay, ngay 1ap tirc tdt may tinh va g& bd béat ky ngudn dién bén
ngoai hay cac vat khac két néi véi nd. Lat ngwoc may tinh xach tay,
thdo pin, va sau dé6 mang né dén trung tam sira chira gan nhat véi ban
dé kiém tra héng héc bén trong. Chi can thdi khi nén vao trong ban
phim va d& may tinh cta ban khd trong tinh trang Up ngwoc qua dém



la khéng dud, b&i chat 1dng c6 thé & bén trong may tinh xach tay trong
nhiéu ngay.

Déi voi tat ca cac loai chat 16ng db tran, can biét rang cac chét ldng
khac khéng phai 1a nwdc co thé gay hw héng nghiém trong va khong
bao gi® ¢d 1am khé ban phim hodc may tinh xach tay trong 10 vi séng
hoac 16 nuwdng.

Buéc 4: Chudt: Ngat két ndi chudt khdi may tinh cta ban. Lau phan trén va
day chudt véi khan gidy nhing vao cén lau rira. Cao nhirng can dinh
khé loai bd bang méng tay cia ban. Néu ban cé chudt quang, dam
bao khéng dé thé vai hay cac manh vun khac che khuét éng kinh phat
sang dwéi day chudt.

Néu ban st dung chudt co, mé day chudt va thao vién bi trong chudt.
(Trong hau hét cac trwdng hop, ban chi can xoay vong nhya bao
quanh vién bi mét phan tw vong nguoc chiéu kim déng hd.) Rira vién
bi v&i nwédec va dé né kho. Bé 1am sach bén trong chuét co, nhing
miéng gac béng vao cén lau rira va cha tat ca cac phan bén trong,
chu y dac biét t&i cac con lan nhd, noi bui dinh c6 xu hwdng tu lai.
Cudi cung, théi khi nén vao trong phan mé va dam bao bén trong khé.
Lap vién bi va l&p vo lai.

Buwéc 5: Man hinh: Bi véi may tinh xach tay man hinh tinh thé 16ng (LCD) va
cac man hinh phang, 1am dm miéng vai khdng dé lai bui vai véi nuwéc
sach. Vai sgi tbng hop nhan tao cwc tét cho muc dich nay. Tranh st
dung khan gidy, né c6 thé lam xwéc bé mat man hinh. KHONG xit
chét 16ng trwc tiép 18n man hinh— hay xit vao miéng gié lau. Lau man
hinh nhe nhang dé loai bé bui va dau van tay. Ban ciing cé thé mua
cac san pham lam sach man hinh tai cac clra hang vat tw - may tinh.



DPébi véi cac man hinh mat kinh CRT (kiéu ti vi), st dung giai phap lau don
kinh théng thwéng. Trir khi nha san xuét cia ban khuyén nghi khac,
khéng st dung chat 1am sach cé chira cén hoac chét lam sach
amoniac trén man hinh cta ban, vi ching cé thé lam héng I&p ph
chdng tron. Va dirng bao gid cd mé vé may ctia man hinh CRT. Tu
dién bén trong hop c6 thé duy tri mét dién tich nguy hiém—tham chi
sau khi man hinh da dwoc théo ra.

Lam sach man hinh hang tuan. Cudi cung, hay dam bao tat cad moi thir déu
khé trwdc khi ban cdm lai may tinh.



