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GIOI THIEU

OpenOffice.org Writer 13 phdn mém soan thao vin ban thudc bd
phan mém OpenOffice.org dugc phat trién béi Sun Microsystems va
cong ddong ma ngudn ma. OpenOffice.org c6 thé chay trén nhiéu hé diéu
hanh va hd tro da ngdn ngit, trong d6 c6 ca phién ban tiéng Viét.

OpenOffice Writer c6 tinh ning twong tr vé mit giao dién va cach
st dung nhu Microsoft Office Word, dé hoc va dé su dung.
OpenOffice.org Writer ngay cang duoc uva chudong va st dung rong rai
bai tinh hiéu qua cao trong cong viéc. Phan mém OpenOffice.org Writer
duoc gion thi€u trong tai liéu nay 1a phién ban 2.2.

Lan dau lam quen v&i phan mém, cach hoc nhanh nhét 1a doc hét
tai liéu, sau do6 tién hanh thuc hanh ngay trén may tinh khi két thuc mdi
chuong, néu c6 vin dé khuc méc ngudi sir dung tra ctu lai tai liéu dé
hiéu rd rang hon. Ddi voi nguoi dung dd c6 kinh nghiém sir dung phan
mém Microsoft Office Word, tai lidu nay co gia tri dé tra ctru trong qué
trinh str dung.

Néi dung cudn siach gdm 6 chwong va 2 phin
Chuong 01: Lam quen v&1 Writer
Chuong 02: Soan thao van ban
Chuong 03: Bang biéu
Chuong 04: D6 hoa
Chuong 05: In 4n
Chuong 06: Tron tai licu
Bai tap thuc hanh

® & & O O o oo o

Phu luc: Nhitng khac nhau co ban gitra Writer va Word
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Chuwong 01

LAM QUEN VOI WRITER

1.1 Cach khéi dong

Co6 rat nhiéu cach c6 thé khoi dong duoc phan mém Writer. Tuy
vao muc dich lam vi¢c, s& thich hodc su tién dung ma ta cé thé chon mot
trong cac cach sau day dé khoi dong:

Cach 1: Chon 1énh Start cia Windows: Start — Programs —
OpenOffice.org 2.2 — OpenOffice.org Writer

Ciach 2: Bim dap chudt vao biéu tuong@ Openoffice.org Wriker cua
phan mém Writer néu nhu nhin thay no bat ky & chd nao: trén thanh tac
vu (task bar), trén man hinh nén cia Windows, v.v..

Cach 3: Néu mudén m& nhanh mot tép van ban vura soan thdo gﬁn
day nhat trén mdy tinh dang 1am viéc, c6 thé chon Start — Documents,
chon tén tép van ban (Writer) cAn mé. Khi d6 Writer s& khoi dong va mo
ngay tép van ban vura chi dinh.

1.2 Moi truwong lam viéc

Sau khi khé1 dong xong, man hinh lam viéc cua Writer thuong co
dang nhu sau:
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Hinh 1. Giao dién chinh cua OpenOlffice.org Writer

Thuong thi méi trudng 1am viée trén Writer gdm 5 thanh phan chinh:

- Cira s0 soan thao: La noi dé ché ban tai liéu. Ban co thé gé vin
ban, dinh dang, chén céc hinh anh lén day. Noi dung trén cua s0 nay sé
duoc in ra may in khi str dung 1€nh in.

- H¢ thong bang chon (menu): chira cic 1énh dé goi tdi cac chirc
ning ctia Writer trong khi lam viéc. Ban phai dung chudt dé mé cac muc
chon nay, d6i khi ciing c6 thé sir dung to hop phim tit dé goi nhanh t&i
cac muc chon.

- Hé théng thanh coéng cu: bao gdm rat nhiéu thanh coéng cu, mdi
thanh cong cu bao gdm cac nut 1énh dé phuc vu mot nhém cong viée niao
d6. Vi du: khi soan thdo van ban, ban phai st dung dén thanh cong cu
chuan Standard va thanh cong cu dinh dang Formating; hodc khi vé
hinh can dén thanh céng cu Drawing dé lam viéc.

- Thuée ké: gom 2 thudc (ruler) bao vién trang van ban. St dung
thude ndy ban c6 thé diéu chinh dugc 18 trang van ban, ciing nhu thiét
1ap cac diém dich (tab) mot cach don gian va truc quan.

- Thanh trang thai: giup ban biét dugc mot vai trang thai can thiét
khi 1am viéc. Vi du: ban dang 1am viéc ¢ trang may, dong bao nhiéu .v.v.
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1.3 Tao mot tai liéu mai

Thong thuong sau khi khdi dong Writer, mot man hinh tréng xXuét
hién. D¢ ciing 1a tai liéu mdéi ma Writer ty dong tao ra. Tuy nhién dé tao
mot tai liéu mdi, ban co6 the st dung mot trong cac cach sau:

- M muc chon File — New..

hoac

- Nhin nGt New {2 trén thanh cong cu Standard

hoac

- Nhén t6 hop phim tit Ctrl + N.
1.4 Ghi tai li¢u lén dia

Lam viéc véi Writer 1 1am viée trén cac tai liéu (Documents). Moi
tai liéu phai dugc luu 1€n dia voi mot t€p tin c6 phan mé rong .ODT.
Thuong thi cac tép tai li€u cua ban s€ dugc luu vao thu muc C:\My
Documents trén dia cing. Tuy nhién, ban c6 thé thay doi lai thong so
nay khi lam viéc voi Writer.

Dé ghi tai liéu dang 1am viéc 1én dia, ban c6 thé chon mdt trong cac
cach sau:

- Mé muc chon File — Save..

hoac

- Nhin nut Saveld trén thanh cong cu Standard

hoac

- Nhén t6 hop phim tit Ctrl + S.

S€ c6 hai kha nang xay ra:
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Save As E]@
Save in: | ) My Documents j cF EE-
N [ Adobe
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= =9 .
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Desktop
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Save as bype: |DpenDocument Text [ odt) j Cancel
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-

Hinh 2. Hop thoai Save As

Néu day 13 tai liéu moi, hop thoai Save As xuit hién, cho phép ghi
tai liéu nay bdi mot t&p tin méi:

Hay xac dinh thu muc (Folder) noi s& chta tép tin méi nay roi gb
tén tép tin vao muc File name: (vi du Vanbanl roi nhan nat Save dé két
thic viéc ghi ndi dung tai liu.

Néu tai liéu ctia ban di duoc ghi vao mét tép, khi ra Iénh cAt tat ca
nhitng su thay doi trén tai liéu s& duge ghi lai lén dia.

Chii y: Ban nén thuc hién thao tac ghi tai liéu vira roi thwong xuyén
trong khi soan tai liéu, dé tranh mat dir liéu khi gap cdc sw c6 mat dién,
hay nhitng truc trac cua may tinh.

1.5 Mé tai liéu dé ton tai trén dia

Tai liéu sau khi da soan thao trén Writer duoc luu trén dia dudi
dang tép tin co phén mo rong 1a .ODT. Pé mé mot tai liéu Writer da co
trén dia, ban c6 thé chon mot trong céc cach sau dau:

- M& muyc chon File — Open.
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hoac
- Nhéan t6 hop phim tit Ctrl+O.
Hop thoai Open xuit hién:

Laok in: |_‘;l Quy dinh cong by j kel =¥ E-

My Recent {=thu qui an mac 06032007
Dlocuments

ty Documents

49

My Cormputer
«
fy Ketwork
Flaces Fils isrne: [MS_TEMP an Galssy = [ geen |
Files of type: [ &l files () = %
Yersion: | -‘ﬂ
[ Bead-only

Hinh 3. Hop thoai Open

Hay tim dén thu muc noi chtra tép tai li€u can mo trén dia, chon tép
tai li¢u, cuo1 cung nhan nit Open dé tiép tuc. T¢p tai li¢u s€ dugc md ra
trén man hinh Writer.

1.6 Thoat khéi moi truwomg lam viéc

Khi khong lam viéc voi Writer nita, ban co thé thuc hién theo mot
trong cac céach sau:

- M6 muc chon File — Exit

hodc

- Nhén t6 hop phim tit Alt + F4.
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Chuong 02

SOAN THAO VAN BAN

2.1 Mt s6 thao tac soan thio co ban

2.1.1 Nhdp van ban

Nhép vin ban 13 khau dau tién trong qui trinh soan thao tai liéu.
Thong thuong luong van ban (Text) trén mat tai li¢u la rat nhiéu, ban
tiép can duoc cang nhiéu nhimng tinh ning nhap vin ban thi cang tét, bai
1€ nd s& lam tang tde do ché ban tai liéu.

a. Str dung bo gb tiéng Viét

Tir nam 2001 Chinh phti ban hanh tiéu chuin bé ma chir Viét trén
may tinh TCVN:6909 st dung phong chitr Unicode. Hién nay co6 hai cach
0 tiéng Viét chinh 1a kiéu gb Telex duoc st dung rong rdi & cac tinh
phia bic con VNI duoc sir dung rong ri & phia Nam.

Phan mém tiéng Viét chung t6i gidi thiu trong cudn gido trinh nay
1a Unikey véi kiéu gd Telex. May tinh ctia ban phai duoc cai dat phan
mém nay dé co dugc bd gd va bo phong chir di kém.

Khi nao trén man hinh cta ban xuit hién biéu tuong Unikey la khi
ban co thé g0 dugc tiéng Viét. Néu biéu tuong xuét hién chit E (kiéu g0
tiéng Anh), ban phai nhan chudt 1én biéu trong lan nita dé chuyén vé ché
do gd tiéng Viét. Qui tic gd tiéng Viét nhu sau:

Vi du:

Mubdn g dong: “Céng hoa xi héi chii nghia Viét Nam”

Ban phai bat tiéng Vié¢t va go 1én tai liéu nhu sau:

“Coongj hoaf xax hooij chur nghiax Vieetj Nam”

b. Sur dung ban phim

Bat tiéng Viét (néu ban mudn gd tiéng Viét) va st dung nhing thao

tac soan thao, thong thuong dé soan thao tai liéu nhu 1a:

- Cac phim chir a, b, ¢, .. ,z.




Hudmg dan sie dung OpenOlffice.org Writer

- Céc phim sd tir 0 dén 9.

- Céc phim dau: ¢, ><?[]{}...

- Str dung phim Shift dé g6 chit in hoa va mot sé dau.

- Str dung phim Caps Lock dé thay dbi kiéu gd chit in hoa, chit
thuong.

- Str dung phim Enter dé ngat doan vin ban.

- Sir dung phim Tab dé dich diém Tab.

- Str dung phim Space Bar dé chén dau cach.

- Str dung céc phim miii tén: «1— | dé dich chuyén con tré trén tai
liéu.

- St dl%ng phim Page Up va Page Down dé dich chuyén con tro vé

dau hoac cudi ting trang man hinh.

- Phim Home, End dé dua con tro vé ddu hoidc cudi dong vin ban.

- Phim Delete dé xoa ky tur vin ban dimg ké sau diém tro.

- Phim Backspace dé xo4 ky tu dung ké trudc diém tro.
2.1.2 Thao tdc trén khoi vin bdn

Muc nay cung C:Qip nhitng k¥ na:mg thao tac trén mot khoi van bé}n
bao gom: sao chép, cat dan, di chuyén khoi van ban. Gitp lam tdng toc
dd soan thdo van ban.
a. Sao chép

Sao chép khéi vin ban 1a qua trinh tao mot khéi van ban méi tir
mot khoi van ban da c6 san. Phuong phap nay dugc ap dung khi ban can
phai go lai mdt doan van ban giong hét hoac gan giong vdi mot doan van
ban da c6 san trén tai li¢u vé mat ndi dung cling nhu dinh dang (ching ta
s€ tim hiéu khai niém dinh dang & phan ti€p theo). Cach lam nhu sau:

Budc 1: 39S khoi van ban can sao chép. D€ lua chon khoi van
ban ban lam nhu sau:

- Di chudt va khoanh viing van ban can chon.

hoac

10
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- Dung cac phim miii tén «1—| két hop viéc giit phim Shift dé

chon vung van ban. Chon dén dau ban s€ thay van ban dugc bdi den dén

do.

Bwéc 2: Ra 1énh sao chép dir liéu bang mot trong cac cach:

- M muc chon Edit — Copy.

hoac

- Nhin nat Copy Extrén thanh cong cu Standard.

hoac

- Nhan t6 hop phim néng Ctrl + C.

Buée 3: Dan van ban da chon 18n vi tri can thiét. Ban 1am nhu sau:

Dat con tro vao vi tri can dan van ban, ra Iénh dan bang mdt trong

cac cach sau:

- Mé muc chon Edit — Paste.

hoac

- Nhan nat PasteE ~trén thanh cong cu Standard.
hoac

- Nhan t6 hop phim néng Ctrl + V.

Ban s€ thay mot doan van ban méi dugc dan vao vi tri can thiét.

Ban c6 thé thuc hién nhiéu 1énh dan lién tiép, dir liéu dugc dan ra s& la
dir liéu cta lan ra 1énh Copy gan nhét.

b. Di chuyén khéi van ban

V&1 phuong phap sao chép van ban, sau khi sao chép dugc doan

van ban méi thi doan van ban cii van ton tai ding vi tri ctia no. Néu
mudn sao chép doan van ban ra mdt noi khac va doan van ban cii sé dugc
xo4 di (tirc 1a di chuyén khdi van ban dén mét vi tri khac), phuong phap
nay s& gitp lam diéu d6. C6 thé thyc hién theo hai cach nhu sau:

Cach 1:
Buée 1: Lua chon khéi vin ban can di chuyén.

Bwéc 2: Ra 1énh cit vin ban ¢ thé bang mot trong cac cach sau:

11
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- M6 muc chon Edit — Cut.

hoac

- Nhin nat Cut  trén thanh cong cu Standard.
hoac

- Nhan t6 hop phim néng Ctrl + X.

Vin ban d3 chon sé bi cét di, ching s€ dugc luu trong bo nhd dém
(Clipboard) cua may tinh.

Budce 3: Thuc hién 1énh dan van ban (Paste) nhu da gidi thi¢u &
trén vao vi tri dinh trudec.

Cach 2:

Buwéc 1: Lya chon khéi vin ban can di chuyén.

Budc 2: Dung chudt kéo ré viung van ban dang chon va tha 1én vi
tri can di chuyén dén.

Phuwong phadp nay goi la kéo — tha (drag and drop).
2.1.3 Thiét lgp Tab

Tab la cong cu dugc st dung rat nhiéu trong viéc nhdp van ban.
Ngoai kha nang dich chuyén diém tro theo tung budc nhdy, muc nay sé
gid1 thi¢u cach stir dung Tab cho viéc tao mot van ban hién thi dudi dang
cac cot.

Bai toan dat ra: hay tao bang dit li¢u nhu sau:

STT Ho va tén Dia chi

1 Nguyén Vin Quang 123, Tay Son

2 Hb Hai Ha 68, Nguyén Du

3 Duong Quéc Toan 23/10 Nguyén Trai
4 Nguyén Anh Purc 32/7 Nguyén Trii

Céc budc lam nhu sau:
Budc 1: Dinh nghia khoang cach cho cac cot cia bang boi hop
thoai Tab nhu sau:

12
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M¢ bang chon Format — Paragraph — Tabs.., hop thoai Tabs

xuat hién:

Position

|0,00cm

Type

| Indents&:Spacing | Alanment | TextFlow |

(%) Left

© Right

() Centered
) Decimal

Fill character

@ Mane

) Character

Background

L

-

Numbering | Tabs | Drop Caps | Borders

[dew

Delete Al

[

Ok H Cancel H

Help H Reset

Hinh 4. Hop thogi Paragraph - Tabs

- Bang trén co6 3 cot, mdi cot s& dugc bat dau tai mot vi tri co
khoang cach c6 dinh dén 18 trai trang van ban ma ta phai thiét 1ap ngay
sau ddy. Gia str cot STT cach 1& trai 1cm, cot Ho va tén cach 18 trai 3
cm, cot Pia chi cach 18 trai 8cm. Khi d6 phai thiét 1ap cac thong sb nay
trén hop thoai Tabs nhu sau:

Muc Type chon 1& cho dit liéu trong cot nay (cot STT):Left can 1&
dir li€u bén trai cot, Right can 1& bén phai cdt, Centered can 1é gitra cdt,
chon Center. Chon xong nhan nat New. Tuong tu 1an luot khai bao vi tri
Tab cho céac cOt con lai: Ho va tén (3) va cdt Pia chi (8). DPén khi hop

thoai Tab c6 dang:

13
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Paragraph
| [\\‘, Backglround ]
| Indents & Spacing | Alignment || TextFlow | Mumbering | Tabs | DropCaps | Borders
Pasition Tvpe :
|y &) Left L -
1.00cm ) right Delete Al
3.00cm
) Decimal

Fill character
@ Mone

0

() Character

Zancel H Help H Reset ]

Cubi cung nhan nit OK dé hoan tat viéc thiét lap Tabs cho cac cot
va c6 thé str dung chiing. Nat Delete dé xo4 bo diém Tab dang chon; Nut
Delete All dé x04 bo toan bo cac diém Tabs dang thiét lap trén hop thoai.

Budére 2: Cach st dung nhitng diém Tab vira thiét 1ap ¢ trén dé tao
bang dit ligu:

Khi con tré dang nim ¢ dau dong vin ban, nhan Tab dé nhap dir
liéu ¢t STT. Nhap xong nhan Tab, con tro sé chuyén dén vi tri tab tiép
theo (vi tri cot, ho va tén) va nhép tiép dit liéu vao cot Ho va tén. Nhap
xong, nhan Tab dé nhap dit liéu cot Pia chi. Lam twong tur vi cac dong
tiép theo, ban da c6 thé tao dugc bang dir li¢u nhu yéu cAu & trén.

Pic biét, chi can dung chudt xir 1y trén thuéc ké nam ngang
(Vertical Ruler) ban ciing c6 thé thiét 1ap va diéu chinh cac diém tab nhu
vira roi. Cach lam nhu sau:

Pé tao diém tab cho cot STT (c6 khoang cach 1a 1cm, 18 giita), hiy
nhan chudt trai 1én vi tri 1 cm' %" ' - 4 * trén thudc ké nam ngang. Mot
diém Tab c6 khoang cach lcm, 18 trai (Left) da duoc thiét 1ap.
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Mudn thay dbi 1& cho diém tab nay 1a giita (Center), 1am nhu sau:

Nhén kép chudt 1én diém Tab vira thiét l1ap, hop thoai Tab Xuét
hién. Tié€p theo chon 1€ cho diém tab dang chon trén hdp thoai nay & muc
Type 1a Centered Céac vi tri diém tab vua thiét 1dp. Tiép theo nhat nit
New dé thiet lap.

Tuong tu, hay tao tiép cac diém tab cho cot Ho va tén va cdt Dia
chi.

7 Mudn x04 bo mot diém tab nao dé, chi viéc dung chuét kéo chung
(diém tab d6) ra khoi thudc ké.
2.2 Cac ky nang dinh dang van ban

Nhép vin ban bao gdm cac thao tac dé gd duoc vin ban 1én tai lidu.
Con dinh dang van ban bao gom céc thao tac gitp ban lam dep van ban
theo y muodn.

2.2.1 Dinh dang don gian

Gitip ban c6 dugc nhitng k§ ning dinh dang vin ban dau tién, don
gian nhat nhu 1a: phong chit, mau sac, c¢d chir, 1€ v.v...

Hay g0 doan vén ban sau:

Mau vin ban dinh dang
a. Chon phong chir

Pé chon phong chir cho doan vin ban trén, hay 1am nhu sau:

Budc 1: Chon (bdi den) doan van ban.

Budce 2: Dﬁng chudt bém 1én h@p Font | Tmes New Roman w
trén thanh cong cu Standard. Mot danh sach cac kiéu phong chir xuat
hién:
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Flliz ~|B|T

Tungda

AL YN3DH
At ¥nArabia

Al YRATABIAR

Al MnArial

AT MnArial Narrow

AT YNARIAL NARROWH

Al WNARIALH
Al . @ncleisiote

AL DR ARISTORETE
At ¥nAvant
AT YNAVANTH v
Hinh 5. Hop thoai cho phép chonFont
Ban c6 thé chon mét kiéu phu hop. Vi duy, sau khi chon kiéu
phong Tunga, doan van ban da chon s€ c6 dang:
Mau van ban dinh dang
b. Chon co chir
Dé chon ¢& chit cho doan vén ban trén, hay lam nhu sau:
Buwéc 1: Chon (boi den) doan van ban.

Bude 2: Dung chudt bAm 1én hop Size/!* ¥ trén thanh cong
cu Standard. Mot danh sach cac ¢& chit xuat hién cho phép chon lya.
Hoic ciing c6 thé gd truc tiép c& chit vao muc Size nay.

Vi du: sau khi chon ¢ chit 18 (luc ddu 1a ¢ 13), doan vin ban trén
s€ tr¢ thanh:

Mau van ban dinh dang
c. Chon kiéu chir

bé chon kiéu chir (kiéu chir dam, kiéu chlt nghiéng, ki€u chit co6
gach chan) cho doan van ban trén, hay lam nhu sau:

Budc 1: Chon (boi den) doan van ban;

Buée 2: Dung chudt bim 1én nut kiéu chir trén thanh cong cu
Standard:

R, : Kiéu chir ddm (phim néng Ctrl + B)
Mau van ban dinh dang
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;. Kiéu chir nghiéng (phim nong Ctrl + I)
Mau van ban dinh dang

=

: Kiéu chit gach chan (phim néng Ctrl + U)
Mau van ban dinh dang

Mit khéac c6 thé thiét 1ap van ban boi to hop nhiéu kiéu chir: vira
dam, vira nghiéng hodc vira c6 gach chan nhu 1a.

Mau vin ban dinh dang
Mdu van ban dinh dang
Miu viin ban dinh dang

d. Chon mau chir
Pé chon mau séic chit cho doan vin ban trén, hay lam nhu sau:
Budc 1: Chon (b61 den) doan van ban trén.

Bwéc 2: Dung chudt bdm 1én hop Font Color A -trén  thanh
cong cu Standard. Mot bang mau xuét hién cho phép chon lya:

E ptcolor ﬁ

lawtornatic |
EEEREEEN =
a0 En 11
SEEEEN
AEEEEENEEEE
EEERENE [
aneEEEEEns
1
SEEEERENS
| H EEN

Hinh 6. Hop thoai Font color

e. Chon mau nén van ban

Pé chon mau nén cho doan van ban trén, vi du nhu:

hay lam nhu sau:
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Budc 1: Chon (b6i den) doan van ban trén.

Bwéc 2: Dung chudt bam 1én hop Hightlightingfﬁ Ttrén thanh
cong cu Standard. Mot bang mau xuét hién cho phép chon lya:

fiorl % ]
EEEEEEEN B
2 En 11 1

EEEEER
EEEEENEEEE
EEEEEEN =
ENEEEEEEE
|

Mo Fil

Hinh 7. Hop thogi Highlighting
C6 thé chon loai mau nén phu hop bang cach nhan chudt 1én 6 mau
can chon, néu chon No Fill turong duong viéc chon mau trang.
f. Hop thoai Character
Ngoai nhitng tinh nang dinh dang cadn ban ¢ trén, hdp thoai
Character cung cap nhirng tinh nang dinh dang dac biét hon. P& moé hop
thoai Character, kich hoat muc chon Format — Character..
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Character

Font |Font Effects itinn Hyperlink, | Background

Font Typeface Size
Times Mew Foman Reqular 13
Times New Roman ~
Trebuchet M5 Tkalic 14
Tunga Eiold 15
Tw Cen MT Bold Ttalic 16
Tw Cen MT Condensed 18
Tw Cen MT Condensed Extra Bold 7 20 7
Yardans wrirl
Language
&% English (U5A) v

Times New Eoman

The same Font will be used on both your prinker and your screen,

I K H Cancel ][ Help ][ Reset

Hinh 8. Hop thoai Character - Font
Thé Font: Cho phép thiét 1ap cac dinh dang cin ban vé phong chit
nhu da trinh bay & trén, vi du:
- Hop Font cho phép chon phdng chir;
- Hop Tupeface chon kiéu chir: Regular- kiéu chit binh thuong;
Italic- kiéu chir nghiéng; Bold — kiéu chit dam; Bold Italic — kiéu vira
dam, vira nghiéng;

2.2.2 Dinh dang dogn van ban

O muc 2.2.1 chung ta d3 lam quen voi cac thao tac dinh dang vin
ban cho ving van ban di dugc chon (dugc bdi den). Trong phan nay,
chung ta tim hiéu cach dinh dang vian ban trén cing doan vin ban.

M&i 1an xubng dong (Enter) sé tao thanh mot doan vin ban. Khi
dinh dang doan van ban, khong can phai lya chon toan bg van ban trong
doan d6, ma chi can dat diém tro trong doan can dinh dang.

Pé ma tinh nang dinh dang doan van ban, m¢ muc chon Format —
Paragraph, hop thoai Paragraph xuit hién:
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Paragraph g|

k Background
Inderts & Spacing | Alignment | Text Flow Murnbeting Tabs | Drop Caps || Borders

Options
) Left
O right
O Center

Last line Left hd

) Expand single waord

Texk-to-text

Alignment Automatic “

I a4 H Zancel H Help ” Resek

Hinh 9. Hop thoai Paragraph - Alignment

Thé Aligment: chon kiéu can 1& cho doan:

- Justified — can déu 18 trai va 1& phai.

- Left — can déu 18 trai

- Right — can déu 1& bén phai

- Center — can giita 2 18 trai va phai.

Thé Indents & Spacing néu chon:

« First line: khi d6 c6 thé thiét 1ap do thut dong cua dong dau tién
trong doan.

« Before text: Khi do c6 thé thiét 1ap do thut ctia ca doan van ban
voi 1€ trai.

« After text: Khi do c6 thé thiét lap d6 thut ctia ca doan van ban voi
1€ phai.

Nhan OK dé chép nhan nhirng thudc tinh vira thiét 12p cho doan
van ban dang chon, trai lai nhan Cancel d¢€ huy bo cong viéc vira lam.
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2.3 Thiét 1ap Bullets and Numbering

Phan ndy s& huéng dan cach thiét 1ap céac loai danh diu dau doan
(Bullets) va cach danh sé chi muc (Numbering) cho cac tiéu dé trén tai
liéu Writer.

2.3.1 Thiét lgp Bullets
Pé danh diu dau dong mot doan vin ban, hiy lam theo cac budc
sau day:

Bude 1: Dit con tro 1én doan can danh diu dau dong va kich hoat
tinh niang danh dau dau dong bang cach mo muc chon: Format —
Bullets and Numbering, ..

Hop thoai sau diy xuét hién:

Bullets and Numbering g|
Bullets | Numbering type | Cutline | Graphics | Pasition || Cptions
Selection
. ® + |
. @ + |
. 9 + |
-> re X v
4 - X v
-> r X v
[ Cancel ] [ Help ] [ Reset

Hinh 10. Hop thoai Bullets and Numbering - Bullets
Bwéc 2: Thiét 1ap thong tin vé dau dau dong ¢ thé Bullets nhu sau:

Dung chudt nhan 1én kiéu Bullet mudn thiét 1ap (doan vin ban nay
dang st dung kiéu bullet chon & hinh trén).
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Nhéan thé Graphics.. dé chon mot kiéu bullet 13 cac hinh anh khac,
khi d6 hop thoai sau ddy xuét hién:

Bullets and Numbering E|
Bullets | Wumbering type | Outline |Graphics | Position | Options
Felection
@ + s a
@ + F']
@ + F] *
- ) + d
+ @ + da
+ @ + a
* + @ +*
* + @ +*
* + @ +* 2
] Link qgraphics
[ Cancel l [ Help l [ Reset

Hinh 11. Hop thoai Bullets and Numbering - Graphics
Chon mot loai bullet roi nhdn OK dé hoan tat.
2.3.2 Thiét lgp Numbering
Pé danh s6 chi muc cho cac tiéu dé tai liéu, hay lam theo céac budc
sau day:

Buéc 1: Dit con tré 1én doan can danh sé chi muc va kich hoat tinh
ning danh sé chi myc bang cach md muc chon: Format — Bullets and
Numbering.., 4n vao thé Numbering type hop thoai sau diy xuét hién:
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Bullets and Numbering E|
EBullets |Mumberinf+type |Qutline | Graphics | Position | Options
Selection %
1) 1. (1) l.
2) 2. (2) Il
3) 3 (3) I
A) a) (a) i
B) b) (b) i
C) C) () Ii.
[ Cancel ][ Help ][ Reset ]

Hinh 12. Hop thogi Bullets and Numbering — Numbering type

Budée 2: Thiét 1ap thong tin vé dénh s6 chi muc & thé Numbered
nhu sau:

Hay dung chudt nhan 1én kiéu danh sb chi myc mudn thiét lap;

Nhén OK dé chdp nhan cac thay doi, Cancel dé huy bo cac cong
viéc vira lam.
2.4 Soan thao cong thirc toan hoc

Céch soan thao mot cong thirc toan hoc dugc tién hanh nhu sau:

Budc 1: Chon mot vi tri trén tai liéu, noi s€ chén cong thirc toan
hoc vao;

Budc 2: Kich hoat trinh soan thdo cong thirc toan hoc bf"mg cach:
mo muc chon Insert — Object — Formula

Buwéc 3: Soan thao cong thirc: Pon gian bang cach chén cac mau
cong thtrc ro1 xay dung cac thanh phan cong thirc.

23



Hudmg dan sie dung OpenOlffice.org Writer

2.5 Chia vin ban thanh nhiéu cft

OpenOffice.org cung cap tinh ning Columns gitp nguoi dung dé
dang chia van ban ctia minh thanh nhiéu cot (gidong nhu dinh dang trén
cac trang béo va tap chi).

M3di doan vin ban c6 thé duoc chia thanh céc cot ¢6 do rong khac
nhau. Trén mdi cot, ¢6 thé thuc hién chén cac thong tin nhu: bang biéu,
hinh v€, nhu thao tac trén céc trang tai li€u binh thuong.

2.5.1 Chia cot van ban
Buéc 1: Lya chon () ving van ban can chia 1am nhiéu cot;

Budc 2: Kich hoat muc chon Format — Columns..., hop thoai
Columns xuét hién:

Calumns

apply to
Page Style: Def, +

1%

Width and spacing

Column

Width

Spacing

Separatar ling

Maone

100%

Hinh 13. Hop thogi Columns
Thiét l1ap cac thong s6 cho hop thoai Columns véi cac dinh dang
tuong ty nhu hinh vé mo ta.
- Ban ¢6 thé thiét lap s6 cot can tao ra nhiéu hon béng cach go )
cOt vao muc Columns.
- Muc Width va Spacing cho phép thiét 1ap cac thong s vé chiéu
rong va khoang cach gitra cac cot. Ban c6 thé dung chuét lya chon (hodc
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0) thay d6i gia tri muc Width, d6 rong cta cot twong tmg s& dugc thay
do6i. Hoac thay doi gia tri muc Spacing.
2.5.2 Swa lai dinh dang

Pé sira lai dinh dang cot da chia, hiy lam theo 2 budc.

Buwéc 1: Pit diém tro vao mot vi tri bat ky trén ving van ban di
chia cot.

Budéc 2: Kich hoat menu Format — Columns... Hop thoai
Columns xuit hién cho phép chinh stra cac thong sb vé cac cot da chia.
2.6 Tao chir c4i I6n dau doan viin bin

Tinh ning Drop Caps ctia Writer gitp tao cac kiéu chir cai 16n dau
tién cho mot doan van ban.

2.6.1 Cach tao
Dé tao chit cai lon & dau doan vin ban, hay lam theo cac budc sau:

Bude 1: Dit con tro 1én doan can tao chit cai 16n & dau doan; khai
dong tinh ning Drop Caps bang cach: mé muc chon Format —
Paragraph chon thé Drop Caps..
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Paragraph &|

Background
Indents & Spacing Aligniment Text Flow || Mumbering | Tabs | Drop Caps | Borders

Settings
Display drop caps B
[ 14hale word: 5

4

MNumber of characters: 1

4

Lines 3

Space ko bext 0.00cm %
Contents

Text Burdic

Character Stvle [Mone] hd

I (o] 4 l[ Cancel H Help H Reset

Hinh 14. Hop thoai Paragraph — DropCaps

Budre 2: thiét 1ap cac thong sb cho chit 16n nay:

- Trong ving Settings danh ddu vao muc Display drop caps. Chon
s0 ky tu can in 16n, so0 dong tuong ung voi chiéu cao chit dugce in 16n;
Number of characters va lines. Hdy xem mau trén hinh;

- Hop Text: Cac ky tu dugc in 16n & dau doan van ban;

- Hop Character Style: chon kiéu chir dugc in 16m;

- Cudi cung, nhan OK dé hoan tat.

2.6.2 Diéu chinh chit cdi lén & dau doan

bé thay ddi lai chit cai 1on dau doan da tao duoc, hay lam nhu sau:

Bude 1: Dit con tro 1én doan can stra chit cai 1on dau doan; khoi
dong tinh nang Drop Caps;

, Buéc 2:, Thuc héén ‘Ehiép 1ap lai céc ‘Ehéng sb trén hop thoai nay.
Cuoi cung nhan OK dé chap nhan sy thay doi.
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2.7 Tao va quan ly cac Style

Trong qua trinh soan thao vin ban, nhiéu khi can dinh dang nhiéu
doan vin ban theo ciing mot kiéu dinh dang. Néu phai dinh dang lan luot
tung doan nhu vay sé mat rat nhiéu thoi gian, va lai khé chinh xéc vi
phai thao tic qua nhiéu. Mot trong nhimng cach don gian nhét trong
Writer giup don gian tinh hudng trén 1a Style.

Style 1a mot tap hop cac dinh dang van ban cua mdt doan, c6 tén
g0i va ¢ thé dugc gan bai mot to hop phim nong.

Style dic biét can thiét khi phai soan thao mot gido trinh, mot tai
liéu ¢6 chtra nhiéu muc, nhiéu loai doan van ban khac nhau.

2.7.1 Tao mot Style

Pé tao mot Style hiy 1am nhu sau:

Budc 1: M6 muc chon Format — Styles and Formatting hoac an
phim F11... Hop thoai Styles and Formatting xuét hién:

[ o
g ab-

(LA L I
Complimentary close

First line indent
Hanging indent
Heading
Heading 1
Heading 10
Heading &
Heading 3
Heading 4
Heading 5
Heading &
Heading 7
Heading &
Heading 2

List Indent
Marginalia
Signature

Text body
Text body indent

Aukomatic hd

Hinh 15. Hop thoai Styles and Formatting

O phan nay c6 cac biéu tuong twong tng véi cac chirc ning nhu
Paragraphs Styles, Characters Styles, Frame Styles, Page Styles, List
Styles
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Buée 2: Ung voi ting chirc ning, dé tao Styles mdi, nhan phai
chudt vao ctra s6 Styles and Formatting, chon New, hop thoai sau xuat
hién cho phép thiét 1ap thong tin cho Style moi:

Paragraph Style @

Mumbering Tabs Drop Caps Backaround %F Borders Condition
Organizer Indents & Spacing Aligriment Text Flow ont || Font Effects | Pasition
Tame Unkitled1 [] autoUpdate
Mext Style Unkitled1 bt
Linked with Default w
Zategory Custam Styles hd
Caontains
[ [ol'4 l [ Cancel ] [ Help ] [ Reset ] [ Standard

Hinh 16. Hop thoai Paragraph Style - Organizer

- GO tén cho Style méi vao muc Name: vi du Than_VB;
- Font dé dinh dang phong chit cho Styles;

- Tabs dé dat diém Tab cho Style (néu can);

- Borders dé chon kiéu dudng vién cho Style (néu can);
- Numbering dé chon kiéu gach dau dong (néu can);
V.V...

- Sau khi thiét 1ap day du thong tin cho Style méi, nhan nut OK dé
hoan tat.

Budce 3: St dung Style vura tao dugc:

Néu muén doan vin ban ndy c6 dinh dang nhu Style Than VB da
tao dugc ¢ trén, hay lam nhu sau:

- bat diém tré 1én doan van ban can dinh dang;
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- M& hop thoai Styles and Formatting, chon va bam dup chudt
vao style Than_VB.

2.7.2 Piéu chinh Style
Pé chinh stra lai dinh dang cho Style, hdy lam nhu sau:

Budc 1: Mo hop thoai Styles and Formatting va chon tén Style
can tu stra & danh sach Styles:

(vi du mudn chinh stra lai dinh dang style Than_VB)

Chon Style can diéu chinh

Bwéc 2: Nhin chudt phai vao Style can chinh stra chon Modify..
hop thoai Modify Style xuat hién cho phép thay doéi lai dinh dang cua
Style nay:

- C6 thé 1am duoc tat ca nhing viée dbi v6i Style nay nhu da lam
khi tao Style mai.

- Cudi cung, nhin OK dé dong y moi su thay doi.
2.8 Tim kiém va thay thé vin ban

Tinh ning Find & Replace trong Writer gitip tim kiém van ban,
dong thoi gitip thay thé mot cum tir béd1 mot cum tir méi. Di€u nay giup
ich rat nhiéu khi ban phai lam viéc trén mot so6 lugng trang van ban rat
16n (mdt gido trinh, mot bao cdo dai chang han).
2.8.1 Tim kiém vin ban

Pé tim kiém mot cum tir trong tai liéu cia minh, lam nhu sau:

Bwéc 1: Chon ving vin ban muén tim kiém;

Néu khong lya chon m{t vung van ban, Writer s¢ thuc hién tim
ki€ém trén toan b tai liu.

Bwéc 2: Khoi dong tinh ning tim kiém vian ban bang cach: kich
hoat muc Edit — Find... hoac nhan t6 hop phim tat Ctrl + F, hdp thoai
Find & Replace xuat hién:
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Find & Replace

Search for

Replace with

[ Match case
whole words only

tions;: &

Less Oy

[] Backwards
|:| Regular expressions

[] Similarity search

[ search far styles

3

Help ] [ Close ]

Attributes, ..

Hinh 17. Hop thogi Find & Replace

Bwoec 3:

- GO tur can tim kiém vao muc Search for: vi du: Viet nam

- Thiét 1ap cac tuy chon tim kiém & muc More Options nhu sau:

- Match case tim kiém ma khong phan biét chit hoa, chir thuong;

- Whole words only chi tim trén nhitng tir doc 1ap

Buorc 4:

Nhan nit Find, may s€ chi dén vi tri van ban chira cum tir can tim.

2.8.2 Tim va thay thé vin ban

Tinh ning nay gitp tim ra nhitng cum tir trén vin ban, déng thoi ¢6
thé thay thé cum tir tim duoc boi mot cum tir méi. Pé thuc hién tinh

nang nay, lam nhu sau:

Buwéc 1: Chon ving vin ban mudn tim kiém; khéi dong tinh ning

tim kiém van ban;

Budre 2: Thiét 1ap thong tin vé cum tir can tim va cum tir sé thay thé
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Search For -
Wiet Mam A
Find &l
Repl ith
Wigk Mam v
Replace all

[ Mateh case

whole wards orily

More Cptions ¥ Help ] [ Clase

- Gd cum tir can tim kiém vao muc Search for

- G6 cum tir s& thay thé & myc Replace with

Hop thoai trén thiét 1ap thong tin tim kiém cum tir Viet nam, néu
tim thay c6 thé thay thé cum tur d6 boi1 cum tr Viét Nam.

Buée 3: Nhan nat Find dé tim dén vi tri van ban chtra cum tir can
tim. Khi tim thdy, c6 thé bam nit Replace dé thay thé cum tir tim duoc
b1 cum tir da chi dinh & muc Replace with, hodc nhén nat Replace All,
Writer sé ty dong thay thé toan bo cac cum tir s& tim duoc nhu chi dinh.

2.9 Tinh nang AutoCorrect

Day 14 tinh nang tu dong stra 16i chinh ta rit manh trén Writer. N6
gitip t6c dé soan thdo vin bdn ciia ban nhanh hon nho nhitng tir viét tat
va trdanh dwoc cde 16i chinh ta khong can thiét bai kha nang ty dong stra
16i chinh ta cta no.
2.9.1 Thém mét tir viét tat

Pé thém mot tir viét tat, thuc hién theo cac budc sau:

Bude 1: Khoi dong tinh nang AutoCorrect bang cach mé muc chon
1énh: Tools — AutoCorrect.., hdp thoai AutoCorrect xuét hién:

31



Hudmg dan sie dung OpenOlffice.org Writer

AutoCorrect
Replacements and exceptions for Ianguage% English {1J5a) w
Replace | Exceptions | Options | Custom Quotes | Waord Completion

Replace Wifikhs

(<

(RJ ]

ahaky ahouk

abouta about a

ahoutit aboutk it

abscence absence

accesories accessories

accidant accident

accomodate accommodate

accordingto according ko

accross across

acheive achigve

acheived achieved

acheiving achieving

acn can

acommodate accommodate

acomodate accommodate

actualyl ackualky

g g [ | e P | Xpapup |

I Ok ] [ Cancel ] [

X)

T

Help ] [ Reset

Hinh 18. Hop thoai AutoCorrect — Replace

Cum tir s& thay thé Cum tir viét tat

- GO cum tur viét tat vao muc Replace

- G& cum tir s& thay thé vao muc With

Vi du: mudn viét tit tir van bdn boi vb thi:

Replace go vb
With g0 vdn bdan

Budéc 2: Nhan nat New dé ghi thém tir nay vao danh sach viét tat

cua Writer.

2.9.2 Xod di mét tir viét tat

bé xo0a d1 mot tir viet tat, thue hién theo cac budc sau:

Budc 1: Khot dong tinh nang AutoCorrect;

Buwde 2: Tim dén tir viét tat can xoa bang cach go tur viét tat vao

muc Replace.

Vi du mudn xo4 tir vb — vidn bdn vira thiét 1ap & trén, hdy go vb vao
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muc Replace;

Budée 3: Nhin nit Delete dé xo4 cum tir viét tat ndy.
2.10 Chén ky tu dac biét

Trong qua trinh soan thao vin ban, nhiéu luc ching ta can chén mot
s ky tu dac biét vao tai ligu (khong c6 trén ban phim) vi du nhu: 1 V 3
© £, ..., tinh ndng Special Characters cia Writer giip don gian lam vi¢c
nay.

Chon vj tri can dat ky tu dac biét, tiép theo mé muc chon Insert —
Special Characters... Hop thoai Special Characters xuit hién:

Special Characters g|
Font Times Mew Foman v | Subset Lakin-1 v
e ls e[ [P [e [ -] [/ & Com ]
(1213145167 (8]9]: s |=1=1"7 _
- _ﬂelp
@|la&|B|C|DIE|F|G|H|T|T|K|L|M|N|O
Plolr s |t|uvw[x[v[z[ (" 1"
albjc|dfle|fleglb|li]li|k|!l|m|n]|o
plaglr|s|t|uwlwv|wl=z|ly|lz|{]|]]|}]~ £
i| ¢ g E(M]g @ *fa]|~]-|® ¢
Gl A M 0 TR o A R ) A S e
Characters:

Hinh 19. Hop thoai Special Character

Khi thdy ky tu can tim, c6 thé chén chung 1én tai liéu bi mot trong
hai cach sau:

Cich 1: Nhan kép chuot 1én ky tu can chén;

hoac

Cach 2: Chon ky tu can chén bang cach nhan chudt trai 1én né, roi
nhan nit OK dé chén ky tu 1én tai liéu. Véi tinh ndng nay, ban co thé
cheén mdt Iuc nhiéu céc ky tu dac biét 1én tai licu.
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Chuong 03

BANG BIEU

3.1 Tao ciu tric bang

3.1.1 Chen bang moi
Cach 1: Str dung muc chon Insert Table

Pé chén mot bang moi 1€n tai li¢u, mé muc chon: Table — Insert
— Table... hop thoai Insert Table xuét hién:

Insert Table k §|
Hiame Tablez
-

Colurns 2 -

o o
Cptions

[[] Heading

1
[] pon't split kable
[ Border

AukoFormat. ..

Hinh 20. Hop thoai Insert Table

Hay dién thong tin vé cau trac bang mai 1én hop thoai nay:

- Muyc size: cho phép thiét 1ap s6 cot (Columns) va sé dong (Rows)
cho bang:

- G5 s6 cot cua bang vao myc Columns

- G sb dong cuia bang vao muc Rows

- Nut AutoFormat... cho phép ban chon lya dinh dang ctia bang sé
tao theo mdt sO mau bang da c6 san nhu la:
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AutoFormat &|
Formnat
Gray ~
Red
Black 1
Black 2
Currency
Currency 30
Currency Lavender
Currency Gray
Currency Turguoise

Hinh 21. Hop thoai AutoFormat

Hay chon mot kiéu dinh dang & danh sach Format (néu ban cam
thdy ung ).

Nguoc lai c6 thé bAm Cancel dé bo qua budc nay.

- Cubi ciing nhan OK dé chén bang 1én tai liéu.

Cach 2: Str dung thanh cong cu: Ban c6 thé nhén nut Table = ~
trén thanh cong cu Standard dé chén mot bang lén tai li¢u. Bang chon
sau day xuat hién, cho phép chon sé dong va sb cot clia bang:

B | 8 @

Hinh 22. Cira 56 chon sé dong, cot
Hinh trén chon mét bang mdéi vai 22 dong va 5 cot.
3.1.2 Sira cdu triic bang

Sau khi da chén mot bang 1én tai 1i€u, ban van co6 thé thay doi cau
truc bang bang cach: chen thém hodc xoa di cac cit, cac dong cuia bang.

Gia st ban da chén va nhap dir liéu cho bang nhu sau:
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STT Ho va Tén Ngay sinh
1 Doan Van Tam 19/10/1984
2 Lé Thi A 14/12/1983

Bay gio muon chen thém mot cot Gidi tinh vao sau cot Ho va tén.
Ban co thé lam nhu sau:

Buwéc 1: Dit diém tro 1én cot Ho va Tén.

Insert g

QK
armounk 1 s
Pasition
O Before
%) After

Hinh 23. Hop thogi Insert Columns

Budc 2: Mé muc chon Table — Insert — Columns Hop thoai sau
xuét hién
(Chon After tirc 1a chén thém mdt cot vao sau cdt dang chon,

Before tirc 1a thém mot ¢t vao trude cdt dang chon). Mot cot méi dugce
chén vao bén sau cot Ho va Tén.

STT Ho va Tén Ngay sinh
1 Poan Van Tam 19/10/1984
2 Lé Thi A 14/12/1983
Hay thyc hién nhap di liéu cho cot Gidi tinh nay:
STT Ho va Tén Giéi tinh Ngay sinh
1 Doan Van Tam Nam 19/10/1984
2 L& Thi A Nir 14/12/1983
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Muon chen thém dong vao cuoi bang deé nhdp thém dir liéu, lam
nhu sau:

Budre 1: Dt diém tro vao dong cudi cting (Lé Thi A);

Insert Rows g|
Insett
| Ok
Armaounk 1 S

Position

) Before
(%) Afrer

Hinh 24. Hop thogi Insert Rows
Budc 2: M& muc chon: Table — Insert — Rows hop thoai sau
day xuat hién
(Chon Before dé chén thém 1 dong phia trén dong dang dugc chon,
After dé chén thém 1 dong phia duéi dong dang dugc chon).

STT Ho va Tén Gi61 tinh Ngay sinh
1 Poan Van Tam Nam 19/10/1984
2 Lé Thi A N 14/12/1983

Ngoai ra, khi st dung céc thao tac vé con tro tryc tiép 1én bang ban
c6 thé don gian khi thuc hién vié¢c chinh stra cau triuc bang.

Dé xod cac cot ra khoi bang, lam nhw sau:
Buwéc 1: Chon ([pJgfeSi) toan by cac cot muon xoa;

Buéc 2: Chon Table — Delete — Columns, toan bd cac ¢t duoc
chon s€ bi x6a ra khoi bang.

Dé xoa cdc dong ra khoi bang, lam nhw sau:

Budc 1: Chon () toan bo cac dong mudn xoa;
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Buwéc 2: Chon Table — Delete — Rows, toan by cac cot duoc
chon s€ bi x6a ra khoi bang.

3.1.3 Tron o

Tron 6 1a thao tac tron nhiéu 6 k& nhau trén mot bang lai thanh mot
0. Xét vi du sau:
Cach lam:

PAu tién ban tao bang nhu sau:

Cac 0 nay da dwge tron

STT Ho va Tén
HL HK HL HK
1  Doan Vin TAm Tét Tét Tét Tét
2 LéThiA Tét Tét Kha Kha

A

Sau d6 1an lugt tron cac 6. vi du, dé trén 6 “Ho” va 6 “va Tén”

Buwéc 1: Boi den 2 6 can tron (6 “Ho” va 6 “va Tén”);

Budc 2: Mo muc chon Table — Merge Cell. Khi d6 2 6 da chon
s¢ duogc tron thanh mot 6.

Tuong tu, ban hay lan luot tron cac 6 con lai.
3.1.4 Vé bang

Trong truong hgp mudn vé thém cac duong cho bang, ban c6 thé sir
dung chirc nang nay.

Hay mo thanh cong cu Drawing, nhan nit Line. Con chudt lac nay
chuyén sang hinh chiéc bit v& va ban c6 thé dung no dé ké thém cac
dudng ké cho bang.
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3.2 Pinh dang bang biéu
3.2.1 Pinh dang dir liéu trong o

V‘iéc dinh dang phong chit, mau chir trén bang biéu thuc hién theo
nhu phan dinh dang chir da trinh bay ¢ (muc 1.2).

Dinh dang lé

Bwéc 1: Chon (boi den) cac 6 can dinh dang;

Buwde 2: Nhay phai chudt Ién ving bodi den.

- Mo mycEETET 15 chon kiéu 1¢ mudn dinh

dang:
Dinh dang hudng van ban

Ban c¢6 thé dinh dang hudéng van ban trong 6 (hién thi theo chiéu
doc, hay chiéu ngang). Pé dinh dang hudng, ban lam nhu sau:

Buée 1: Chon 6 can dinh dang hudng;

Buwéc 2: Nhay phai chudt 1én vung da chon, chon Format —
Character hdp thoai Character xuat hién:

Character E|
Fonk | Font Effects |Position | Hyperlink | Background
Position
O Superscripk % 1%
(& Hormal 100%
) Subscript

Fokation | scaling

) 0 degrees (80 de (O zindegress [ Fit toline

Scale width 100% %
Spacing
Default ~ 0.0pt [ pair kerring

Times New Roman

I ol H Cancel H Help ][ Feset

Hinh 25. Hop thoai Character - Position
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O muc Rotation / scaling chon 90 degrees néu mudn quay chit ¢ 6 da
chon 90°, hodc tuwong g nhu trén hdp thoai.

Buée 3: Nhén OK dé hoan tit.
3.2.2 T6 nén, ké vién

Pé t6 mau nén hay ké vién cho mét ving ctia bang, cach 1am nhu
sau:

Budce 1: Chon cac 6 (cén t6 nén hay dat vién; hop thoai
Table xuét hién

Tahle * X

H-Ir-m-0-2- B EH#E-

-

=R EHEEE Y =
Hinh 26. Thanh cong cu Table

Budc 2:
- Muc Borders: chon kiéu duong va khung vién dinh thiét lap;

- Muc Background Color: chon mau cho dudng thang;

3.3 Tinh toan trén bing

Ban c6 thé thuc hién mot sb phép tinh don gian trén bang cua
Writer. Mot khia canh nao diy thi Writer ciing c¢6 kha ning nhu mét
bang tinh dién tor (OpenOffice.org Calc), tuy nhién n6 chi xu ly duogc
nhitng phép toan don gian.

% Tinh tong

Gia st c6 mot bang s6 li¢u nhu sau:

STT Ho Va Tén Luong Phu Cip Thuc Linh
1 Nguyén Hoa 1.500.000 300.000 ?
2 Tran Anh 1.300.000 200.000 ?
3 Lé Hoa 1.450.000 200.000 ?
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Téng cong ? ? ?

Ham tinh tong SUM ctia Writer dé dién gid tri tong vao cic 6 ¢o
dau ?

Buée 1: Dat diém tré 1én 6 can chua gia tri téng. Vi du mot 6 trén
dong Tong cong.

Buée 2: M& muc chon Table — Formula..., hodc 4n phim F2 hop
thoai Formula xuit hién

Textformula | fix) ™ % J{/ =

Hinh 27. Thanh céng thirc

& muc Formula, gd vao cong thirc can tinh. Vi du

=SUM va dung chudt bdi den nhitng 6 can tinh tong. Cong thirc
nay dugc ap dung dé tinh tong.

Cubi cung nhan Enter dé hoan tat viéc tinh tong. Tuong tu véi cac
0 con lai, ta dugc két qua nhu sau:

STT Ho Va Tén Luong Phu Cép Thuc Linh
1 Nguyén Hoa 15.00.000 300.000 1.800.000
2 Tran Anh 1.300.000 200.000 1.500.000
3 Lé Hoa 1.450.000 200.000 1.650.000

Tong cong 4.250.000 700.000 4.950.000
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3.4 Sip xép dir liéu trén bang
Dit liéu trén bang c6 thé dugc sip xép theo mot thr tu nao do.

Gia sur c6 bang dir 1iéu sau:

STT Ho va Tén bTB
1 Nguyén Vin Binh 7.3
2 Poan Van Lam 7.0
3 Lé Thi Hoa 7.8
4 Cao Thai Son 6.9
5 Vi Van Anh 5.0

Sdp xép bang theo Tén, Ho dém va PTB
bat diém tro 1én bang boi den cot can S'Zip Xép r6i m& muc chon
Table — Sort.., hop thoai Sort xuét hién:

Sort f'57|

Sart criteria _
% Colurmn Key bype Order OK
Key 1 2 % |Abharomeric v © ascending
() Descending
-
Key 2 1 % | |slphanomeric v (© Ascending
() Descending
Key 3 3% | |Mumeric + | © Ascending
() Descending
Direction Separator
() Columns
(%) Rows
Language Setking
English (LI54) v [ match case

Hinh 28. Hop thogi Sort
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Thiét 1ap thudc tinh cho hop thoai nay nhu sau:

- Muc Column: chon c6t ddu tién can sap xép cot Tén (cot 2);
- Muc Key Type: chon kiéu dit liéu cua cot do dé sép xép;

- Muc Order: Sap xép ting dan hay giam dan.

- Cudi cung nhan OK dé thyc hién.

Sau khi sdp xép theo Tén va Ho dém, thu dwoc bing két qud nhie

sau:
STT Ho va Tén bTB
1 Vil Van Anh 5.0
2 Nguyén Vin Binh 7.3
3 Lé Thi Hoa 7.8
4 Doan Van Lam 7.0
5 Cao Thai Son 6.9

3.5 Thanh cong cu Table
Thanh cong cu nay chira cac tinh ning gitip ban dé dang thuc hién
nhing thao tac xir 1y trén bang biéu.

Pé hién thi thanh cong cuy, kich hoat muc chon View — Toolbars —
Table

Y nghia cac nit trén thanh cong cy nay nhu sau:
4~ : Dung dé tao bang méi;
I= -: Dung dé chon kiéu ciia duong thang;
f@ - : Dé chon miu cho dudng;
& +: T6 mau nén cho céc 6;
[ - : Ké khung cho cac 0;
4 : Tron cac 6 duogc chon thanh 1 6;

55 : Pé chia 1 6 thanh nhiéu 6 nho;
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WEmE e

np

b4

: Van ban nam ¢ dong trén cung cua cua 6 da dugc trdn;

=1 Vin ban ndm & dong gitra cua 6 da dugc tron;

: Van ban ndm ¢ dong cudi trong 6 da dugc tron;

- Pé chén thém 1 dong vao bang;

: Pé chén thém 1 cot vao bang;

: X6a 1 dong dugc chon ra khoi bang;

: X6a 1 ¢ft dugc chon ra khdi bang;

: Thudc tinh cua bang;

: Sap xép cac 6 trong bang;

: Tinh tong don gian.
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Chuong 04

PO HOA

Ngoai nhitng kha ning vé soan thao va dinh dang vin ban, kha
ning d6 hoa ciia Writer ciing rit manh. Trong chuong ndy, chung ta s&
duoc tim hiéu va tiép can nhitng k¥ thuat v& hinh cling nhu xir Iy mot s6
khéi hinh hoa truc tiép trén Writer.

bé lam viéc vdi moi truong dd hoa trén Writer, ban phai st dung
dén thanh cong cu Drawing.

Drawing r X

h  / me LTS O-@-e-0-0-¥%- Al
Hinh 29. Thanh céng cu Drawing

Néu chua nhin thdy thanh cong cu nay trén man hinh c6 thé mo nd
bang cach kich hoat muc chon View — Toolbar — Drawing
4.1 V& khoi hinh don gin

Ban c6 thé v& mot s6 khdi hinh rat don gian 1én tai lidu ciia minh
bang cach st dung mot s6 nut v€ hinh trén thanh cong cu Drawing nhu:
fd -: V€ hinh chir nhat; hinh 6 val, hinh tron;
£ : Tao 6 hinh chit nhat chira van ban;

/" : V& duong thang;

&1 Ve mii tén.

Céch vé hinh nhu sau:

Bwéc 1: Dung chudt nhip 1én nat chira hinh can v&;

Buwde 2: Dung chudt v€ hinh do 1én tai licu.

Duéi day 1a mot hinh chit nhat vira duoc ve:

[l
Lf
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Chung ta dé€ y, trén khoi hinh thudong c6 cac diém danh dau, néu dat
con tro chudt vao nhitng diém danh dau nay ban cé thé co dan dugc kich
cd cua hinh v& bang cach kéo ré chudt.

4.2 Tao chir nghé thuat

DPé chén mot dong chit nghé thuat (Fontwork Gallery) 1én tai liéu,
ban lam nhu sau:

Bwée 1: Nhiap nut Fontwork Gallery @ trén thanh cong cu
Drawing, hop thoai Fontwork Gallery xuat hién:

Fontwork Gallery g

N e Fok
LG YW T
forfgok syl ot

’ (074 ] ’ Cancel ] ’ Help ]

£

Hinh 30. Hop thogi Fontwork Gallery
Budc 2: Dung chudt chon kiéu chit ngh¢ thuat can tao, béng cach
nhén vao 6 chtra kiéu chit ma ban mudn;
Bude 3: GO vao dong chir ban muén tao & muc Fontwork

Ban c6 thé chon phong chit, ki€u chit, cd chit cho doan van ban
nay.
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Buéc 4: Nhan Enter dé két thic. Dong chir ngh¢ thuat sé duogc hi¢n
1én tai liéu.
4.3 Chén 4nh Ién tai li¢u

Ban c6 thé chén duoc hinh anh tir nhiéu ngudn khac nhau trén may
tinh 1€n tai liéu Writer nhu: anh tor mot tép tin, anh tor may scan.
4.3.1 Chen anh tir mot tép tin

Dé chén anh tir mot tép tin 1én tai li¢u, ban lam nhu sau:

M¢& muc chon Insert — Picture — From file, hop thoai Insert
Picture xuét hién cho phép ban tim té€p anh can chén 1én tai liéu:

Insert picture |'1|f'5__<|
Loak. in: | 12} My Pictures j o = EE-
My Recent =
Documents H
(T
Desktop a5 copy Sample Pictures
Iy DeEuniES Fontweark: Gallery
gs |
My Computer
untitled
Iy Mebwark, File narne: | j Open |
Flaces
Files of type: |<AII formats> [".bmp;".dxf;".emf;".eps;".gif;".ipg;’j Cancel
Style: Graphic [~
I~ Link
[ Preview

Hinh 31. Hop thoai Insert Picture
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Hay chon tép anh, roi nhan nut Open dé hoan tt.
Anh tir tép da chon dugc cheén 1én tai li€u cung thanh cong cu
Picture giup ban thuc hién cac phép dinh dang, hi€éu chinh anh.
Picture * X

B~ T Default v I Plow & az 5

Hinh 32. Thanh céng cu Picture

Trong trudng hop khong xuét hién thanh cong cu Picture, ban co
thé goi muc chon View — Toolbar — Picture dé hién thij no.
4.3.2 Chen anh tir may scan

Dé chén anh tir may scan 1€n tai li¢u, ban lam nhu sau:

Mé muc chon Insert — Picture — Scan — Select Source, hdp
thoai Select Sourse xuat hién cho phép tim hinh anh trén mdy Scan can
chén Ién tai lidu:

Sources;

Hinh 33. Hop thoai Select Source

4.3.3 Chup anh tir man hinh vao tai liéu

Trong qua trinh soan thdo tai li¢u, nhiéu khi chung ta can chén
nhiing hinh anh dang xuat hi¢n trén man hinh may tinh vao tai li¢u. Sau
day 1a cac budc can thiét giup ban lam viéc do.

- Ban muon chup toan bo man hinh may tinh vao tai liéu?

Budée 1: Mo man hinh can chup, nhin phim Print Screen. Toan bo
hinh anh ctia man hinh s€ dugc luu vao bo nhd dém dudi dang hinh anh;
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Budée 2: Chon vi tri cAn chén 1én tai lidu, nhan t6 hop phim Ctrl +
V hodc nit Paste dé dan hinh tir bd nhé dém 1én vin ban.

Ban muén chup hop thoai hodc cua sO dang duoc kich hoat trén
man hinh vao tai liéu?

Buée 1: Mo man hinh can chup, nhép t6 hop phim Alt + Print
Screen. Hinh anh cua hop thoai hodc cira s6 dang kich hoat s€ dugc luu
vao bo nho dém;

Budée 2: Chon vi tri can chén anh trén tai liéu, nhan t6 hop phim
Ctrl + V hodc nat Paste dé dan hinh tir bd nhd dém 1én vin ban.

Ban chi muén chup mot viing nao do cua man hinh vao tai ligu?

Budée 1: Mé man hinh can chup, nhap phip Print Screen.

Bwéc 2: Hiy mo chuong trinh Paint cia Windows hay bat ky mot
phén mém Xt 1y anh nao c6 trén may tinh; tao mot t€p mad1 va dan man
hinh vtra chup dugc vao.

Tiép theo, st dung tinh ning cit hinh coa phdn mém nay dé cit
phan hinh anh cin ldy. Nhan Ctrl+C hoic nit Copy dé sao chép ching.

Buée 3: Cudi cung, ban chon vi tri can chén Ién tai liéu, nhin t6
hop phim Ctrl + V hoic niit Paste dé dan hinh da cat duogc 1én tai liéu.
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Chuong 05

IN AN

5.1 Qui trinh dé in 4n
In 4n 14 cong doan rat quan trong va 1a khau cudi cing trong quy
trinh soan thao tai liéu.

bé lam tot viéc in an cho tai liéu cia minh, ban nén thuc hién theo
quy trinh sau:

1. Binh dang trang in (Page Style).

2. Soan thao tai liéu.

3. Thiét lap tiéu dé dau, tiéu dé cudi trang, danh sd trang (néu can).

4. Xem tai li¢u trudc khi in.

5. In tai liéu ra gidy.

- Pinh dang trang in: day 1a budc ban phai lam dau tién khi soan
thao mot tai liéu trén Writer;

- Soan thao tai lidu: bao gdm tit ca cac ky ning ma ban di va s&
duogc tim hiéu tir chuong 1 dén chuong 6;

- Thiét 1ap tiéu dé dau, tiéu dé cudi trang;

- Print Preview 1a khau rat quan trong. Cho phép ban c6 thé xem
ndi dung céc trang in trude khi in;

- Thuc hién in tai liéu ra giéy.
5.2 Tinh nang Page Style

Tinh ning nay giup thiét 1ap ciu truc trang in, kho gidy in. Hiy mo
muc chon Format —Page dé kich hoat. Hop thoai page Style xuit hién:
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Page Style: Default &l

Crganizer |Page | Background | Header |Footer | Borders || Columns || Footnote

Paper Format

Format

‘Width 21.59cm £
Height 2Z7.9%4cm &
Crientation @ Portrait

() Landscape Papet tray [From printer settings] hd

Margins Layout setkings

Left 2.00cm ES Page layout Right and left LY
Right 2.00cm & Format 1,2,3 ... E¥
Top 2.00cm & [ register-true

Eottom 2.00cm

4

I (814 ][ Cancel ][ Help ][ Reset

Hinh 34. Hop thogi Page Style: Default - Page

- Thé Pape: cho phép ban lua chon kho gidy in.

- Muc Format: dé chon khd gidy in. Bao gém céac kho: Letter,
Legar, Tabloid, User, C4, C5, tuy thuc vao timg loai may in, kho gidy.
Binh thuong, van ban dugc soan thao trén kho A4 véi dinh dang Letter

- Ngoai ra ban ¢o thé thiét lap chiéu rong (muc Width), chiéu cao
(muc Height) cho kho gidy;

- Phan Margins: cho phép thiét 1ap 1& trang in.

- Muc Top: dé thiét 1ap chiéu cao cta 1& trén cla trang in;

- Muc Bottom: dé thiét 1ap chiéu cao cta 1& dudi cta trang in;

- Muc Left: dé thiét 1ap chiéu rong cua 1é bén trai cua trang in;

- Muc Right: dé thiét 1ap chiéu rong cua 18 bén phai cia trang in;

- Nhén OK dé dong y va dong hop thoai lai.
5.3 Tiéu dé diu, tiéu dé cudi trang

C6 thé miéu ta vi tri cta phan tiéu dé dau, tiéu dé cudi trang qua
hinh sau:

Cach xay dung tiéu dé dau:
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Mo muyc chon Insert — Header — Default, con tré lap tirc chuyén
ngay vao phan tiéu dé dau (Header):
leh Hudmg din stz dung OpenOffice.org Writer

Cach xay dyng tiéu dé cudi:

M¢ muc chon Insert — Footer — Default, con tré lap tirc chuyén
ngay vao phan tiéu dé cudi (Footer):

T I
31 185 FRar o Upeani

Ban c6 thé soan théo tiéu dé béng cach go truc tiép van ban, roi
dinh dang ching. Ban ciing c6 thé chén cac hinh anh, dd hoa, bang biéu,
.. 1én tiéu @@ (ciing gidng nhu chén 1én tai lidu).

5.4 Cheén s trang tu dong

Ban c6 thé chén sb trang tw dong 1én tiéu dé trang bang cach:

Bude 1: Dit con trd chudt tai vi tri can chén sb trang.

Buwéc 2: M& muc chon: Insert — Fields — Page number sé trang
s€ tu dong dién vao chd con tro chuot.

5.5 Tao muc luc tu dong

DBdi vai nhitng tai li¢u co nhiéu trang thi viéc tao muc luc la hét stre
can thiét cho nguoi doc dé dang tra ciru. Writer cung cép tién ich Indexes
and Tables giup chung ta tao muc luc mot cdch nhanh chong.

Bwéc 1: Tat ca nhimg tiéu dé (cua chuong, bai, muc) nhitng phan
nao can hién thi trén muc luc thi ta phai so dung cac Style (xem phan
2.7.1 Tao mot Style) cua tai li€u nay.

Vi du: Muc 5.5 Tao muc luc ty dong trong Writer st dung Style co
tén 1a Tieu_De cua Writer.

Tuong tu ddi véi cac muc khac, ban phai chon cac muc c6 cung cép
st dung chung mot Style hoac tuy theo muc dich cua ban ma c6 thé chon
cac Style khac nhau. Pén day, coi nhu tat ca cac muc di duoc chon Style
phu hop.

Buwéc 2: Dat con tré chuot tai vi tri mubn tao muc luc ty dong.
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Chon Insert — Indexes and Tables — Indexes and Tables hop
thoai Insert Index/Table xuit hién

Insert IndexiTable @

(IndexTable |Ertries | Styles | Columns | Backaround

Heting1

Thi ¥ flw coukat e s frrtclapsa. Thi & » wer dinehry sty

Heeding 1.1
Tl ¥ e conbat fremm claphs L1 Mo ¥ e oty for e Lk of canbiask

Heeding 1.2
Thi & s coututam clapks 1), Tha Jeyuorl s » wamonhy.

Type and title
Ttle
Type Table of Conkents v I

Protected against manual changes

Create index/kable

for [Ertire document | Evaluate up to level T
et
[¥] outline E]
[[] additional Styles
Indey marks
[ oK ] l Canicel ] [ Help ] [ Reset l [ previen

Hinh 35. Hop thoai Insert Index/Table

Gd chir “Muc Luc” hodc gi d6 theo ¥ ctia ban vao phan Title tiép
theo chon Additional va bAm chudt vao 6 vudng bén canh nhu hinh sau.

Ad

Hop thoai Assign Styles xuat hién.

Chon tén cac Style da st dung, dé bd tri muc luc bé’mg cach di

chuyén theo nut: | «

J

[ ¥
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Assign Styles E|
QK
1 2 3 4 5 6 7 8 9 10 |
Contents 1
Contents 2

Contents 7
Conkents Heading
Default
Drawing
Foater
Header
Heading

Heading 1

Heading 3
Index

List

Table Contents
Tahle Heading
Text body

L« J_>»_ 1]

Hinh 36. Hop thoai Assign Styles

Bam chudt vao OK, tiép tuc bAm chudt vao OK cua hop thoai
Insert Index/Table, muc luc s¢ tu dong xuét hién noi ban dit con tro
chudt.

Néu mudn tao lién két tir muc luc dén ndi dung twong tmg trén vin
ban, ta phai

Budce 1: Sau khi hoan thanh viéc tao muc luc, bAm phai chudt vao
muc luc chon Edit Index/Table. Hop thoai Insert Index/Table xuét hién,
chon thé Entries nhu Hinh 37.

Budc 2: Theo ting bac tiéu dé (1,2,..) xac dinh dinh dang nhu sau:

Chon bac tiéu dé (vi du 1) tai 6 Level.

Trén dong Structure co6 cac nut ghi “E#”, “E”, “T”, “#” va gilra cac
nut d6 ¢6 mot 6 hinh chir nhat.

Bam chudt vao 6 hinh chit nhat trude d6 (Vi du trude nat ghi “E”).

Bam chudt vao nit Hyperlink, s¢ thém mdt nat ghi “LS” (nghia 1a
‘Link Start”)

Bam chudt vao 6 hinh chir nhét sau nat ghi “E”, roi bAm chudt vao
nut HyperLink s€ tao mot nt ghi “LE” (nghia la ‘Link End’)
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S& thiay két qua trong cua s6 bén trai cua cta s6 “Indexes and
Table”, néu hai long bam chudt vao OK 1a ta d3 tao song lién két tir muc
luc dén ndi dung tuong tmg trén than vin ban.

Insert Index/Table

Index/Table |Entries | Styles | Columns | Backoround

Table of Contents Lewel Structure and Formatting
B R § | | I e 1 1
S || . sewe (e[ ) JE TG
Funy 1 ! ! L
Haalingl 2. T |
Heading 1 E5 =
Tl & e sousat from fle fustclaphr. This & a ez ditesway sadyy B Character Styls =Monex M
|7 } '
Heading 1.1 5
Tis ¥ G souwar o clapwa 11 Tl & s sumy fo1 s Wi of Gonmny lg
|10
Heading 1.2
That & s cors ot from slaper] ) Tl By word i & mam enhy Format

Tab position relative to Paragraph Style indert

[ ok H cancel ][ Help H Reset IErauiew

Hinh 37. Hop thogi Insert Index/Table - Entries

5.6 Xem tai liéu trwére khi in

Xem trude khi in (Page Preview) 1a viée rit quan trong, dic biét doi
v6i nhimg ngudi méi hoc Writer, chua ¢6 nhiéu cac k¥ ning vé in 4n.
Qua man hinh Print Preview, ban co thé quan sat trudc dugc cAu tric
trang in cling nhu noi dung chi tiét trén trang in. Qua d6 s& c6 nhimng
diéu chinh hop 1y, kip thoi dbi véi tai liéu cia minh dé khi in ra s& thu
duoc két qua cao nhur y mudn.

Pé bat man hinh Print preview, ban c6 thé 1am theo mot trong hai
cach:

Cach 1: M6 muc chon File — Page Preview

Cach 2: Nhan nat Print preview [%trén  thanh  cong  cu
Standard.

Man hinh Preview cung thanh cong cu Page preview xuat hién:
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& writer.odt - OpenOffice.org Writer:

Ele Edt View Insert Fommat Table Toeoks Window Help x

2 -cHulP| RS v=an o o-e- 85/ NOBETAQ D4

MEEA
I e dophgmipdaitd g

ce,
5, wdmmnmgm%mmhm [ttt

A4 v daek dang L
- i rabn e bt T i i (g V. b cuo(mac Mgt chold

h
;mamm.;m v
s B f”“mmm ot men:
}u&];:nmidﬁl,mnﬁmmmg,hhmmgmm i) ~ Miae Tep: cettgi] mwg
.(zmmhmum(lt}n i

mgm Qi .mmmmhmpxy lqmqmﬂ oA e
tad il e B g

Har Wmmmahp
= G * Mmmmmmm'zmmwmmm
T T A ‘e ki Brevienr ongtiuiuoingoy Brind presewoithiin:

Page Preview d

B e m R s v QW5 & Cospeen

2 i E]
ik, me s TOIO-@ - -F-D-v% - imll%y
Page 39/ 53 l—l :H:'E.EH—I

& Inbox - Thunderbird & v B 257

Hinh 38. Man hinh Preview xem truédce khi in

Man hinh Preview 1a noi hién thi ciu truc, cling nhu ndi dung cac
trang tai li¢u trude khi in;

Thanh cong cu Page Preview cung cip cac nut chitrc ning dé lam
viéc trén man hinh Preview.
5.7 In 4n tai liéu

Sau khi da soan thao xong tai li€u, da kiém tra lai cac 15i ché ban.
Budc nay ban s€ thyc hién in an tai liéu ra may in.

C6 nhiéu cach cho ban chon lua ra Iénh in 4n:

Cach 1: Mé muc chon File — Print..

Cich 2: Nhan t6 hop phim Ctrl + P

Hop thoai Print xuat hién:
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Print

Prinker
Mame:
Status

Type
Location
Zaomment

(] print ka fils
Prink range
® al

C) Pages
() Selection

X]

] [ popmter]

11192, 168, 10,100 |pt3

Default printer; Ready
HP LaserJet 2200 Series PCL
\1192.168.10, 10} jpk3

Copies
Number of copies 1

I

4

42

[ (]4 Cancel

| |

Help

- Hop Print cho

Hinh 39. Hop thoai Print

phép ban chon may in can in (trong trudng hop

may tinh ban c¢6 ndi t6i nhiéu may in). Nut Properties... cho phép ban
thiét 1ap cac thudc tinh cho mdy in néu can;

- Hop Print range: cho phép thiét 1ap pham vi cac trang in;

- Chon All: in toan bd cac trang trén tép tai liu;

- Selection: chi in trang tai li¢u dang chon;

- Pages: chi ra cac trang can in. Qui tac chon ra cdc trang can in

nhu sau:

<tir trang>-<dén trang>

Vi du:

Chi in trang s6 5: 5

In tir trang 2 dén trang 10: 2-10

In tir trang 2 dén trang 10; tir trang 12 dén 15: 2-10, 12-15

- Hop Copies chi ra sb ban in, ngém dinh 1a 1. Néu ban in bao

nhiu ban thi go s0 ban in vao day;

- Cudi cung nhan nut OK dé thyc hién viéc in an.
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Chuong 06

TRON TAI LIEU

6.1 Khai niém vé trén tai liéu

Mot tinh ning rdt manh ctia phin mém soan thao vin béan
OpenOffice.org Writer 1a tron tai liéu (Mail Merge). Diéu nay da giup
ich cho cac nhan vién vin phong rat nhiéu trong viéc in danh sach cia
minh ra cac phiéu nho. Chiing ta hay tim hiéu tinh hudng sau:

Cong ty MISA can soan thao cac gidy moi dé giri t6i khach hang
ctiia minh.

Danh sach khach moi da dugc liét ké trén mdt bang Excel hoac
Calc. Vay phai lam nhu thé nao?

Tinh ning Mail Merge ctia Writer s& gitip chung ta don gian va rat
nhanh chong tao ra dugc cic gidy moi ghi ddy du thong tin can thiét.

6.2 Chuan bi dir liéu

Phai chic chén ban di tao dugc danh sach khach moi nhu sau:

A B C
1 |BTT [Ho va Tén Bon v cong tac
z |1 1.8 Vin Anh Phang tat chinh huyén Tho Xudn — Thanh Hoa
3 2 [Nguyénthi Hong {Phéng tal chinh huyén Chuong W — Ha Tay
4 |3 |[Nguyén Quic Son '8 tai chinh Long An
s [4 [Trin L& Quang adrtal chinh Ha M1
& |5 [LéthiHoa Phong tat chinh quan Hait Ba Trung — Ha N6t
7

Hinh 40. Danh sach khach moi

Bang nay phdi dugc soan trén Microsoft Office Excel hoac
OpenOftice.org Calc.

6.3 Ping ky nguon dir liéu

Pé dang ky nguodn dir liéu chon File — Wizards — Address Data
Source.

Hop thoai Address Book Data Source Wizard xuét hién.
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Address Book Data Source Wizard k &l

ﬂ Welcome to the Address Data Source Wizard.

OpenCOffice. org lets vou access address data already present in vour swsterm. Tao da this, a
Zipenidffice,org data source will be created in which vour address data is available in tabular Form,

This wizard helps wou create the data source,

Please select the type of your external address boaok:

() Mozila | Metscape

() Thunderbird

() LDAP address data

() Outlook address boak,

() Windaws system address book
(%) Dther exrernal data source!

Hinh 41. Lua chon kiéu danh sdach dia chi khach moi

Chon Other external data source, tiép theo bam Next. Hop thoai
sau xuat hién

Address Book Data Source Wizard

ﬂ Additional Settings k

To sek up the new data source, additional information is required.

lick. the following button ko open another dialog in which wou then enter the necessary information.

o [ om ]

Hinh 42. Thiét ldp théng tin dia chi khdch moi

Chon Settings hdp thoai sau xuét hién.
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Data Source Properties: Spreadsheet k EI

Select the bype of database ko which wou want ko establish a connection,

Database type

©On the Following pages, vou can make detailed settings For the connection,

The new settings vou make will overwrite your existing settings.

Hinh 43. Lua chon kiéu co sé dik liéu

Trong hop Database type chon Spreadsheet, bAm Next hop thoai
sau xuat hién

Database properties - Connection settings §|

General %

Path to the spreadsheet document

|C:'I,Dl:n:uments and Settingsidvtam. 34 _DEYELOP My Documentsikhach moi.ods | I Browse! l

User authentication
[] Password required

[ Test Connection ]

’ Help l [ << Back ] l Finish l [ Cancel ]

Hinh 44. Lya chon duong dén dén co sé dir liéu

Bam chudt vao Browse dé chon file chtra danh sach khach moi.

Bam chudt vao Test Conection dé kiém tra két ndi, bAm Finish hop thoai
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sau xuat hién

Address Book Data Source Wizard k @

ﬂ Field Assignment

Toincorporake the address daka in wour templates, Opendffice.org has to know which fields conkain
which data,

For instance, vou could have stored the e-mail addresses in a field named "email”, or "E-mail" ar "EM" -
or something complekely different,

Click the button belov to open another dialog where wou can enter the settings for vour daka source,

There are no fields assigned at this kime,
¥ou can either assign fields now or do so later by First choosing:
"File - Template - Address Book Source,, "

l Help l [ <= Back ] [ Mok == ]

Hinh 45. Chi dinh cac truong muon xudt hién trong thu tron

Bam vao Field Assignment néu muodn chi dinh cac truong s€ duoc
tron trong thu moi. Bam Next hop thoai sau xuat hién

Address Book Data Source Wizard §|

ﬂ Data Source Name %

That was all the information necessary to integrate vour address data into OpenOffice.ara.

Mow, just enter the name under which vou want to reqister the data source in OpenOFfice.org.

Location

| cuments and Settingstdviam.MISa DEVELOPMy Documentsiaddresses1. odbjied | [ Browse. .,

Make this address book available ko all modules in OpenOffice.org,
Address book name

|Addressesl |

Help ] [ << Back ] I Finish ] [ Cancel

Hinh 46. Pat tén co so dir liéu

G0 tén danh sach dia chi vao hdp Address book name néu mudn
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thay d6i, bam Finish dé két thuc viéc dang ky ngudn dir liéu.
6.4 Tao noi dung thw moi

Vi du can soan ndi dung thu moi véi ndi dung nhu sau:

Einh gi: Ong (B&)
Fiia chi:

Budc 1: Chon File —» New — Text Document.

Budc 2: Hién thi danh sach ngudn dit lidu dd ding ky, chon View
— Data sources (hoic bam phim F4).

Budc 3: Tim dén danh sach nguon dir li€éu mudn st dung, nhu hinh

sau
B - A A] 2 )
: By G4 > 7R X e lea Bl
B addresses ST | Ho va Tén | B v cing tac
(@) Addresses1 » |1 L& Vég Anh Phing ki chinh huyén Tho ¥udn - Thanh Hia
= (% Addresses? 2 Mguyen thi Hing Phéng tai chink huyén Churang MY — HA Tay
R 3 MouyEn Quic San Si ki chinh Long An
—
; % Q”::'es 4 “Trén L Quang Sértai chinh Ha NG
Tables 5 L& Thi Hoa Phana t&i chinh huyén Hai Ba Trung — Ha W&
=fsheet1; ]
Rernrd 1 I 5 e 10l

Hinh 47. Cira s6 nguon co so dit liéu

Budc 4: Bay gio ban co thé tao noi dung thu moi véi ndi dung theo
y ban.
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] , r
BB S B e N wFy [% = =[98
@ 5 Addresses | st | HevaTén Bon vi céing ks
® 2 Addresses Anh Phong Lai chinh huyen Tho Xusn = Thanh Hoa
g 2 add guyEn thi Hing Phang kal chinh huyén Charang My - Ha Tay
- : - Mauyen Quic San S k& chinh Lang An
® 5
248 Bam chuot Trdn L6 Quang Sk chinh H3 Ni
— vao (‘[ﬂ}r i Hoa Phing tai chinh huyén Hai B4 Trung = Ha NGi

Kéo xudng

day R .
N R SRR TR R RTINS U B | RS IR O
\2}\ \\ = = =

Kinh giri: Ong (B4) <Ho vA Tén>
Pria chi: <Don vi céng tac®

Hinh 48. Kéo tha cac truong can xudt hién vao thu tron

Bim gilr chudt tai tiéu dé cua cot Ho va Tén, kéo tha xuéng vi tri
can thé hién trén thu tron. Tiép tuc kéo nhing truong can thé hién trén
thur cho dén hét.

Hoan thanh noi dung thu moi va chuan bj in.
6.5 In ndi dung thu moi

Dén day, ban c6 thé in ra nhiing buc thu moi véi ndi dung gidong
nhau nhung khac tén ngudi nhéan va dia chi.

Chon File — Print hop thoai sau xuét hién

OpenOffice.org 2.2 E|

@ ¥our document contains address database Fields. Do you want to print a form letter?

|:| Do not show warning again

(% I w (e ]

Hinh 49. Xéc nhdn ¢é muén in ndi dung thu trén hay khéng

Chon Yes, hop thoai sau xudt hién
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Mail Merge

A of . S " b s
, By Bo- 1t N ¥y ¥ EFRE [« ]
STT | Ho va Tén | Ban vi.c.ﬁng tac |
B addressest |1 Phéng kai chinh huyén Tha %udn — Thanh Haa »~
O 12 addresses z Nguyén thiHing  Phang t&i chinh huyén Chirang M7 - Ha Tay
g 3 Mguyen Qudc Son | 5& Eai chinh Long An £ =
Queries s Tr5n L& & tai chinh Ha NG
Lo i r&n L& Quang i tai chinh Ha MG ] v
< | bd Record |1 5 h [0
Records Qutput
® ﬁ!l (&) Printer O File
[ single print jobs
O Erom: |1 | I

CiiDocuments and Settingsdyvbam . MISA|

[sTrT v :

Hinh 50. Hop thoai Mail Merge

C6 thé chon All dé in tat ca cac ban ghi, hodc Selected records dé in
mét sb ban ghi, chon From dé tin cac ban ghi lién tuc tor “Form” dén

“TO”

6.6 Luu ndi dung thw maoi 1én dia

Chon File — Save dé luu ndi dung thu trdn 1én dia.
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BAI TAP

- Tao trén D:\ folder BAITAP. Tao va luu file dudi
day theo dang <Tén>.0ODT (vo1 <Tén> la tén cua
Anh(chi)) trong folder vira tao.

- Binh dang tap tin co 18 trai 2cm, 18 phai 2cm, 1é trén
2cm va 18 dudi 2cm. Noi dung nhu dudi day:

Blnp

Ding quén hy vong, st hy vong cho ban sirc manh dé ton tai ngay
khi ban dang bi bo roi.

Pimng danh mat niém tin vao ban thdn minh. Chi can tin 1a minh
c6 thé 1am duoc va ban lai c6 1y do dé c¢6 ging thuc hién diéu do.
Pimng dé nhimg kho khan danh guc ban, hiy kién nhin roi ban s&
vuot qua.

Pimg chd doi nhitng gi ban muén ma hay di kiém chung.

Pimg quén mim cudi trong cudc song.

bung quén tim cho minh mét ngudi ban that sy, boi ban be chinh
1a diéu can thiét trong subt cudc doi.

Pimng do dy khi d6n nhan su gitp dd, tat ca chung ta déu can duogc
giip do, ¢ bét ky khoang thoi gian nao trong cude doi.

Va cubi cung dimg quén nhimg ngudi da cho ban cudce sdng hom
nay voi tat ca nhimg gi ban can.

<Theo Ctra sO tam hon>
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Cong Ty C6 Phan MISA
TINH HINH KINH DOANH THANG 12 - 2006
Don vi tinh: triéu déng VN

S Ké Thuwe hién o 1A Tién do
Chi titu hoach | trong thang Luy ke thuc hién
Doanh thu 53.300 5.915 49.720 89,91%
Nop ngan sach 500 1.132 22,45%
| CAN TUYEN.... |

% Trinh dwoc vién tot nghiép dugc ta hodc trung cap tré 1én, tudi

20-30, trung thuc, nang dong, can cu, cd phuong ti¢n di lai.

nghiém vé hé théng mang.

khau thanh phd.

trung thyc, tan tuy, tin cay.

¢ Nhan vién bdo v€ nha riéng giam doc lam vi¢c tir 19h-7h,

< Hai k¥ thuat vién tin hoc tot nghiép PH Tin hoc, c¢6 kinh

% Mot nguwoi giap viéc nha can cu, chiu kho, trung thuc, c6 hd
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Phu luc: Nhirng khac nhau co ban gitra Writer va Word
Tai liéu nay tong hop nhitng khac biét khi st dung OpenOffice.org
Writer 2.2 va Microsoft Word (nhi€u phién ban).
<+ Xem
Word c6 bdn cach xem (dua trén tirng phién ban) gém:
Normal view: La cach xem dugc dé xuét (boi Microsoft) dé thuc
hién hau hét viéc go va chinh stra. Writer khong c6 cach xem tuong Ung.
Print Layout: Cach nay s€ thé hién tai liéu khi n6 s& duoc in ra.
Céch nay tuong ting gan nhat véi cach xem Print Layout trong Writer.
Web Layout: V& 1y thuyét, cach xem nay thé hién tai liéu nhu khi
xem tryc tuyén. Cach xem tuong tng trong Writer 1a lya chon xem Web
Layout. B¢ vao cach xem nay, chon View — Web Layout
Outline View: Dé lam viéc voi cdu trac d& muc. Writer co
Navigator, s€ dugc chi ti€t & phan sau.
¢ Thanh trang thai
Thanh trang thai twong ty nhu trong Word trir viéc né khong thé
hién vi tri hién thoi cia con tro trén trang (s6 dong va so ky tu ngang).
% Navigator
Word khong c6 khai niém twong ty Navigator. P& bat dau
Navigator, nhan F5 hodc bam vao bi€u tuong Navigator trén thanh cong
cu Standard. D€ c6 mo ta chi tiét hon vé chirc nang cua tung nut, nhan
Shift + FI va ludt con tré qua cac nut.
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< So sanh cac phim tit chinh

Chirc nang

Phim tit chuén ciia
Word

Phim tit chuén ciia
Writer

Gach dudé1 cac tu

khong dau cach

Control + Shift + W

Khong co6 tuong ing

Thay d6i kich c&
phong

Control + Shift + P

Khoéng c6 tuong ung
chuan

Tir dong nghia

Shift + F7

Control + F7

Hién thi/gidu cac ky tur
khong in

Control + Shift + *

Control + F10

Thut 18 Control + M Khong c6 tuong ung
chuan
Khéng thut 18 Control + Shift + M Khoéng c6 tuong tng

chuan

Chi s0 trén

Control + Shift =

Control + Shift + P

Chi s6 dudi

Control + =

Control + Shift + B

Xo6a bo dinh dang ky
tu

Control + Spacebar

Bim chudt phai >
Default

Xo6a bod dinh dang | Control + Q Bim chuot phai >
doan van Default
Nhay t6i diém chinh | Shift + F5 Can phai dung trinh

stra trudce do

nhac trén Diéu huong

Dich chuyén doan van
1én trén

Khong c6 tuong ting

Control + Lén

Dich chuyén doan van
xuong dudi

Khoéng c6 tuong tng

Control + Xudng

Tim kiém

Control + F

Control + F

Thay thé

Control + H

Control + F
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% Nhép sb va cong thirc
Khéng gidng nhu Word, cac bang biéu trong Writer co thé hoat
dong giéng cac bang tinh hon. Vi dy, cac gia tri 3 dugc tinh toan thay
ddi khi dir liu duoc nhap vao (khéng can phai lya chon va nhan F9 dé
cap nhép cac két qua da tinh).
< Biéu dd trong Writer
Biéu dd duoc sao chép tir mgt bang tinh Calc va dugc dan vao mot
tai liéu Writer theo mic dinh s& 1a mot ddi tuong nhung. Khong giong
nhu thao tac trong Microsoft Office, chi ¢6 cac dit lidu lién quan dén biéu
d6 moi dugc nhung. Trong Microsoft Office viéc sao chép va dan mot
biéu dd ciing ddng thoi nhung nd, nhung néu bang tinh Excel c6 dung
luong 8 MB (khéng han 13 khong c6 thuc dbi véi mot bang tinh) thi mdi
biu dd dugc ddn vao mot tai lidu Word sé tang kich c& tai lidu Word d6
thém 8 MB.
< Khoang cach giira cac doan va trudc ngit trang
Trong Writer, mét vai thudc tinh doan c6 cach xu 1y khac véi
Word. Cu thé la:
Khoang cach trén dau mot trang bi bo qua.
Khodng cdch giita cac doan: ap dung khoang cach 16n nhat ¢ trén
va & dudi cua hai doan.
Truée ngdt trang: néu & ddu mot trang, khong tao mot trang tring.
Diéu nay cho phép st dung cac kiéu ma khéng phai ap dung céac
dinh dang doan truc tiép dé sira chita cac van dé sau do.
% Cac thanh dau trang va cudi trang
Céac dau trang va cudi trang duoc in giira cac 18 cua trang hon la
trong phan 1& dinh hodc day trang nhu trong Word. Noi cach khac 1a
phan dinh trang khu vuc giita cac 18 trang va 1& dinh luén ludn trong, tiép
theo 1a dong dau trang, va sau dong dau trang 1a ving vin ban chinh cia
trang.
Chiéu cao ty dong cho phép dau trang hoic cudi trang ting 1én hodc
co lai tuy thudc vao ndi dung cua chung.
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Hudmg dan sie dung OpenOlffice.org Writer

Khodng cdch xac dinh khoang cach giita dau trang/cudi trang va
ving vin ban chinh trén trang. Khodng cdch déng cho phép dau
trang/cudi trang dén téi ving giita dau trang/cubi trang va ving vin ban
chinh.

Céc 18 trai va phai duoc thut vao tir cac 18 trang va khong thé co gia
tri am.
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