Ban D6 Khong Gian
SO: Quan Ly File &
Folder Tren Windows

Hudng dan truc quan vé 6 thao tac
cot 16i: Tao, Pai tén, Sao chép, Cat,
Dan & Xoa.

Bai 5: Nhiing thao tac co ban trén Windows | Nén tang Tin hoc Ung dung
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Ban Chat Cua Khéng Gian S6

Thé Gidi Thuc

- T4 dung ho sd

- Ngan/Bia phan loai

- To tai liéu chia
thong tin

Moi Trucng Windows

- O Pia (Drive): Noi luu trit vat Iy
(C:, D).

- Thu Muc (Folder): Noi phan
loai va td chirc. Thu muc chia
thu muc con goi la thu muc cha.

- Tap Tin (File): Pon vi chira dir
liéu, van ban, hodc phan mém

thuc thi.




Cau Trdc Pinh Danh Cuaa Tap Tin (File)

® ]
giaotrinh.docx
\ J | | )
S o N\
Phan Tén Dau Cham  Phan Phan Loai
(Name) (Dot) (Extension)
— & AN 555 |
.doc / .docx Xls / xlsx Jpg / .png .mp4 /.mp3 .exe / .com
Quy tic dit tén: [ Ky ty dai dién (Tim kiém):
Ky tu (A-Z), SO (0-9), va cac ky tu - 2: Dai dién cho 1 ky tu bat ky.
# $, %, ~", @, _ khodng trang). - *: Pai dién cho 1 chudi ky tu bat ky.
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I Pudng Dan (Path): Ban D6 Dinh Vi Dir Liéu

| Pudng dan la mét chudi cac thu muc lién ti€p nhau, bat déu tir 6 dia va két thic bang 1
tén tap tin, dugc phan cach bai dau backslash (\).

o -

‘\ ) Dau phan cach
= — ’F_T:j
| baitapWin\ E‘ % bai.docx |
= I\ J L. J
|
- Thu muc goc (Root): Khong - Thu muc cha (Parent): ¢ - Dich dén:
co tén riéng, luon bat dau Chua cac thu muc con Tap tin dang can
bang 0 dia (VD: D:\). bén trong. truy xuat.




Giao Dién File Explorer: Khdng Gian Lam Vlec

—————— Address Bar hién thi dudng dan hién hanh.
Thé View thay ddi hién thi
(Large Icons, List, Details).

B | = | Top Ribbon/Address Bar - 0 X
File Home  Share  View v @
™ B> v €| | Search e,
v ¥ Quick access
] Desktop » I /\Z\ o [ >— ——
Khung Diéu Huang & e p Ba : d Hinh anh Hi .h anh Dy an.xl D :- |
(Navigation Pane). Documentea# ocdo.docx  Hinh anh.png  Hinh anh.png  &n.xlsx Y &n.xlsix N
Trinh bay cau tric # Khung Noi Dung.
cay thu muc = == = Liét ké chi tiét file/folder
] = o F— - - P
MLii tén ngang bao e == = bén trong dcl)': tugng
P g dang dugc chon d clra
hiéu thu muc co chua Hinh anh.png Hinh anhpng DU an.xlsx Dy anx Bao cao.docx o tg.. gechy
thu muc con. = SO tral.
> L i -
& Local Drive (C:) — — — e
> — Local Drive (E) — -
Bao cdo.docx  Hinh anh.png Dy an.xlsx Dy an.xlsx Dy an.xlsx
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ac Cot ler

I hao

File tuang Ung).
- GO tén va nhan Enter.

Tao MG3i / Create

- Chudt phai (Right-Click) vao vung tréng ->
Chon New -> Chon Folder (hoac dinh dang

a0 Mdi & Dbi Tén ya '

Poi Tén / Rename

- Chon déi tugng can doi tén.

- Nhan phim F2 (Hoac chudt phai -> Rename).

- Canh béo: Khéng thé doi tén file dang du
ma/su dung!
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I - Ban Chat Cua Viéc Di Dgi: Copy vs. Cut //ﬁ

A) Copy (Sao Chép) - Tao ban sao. Dai tugng géc van gilt nguyén vj tri ci.
Q 5
Thu muc Goc Bo nhd dém (Clipboard) Thu muc Pich
B) Cut / Move (Di Chuyén) - Dich chuyén hoan toan. Déi tugng gdoc bién méat.
- -
=) . N
Thu muc Goc BO nhd dém (Clipboard) " Thu muc Pich )
I A Luu y: Moi dif liéu Copy/Cut déu di qua Bo Nhé Bém (Clipboard). I
Clipboard chi ch(ra thong tin mdi nht! J



r_—\ huc

Budc 1: Chon (Select)

P&

Click vao thu muc hoac

tap tin can xu ly.

Budc 2: Ra Lénh (Command)

Sao Chép
(Hoac chudt phai -> Copy).

J

Cat/Di Chuyén
(Hoac chudt phai -> Cut).

hi Di Dai: Quy Trinh 3 Budc / l

Budc 3: Dich Dén (Paste)

Md thu muc dich dén.
Nhan Ctrl + V

(Hoac chudt phai -> Paste). ' |



| N X0a Bo & Phuc Hbi An

Xoa Tam Thoi
¢ Delete

Chon d6i tugng -> Nhan phim Delete
(hoac Chudt phai -> Delete). File chua

| mat hoan toan, dugc dua vao Recycle Bin.

Thung rac

Restore: Phuc hoi
dai tugng vé vi tri cd.

Empty Recycle Bin:
Don dep thung rac, xéa dirliéu
vinh vién khong thé khoi phuc.

Can than trudc khi xac nhan! I



ng Hop Thao Tac (Cheat Sheet)
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Hanh Dong Muc Dich
Tao Mdi (Create) Tao file/thu muc trong Click viing trong -> New
Pdi Tén (Rename) Thay ddi dinh danh Chon -> Rename
Sao Chép (Copy) Nhan ban doi tuong Chon -> Copy
C3t (Cut/Move) Dich chuyén déi tugng Chon -> Cut
Dan (Paste) Pua d6i tugng tur Clipboard ra Vung dich -> Paste
I_ X6a (Delete) | Chuyén ddi tuong vao thiing rac Chon -> Delete
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