BAI 3: THU'C HANH THAO TAC VOT TEP VA THU MUC

Nhiém vu 1. Thuc hién cac yéu cau sau trén may tinh:
a) Tao cay thu muc nhu Hinh 1.
b) D&i tén cac thu muc Lop 6A thanh 6A, Lop 6B thanh 6B, ...

c) Trong thu muc 6A, tao cac thu muc To 1, To 2, To 3, To 4. Sao chép cac
thu muc To 1, To 2, To 3, To 4 sang cac thu muc 6B, 6C, 7A, 7B.

d) Trong clra s6 cla phan mém File Explorer, m& dén thu muc To 1 cua thu
muc 7A. M& dai lénh Home, chon New Item, chon Microsoft Word
Document, gd tén tép dé tao tép Danhsach.docx; tucng tu’ chon Microsoft
PowerPoint Presentation, gd tén tép dé tao tép Gioithieu.pptx.

e) Di chuyén céc tép vira tao sang thu muc To 1 cla thu muc 6A.
Huwéng dan:

a) M3 clra s6 Ung dung File Explorer, chon & dia D:

Budc 1. Nhay chudt phai chon New, ti€p theo chon Folder.

Budc 2. bat tén thu muc (Hinh 1).
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Hinh 1. Cdy thu muc

b) Pai tén thu muc:
Budc 1. Nhdy chudt phai vao thu muc can doi tén.

Budc 2. Nhay chon Rename, xo0a tén cii va dat lai tén mdi.
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Hinh 2: Lénh thay d6i tén
c) Sao chép thu muc:
Budc 1. Nhay chudt phai vao thu muc can sao chép.
Budc 2. Nhay chon lénh Copy (hodc nhan t6 hop Ctrl + C).

Budc 3. Chon vi tri can luu thu muc da sao chép, nhdy chudt phai chon
Paste (hoac Ctrl + V).

d) Tao File méi:
Budc 1. Nhay chudt phai chon New (hodc ma dai Iénh Home).

Budc 2. Chon File can tao (Vi du: Danhsach.docx, Gioithieu.pptx, ..) (Hinh
3).
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Hinh 3: Tao file mdi
e) Di chuyén thu muc:

Budc 1. Nhay chudt phai vao thu muc can di chuyén.
Budc 2. Nhay chon 1énh Cut (hodc nhan t& hgp Ctrl + X).

Budc 3. Chon vj tri cdn di chuyén dén, nhay chudt phai chon Paste (hodc
Ctrl + V).

Nhiém vu 2. Tim hi€u muc luc sach gido khoa Tin hoc 7 va thuc hanh tao
cay thu muc dé sap xép, luu trif tai liéu hoc tdp mon Tin hoc clia em trén
may tinh. Gidi thiéu va giai thich vé&i ban li do em tao cay thu muc nhu vay.

Hudng dan:
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Hinh 4: MOt s6 |énh thao tac vai tép




Tao cay thu muc:

Budc 1. Nhay chudt phai chon New, ti€p theo chon Folder.
Budc 2. bat tén thu muc.

Luu y:

- Cac em nén phan cap muc luc theo chud dé/chuong.

- Ta tao thu muc va sdp x&p theo thr tu d€ dé dang quan li va tim tai liéu
nhanh chong.



