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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

Tuy chon chung cho by OO0

Phin nay bao gdm nhiig thiét 1ap duoc 4p dung cho toan bd cac chuong trinh cia by OO0
va né dac bi¢t quan trong trong viéc su dung Writer. T1‘~1y chon chpng khéac dugc de cap trong
chuong “Cai dat OpenOffice.org” trong phan hudng dan Khoi dau.

1) Nhén chudt vao thé “Céng cu”, chon “Tuy chon”. Danh sach trong hop bén tay trai
thay doi tiy vao thanh phan ndao ctia OOo dugc md. Nhitng hinh minh hoa trong
chuong nay sé& biéu dién danh sach cac hinh twong tng khi chuong trinh soan thao van
ban duoc mo.

2) Trong phan bén tay trai ciia hop thoai Ty chen, nhin chudt vao dau “+” cia thé
“OpenOffice.org”. Mot danh sach phu sé duogc tha xudng.

Chu }" Nt “Quay lai” s& thiét 1ap lai cac gid tri tru’érc_: day cua Tuy chon khi ban d§ mo
OpenOffice.org. Nt nay c6 cung tac dung vdi cac trang khac cua hop thoai tuy
chon.

Tuy chon: Dir li¢u nguwoi dung

Do tinh ning xem xét lai ctia Writer danh ddu moi thay doi va chu thich vé tén hoic tén viét
tat cua ban duoc luu trir trong hop thoai 'Dit liéu ngudi dung', ban s€ muon bao ddm rang tén
va tén viét tat cua ban xuat hién ¢ day. Lam nhu sau:

1) O hop thoai “Tuy chon”, nhin chudt vao thé OpenOffice.org, sau dé chon thé “Dir
liéu nguwoi dung”.

2) Dién thong tin vao trang “Dir liéu nguoi ding” theo miu trén thé OpenOffice.org —
(Hinh 1) hoac x6a bd nhiing thong tin khong chinh xac.

Hinh 1. Pién dir liéu nguwoi diing
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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

Ty chon - OpenOffice.org - DU ligu ngidi diing
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Tuy chon: Chung

1) O hop thoai “Tuy chon”, nhéin chudt vao thé OpenOffice.org, sau do chon thé
“Chung”.

2) Tai trang “Chung” (Hinh 2) cta th¢ OpenOffice.org, cic tuy chon dugc mé ta nhu
bén dudi.

Toy chon - OpenOffice.org - Chung
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Hinh 2. Thiét Igp Tity chon chung cho OpenOffice.org
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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

Cac thu thuat tro giup

Khi cac thu thuat trg gitip duogc kich hoat, mot hoac hai tu sé& xuét hién khi ban gilr con trd
trén mot biéu tuong hodc truong trén cira s6 chinh ciia OO0 ma khong can nhan chudt. Thiét
1ap nay ciing anh hudng t6i viée hién thi cta cac cha ¥: néu ca “Thu thuét trg giup” va “Thu
thuat dai” déu khong kich hoat thi ban s& khong nhin théy ndi dung cua mot cht y khi ban gitr
con trd trén chu y.

Tro gitp — Tha thuat dai

Khi Thu thuat dai dugce kich hoat, mot bang mo ta tom tat chuc nang cua mat biéu tuong dac
bi¢t hodc thuc don I¢nh, hodc mot vung trén hop hoi thoai xuat hién khi ban giir con chay trén
biéu tuong do.

Tro ly

Pé tit chirc ning “Tro Iy (twong ty nhu Microsoft’s Office Assistant) ban hiy bo dau kiém
cua hdp kiém Trg ly. B¢ khoi phuc lai trang thai mac dinh cta “Trg ly” ban hay nhan chuot
vao “Thiét lap lai tro ly”.

Pinh dang tr¢ giup

Do tuong phan cao 1a mot thiét lap cua h¢ diéu hanh nham thay d6i sy phdi hop mau hé
thong, gil:lp tang kha nang doc. B¢ hién thi Trg gitp voi do tuong phan cao (phai dugc ho trg
boi hé dicu hanh trén may tinh cua ban), chon mdt trong céac kiéu cua do twong phan cao tir
danh séch.

Cac hop thoai M6/Luu

Pé sir dung cac hop thoai chuan M& va Luu trén mdy cua ban, hédy bo dau kiém ¢ hop kiém
“Dung cac hop thoai OpenQOlffice.org”. Khi hop kiém nay duoc lwa chon, cac hop thoai Dong
va M¢ duge cung cap voi OpenOffice.org s¢ duge su dung. (Xem thém chuong “Quan 1y tap
tin” d€ hiéu thém vé cac hop thoai Mo va Luu OOo.)

Trang thai tai li¢u

Lia chon viéc in mot tai liéu duogc tinh nhu 13 ¢6 thay ddi toi tai liéu hay khong. Néu tuy
chon nay dugc lya chon thi sau khi in, ngay thang in tai liéu s€ dugc ghi vao thudc tinh cua
tai liéu nhu 1a mdt thay doi ¢ lan tiép theo va ban s€ dugc nhac luu tai li€u lai khi dong tai
li¢u, mac du ban da khong lam bat cur thay doi gi véi tai liu.

N:im (hai chir s0)

Chi 1 hai chit s6 cua ndam duoc hiéu nhu thé ndo. Vi du, néu hai chit s nam duge dit cho
1930 va ban nhap vao ngay thang 1a 1/1/30 hodc mudn hon trong tai lidu, ngdy thang ¢ day
duoc hiéu l,él 1/ 1/’1930 hodac mudén hon. Mot qgéy thang “mo1 hon” dugc hiéu nhu 1a dang
thudc vé the ky ti€p theo; vi du, 1/1/20 duoc hiéu 1a 1/1/2020.
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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

Tuy chon: Xem
Céc lya chon cua tuy chon Xem anh huong téi cach thire nhin va xu Iy voi tai liéu.

1) Tai hop thoai “Tuy chon”, nhan chudt vao dau “+” ciia OpenOffice.org, chon thé
Xem.

Ty chon - OpenOffice.org - Xem
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Hinh 3. Lwa chon Tuy chon ciia “Xem” cho cdc wwng dung ciia OpenOffice.org
2) Trén hop thoai OpenOffice.org — Xem (Hinh 4), dat Tuy chon cho phu hop voéi cac s6
thich ctia ban. Dudi day 1a miéu ta vé mot vai tuy chon.

Giao dién nguoi dung — Ti 1€

Néu vin ban trong cac tap tin tro gitip hodc trén thuc don giao dién nguoi ding ciia OOo la
qua nho hodc qua to, ban ¢6 thé thay doi ching bang cach chi rd chung trong h¢ s6 ti 16. Poi
khi nhitng thay d6i & day co thé dua toi nhiing két qua khong mong mudn, diéu nay tiy thudc
vao nhitng phong chir c6 san trén hé thdng (may tinh) cta ban. Tuy nhién, n6 khong lam anh
huodng té1 kich c& phong chir hién tai trong van ban cia ban.

Giao dién nguoi ding — Dung phong hé thong cho giao dién nguoi ding
Néu ban thich st dung phong chit h¢ thong (phong chit mdc dinh cho mdy tinh va h¢ diéu
hanh cta ban), dé thay thé cho phéng chit dugc cung cap bai 000, cho giao dién ngudi dung,
ban hdy danh dau kiém vao 6 nay.

Thuc don — Hién cac muc menu bat hoat

Str dung lya chon nay néu ban mubn trén thuc don cac muc bat hoat (khong dugc kich hoat)
dugc hién thi nhung bi t6 mau xam. Bo lya chon nay néu ban muon cac muc khong dugce
kich hoat khong xuat hién trén thuc don.
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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

Danh sach phong — Hién mau phong

Khi ban st dung tily chon nay, danh sach phong chit s& hién thi nhu trén Hinh 4, bén trai, ¢
day tén cac phong chir dugc hién thi nhu 1 vi du vé chinh phong chir d6; b dau kiém & 6
vudng nay, danh sach phong chir luc nay chi hién thi tén phong chit, khong kém theo mau
phéng chit (Hinh 4, bén phai). Nhitng phong chir ban nhin thay ¢ day 1a nhitng phong chir da
duoc cai dat trén hé théng cua ban.
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Hinh 4. (Trdi) Danh sich phong ¢ dang méu; (Phai) Danh sich phéng khéong cé dang méu

Danh sach phong — Hién cac phong da dung
Khi ban st dgng tuy chon nay, ndm phong chir ban da su dung gﬁn nhét trong van ban hi¢n
tai s€ dugc hién thi trén dinh cua danh sach phong chir.

Hoan lai — Cach nhin chinh stra

Str dung tiry chon nay néu ban mudn khi mé cac vin ban, con tré s& xuat hién tai vi tri ban da
dat ¢ lan dong van ban gan day nhat. Bé luya chon nay, cac van ban s€ luén dugc mé & trang
dau tién.

Hoan lai — Céc cira s6 dang mé
Str dung tily chon nay néu ban mudn tt ca cic van ban va cic cira s6 dang mo khi ban dong
OpenOffice.org s€ dugc khoi phuc khi ban khéi dong lai OpenOffice.org.

Tuy chon: In

bit tuy chon in cho phu hop v6i may in mac dinh va phuong phap ban hay in nhat. Ban c6
theé thay d6i nhirng thiét 1ap nay bat cir luc nao, hodc la qua hop thoai nay hodc ngay trong khi
dang in (bang cach nhan vao nut 'Tuy chon' trén hop thoai In).

1) Trong hop thoai “Tuy chon”, nhén chudt vao diu “+” OpenOffice.org, chon thé “In”.

2) Tai hop thoai OpenOffice.org — trang In (Hinh 5), xem phan Canh bdo In & gan cubi
cua hop thoai.

3) Tai déy, ban co thé lua chon canh bao néu dinh nghia vé kich c& glay hoac huong gidy
trong van ban la khong dung so véi kich thude gidy va hudng gidy trén may in. Vi
nhitng canh bao nay khi dugc bat ¢6 thé s& rat hitu ich, dic biét trong trudng hop néu
ban lam viéc v6i nhimg van ban cia nhiing nguoi & dat nude khac, noi ma tiéu chuan
vé kich c& gidy 1a khac so v6i dat nude cua ban.
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Bdn nhap — Dwa trén ban OO0 da phat hanh

Noi dung

Tiy chon - OpenOffice.org - In
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Hinh 5. Lwa chon nhiing tity chon chung dp dung cho tit cd cdc thanh phin ciia 00o

Chuy
1a do kich ¢& giay khong thich hop.

Neéu di liéu in ra tr may tinh cta ban nam sai vi tri trén gidy in, hodc bi mat chit &
dau, cudi hoac bén canh trang, hodc may in tir choi viéc in, thi hau hét 1y do giy nén

Tuy chon: Céch hién thi

Ghi, stra chita va dan trang thudng s& d& hon khi ban c6 thé nhin thiy moi thtr dang bién d6i
(dién ra) trén tai liéu cua ban. Ban ¢ thé muébn trong théy dugc cac muc nhu: chir, bang, cac
ranh gié1 phan vung va cac duong ké ludi (xem thém “Tuy chon: Ludi” tai trang 11). Thém
nita, ban ¢ thé thich cac mau khac hon (tr mac dinh ctia OOo0) cho nhitng muc nhu 1a chi

bao ghi chu hoac bong truong.

Trén trang vé Cach hién thi (Hinh 6), hop thoai OpenOffice.org, ban c6 thé dinh nghia cho

muc nao dugc hién thi va cac mau duoc sir dung cho cac muc khac nhau.

DO hop thoai Tuy chon, nhén chudt vao diu '+ cua OpenOffice.org, chon thé Cach

hién thi.

2) B¢ hién thi hodc an cdc muc nhu dudng bao van ban, ban cé thé chon hoac khong

chon céc hop kiém cua cdc myc vai tén cua no.

3) bé thay ddi mau mac dinh cho cac muc, ban hay nhén chudt vao mii tén Xuéng trong

cOt Thiét 1ap mau cua myc can thay ddi va chon mot mau tur hdp chon bét ra.
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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

4) Dé luu lai thay ddi mau nhu 1a mot sy phéi hop mau, ban hdy go mdt cai tén vao hop
Sw phoi hop va chon Lwu. Véi cac ban OOo méi hon, ban chon thé Luwu. Mot hdp
thoai s€ xuat hién, ban nhap 'Tén cua su phoi hop' mau vao 6 cé con tro nhap nhdy va
chon Pong y.

Tiry chon, - OpenOffice.org - Cach hi€n thi
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Hinh 6. Hién thi hodc dn cdc dwong bao ciia van bin, déi twong va bing
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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

Luwa chon cac Tuy chon cho Writer

Céc thiét 1ap duoc chon ¢ cac trang ciia phan OpenOffice.org Writer trong hop thoai Tuy
chon s€ quyét dinh cach chay va nhin cac van ban trong khi ban lam viéc véi chung.

1) Néu hop thoai Tuy chon chua dugc md, ban hay chon thé Céng cu, tir thuc don tha
xudng ban chon thé Tuy chon.

2) O phan bén trai ctia hop thoai Tty chon — OpenOffice.org, nhan chudt vao dau '+
cua thé OpenOffice.org Writer. Mot danh sach ctia cac muc con s€ dugc tha xudng.

Tuy chon: Chung

Su lya chon ¢ hop thoai OpenOffice.org Writer — Chung tac dong tdi viéc cap nhat cac lién
két va cac truong, cac don vi duge dung cho cac thude va cac do luong khac, cac doan chu
giai duoc ty dong thém vao cac dédi tugng dugc lya chon nhu cac bang hodc cac hinh, khoang
cach doan va trang thai cac budc tab.

DO hop thoai Tuy chon, nhén chudt vao dau '+ OpenOffice.org Writer, sau d6 chon
th¢ Chung (Hinh 7).

2) Ban phai luu y xem xét can than khi lya chon & phén nay.

Ty chon - OpenOffice.org Writer - Chung
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Hinh 7. Lwa chon Tuy chon chung cho Writer

Cép nhat két ndi trong khi nap

Tuy thude vao dang lam viéc, ban c6 thé khong mudn céac lién két duge cap nhat khi nap mot
tai liéu. Vi dy, néu tap tin cia ban lién ket tdi cac tap tin khac trén mang va ban s€ khong
muon cac lién két nay dugc cap nhat khi may tinh cia ban khong dugc két ndi voi mang.
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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

Tw dong cap nhat cac trwomng va cac biéu do

Khi dang lam viéc, ban c6 thé khong mudn cac truong hodc céac biéu d6 duoc tu dong cap
nhat vi n6 s€ lam may tinh chay cham lai.

Thiét 1ap — Cac budc tab (bwéc nhay)

Thiét 1ap bude tab (budc nhay) duoc dung cho khoang cach thut dau dong 4p dung cho cac
nut Tang thut Ié va Gidm thut 1€ trén thanh Doi tuong.

Tuy chon: Xem

O tiy chon nay ban s& c6 hai trang dé thiét 1ap cac mic dinh khi xem cac vin ban trong
Writer: Xem va Cac ho trg dinh dang (dugc mo ta trén hinh 10).

Trén hdp thoai Tuy chon, chon OpenOffice.org Writer, chon th¢ Xem (Hinh 8).

Néu cac muc trén trang nay khong tu giai thich, ban c6 thé dé dang kiém tra n6 véi mot vin
ban trong (mai).

Pay 1a mot trang tot dé kiém tra néu, vi du: ban khong thé nhin thdy cac hinh anh trén man
hinh hodc thay vi nhitng con s va chit ma ban dang mong mudn ban chi nhin thay nhitng ma
truong.

Ty chon - OpenOffice.org Writer - Xem

T ‘ -
Nappeﬂuulce g chi din Khung hign thi
Thigt 18p ngdn ngtt [ ] Huréng d&n trang khi di chuyén Thanh cudn ngang
OpenCffice, Wik 3
peghunlcge EGERTNE Bigu khign don gian Thanh cudin doc
[ ®iu khign lén Thirdic k&
Hi trg dinh dang : 5 T 1
Lurdi Hign thi Thrdic ngang |Centimet % |
Phéng co ban (T&y) T e . e |
Phsng e B ET0 B hoa va ddi brang [ Thursic doc |Centimet *
IBn‘ Bang [1udn Tran
ing :
Thay d5 B brang vE wa cac digu khigh
Tinh turang thich ey
Tir d5t tidu d& L] trusdng
Opencffice.org Writer fweb Ghi chid
OpenCffice.org Base
Bigu dg
Internet
[ Bing ¥ ] [ Huy b ] [ Tro qidp ] ’ Quay lai

Hinh 8. Lwa chon Tuy chon cia thé Xem vdi Writer
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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

Tuy chon: Ho tre dinh dang

Nhitng ky hi¢u nhu 1a Cuoi doan va cac tab sé gitip do cac ban trong qua trinh soan thdo, stra
chira va dan trang. Vi dy, ban c¢6 th¢ mudn biét 1a con bao nhi€u cac doan trong, bao nhiéu
tabs ¢ day, hodc nhiing bang hoac hinh nao 1a qua rong va vugt ra ngoai mép cua trang.

Trén hop thoai cua OpenOffice.org Writer — trang Hé tro dinh dang (Hinh 9), ban hay
chon nhitng hop kiém can thiét.

Tity chon - OpenOffice.org Writer - HO/trd dinh dang

['®  opencfice, | = ; e
N;;H.uulce oy Hign thi clia Con brd chi hudng
| @ Thigt 13p ngdn ngtt CUBi doan []con trd chi hurdng
=] Office, Wik
; Peghun"; R Tup bign déu o Chen
Xem [k tirtrdng (%) Dan doan
Lchﬁ K+ birkr&ng khdng nodt ) LB tréi cia doan
Phéng co ban (T&y) , v
Phéng corban (CTL} o e Oteb
In [ ] ngét {7 Tah v& khoang tréng
Bang e
r?_?"tdal e [ yén bén 4 Can trd trong wing bao v&
imh tLrang thic A e B :
| Tur disk tiéu o [ céc trring: ¥&n ban an Kich hoat
Opencffice. org Writerfweb Cac trurding: Cac doan 4n
Openiffice.org Base
| Eigu 45
| Internet
[ [ [ Bing ¥ ] [ Huy bd ] [ Tro gidp ] ’_ Quay lai

Hinh 9. Lwa chon Tity chon hé tro dinh dang

Chu }', Con tro chi hudng cho phép ban nhép van ban, cac hinh anh, cac bang, cac khung va
cac dbi twong vao bit clr ving tréng nao trén van ban. 000 chén cac doan tréng va
c4c tab (budc nhay) vao vi tri vin ban hodc cac dbi tuong.

Tinh nang nay 1a khong hop véi tinh chét che trong viée dung cac kiéu dang va c6
thé dan t6i rat nhiéu kiéu dinh dang khac thudng, boi vay nhitng ngudi soan thao
chuyén nghi¢p thuong tranh dung tinh nang nay (ban chi nén dung cac tinh nang nay
khi 1a m¢t ngudi soan thao chuyén nghiép).

Cong cy Ty dong sira 16 s& ty dong loai bo cac doan tréng, cac budc nhay (tab) va
cac khoang tréng dugc chén vao bai Con tré chi hudng. Vay dé st dung Con trod chi
hudng ban sé& phai vo hiéu hoa cong cu Ty dong stra 16i.
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Tuy chon: Ludi

Xac dinh tuy chon “Dinh vao lu6i” c6 thé s& rat hitu ich ‘trong truong hop ban phai sap Xep
mdt vai ddi twong nhu cac hinh anh hodc cac bang cho thang hang. Ban c6 thé thdy ring, néu
khoang cach lu6i (chia nho) 14 qua 16n ban s& khong c6 kha ning trong viée dat cac dbi
tuong.

Trén hop thoai cua OpenOffice.org Writer — trang Lu6i (Hinh 10), ban c6 thé lya chon bat
hodc tat tinh ndng nay va chon khoang chia ludi dé su dung.

Tiy chon - OpenQffice.org Writer - Ludi

| &
| @
RE
[ =

~ Opencffice.org :
Nap/Luu b
Thigt 13p ngdn ngdr Dinh wao o
OpenCffice, Wik o o =
peghunlcge HEREL [ Luréit 8 thi& nhin théy durgc
Hem
Hi bror dinh dang B& phan giai Chia rha
AR 3, Marm nigang | 1.00crm | Chigu ngang 11
Phng co ban (Tay) —— —
Phéng co ban (CTLY Chigu Doc | 1.00cm k.
In B Ehemall
Bang [] piing bé céc bruc
Thay J6i
Tinh tuong thich
Tur A&k gy 38
OpenCffice.org Writer'\Weh
OpenCffice.org Base
Eigu d5
Internet

digm

Chigu doc 1 digrn

HEEE

Bing ¥ ] [ Huy bé ] [ Tr gidp ] [ Quay lai

Hinh 10. Lwa chon Tuy chon Ludi

Cac phong mac dinh

Céac phong mac dinh dugc xac dinh & trang Phong co ban cia hdp thoai OpenOffice.org
Writer duoc ap dung cho cac tai liéu Writer cling nhu cac tai licu HTML (Web).

1) Néu ban mudn thay d6i mic dinh nay, hay thay doi trén hop thoai OpenOffice.org
Weriter — trang Phong co ban (Hinh 11). Ban c6 thé chon cac phong khac dé sir dung
cho mot tai liéu xac dinh bang cach ap dung truc tiép dinh dang hodc dinh nghia va ap
dung cac kiéu trong nhiing tai liéu nay.

2) Khi lva chon céc phong ¢ trang ndy, ban khong bi gié1 han to1 cac phong ca biét hodc
nhitng phong dugc hién thi trong danh sach dugc tha xudng. Ban c6 thé chi 16 mot “ho
phong” nhu 1a mot tdp hop cac phdng thich hop cho Windows, Macintosh, Linux va
cac hé diéu hanh khac. Nhing lua chon nay 1a ddc biét quan trong trong cac tai liéu
HTML.
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Bdn nhap — Dwa trén ban OO0 da phat hanh

Noi dung

3) Néu tai liéu duge xem trén mot hé qth(‘)ng khong cé phong dugce chi dinh dau tién, hé
thong s€ st dung mot phong c6 thé khac dé xem. Noéi cach khac nd s€ su dung mdt
phong khac co6 thé dung dugc trén hé thong.

4) Danh sach cac kiéu phong dwoc ngian cach bang ddu phay trong cac hop. Néu ban
mudn cac mic dinh nay chi &p dung vai tai liéu hién hanh, hay danh déu kiém vao hop
“Chi tai liéu hién hanh”. Nut Mic dinh sé& thiét 1ap cac gia tri trén trang nay trd vé cac
gia tri mdc dinh dugc cai dat voi OpenOffice.org.

Ty chon - OpenOffice.org Writer - Phiing cd ban (Tay)

H EHEHE

OHEHHE

Cpendffice.org
NapfLuu

Thigét |18p ngdn nal
OpenOffice.org Writer

Chung

nem

HE tro dinh dang
Ludi

fPhang oo ban (Tawv)
Phéng ca ban (CTL)
In

Bang

Thary dai

Tinh buong thich
Tur dat kigu d&

OpenOffice,org WriterWeb
OpenOffice,org Base

Eigu da

Inkternet

Kigu chif ca s& (Phudng t8y)

s [Times New Roman, Tines, ser
Dang tigu d8 Eiﬁrial,_He_Ivetica,_s-ah_s sE.ri_F
Perhmye |Times New Roman, Ties, serf
Tigu d& Tlnles Mew R_u:n_man-,- Times, ;erif
Chi s

=
| Times Mew Roman, Times, serif

[] chi k4 ligu hign hanh

pingy || Hupbi

] ’ Quay lai ]

Hinh 11. Lwa chon phong mdc dinh

Tuy chon: In

Trén trang In (Hinh 12) cua hdp thoai OpenOffice.org Writer, ban c6 thé mac dinh lya chon
nhitng muc nao dugc in véi tai li¢u. Nhitng tuy chon nay dugc thém vao cung voi nhitng tuy
chon ¢ trang In (Hinh 5) trén hop thoai OpenOftfice.org.

Mot vai luu y:

+ Khi ban lam viéc véi ban nhap va ban mudn tiét ki¢ém muyc in, ban c¢6 thé mudn khong
in mgt vai muc trong ndi dung cua phan.

Chon In den 1am cho mau van ban (khong ap dung véi cac hinh anh) dugc in nhu la
mau den trén may in mau; trén may in den trang thi tuy chon nay lam cho mau van ban
dugc in bang mau den thay thé cho cac sac thai dam, nhat cua mau xam (dugc phoi

mau).

Thiét 1ap Writer
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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

 Su tuong phan gilra In den voi Chuyén mau vé dai xam & trang In (Hinh 5), hop thoai
Tuy chon OpenOffice.org, 1a s€ in tat ca cac hinh bang mau xam trén cac mdy in mau.
(Trén cac méy in den trang thi mau sic trén cac hinh anh thudng duoc in bang mau
xam.)

. Néu ban dinh in hai mat trén mot may in khong hd tro in hai mat, ban co thé phai chon
chi in mat trai hoac mat phai, sau d6 1at chong gidy va in mat con lai.

- Tuy thudc vao may in cua ban s& day gidy ra nhu thé nao (mat ngura 1én hodc p
xuodng), ban c6 thé can in cac trang theo thtr ty nguoc lai dé chung sip xép theo dung
th{r ty nhu chiing da dugc in.

Chu }" Ban c6 thé bo qua bét cr mic dinh nao khi in mot tai liéu. Bé‘mg cach kich chudt vao
Tap tin, chon thé In, sau d6 nhan chudt vao nut Tuy chon trén hdp thoai In. Mot
hop thoai giong nhu Hinh 12 s€ xuat hi¢n va ban c6 thé chon Iya.

Toy chon - OpenOffice.org Writer - In

[E Openoffice.org ] . T
| B MapjLuu M dung Trang Ghi chij

Thiét 13p ngdn nad Bi hoa Trang trai (%) Khing

B Opegﬁm;&nrg ke Bang Trang phai (3 i ghi chid

ﬁgﬂg o Edn w& [Jinda3o () Culi b3 ligu
8 br dinh dang .

Lurdii Bigu khign [ 54ch chi dan (3 Cudi brang
Phéng co ban (Tav) 1N
Phéng ca ban (CTL) tEn
i [ den
Bang
Thay 6 Khai

Tinh tuong thich

Turas T e [] Tao t&c vuin don

I OpenOffice, org Writer ieb [] khay gidy theo thigt [5p méy in
OpenOffice, org Base i p—
| Eigy 8 Eax | <khdng > ¥
Inkernek = 3
I Bing v ] [ Huy bi ] [ Trd giop l [ Quay lai

Hinh 12. Lwa chon Tuy chon In cho Writer

Tuy chon: Maic dinh vé bang
O trang Bang (Hinh 13), hop thoai Tuy chon OpenOffice.org Writer, ban c¢6 thé xac dinh
trang thai mac dinh ctua bang.
Mot vai luu y:
. Néu hau hét’céc‘béng cia ban can vién hodc tiéu dé hay danh d4u kiém vao géc hﬁ)p
kiém nay. Néu hau hét cac bang dugc sur dung cho dan trang ban hdy bo cac dau kiém
& cac hop nay.
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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

- Nhdn dang s co thé 1a rat hiru ich néu hﬁu hét dir lidu trong bang cua ban 1a s6; Vi du:
Writer s€ nhén ra cac ngdy thang hodc tlen t¢ va nhiing so6 c6 dinh dang tuong Ung.
Tuy nhién, néu ban mudn cac con sd Van ¢ dang van ban thong thuong thi tinh nang
nay c6 thé 1am ban phat cau va ban s& mudn khong dung tinh nang nay.

« Phan Diéu khién ban phim xac dinh khoang cach ma cac 6 di chuyén khi ban str dung
cac phim tat dé€ dich chuyén ching va kich c& cua céc hang, cac cdt dugc chén vao boi
sir dung cac phim tat.

« Céc lya chon ¢ phan Thich ung cua cét/hang xac dinh cac hi€u ting thay doi toi cac
cOt hodc hang & cac vung lién ké cac hang hodc cdt va toan by bang. Ban c6 thé can
thir nhitng lya chon nay dé hiéu day du vé cac hi€u ting nay.

Tuy chon - OpenOffice.org Writer. - Bang

[E openoffice.org

Map/Liru M&c dinh Ei8u vao trong bang
| @ Thigt 1p ngdn gt [ igu (] Mhan dang s
| B OpenOffice.org Writer
Zhung :
mem [ khiing tach
H8 tro dinh dang T
Lurdi [ wign
Phiéng ca ban {Tay) e
Phéng ca ban {CTL) Bigu khign ban phim
In Chuy#n & chén 8
Thary dfi Dong | 0.50cm s Hang | 5Elcm =
Tinh kuranig thich = oo —— ﬂ : —
| Tur a3t tidu 8 it |0.50m (% ik 2 5|:|cm =
| @ OpenOFfice.org Wriker Web e
Openffice.org Base Thich g cda cithang ;
Eigu d5 ) < dinh Chi thay d8i cac higu (mg cla ving lign ke
| Internet
(7 i dinh, can dii Thay d8i cac higu Gng cho toan bang
(%) Bign doi Thay dai cac higu gng wéi kich i bang

[ Bing ¢ ] [ Hury by ] [ Tr gidp ] [ Quay lai

Hinh 13. Lwa chon Tuy chon mdc dinh cho Bang

Tuy chon: Theo doi thay doi

Néu ban dy dinh st dung tinh nang Theo doi thay ddi coua Writer, & hop thoai
OpenOffice.org Writer — Thay d6i (Hinh 14) ban c6 thé chon cach danh du tai liéu dugc
chén va x06a, lidu thudc tinh c6 thay d6i hay khong va thay doi duge danh dau nhu thé nao va
liéu cac thanh c6 thay d6i hay khong, néu c6 thay d6i s& dugc danh dau nhu thé nao & 1é.
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Noi dung

DEEH

HEHEHE

Cpendffice.org
Nap/Luu
Thiét |18p ngdn nagl
OpenOffice.org Writer
Chung
Xem
HE o dinh dang
Ludi
Phéng ca ban (Tav)
Phéng ca ban (CTL)
In
Ban

Tinh kbuong thich

T da&t kigu d&
OpenOffice.org Writer\Web
OpenOffice.org Base
Eigu da
Inkternet

chon - OpenOffice.org Writer - Thay ddi

Hién thi wan ban
Cac ddi brang chén

Lo 0 Gach du v/ Ol
! = 1€11
Mau | Il ¥anh dudng v | e
CAC muc xoa —
Thude toh iGach ngang L ' 5
1Mau | I D% rhat v :
Thay d2i thudc knh
Thudc tinh ;Dém » 3 i
~ i ~ |Thuoc tinh|
Mau |Tac gid ¥ | .
Cac dong g3 thay dai -
Banh d3u iLE br i » ]| [—=
|- - 1  r—— S —
Mau |l Den | = Ti=
[ Bing ¥ ] ’ Huy bi ] [ Tro gidp ] ’ Quay lai

Hinh 14. Lwa chon Tiwy chon cho Theo déi cic thay doi
Tuy chon: Tinh twong thich

Ban c6 can nap céc tai li¢u Microsoft Word vao OOo Writer? Néu co, ban ¢ thé mubn chon
lua mot vai hodc tit ca cac thiét 1ap ¢ trang Tinh tuong thich (Hinh 15), ctia hop thoai Tuy
chon - OpenOffice.org Writer. Néu khong chic vé cac hiéu tng cta cac thiét 1p nay, ban hay
dé chung y nguyén nhu mic dinh cia OOo. Thong tin vé cac thiét 1ap nay khong duogc trinh
bay ¢ ddy, nhung ban c6 thé xem thém & phan Tro giup.

- OpenOffice.org Writer, - Tinh tudng thich

S|

HEHEEHEA

OpenOffice.org

Nap/Luu
Thiét 13p ngdn ngl
OpenOffice.org Writer
Chung
nem
Hi b dinh dang
Lurdi
Phéng co ban (Tav)
Phéng coban (CTL)
In
Bang
Thay A

Tur A3t tigu 48
Opendffice, org Writereb
Opendffice. org Base
Eigy da
Inkernet

Zac by chon buong thich cho SettinglptWriter_Dich_pic
Tiry chon

| Diing cach da clia ma 1 cho dinh.dang tai ligu
v Thém khoédng cach gilfa cac doan wa bang (trong tai ligu higén tai)
v Thém khodng cach doan w4 bang & d5u trang ftrong kai ligu hign tai)
I Ding dinh dang dirng tab OpenOffice.org 1.1

[ khdng thém cac khoang cach d5u gitta cac dong

[ Dung khoang cach dbng Openoffice.org 1.1

W Thém khodng cach doan w3 bang & cudi cic 6 trong bang

E Dung vi bri d8i burang OpenOffice.org 1.1

I Dong cach ngdt +3n ban quanh d8i brong OpencFfice.org 1.1

[ em xét kidu ngt bir khi d3t cac & brong

Dong nhir mac dinh

I Bing v ] [ Huy bi ] [ Trig giop J [ Quay lai

l

Hinh 15. Lwa chon Tuy chon Tinh twong thich
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Dung cach do ctiia may in cho viéc dinh dang tai li¢u

Néu hop kiém néy dugc lya chon, may in dinh rd tai 1iéu duoc dinh dang nhu thé nao trén
man hinh. Céc ngat dong va cac ngat doan ban nhin thay trén man hinh s€ khép véi van ban
in ra khi tai liéu dugc ap dung in trén may in do.

Thiét 1ap nay co thé hitu ich khi mot vai nguoi dang xem lai mot tai liéu yé tai liéu nay ngﬁu
nhién s& dugc in trén mot may in ri€ng biét hodc khi tai liu nay dugc xuat ra dudi dinh dang
PDF (qua trinh nay st dung “Adobe PDF” nhu 1a mdy in).

Né:u ban khong lua chon hop kiém nay, mot may in bd tri doc 1ap s€ duogc dung cho man hinh
hién thi va in.

Thém khoang cach giira cac doan va bang (trong tai li€u hién tai)

Trong OpenOffice.org Writer, khoang cach doan dugc dinh nghia khac so véi khoang cach
doan trong MS Word. Néu ban da dinh nghia khoang cach gitra hai doan hodc bang, thi
khoang céach ciling dugc thém vao dung voi cac tai licu MS Word.

Néu hop kiém nay dugc lya chon, khoang cach tuong thich MS Word dugc thém vao gitita
cac doan va bang trong tai liéu OpenOftice.org Writer.

Thém khoéng cich doan va bang ¢ diu trang (trong tai liéu hién tai)

Ban c6 thé dinh nghia c6 khoang cach xuit hién ding trude (trén) cac doan. Néu hop kiém
nay duoc lya chon, moi khodng cach bén trén cia mot doan s€ cling xuat hi¢n du doan 1a &
dau ctia mdt trang hodc cot, du doan dugc dit ¢ trang dau cua tai li€u hay sau mot ngat trang.

Néu ban nap mot tai liéu MS Word, cac khoang céach s€ dugc tu dong thém vao trong subt
qua trinh chuyén doi.

Thém khoang cach doan va bang ¢ cuoi cac 0 trong bing
Xéc dinh khoang tréng & dudi cudi duge thém vao mot doan, tham chi ca khi né 1a doan cudi
cung & mdt 6 trong bang

Nut Dung nhu mac dinh
Ban nhin chudt vao nat nay dé st dung cac thiét 1ap hién thoi trén hop thoai nay nhu 1a mac
dinh cua OpenOffice.org.
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Tuy chon: Ty diit tiéu dé

Ban ¢6 mudn OOo tu dong chen ti€u dé cho cac bang, hinh, khung va cac ddi tuong OLE da
duoc chén vao tai liéu Writer?

Chuv Ban c6 thé khong mudn ludn ludn dat tiéu dé cho tat ca cac bang, vi du: néu ban st
uy ; ) dau. ne
dung cac bang trinh bay nhu la cac bang dir li€u. Ban c6 thé thém tiéu d€ cho cac
bang, hinh hodc cac doi tugng riéng biét bang cach nhan chudt phai vao doi tuong
sau d6 chon Tiéu de.

Neéu ban muon tu dat ti€u dé cho mét hoac nhiéu kiéu doi tugng:

1) Trén hop thoai Tuy chon, nhin chudt vao dau '+ cua OpenOffice.org Writer, chon
thé Ty dat tiéu de.

2) O trang Tu dat tiéu ﬁé (Hinh 16) cua hop thoai OpenOffice.org Writer, danh dau vao
cac hop kiém cua doi tugng ma ban mudn n6 s€ ty dong dugc dat tiéu de (Hinh anh
OpenOffice.org Writer dugc chon nhu 1a mét vi du).

Tiy chon - DpenOffice.org Writer - TU dat tieu dé

| OpenOffice.org. w
NapjLuu Tur déing thém dau d8 Bau g8
Thiét 13p ngdn nad khi chén: Loai
OpenOffice org Writer SR R R — has:
Chung |l Bang cia OpenOffice.org Writer Bénh si
wem |l khung cd fi Wtiter e = =
HE kra dinh dang |Iv & arn Writer Phéin cach |
Luridi (I Bang tinh .org == —
Phdng ca ban {Tav) | Eigu d5 Opencffice.org Ly | D
IPhnng co ban {CTL) !IE Bqn Ve_*OpenOFﬁce:org ik Bt e i T
n [ Trinh dign Cpencffice.org ok B
Bang | Cding thifc Openoffice.org Mirc |1 o
Thay 5 [ Céc i bugng OLE khac ——
Tinh burang thich Phan cach |
OpenOffice.org Writer'web Phén logi v dinh dang khung = -
| OpenOffice.org Base Kigu ki by lkhén
(B Bl S B
| Internet [ Ap dung durdng vign 4 béng &5
Mink hioa 1
[ Bing ¥ ] [ Huy bé l [ Tri gidp ] [ Quay lai

Hinh 16. Thiét lip danh muc méi cho tw dit tiéu dé trén cdc hinh

3) V61 muc da dugce to6 sang, ban hdy xdc dinh céc dac tinh cua tiéu dé. Céac danh muc
dugc cung cap cho tidu dé 1a Ban vé, Hinh minh hoa, Bang va Van ban. Tuy nhién, ban
khong bi gidi han bdi danh sach nay, néu ban muén sir dung tén khac (vi du: hinh) cho
nhin cua tiéu d&, ban hay gd thuat ngir can thiét vao hop. Trong vi du trinh bay t6i da
thém danh muc “Hinh” vao danh sach.

Pé biét thém thong tin vé viéc danh sé dau dé theo chuong, cac kiéu ky tu, cac kiéu khung va

cac muc khac cia trang ndy ban ¢ thé xem thém cac chuong khac trong Tai liéu hudng dan
Writer.

Thiét 1ap Writer 17



Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

Lwa chon thiét 1ap ngon ngir

Ban phai lam mot vai viéc dé thiét 1ap ngdn ngit ban can dung:
. Cai dat cac tir dién can thiét
. Thay d6i mot vai thiét 1ap vé ngon ngit va ban dia

 Luya chon Tuy chon vé chinh ta

Cai dit cac tir dién can thiét|=|
Chuong trinh OpenOffice.org 2.0 tu dong cai dit mot vai tir dién. Dé cai thém cac tir dién
khéac ban chon Tép tin, chon thé Thuat gia, r6i chon thé Cai tir dién méi.

Thay do6i mét vai thiét 1ap vé ngon ngir va ban dia

Ban c6 thé thay d6i mét vai chi tiét cia cac thiét 1ap ve ban dia va ngon nglir ma OOo dung
cho tat ca cac van ban hodc cho céc van ban riéng biét.

1) Trén hop thoai Tiy chon, nhan chudt vao dau cong ctia Thiét 1ap ngdn ngir, sau d6
chon thé¢ Ngon ngir.

2) O bén tay phai cua hop thoai Tuy chon, trang Ngbn ngir (Hinh 17), ban c6 thé thay doi
cac thong tin can thiét nhu Thiét ldp ban dia, Tién té mdc dinh va Ngon ngit mdc dinh
cho tai liéu. Trong vi dy, thiét 1ap ban dia dugc chon 1a Anh (Australia) va tién té duge
chon 14 d6 la Australian (AUD). Mic du ton tai tir dién Anh (Australia), nhung tir dién
Anh (UK) dugc chon 1a ngén ngit mac dinh.

Thiét lap Writer 18


AC, 01/11/05
 ======  Reminder  =======
 Expand this section when DicOOo
 is updated in the beta release.
 ======  Reminder  =======


Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

Ty chon - Thiét l&p ngén ngll - Ngdn ngtd

~ OpenCffics.org

- .
MapLun Mgdn ngd
=) Thi&% ngi¥ Giao dign nouii ding
Ha tra vigk Thigt 13p ban Jia |.C\nh {Australia) b |
Dan xép van ban philc tap
Cpeniaffice. org Writer Khada phan cach thap phan Mhor thigk [3p ban dia . )
OpenCffice.org Writer 'Web L
OpenOffice.org Base Tién k& mac dinh |F\UD § anh {Aostralia) w |
Eigu d5
Internet MNadn nalt mac dinh cho Eai liéu
Tay %% anh (UK) v/

| [khéng] |

| [khéng] i

[ chi diwng chio t&i liE0 hign kai

H tr o ngdn nglt mi rdng
[]piing cho céc ngén natt chéu A

[[]piing cho dan z&p +&n ban phifc tap (CTL)

[_ Bing ¥ l [ Hui b l [ Trif gidp ] [ Quay lai ]

Hinh 17. Lwa chon tity chon ngén ngiv

3) Néu ban mudn thiét 1ap ngdn ngit (tir dién) chi ap dung vdi tai liéu hién tai, thay thé
cho viéc mac dinh 4p dung toi tat ca cac van ban mdi, ban hay danh dau kiém vao hop
kiém Chi dimng cho tdi liéu hién tai.

4) Néu can thiét, ban hay lya chon cic hop kiém hd trg cho ngon ngit chau A (Trung
Quéc, Nhat Ban, Han Quéc) va hd trg cho cac ngdn ngit CTL (dan xép vin ban phirc
tap) nhu 1a Hin-di, Thai Lan, Do Thai va A-rap. Néu ban danh dau kiém ¢ cac hop nay,
lan tiép theo khi ban mé trang Ngon ngir, ban s& thdy thém mét vai lwa chon bd sung
duéi thé Thiét 1ap ngdn ngit nhu Hinh 18. Nhiing lya chon (Tim theo tiéng Nhat Ban,
B& cuc Chau A va dan xép vin ban phtc tap) khong dugc dé cap o day.

5) Ban chon ntit Péng y dé luu lai thay d6i va dong hop thoai lai.

Thiét lap Writer 19



Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

Tiay chon - Thiét lap ngdn ngil - Ngdn ngl

[E Opencfice.org =
! MapLuu Mgan ngl . -
[H Thiétjw ngtt Giao dign nguti ding |M3c dinh v
HO broy vigh % Thigt [8p ban dia p.nh (Austraha) |
Tirn theo tigng Mgt — ==
B cuc chau A Khda phén cach thap phan . Mhwr Ehigt 15p ban diai.)
Dan x&p van ban phirec kap e sy
| B oOpenoffice.org Writer Tign k& mac dinh P.UD $ Anh (Bustraliz) w
| B OpenOffice.org Writer fweb S e —
OpenCffice.org Base Mgdn ng mac dinh cha tai ligu
Eigu 45 i Ihee
Internek Ty ./.ﬂ.nh (USA) 1
Chau A ~ [khdng] |
CIL [khong] w|
|:| Ch| diing chn ki liéu hign tai
Hi tro ngdn ngl mdr rdng
Ding cha cac ngdn ngif chau &
Diing cho dan x&p w&n ban phirc tap (CTL)
[ Eibng v ] [ Huy bd ] [ Tro gidp ] [ Quay lai ]

Hinh 18. Cdc thiét Igp ngon ngit bé sung khi tity chon "Ho tro ngén ngit mé rong’ dwoc lwa chon

Cha y

Néu ban can st dung nhimg ngdén ngir khong thudc phuong Tay, dic biét trong
truong hop ban can st dung tir hai ngén ngir khong thude phu:orng Tay tr¢ 1én trong
cung mat tai heu ban hay tham khao cudn sach hudng dan, “OOo trong mdi trudng
da ngbn ngitr.”

Lwa chon Tuy chgn Chinh ta

St dung Tuy chon nay dé kiém tra chinh ta:

1) Trén hop thoai Tuy chon, nhan chudt vao ddu cong ctia thé Thiét 1ap ngdn ngir, chon

thé

H& tro viét.

2) Trong phan Tiy chon cta trang HS tro viét (Hinh 19), hop thoai Thiét 1ap ngdn ngir,

ban

hay chon nhiing thiét 1ap hiru ich cho cach 1am viéc ciia ban. Mot vai luu ¥:

Néu ban khong mudn chuong trinh ty kiém tra chinh ta trong qua trinh soan théo,
hay bo dau kiém & hdp Kiém tra chinh ta khi viet va danh dau kiém vao hop
Khong danh dau [oi. (Pé tim muc thu hai, Khong danh dau 16i, ban hay dung
chudt cudn danh sach cua Tuy chon xudng.)

Néu ban st dung mat tur dién cé4 nhan, trong do6 co céc tir & ca dang chir hoa va chir
sO (vi du: AS/400), ban hay chon céc hop kiém: 'Kiém tra cac tie chir hoa', 'Kiém
tra cdc tir co chir so'.

Kiém tra vung ddc biét: néu ban mudn chuong trinh kiém tra chinh ta & cac dau
trang, cuoi trang, cac khung va bang hay chon hop kiém nay.
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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

- O day, ban ciing c6 thé kiém tra tir dién nao do ngudi ding dinh nghia dugc kich
hoat nhu mac dinh, thém hoac bd di céac tir dién bang cach nhan vao cac nut Tao
mai hoac Xoa.

Tay chon - Thigt [8p ngén ngld - HO trd vist

Opendffice. org | S
Nap(Luu Tra gidp wigk lach -
B Thigt I5p nodn nod Zac ma-dun ngdn ngit hign oo
Mgdn ngd — ,
Dpenffice, org Writer T:‘ gLTL'B#. LibHnj Hyphﬁ:atnr
Dpendffice, org Wwriter fWweb R e O T esatiiy
Openffice, org Base o s "
Bity Tir dign g%rcri diing ke cT!TghEu
Inkernet o sun [T3E 3
v soffice [Tak ca] ---
W IgnoreallList [T&t ca]
noa
Tui chon
g_:_ Kigm tra chinh k3 khi wigk [ A Saar thao
Kigm tra cac kir chif hos =3 :
[~ Ki#m tra cac ki cd chif 58 =
¥ Ki#m tra chit hoa chit thirdng
¥ Ki#m tra viing dic bigt 3
[ s i e e s e —
I Bing v l [ Hui: by J [ Trd qitp ] l Cuay lai

Hinh 19. Lwa chon cdc ngon ngi va tiv dién cho tity chon kiém tra chinh ti
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Bdn nhap — Dwa trén bdan OOo da phat hanh Noi dung

Quin 1y chite ning tu dong sira 16i ciia Writer

Mot sb ngudi thdy rang vai hodc rat nhiéu muc trong cac tinh ning Ty dong sira 16i cua
Writer gdy ra nhitng phién ha, boi chung lam thay ddi nhitng gi ho gb vao tir ban phim ma ho
lai khong mudn bi thay doi. Cling c6 rat nhiéu ngudi lai thay chirc ning nay rat hiru ich; néu
ban thich, hay chon nhiing hop kiém thich hop véi ban. Néu ban théy trong tai li€u cia minh
xuat hién nhimng thay d6i khong thé giai thich duoc, thi ddy 1a noi Iy tuong dé ban tim ra
nguyén nhan.

bé mo hop thoai Tu dong stra 161, ban hay nhan chudt vao niut Céng cu, sau d6 chon thé Tw
dong sira loi. (Ban can c6 mot tai liéu dugec mé dé€ muc chon nay xuat hién)

Trong Writer, hop thoai Ty dong sira 16i 6 nam thé va duoc trinh bay trén Hinh 20.

Tu ding sta
!-ﬁ.ruh [Australia)
| Thay the | Cac naoailé | Tay chen | Daisnhay riéng | Hadn thanh tir |
Sira Hai CHI Cai B

B [ Wiét hoa cac chit céi d8u mdi ciu
[ ] [T Tuding *d&m* w4 gach dudi_
[ [ Mh&n URL
B I~ Thay tst... bdng 1-st...
[ ] [ Thay 1/2... bing t4...
Iw IW  Thay cac gach ndi
[ [ xda khodng trang w& tab & d&u & cudi doan
[ [ xoa khodng trang w& tab & d&u & cudi dong

™ B& qua hai thanh tréng

9 Ap dung danh s8 - ky higu: =

[ Apdung vign - -

B Tano bang

[ &pdung kigu
I Ed cac doan tring
[ Thav kigu riéna bt

[M]: Thay thé& trong khi sira van ban
[T]: T dinh dang Tu sira 15 khi g
| eangy || Hupba || mromop || mhigtlspla

Hinh 20. Hpp thogi tw djng siva 16i trong Writer, hién thi nidm thé va mét vai lwa chon
ciia thé Tuy chon.
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