Quan ly Tai nguyén
tren Windows

Bai 5: Kham pha File Explorer
& Cac thao tac co ban

N
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— (Visual Reference Guide)




Nén tang Khong gian so6

1.0 dia (Drive): Naoi luu trir vat

/0 ly (C, Dr, E). Thu muc goc ky
hiéu la \

2) 2. Thu muc (Folder): Noi té chic, phan
loai dif liéu. Gom thu muc cha va con.

3. Tap tin (File): Chira dir
liéu thuc té (van ban,
hinh anh, chugng trinh).

Pudng dan (Path) - Dy thu muc lién tiép chi vi tri truy xuat.
Vidu: D:\baitap\baibapWin\bai.docx

—_—————



Giai phau Tap tin (Anatomy of a File)

Phén Tén Phan Phan loai (Puodi)
A

giaotrinh.docx

Do ngudi dung dat. Cho phép chi, so, L Do Hé diéu hanh/Phan mém
khoang trangvacacky tu: # $ % ~ @ () ! _ quy dinh (thuong 3-4 ky tu).

N

coDo | ‘
Thuc thi: — | | Van ban: ' Bang tinh: © A || Banh anh:
@ | | .exe, .com =8|t .docx - Xlsx /\/A\/&\ txt, .toxt
T Bang tinh: O Hinh anh: l[in >l Am thanh/Video:
C SIS X /V\ Jpg, .omp : .mp3, .mp4




Ban do File Explorer

v B Lecal Dok (C)
SWINDOWS ~8T
| ESD
B New Volume {D:)
B Local Disk (C))
THU CHS (53)

' Network

Intemet Explorer

MViSpico

| MicrosoR

MicrosoR Anslysis Services

| MicrosoR Office

Nl MicresoR SOXs
| MicresoR SQL Server
| Kétsrpsts

L Word#

1119)2025 5323 AM
212512621 B:41 AM
112043021 1242 PM
172002021 11412 AM
112042021 12395 AM
142042021 1216 AM
172002021 11,38 AM
172062021 8,31 PM
1/20v2021 5,21 PM

Flie feldsr
Flie feldsr
Flle foldsr
FHe foldsr
File foldsr
File folder
Fiie folder
Flie foldsr
Fhie folder

4B Rems |

BY B D z  FleExplorer - 0 X l = z = 2 S
BRI tome  stae Ve , Navigation pane (Cua so trai) -
A ~ - . A
| Cut = F T New item ~ a B Cpen - B9 select al Cay thu muc tong quan. MU ten
_ Cepy path . Eaty accets = Eant «w Select nene P .
Fmto Guick Cop Pazte Meve Copy Degiete Rename New Properties h h h
orgc;; . Copy Parte ' 3 iop} 5 pEVO. folder .p‘ foi M Hittery  gB Invert selection ngang Ien t ! t u mUC COn.
Clipbeard Organice New Open Select
« v A B ' TisPC » Local Disk (C) » Program Files e
N Dste madified Typ Siz : . ~ 22
Guick acces S e iz s —E Details pane (Cua so phai) -
| Alntx 112002021 1221 PM Flie feldar ~ . « v » M
OneDrive Chomsnen Venifier 1120:2021 1262 PM Fhie feldar NQI dung Chl tIEt Cua dOI tudng
: Ca 11262021 B24 AM Fhie felds
= | Ca“:r\on 1120/2021 522 PM F': falde: dang Chon
@ 20 Objects PRy sk iy
Common Files 3132021 414 PM Fhie feldar
W Desktop AP - o >
DeliTFad 112002021 11133 AM Flie feldar
B Occuments dotnet 112012021 11125 AM Fie feldar
Bewnleads Google 112012021 1197 AM Fiie feldsr B d d (Th h d h’)
Music G&Sharp 112002021 1242 AM e feldsr A o ress Bar an la C ' o
. - w ~ 5
B Pictures 05 1120:2021 1138 AWM Flie foldse Hién th| hoac nhap du‘o'ng dan
" Videes 1S Express 111912020 832 AM Flle feldsr

hién hanh.

P8 Preview pane (Cira s6 xem trudc)
- Xem nhanh ngi dung tap tin
ma khong can mao.




Kiém soat Ché do hién thi (Views)
m Home Share View o

4 Medium icons = Small icons . I Group by ~ .| Item check boxes =

i_ [ M Preview pane ™ ]
o -+ List - — Details Add columns ~ | File name extensions
Navigation [Tj Details pane 2 Sort Hide selected Options

pane * SF- Tiles 2= Content * by~ . Sizeallcolumnstofit [v] Hidden items Rems v

Panes Layout Current view Show/hide

Sap xép (Sort By)
Click tryc tiép vao tiéu de cot dé sap
xép Tang dan (Ascending) hoac
Giam dan (Descending).

K & anhl.jpg

| | ¥ video2.mp4
i hinh3.png

hinh3.png 2 anhd,jpg

X videoS5.mp4
&) hinh6.png

P

video5.mp4 hinh6.png

Truc quan, ly tudng cho hinh anh/video.

Date modified Type
01/05/2024 10:00  JPEG Image
02/05/2024 14:30  MP4 Video
03/05/2024 09:15  PNG Image
04/05/2024 11:45  JPEG Image
05/05/2024 16:00  MP4 Video
06/05/2024 08:50  PNG Image




Khai tao & Poi tén (Create & Rename)

g e ¥,

View
Sert by
Refresh

€0 Pigibli settings
£l Yeem Windows Euro Rer...

!
Hew > | Fobder
Cut ", »  Wicroseft Eccdates
Co * Decumen
Py
+ WID Beks
Creste thertcut

& Microse ft PowerSheet
Deicte

B Power lobormt
Rename .

& Windows Explerr

Properties

| I

Budc 1: Tao mai - Click chuot Budc 2: Dat tén - Nhap tén va Budc 3: Doi tén nhanh - Chon tap

phai vao vung trong -> New -> nhan Enter. tin/thu muc, nhan phim F2 (hoac

Folder. Click chubt phai -> Rename).
S

| :L
: Khong thé doi tén tap tin khi né dang dugc ma trong mét phan mém khéc. |




Ma tran Dich chuyén: Sao chép vs. Di chuyén

1. Sao chép (Copy)

ich
| (Destination)

B6 nho dem (Clipboard) -
Phim tét: Ctrl + C -> Ctrl + V Noi luu trd tam thoi duy
nhat 1 thong tin mdi nhat.
Két qua: Tap tin goc dugc gilr nguyén.

Tao thém mot ban sao tai vi tri mdi.

Nguon
(Source)

estination)

%
! |

Phim tat: Ctrl + X -> Ctrl + V

Két qua: Tap tin goc bién mat khoi vi
tri ¢ va xuat hién tai vj tri mdi.




Vong dai Xoa Dir lieu & Thung rac

\\

. Nhan Delete

5 e ors Empty
- (hoac chudt phai amia
| 55 Delete) 4 Recycle Bin A
Trang thai 1: Tap tin Trang thai 2: Thung rac Trang thai 3: X6a vinh vién.
bién mat khoi thu muc. (Recycle Bin). Nai luu trir A Chu y: Dt liéu khong thé
tam thdi. Co thé khoi phuc phuc héi theo cach thong

bang lénh Restore. thuong!




Phan biét: Tap tin géc va Léi tat (Shortcut)

’ ——— =1 B IS
Tap tin Goc -

W

| - Dung lugng: Lén (MB/GB). | | - Dau hiéu: C6 biéu tugng mii tén nho goéc
Ban chat: Chira dif liéu thuc té. dudi. ,

=+ Rui ro: X6a sé lam mat dir liéu. 11— P Dung lugng: Rat nho (vai KB).

=+ Ban chat: Chi luu “dudng dan” (Target) trd
dén file goc.

] Tinh an toan: Xo6a shortcut hoan toan
khong anh hudng dén tap tin goc.




Quan tri O dia (Drive Properties)

./—c Click chugt phai vao o dia -> Properties

I_@. Local Disk (C:) Properties
Con trong Pa st dung
(Free space) (Used space)

50 GB

R Canh bao Pinh dang (Format)
Chuyeén C‘mvﬁ@@nﬁv@mm@d’@

D v hanh. Lénh nay sé XOA HOAN TOAN
ot i kreng e pruc ol
Dung lugng dia (Capacity) | (ng} Format @j]iﬁ CFJ@ liﬁﬁﬂm)z

500 GB Disk Space

Disk Cleanup Drive Optimization




Tién ich Toi wu Hé thong (Drive Tools)

Truy cap thong qua tab “Tools’ trong Drive Properties

N ———
—F U B :_'
Kiém tra |oi @\l [ | Ll DOQD'
(Error-checking) ° E%?Férgﬁeeﬁtr}d = <

Quét bé mat vat ly va hé thong — Sap xep lai cac phan di liéu rdi

tap tin cla 6 dia dé tim va sla | rac trén dia cung lai gan nhau.

chita 16i, d@m bdo an toan du Giup may tinh truy xuat nhanh

liéu. han dang ké sau mdt thai gian
: dai su dung.




Tim kiém Thong minh vdi
Ky hiéu Dai dién adl "
(Wildcards) l

J-Vi tri: Search box tren thanh Taskbar
Lhoéc goc phai File Explorer.

Pai dién cho MOT ky tu bat ky.

Vi du: Tim 'ba?.docx’ sé hién thi bai.docx, ban.docx.

1
L

e § Daidién cho MOT CHUOI ky tu bat ky.

k

i , | ' Vi du: Tim "*.docx’ sé hién thj toan b tap tin Word trong thu muc.
| Tim 'ba*.txt’ sé hién thj bai1.txt, baocao.txt.

L _ = ———s = ==




Quan ly Tai nguyén An (Hidden ltems)

Pai khi hé thong hodc ngwdi dung an cac tap tin/thw muc quan trong dé tranh bi xéa nham.

Home Share View

W Large icon =] Largeicons (i) Medium icons 5] Small icons [ ltem check boxes E

#= Smallicons  =— List “ Details 5 [ ] File name extensions
Extra large [TZ] Mecrwom | Addon ¥ =—— ¥ File hidden Options

a_ - L o v i i
e 5 Tiles == Content " onv |[M Hidden |temsj——l tfems v
e

Tabocs Layout Eber:\‘sions

Cach thwc hién: M& File Explorer -> Chon tab View trén Ribbon. l

Check (Hién thi)

Uncheck (An)

Tich vao 6 Hidden items. Bo tich dé giau cac
Hidden Folder ~Cac thu muc an sé hién | , tai nguyén nay khoi
ra vdi biéu tugng mao giao dién.

hon binh thudng.




Phim tat Quan ly Tai nguyén (Cheat Sheet)

=

=1

 c
— 0 |
!T“‘_
3 Thao tac DU lieu
S @) 8

Lua chon & Chinh sura

Ctrl + A: Chon toan bo
tap tin/thu muc

F2: P6i tén nhanh
(Rename)

Péng clra so

Alt + F4: (rng dung
hién tai




3 Nguyén tac Vang trong Quan ly Windows

|'-—
|

- Khong luu mgi thi trén Hiéu rd su khac biét gilia Thudng xuyén don dep Thing
Desktop. Xay dung cay thu | sao chép vs. di chuyén, tap & rac, kiém tra dung lugng 6
muyc ro rang theochu déva tin goc vs. shortcut dé tranh dia va chay cong cu chong
o dia (D;, E)). mat di liéu. phan manh (Defragment).

F;TS chirc Hop ly (I.ogic‘).

na iq), 3. T6i uu Pinh ky X

2. Phan biét Ban chat

L) Directory (Thirical 1) Original

| Program (&Qime 1tk 2)
| 7] Pneunavi Shortcut Shortcut

| 7] va 6 dia (D; E)

Nam vfrna File ExEIorer la buéc dau tién dé lam chu khﬁng aian soO cua ban.
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