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Phan 1: WINDOWS CO BAN

® Chuot la cdng cu thao tac trong méi truong dd hoa

® C0 2 phim bam: trai (chuét trai), phai (chudt phai). C6 thé c6 thém phim

cuon
— Kich (click): bAm chuét ri tha ra ngay.
® \/Gi chuot trai: danh déu ddi twong hozc thi hanh

® \/Gi chudt phai: xem thudc tinh caa d6i twong, cac thao tac co
thé 1am véi d6i tuong do.
— Kich dap (double click): Bam nhanh lién tiép 2 1an chuot trai. Thi
hanh cdng viéc mic dinh cua ddi tuong

— Ré (kéo tha): BAm chudt vao déi twong, di chuyén dén vi tri khac roi
m&i nha chudt.

Thwc hanh

1.

Mé menu Start:

- C1: Phim trén ban phim

- C2: Click biéu twong Start

- C3:Ctrl + ESC

Chuyén sang chwong trinh khac dang chay
- Alt+Tab

Tré vé man hinh nén Windows

- Ph|’m+D

Mé cira s6 Windows Explorer (Pé quén 1y thw muc, tép)

- Phim +E

Dong (Thoat) chwong trinh khong dung

- Cl:.Ctrl+W

- C2:Alt+F4

- C3: Click nat X ¢ phia trén bén phai
Phoéng to cira s6

- C1: Dung chudt Double Click vao thanh Tiéu dé
- C2: Click biéu twong [

Thu nhé cira s6

- Click biéu twong — & phia trén bén phai
Phuc hdi (Restore)

- Nhan biéu tuong & phia trén bén phai



10.

11.

12.

13.

14.

15.

Thay déi kich thwéc (phai & ché dé Phuc hoi)
- Pua chudt dén canh hay goc dé thay doi
Di chuyén cira sé (phai ¢ ché d§ Phuc héi)
- Ré (Kéo tha) thanh tiéu dé
Chup man hinh:
- B1: Nhan nat Print-Screen (Prt sc) hodc mot s6 may nhu HP sir dung
Fn + Print-Screen (Prt sc)
o Chuyp man hinh trén cting nhan thém phim: BIE¥ Buéc 1
- B2: Paste vao chuong trinh (Vi du: Paint, Word,...): Ctrl + V
Thay d6i ché a9 Hién thij tép va thuw muc

2
- B1: Phim + E (M& ctra s6 quan 1y thu muc/tép)
- B2: Chon 6 dia, Thu muc
- B3: Nhan chudt phai chon View, sau d6 chon cac ché do Hién thi
Thay d6i ché @9 Sap xép tép va thw muc

a5
- B1: Phim + E (M& ctra s6 quan 1y thu muc/tép)
- B2: Chon 6 dia, Thu muc
- B3: Nhén chuét phai chon Sort by, sau d6 chon cac ché dé Sap xép
Thay d6i ché @6 Nhom (Group) tép va thw muc

]
- B1: Phim + E (M& ctra s6 quan 1y thu muc/tép)
- B2: Chon 6 dia, Thu muc
- B3: Nhan chudt phai chon Group by, sau d6 chon cac ché ¢6 Nhém

Tao thw muc

=5
B1: M Windows Explorer (Nhan phim +E)

B2: Chon 6 dia, thu muc can tao (chon bén Khung trai)

B3: Nhan chudt phai & bén Khung phai, chon New, chon Folder

B4: Nhap tén (vi du: Ho va tén ctia minh khong c6 dau)

B5: Nhan Enter

16.

Chon thw muc/tép

- Chon 1 tép hodc thu muc ta chi can nhan chudt vao tép hodc thu muc do.

- Chon nhiéu tép hodc thu muyc ding lién nhau:

+ Pua con tré vé dau vi tri can chon nhan Shift sau d6 nhan con vé cudi.
+ Pua con tré vé dau vi tri can chon nhan Shift sau d6 st dung phim miii
tén dé chon.



+ Pua con tré vé dau vi tri can chon nhan va kéo dén cuoi
- Chon nhiéu tép hodc thu muc khéng dung lién nhau:

Nhéan Ctrl sau d6 nhan chon cac tép hoac thu muc
- Chon tat ca: Ctrl + A

17.  Doi tén thw muc/tép (chi déi dwoc 1 thuw mucltép)
B1: Chon 1 thu muc/tép can doi tén
B2: Nhan chudt phai chon Rename (hoac F2)
B3: Nhap tén méi, c6 thé dung cac phim sau dé xoa:

- Delete: Xoa tai vi tri
- Backspace: X0a bén tréi

B4: Nhan Enter
18. Xoéa thw muc/tép
B1: Chon thu muc/tép can xda

B2: Nhan phim Delete (Khi x6a phim Delete dit liéu duoc dwa vao Thung rac
“Recycle Bin”).

Luu y: Muédn xéa khéng dwa vao Thiing rdc nhin phim Shift + Delete
19. Sao chép

B1: Chon céc tép hoac thu muc can sao chép
B2: Chon Copy. Nhén chon tai vi tri d& chon tép hodc thu muc chir khong nhéan
ra ngoai
- Nhén Ctrl + C
- Nhan chudt phai va chon Copy
B3: Di chuyén t6i dich (Di chuyén tdi 6 dia hay 1a thu muc can sao chép toi)
B4: Chon Paste
- Nhan Ctrl +V
- Nhén chuot phai va chon Paste
20. Dichuyén

B1: Chon céc tép hoac thu muc can di chuyén
B2: Chon Cut. Nhan chon tai vi tri di chon tép hoac thu muc chir khong nhén ra
ngoai

- Nhén Ctrl + X

- Nhan chudt phai va chon Cut
B3: Di chuyén t6i dich (Di chuyén t6i 6 dia hay 1a thu myc can di chuyén t6i)
B4: Chon Paste

- Nhéan Ctrl + V

- Nhan chuét phai va chon Paste

21.  Phuc hdi thw muc di x6a & trong Thung rac



B1: Nhan phim +D

B2: M& Thung rac c6 tén 1a “Recycle Bin” (Nhan chudt trai 2 1an lién tiép)
B3: Chon dit liéu can phuc hoi
B4: Nhan chudt phai chon Restore (Dt li€u s€ phuc hoi vé ding noi da xo6a)

22.  X6ba hét thung réc

B1: Nhan phim +D

B2: Nhan chudt phai Thing rac ¢ tén 1a “Recycle Bin”
B3: Chon Empty Recycle Bin
23.  Hién thij biéu tweng: Recycle Bin, My Computer, Network (Win7)

B1: Nhan phim +D

B2: Nhan chuét phai chon Personalise
B3: Change Desktop icons
B4: Chon cac biéu twong can hién thi

24.  Poi ngay thang hé thong

B1 : Nhan biéu tuwong Start chon Control Panel

B2: Chon Regional and Language Option cho phép ching ta luya chon cac quy
dinh ddi v&i khu vuc va ngon ngir hién thi.

B3: Trong bang Fomats chon nit Additional settings... hodc Custome (dbi voi
Windows XP)

B4: Trong hop thoai Customise Format la nhirng dinh dang anh huéng g’éi vOi

don vi cua tién té, so, ngay, gio. bé sira doi cac quy dinh bén trong bao gom:

Thé Number

- P6i phan cach hang nghin thanh ddu chidm “Vi dy: 2.000”, phan cach thap

phan thanh dau phay “Vi du: 2.987,13”: Trong phan Decimal Symbol nhap
dau phay, muc Didit Grouping Symbol nhip diu chim -> bim OK dé
hoan thanh.

Thé Currency: Cac quy dinh vé tién t&, twong tw nhw thé number néi trén. Mudn

hién don vi 1a déng “Vi du: 2.345d” Trong phan Currency symbol nhap “d”.

Thé Time: Quy dinh vé thoi gian (gio-phat-gidy; AM: budi sang; PM: budi chiéu).

Thé Date: Quy dinh vé ngay, thang nam.

- Trong phan Short date nhap: dd/mm/yyyy



B5: Nhan Apply



Phan 2: WINDOWS NANG CAO
Noi dung

1.  Tao nguoi dung (User)
2. Quan ly tai khoan nguoi dung da tao:
a. Thay d6i mat khau
b. Xoéa nguoi dung
c. Dai tén
d. Thay ddi tai khoan cé quyén Admin
3. Bao mat thu muc (Phan quyén)
4, Dang nhap vai tai khoan dugc tao,...

Thwc hanh

1.  Huwéng din tao User méi trén Windows XP/7/8/10
Néu nhu ban dang st dung chung mdy tinh voi nhiéu nguoi thi viéc tao ra cac
user ngudi ding moi dé phan quyén truy cap cac ung dung trén Windows 1a diéu
cuc ky can thiét va ban bt budc phai biét dén né. Chinh vi vay trong bai viét nay
minh s& hudng dan cho cac ban cach tao User méi trén tat ca cac hé diéu
hanh Windows pho bién hién nay, tir Windows XP cho dén hé diéu hanh mégi nhét
& thoi diém hién tai d6 chinh 1a Windows 10.

Thuc hién: Cach tao tai khoan nguoi ding méi trén tat ca cac Win

a5
+ Budc 1: Mo hdép thoai Run (Phim \ + R)va nhiap vao
1énh compmgmt.msc > nhan Enter dé thuc hién.

Hodc 14 ban c6 thé mé thu céng nhu sau: Nhan chudt phai vao This PC (Computer)
> chon Manage > chon tiép “Local User and Groups”.

+ Budc 2: Tiép theo ban hdy nhén chudt phai vao mot ving tréng bat ky >
chon New User...



& Computer Management

File Action View Help

oo z2m cE B

A4 Computer Management (Locall| Name
Y. t"‘l’ Syst:kaSm::sd ' @Administrator
% = c.e it % DefaultAccount
> 4] Event Viewer & Guest
> ﬁj Shared Folders é:jKien =S
v % Local Users and Groups g 2 9ty 9
1 B 7 e ‘KienNguyen
( | Groups

> (&) Performance
=4 Device Manager
v &3 Storage
=9 Disk Management
> f}§ Services and Applications

Full Name  Description

Built-in account for administer
A user account managed by th
Built-in account for guest acce

(2)

New User...

Retresh
Export List...

View >

Arrange lcons b

Line up lcons

Help

MGt ctra s6 méi hién ra, ban hdy dién cac thong tin can thiét vao day:

New Usel

User name:

Full name:

r

? X

l KienNguyenTest

I NguyenVanKien

Description: lBIog chia se

Password:

Confirm password: |"""|

[ User must change password at next logon

User cannot change password

Password never expires
[[J Account is disabled

| Lot

———

« User name: Tén Nguoi dung

« Full name: Nhap vao tén day du.
« Description: M6 ta cho tai khoan nguoi dung mai.

« Password: Nhap mat khau dang nhap vao Windows.

« Confirm password: Nhap lai mat khau.

[[Ceate ]| Oe |

£




Chung ta c6 thé hiéu chinh nhimg cai dit sau bang cach lya chon nhitng hop chon
phu hop:
« User must change password at next logon (Nguoi dung phai thay d6i mat khau
trong 1an dang nhap toi).
« User cannot change password (Nguoi dung khong thé thay d6i mat khau).
« Password never expires (Mat khau khong hét han).
« Account is disabled (Tai khoan bi v6 hiéu hoa).
Account is locked out (Tai khoan bi khoa).
De mé khoa tai khoan bi Windows khoa, thuong 13 do nhap mat khau khong chinh
xéac qua nhiéu 1an (s6 1an duoc chi dinh trong Local Security Policy), hay hity chon
hop chon nay.
=> Sau d6 nhén vao Create dé tao.

Chii y: cach dit mat khau an toan ma dén ca hacker ciing khé long lay dwoc
P43 bao gio ban phai ngdi that 1au suy nghi va lra chon mat khau cho cac tai khoan
c4 nhan nhu email, ngan hang, mang X& hoi...mot cach an toan nhat? Néu vay hay
tham khao mot vai cach tao mat khau cuc an toan duéi day dé ty bao vé minh nhé.
Trudce khi tao mot password, ban can luu v3 diéu:

« Password cang dai, cang kho hack

o Tranh: tén, dia danh, tir c6 trong tur dién

« Hay két hop tat ca moi thir! — Chit thuong, chit viét hoa, sd va cac ky tu dic

biét.
2. Quan Iy tai khoan nguoi dung

A Computer Management [E=8 B
File Action View Help
= 7@ X0= 06
(& Computer Management (Local| Name Full Name Description Actions
4 it SY“:’”JSD?E‘ | #,| Administrator Built-in account for administering... || Users -
: g E::nt\:\:;v:rer %, Guest Built-in account for guest access t... More Actions »
- & HomeGroup... HomeGroupUser§ Built-in account for hamegroup a...
» @ Shared Folders MguyenLV -
a4 ¥ Local Users and Groups ||~ Set Passwon d More Act »
nnnnnnnnnn

| Users

L

b.

o o

~| Groups
» (%) Performance
5 Device Manager
4 =5 Storage
= Disk Management
» Ty Services and Applications

All Tasks

Delete

Rename

Properties

Help

v e

Thay d6i mat khau (Set Password...)
Xo6a nguoi dung (Delete)

Doi tén (Rename)

. Thay d6i tai khoan c6 quyén Admin (Properties)



Trong trudng hop ban mudn set tai khoan nay lam tai khoan Admin thi ban hay

thuc hién tiép nhu sau:

Thuc hién: Nhan chuot phai vao tai khoan ma ban vitra tao chon Properties.

Mot cira sd hién ra, ban hay chuyén qua tab Member Of > nhan vao Add >

chon Advanced....nhu hinh bén dudi.

General MemberOf  Profile

Select Groups

Select this object type:

X

{Groups

| [ object Types... |

From this location:

[BEs'kTOP-STaroeu

H Locations... ]

Enter the object names to select (examoles):

r /(3)

Check Names

2 (2)
: Changes to a user’s group membership
dd... Remove ‘ are not effective until the next time the
: user logs on.

OK || Cancel

Appty

Tiép tuc nhan vao Find Now > chon tai khoan Adminstrator > nhan OK.

Select Groups X
Select this object type:
[Gmups I 17 Object Types...
From this location:
[DESKTOP-9T3TOEU || Locations.. |
Common Queries
Name Stats with ( 1\ Columns...
Description: | Starts with Find Now |
Disabled accounts Stop
Non expiring password ( 3)
Days since last logon \ 7@;
[ ok || Concel |
Search results: - (2) - =y
Name In Folder &
&8, Access Control Msta..  DESKTOP-3T3..
- A Administrators DESKTOP-9T3...
2 Backup Operators DESKTOP-ST3...
8 Cryptographic Operators  DESKTOP-9T3...
2 Distributed COM Users ~ DESKTOP-9T3...
%Event Log Readers DESKTOP-ST3...
8 Guests DESKTOP-9T3...



Tai khoan moéi ma ban vira tao dd duoc thém vao nhom Admin > ban hiy nhan
OK dé dong y.

Select Groups X
Select this object type:

|Groups | [ Obiect Types... |
From this location:

IDES KTOP-ST3TOEU

Enter the object names to select (examples):

DESKTOP-3T3TOEU \Administrators| | Check Names |
| Advanced.. | | oK || Cacel |

| S SRS AT |

Cubi cing ban nhan Apply dé ap dung cho viéc thiét 1ap.

KienNguyenTest Properties

General Member Of  Profile

Member of:
@ Administrators
ﬂ Users
Changes to a user’s group membership
P Add.. 1| Remove | arenot effective unti the next time the

< user logs x
I 1 - [

. 0K || Cancel || Aopl

| Hep

3. Bdo mét thw muc (Phan quyén), ‘
Budc 1: Click phai vao thw muc/6 dia muon phan quyén, chon Properties.

b ¥y Homegroup Copy
I A Cosmaos Phan
Rename
4N puter
b iy WARB (C) New 3
4 £ CDWrive (D Properties

I Docdment (

Hinh 1



Budc 2: Chon nhu trong hinh (thuc hién theo sb 1, 2, 3...). Néu trong
khung Permission entries chua c6 SYSTEM thi lam buwéc 3, sau d6 xem Hinh
3, roi ti€p tuc budc 4, click chon vao checkbox.

e —
- ~ \hvanced Security Settings for Doo

~

tame
& LyndaCommIngs, Nome "
B NATUT. From Phet X
B Oscodegrmnssd | O SSTIM § Ounge e 3
[ Hed Pt HTML e | Pemmiom | Audteng | Iective Accen
[ aemd Fnt 1TMLS P4
> Decument (£ Properties Far sddtionsd idormation, double-chck @ permsnion entry. To modéy 2 permasion entry, select the entry and chek Ede (# avalablel).
o - “ Permuucn entnes
Garensd Took | Hadews | -
Seouty Cuin ] Gl hpe Procips Access Inherted trom Appleste ]
\ B ASow  Ahesscated Wers Full conerch None Thes folder, subfolders and fhes
e oo 1 R avew  SYiTIM ) Ful controd None Tha fobder, st odders 3nd thes
Group oruser aarmes 8B Anw [Adwinitiaton (Coumol Adminubiaton) frok Nooe The folder, wibtedlens and thes
R Asberacated o B fdew  Uun (Conmonithen) Full controd None This fulder, sl ckders and Loy
R oesten R Adow  Conmos Phams (phamaguochu..  Full contied None Thes fobder, subledders and fdey
2 Cowros Prom Shanauoctuufitvs com)
- £ rwmnna £
<
To cnarge pomsasars. Chox Bt q
Peomamrs bor Astwrtcsad
e N g Ads Rewrve Veew
Al cororod v
Moady v (7 Replace o¥ Chid chyect pe entries wih bie pewr et from this o
Faad bemode v
Ut brkder corteres : 4 5 —p 0K Cerne Asply
| Wt 1" 42 o)
Fer soacal pemmmmons or advarced witrgs. Advarved
£am Sheud prcess 20 o e
o Carcst Aoty ’

Hinh 2

1. G tén user mudn phan quyén (truong hop nay 1a SYSTEM — toan hé thdng)
2. Click Check Names, tén User chinh xéc s€ hién ra. Truong hop ban g sai tén,
s€ co thong bao 1oi. Kiém tra va go lai dung tén User.

3. 0K

Select this object type:
|L.|5'.er. Group, or Built4in security principal

From this location:
|ms MOS

Enter the object name to select (examples):

SYSTEM 1




Budc 4: Sau khi chon OK (bwéc 5 — hinh 2), chd cho Windows phan quyén lai.
Néu van chua truy cap vao thu muc duoc thi ban kiém tra ngoai SYSTEM thi
tén user hién hanh (user ma ban dung dang nhap vao Windows) co
trong Permission entries chua, néu chua cé, chon Add...

Name: E\

Crwmen SYSTEM # Change

| Permissions | Auditing |Ef‘F:ct'r\n:Accﬁs

Far additional information, double-click & permission entry, To modify a permission entry, select the entry and click Edit (if available).

Permission entries: |

Type Primcipal Access Inhented from Applies to
&5 Allow  Authenticated Users Full control Mone This folder, subfol
&5 Allow  SYSTEM Full contral Mone This folder, subfal
&5 Allow  Administrators [Cosmos‘Administrators) Full control MNone This folder, subfol
8 Allow  Users (CosmosiUsers) Full centrel Mone This folder, subfol
3 Allow  Cosmos Pham (phamguocbuu@live.com) Full contral Mone This falder, subfol

< >
| A?:I Remove View
[ Replace all child object permission entries with inheritable permission entries from this object
0K Cancel Apply

4

Budc 5: Tiép tuc chon nhu hinh bén dudi, dén s6 4, check vao Full control (sao
cho tat ca checkbox déu duoc chon)

—_—
4 Maodify

of| Read Bl execute

Full contral

o List folder contents
| Read

Write

Enfierihe abiect nama to select fmpkel

Comma| €—— o

3 = Dheck Nemes

Cancel

Special permesssons

Only apply these permissions to objects and/'or containers within this containes

k Permission Entry for Document (£ [=]=] =
Principal: ~ S=lect a principsl f— 1
Type Allerw 5 Iser or G m o
Applies to: | This folder, subfolders and 5 o ot
User, Group, or Built-in securty pincipal Objoct Typss
From thes locaton;
Bazic perrmissions: COSMOS Locaiors. Show advanced permezsians

Clear a

Cancel

Budc 6: OK la xong.




CAC PHIM TAT TRONG MICROSOFT WINDOWS

Cong dung Phim tit
Céch tit may trong Windows 7,8 dung ban phim Nhan ph,im 7
’ Nhan phim sang phai --
> Nhan phim Enter
bé m&é Windows Explorer Nhén phim ‘E
bé tr¢ vé man hinh nén Windows Nhén phim +D
Pé dén ngay thanh dia chi cia Windows Explorer Alt+D
. At v Alt +F4
Dong mot img dung dang chay Ctrl + W
Pé chuyén giita cic chuong trinh dang mé Alt + Tab
Chon toan bd Ctrl + A
Pé chon nhiéu file cach nhau Ctrl
Dé chon nhiéu file lién tuc Shift
Sao chep Ctrl + C
Déan Ctrl +V
Cat Ctrl + X
Pé goi trg gilip F1
Doi tén thu muc hoic file dang chon F2
Pé dén ngay 6 tim kiém ctia Windows Explorer F3
Dé chup anh toan bé man hinh mdy tinh hién tai PrintScreen
Dé xo04 ky tu dimg trudce con tro Backspace
Pé xo04 ky tu ding sau con trd Delete




