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LGl NOI AU
Céc t4c gid nhém Minh Khai xin gi6i thiéu véi doc gid bd gido trinh “Ly
thuyét va thuec hanh TIN HOC VAN PHONG” dugc bién soan theo b

MICROSOFT WINDOWS XP va MICROSOFT OFFICE XP (2002). Bo
sdch nay gém c4c tap:

Tap 1: Microsoft Windows XP.

Tap 2: Microsoft Word.

Tap 3: Microsoft Excel.

Tap 4: Thiét k& trang Web bing ngon ngit HTML va ASP.
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N6i dung Tap 1 gdm 2 phén, 9 chuong va Phu luc. B cuc c4c phan va céc
chuong nhu sau:

= Phén 1: CAN BAN gém céc chuong:

v Chuodng 1: Nhap mén tin hoc. Déc gid lam quen véi mot s6 khiai
piém, thuit ngit tin hoc v mdy tinh dién td, nghién cdu ciu tao
mdy tinh, cdch biéu dién théng tin, ngén ngd mdy tinh, lénh va
thuc thi cdc hé léenh MS-DOS (Microsoft Disk Operating System).
Hoc xong chuong nay ban ndm vimg vé ciu tao va nguyén ly lam
viéc cia mdy tinh.

v Chuong 2: Khai quat vé Windows XP. Trinh bay 5 cha dé gi6i
thiéu toan canh vé hé diéu hanh Windows néi chung va nhimg nét
dic trung cia Windows XP néi riéng. Ban c6 thé xem céc bai hoc
huéng din si dung va thao tdc vé ban phim, con chudt, lénh va
menu qua hinh 4nh va 4m thanh. Hoc xong chuong nay ban hiéu
biét vé hé diéu hanh dang cai dat.

v Chuong 3: My Computer & Windows Explorer. Chuong nay gidp
ban ty tim hiéu v& mdy tinh cda minh, biét cdch lam viéc véi cdc
Folder, File, c4c loai § dia, xem phim, nghe nhac trén mdy tinh.

v Chuong 4: Trinh (ng dung Wordpad. Tuy chi c6 3 muc nhung trinh
bay ddy dd cdc vdn dé tir khau nhép, chinh sfa, dinh dang, trinh
bay trang, luu trit vin ban vao Folder trén dia hodc in van ban ra
gidy. Pén thoi diém nay ban c6 thé tao duge vin ban nhu cong vin,
hop déng, don tir ... dep dé va nghiém tic.

v Chuong 5: Trinh Ung dyng Paint. Ban c6 thé ding cdc dung cu v&
dudng thing, dudng cong, dudng tron, dung cu tdy x6a, chon mau vé,
mau nén, td mau, chén vin ban vao ban vé v.v.. dé vé céc bic tranh
theo ¥ tudng cta ban.
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v Chuong 6: Truy cap Internet. Internet, trang Web, E-mail la gj,
cdch thic truy cdp cdc trang Web, gii va nhan E-mail, goi dién
thoai qua mdy tinh s& dugc trinh bay ngin gon, dé thuc hién.

Sau khi hoc phan cin ban, ban c¢6 thé lam chi chiéc mdy tinh cia minh,
hiéu biét vé hé diéu hanh Windows XP, truy cip Internet, v.v..

= Phan 2: NANG CAO gdm céc chuong:

v Chudng 7: Control Panel. Ban biét dugc cdu hinh mdy tinh, thay déi
dang thé hién cia Desktop, stta dfi ngay/gis, ban phim va con
chudt. Ban c6 thé cai dat thém céc thiét bi (phan cing), thém hoac
bd bét cdc trinh tng dung (phan mém), cic Font chi, v.v..

v Chuong 8: Accessories. Windows XP trang bi cdc phu tung nhu phéng
to man hinh, st dung ban phim bing cich click chudt trén man
hinh, thuc hién cdc phép tinh s& hoc, luan ly, thong ké. bing
Calculator, ghi chép s6 tay, x6a théng tin trén dia va phuc hdi hé
thong khi mdy ctia ban gap su ¢, v.v..

v Chuong 9: Cai dat. La chuong cudi cung clia tap gido trinh, mé ta cich
thic cai dat Windows XP, cdc phan mém, Internet va mang cuc bo
(intranet).

Ngoai 9 chuong ké trén con cé phan phu luc cung cidp mot sé cich khic
phuc su ¢ va meo st dung Windows XP.

Sau khi doc tap gido trinh nay (khodng 30 tiét) ban da tu trang bi kién
thice va k§ thuat 1am viéc v6i mdy vi tinh va c6 kha ning tu hoc cdc phan
mém ing dung va tién ich khdc.

D6i tuong phuc vu cta tap sdch nay la hoe sinh, sinh vién va nguoi tu
hoc nén ching téi bién soan theo kiéu gido trinh, dién gidi theo timg
buée, mbi chuong déu c6 cau héi 6n tap ly thuyét va thuc hanh trén may.
Trong khi bién soan, ching t6i c6 tham khdo mét sé tai liéu, s4ch, bdo.
Chiing t6i xin chan thanh cdm gn cdc téc gia.

Ching tdi xin chin thanh cam on cdc déng nghiép, nha xuat ban va
nhiing ngudi da gép cong sic dé dua tap sich nay dén véi doc gia.

Ching téi xin cadm on t4t ca cdc y kién dong gép cia doc gia gitp ching
tai sua chifa thiéu sét dé phuc vu doc gia ngay cang tét hon.

CAC TAC GIA

mk.pub@minhkhai.com.vn

] ) www.minhkhai.com.vn
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MUC LUC

GIAO TRINH LY THUYET VA THUC HANH WINDOWS XP

L1

Loi néi dau
Muc luc

PHAN | CAN BAN
Chuong 1: Nhiap mén tin hoc
1-M6t sé khai niém va thuat ngit
1-1-Khoa hoc mdy tinh la gi ?
1-2-Tin hoc
1-3-Thoéng tin
1-4-X ly thong tin
1-5-Phan cing
1-6-Phan mém
2-M3y tinh dién t&
2-1-Vai nét vé lich sl phat trién va phan loai
2-1-1-Theo thé hé
2-1-2-Theo kich thude
2-2-Cdc dac trung cia mdy tinh dién td
2-3-Céc thanh phan cia mdy tinh dién ti
2-3-1-Don vi xt ly trung tam
2-3-1-1-Thanh ghi
2-3-1-2-C4c dudng truyén
2-3-1-3-Pon vi diéu khién
2-3-1-4-Don vi s6 hoc va luan ly
2-3-1-5-B6 nhd trong
2-3-2-C4c thiét bi ngoai vi
2-3-2-1-B6 nhd ngoai
2-3-2-1-1-Dia tu
2-3-2-1-2-CD-ROM
2-3-2-2-Bd nhép di liéu
2-3-2-3-Bo xuat dit liéu
3-Cach biéu dién théng tin
3-1-Quan niém vé théng tin trong tin hoc
3-2-Céc hé d€m va tinh todn
3-2-1-Cdc hé dém
~ 3-2.1-1-Hg 10
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m°

iv Gido trinh ly thuyét & thuc hanh Windows XP
3-2-1-2-He 2 17
3-2-1-3-Hé 8 18
3-2-1-4-Heé 16 18

3-2-2-Céach chuyén déi giita cdc hé dém 19
3-2-2-1-C4c ky sb va quan hé giita c4c hé dém 19
3-2-2-2-Péi s6 hé 10 sang s6 hé 2 va ngugc lai 20
3-2-2-3-Déi sé hé 10 sang s6 hé 8 va ngugc lai 21
3-2-2-4-Déi s6 hé 10 sang s6 hé 16 va nguoc lai 22
3-2-2-5-Déi s hé 8 sang s6 hé 16 va ngugc lai 24

3-2-3-C4c phép todn sé hoc 25

3-2-4-Céc phép todn luén ly 27

3-2-5-Céc phép todn quan hé 27

3-2-6-Don vi théng tin 27

3-3-Cach biéu dién sé 27
3-4-Céch biéu dién ky tu 29
4-Ngén ngi¥ may tinh (Computer language) 29
5-Hé diéu hanh MS-DOS 31
5-1-Ctta s6 Command Prompt 31
5-2-Mét s6 lénh théng dung 35

5-2-1-Lénh x6a man hinh (CLS) 35

5-2-2-Lénh vé dia 36
5-2-2-1-Thay dai 36
5-2-2-2-Dinh dang dia mém (FORMAT) 36

5-2-3-Lénh vé thu muc 37
5-2-3-1-Xem c4u tric cdy thu muc (TREE) 37
5-2-3-2-Xem noéi dung thu muc (DIR) 37
5-2-3-3-Tao thu muc méi (MDDIR) 38
5-2-3-4-Chuyén thu muc lam viéc (CD) 39
5-2-3-5-X6a thu muc (RDDIR) 39

5-2-4-Lénh vé File 40
5-2-4-1-Tao File van ban (COPY CON) 40
5-2-4-2-Xem ndi dung File van ban (TYPE) 40
5-2-4-3-Sao chép File (COPY) 41
5-2-4-4-Di chuyén File (MOVE) 41
5-2-4-5-Déi tén File (RENAME) 42
5-2-4-6-Xem va sua thuoc tinh File (ATTRIB) 42
5-2-4-7-X6a File (DEL hoac ERASE) 43

5-2-5-Lénh xem va sua ngay gid 44
5-2-5-1-Xem va sta ngay (DATE) 44
5-2-5-2-Xem va sua gi6 (TIME) 44

6-Vai nét vé iing dung may tinh dién ta 44
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MUC LUC v &
Cau hoi 6n tap 45
Bai tap 45
Chuong 2: Khai quat vé Windows XP 47-68
1-Gidi thiéu vé Windows XP 47
2-St dung Help and Support 50
3-Cac bai hoc truc quan 54
3-1-C4c bai hoc vé Windows XP 54
3-2-Céc bai hoc vé Media Player 56
3-3-Cé4c bai hoc khéc 57
4-Khdi dong va thoat khéi Windows XP 58
4-1-Khdi dong thong thuong 58
4-2-Khéi dong theo tiung budc 58
4-3-Tho4t khoéi Windows XP 58
5-Cac thanh phan giao dién cia Windows XP 59
5-1-DeskTop 60
5-2-Menu Start 61
5-3-Cita s8 img dung 63
5-4-Microsoft Office Shortcut bar 65
5-5-Menu tuy bién 67
Cau hoi 6n tap 67
Thuc hanh 68
Chuong 3: My Computer & Windows Explorer 69-98
1-Gigdi thiéu so lugc 69
2-Lam viéc véi Folder va File 73
2-1-Xem Folder céc cap 73
2-2-Tao Folder méi 74
2-3-Sao chép Folder, File 74
2-4-Di chuyén Folder, File 76
2-5-Xé6a File, Folder 76
2-6-Phuc héi Folder, File da x6a 77
2-7-Tim kiém 79
2-8-Xem thudc tinh 80
2-9-M¢é va déng tai liéu 80
3-Lam viéc vdi dia 83
3-1-Xem noi dung dia 83
3-2-Xem thudc tinh dia 84
3-3-Kiém tra dia 85
3-4-Khic phuc tinh trang phan manh dia 86
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== I Gido trinh Iy thuyé&t & thuc hanh Windows XP

3-5-Sao chép dia mém (copy disk)
3-6-Pinh dang dia mém
4-Cai dit mat khiu
5-Giai tri cing Windows XP
5-1-Games
5-2-Nghe nhac va xem phim
5-2-1-Nghe nhac
5-2-2-Xem phim
Cau hoi 6n tap
Thuc hanh

Chuong 4: Trinh \ng dung Wordpad
1-Mét s6 thuat ngit thuong s dung
1-1-Mot s6 thuat ngi
1-2-Mét s6 don vi
2-Soan thao vian ban vdi Wordpad
2-1-Khéi dong va thoat khdi Wordpad
2-1-1-Khéi dong
2-1-2-Cira s6 soan théo
2-1-3-Thao téc véi cia sb
2-1-3-1-Thay déi kich thuéc
2-1-3-2-Thay déi vi tri cdc thanh céng cu va dinh dang
2-1-3-3-Thao tdc v6i menu va lénh
2-1-4-Tho4at khoi Wordpad
2-2-Soan thao van ban
2-2-1-Mot vai khdi niém
2-2-2-St dung ban phim
2-2-2-1-Cdc phim di chuyén cursor
2-2-2-2-Cac phim chic nang
2-2-3-D4nh d4au tiéng Viét
2-2-4-Chon Font chir
2-2-5-Luu van ban
2-3-Chinh sia van ban
2-3-1-M4 van ban ca
2-3-2-Sao chép
2-3-3-Di chuyén
2-3-4-Tim kié€m
2-3-5-Tim kiém va thay thé
2-4-Dinh dang van ban
2-4-1-Dinh dang ky tu
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vii

2-4-1-1-Dinh dang bing lénh Font
2-4-1-2-Pinh dang bing thanh céng cu
2-4-2-Binh dang doan vian ban
2-4-2-1-Pinh dang bang lénh Paragraph
2-4-2-2-Dinh dang bang thanh cong cu
2-4-2-3-Bullet Style
2-4-2-4-Diém dimg Tab
2-4-3-Dinh dang trang vin ban
2-5-Chén céc 461 tugng vao van ban
2-5-1-Cheén hinh anh
2-5-2-Chén am thanh
3-Luu va in van ban
3-1-Luu van ban
3-2-In van ban ra gidy
Cau hoi 6n tap
Thuc hanh

Chuong 5: Trinh ding dung Paint
1-Ca sé6 Paint
1-1-M¢ cua sé Paint
1-2-Céac thanh phan trong cua sé
1-3-Péng cita s6 Paint
2-Sit dung céac coéng cu
2-1-Vung ve
2-1-1-X4c dinh kich thuéce vung ve
2-1-2-Ndi rong vung veé
2-2-Chon mau vé
2-2-1-Chon mau trong hép mau
2-2-2-Hiéu chinh mau
2-3-Chon nét vé
2-4-Vé cédc duong
2-4-1-Pudng thang
2-4-2-Pudng cong
2-4-3-Duong khong dinh dang
2-5-Vé cde hinh
2-5-1-Hinh chi nhat, hinh vuéng
2-5-2-Hinh da gidc
2-5-3-Hinh ellipse, hinh tron
2-5-4- Hinh chir nhat, hinh vuéng tron goéc
2-6-T6 mau
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