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N6i dung

Writer la gi ?

Writer chinh 1a phan mém xir Iy vin ban trong bd OpenOffice.org (000). Ngoai cac chirc
nang co ban cia mot chuong trinh xr Iy van ban (kiém tra chinh ta, tir dién, gian trang, sua ty
dong, tim kiém va thay thé, tao bang biéu, chi muc ....) Writer con cung cap cac tinh ning
quan trong sau:

. Céc kiéu dinh dang mau

. Céc phuong phap trinh bay hiéu qua (bao gdbm khung, cot va bang biéu)
- Nhung hoic lién két cac hinh d6 hoa, bang tinh va cac ddi tuong khéc

+ Céc cong cu ve€ hinh ciing dugc kém theo trong Writer

- Tai liéu chu, tap hop nhiéu tai liéu vao trong mat tai liéu don.

- Theo ddi cac thay ddi trong tai liéu

- Tich hop co sé dit liéu bao gom ca co so dit lidu vé tac gia.

. Xuét tai liéu ra dang PDF bao gdm ca céac lién két.

. Varat nhiéu cac tinh ning khéc.

Chirc nang dinh dang kiéu dang 1a chtic ning trung tdm trong Writer. Dinh dang kiéu cho
phép ban dinh dang mot cach dé dang tai liéu va thay doi dinh dang d6 ma phai b it cong
suc. Thong thuong khi ban thay ddi dinh dang tai li¢u trong Writer ban s€ sir dung mot kiéu
dang nao d6. Kiéu dang 1a mot tap hop cac tuy chon vé dinh dang. Writer dinh nghia trude
mot sb cac kiéu dinh dang cho mot sb cac thanh phan khac nhau trong vin ban nhu: chuong,
doan, trang, khung va danh sach. Ung dung cta dinh dang kiéu dang s& duoc mo ta chi tiét
hon trong mot chuwong khac cua tai liéu nay, bao gdm “Gidi thiéu vé Kiéu”, “Lam viéc voi
Kiéu”

Céc tinh nang dugc liét ké phia trén s& duoc dé cap tdi trong cac chuong khac cia tai lidu
nay.

Khéi dong Writer

Néu ban dang doc tai liéu nay trong OpenOffice.org thi tit nhién 1a ban di biét cach khoi
dong Writer. Tuy nhién néu néu day la tai liéu dudi dang in thi c6 thé ban chua biét cach khéi
dong Writer. C6 ba céach d¢€ thyc hién diéu nay:

- Khoi dong tir thuc don hé thong
. Khai dong tir mot tai lidu da co san

« Khdi dong tir dong 1€nh
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No6i dung

Khéi dong ti thuc don hé thong

Str dung thuc don hé théng chinh 1a mét cach thong dung dé khai dong Writer. HAu hét cac
ung dung déu duoc khai dong tur thuc don hé¢ théng. Trong Windows thuc don hé théng duoc
goi 14 “Thuc don Khai dong” con trong moi truong GNOME (st dung trong cc hé thong
Unix) n6 dugc goi 1a “Thuc don Ung dung”. Trong méi truong KDE né duoc xac dinh bai
biéu twong KDE.

Khi ban cai dat OpenOftice.org, mdt thuc don maéi s€ dugce thém vao thyc don hé théng. Tén
goi chinh xdc cling nhu vi tri cia thyc don nay con phuy thudc vao moi trudng dd hoa ma ban
dang st dung. Sau day chung ta s€ cung xem xét moéi truong Windows, GNOME va KDE.
N6 ciing tuong tu trong cac moi trudng dd hoa khac.

Windows

Trong Windows, thuc don cua OpenOffice.org duoc dat tai vi tri Programs >
OpenOffice.org X.X.X trong d6 “X.X.X” la phién ban ctia by OpenOffice.org ma ban dang
str dung. Chon OpenOffice.org Writer dé khoi dong Writer voi mot tai liéu tring. Hinh 1
cho thiy vi tri ctia OpenOffice.org trong thuc don hé théng cia Windows XP.

@ Sek Pragram Access and Defaulks

Windows Catalog

Windows Update

Accessories

Adobe Acrobat
Documents COpenCffice.org 2.0

Progranns

Opendffice.org 2.0 Base
. CpenOffice.org 2.0 Cale
Settings
Opendfice.org 2.0 Draw

CpenOffice.org 2.0 Impress

Opendffice.org 2.0 Math

Search

5|
El
&
el
'z
==

Help and Support { COpenCrfice.org 2

REun...
Log OFf Jean Hollis Weber., .
Turn OFF Computer, ..

B Ak

Hinh 1. Khéi dgng Writer tir thie don hé thong trong Windows XP
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No6i dung

Linux/GNOME

Cac cai dat trong moi truong GNOME s€ khac nhau trong cac phién ban khac nhau. Tuy
nhién trong hau hét cac phién ban mdi déu da dugc cai dat OpenOffice.org. Ban s€ tim thay
OpenOffice.org trong thuc don hé thong tai vi tri Applications > Office , nhu ¢ trong Hinh 2

| oicaions LT SRS
% Accessories ¥
@3 Games ¥
@ Graphics ¥
@} Internet ¥
."_‘ﬂ'ﬂ Office ¥ j Address Manager
@ Preferences ¥ 31 Dia Diagrams

ﬁ Programming ¥ \&D K.Organizer

@ Sound & Video L4 @ OpenOffice.org Calc

Q System Settings  * F;._aj" OpenOffice.org Draw

% System Tools LS OpenOffice.org Impress
% File Erowsear ’g OpenOffice.org Math
ﬁ Help @ OpenOffice.org Writer

% Network Servers 5 Project Planner

## | [ The GIMP | & Layers, Channels,

Hinh 2. Khéi dong Writer tir thue don hé thong trong GNOME

Trong phién ban Red Hat Enterprise Linux, OpenOffice.org da dugc cai sin. Vi moi truong
GNOME ban s& tim thdy OOo tai vi tri Main Menu > Office. Néu ban tién hanh cai dit mot
phién ban mai hon ciia OOo thi no6 s€ xuét hién tai vi tri Main Menu > Office > More
Office Applications.

Néu ban cai dit OOo bing cach tai OOo tir trang web http://www.openoffice.org thi OO0 s&
xuat hién tai vi tri Applications > Other.
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N6i dung

Linux/KDE

Trong moi truong KED, OpenOffice.org dugc cai dat tai trong menu riéng cia minh ¢6 tén la
“Office”.

&) Internet

7 Address Manager

(% Preferences * = Dia Diagrams

& Programming ¥ - Kontact

2 Sound & Video ¥ & KOrganizer

£b System Settings * & OpenOffice.org Calc
28 System Tools * ¥ OpenOffice.org Draw

€& Control Center I OpenOffice.org Impress

& Find Files “z] OpenOffice.org Math
& Help & OpenOffice.org Writer
i@ Home = Project Planner

| Actions
£ Run Command...

@ Lock Session
Logout...

X e =

Figure 3. Khoi déng OOo tir thuc don hé thong trong KDE

Trong mot s6 ban phan phdi Linux cai dat OpenOffice.org trong thuc don Office ma
Mandrake 1a mét vi du. Trong truong hop nay dé khoi dong Writer ta st dung thuc don nhu
sau Office > Word processors > OpenOffice.org Writer.
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N6i dung

‘I}_ST_::\T Accessories
U:i' Amusement > !l AddressBooks »
E3d Applications ’ \@ Graphs r
@ Configuration » [#3] Presentations 3
E& Documentation J D Spreadsheets 3

Bj' Multimedia » (/| Tasks management

Networking 3 B Time management
? Terminals 3 OpenOffice.org Writer
@ Home

Recent Documents »

£ Lock Screen
(] Logout "ooo"...

PETIN : | T

Hinh 4: Khoi dong OOo Writer tir thuc don KDE cua Mandrake

Khéi dong tr mot tai liéu da cé san
Néu ban cai dat OpenOfﬁce‘.org chinh x4c thi tat ca cég tai liéu ciia Writer da duoc lién két
v6i chuong trinh Writer. Di€u d6 c6 nghia la ban c6 thé khoi dong OpenOffice.org tw dong
chi don gian bang cach nhan dlp vao tai li€u trong chuong trinh quan 1y file ctia ban (vi du
nhu Windows Explorer)

=T

Ban c6 thé nhan ra ing dung ctia OpenOffice.org Writer thong qua biéu tuong sau: ‘—i .

P6i véi ngudi dung Windows

Céc file s& duoc mé ty dong bang OpenOffice.org. Khi ban cai dit OpenOffice.org ban s&
duoc chon dé lién két cac file cia Microsoft Office vai O0o0. Néu ban chon nhu vay thi khi
nhan dup vao mot file bat ky c6 phan mo rong 1a .doc né s& duge mé bang OpenOffice.org.

Néu ban khong chon nhu vay thi khi ban nhén dap vao mot tai li€u cua Microsoft Office no
s€ dugc md bang Microsoft Word (tat nhién chi khi ban da cai Microsoft Word trén may tinh
do)

Ban c6 thé dung mot cach khac dé mo tai liéu c6 phan mé rong .doc bang OO0 va sau d6 luu
lai dudi dinh dang .doc trong OOo. Xem thém phan “Md& mat tai liéu da ¢ san” trong trang
16
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N6i dung

Khdi dong tir dong 1énh

C6 thé ban s& mudn khoi dong Writer tir dong 1énh (sir dung ban phim thay vi sir dung .
chudt). Tai sao lai khong nhi?. Béng cach st dung dong 1€nh ban s€ c6 thém kha nang kiém
soat nhitng gi xay ra khi Writer khoi dong. Vi du ban c6 thé sir dung dong 1énh yéu cau
Writer mé tai liéu va in n6 thay vi phai ngdi chd man hinh khéi dong ciia OpenOffice.org.

Luu y Hau hét ngudi s dung khong can sir dung cach khoi dong nay.

C6 nhiéu cach khoi dong Writer tir dong 1€nh va n6 phu thudc vao viéc ban cai ban
OpenOffice.org day du hay khong.

Néu ban cai dit phién ban dy di cia OpenOffice.org thi ban ¢ thé khoi dong Writer bang
cach go 1énh nhu sau

soffice -witer

hoac switer

Writer s€ khéi dong véi mot tai ligu tréng.

Dé liét ké tat ca cac tuy chon ma ban c6 thé str dung hay dung Iénh
soffice -?

Néu ban cai mot ban da duoc gian ghiéu cua OOo (nhq ban dugc cung cép vo1 Linux
Mandrake hoac Gentoo), ban c6 thé khoi dong OOo bang 1€nh sau:

oowriter

Luu y Méc du cac cau 1énh ¢6 cu phap khac nhau nhung muc dich cua ching 1a nhu nhau:
khéi dong OOo voi mot tai liéu Writer trang.
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No6i dung
Giao dién ciua Writer

Cac thuc don

Trong Writer cac thuc don déu duoc dat trén dinh cta ctra s6. Céc thuc don chinh bao gém
Tép tin, Chinh sira, Xem, Trén, Dinh dang, Biang, Cong cu, Cira so va Trg gitp. Khi ban
nhan chudt tron mot trong cac thyc don trén thi mat loat cac lya chon lién quan s€ hi¢n ra.

- Tap tin chua cac 1énh ma pham vi cua chung lién quan téi toan b tai liéu nhu Mo, Luu
va Xuat nhu PDF.

. Chinh sira chira cac 1énh dung dé chinh stra tai liéu nhu Huy thao tac, Tim & Thay thé.
«  Xem chtra cac 1€nh dung dé diéu khién viéc hién thi tai liéu nhu Phong, Dan trang Web.

+ Treén chtra cic 1énh dung dé trén thém cac thanh phan vao tai liéu nhu phan dau trang,
cudi trang va cac hinh anh.

- Pinh dang chita cac 1énh dung dé dinh dang cach trinh bay tai liéu nhu Kiéu va Dinh
dang, Diém cham va Panh so.

« Bang chira cac 1€nh dung dé trén va stra doi cac bang bicu co trong tai li€u.
« Cong cu chtra cac 1énh chic nang nhu Ki€m tra chinh ta, Pac ché, Tuy chon.
+ Cira so chua cac 1énh danh cho céc ctra s6 duocj hién thi.

+ Trg giup chira cac lién két t6i cac tép tro gitip, Pay 1a gi, Vé OpenOffice.org. Xem thém
phan Tro gitp tai trang 23.

Thanh coéng cu

Writer ¢6 mot vai kiéu cho thanh cong cu: docked, floating va tear-off. Cac thanh cong cu
kiéu “docked” co6 thé di chuyén téi vi tri khac va trd thanh thanh cong cu “floating” va nguoc
lai.

Thanh céng cu kiéu “docked” trén cing chinh 13 thanh cong cu Chudn. Thanh cong cu Chuan
ton tai trong moi ing dung OpenOffice.org.

Thanh céng cu thir hai tinh tir phia trén cta ctra s6 1a thanh cong cu Pink dang.
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No6i dung

Thanh ¢6ng cu Chudn
Thanh cong cu Dinh dang

a3 Khing tén 1 - OpenOffice.org Writer

Taptin Chinhsira ¥em Chén ®inhdang Bang Cdngou Clrasd  Trd gilg

Bl R BSRVREBR-¥ -0 AHA- HEORBETQ @4
J'L);j I:Mécﬁ!nh _v E'_I'imesNewRoman v| 12 v B / U '-E_:i = = !_’_ﬂ“['_ iZ T <= 1= A,ap,g, s
|._ e e e e S 0 o |

Hinh 5. Thanh céng cu cua Writer
Thanh céng cu dong

Trong Writer c6 mét s6 loai thanh cong cu theo ngir canh va thuong xuét hién & dang dong
trén vung con tr6. Vi du thanh cong cu Bang s€ Xuét ‘hién khi con tro dét trén vung 1a danh

sach sd. Ban c6 thé ¢ dinh cac thanh cong cu ndy néu mudn (xem thém bén dudi dé biét chi
tiét)

Cac nut bam tha xuéng va cac thanh cong cu

Céc nat bAm véi hinh miii tén chi Xuéng bén tay phai s& hién thj céc thuc don phu hodc céc
thanh cong cu tha xudng.

Do<¢ ogOm.d
DF0Cav
O aAMnm® e
XAV AD
QB oo
- |@ -0 - % - |
Default
Hinh 6. Thyc don phu

Cac thanh cong cu tha xudng thuong & dang dong va khong thé ¢ dinh ching duoc. Dé di
chuyén thanh cong cu tha xudng ban hay kéo né bang cach kéo phan tiéu de.

Hién hoac 4n cac thanh céng cu

Pé hién hodc an cac thanh cong cu, chon Xem > Thanh céng cu, s€ xuét hién mot thanh
cong cu cho phép ban chon.

Dich chuyén thanh céng cu

Pé dich chuyén mot thanh cong cy, dat con tro chudt trén phﬁn “tay xach” cua thanh cong cy,
gitr chudt trai dong thoi kéo thanh cong cu tdi vi tri moi.

DPé dua thanh cong cu téi mot vi tri khéc, dat tro chudt trén phén “tay xach” cua thanh cong
cu, gitr chudt trai dong thoi kéo thanh cong cu tédi vi tri mai va sau d6 nhéa chudt. Thanh cong
cu s€ duoc dich chuyén va co6 dinh vao vi tri méi.
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Tay xéch

& 0201 WG-Introducing¥Writer.odt - OpenOffice.org Writer
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Hinh 7. Phan “tay xdch” ciia thanh céng cu

Thudc ké

No6i dung

Pé cho an hodc hién thudc ké chon Xem > Thuée. Dé hién thude theo chiéu doc chon Céng
cu > Tuy chgn > OpenOffice.org Writer > Xem va chon Thwéc doc.

Ty chon'- OpenOifice.org Writer - Xem

Bd nhe
Xem
In
Buwong dan
Mau
Phéng
Bdomat
Céach hién thi
Accessibility
Java
Nap/Luu
Thiét lap ngén ngi
B OpenOffice.org Writer
Chung
Ho trgr dinh dang
Lwrdri
Phéng cor ban (Tay)
Phang cor ban (CTL)
In
Bang
Thay ddi
Tinh twong thich
Tuw dat tieu dé
OpenOffice.org Writer/Web
OpenOffice.org Base

|

Chi dan Khung hién thi
[] Hwéng dan trong khi di chuyén Thanh cuén ngang
Biéu khién don gidn Thanh cugn doc
[] Biéu khién len Thudc ké
HIBn thi — Thwée ngang Inch e
£06 hoa va doi twong Thwéc doc Inch -
Bang [] Cuén Tron
Dai trgng va va cac didu khién
[] Ma trreng
Ghi chu
l Béng ¥ ] [ Huy bé l [ Tro gitp l [ Quay lai ‘

Hinh 8. Bé hién thuéc doc chon Céng cu > Tity chon > OpenOffice.org Writer > Xem
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No6i dung

Thay ddi dién mao cla tai liéu

OpenOffice.org co6 vai kiéu dé xem tai liéu: Dan trang in, Dan trang Web, Toan man hinh va
Phong. Ban c6 thé chon cac muyc nay trong thuc don Xem. Khi ban chon Xem > Phong cura
sO sau s€ xuat hién:

Phong to/Thu nho

Hé s6 thu phéng [

pong ¥
() Toan trang i l

() Ba rong trang [ Huybe |
(") Tot nhat [
() 200 %

Tror giap ]

(") Bieén ddi 100% i

., e

Hinh 9. Lua chon hé sépho'ng dai

- Toan trang: Hién toan bo trang vira trong mot man hinh (¢& chit c6 thé nho)

- P rong trang: Hién toan bd chidu rong cia tai liéu. Canh dinh va day cua trang co thé
khong nhin thay

- Tot nhat: Thay doi lai cach hién thi d¢€ 1am cho chiéu rong phan van ban vira voi chiéu
rong man hinh.

. 200%: Phong to vin ban 1én 2 lan.

- 150%: Phong to van ban 1én 1 lan rudi.

« 100%: Thé hién van ban ¢ kich thudc thuc.

- 75%: Thé hién vin ban véi kich thudc 75% kich thudc thuc.
« 50%: Thé hién vin ban véi kich thude 50% kich thude thuc.

+ Variable: Nhap hé sb phong dai ma ban mubn.

Gidgi thiéu vé Writer



No6i dung

S dung bo di chuyén

B0 di chuyén hién thi cac ddi trong dugc luu trong tai lidu. N6 cung cdp mot cach thuc tién
dung dé di chuyén trong tai liéu va tim toi mot thanh phan trong d6. Nut di chuyén duoc dat
trong thanh cong cu Chudn. Ban ciing c6 thé hién thi bo di chuyén bang cach chon Chinh
sira > B di chuyén, hodc nhan phim F5 dé hién thi nhanh.

B0 dich chuyén

Khong ten 1 - OpenOffice.org Writer'

Taptin Chinh si)a Xem Chen Binhdang Bang Congcou Clrasd Tro gitp

E-relila B B8R Ve Ehi-¢d b2 AEH-v WOoRBETQ @
Hinh 10. Biéu twong cua bo dich chuyén

B0 dich chuyén hién thi danh sach cta cac ddi tugng nhu Pé muc, Béang, Khung van ban, bo
hoa, Panh dau va cac muc khac. Nhan chudt vao dau + d¢ hién thi tat ca ndi dung cua danh
sach do.

Néu ban chi mubn xem mot loai doi tuong nhét dinh thi hay chon loai ddi tuong do va nhén
chudt vao bicu tuong Khung nhin ni dung.

] Khung van ban Biéu tuong Khung nhin
B Do hoa ndi dung
i2 Péi twong OLE
$ Panh dau

= Cac muc

@% Sidu lign két

== Tham khao

Chi muc

Z) Ghichu

Ba Céac ddi twong va

[Kneng ten 1 Buoc kich hoat) s |

Hinh 11:Khung diéu huéng

Luu y Khung diéu huéng c6 thé khac trong tai liéu chinh. Dé c6 thém thong tin chi tiét
xem chuong “Lam vi€c voi tai li€u chinh”.
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No6i dung

Khung diéu huéng gitp ban tim mot ddi trong nhanh chong hon. Nhan dup chudt vao doi
tuong trong khung diéu hudng dé nhay toi vi tri ctia doi tugng do trong tai liéu, nhu & trong

hinh 8.
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Hinhl12. Sir dung cong cu “Piéu hiedng” dé di chuyén trong tdi liéu

Sap xép cac chuong bang bd di chuyén

Ban c6 thé sip xép cac chuong va di chuyén trong tai liéu thong qua bo di chuyén

1) Nhin chudt vao biéu tugng Khung nhin ndi dung.

2) Nhin chudt vao muc ma ban mudn thay ddi.

3) Kéo muc d6 toi vi tri mdi trong bd di chuyén hodc nhan chudt vao mot muyc trong bo
Di chuyén va sau d6 nhan vao muc Chwong ¢ mirc trén hoic Chwong é mirc duéi.
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Tao mot tai liéu trong
Ban c6 thé tao mot van ban trong trong Writer bang mot s6 cach nhu sau:

- Béam t6 hop Control+phim N. Mot tai liéu trong s& dwoc mé. Néu ban di c6 mot tai
li¢u dang m¢ thi tai liéu mdi s€ xuat hién trong mot ctra so khac.

+  Su dung Tap tin > Tao méi > Tai li€éu van ban.

e |

=
- Nhan vao biéu trong Tao méi trong thanh cong cu chinh ‘—i .

Tao tai liéu mdi tr mot tai liéu mau

Ban c6 thé sir dung tai liéu mau dé tao tai liéu méi trong Writer. Céc tai liéu mau dugc cung
cap dé dam bao cac tai li¢u dugc tao ra tr chiing ¢6 cung khuén dang. Mot vi du 1a tat ca cac
tai licu cua b tai liéu hudng dan nay déu duogc dua trén cung mat tai liéu mau. Do d6 ching
trong kha giong nhau vé phong chit kiéu cua phan tiéu deé ......

Tuy nhién mdt ban cai dat OpenOffice. org lai khong bao gdm trong né céc tai liéu mau. Ban
co the thém cac tai liéu mau vao ban cai dat nay dé sur dung Huéng dan dé thuc hién diéu
nay nam trong chuong “Lam viéc v6i cac tai liéu mau”
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Khi ban da c6 cac tai liéu mau trong hé thong, ban co6 thé tao mot tai liéu méi dua trén céc tai
liéu mau bang cach sir dung thuc don Tap tin > Tao méi > Mau va tai liéu. Mot ctra sO s€
mo cho phép ban chon tai li¢u mau d€ sir dung cho tai liéu cia minh.

Thi du trén hinh 9 sir dung tai liéu mau c6 tén 1a “book” trong thu muc “Cac mau ciia toi”.
Chon mau nay va sau d6 nhan vao nut mé. Mot tai liéu méi sé dugce tao ra dua trén dinh dang
cua tai liéu da duoc chon.
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Hinh 14. Tao tdi liéu tir mau

Tao tai liéu mau vdéi thuc don Thuat gia

Ban c6 thé sir dung thyc don thudt gia dé tao ba kiéu sau day cua tai liéu mau:

« Thu
. Fax
+ Nghi sy

Vi dy, dé tao tai liéu mau Fax ban st dung cac budc nhu sau:
. Kiéu cta ban fax (fax doanh nghiép hay fax c4 nhan).
. Céc thanh phan cua tai liéu nhu: Ngay thang, dong tiéu dé va kiéu xung ho.
+ Thong tin cua ngudi guri cling nhu ciia ngudi nhan.

+  Chir ¢ chan trang.
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Pé tao tai liéu mau su dung thuc don Thuat gia, ban 1am theo cac budce sau:

1) Tir menu chinh chon Tai li¢u > Thuit gia > kiéu tai liéu mau ma ban muén (Hinh
15).
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Hinh 15: Tao mau tdi liéu sir dung cong cu “Thudt gia”

2) Lam theo huéng dan trong trang cua thuat gia
3) Chon vi tri ma ban mudn luu tai liéu mau. Vi tri méc dinh 13 thu muc tai liéu mau cua

ban, nhung ban cling c6 thé chon cac vi tri khac.

4) Cuoi cung la dua ra céc lya chon dé tao tai li¢u fax tirc thoi hay thay doi thua cong céac
tai liéu mau. Vi cac tai liéu fax sau nay ban c6 thé st dung tai liéu mau duogc tao ra
nay nhu giong nhu céc tai liéu mau khac.
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Md& mot tai liéu da co.
Sau day 1a mot cach dé mo tai liéu da c6 trong Writer:
1) Nhén Tép tin > Mé (hodc nhan phim Control+0).

2) Trong ctra s¢ duoc mo, ban ¢ thé chon loai tap tin ma ban mudn dé viéc duyét danh
sach tai liéu dugc dé dang hon. Néu ban chon kiéu tap tin 1a “Tai liéu van ban” thi
ban s€ chi nhin thay céc tai li¢u ma Writer c6 thé doc.

3) Chon tép tin ban mubn va nhin nit Mé.

Céach nay c6 thé dung dé mo céc tap tin ctia Word cta OOo ciing nhur 14 cac dang
tap tin khac.

Luu y

Ban ciing c6 thé m¢ mot tai liéu cua Writer theo cach ma ban dung dé mé cac loai tai li¢u
khéc trong h¢ di€u hanh ma ban sir dung.

Luvu tai liéu
C6 ba cach dé ban luu tai liéu trong Writer:
Chon Téap tin > Luru.

- Nhin vao nit Luru trén thanh cong cu.
Ban ciing c6 thé yéu cau Writer luu tai liéu cia minh sau mdi khoang thoi gian nhat dinh. Dé
lam nhu vay, ban phai cai dat dé OpenOftfice.org luu tai liéu tu dong.

1) Chon Céng cu > Tuy chon. Cira s6 tiy chon s& xudt hién.

2) Chon Nap/Luu > Chung.

3) Chon Luru théng tin tw phuc hdi mdi va dat gia trj thoi gian ma ban mong mudn. Gia
tr1 mac dinh s€ 1a 15 phut.

Luvu tai liéu Microsoft Word

Ban c6 thé c6 nhu cau chia s¢ tai liéu v61 nhitng nguoi khong sir dung OpenOffice.org nhung
st dung Microsoft Word. Rat may 1a OpenOffice.org c6 theé doc ghi cac tai liu Word. D€ luu
tai liéu dudi dang Microsoft Word ban 1am nhu sau:

1) Trude tién 1a Iuu tai liéu dudi dang ciia OpenOffice.org. Néu ban khong lam nhu vay
thi bat cir mgt thay d6i nao duogc tao ra ké tir lan cudi ban luu van ban s€ chi c¢6 trong
tai liéu dang Microsoft Word.

2) Sau d6 nhan Tép tin > Lwu véi tén khac. Ctra s6 Luwu nhw (hinh 11) s& xuét hién
3) Trong phan Kiéu tap tin chon dinh dang kiéu Word ma ban mong mubn.

4) Nhan Luu.
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Tu day tro vé sau, fat ca cdc thay déi ma ban tao ra sé chi cé trong tai lieu Microsoft Word.
Ban da thay d6i tén tai liéu ctia minh. Néu ban mudn quay tré lai lam viéc véi tai ligu
OpenOffice.org ban phai m¢ né lai.

Meo Pé 000 mic dinh luu cac tai liéu dudi dang cua Microsoft Word, chon Cong cu >
Tuy chon > Nap/Luu. C6 mét tuy chon c6 tén Pinh dang tip tin mac dinh. Trong
phan Kiéu tai li¢u chon Tai lieuj vin ban, trong phan Luén lwu véi tén khac chon
kiéu dinh dang ma ban mubn.
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Hinh 16. Luu tdp tin voi dinh dang Microsoft Word

In tai liéu
Tét ca cac thong tin lién quan t6i phan in va fax tai lidu trong OO0 s& dugc dé cap toi trong
phan Bat dau. Trong phan nay chi dé cap t61 md so muc lién quan téi ngudi dung Writer.
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In nhanh

Click the Print file directly icon = to send the entire document to the default printer
defined for your computer.

Chon biéu twong In tap tin truc tiép S dé giri toan bo tai lidu ra may in mac dinh.

Jiéu khién viéc in 4n thong qua clra sé In

Pé c6 thé diéu khién qué trinh in 4n ban st dung Tép tin > In, cra s¢ In s& hién ra (Hinh 12)
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Hinh 17. Cira s6 In

Trén ctra s6 In ban c6 thé chon

. May in ndo s& dugc sir dung (néu c6 nhiéu hon 1 may in duoc cai dat trén hé thong cia
ban) va cac thudc tinh cia may in- nhu kich thudc, dinh huong (doc hay ngang) ....
Cac thudc tinh ctia may in con phu thudc vao may in nao dugc chon (tham khao tai
liéu di kém theo may in dé biét thém chi tiét).

+ Trang nao s€ dugc in, in bao nhiéu ban va thr tu cac ban in thé nao.

. Str dung dau ngach ngang dé xac dinh khoang, dau phay hodc chdm phay dé phan
biét gitra cac trang, vidu 1, 5, 11-14, 34-40.

« Lwa chon sé la phﬁn duoc danh dau trong tai li¢u.

- Nhirng d6i twong nao s& duoc in. Nhan vao nat Tty chon dé hién cira s6 Cac tiy chon
may in (hinh 13).
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Cac tuy chon may in cho tai liéu

Céc lwa chon trong ctra s6 Tuy chon may in s& chi 4p dung cho phan tai liéu duoc in. Dé
xac dinh cac tuy chon in cho Writer xem phan “Cac tuy chon méc dinh” trong trang 22.

Mot s0 muc can quan tdm trong ctra s6 Tuy chon mdy in:

- Trong phan Ngi dung ban c6 thé chon khong in cac hinh d6 hoa hogc hinh nén cia
trang (dé tiét kiém thoi gian hodc myc in)

- Trong phan Trang ban c6 thé chon:

+ Chi in trang chan hodc chi in trang 1¢. Cac tuy chon nay dic biét c6 ich khi ban
muon in trén ca hai mat giay nhung ma lai khong c6 may in dé ho trg viéc nay.

+ In thao thu ty nguoc.
« Sach chi dan

- Trong phan ghi cha ban c6 thé chon c6 in ghi cha hay khong va in & vi tri ndo cia tai
liéu

Cac tuy chon may in

Mdi dung Trang =hi chii o
Bii hoa Trang ki {# khéng A
B Trang phdi () chi ghi chi
Ban v& []1n dan () Cui tai ligu ?
Bigu khign [ ] 54ch chi dan {7 Cudi brang
En
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Hinh 18: Cira s6 Tity chon My In

Xem trudc khi in

Thong thuong Writer s€ cho an xem cdc trang dud6i dang tuong tu khi in, tuy nhién n6 chi cho
xem tung trang mot. Néu ban dang thiét ké tai liéu dé in trén ca hai mat thi ban c6 thé s&
mong mudn xem trudc cac trang nay. OOo cung cap kha ning nay théng qua tinh ning Xem
trudc trang.
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1) Chon Tap tin > Xem trwée trang, hodc chon niit Xem truéce trang [ trén thanh
cong cu.

Khi d6 ctra s6 ctia Writer s& thay doi dé hién thi trang hién tai va ca cac trang tiép theo
cua tai liéu va hién thi ca thanh cong cu Xem trwéc trang (hinh 14) vao vi tri cia
thanh cong cu dinh dang.

3 3 oe - 7y @l; Q @ [E-fj ﬂ'% Close Preview

Figure 5. Page Preview toolbar

2) Nhén vao biéu tuong Xem truéc sich 3 4 hién thi cac trang phai va trai theo diing
tht tu

&

4) Pé lya chon 1@ ciing nhu cac tiy chon in khac nhan vao biéu trong Trang xem cac tity

3) Pé in tai liéu dugc hién thi nhin vao biéu tuong Xem trang in

chon in ) dé hién thi cira s6 tiy chon in (hinh 15)
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Hinh 19. Cac tuy chon In

Lva chon cac thudéc tinh in mac dinh

Céc lya chon trong cura ) tuy chon in s€ ghi dé 1én cac thude tinh mac dinh. bé xé4c dinh cac
thudc tinh méc dinh ban chon Céng cu > Tuy chgon > OpenOffice.org Writer > In. Cua s6
xuat hién sé& c6 dang giong cua s6 Tuy chon In.

Céc thiét dit khac vé may in ndm trong muyc Cong cu > tuy chon > OpenOffice.org > In
nhu trong hinh 16. St dung trang nay dé€ xac dinh chat lugng ban in, khi nao OOo s€ nhac
ban veé kich ¢ giay, chi€u cua tai li¢u khong phu hop véi cai dat cia may in.
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Hinh 20: Tuy chon In trong OpenOffice.org

Xuat ra dang PDF

OpenOffice.org co thé xuat tai lidu ra dudi dang PDF (Portable Document Format).

Cac tap tin PDF tao ra co thé hd trg thé danh diu — mot bang ndi dung vai cac lién
: két ma nhan vao doé nguoi st dung c6 thé nhay tdi mot vi tri xac dinh trong tai li€u.

Xuat nhanh ra dang PDF

= 9 r
Nhan vao bi€u tugng Xuat trwe tiep nhw PDF ™ dé xuat toan bg tai liéu ra PDF st dung
cac thudc tinh mac dinh. Ban s€ dugc hoi tén cua tap tin PDF va vi tri luu trir tap tin nay
nhung ban s& khong thé chon nhitng trang nao dugc xuat ra cling nhu chat lugng cta cac
trang do.

[Jiéu chinh noi dung va chat lvong cua tap tin PDF

Pé c6 thé diéu chinh dugc ndi dung va chat lugng cta ban PDF dugc xuét ra, ban sir dung
Tap tin > Xuat nhu PDF. Ban s€ duoc hoi tén va vi tri cua tap tin PDF. Sau d6 moét ctra so
Tuy chon s€ dugc mé nhu trong hinh 21.

Tai day ban c6 tl}é chon nhitng trang nao s€ duoc Xuét, ty 1€ nén dugc st dung cho cac hinh
trong tai licu (di€u nady s€ anh hudng tdi chat lugng cua cac hinh trong tap tin PDF) va cac
tuy chon khac.
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PDF Ty chon

¥Uak
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() Nén JPEG
Chét lugng a0 5|
[] Giam & phan giai hinh 0 oPi
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Hinh 21. Tity chon cho tdp tin xudt PDF

Vung
. Tét ca: Toan bo tai liéu s& duoc xuét ra.
. Trang: dé xuat mot tip hop cac trang trong tai liéu, str dung dinh dang kiéu nhu 3-6

(tir trang 3 dén trang 6). Dé xuat tig trang riéng biét ban st dung dinh dang nhu sau
7;9;11 (trang 7, 9 va 11).

Hinh anh
- Nén khong mat dir li¢u: Hinh anh s& dugc luu trir ma khong bi giam chét luong. Diéu
nay c6 kha nang dan dén kich thudc cua tap tin 16n. Khuyén céo 1a nén st dung luya
chon khac.

- Nén JPEG: Cho phép thay d6i v6i nhiéu mirc chat lwong. Thiét 1ap 6 mirc 90% la phu
hop v6i nhiéu loai tai liéu khac nhau ma khong 1am suy giam chit luong nhiéu.

- Giam d phan giai hinh: V61 mac phén giai thap (DPI) thi hinh anh s& c¢6 chit lugng
thap.

Chung

. Dzinh déu Ple: dua vao tai liéu XUét ra cé nhirng thudc tinh daflg biét cua tap tin PDF.
biéu nay c6 thé lam cho kich thudc tap tin PDF tang 1én dang ké. Cac thude tinh dac
biét nay bao gom muc luc, céc siéu lién ket ...

- Xuét cac ghi chi: Xuat cic ghi chu cua tai liéu Writer va Calc thanh ghi chu cta tp
tin PDF.
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- Dung cic hiéu ing chuyén: Pua vao ca cac hi¢u ung trinh dien cua Impress.

- Giri don theo dinh dang: chon dinh dang cua tap tin PDF. Trong hau hét cac truong
hop ta sir dung dinh dang 1a PDF.

Tro giup

Writer cung cap mot sb kiéu trg giup. Ngoai cac tip tin tro gitip ban con c6 thé chon kich
hoat cac tinh nang trg gitip khac nhu cac meo va Cac tac nhan trg giap.

Ban chi can dat tro chudt trén mdt bi€u tugng trén man hinh, s& c6 mot hop nho xuat hién dua
ra cac chi dan ngan ngon vé chirc nang cua bi€u tugng d6. B¢ c6 dugc cac thong tin chi tiét
hon chon Trg gitip > Pay la cai gi va sau d6 di chudt trén biéu tugng ma ban can trg giup.

Cac mgo mo rong trong OO0 2.0 co thé khong thé truy xuit duoc tir thuc don Tro
giap. Cac mego va mgo mo rong co6 thé dugce bat hodc tat tir thye don Céng cu Tuy
New in 2.0 ., N an e aqx s o iy

chon OpenOffice.org > Chung. Tro giup Pdy la cai gi 1a tinh nang mdi trong OO0

2.0.

@ Tro gidp OpenOffice.arg Fl
My Bavlaar

HE tro
Bang k...

Y& OpenOffice,arg

Hinh 22. Thuc don tro
gip

[Jong tai liéu
bPé dong tai liéu ban chon Tap tin > Dong.

Ban ciing ¢ thé dong tai liéu bang cach nhan chudt vao biéu twong Péng trén cira so6. Trong
Windows XP bi€u tugng nay trong giong dau X dé nhu trén hinh 19.

Néu c6 nhiéu hon mot ctra so OOo dang m¢ thi moi cua s0 s& c6 dang gidng nhu hinh bén
trai cta hinh 19. Péng ctra s nay thi cc cira s6 khac van mo.

Néu chi ¢6 mét cira sd duge mo trong OOo thi c6 dang nhu hinh phai trong hinh 19, c6 mot
dau X mau den bén dudi dau X mau dé. Nhan chudt vao dau X mau den s€ dong tai licu
nhung van d¢ OOo mé. Nhan vao dau X mau dé sé dong ca tai liéu va OOo.
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Hinh 23. Biéu tiwong Péng trong
Windows XP

Néu tai liéu ctia ban chua duoc luu thi s& c6 mot thong bao xuét hién cho phép ban chon c6
luu tai liéu hay khong.

OpenOffice.org 1.9.104

'? Tai ligu "0201WE-Inkroducingriter” d3 durgc thay da,
Ban cd rudin oy cac thay J5i7

[t | [esthayesi ] [ Huybs |

Hinh 24. Thong bao chwa lvwu tai ligu truoc khi dong

 Luwu: Tai li€u s€ duoc luu va dong lai.

- Bé thay déi: Tai liéu s& dugc dong ma khong luu cac thay doi ké tir 1an luu cudi cung.

- Hiiy b6: Khong 1am gi ca va tiép tuc quay lai man hinh soan thao.

Than Khong luu lai tai lidu sé khién ban mit nhimg gi d thay doi va anh huéng t6i cong
trong vigc cua ban.

[[6ng Writer

pé dong Writer hoan toan, chon Tép tin > Thoat, hodc dong tai li¢u cudi cung nhu mo ta
trong phan “Pong tai li¢u” ¢ trang 25

Néu tt ca céc tai lieu d3 dugc luu, Writer s& duoc dong ngay lap tue. Néu c6 bat cur tai lidu
nao da thay doi ma chua dugc luu mdt ctra s6 thong bao s€ xuat hién nhu trén hinh 20. Lam

theo cac hudng dan trong muc “Doéng tai liéu” dé luu lai cac thay d6i ciia ban.

Gidgi thiéu vé Writer
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