LIBRARY
ARCHIVES

LIBRARIES
AND
LITERACY

1.5 Quan ly Tap tin



Chung ta sé hoc

e S khac nhau gitra tap tin va
thw muc

e S khac nhau gitra “save” (lwu)
va “save as’ (lwu dwdi dang)

« Nhan biét loai tap tin ti biéu
twong cua chung




Chung ta se hoc

e Cach tao mot thw muc

e Cach thay doi tén tap tin va
thw muc

 Cach sao chép, cat va dan tap
tin va thw muc

e Cach kéo va tha tap tin va
thw muc




Chung ta se hoc

 Sw khac nhau gitra cut (cat)
va copy (sao chep)

 Cach tao ra thay doi trong tap
tin va lwu nhirng thay doi

« Tam quan trong cua viéc sap
xép tot cac tap tin cua ban




CAC VAN DE cua Quan
ly Tap tin!




CAC VAN DE cua Quan
ly Tap tin!

[ 1)
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Quan ly Tap tin

Gitra cac kha nang lwu trir so cap va thi cap,
may tinh cla ban c6 kha nang Iwu trlr va truy
xuat nhirng s6 lwvong dir lieu CU'C LON!

EEEEEEEE



Quan ly Tap tin

Tuy nhién, néu cac tap tin cta ban khéng
duwoc sap xep tot hop ly véi ban, viéc lay
cac tap tin c6 thé 1a mét nhiém vu khd khan.




My Documents
(Cac Tai liéu cua toi

Mot trong nhirng vi tri mac dinh may tinh
lu cac tap tin cua ban la “My Documents.
hw muc nay cé thé nam trong 6 cirng cua
ban va/hoac trén may chu trén mang

cua ban.




My Documents L &

(Cac Tai liéu cua toi)

Néu ban khéng “néi cho” may tinh no

lwu trlr, N0 sé lwu:

e Tap tin Nhac vao thw muc My Music
(Nhac cua toi)

 Anh vao thw muc My Pictures (Anh
cua toi)

e Video vao thv muc My Video (Video
cua toi)




My Files
(Cac Tap tin cua t6i)

Ban co 6 USB vai tat ca céac tap tin céng
viéc trong do. Ban co hon 1000 tap tin!

Ban co thé twdng twong phan loai nhiéu
tap tin nhw vay khéng?




Cach Quan ly Tap tin

Viéc sap xép cac tap tin va lwu ching vao
may tinh hodc thiét bi lwu trir ngoai rat
glong vol cach chung ta twng st dung dé
thiét 1ap hé thong Iwu trlr ho so trong tu
dwng ho so.




File Edit View Tools

Organize *  Sharewith =

[ Favorites
B Deskiop
i Downloads

L
| Recent Places

4 Libraries
3 Documents
rfu Music
k= Pictures

B Videos

1% Computer
& os(c)

+ % DVD RW Drive (D:) Jun 04 2008
o HUTCHISON (E:)

. Curriculum

Computer Literacy CH
. Instructor

| Pictures

| Student

i

Mew folder
Name ’ Date modified Type Size
. Pictures 31472012934 AM  File folder

(%] 01 Computer Basics 3212012913 AM  Microsoft PowerP... 2,79 KB
(2] 02 Mouse Training E&S 320/2012 144 PM Microsoft PowerP... 283 KB
(] 02 Mouse Training 32072012 1:45PM - Microsoft PowerP... 246 KB
(£} 03 Keyboarding HA[201223TPM - Microsoft PowerP... 341 KB
(E11 04 File Management 3/22{2012 245PM  Microsoft PowerP... S14 KB
&) BINGO 3720121141 AM - Microsoft Excel W... KB
1] Computer Literacy Lesson Plan 322/20121202PM  Microsoft Word D... 26 KB

>
u

Lwu y nhirng bieu twong khac
nhau cho nhirng tap tin nay.
Loai tap tin nao di kém vé&i moi
bieu twong?
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Gio’ la Luc Thwe hanh!




Nhap Chudt
Phai vao bat
ky khoang
trong nao
tren desktop
clia ban dé
cd menu mo
ra nay.

View
Sort by
Refresh

Paste
Paste shortcut

5|  Shared Folder Synchronization
Graphics Properties...

Graphics Options
MNew

B=R  Screen resclution
W Gadgets

E  Personalize




Nhap vao lya
chon New
Mot) co
menu canh &
bén phai.

View
Sort by
Refresh

Paste
Paste shortcut

[5]  Shared Folder Synchronization
Graphics Properties...

Graphics Options
Mew

B Screen resolution
W Gadgets

@ Perzonalize

Folder

Shortcut

Microsoft Access Database

Bitrap image

Contact

Microsaft Word Document
Journal Document

Microcoft PowerPoint Precentation
Microzoft Publicher Document
Text Document

Microsoft Excel Worksheet
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Nhap vao lya
chon Folder
(Thw muc). ,

Sort by *
Refresh
Paste
Paste shortcut
[5]  Shared Folder Synchronization »
Graphics Properties...
Graphics Options ¥
Mew b , Folder
E Shortcut

B Screen resolution
W Gadgets

@ Perzonalize

Microsoft Access Database

Bitrap image

Contact

Microsaft Word Document
Journal Document

Microcoft PowerPoint Precentation
Microzoft Publicher Document
Text Document

Microsoft Excel Worksheet

o

LIBRARY
ARCHIVES

LIBRARIES
L
LITERACY



e MOt thy muc mau vang
Mo s€ xuat hién trén
desktop cua ban

e Panh tén ban vao nol
dang co ch¥ “New
Folder” (Thw muc Moi)

« Connie la m6t hoc vién
vi du cua chung ta




Nhap Bup
Chudt [én thuw
muc v¢&i tén cua
ban dé mé& no.
Thw muc hién
dang trong.

Dung chudt ctia ban nhap vao canh
ctra sO va kéo dé thay doi kich c&
ctra sO lam né nho hon.

HHHHHHHH



' Nhap Bup Chuét Ién Student

SStigent

“< Folder (Thw muc Hoc vién).

| Lwu y Computer

-| Basics Folder

(Thw muc Tong

quan vé May tinh)
bén trong

- Student Folder.




Thay doi kich c& clra s6 cla ca hai
thw muc dé ban co thé nhin thay ca

hai cung luc. 7

File Edit View Tools Help
Share with =

7 Open Include in library =
Date modified

Organize »
[ Favorites ; Name
Bl Desktop | || Computer Basics 3777201294
4. Downloads

| Recent Places

4 Libraries
3D0cuments i
File Edit View Tools Help

Share with = MNew folder
Date modifies

,J‘. Music
Organize * Include in library +

=/ Pictures
B2 Videos
| < il ; 0 Favorites ,A Name
Computer Basics Date modified: 3/27/2012 9:15 AM Bl Desktop
&4 Downloads
= Recent Places

This folder is empty.

3
) File folder

|1 itern selected
= Libraries
3 Documents
d"‘ Music
l=| Pictures

B videos

0 items
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Nhap Chudt Phai vao thu muc
Computer Basics Folder trong
Student Folder va nhap chuét
vao lwa chon sao chep.

» Student »

File Edit View Tools Help

Organize = = Open Include in library -

A
: Mame
i Favorites

M Desktop
4. Downloads

= Recent Places

o Libraries
3 Documents
Jv- Music
le=| Pictures

E Videos
| (L |

i Computer Basics Date modified: 3/27/2011
Fh Filefolder

Copies the selected items to the Clipboard. To put them in;

Share with »

-

) Copmstanfacion

Open

Open in new window

Share with

Snagit

Shared Folder Synchronization
Restore previous versions
Include in library

MNorton Internet Security

Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

Date modified

225017 9:1

[ come LT

File Edit View Tools Help

Organize « Include in library = Share with + Mew folder

i Favorites Name

Bl Desktop
4. Downloads

This folder is empty.

1= Recent Places

= Libraries
3 Documents
,‘r“. Music
= Pictures

B Videos

0 items

Date modifieg
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Gio

Nhap chudt Phai vao khu vuc

trong trong thw muc cua ban va

nhap chuét vao lwa chon dan.

File Edit View Tools Help

Organize = = Open Include in library «

-
: Mame
. Favorites

M Desktop
4. Downloads

= Recent Places

7l Libraries
3 Documents
J’. Music
| Pictures

E Videos

- | 4 |

i Computer Basics Date modified: 3/27/2011
Pl Filefolder

Copies the selected items to the Clipboard. To put them ing

Share with »

§ CommsstonBimeinn

Open

Open in new window

Share with

Snagit

Shared Folder Synchronization
Restore previous versions
Include in library

MNorton Internet Security

Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties

Date modified

LT 2 001

. ¢ Connie

File Edit View Tools Help

Organize » Include in library »

i Favorites
B Desktop
4. Downloads

=] Recent Places

. Libraries
3 Documents
,‘r“. Music
| Pictures

B Videos

0 items

Share with =

“

MName

MNew folder

-

This folder is empty.

Date modifieg
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Mot ban sao twong tw cua thw
muc hoc vién sé xuat hién trong
thw muc v&i tén cua ban

'f-’\ . b Student » - Search Student

File Edit View Tools Help
Share with +

-

Organize » = Open Include in library «

"
. MName
- Favorites

B Desktop
4. Downloads

. Computer Basics

=l Recent Places

4 Libraries
3 Documents
rJ‘- Music
= Pictures
B Videos
 { I [T
Computer Basics Date modified: 3/27/2012 9:15 AM

File folder

Date modified

=T
° 5 T EET ]

File Edit View Tools Help

Organize » 7l Open Include in library « Share with +

= Name

[ Favorites
Bl Desktop
& Downloads

. Computer Basics 3/27/2012 9:58

= Recent Places

-l Libraries
3 Documents
a[ Music
| Pictures

B videos

- | 4| L1}

i Computer Basics Date modified: 3/27/2012 9:58 AM
Fh o Filefolder

Date modifiedf

1 itemn selected
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Paéng thw muc hoc vién bang
cach nhap X vao goc trén bén
phai cua ctra sO thw muc do.

File Edit View Tools Help
Organize v 7 Open Include in library « Share with +

-
. MName
- Favorites |

Bl Desktop . Computer Basics
& Downloads

= Recent Places

4 Libraries
3 Decuments
,J‘. Music
l=| Pictures

B Videos

sl ) m

Computer Basics Date modified: 3/27/2012 9:15 AM

File folder

3/27/2012 %:140

[ comier 1 P seonnco

File Edit View Tools Help

Include in library + Share with +

=

Organize v ) Open
-
[ Favorites 8| Nams

Bl Desktop . Computer Basics
4. Downloads
|

=l Recent Places |

- Libraries
3 Documents
J‘.‘ Music
=] Pictures

B videos

- 4| 1

Computer Basics Date modified: 3/27/2012 9:58 AM

Pl Filefolder

(7]

Date modified

3/27/2012 9:5

|1 itermn selected

1 itemn selected
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- Favorites Tnr

B Desktop . Computer Basics 3/27/20129:58 AM  File folder
& Downloads
1l Re

Al Lib

" Mé& réng thw muc CUA BAN

| ra toan bo man hinh bang
‘s cAch nhap nit restore (thu
hoi)/maximize (phong to) O goc
trén bén phai cua cira so thw

muc do.

mugAM'_
b
312172




|

File Edit View Tools Help

Organize *  Includeinlibrary +  Sharewith *  Burmn  Mewfolder 7

j:E v m |@|
i ol Name Date modified Type Size
by
B Deskiop . Computer Basics 320/20123:58 AM  File folder
4 Downloads

:
1| Recent Places

- Libraries
3 Documents

e Tao mot thw muc moi khac

=l Pictures

- tiéu thw muc b&i né nam

ez ben trong mot thw muc khac)
va dat tén no la Practice.

1 item
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File Edit View Tools Help

Organize *  Include in library »

o Favorites
B Desktop
4 Downloads

1| Recent Places

7 Libraries
3 Documents
rJ"- Music
I Pictures

E Videos

18 Computer
& 050
" DVD RW Drive (D:) Jun 04 2008
e HUTCHISON (E)

?ﬂ Network

1 item

Sharewith *  Bum  Mew folder
&
Name Date modified Type Size

. Computer Basics 3/27/2012958 AM  Filefolder

Khoi phuc thw muc nay lai
kich thuwdc trwedre dd bang
cach nhap chuét lai vao nut
khéi phuc/md rébng & goc
trén bén phai cua man hinh.

T
= |E I'-' all |.'

1009AM ||

3/27/2012



Nhap Bup vao thw muc Computer
asics Folder dé mé no.

¢

e Edt Veew Took Help

Organize v Includeinbrary v Sharewith»  Bum  Newifolda g | @
W Favortes

B Decitop Computer Basic

& Downloads Practice

&, Recent Places

A Libranes
#| Documents
o Music

= Pictures

E Videos

5 Computer
Lo
L% DVD W Dreve D) Jun 4 2008
o HUTCHISON [E)

¥ Hetwork
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S

File Edit View Tools Help

Organize Include in library +

W Favorites
B Desktop
4. Downloads

12 Recent Places

- Libraries
3 Documents
;J'-‘ Music
= Pictures

B Videos

18 Computer

B e e

) 3 items

Share with - Burn New folder

A

Name

1] Certificate of Completion
1] Keyboard Practice
|Z|_] Mouse Practice

Date modified

3/23/2012 8:56 AM
3/27/2012 9:01 AM
372772012 9:13 AM

Lwu y cac biéu twong khac nhau.

Type

Microsoft Word D...
Microseft Word D...

Microsoft Excel W...

3items

/& Computer
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Nhép chudt mét 1an vao tap tin thir
nhat va gilr phim shift trong khi nhap
chuot vao tap tin cudi cung.

File Edit View Tools Help

Organize Include in library + Share with + Bumn Mew folder

A

- ; *  Name Date modified
- Favorites '

B Desktop |EJ Certificate of Completion 3/23/2012 8:56 AM  Microsoft Word D...
4 Downloads 0] Keyboard Practice 32772012901 AM - Microsoft Word D..,
12 Recent Places ] Mouse Practice 32172012913 AM - Microsoft Excel W...

- Libraries
3 Documents
J"- Music
=/ Pictures

B Videos

18 Computer

B e e

3 items

/& Computer
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Ca ba tap tin gio da duoc lwa
chon. CAN THAN!!!

Nhap chudt phai vao bét ky tép
tin nao va nhap .
copy (sao chep). |- = T

o Name Detemodfied ~— Type

{ Favorites

B Desltop &) Ceticete o Completon I8 AM  Microsoft Word D.,
4 Downlozds ) eyhoand Pracice J0/M290AM  Microsoft Word D..

et Plces ) ouse Prcic JIMSIAN MicosdtBcel .,

7 Librares
_\\ Documents
j Music
k) Pictures

B videns

& Computer = : i
M v [ }
E 3 tems selected Sze: 271KB Date created: 3/27/2012 358 AM
i) Date modfied: 3/23/20128:56 AM - 3/2.. Date accessed: 3/27/20129:58 AM

3 iters selected N Computer
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Pong thw muc nay.

‘?' . |+ Connie » Computer Basics v

Search Computer B, P
- File Edt View Tools Help

Organize » @Open Sharewith v Emal  Bum  Newfolder Ee @

T Name Ditemedified ~ Type
A
Bl Deskiap E_]lCertiﬂcateofCompletion JBIEHAN MicosoWord .,
1§ Downloads ) ey Pracice J0/M290AM  Microsoft Word D..
£ Recent Places ] ‘@_] Mouse Practice JMISBAM  Microsoft Excel W..
7 Librares
j Documents
J‘n Music —
I Pictures
B videns
L] Computer
P il I !
@ 3 tams selected Sze 771K Date created: 3/27/2012 %38 AM
i Date modfied: 3/23/20128:56 AM - 3/2.. Date accessed: 3/27/20129:58 AM
3 iters selected N Computer
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Nhap Bup
Chudt vao thw
muc vOi tén cua
ban dé m& no.
Sau do mo thuw
muc thwc hanh.

Fle Edit View Took Help

T EE)

Organze v Includeinlibrary +  Sharewith » Newfolder

F
2N
B ame
[ Favorites r

B Deskiop
& Downloads

| Recent Places

7 Libraries
3 Documents
rj‘u Music
| Pictures

& videos

E- 10

Date modified Type

This folder is empty.

1M Computer
B meems
0 items
J

0 tems
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Nhap chuét phai
vao khoang trong
va nhap chubt

vao lwa chon
paste (dan).

Gi® ban da co
mot ban sao cua
mOl tap tin trong

~y
N

Mol

thw muc.

File Edit View Tools Help

Organize v Includeinliorary v Sharewith » ~ Bum  Newfolder

A

* Mame Date modified

{ Favorites
B Desktop ) Cetficse of Completon JBIN12856
4§ Dovnloads 1) eyboard Pracice min2en

| Recent Places : @j Mouse Practice 312012913

2 Libraries
3 Docurnents
rJ’- Music
k& Pictures
8 Videos

K Computer

B omrems

3 items

Type

AM - Microsoft Word D..
AM - Microsoft Word D..
AM - Microsoft Excel W..,
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 Ban ciing c6 thé cat va dan
cac tap tin gitra cac tap tin
str dung phwong phap nhap
chudt phai.

HOAC

» Bang cach s dung phuong
phap Ctrl X dé cat va Ctrl V de
dan ma ban hoc trong tai lieu
thwre hanh st dung ban phim




Phan thwc hanh nay dwoc hoan
thanh st dung cac tap tin hién co.

Ma&c du ban c6 thé di chuyén céac
tap tin tv thw muc nay sang thw
muc khac, DIEU QUAN TRONG I3
ban biét cach lwu tap tin vao vi tri
dung khi ban tao no!

ARCHIVES



Thwec hanh Quan ly
Tap tin

TRINH DIEN




Thwec hanh Quan ly
Tap tin

Lam theo tai liéu phat tay cua ban
va nhirng gi téi dang lam dé hoan
thanh bai thwc hanh nay.

Ban sé bat dau bang cach mé&
Microsoft Word trong may tinh
cua minh.

ARCHIVES



Thwec hanh Quan ly
Tap tin

Nhap chudt vao nut start (bat dau) & goc
dwdi bén trai trén man hinh desktop
cua ban.

« Nhap chuét vao “All Programs”
(Tat ca Cac Chwong trinh)

« S dung chudt ctia ban dé cudn hoac céac
phim mi tén dé& chon “Microsoft Office”

« Sau dé nhap chudt vao “Microsoft Word”
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