OpenOffice.org
Vai lénh hiru ich trong OO.o0 Writer

1. Cheén trang dirng va trang ngang trong cung nét tai li éu
1.1. Tao kiéu trang mdi

- Tu menu chinh, ajn Dinh dang/Format -> Ki éu va dinh dang/Styles and
Formatting dé€ bat thanh cong g Kiéu va binh dang lén.
- Trén thanh congwcnay, nlap chipt chon natCac kiéu trang/Page Styles
- Nhap chigt phai trén thanh congwcnay clon M ¢i/New, dé tao kieu trang ndi.
« Dinh dang kicu trang ndi theo y mwn cia kan.
1.2. Chén n@t ki éu trang ngang vao ngt ti li éu cé trang dirng
Céach lam:
. Tao kiéu trang trudc theo huéng din ¢ trén ,
. Dbat con to chwt ¢ cuoi trang dung (Portrait) ma i mwn chén njt trang
ngang ngay sau do ]
- Chon Chen/Insert -> Ngat tha cong/Manual Break
- Trong op thaai Chen ngat/Insert Break, Chon Ngat trang/Page Break ¢
muc Ki éu/Style, chon kiéu trang ngang maah da tao ra truge do.
« Chonbong y/OK.
Mot trang ngangé&duoc chén vao ngay phia sau trang ding. Mudn chén té lai trang
dung sau 1 (hay nbu) trang ngang do, ban thuc hién lai cac budc trén va trong ép
thoai Chen Ngat/Insert Break, chon lai kiéu trang dung.
2. Panh sb trang theo y mubn
- Nhip chit 1én doan van dau ti€én ma bn muwn thay doi thir ty danh so trang
(ghi chu: trong rt tai ligu co tiéu de chuong thi ban nhip chibt 1én tiéu de
chuong, tirc 1a doan (paragraph) dau tién trong tai Bu do.
« Chon Format -> Paragraph -> Text Flow

- Danh du tay chon Insert danh dau muc With Page Style.
« Khai b4o ¢ trang an mwn kit dau trong nuc Page Number

S6 trang ta khai b&o la hthudc tinh d@ia doan dau tién trong trang.

3. Lam sao t6i danh ddu chinh sira (gach @6) trong OpenOffice.org?
Pé bat chic niang chinh sia:
. Mo tai liéu cin chinh sra
. Td menu chinh afm Chinh sira/Edit > Cac thay déi/Changes > Ban
ghi/Record

Bit dau thec hién chinh sra. Ban 8 thdy ring nhirng doan méi ban thém vao &duoc
gach dudi c6 mau, trong khi nimg doan ban x6a \in nhin thy nhung bi gach ngang
va c6 mau khac.
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4. Lam sao toi bén trang diu tién thanh trang bia/trang diu dé va bit diu danh
so trang (trang 1) tir trang thi hai trong tai liéu cia minh?

Duéi day 1a cac budc can ban dé ngit mot tai liéu vian ban thanh cac pim (section)
(bat ké dung cho mc dich gi) cling nhu cach danh so6 trangé cuoi trang @ia trang th
hai:
« Mo mot tai liéu van ban moi.
. GO mpt vai mi dung trang bia @@ kan (hoic chi can don gian nhin phim
ENTER vai n).

. Bam phim F11 d¢ mé muc Kiéu va Pinh dang/Stylist, clon Cac kiéu
trang/"Page Styles"it cac béu tugng (di chugn con tb trén cac Wu tuong
dé thiy ghi chi @a béu tugng), nHip cht dip vao Trang dau tién/"First
Page" dé gan kéu Trang ddu tién/"First Page" cho trang dau tién trong vin
ban caa kan.

. Pit con to chut tai cudi trang dau tién. Clin Chén/insert->Ngit thu
congManual Break...

. Panh diu cton 6 anh Ngit trang/"Page Break". Sau d6 chon kiéu st dung
trong trang #p theo (chn mot kiéu tir menud dudi — vi du nhu kiéu Mdc
dinh/"Default"). Sau d6 danh diu vao mic c6 ténThay doi sé trang/"Change
page number". Trong 6 phia dudi s6 1 € xuat hién. Nhip chwt vao Pong
y/IOK.

Ghi cht: Bing cach chn mot kiéu khac cho trangdp theo, lan da ngat van

ban ra thanh hai p%ln (section). Cac Bl sau d6 co thé co cac thac tinh khac
nhau (dau trang, céi trang, danh s6 trang...). Kéu trang d3 duoc gan cho rdi

phan trong vin ban co tté nhin trﬁy duoc bang cach nfip chwt vao trang &n

xem. Nhin phia duéi ving dra $ van ban, & phia bén péi cua phin Trang

x/n/"Pagex/n” dé xem tén kéu trang @a trang/phAn hién hanh.

- Bay giv ban € ¢6 hai trang. Dt con to chubt tai trang thir hai, sau do chon
Chérvinsert->Cuoi trang/Footer-M ac dinh/Default tr menu tl xuong. Mot
vung cwi trang € xuat hién ¢ trang thir hai.

. D¢ chén $ trang, chn Chénlinsert->Cac truong/Fields->86 trang/Page
Numbers. § “1” s€ xuat hién ¢ trang thir hai aia van ban (boi vi truong
trang dém cac trangtt dau cia PHAN hién hanh).

5. Lam sao cho phn dau trang/header cH xuit hién & trang diu tién trong tai
ligu cia toi?
Thyc hién theo nling budc sau:
« M& mot tai liéu moi.
. G& vao not phan haic tat ca cac i dung lin muwn trén trang bia (thnhat)
(hoac chi can don gian nhat phim enter vaialn).
. Chon Pinh dang/Format-Ki éu va Pinh dang/Stylist
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Nhip chwt vao béu tuong kiéu trang (béu tuong thr tu tinh tir bén trai qua)

Nhap chupt dap vao kiéu trang c6 tén I&rang dau tién/"First Page”. Tén ku
trang do s& xuat hién ¢ trén thanh ting thai phia dudi van ban cia an. Vao
thoi diém nay lan cling c6 thé tu tao ra kéu cho trang dau tién @ia minh. Luc
nay kan co tie dong phan Kiéu va Pinh dang/Stylist reu mwn.

Chon Chén/Insert->Ngit thia congManual Break...

Panh dau chon nat bén enh muc Ngit trang/"Page Break". Sau d6 chon kieu
cho trang @p theo (cbn mot kiéu trong menu- vi du nhu Mac
dinh/"Standard").

Nhap chit vaobong y/OK.

Bay giv ban < c6 hai trang. Dat con ti chwbt cua ban ¢ trang dau tién, sau d6
chon Cher/insert-Pau trang/Header-Jrang dau tién/First Page it menu
tha xuong.

Mot viing Pau trang/header & xuat hién ¢ trang dau tién. Ding cac cdnguc
cta OpenOffice.org d¢ chen fat ky noi dung nao bn mwn vao viung dau trang
nay.

6. Lam thé nao dé logo xuat hién ¢ dau mdi trang trong tai li éu cia t6i?
Hay thrc hién theo nltrng budc sau:

Mo mot tai liéu van ban moi
Tur menu chinh obn Chér/insert > Pau trang/Header > M dc dinh/Standard
Nhip chwt vao bén trong ving dau trang

T menutha xubng clon Chéninsert > Hinh anh/Graphics > Tir tap
tin.../From File...

Di chuyén dén thu myc chia logo lan cn, va niap cht vaoOpen

Néu dbi tugng do hoa khdng xat hign trén ndi trang thi c6 th c6 hai ly do.
Kiéu trang lan dang str dung c0 ti¢ co thet lap dau trang khong dung. Beé kiém
tra cac thit lap nay:

Tu menu chinh oin Pinh dang/Format > Trang/Page

Nhap chudt vao tie Pau trang/'Header'

Kiém tra xem 6 &m canh muc Cung ndi dung trai/phai/"Same content
left/right" c¢6 dugc danh dau hay khong. Mu khong, ln € chi thay logo ¢
trang clin haic trang é, chr khong thy ¢ ca hai trang.

Néu d6i tugng dd hoa xut hién trén ndt hay nhéu trang, va sau d6 khong thay nira,
thi nguy@n nhan c6 &la mot kiéu trang khac dugc ap ding ki trang ma logo niing
Xuat hién. Nhin phia duéi tai liéu, ngay phia bén ghcua muc thdng tin ¢ SO trang.
Tén hén ra 1a tén Ku trang. Nu tén kéu khac, c6 nghia 1a tai liéu da duoc ngit ra
lam hai plan. Dé thay dbi diéu nay:

Dit con to chut cua ban tai trang c6 kéu sai
T menu th xuéng clon Pinh dang/Format > Ki éu va dinh dang/Stylist
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. Nhip cht vao béu tugng kiéu trang (thi tu tinh tir tréi sang)

. Nhip chibt dap vao tén kiéqu trang (tén lél{ trang dd c6 logo hién thi ding).
Bay gib néu muwn ban co tlé dong ara $ Kiéu va dinh dang/Stylist.

7. Ban lam thé nao tit thuéc tinh tw déng hoan thanh tr?

Mg mot tai liéu van ban. Tir menu th xubng chon Cong ai/Tools->Tw déng sira 16i/
AutoCorrect/AutoFormat. Gin thé Hoan thanh Tu/"Word Completion". it danh
diu trong 6 phia bén traiia muc Sir dung hoan thanh tx/"Complete Words". Nip
chwt vaobaong y/OK.

8. Lam thé nao toi tao ra mét danh sach danh s6 nam ngoai &? N6 phai trong
giong nhw sau:

1. Tiéu dé danh séach
1.1 Muc tht nhit
1.2 Muc tht hai
1.3 Muc tht ba

C6 hai cong g trong OpenOffice.org cho phéprbtao ra cac danh sach ¢6 dénh s6
thir tw. Mot la Pinh dang -> Kiéu va Pinh dang/Format > Stylist, truy nHip hing
cach cln Kiéu va dinh dang/Stylist tir menu tla xudng. N6 € ms mot cza $ riéng
biét va € mic dinh my muc Kiéu doan/"Paragraph Styles". & ban nhip chwt vao
biéu twong thr nim tinh tir bén trai quakiéu danh muc/'Numbering Styles", 4n
thiy mot danh sach cacédda danh mc da duoc dinh nghia truéc. Céng @ thi hai ma
ban cin dung la thanh congatanh sé. O goc &in cung bén pdi cua thanh conge
vin ban (text toolbar) (thanh congdién thi tén phéng, kich thuéc phéng...), co it
hinh mili tén nhé chi vé phia bén trai[ghi chi: t6i khong thy miii tén nay trén ban
OpenOffice.org vi 2.0. Bn ¢6 tie md thanh cng ¢ danh s6 tht ty ndy king cach
chon Xem -> Thanh Céng @ -> Cham diém va danh s6 — Manh] Nhip chwt vao
nd. Luc nay bn s thdy thanh cng ¢ danh sb thir tw. Ban & khong nhin thy mii
tén nay Bu ban khdngo trong ving vin ban da duoc gan ndt kiéu danh s6. N6 < tro
thanh kéu danh s thir tr ma lan mubn cho nét danh sach don gian nhu trén di duoc
dinh nghia trong s6 cac kéu danh nac da duoc dinh nghia trudc. Néu kiéu ban cin
khéng co, hn co tie tu tao ra cac Ku aia minh. Dé tao dugc danh mc nhu trén:

- G0 van ban cia an vao. Kéy doan nao lan dung khong quandng. Céac budc
dudi day dugc kiém ching khng cach dung ku doan Thén van ban/Text
body.

. Chon tit ca vin ban bing cach ré chit chon.

- Nhip chut dip vao kiéu danh mac Pdnh s6 5/Numbering 5. Cac corbgrong
danh sach (nhung khong c6 cac con s6 phu) s xuat hign.

. Nhip chit vao miii tén chi sang trai aa thanh céngicvan ban. N6 € dé 16
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thanh céng ¢ danh s ra.
. Dat con to chwt cia kan & muc danh sach céoi dung “Muyc thir nhat”.

. Nhip chit vao miii tén chi sang phi (mii tén don) trong thanh cong cu danh ’
s0. Tén @a no laXuong mgt bac/Move Level Down. Mic nay bay gi £ c6 ©
"1.1" phia trudc no.

« Lap lai budc trén cho cac ot phu khac.

Néu ban muwn lam kéu danh s danh séch cho riéng minhgrbnén clon mot trong
cac kéu hién cé gin gibng (trong nac Kiéu va dinh dang/Stylist), sau do nhip chubt
phai & mo menu ng canh. Clon Mdi.../"New..." dé tao mpt kiéu msi dya trén kéu
dd dugc chon. Ban < thay mot hop thaai véi nhiéu the cho phép n ciu hinh kéu
danh s6 méi cua minh. Tén thé, ban c6 tté thiét 1ap kiéu danh danh muc tiéu dé
(heading numbering) twong tur. Mdi muc tiéu dé cé thé duoc gan nét kiéu doan khac
nhau (vi @ Tiéu d¢ 1/Heading 1, Tiéu dé 2/Heading 2Tiéu dé 3/Heading 3) nhung
tat ca ching déu duoc gan cung @t KIEU PANH SO — so \iy danh saché&duoc
danh s6 dtng. Ghi chd: OpenOffice.org thuong € “gay khé khan” cho viéc danh sb
khi ban lam ndt trong nhirng hanh dong sau:

. Nhan phim ta vé (back space) khidn dang & mot kiéu tiép theo sau @t kiéu
danh so
. Chén cac Kiu khong dugce danh sé vao gira cac ktéu dugc danh sb

. Xuit thanh dinh cang HTML v&i c&c kEu danh s6 va khong danh s6 khong
lién ticp nhau

9. Lam sao tdi ntip hai bang nim ké nhau?

Hai bang phi ndm ngay sat nhau dé cho tly cln Gép bang/Join Tables fin 1én.
Tham chi ngay & khi giita hai ing ch c6 ndt kiéu vin ban nao d6 ma khong c6 noi
dung thi ty chn nay ciing khong hién 1&n. Khi hai Bng nim canh nhau gn nhu
cham nhau, dit con to chuwt caa ban tai mét trong hai Bng. Nhip chut phai ¢é mo
menu n@ canh. Clon Gép bang/Join Tables.

10. Lam thé nao téi tao dwoc mdt thut 1& déc/hanging indent trong tai liéu ciaa
minh?
Ban c6 hai tly chn co ban, tly thc vao lan mudn chb thut 18 tréng nhu thé nao.
. St dung kiéu da duoc dinh nghia trudc:
1.M¢ Binh dang/Format > Ki éu va dinh dang/Stylist (tr menu tl
Xuong)
2.Dé con to chut trong ving van ban ban mun dinh cang thit I& doc
(hodc dé con t & Mot kiéu van ban chua c¢6 chir nao va nhp chr sau)
3.Nhiap chupt dip vao tuy chon Thut Ié déc/Hanging indent trongim
Kiéu va dinh dang/Stylist. Ki€u mic dinh nay cd tht I¢ doc — nhung né
cling c6 mép trai cach khoi ¢ .19 inch (~ .48 cm)
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. Tu tao lay kiéu cia an:
1. Mé cira $ Ki éu va dinhdang/Stylist (nhu d3 trinh bay & trén)
2. Chon mot trong nhiing kiéu “tong quat” nhu Mdc dinh.

3. Nhip chut phai (trong dra $ Kiéu va dinh dang/Stylist) ¢ mé menu
ngit canh va clon M éi.../New..

4. Trong Fop thaai mé ra, nkp tén cho Ku cia an

5. Nhip chift vao tie Thut [ va d&n cachindents & Spacing. Dé c6 kéu
thut I& dbc vi du nhu .25 inch, ban € nhap “.25” vao trudng Trwde vin
ban/Indent From left. Sau d6 nhap “-.25” vao truong Dong dau
tién/Indent First line.

6. Nhap chwt vaoPong y/OK. Kiéu moi s& hién 1én trong danh sadfi éu
va dinh dang/Stylist.

11. Lam sao t6i thrc hién 1énh dém tir trong tai li éu cia minh?

M¢& mot tap tin, sau d6 chon T4p tin/File > Thugc tinh/Properties. Nfip chwt vao
thé Thong ké&/'Statistics. Kt qua déém tir (va cac thng ké khac) & hién ra trong bp
thoai.

12. Lam thé nao t6i chén dwgc mét “doan vin ban khong diu vao diu”/“dummy
text” trong tai liéu ciia minh?

Hay thrc hién nhirng budc sau:
. Dit con t noi ban muwn nhip vin ban
« GO vao hai kyu sau: dt
. Bam phim F3 trén ban phim.
13. Lam thé nao tdi tao dwgc cac nhan trong OpenOffice.org?

Chon Tap tin/File -> M éi/New > Nhan/Labels. Trong &p thai mo ra, @n cé tie
nhap cac clir dau cua (cac) nhan va om kiéu nhan minh mén (vi da nhu Avery...).
Nhip cht vao Tao tai liéu méi/New Document dé mo tai lieu moi dung cac thit
lap ma lan da chon.

14. Lam thé nao téi chén dwgc mét trang nam ngang/Landscape trong tai u
(co6 trang dirng) cia minh?

Trong tai l[éu dang mo trong OpenOffice.orgi@ kan:

- Mg Kiéu va dinh dang/Stylist @inh dang-Kiéu va dinh dang/Format-Stylist
hoac bam phim[F11])

. Trong ara $ Kiéu va dinh dang/Stylist, nHip chubt vao béu tugng Cac kiéu
trang/Page Styles (Bu tuong thr tu tinh tir trai qua)

. KiéuMic dinh/Standard thuong € dugc chon €in, giit phim chidt phai trén
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kiéu nay dé thly menu ng canh va clon M éi.../New...

. Trong Fp thai mé ra, dat mot tén md & nao day cho kEu moi, vi du Trang
ngang

. Nhap chut vao tk [Trang]/[Page] va thay doi chieu cia trang thanh Chi
ngang lAng céch nép chwpt vao nuc danh dau tuong tng. Ban ciing c6 thé
thic hién cac thay doi khac cho kéu trang, Bu cin (vi du nhu diéu chinh céc
khoang céachd).

. Nhip chpt vaoPong Y/[OK] . Kicu msi s& xuat hign thanh mit trong nliing
kieu trang ma bn co tke chon.

- bat con to chwt trong tai l8u cia kan tai vi tri ban muwn chén nit trang theo
chiéu ngang.

. Chon ChénNNgit thi cdnglnsert-Manual Break

- Trong Fop thai mo ra, clon Ngit trang/Page Break va trong danh séach
Kieu/Style, clon kicu trang ndéi cua kan, vi di Trang ngang;

. Nhip chwt vaobong y/[OK]

Pé két thiic viing trang theo ¢hi ngang trong taidu cua an:

. Dit con t6 chut trong tai [Bu cua ban tai vi tri ban muwn ket thic dinh dang
trang m ngang.

. Chon Chén-Ngat thu cénglnsert-Manual Break

- Trong op thaai mo ra, chon Ngit trang/Page Breakva trong danh sach
Kieu/Style, chon lai kiéu trang trudc do, vi du nhu Mdac dinh/Standard

. Nhip chwt vaobong y/[OK]

15. T6i c6 mdt trang tr éng trong tai liéu vin ban cia minh. Toan b ndi dung
hinh nhw vira khit trong trang truwéc dé. Lam sao t6i loai bé trang thira nay?

Chon Xem/View -> Céc ky tw khéng in/Nonprinting Charactersrtmenu th xudng

(d¢ danh dau tdy chon nay). lenh nay § cho phép bn thay ky tu kiém soat dic bict

(special control character) da day trang sang Bt to (sheet) khac. Dinh vi ky tu d6 va

x6a nd di (sau khi di sao luu vin ban oia ban). Hay dam bao tit nhirng tly clon nay
truéc khi in. (réu dé “bat” nhitng tly clon nay lan € dugc nhic ban ¢6 mén in N6
hay khéng). Trong 6t vai truong hyp hiém hoi, “voc” cac tinh chat cia knh

Chér/Insert > Ngat thia congManual Break i kiéu trang thay doi c6 thé tao ra cac
trang “ma”. D6 1a nhitng trang khéng codi dung a thé, khéng c6 cac kyut khéng
in, va khéng th dit con t6 chwt vao dé. Trong mot tinh hibng da dugc thr nghém,

nhirtng trang 'ma’ nay co &htuoc loai b bang cach sau:

. Tu menu tl xudng clon Xem/View -> Dan trang web/Online Layout
. Cuwn qua tai Bu cia lan. Céac trang 'magskhong xit hién.
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. Chon Xem/View -> Dan trang welyOnline Layout i mot lan nira (dé it tQy
chon nay). Cac trang 'maé &héng con quayal nita.

16. To6i lam thé nao dé hang dau dé cia mot bang lip lai & méi trang trong tai
liéu van ban cia minh?
Hang tiéu dé 1ap lai la ché d6 mic dinh khi o ra nét bang msi. Néu ban di co sin
mot bang, hdic reu ban dung cac @u (template) tai du van ban khac, tlrc hién
theo cac huéng din sau:

. Dat con to cia kan & mot noi nao do6 trong bang

. Giit phim ch@ét phai ¢&& md menu ng canh, sau d6 chon Bang/Table

. Trong Fp thai mé ra, nkip chdt vao tre Ludng vin ban/Text Flow

. Trong 6Luong vin ban/Text Flow, ntip chipt danh dau myc nim canh Lap
lai tiéu dé/Repeat Heading (d€ lam xuat hién danh dau)

. Nhip chwt vaobong y/OK

17. T6i lam thé nao thuc hién dwoc kiém tra chinh ta trong mét vian ban c6
nhiéu ngdn ngir?

Khi OO0 kiém tra chinh & caa nt tir (khong plai mot doan hay toan van ban), nd
chon tir dién phu lp v6i ngdn ngr xuat xi cua tr d6. Piéu ndy dugc dinh nghia
trongPinh dang/Format > Ky tw/Character> PhongFont. Thét 1ap ngén ng nay
thong thudng duge dit & ngdn ng mic dinh nhung c6 thé duogc thay doi thanh [t ky
ngbn ngr nao duoc hd tro.

Do 4y, dé thyc hién kiém tra chinh4 trong ndt van ban c6 nhéu ngén ng ban cin
phai chon tirng tr ndo khéng théc V& ngdn ng mic dinh va gan ngén rigthich kyp
cho no king knh Pinh dang/Format > Ky tw/Character> PhéngFont.

Tuy nhién, &u ban mun thiét 1ap toan b van ban thanh mt ngén ng méi, chon
toan § vin ban va thay doi thiét lap trongPinh dang/Format > Ky tw/Character >
PhongFont.

18. Lam thé nao tdi logi bé dwgc mdt s lrgng I6n nhirng chb xudng dong tir mt
van ban dwgc dan vao tai léu caa minh (vi da nhw tir mt thw dién tir chang
han)?
Thuc hién nhirng budc sau:
. Chon Chinh sira/Edit -> Tim & Thay th é/Find & Replace
- O gan goc dudi bén trai @a hp thaai mé ra, nhip chut vao 6 @m canh muc
Biéu thic quy tac/Regular Expressionsdn nhap chibt vao natThém tuy
chon/More Optionsy goc dudi bén trai ipp thaai neu khong thy tuy chon trén
xuat hig¢n— Manh]
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. Trong trudng Tim/Search For, go: ~$ . Bil thic quy fic nay néi ing hay tim
cac doan co6 k):/ héu danh dau doan la “$” tai dau caa doan — mot thuat ngir cua
dan Bp trinh dé chi mdt doan rong

. Nhip cht vao natTim/Find.

. Dé thay tl¢ dég xudng dong “cimg” (hard return) mot Ky tu khaang Céch,,g(")
mot khaoing tiang trong truong Thay thé bang/Replace with, sau do nhap
chuwt vao nutThay thé/Replace

. D¢ khong thay th diu xung dong éng kiing mt ky tw nao @ (loai bo ky tu),
nhap chwt vao nutThay thé/Replace (khong riip bat ky gi vao truong Thay
the bang/Replace with)

- Néu ban c6 nheéu dau xusng dong éng cn phii thay tre, ban ciing ¢6 thé
dung nutThay the tat ca/Replace All. Nu khon ngoan dm hay luu tai liéu cia
minh trudc khi thec hién Iénh nay, phong khi cé chég khong hay xy ra.

Ghi cha: Cac léiu thic quy tic khdng c6 tacehg trong truong Thay thé/Replace.

19. T6i lam thé nao bao vé (khéa) dwgc mdt phan vin ban dé ndi dung ciaa nod
khong the thay doi dwoc?

Thuc hién nhitng bude dudi diy dé bao vé mot phan van ban:
. G0 haic bing mdt cach nao khac chén doan vin ban cin bao vé vao
. Chon doan vin ban cin bao @
. T cAc menu thxubng, cton Chér/insert > Phin/Section
. Nhip chwt vao 6 anh muc Bao vé/Protected
. Dbat cho n6 ndt cai tén (hac gir tén néic dinh dugc gan cho nd)
. Nhip chut vao 6Chéninsert

. Ban ciing c6 thé mudn tao mit ma cho phn do. Bieu nay & ngan can bat ky
ngudi nao khdng kit mat ma lai bo thiet 1ap bao vé trén plan do.

Dé chén ndt mat ma vao mt phin duoc bao vé:

. Tu menu tl xudng clon Pinh dang/Format > Cac phan/Sections
Chon tén @a phin ban muwn (réu co tié chon duoc)
Nhip chidt vao 6 anh muc Véi mat khau/Password protected

Trong op thai mo ra, nkp vao nit ma va kiing dinh ki mat ma &n nira

Nhip chidt vaoPong y/OK (trong op thaai mat ma)
. Nhip cht vaoPong y/OK (trong top thaai dinh cang phin)
Thuc hién nhitng budce sau day dé thay d6i mot phan ma lan di bao vé trude do:

. Tu cac menu thxudng, clon Pinh dang/Format > Cac phan/Sections
. Nhiap mit ma @ia tan vao 1dp thai mé ra (né chi xuit hién réu c6 mit ma ko

Cau hvi thuong gip trongOpenOffice.org



vé); nhip chuwt vaoPong y/OK
. Chon tén @a phin mong mén (réu co tié chon dugc)
. Nhip chit vao natLoai bé/Remove
. Nhip chwt vaobong y/OK
. Thuc hign nhitng thay d6i ban mun

. Thuc hién tiép theo cac budc trong pln hudng din “bao vé mot phén vin ban”
o trén, @€ ap ding ki bao V¢ vin ban.

Luu y rang ot khi ban da dat mat ma, fan s duoc nhic nhap mat ma trude khi nkin
duoc bat ky mot hop thai nao cho phépadn truy nlip vao plan d6 cia van ban.

20. Toi c6 nHt doan vin ban ma tdi muén lam cho chir cai dau tién cia mdi tir
viet hoa va phan con lai caa tir viet thwong (viet hoa chir dau tién). Toi thwc hién
diéu nay mot cach tir dgng nhw the nao?

Thuc hién theo nlirng budc sau:
. Chon phin van ban mong maén (bing cach ré chit chon)
. Tu menu th xudng, clon Pinh dang/Format > Ky tw/Character
. Nhip chut vao tk c6 tén 1aHiéu &eng phdngFont Effects
. Trong 6Hiéu wng/More Effects, nfip chupt chon Tiéu dé/Title Case
. Nhip chwt chon Pong y/OK

Phuong phap nay ciing 4p dung duoc cho it ky ndi dung nao c6 thchon dugc bing
cach ré chét, vi du nhu mot hang hay it cot trong hking.

21. Lam thé nao tdi chén dwoc Muc luc (Table of Contents) vao tai Bu caa
minh?

Trude khi chén mc luc, Kiéu va dinh dang/Stylist phii duoc s dung dé chi dinh
cac tiéu de.
D¢ danh diu céc ticu dé:

. Chon doan 1a tiéu dé.

. Chon Pinh dang/Format > Kiéu va dinh dang/Stylist tr menu ti xuéng.
Nhip chwt dap vao tuy chon cip do tiéu dé trong p thaai.

Panh dau it ca cac tiéu dé trong tai lIeu cia ban theo céch trén.

Pé chén mc luc:
. Dit con to cua kan tai vi tri ban mudn chén mc luc
. Tur menu tl xudng clon Chénnsert > Chi muc va bing/Indexes > Chi
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muc va bang../Indexes...

. Trong Fop thai ma ra, hdy kém tra xem bn dang ¢ thé Chi muc/bang/Index,

sau d6 chon kiéu laMuc luc/Table of Contents

Ban c6thé mudn diéu chinh cac thét 1ap khac trong Bp thaai nay dé tao ra
kieu muc lyc (TOC) mong man. Vi da neu ban mwn mot bang cha gii (table
of captions), bn £ nhap chiwpt vao g“) anh muc Cac kieu bé sungAdditional
Styles va chin kieu chu gii ban mwn.

Nhip chwt vaobéng y/OK

22. Lam thé nao tdi cp nhat dwgc Muc luc (TOC) ciia minh? Téi da thém mot it
noi dung va nd khéng phin anh dwgc nhikng tiéu dé méi caa toi.

Nhap chit vao trong Mic luc (TOC) (sao chodm thiy dugc con to chut dang
nhap nhay tong do), sau d6 gitt phim chét phai & mo menu ng canh. Clon Cap
nhat Bang/Chi muc/Update Index.

23. Lam thé nao tdi chén dwoc mot bién bao ngay hén tai vao phan cubi trang
tai liéu ciaa toi?

Hay thxc hién theo nliing budc sau:

Chén plin cwi trang vao tai §u caa an (réu ban khong cé &n) bin cach
chon Cher/Insert > Cuoi tran/Footer > M ac dinh/Standard

Véi con t nam trong vang céi trang, clon Chén/insert > Cac
treong/Fields > Khac/Other

Trong hf)p thaai mo ra, kiém tra xem th Doclnformation d3 duoc chon hay
chua (nhap chwt dé chon nod)

Néu ban mun ngay duoc cip nhit mdi khi tai liéu duoc thay dai, chon i
sira/Modified trong danh sachoai/Type. Cac tly cbn khac laln lan
cuoi/Last printedpa tao/Created...

Trong danh sacBhen/Select, nip chut vaoNgay/Date

Trong danh sachinh dang/Format, nfip chibt vao dinh dang ban mong
muon

Pam bao ring 6 rim canh muc N@i dung khong doi/Fixed contenkhdng
duoc danh dau

Nhip chwt vaoChér/insert

Nhip chupt vaoPéng/Close

Bay giv ban < thay ngay hén hanh. Nu ban thay tén aia truong ngay, chn
Xem/View -> Cac trudng/Fields (d€ tat danh dau canh tay clon pay). Neu ban
khong thy gi @, co tre la vi an chua luu tai liéu caia minh én dau tién nao.
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24. Téi dang thir dung cac tinh ctat kiém tra phién ban (version control) trong
tai liéu van ban cia minh, tuy nhién mjt so tuy chon trén menu tdi thay trwdéc
day khong xuat hién. Chuyén gi da xay ra?

Mot sb chirc niang quan ly phién lan tré nén khéng & dung duoc khi ban tao mot chi
muc (inde;x) (vi ah nhu bang muc luc) trong tai [éu caa kan. Cac tuy chn menu &
khong xuit hién bao gm:

. Chinh sira/Edit -> Céc thay ddi/Changes> Gop vin ban/Merge Document

« Chinh sita/Edit -> So sanh tai [Eu/Compare Document. Ngoai ra ri
sanhCompare trong &p thaai Phién ban/Versions (truy nip bing knh Tap
tin/File > Phién ban/\Versions) té& nén xam mau (khong dung duoc) khi tai
liéu chra nHt chi muc.

25. Néu t6i nhap chudt vao gira mét 6 trong bang haic mét doan réng,
OpenOffice.org chen cac th (tab) ngay trwdc Vi tri hién tai con tré. Lam sao toi
loai bé dworc dieu nay?

Piéu nay la do tht 1ap mic dinh cia giao dén OpenOffice.org duoc i la Con tré
chi hwong/Direct Cursor. DBé thay doi “tap tinh” nay:

. T menu th xudng, clon Cong aw/Tools > Ty chen/Options

« Trong FHp thai mé ra clon Text Document Cursor
[Trén phién bBn tiéng Viét caa OO0, an chon OpenOffice.org Writer -> H
tr o dinh dang — Con tré chi hwéng. Khong bét phan nay vét sai hay Bn
tiéng Anh khac? - Mnh]

. Thay doi gia tri Chén/Insert thanh_e tréi ciia doan/Left Paragraph Margin
(n6 duoc thiet lap la Tab).

. Nhip chwt vaobong y/OK.

26. Nhirng lénh tw dong hdéa nay tHit bwc minh!!

OpenOffice duoc ciu hinh nic dinh thrc thi, khi g6 ndt van ban, cac nh§m wu dinh
dang tr dong. Nhing knh tr dong héa nay co ththat tuyét voi ma cling c6 the that
nham chér- dic biét khi chiing xdt hién & nhitng ctd ban khong mong doi.

Ban c6 hai gii phap; it chiing di hoac hoc chung va “thuin hoa” chiing.

. Bat/tit TAT CA bon chuing: trong mc Pinh dang/FormatTw dong dinh
dang/AutoFormatTrong khi g6/While Typing.

. Bat/tat mot sd trong on chang: trong mc Céng a/Tools Tw déng sira 161/ T v
dong sra/AutoCorrect/Autoformat.

Pé SU DUNG chung kan phai biét chung va truéc tién nfan ra ching, ththi...
Lam tké nao nln ra chang?
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Khi t6i gb T6i nhdn dwoc la do module

DNA And bang thay t8  (3) Tat ca
(1)
XImport Ximport (3) Tatca
coordination Coordination Viét hoa cac  (3) Tatca
chir cai dau
cua noi

cau/Capitalize
first letter of
every sentenct

It was excl. on this |Chi viét thirong khong bthay tle  bang cac ngei (2) Chicé
day béi mét chir viét hoa nac ducé 18 Writer
ddu chim va t6i da danh ddu thy

chon Mét hoa cl¥ cdi dau i

cau/Capitalize first letter of every

sentence tron me T dong

siralAutoFormat.
*Hello* _world_ Hello world Tu dong (3) Tat ca
*dam* va
_gach dudi_
/Automatic
bold and
underline
www.openoffice.org | http:/www.openoffice.org/ nhan URL/ (3) Tatca
john@sun.com john@sun.com URL
recognition
1st, 2nd, 4th 1st ond 4th Thay 1st..  (3) Tatci
bang 1/st...
1/2 1/4 3/4 Yo Y4 Y4 Thay 1/2...  (3) Tatca
bang V...
Tén kia-- vang, Tén kia— vang, chinh fn! Thay cac gch (3) Tat ca
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chinh Hin! Tén kia—vang, chinh fin! ndi/ Replace

Tén kia-vang, chinh dashes

han!

<2 _khaing tring>  |Khodng tring thr hai khéng xdt  Bo qua hai  (3) Tat ca
hiéen thanh

tring/Ignore
double space

1 chai &ra
<xuong dong>

1. chai &a
2.

Ap dung danh (3) Chico
sb-ky Writer
kigu/Apply
numbering

---<Xuong dong>

cdac dwong mim ngang dwoc tgo ra

Ap dung vién/ (3) Chicé

===<Xuéng dong> Apply border Writer

____<Xwng dong>

S e mot bang Tao bang/ (3) Chico
Create table Writer

Tiéu dé cua toi

Tiéu dé ciia t0i

Ap dung kiéu/ (3) Chico

<Xuong dong> Use styles Writer
<Xuong dong>
- one . one Thay cam  (3) Chico
- diem bang/ Writer
Replace bullet
« hogc mpt kiéu ngaic kép khac  Thay “dau (4) Chico
nhay kép” Writer
bang diu nhay
rieng/ Custom
quotes
Int Int|roduction| Hoan thah (5)
(tzr dwoc hoan thanh) tu/Word
completion
1.1 01/01/03 Nhan dién (6) Chico
trong n¥t bang (mét ngay) so/Number Writer
recognition
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(1) MenuCéng aw/Tools Ty ddng sira 16i/T w dong sira/AutoCorrect/AutoFormat,
thé [Thay thé]/Replace

(2) MenuCéng aw/Tools Ty ddng Sira 16i/T w dong sira/AutoCorrect/AutoFormat,
thé [C4c Ngaai |€]/Exceptions

(3) MenuCong aw/Tools- Tw dong sira 16i/ T w ddng sira/AutoCorrect/AutoFormat
thé [Tuy chon]/Options

(4) MenuCong aw/Tools- Tw dong sira 16i/T w ddng sira/AutoCorrect/AutoFormat,
thé [D4u nhay riéng)/ Custom quotes

(5) Menu Cong ay/Tools Ty ddng sira 16i/T w dong sra/AutoCorrect/AutoFormat
thé [Hoan thanh tir]/Word Completion

(6) MenuCong aw/Tools Tuy chon/OptionsOpenOffice.org Writer/ Text
documentBang/TablePau vao trong Bang/Input in tableNhan dang s5/Number
recognition

27. Lam sao (5 dang quay hi dinh dang ky tw mac dinh trong ltic dang gé Kkhi
ma toi chi muon dinh dang mét tur?

Vi du, ban gd¢ che do méc dinh, sau d6 gach dudi mét Iic va n muwn quay i
Ki¢u binh thuong.

Trong vi di nay kan bim 6 hop phim [Ctri]+U sau cit “d6” dé dinh cang chr caa
ban gach dudi. , ,

bé quay i thudc tinh binh thuong kam [Right] ngay sau dh“mudn” nhu sau:

Ban g6 ché do méc dinh, sau do [Ctrl]+U  gach dui mét Iic va ln mun [Right]
guay hi kiéu binh thuong.

[Khong bét [Right] 1a gi nia, thr khong dwoc, 0 ai bét khdng-— t6i dé nguyén vain
tieng Anho dudi , ban nao kem tra hay cknh sra gium xem co igh sai khong :-),
cam on !]

Example: you write default, then underlined for a while and yaut Weecome back
to the normal styles.

In this example, you have pressed [Ctrl]+U after "then" to &ryour text italic.
To return to the normal attribute press [Right] immediatly dfterfirst "to" as
following:

You write default, thefCtrl]+U underlined for a while and you want[®ight]
come back to the normal styles.

28. Lam thé nao dinh dang mét phan viin ban (khdng phai ca trang) thanh cot?
Ban phai st dung pHin (section):

. Chon doan van ban ban muwn dinh cang

. MenuChén/InsertPhan/Section[C§t]/[Columns]
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29. Lam thé ndo cHnh sira ngi dung trong mét siéu lién k&t (hyperlink)? (vi néu
t6i nhap chudt vao ndi dung thi tai liéu dich dwoc nap)

Phuong phép nhanh: [Alt]+nh dp chudt

Trang thai & dinh (permanent): tréthanh trang thai, nhip chwt vao trusng HYP
de doi né thanh SEL (SELectionchon)

30. Cac URL (Uniform Reference Locators) dwoc gach dwéi va cO mau khac i
mau van ban cia toi. Toi lam the nao dé dio ngwoc thiet [ap nay?

Pé dao nguoc thiét 1ap nay:

. Chon Cong an/ToolsTw ddng sira 16i/T w déng sra/AutoCorrect/AutoFormat
[Tuy chon]/[Options]

. Cuon xubng danh sach dé thay tay chpn c6 tén [aNhan URL/URL
recognition.

. Nhip chwt vao 6 bén trai tiy et nay dé tat “tip tinh” nay di.

. Nhip chwt vaoPong Y/OK ¢ dudi cung top thai dé 4p ding thay doi.
Tuy chplj Nhin dién URL cling nhan dién bat ky thir gi Vi ky hiéu '@' thanh dia ch
email. Tat tuy clpn nay ¢ khién cho cac dia ch email ciing khong dugc nhan dién.

Pé xac dinh mbt cach co6 cbin loc nhing dia cH nao duoc xu ly nhu la cac lién‘két,
hay gir tuy chon Nhan URL/URL Recognition Bt, nhung tat viéc ntan dién bang
mot trong hai cach sau:

. Ré cht dé chon toan b dia ch
« Giir phim chit phai
« ChonBbinh dang mac dinh/Default.

Mot dia ch da dugc chuyén doi thanh ndt lién két c6 the dugc doi lai thanh van ban
binhthuong khng cach bm Ctrl-Z truéc khi con td van ban dugc di chuyen.

Xem thém ¢ tu dong hda i day.

31. OpenOffice.org thay ddi cac 9 thap phan aia toi thanh cac phan é. Téi lam
the nao dao ngwoc thiet 1ap nay?

- Chon Cong ay/Tools Ty dong sira 16i/ T w dong sra/AutoCorrect/AutoFormat
[Thay thé]/[Replace].
. O gan trén cung éa danh séch, tim tdy ¢h thay ti¢ cho '.5'
. Chon md & thay ti¢ nay va nip chidt vao nitXxoa/Deleted phia bén phi
hop thaai.
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. Nhip cht vaoPong y/OK & cudi hop thai dé ap ding thay doi.
Xem thém ¢ tu dong hoa 4i day.

32. Khi gd chir thwong, OpenOffice.org ddi chir cai dau tién thanh viét hoa. Toi
lam the nao ddao ngweoe dwgrc thiet [ap nay?

Thiét lap nay duoc thiét ké dé chinh gra cac cau duoc gd sai khi kyt dau tién khong
viét hoa.

Pé dao nguoc thiét 1ap nay:

. Chon Cong ay/ToolsTw ddng sira 16i/T w dong sra
/AutoCorrect/AutoFormafTuy chen]/[Options].

. Gan trén clng ga danh sachit danh diu 6 ram canh muc Viét hoa céac cli
cai dau moi cau/Capitalize the first letter of every senten

. Nhip chwt vaoPong y/OK & cubi hop thaai dé ap ding thay dbi.
Xem thém ¢ tu dong hda 4i day.

33. Khi dung cac diu hoa thi [ * ], OpenOffice.org loai bé dau hoa thi [ * ] va

thay bang chir dam. Lam sao lai bé dieu nay?
[V dAu trang[G6 diu hoa th[ * ] trudc va sau it hoic nhiéu tir s8 doi (cac) B thanh
in dm ma khéng pi ding chiét. Twong tu nhu vay dung du gach dudi[ ] trude
va sau (cac)it st lam (cac) ir thanh gch dudi.

Dé loai bo thiét 1ap nay:

. Chon Co6ng a/ToolsTw dong sra [6i/AutoCorrect/AutoForma[Tuay
chon]/[Options]

. Gan trén cung danh sach najt thon trong 6 Tw ddng *dam* va _gach
dwéi_/Automatic *bold* and _underline .

. Nhip cht vaoPong y/OK & dudi hop thaai dé &p ding thay doi.

34. Lam thé nao dé toi chén dwoc $ trang ¢ dang Trang 1 trén N?

. Nhip chit vao ving dau trang héc cubi trang dia tai léu
« GO chr “Trang”

- Chon Chén/lnsertCzic grlr(‘rng/FieIdsSé trang/Page Numbersrtmenu ti
xuong dé chen toong $ trang

. GO chr “trén”

. SejectChén/InsertCécvtru’(‘r,ng/FieIdsDé'm trang/Page Countit menu ti
Xuong dé chen truong Hng $ trang.
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S5 trang § xuéat hién ¢ phin dau hay céi mdi trang.

35. Lam thé nao toi chén dwoc mot ky tw dic bigt?

Phuong phap don gian nhit dé chén cac kyut dac biét 1a chon ching i hop thaai ky
tu dac biét:

. Tu cac menu thxudng, clon Chérn/insertKy tw dic biét/Special Characters

. Trong Fop thai ma ra, it ca nhitng ky tr dung dugc trong B phdng cli hién
hanh & dugc hién thi

- Chon mot ky tu bang cach nfip chipt vao né. Nu ban khong thy ky te minh
can, no co th khdng co trong phong athién tai. Hay thr thay doi cac phdng
chir neu khéng tim thy.

. Sau khi clon mdt hay nhéu ky tr, nhip chit vaoPong y/OK dé chén (cac)
Ky tu do vao tai vi tri hién tai cia con td van ban.

Trén nt O hé dieu hanh (platform), OpenOffice.org khdng cétreo ky tu du ¢ bat
ky bo phong clr nao, K ca gach em (em dash) va ky hgaic kép cong (curly
double goute).

Céc ky tr duoc st dung trong cac cong thtoan hvc co tié duge chén vao #ing cach
dung phuong phap sau:

. Tur menu th xudng cton Chér/InsertPdi twong/ObjectCong thirc/Formula.

. Trong ara  Lénh, giit phim chigt phai dé truy ntip vao menu ng canh. Céc
toan tr cong thirc co tke duoc tim thay trong menu nay.

. Cua 9 Lénh khdng c6 nltdnh dong no lai — vi thé ban chi can nhip chubt ra
ngoai Hp cong thicc (bat ky noi nao trong van ban) dé dong né.

Céc cong thc 1a nhing d6i twong d6 hoa va cac kyit duoc chén vao ing cong tikc
nay c6 ti khong doi dugc mdt cachon thoa sang caéng ding khac. OpenOffice.org
ciing hd trg nhap mot sb ky tu (Cac ky tr trong am (accent), lép am (ligature), cac
ky hiéu tién ...) bing cac trinhit (phim) 6 hop.

36. Lam thé nao tdi chén dwoc biéu twong nhan hi¢u thwong mai (trademark)?

Biéu tuong nay ch c6 trong ot s0 bo phong clir. Trén céac Bdiéu hanh Solaris, bu
tuong nay co trong @n 'Symbols’, b phong 'Serif' and Sagerif. Bé chén:

. Dit con to tai vi tri ban muwbn biéu twong Xt hién
. Tu menu tl xudng, clon Chér/insertKy tw dic biét/Special Character
« Trong op thai mo ra, clon Symbol dir danh saclPhéong'Font

. Biéu tugng nhan Hu thuong mai cé trong o phong serif (kyw 212) hac san-
serif (ky tr 228). NHp chut vao béu tugng mubn chon.
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. Nhip chwt vaoPong y/OK.

37. Lam thé nao t6i loai bé dwge phong thw (envelope) ra khéi mét tai li éu?

Loai bé, Mot phong thu ra khoi mot tai liéu co tit khong & dang. Cac cong & dang
dugc tien hanh [lhm lam cho énh nay @ dang hon trong tuong lai. Hién ftai, sau day
l& nhirng budc dé loai bo thu cong phong thu:

. Dit con to chubt tai noi bit dau trang phong thu.

. Néu hp thaai Kiéu va dinh cang/Stylist khéng ré ra, im phim F11 hac
dung tdy cbn menubinh dang/Format > Kiéu va dinh dang/Stylist ¢¢ mo
no ra.

. Chuyén qua tuy chn Kiéu trang/Page Styles. NO 1&bituong thi tu tinh tir
bén trai qua.

. Nhip chit dip vao Mac dinh/Default

. Loai bo cac ¥u t6 con hi.

38. Lam thé nao t6i co tte thay doi dwoc cac thiét [a4p mic dinh cho mbt tai li éu
van ban maéi?

Ban cin tao ra mdt mau (template) c6 céc #tilap ban cin va sau d6 bién mau do
thanh nic dinh. Cach bn lam di€u d6 nhu sau:

Phan 1: Tao mau

. Bit dau bing ndt tai lieu rdng.

. Thay dbi bat ky thiét 1ap nao an mubn thay dbi. Bé thay doi |8, hiy thay doi
kiéu trang Mic dinh.

. Luu tai liéu lai thanh ndt mau: T 4p tin/File > M au/Templates SLuu/Save, va
dat tén cho ru.

Phin 2: Bén miu m5i cia kan thanh nic dinh

. Tap tin/File > M iu/Templates 3T 6 chirc/Organize

. Trong danh sach bén trai, tirhimoia an. Tinh héng c6 kh ning cao nhit &
ban € phai nhap cht dap vao thu myc co tén 1aM ic dinh/Default, va riu
cia an S & trong thu myc d6. Nhip chit vao niu.

. Nhip chit vaoL énh/Commands. T menu né ra clon Pat [am miu mic
dinh/Set as Default Template.

39. Lam thé nao xba ndt bang?

Pé lam diéu nay, lan cin phai chon toan b bang, sau d6 nhip chibt phai trong viing
duogc chpn va clon Dong/Row > Xda/Delete.

Cau hvi thuong gip trongOpenOffice.org



40. T6i mubn chén cac ky tr dic biét bang phim tat. Téi phai lam cach nao?

Tu Qpenpfﬁce.org phiénam 1.1 to di ban c6 th s dung trinh ghi vi 1énh (macro)
cO sn. Bé ganét ky tu cho ndt phim, lam theo cac budc sau:

Chon Céng aw/Tools > Vi 1énh/Macro > Thau vi 1énh/Record dé bit dau tién
trinh ghi.

Bay gid nhip chut vao Chénlinsert > Ky tw dic biét/Special Characterav
chon ky tr ban mun, sau d6 chén né va dong hop thaai ky tu dic biét lai.

Nhip chwt vaoDirng viéc thauw/'Stop recording tréndp thai thAu macro nho
nho.

Mot hop thaai xuat hién yéu @u ban lwu vi 1énh ki v&i mot cai tén. Hay ldm
tra dé luu d6 dudi muc Mic dinh/Standard, ahkhéng pli trong “cay” (tree)
cua tai léu dang md. Bang cach nay 4n coé thé sir dung vi 1énh d6 bat ky lic
nao ndt cira $ 000 Writer dugc mp.

Khi ban da thu vi 1énh, an cin phai gan né cho @t phim nao do.

Chon Tools -> Macro -> Macros ..., vaahAssign.

[Trén OO0 Writer bBn tieng Mét, ban cton Cong @ -> V7 lénh -> 16 chike VT
lénh = OpenOffice.org Basic, tim vi' 1énh aia kan réi nhap chwt vao Gan -
Manh]|

Tiép theo cln -> Ban Phim'Keyboard > Ham/Functions va tim vi 1énh aia
ban king cay Phan ld (Category tree). Vilénh aia ban € xuat hién trong a@ra
s6 Ham/Function khi lan tim try module dung.

Chon modt phim trong danh sadbhim tat/Shortcut Keys, va riip cht vao
Thay d6i/Modify. Phim an di chon s xuat hién trong dra sd Khéa/Keys.

41. Lam thé nao téi xoay ndt doi twong dd hoa mdt goc cho trudc?

Cho dén phién kin 1.x [oan 2.0 hén nay ciing vay — Manh], Writer khéng cé chc
nang xoay doi tugng do hoa. Bé xoay doi tugng do hoa kan phai dungDraw:

Trong #p tin Writer dia minh, chn dbi tugng d6 hoa lan mun xoay va sao
chép no.

M¢ cira $ Draw va dan dbi tuong dd hoa vao ép tin Draw.

Nhip chwt phai vao ddi tuong do, chon Vi tri va Kich thwéc/Position and
Size.

Chon Quay/Rotation va xoay doi tuong nhu ban mun.

Chon lai ddi tuong sau khi da xoay nd va sao chép no lai.

Quay tK lai Writer va dan doi tuong dd hoa da xoay trd lai tap tin aia an.

42. Lam thé nao thay doi sb trang tai trang dau tién trong tai liéu caa tdi thanh
mét con 9 khac "1"?

Nhip chidt vao doan dau tién trong trang dau tién d@a kan.
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. Sau d6 chon Pinh dang/Format > Poan/Paragraph *}.udng vin ban/Text
Flow.

. Dué6i muc DAu ngit/Breaks, danh didu vao nuc Chén/Enable.

. Kiém trang dé dam bao trong 6Ki éu/Type laTrang/Page va trong ¥'i
tri /Position laTrwéc/Before.

. Panh ddu vao muc Véi Ki éu trang/With Page Style va eim M iic dinh/Default
lam kieu trang hay &t ky kiéu nao phti bip voi ban.

. Bay giy hay clon & trang fan cin. Luu y rang $ "0" trong danh sachds
trang/Page Numbereirxuong khéng &m chmét s trang nao ma dhion gian
¢ nghia 1a s6 trang hén hanh & khong thay doi.

43. Khoang cach gira cac ky r trong mt tir hinh nhu xa qua. C6 1€ s¢ dep hon
neu giam khoang cach xwng. Toi lam the nao dé dat dwoc dieu nay?

Diéu ban cin lam & lat chirc ndng Kerning (dinh ctd). Kerning 1a nét phan cia qua
trinh gip chir (typesetting), trong do6 khoang cach dia cac clx cai duge dieu chinh
theo “dién mMao” cua chr d6 va cac chir lan dén yc')‘i no. Vi du: néu theo sau dhV la
chir A thi hinh dng aia cac clr cai nay 8 khien cho khang cach gra ching qua
rong, va trong cindep ti nao. Cit A can phai dugc di chuyn gan lai chit V.

Chit khong duoc dinh cl:

LV AT

Nhu ban thay, khoang céch dia cac clt cai qua éng
Chit dugc dinh cho:
LVAT

Viy lam sao dé bat chic ning Kerning?

Néu ban cin dinh ¢t chi cho ndt phin duoc chon cia van ban, hdy lam theo céc
budc sau:

. Chon doan van ban cin bat chic nang kerning.
- Chonbinh dang/Format-> Ky tu/Character -> Vj tri/Position-> Khoang
cach/'Spacing¢ day ban danh dau muc déi chinh kerning/pair kerning.

Néu ban cin toan o vian ban dugc dinh ctb, hiy lam nhu sau:

. Bam phim F11 ¢é¢ mo Ki éu va Pinh dang/Stylist.

. Nhip chit vao béu tuong cac kéu doan dé mo danh séch cac i doan.

. Nhip chit phai vao trng kicu doan dang str dung chon Thay déi/Modify.

. Bay gy ban chon Vi tri/Position-> Khoang céch, 4i ddy ban danh diu vao 6
doi chinh kerning/pair kerning.

Luu ¥ rang viée dinh cl® dugc kiém soat i thong tin trong @ liéu phdng cir (dic
biét la cac cadont metric€?7?). Nitng phong ctr khdng @n cac héu chinh chinh
xac nhu vay, Vi du nhu cac phong chir co chéu rong @ dinh, thi € khdng b anh
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huéng aia knh kerning.

44. CO thr gi d6 twong tw nhw chirc ning Format Painter dung dé sao chép céac
dinh dang cia mét phan vin ban sang cac pln vin ban khac

Trong OO0 Writer c6 hai khning. Véi cach thir nhit, ban thec hién theo nlng
budc sau:

. thuc hién nhirng thay ddi ban mubn, sau do, v6i con t van ¢ trong doan do,
m& Ki éu va dinh dang/Stylist va sau d6 ban c6 tté

. 1. Haic 14 clon mpt phén vin ban, gi phim trai chét va ré vin ban trén
tén kiu sau d6 tha phim cheét ra, hdic

. 2. NHhip chit tréi & goc &in clng bén pii cua phin dau ora $ Kiéu va
Pinh dang/Stylist. Biéu tugng nay duoc goi 1a Kiéu méi tir lwa
chon/Update Style.

. Bay gi, néu nhing thay d6i ma an di thuc hién khong duoc chuyn Ién
nhirng pHin quan tong khac trong van ban cia kan, hay nkip chwt vao béu
tugng Ché do dinh dang dién vadFill Format trén ¢a $ Kiéu va dinh
dang/Stylist, 1a béu tugng thr ba tinh & bén pli qua. NGt nay cé tinh éh
bat/tat — do iy nhip chubt mot 1an s bat tinh chit nay 1én, nip chit lan nira
s2 tat tinh chit do.

. Mot khi n6 duoc bat Ién, clon kiéu trong danh sach mai mun thee hién
cac thay doi, sau d6 nhiap chibt vao ving vin ban ma an mubn thay doi.

Mot giai phap khac ma tkc ra la thém dt nat Enh cé tac dng nhu 1€nh format
painter: Py 1a mot add-on khdng chinh ke, nhung rat tuyét voi do Dy &n
Francophone ¢t. N6 thém hai t&u twong @ vé (paintbrush) vao thanh céng,ac6
chic ning sao chép va dan cac kiéu. Tai vé tr dia ch:
http://www.openoffice.org/issues/show_bug.cgi?id=23756

45. Lam thé nao toi c6 tié dit vai tai liéu mot bién (hay trwong) thoi gian/ngay
dwoc cip nhat mét cach ur dong?
Ban cin phai chén ndt trudng thyi gian/ngay chdinh thyi diém ma tai lBu do bi
thay d6i l1an cubi. Lam theo niing budc sau:
. Trong menu th xudng aia Writer, clon Chérvinsert-> Cac trueong/Fields->
Khéc/Other.
« Chon thé Doclnformation.
. Trong pln Loai/Type, ntip chut vaoPi sira/Modified; trong plan
Chen/Select, nip cht vaoNgay/Date.
. Nhip chit vao natChén/Insert dé dat trudng nay vao tai du cia an.

46. Lam thé nao dé in mdt phong bi trong OpenOffice.org?
Ban cn in mjt phong thu. Hay theo nhitng budc sau:

1. Mo OO0 Writer
2. Chon Chenvinsert > Phong bVEnvelope
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3. Trén tke Phong biEnvelope, nlip thdng tin ¢ dia cH ban muwn.

4. Trén tk Pinh dang/Format, thét [ap Kich thwéc/Size > Pinh dang/Format
thanh DL. Diéu chinh trinh bay cho phuioip.

5. Trén the May in/Printer, clon trinh baynio cho dung véi cach mp giy.

6. Ciing trén thé do, tiép theo lan nhip chubt vaoThiét 1ap/Setup. énh nay né
hop thaai mai.

7. Trén Fop thaai Cai diat may in/Setup, chn may in va nfip chwt vaoThudc
tinh/Properties.

8. Trong op thai Thugc tinh/Properties, cbn kich thuéc phong bi.

9. Trong cling Ap thaai do, chon hudng. Piéu nay tly thdc vao phong biia
ban duoc map nhu thé nao (xem buéc 5). Trong Bt ky truong hop nao, chiu
ngang/landscape c6 nghia 1a chit duoc quay 90 d6 vi thé né song songai
phong bi vénguoc lai cho chéu dang/portrait.

10. Néu ban cé khay ap gidy thi céng, hdy cbn muc nay trongT hi ét
bi/Device.

11. Nhip chwt Pong y/OK

12. Nhip chwt Pong y/OK

13. Chon Tao tai liéu méi/New Doc u ban chi mudn phong bi hac chén
vao dé thém n6 vao van ban cia kan. Toi da kiem tra \6i Tao tai liéu méi/New
Doc.

14, Trong dra $ mGi, kiém tra xem 4t ca c6on thoa chua va nhap chubt
vao beu tuong in.

Bay giv c6 te ban d3 dugc mot phong bi.

Diéu nay co ¢ phiac tap nhung d6 1a van dé lich sr. Néu ban mun thiét 1ap in trong
OOo dugc thict lap trén @ may in, xem
http://www.openoffice.org/issues/show bug.cgi?id=47121

Bo qua cac bude 6 dén 12 § khien cho fan gip nhing tuc tric khong bét ching nao
mai hét!

47. T6i lam thé nao cho $ trang luan phién nhau? (vi di nhwr Ia s6 trang chin &
goc trén bén phii, so trang 1é ¢ goc trén bén trai).

1. Md cira $ Ki éu va dinh dang/Stylist (F11).

2. Chon C4c kiéu trang/Page Styles.

3. Chon Trang phai/Right Page éo ra réu khéng c6 no).

4. Nhap chuwt dip vao Trang phai/Right Page dé thiét lap trang hén hanh thanh
Trang phai/Right Page.

5.Chén $ trang vao goc trén bén gh

6. Thiét lap sauTrang phai/Right Page l&rang trai /Left Page (bn phii tao ra
Trang trai /Left Page 8u n6 khéng cod).

7.L4ap lai cac bude trén dé c6 bt Trang trai /Left Page Hin thi sb trangd goc
trén bén trai.
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48. Trong OpenOffice.org clé dd nao twong dwong véi ché dd outline mode dia
MSO?

Mo B§ Di Chuyén/NaVigatpr dé co the Sir dung dugc hau hét cac clicc nang nay. B
di chuyén/l\]avigator c6 th duoc tim thy trong menu th xuong Chinh sira/Edit ->
Bo Di chuyen/Navigator.

Bang dudi day liét ké cac thuat ngit cia MS Office XP va cac yéu té tuong duong
trong OpenOffice.org.

Microsoft Office OpenOffice.ag

XP
AutoShapes Gallery Objects
Change Case Case/Characters
Comments Notes

Compare and MercCompare
Documents

Document Map  Navigator
Formula Auditing Detective

Lines and Page  Text Flow

Breaks
Mail Merge Form Letter
Markup Changes - Show

Phonetic Guide  Ruby
PivotTable DataPilot
Refresh Data Reload

Replace text as yolAutoCorrect

type

Show/Hide Nonprinting
Characters, Hidden
Paragraphs

Spelling and Spellcheck

Grammar
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Track changes Changes - Record

Validation Validity
Workbook Spreadsheet
Worksheet Sheet

Viét cong thive todn hoc trong OpenOlffice \Miter
2 Thang Sau 2009- zxc232

Viét cong thirc toan hoc trong mot vian ban 13 mot diém yéu cua OpenOffice Writer so
voi WinWord. Mac du Writer ¢6 chic nang Insert -> Objects -> Formula goi
chuong trinh OpenOffice Math nhung cach dung cong thuc cua Writer dung mét thir
ngon ngit 1ap trinh cia LaTex (trinh soan vin ban khoa hoc k§y thuat) kha khé hicu va
phtrc tap voi nguoi dung binh thudong.

Pé dé viét cong thic hon, c6 thé cai thém extension Dmaths vao Writer (tai vé tai
day). Giai nén file Dmaths32.zip thanh thu muc Dmath32. Trong Writer, nhin vio
Tools -> Extension Manager -> Addrdi tim dén file DmathsAddon.oxt trong thu
muc Dmath32 dé cai.

Khoi dong lai Writer, thanh toolbar ctia Dmaths s€ xuét hién & dang floating. Tim mot
6 nho hinh vudng c6 chit D trén nén mau vang, nhin vao d6 dé tit toolbar di. Sau dé
dung chudt ré 6 chir D vao mét vi tri trén toolbar chinh ctia Writer. Nhén lai vao chit
D, toolbar ctia Dmaths lai xuit hién. Dung chudt ré n6 vao vi tri c6 dinh bén dudi
Format toolbar roéi nhdn nut D dé tit né di. Ngoai ra menu Dmaths cling xuét hién
trén hang menu.

B Lisez-moi.odt - OpenOffice.org Writer

File Edit View Insert Format Table Jools Dmaths Window Help

B-aasraa Ys . 0 am- v Q=3 I0x 0 - L
Default ~ | | Bitstream Vera Sans - {10 v k| 3 - I S (S

ﬁ:ﬁﬁﬁ?W#ZﬂAAF(ﬂ!NFKDﬂﬁFBE/D+ E¢

Vé ban chat, Dmaths ciing dua trén ngdn ngit dung cong thirc sin c6 cua Writer, chi
dua thém vao cdc man hinh va huéng dan cho dé lam hon. Nhung mirc d6 dé dung thi
van thua WinWord. Dy s& 1a mot can tré trong viéc 4p dung OpenOffice vao nganh
gido duc. Cac thiy co day toan tiéu hoc hoic trung hoc ma dung dwoc Writer dé
soan bai hoic ra bai tip cho hoc sinh sé vat va hon nhiéu so véi ding WinWord.

Vi du: Viét cong thirc sau:

“a+b+rll
(d+e+f)]|
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http://extensions.services.openoffice.org/project/Dmaths
http://extensions.services.openoffice.org/project/Dmaths

Nguyén tic: viét tir ngoai vao trong. Trong vi du trén: dau tién viét hai ddu ngoac.
nhon, tiép dén ky hi¢u tong, hai dau ngodc lon, dau phén 50, hai dau ngodc cuia tir sd,
biéu thirc trong tir sb, hai diu ngodc miu sb, biéu thirc mau sd. Xong.

Cu thé:

Nhin vao nat D dé bat Dmaths toolbar.

Trén thanh Dmath toolbar, nhin vao nut F ta c6 man hinh sau:

Dmaths: Enter a complex formula

Complete

frsient _ \ P —

o [o])u]u]ba ] | s |

Segment / Angle

= S Avector
o | 75 |-| Integral / Sum / Product
[ | | |. 1 | Vector Angle / Scalar- or Vectorial Product
11 || oee || a1 || ax | Fpnife
. -~ - A matrix or a system ——————
‘ L | bar ‘ ‘ Insert whitespace | Binomial distribution | Einish

Isotope

Cancel

Hai dau ngoac nhon: Nhan vao nut E'dé nhdp ngodc nhon ngoai cung cua bi¢u
thirc. Trén thanh nhap li€u s€ xuat hién cdc ma sau (khong can quan tam):

Complete

left lbrace right rbrace

DAau tong: nhin chudt vao hang Intergral/Sum/ Product (Tich phan/Tong/Tich) roi
nhin vao nut Validate the selection man hinh sau xuét hién:

Dmaths: Enter an integral or a sum

Complete
Variable | i | from ‘10 to %100 |
Function ' |
) Anintegral _ 1 Enter a product
i Insert ;
e | g | [00] (] [ ][] =] (e[ e

Panh diu chon Enter a sum Trong GVariable, go vao i (mac dinh la x), 6 from
nhap 10, 6 to nhap 100, nhan chudt chon muc Enter a sumroi nhan nat Enter. Man
hinh quay vé nhu sau:
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Dmaths: Enter a complex formula

Complete

‘Ieft lbrace sum from {i==10} to {100} {} right rbrace ‘

. A fraction ‘
Insert : i root «— | Validate the selection

()H{}H[]H[[H]]H][‘ g;i;nni:ent:‘Angle
Ll

A vector

Vector Angle / Scalar- or Vectorial Product
A system

A matrix or a system

‘ I H (W] H bar ‘ Insert whitespace | Binomial distribution ‘ Finish ‘
| Isotope e

(el
i e bl las]

Cancel ‘

Hai d4u ngoic 1én: trong man hinh trén, nhan vao nut () 3& m¢ hai déu ngoac
16n.
Phan so: nhan chudt vao hang chit A fraction (phan so) ta ¢c6 man hinh sau:

Dmaths: Enter a fraction

—Complete-

MNumerator I(a+b+c}| ‘

Denominator i{d+e+f} ‘

—Insert :

Cmter | [ cancet | [0 ][0 [ ][ V][] [nex| Bo

O 6 tir s6 (Numerator) gé vao (a+b+c) va mau s6 (Denominator), (d+e+f) nhu hinh
trén ro61 nhan Enter.
Trong man hinh ti€p theo nhan nat Finish dé két thuc.
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