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DRAFT — duwa trén phan mém trwérc khi phéat hanh Cac dinh dang tép tin

Cac dinh dang tép tin

Phén nay s& dua ra mot tong quan don gian vé dinh dang tép tin cia OpenOffice.org.

OpenOffice.org chira cac tép tin trong mot dinh dang XML da dugc nén lai (khoa lai). Dinh
dang nay khi dugc mé ra thi nguoi ta co thé doc duge. N6 14 tai liéu md va sin c6 cong khai
dudi ban quyén cia GNU (http://www.gnu.org). Mudn biét chi tiét vé cac dinh dang cua
XML hay xem trong http://books.evc-cit.info/book.php.

Chuy Mot vai tién ich vé nén chi kiém tra cac tép tin mé rong ma c6 thé khong nhan biét
tép tin dang dugc nén. Bé md mét t&p tin OpenOffice.org vai ti€n ich nén, ban cod
the thay doi tén t€p tin de co t€p tin md rdng .zip.

Nguoc lai, cac tép tin cua Microsoft Office dugc luu trong mot dinh dang s¢ hitu, tie 1a
dinh dang ma nguoi thuong c6 thé khong doc dugc hodc khong duge ghi mét cach ty do.
Diéu nay da gy kho khan cho cac nha phat trién phan mém khi viét cac may loc cho viéc
nhap va xuét trong cac dinh dang cia Microsoft Office.

Trong OpenOffice.org 2.0 dd c6 mot sy thay doi nho trong dinh dang tép tin va m¢ rong tur
OpenOffice.orgl.1.x. C6 sy thay doi nay 1a do cac quyét dinh ciia iy ban céc chudn mé rong
OASIS. Cac ung dung khac nhu Koffice, cling str dung dinh dang tuong tu.

Bang 1. Sy mo rong tép tin cho OpenOlffice.org 2.0. OOo cdac mo rong cua 1.1.x dwoc chira
trong cdc ngodc don.

Kiéu tai liéu  Ung dung Tai liéu m& Mau mé Microsoft
réng réng Office eqv

Van ban Writer .odt (sxw) .ott (stw) .doc, .dot
Béng tinh Calc .0ds (sxc) .ots (stc) Xls, .xIt
Vé&(cac anh) Draw .odg (sxd) .otg (std) Khong co
Ban trinh dién Impress .odp (sxi) .otp (sti) .ppt, .pot, .pps
Cong thurc Math .odf (sxm) Khong c6 Khong co
Tai liéu tong thé Writer .odm (sxg) Khong c6 Khong co
Tai licu HTML Writer .html Khong c6 .html
Co s0 dir licu Base .odb Khong c6 .mdb

Chuy OpenOffice.org c6 thé mé cac tép tin Microsoft Office. Diéu nguoc lai khong
dang: tai thoi di€ém nay, Microsoft Office khong thé md cac dinh dang cta
OpenOffice.org

Néu ban cin giri cac tép tin cho nguoi dang sir dung Microsoft Office, trudc tién
hay ghi tép tin ctia ban trong dang gbc cua OpenOffice.org, sau d6 ghi fie d6 vao ,
mot trong cac dang cia Microsoft Office da dugc hd tro. Bé‘mg cach do, ban co thé
chic chan rrlfmg tham chi néu may loc khong thé truyén mdt cach hoan hao, ban van
c¢6 nguyén ban chinh ctia ban trong dinh dang ban dau.

OpenOffice.org khong thé md hodc bién doi thanh cac tép tin Microsoft Access
(.mdb) mdt cach truc ti€p, tuy nhién noé cé thé truy nhap dir li¢u trong cac bang co6

sir dung DAO va ODBC. Xem Database Guide dé biét thém thong tin.
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DRAFT — duwa trén phan mém trwérc khi phéat hanh Chuyén ddi sé luvong Ion

Chuyén doi sé lwong Ién

Dé sir dung OpenOffice.org dé chuyén doi rat nhiéu tép tin, bAm vao Tép tin > Thuit gia >
B0 chuyén tai li¢u.

Trude khi chuyén d6i mot sb lugng 16n cac tép, hiy nghi xem lidu né c6 that sy can thiét
khong. Doc tai liéu nay dé bi€t rd cac gidi han cia qui trinh chuyén doi.

Chay  Chuyén doi mot sb lwong 16n tép tin s& mat rat nhidu thoi gian. T6i luu ¥ ban trude
tién nén kiém tra dung luong trong ctia dia, va chi bat dau chuyén khi may tinh s&
khong bi sir dung trong mot khoang thoi gian. No6i chung, cac tép tin cua OOo
chiém it khong gian hon cac tép tin ctia Microsoft Office, nhung hay can than khi
ban dinh dung ciing s6 lwong khong gian dia dy dé chuyén doi cac tép tin.

Mé cac tép tin

Mé cac tép tin dang van ban

OpenOffice.org Writer ¢ thé nhap cac dinh dang chuin ciia Microsoft Office (nhu thé hién
trong cOt phai cua Bang 1) cling nhu 1a trong tép .psw (Microsoft Pocket Word), Microsoft
Word 2003 XML, DocBook .xml, .wps (WordPerfect), .jtd, .rtf, .txt, .csv va dinh dang
StarWriter.

Khi mé tép .HTM hoidc .HTML, OpenOffice.org tily bién Writer dé lam viéc véi nhirng tép
nay.

Mé& cac bang tinh spreadsheets

Ngoai cac dinh dang gdc, OpenOffice.org con ¢ thé md cac dinh dang bang tinh sau:

Microsoft Excel 97/2000/XP (.xIs; .xIw) Sylk

Microsoft Excel 97/2000/XP Template (.xIt) Dbinh dang Rich Text (.rtf)

Microsoft Excel 95 (.xls; .xlw) Vian ban CSV (.csv; .txt)

Microsoft Pocket Excel (.px1) Lotus 123 (.wk1; .wkl)

Microsoft Excel 2003 (.xml) Céc dinh dang StarCalc

Pinh dang Data Interchange (.dif) Cac tép HTM va HTML bao gdm cac truy
dBase (.dbf) van dén trang Web.

Mo cac trinh dién

Khong chi véi dinh dang gde, OpenOffice.org con co thé mad cac dinh dang trinh dién sau:

Microsoft PowerPoint 97/2000/XP (.ppt; .pps) StarDraw, Starlmpress
Microsoft PowerPoint 97/2000/XP Template Computer Graphics Metafile (.cgm)
(.pot)
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Mé& nhirng tép anh
Khéng chi nhitng dinh dang gbc, OpenOffice.org con ¢ thé mé dinh dang sau:

BMP PBM PSD TIFF
DXF PCD RAS WMF
EMF PCX SGF XBM
EPS PGM SGV XPM
GIF PLT Star Draw

JPEG PNG SVM

MET PPM TGA

Mé& cac tép cong thirc
Khong chi véi dinh dang gbc, OpenOffice.org c6 thé md céc tép cong thirc sau:
StarMath va MathML (.mml).

Khi mé mot tai liéu Word chtra mot ddi twong trinh soan thao gidng nhu duoc nhing, lya
chon [L] trong hop kiém tra cho MathType to OpenOffice.org Math trong Céng cu > Tuy
chon > Nap/luu > Microsoft Office va ddi tugng s& dugc ty dong chuyén sang mot ddi
tuong cua OpenOffice.org Math

Ghi cac tép tin

[ save ge——————————————————————§ge
home/hillview SIRFES
" ~ " v
D|ng dang cho téptinmac = e S T e
- - - - [ Desktop Folder 01/24/2005, 21:52:42 ]
- [0 Desktopl Folder 08/02/2003, 14:14:52
dl n h (3 Documents Folder 08/05/2004, 18:23:26
H (3 downloads Folder 01/27/2005, 11:02:26
3 dune Folder 02/08/2004, 15:53:07
R N - . , A . (2 dvdrip Folder 05/04/2004, 10:12:48
[om] luti Id , 13:10:
De cai dat dinh dang cho cac t¢p tin e iy R
mdc dinh khi ghi nhitng tép tin méi, sar | |=a2® Foter Vorennea 184700 S
. ile name: .
dung: Cong cu > Tuy chon> Nap /lun | ™™™ S
T - oocorer e o PR —
> Chung.
OpenOffice.org 1.0 Text Document (.sxw) Help
Starwriter 4.0 (.sdw) _—
save with passwo HTML Document (OpenOffice.org Writer) (.html)
- StarWriter 3.0 Template (.vor)
X - < . StarWriter 4.0 Template (.vor)
Starwriter 5.0 Te late (.vor)
Xuat tin thanh PDF va e e e e et Lo
Micresoft Word 2003 XML (.xml)
XHTM L Pocket Word (.psw)
Figure 1. The first half of the Writer Save As
M@i g dung déu c6 kha ndng xuét
01ung dung deu €o Kha nang xua pulldown menu

thang thanh dang PDF (portable

document format). Ki ning 1a dinh dang chuan cho viéc nén tép tin phd bién va xem né la
mot ¥ tudng cho viée gui tép tin dén bat cr ai ciing str dung Acrobat Reader dé xem hoic
chuong trinh hién thi PDF khac trong bat ki mot hé diéu hanh nao.

Ban c6 thé xuat thang thanh PDF sir dung nit trén thanh cong cu bén canh biéu tuong May
in, hodc bang cac chon Tép tin > Xuat nhw PDF, n6 sé cho phép ban chon mét vai tuy chon
chi tiét.

Pé xuit nhu XHTML, sir dung Tép tin > Xudt va dé dinh dang tép tin chon HTML.
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Ghi cac tép tin

Ghi cac tép tin trong nhirng dinh dang khac

Dé ghi cac tép trong nhitng dinh dang khac, sir dung:

Tép tin > Lwu véi tén khac va lya chon tir hop d6 xudng Kiéu tép tin .

Ghi Writer thanh cac dinh dang tép tin
Khong chi trong dinh dang gbc, Writer c6 thé dugc ghi trong cac dinh dang sau:

OpenOffice.org Writer template (.stw)
Microsoft Word 97/2000/XP (.doc)
Microsoft Word 95 (.doc)

Microsoft Word 6.0 (.doc)

Microsoft Word 2003 XML (.xml)
Microsoft Pocket Word (.psw)
DocBook (.xml)

Aportis Doc Palm (.pdb)

Rich Text Format (.rtf)

StarWriter 5.0 (.sdw)
StarWriter Template (.vor)
StarWriter 4.0 (.sdw)
StarWriter 4.0 Template (.vor)
StarWriter 3.0 (.sdw)
StarWriter Template 3.0 (.vor)
Text (.txt)

Text Encoded (.txt)

HTML (.html; .htm)

Chuy Dinh dang .rtf thudong dugc sir dung cho viéc truyén nhiing tép vin ban giira cac
tmg dung , nhung chii y dén viéc thiéu kha ning dinh dang. Diéu d6 ciing dugc coi
nhu ¢6 mot 15i lién quan dén viéc ghi nhiing tép tin trén dinh dang .rtf chira anh
khi mé bang Microsoft Office. Cach tot nhat dé ghi mét tép tin trong Writer thanh
mot nguoi st dung Microsoft Word 1a ghi né thanh Microsoft Word 97/2000/XP

(.doc).

Calc c6 thé ghi thanh nhirng dinh dang sau

Khéng chi véi dinh dang gbc, Calc con ¢ thé ghi thanh nhiing dinh dang sau:

Microsoft Excel 97/2000/XP (.xIs; .xlw)

Microsoft Excel 97/2000/XP Template (.xIt)

Microsoft Excel 95 (.xls; .xIw)
Microsoft Pocket Excel (.pxl)
Microsoft Excel 2003 XML (.xml)
Data Interchange Format (.dif)

dBase (.dbf)

SYLK (.slk)

Text CSV (.csv; .txt)
StarCalc formats (.sdc, .vor)
HTM and HTML nhiing tép

Impress c6 thé ghi thanh nhirng dinh dang sau

Microsoft PowerPoint 97/2000/XP (.ppt; .pps)

Microsoft PowerPoint 97/2000/XP Template (.pot)

StarDraw, Starlmpress (.sda, .sdd, .vor)

Impress ciing c6 thé xuat thinh MacroMedia Flash (.swf) va bat ki dinh dang nao cua dinh
dang anh nhu trong danh sach du¢i day cho Draw:
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DRAFT — duwa trén phan mém trwérc khi phéat hanh Ghi céc tép tin

Draw c6 thé ghi thanh nhirng dinh dang sau

Draw khong chi ghi trong dinh dang gdc va dinh dang StarDraw ma con c6 thé xuat thanh:

BMP MET PPM WMF
EMF PBM RAS XPM
EPS PCT SVG
GIF PGM SVM
JPEG PNG TIFF

HTML writer cé thé ghi thanh nhirng dinh dang sau

HTML Document (.html; .htm)

OpenOffice.org 1.0 HTML Template (.stw)
StarWriter/Web5.0 and 4.0 (.vor)

Text (OpenOftice.org Writer/Web) (.txt)

Text Encoded (OpenOffice.org Writer/Web) (.txt)

Nhirng tép AportisDoc va PocketWord cho viéc chuyén thanh
PDA

1. Khi cai dat OpenOffice.org, ban c6 thé Iya chon dé cai dat cac b loc DocBook va
XLST Sau d6 chung s€ dugc thém vé}o thuc don Luu véi tén khac mot cach tu dong.
D¢ biét thém thdong tin, xem trong phan cai dat OpenOffice.org.

DPoi twong két ndi va nhung - Linking and Embedding
(OLE)

Dé thay doi cai dit cho cac ddi twong trong Microsoft Office OLE , sir dung Céng cu >
Tuy chon > Nap/luu > Microsoft Office.

Viéc danh dau tit ca cac tily chon d6 cho phép cac ddi trong nhing dugc chuyén d6i va vi
vay s¢ duoc thay doi trong ca bo office.

Cho cac dbi tuong OLE khac, n sé& phu thudc vao may méc ma tép tin s& duoc thay doi chi
nhu n6 thay doi véi mdi Microsoft Office. Vi vy tmg dung Windows dua trén cac d6i
tugng OLE s& khong dugc thay d6i trong OpenOffice.org trong may Linux, mic du d6i
tugng van duoc hién thi ding va né co thé thay doi kich cd.

Cac tép két noi

Sao chép cac O tir Excel va ghi mot cach dic biét, nhu két ndi va véi cac dinh dang RTF,
vao trong Word chinh la nhép vao trong Writer nhu mot bang binh thuong. Di€u do c6 nghia
1a khi mgt tai liéu dugc nhap vao, két noi tdi tép tin Excel s€ bi mat.
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DRAFT — duwa trén phan mém trwérc khi phéat hanh Cac tép két néi

Thong thuong khi biéu dd duge ghi tir Excel va dan mot cach dic biét, nhu két ndi dén
Word, va sau khi t€p tin dugc nhdp vao Writer, biéu d6 s& duge nhédp vao nhu mot dbi tuong
OLE nhung nhung lai khong duoc chuyén thanh mot biéu db Calc. Viée ghi tép tin vao dinh
dang Word va sau d6 mé tép tin trong Word va cb gang thay doi biéu do bang cach nhay
dap, n6 sé& hién thi mot tin nhan thong bao 15i.

Canh Két ndi cac tép trong Microsoft Office giita Word va Excel khong bi mat khi
bao nhitng t&p tin ciia Microsoft office bi thay doi béi OpenOffice.org.

A

WordArt va Fontwork

Twong duong voi WordArt cta Microsoft Office trong OpenOffice.org 1a Fontwork. Cac d6i
tugng cia WordArt duoc nhap vao nhu cac ddi twong ctia Fontwork; trong chung co thé
khac biét nho sau khi nhap. Cac ddi tugng ctia Fontwork s& tr dong xuét thanh cac d6i
tuong WordArt khi tai liéu dugce luu dudi dang Microsoft Office.

Cac anh Vector

Tt ca cac hinh dang co ban(cac dong ké, miii tén, hinh chit nhat, hinh bau duc) s& nhap va
xuat ma khong ¢ van dé gi ca. OpenOffice.org cung cip mot mirc dd diéu khién cao hon
mot vai dic tinh ciia Microsoft Office, vi vay thinh thoang c6 thé c6 su thay d6i khi chuyén
tir OpenOffice.org sang Microsoft Office. Vi du nhu kich ¢& ctia cac ddu miii tén, va cac
kiéu dang cua dong ké.

Céc trang thai tuy dong cia Microsoft Office, vi du nhu hinh mat cuoi, s€ gilr cac ki tu dic
biét ctia n6, nhu kha ning dé dat lai mic do cudi hay sy nghiém trang trong khudén mit cuoi.

Microsoft Office cung cap nhiéu lya «chon trang thai hon OpenOffice.org, vi vay thinh
thoang sé& co sy thay d6i trong su xuét hién trang thai. Cac phong cach trang thai cua
Microsoft Office 1, 2, 4, 6,14, 17 va 18 dugc hd trg trong OpenOffice.org. Puong ké va miii
tén thon khong duoc nhap va bat ki anh huéng 3D nao trong phan trai déu bi mo di.

Cac khung va hép van ban

Khi cac khung hay cac hop van ban trong Microsoft Office dugc nhap vao OpenOffice.org
v6i cac dong lién két, cac két ndi s€ mat.

Cac diéu khién chira cac hoat dong

C6 cac diéu khién trong Microsoft Office sdn co trong cac diéu khién trén thanh cong cu, tat
ca déu nhap dugc ma khong c6 van dé gi. Tuy nhién, khi nhimng diéu khién nay doi hoi cac
macro mot cach dac trung dé su dung, chiing s¢€ bi mét céc chirc nang trong su Véng mat cua
cac macro ma ché tao dé st dung trong OpenOffice.org.
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DRAFT — duwa trén phan mém trwérc khi phéat hanh Cac Macro

Cac Macro

OpenOffice.org khong thé chay cac macro ctia Microsoft Office. Mic dii ngdn ngi macro rat
don gian, cac dbi tuong co s khong kho. Pé dat OpenOffice.org gitr cic macro da gin két
duogc hay khong (vi vay chiing van c6 thé str dung cho Microsoft Office) cho nhitng tép
Word, Excel va PowerPoint, st dung Cong cu > Tuy chgn > Nap/luu > Thugc tinh VBA.

Chuy M& mot tép tin Microsoft Office ma bi ldy nhiém céc vius macro virus it an toan
trong OpenOffice.org.

OpenOffice.org ¢6 kha ning ghi cac macro. N6 thuong hoat dong tét hon dé st dung giao
dién chuong trinh ng dung (API).

Cac van dé nhap, xuat va chia sé trong tai liéu van
ban

Thoi quen tét trong cac tai liéu van ban
Mot vai van dé c6 thé dugc tranh mot cach don gian boi viée sir dung tt cac thoi quen xur 1i
sau day:

Str dung phong cach ki ty va doan van hon 1a dinh dang mdt cach truc tiép

Str dung dinh dang doan van cho khoang tréng trude va sau tot hon viée quay lai mdt
cach kho khan, dac biét trong cac danh sach dugc danh so hoac danh tron.

Str dung céc doan van ban theo cac dic tinh (vi du giit v6i tiép theo) tot hon sir dung
xuong trang mot cach thu cong.

Khéng st dung nhiéu tab hodc space dé sip thang hang cac van ban ma dit cac dimg
tab ddc bi¢t hodc tot hon l1a khong sir dung mdt bang nao ca.

Chi str dung cac phong chir thong thuong.

Cac cai dat twong thich trong OpenOffice.org cho tai liéu
théng thwéong

Cac cai dé} sau thay ddi cach OpenOffice.org lam viéc voi tai liéu thong thuong, vi vay nd
lam viéc tot hon Microsoft Office.

Str dung: Cong cu > Tuy chon > OpenOffice.org Writer > Tinh twong thich.

Thém doan van va khoang cach cac bang tai cac dinh clta trang

Trong Writer, khi chua cai dat kiém tra, néu mot doan vin & trén dinh cua trang (hodc cot)
duogc dinh dang véi khoang tréng bén trén thi sau d6 khoang trong d6 s& khong duoc tinh;
nhung trong Word thi khoang tréng bén trén d6 s& duogc tinh thém vao. Viée kiém tra tuy
chon nay s& 1am cho Writer chay giéng nhu trong Word.
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DRAFT — duwa trén phan mém trwérc khi phéat hanh Céc vén dé nhap, xuét va chia sé trong tai liéu van
ban

S dung dinh dang tabstop trong StarOffice6.0/7

Céc dac biét trong cai dat nay li¢u c6 1am cho cac doan van dugc can thfmg hang & gitra
hodc bén phai chira cac tab dugc dinh dang khong khi toan b & gitra hodc can 1é sang bén
phai. Néu hop kiém tra dugc chon, chi van ban dén bén phai cua tab cudi cung la dugc can
chinh sang bén phai, con vin ban dén bén trai van giit nguyén.

S dung khoang trong dong trong StarOffice6.0/7

Writer str dung hai khoang tréng 16n hon cho hai doan vin bén trén va bén dudi; Word tinh
g0p hai khoang tréng d6 v&i nhau. Néu khong danh d4u chon hop thi Writer hoat dong
giong nhu Word.

Phéng chir va khoang trong phdng chiv

Su linh hoat hi¢u qua trong van ban dugc nhap boi Writer véoi thudc tinh tiéu biéu cua su
“nhap nhay” tur nhiing t€p trong Word . Vi du “Cudc hanh quan cua nhiing con kién d6”” don
gian tré thanh “t6 do”.

Dic biét khoang trong trong phong chit ciia Word sat nhau hon caa Writer, vi thudng Word
s€ khdp nhi€u chir vao mot dong hon. Nhu vay c6 thé khoang trong giira cac dong s€ khac
nhau khong dang ké. K&t qua cudi cung la trang duoc ngat co6 thé dat & noi khéac.

Cac bang

Téc gia khong c6 ban luan gi vé cac bang.

Cac tai liéu c6 kem thw
OpenOffice.org c6 mét sy khac biét khi tiép can dén cac ngudn dir liéu, trong viéc nhap mot
tai liéu Word ma chu yéu cho viée ket hop véi thu thi s& khong co két ndi v6i ngudn dit liéu.

N6 chi c6 mot ndi dung 1a tao két ndi d6, mdi truong déu can duoc long vao. Xem phan Gén
két thu trong chuong “Nhitng su khac nhau trong viéc str dung Writer va Word”.

Ciing nhu trong Word ban c6 thé c6 tai liéu Word khac 1am ngudn dit liéu cho viéc gan thu
vao. Khong c6 cach nao dac biét trong cac tai liéu cua Word (hodc Writer) nhu nguon dir
liéu trong OpenOffice.org.

Writer khong ¢6 quyen Iira chon cho viéc gitr lai cac dong trong khi cac trudng dir liéu da bi
trbng, vi vy ban can phai sir dung cac trudng co diéu kién.

Writer gan két cac truong mé rong nhu vin ban véi tén cia trudng gitra cac ddu ngodc don
nghiéng, vi du <Tén>.

Tong két: Dé 1am viéc trong mot moi truong chia sé s& doi hoi mot tép tin riéng biét cho
mdi mot “tai liéu chinh”: mot trong dinh dang Word, va cai kia cho dinh dang cta
OpenOffice.org . Néu ban c6 mdt tai liéu chu dé gén két mail trong dinh dang ciia Word, c6
18 diéu d6 1a dé nhat dé dan vian ban vao Writer va sir dung thuat si gan két thu trong Writer
dé tao lai sy gin két thu tir nhitng hdn hop khac.
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DRAFT — duwa trén phan mém trwérc khi phéat hanh Céc vén dé nhap, xuét va chia sé trong tai liéu van
ban

Cac hop thoai

Cac van dé vé hop thoai duoc tao trong Microsoft Office

Mot tép tin da bi khoa trong Microsoft Office khi nhap vao OpenOffice.org s& khong khoa;
do 1a trong phuong thure thiet ke.

Céc truong dang van ban nhédp vao OpenOffice.org glong nhu nhap céc truong va 1am mat
kiéu cta chung. Vi du mot trudng dang vin ban cia kiéu “s6” hodc “ngay thang” s& chip
nhén viéc nhap bét ki van ban nao vao. Trong viéc st dL_ll’lg m@t truong dang van ban, trong
OpenOffice.org sé hién thi mot hop thoai cho viéc dién van ban. Viéc xuét nguoc lai voi
Microsoft Office, cac truong dang van ban dugc chuyén thanh céac trudong “Pién vao”.
Thuong cac trudng ngay thang, thoi gian va tinh todn nhap nhu nhu mot van ban don gian.

Céc hop kiém tra nhap va xuat mot cach phu hop.

Céc truong dang hop do xudng nhap nhu truong danh sach nhap. Gidng cac trudong dang
van ban trong qua trinh hoat dong, chung s¢ hién thi mot hop thoai tir d6 nguoi st dung cod
thé chon mét lua chon. Trong viéc xuét nguoc lai Microsoft Office ching trd lai cac truong
c¢6 dang hop d6 xudng.

Cac van dé vé hop thoai duoc tao trong OpenOffice.org

Céac diéu khién duge xuit nhu cac diéu khién hoat dong khi c6 mot thiét bi Microsoft
Office. Khi Word khong c6 cuing chirc nang vé co sd dir lidu ctia OpenOffice.org va khi cac
macro khong dugc tuwong thich, nd rat kho dé co mot dang dé lam viéc trén ca hai moi
truong st dung cac diéu khién dang chuan.

Téng két: Bé 1am viée trong mot méi trudng chia sé v6i cac dang thi khong dé dang, nhung
mot cach giai quyét khac co thé duoc sir dung 1a ding cac trudong khac nhu trudng Nhap va
danh sach Nhap. Dé chén nhimng trudng nay, st dung Chén > Cac trudong > Khac > Ham.

Cac cha thich, chu gia cudi cung, cac bang cho néi dung va
danh muc

Tat ca cac chu thich, chu giai cudi cung va danh muc déu dugc nhap/ xuat truc ti€ép. Mot vai
van dé dugc tim thay nhu sau:

. Vi tri cia cac cha giai cudi cing c6 thé thay doi (trong Word chu gia cudi cling dugc
dat truoc danh muyc. Trong Writer ching thuong dat ¢ cudi tai li¢u).

+ Céac muc trong thu muc cua Writer trd thanh van ban trong Word.

.« Mot thu muc ba cot xudt tir Writer thanh Word nhu ba cot nhung trong khi nhap lai
no tré thanh mot cot.

+ Trong viéc xuat mot t&€p tin Word tép tin chura cac truong c6 chi muc, cac truong chi
muc dugc nhap vao nhung cac trudong bén trai cia van ban hon truong chira van ban.

Tong ket: Lam viéc trong mot moi truong chia sé co the xay ra mdt so van dé nho.
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DRAFT — duwa trén phan mém trwérc khi phéat hanh Céc vén dé nhap, xuét va chia sé trong tai liéu van
ban
Cac doan dwoc danh sé, danh sé tom tat, tham khao chéo

Céc doan danh so, danh s6 tom tat, tham khdo chéo dugc nhap/ xuat vdi mot bai toan, trir su
lién quan dén céc doan van dugc danh so:

. Tham khéo chéo dén mét sé doan dugc danh sd ma khong dugc sur dung danh sb tom
tat thi khong lam viéc vi Writer khong c6 kha nang nay.

«  Writer cting khong c6 kha nang stir dung viéc danh s6 ¢6 quan h¢ trong quan hé chéo
cua no6 dé danh so.

. Tham khao chéo dén sb chuong sé& khong co cung dinhdang nhu n6 da hién thi.

Panh sé trang

Mot cach tiép cin nhanh trong Word cho viéc c6 mot trang dau tién khac (giéng nhu mot
trang bia) va sau do dé c6 80 bat dau trong trang thir hai nhung dugc danh s6 nhu la trang 1
hay dé c6 mot su sap xép cua trang dau tién khac va cai dat trang bat dau 1a 0. Khong may,
trong viéc nhap mét tép tin trong OpenOffice.org sb trang trong trang thir hai 1a 2 thay vi 1.
Pé ¢b dinh lai van dé trong Writer thi:

1) Tao mét kiéu trang cho viéc cac trang sau trang dau tién tréng nhu thé nao. Hay dat
tén cho n6 (vi du) Thay doi 1.

2) C6 con tro trong doan dau tién cua trang thit hai.

3) Pinh dang > Poan > Ludng vin ban.

4) Trong phan D4u ngit cta hop thoai, chon hop kiém tra 13 Panh diu.
5) Panh diu Véi Kiéu trang.

6) Chon kiéu trang tao trong buéc 1.

7) Roi vi tri con tré dén Trude va dat sb trang 13 1.

Trong viéc xuét tai liéu ndy tro lai Word no s& van lam viéc, chi co su khac nhau 13 tai liéu
s€ c6 mot ngat doan tai phan cudi cua trang dau tién. Cac tai liu da tao voi cac ngit doan
gidng nhu trong Word sé& 1am viéc tt trong viéc nhép va xudt voi Writer. Chi ¢o mot sy
khac nhau trong Word 1a: bay gio s& c6 mot trang tréng giita trang bia va trang tiép theo khi
in ra ( hodc xem trudce khi in).

Khi tac gia kiém tra véi mot tai lidu 6 cac dinh dang khac cho viéc danh sb trang 1¢ va tron
tru, cac so trang 1¢ da dugc nhap nhu mot van ban cua trang 1¢ dau tién hon 1a mot truong.

Téng két: V&i mot vai tai liéu lam vi€c doi hoi sap dat sd trang trong vi€c nhép vao Writer,
khi d6 “cd dinh” viéc dénh s6 cta céc tai liéu s& nhap/ xuat ma khong cé van dé gi.

Cac trwwo'ng ngay thang va théi gian

Cac truong Ghi ngay thang va Tao ngay thang ciia Word khong nhan viéc nhép voi cung
dinh dang. Vi du néu cac truong trong tai liéu Word c6 mot dinh dang bao gom thoi gian,
sau khi thong tin nay khong dugc hién thi mic dinh, bao gém thoi gian trong dinh dang sau:

BAm chudt phai vao truong > Céc truwdng > cudn dén gitra hop danh sach Cac dinh dang >
Thém cac dinh dang > trong dang Gio : phut : gidy
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DRAFT — duwa trén phan mém trwérc khi phéat hanh Céc vén dé nhap, xuét va chia sé trong tai liéu van
ban

Trong viéc xuat thong tin Ghi Ngay Thang / DocInformation:Modified dugce nhap nhu mot
van ban

Céc truong Time Fixed va Date Fixed cua Writer léy d@ liéu nhap vao nhu mot van ban.

Nhap cac trwéng Word
Bdng 2. Chuyén doi gitta cdc truong Word di dwoc nhdp

Trwong Word:

Writer chuyén déi thanh:

ASK Truong Nhap

AUTHOR DocInformation:Tao

AUTONUM Number Range AutoNr
AUTONUMLGL Number range AutoNr
AUTONUMOUT Number range AutoNr
COMMENTS DocInfomation:Cac ghi chu
CREATEDATE DocInformation:Tao

DATE Date

EDITTIME DocInformation:Chinh stra
FILENAME Tén tép tin

FILLIN Trudng nhap

HYPERLINK (nhu mot siéu lién két)

INFO xxx DocInformation:xxx

KEYWORDS DocInformation:Cac tir khoa
LASTSAVEDBY DocInformation: Thay déi lai
MACROBUTTON (tén cuia macro?)

MERGEFIELD Céc trudng ¢ gin thu (hién thi tén cua truong)
MERGEREC S6 ban ghi

NEXT Ban ghi tiép theo

NOTEREF Chi ra cac bién

NUMCHARS Statistics (voi lya chon = Cac ki tu)
NUMPAGES Statistics (v6i lya chon = Cac trang)
PAGE Céc sb trang

PAGEREF Bookmarks (hién thi nhu tén cta du trang séch)
REVNUM DoclInformation:Sé tai liéu
SAVEDATE DocInformation:Chinh stra

SEQ S6 hang

SET Dit bién

SUBJECT DocInformation:Pdi tuong
TEMPLATE Céc khu6n mau
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DRAFT — duwa trén phan mém trwérc khi phéat hanh Céc vén dé nhap, xuét va chia sé trong tai liéu van
ban

Trwong Word:  Writer chuyén déi thanh:

TIME Ngay thang
TITLE DoclInformation:Tiéu dé
TOC (Hién thi mot bang cac nodi dung)

Céc trudng sau day khong dugc nhap vao OpenOffice.org (Chi c6 cac vin ban ma hién thi
khi ghi 14n cudi): =, IF, DOCPROPERTY, FILESIZE, LINK, LISTNUM, QUOTE,
SECTION, SECTIONPAGES, STYLEREF, TOA, USERADDRESS, USERINITIALS,
USERNAME.

Céc truong sau day bi bd qua khi nhap: AUTOTEXT, AUTOTEXTLIST, BARCODE,
BIDIOUTLINE, DOCVARIABLE, EQ, GOTOBUTTON, INCLUDETEXT, LISTNUM,
MERGESEQ, PRINT, RD, SKIPIF, SYMBOL, TA, TC.

Word field EDITTIME duoc sip xép trong Writer field DocInformation:Chinh stra khi nhép
vao nhung y nghia cua sy chinh stra da thay doi thanh ngay thang ghi 1an cudi cung chir
khong phai 1a tap tin bi m¢ dé chinh stra trong bao lau.

Cac van dé vé nhap, xuat va chia sé trong bang tinh

Cac trwong dinh dang

Céc hop két hop, hop danh sach va hop kiém tra voi cac két ndi dén tat ca cac cot clia bang
tinh déu nhap va xuat mot cach thich hop, mic du nhd vao viée phong chit xir li cac sb trong
cac hang hién thi trong cac hop danh sach co thé khac nhau nho. Cac hdp danh sich trong
Calc c6 thé c¢6 da lua chon hodc khong, trong khi Excel c6 cd hai cach da lya chon: da va
mo rong. Trong Excel mot két ndi tir hop danh sach da lya chon dén mét cot 1a khong dugc
xem xét (It nhat trong Excel2000; tac gia da khong chon Excel XP). Trong Calc, cac tur két
nbi, néu khong nhidu hon mot muc duoc chon thi cac gia tri trong cot duoc dat 1a #N/A.

Céc nat bAm lya chon duogc nhép vao trong Calc, nhung két ndi v6i cac cot hoat dong khac
nhau. Trong Calc mdi bit bam lya chon c6 két ndi ctia nd dén cot, dat gia tri ciia n6 la dung
hodc sai phu thude vao liéu lya chon d6 c6 duge chon hay khong. Trong Excel, két nbi cot
tra vé sd ctia nut bAm lya chon duoc chon. Trong viée xudt cac nut lya chon dén Excel, cac
nat bam chon lya s& mét tac dung bam radio ciia ching; hay n6 cach khac, ching khong
dugc nhom lai vi vy ma néu lya chon mot cai thi “khong duge chon” nhitng cai khac.

Céc thanh cudn va kéo tron bay gio thuc hién trong Calc, nhung khong dugc thue hién trude
do.

D&y cac hang sé

Day cac hang s6 khong c6 san trong OpenOffice.org. Cach giai quyét 1a phai c6 cac gia tri 1a
hing sb trong cac cot trong trang tinh va co dé cap dén chung. Day cac hing s sir dung nhur
cac bién trong mot ham trong Excel va dugc bo qua khi nhap vao Calc.
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DRAFT — duwa trén phan mém trwéc khi phat hanh  Cac van dé vé nhap, xuét va chia sé trong bang tinh

Cac bién tuy y trong cac céng thirc

C6 mot vai cong thie c6 nhidu hon mot bién tuy v tai cudi ciia danh sach cac bién. Trong
Excel, n6 c¢6 thé dé nhu mot bién tréng tuy v va dac biét 1a mot bién sau, nhung diéu nay lai
khong duge phép trong Cale. Cac cong thirc vai cac bién tity y khong duoc nhap thang vao
trong Calc.

Cac ham
Cac ham trinh bay, ham khoa hoc va ham tai chinh
Trong Excel, mot s ham tai chinh chap nhan cac bién chudi duéi dang ngay thang, con

trong OpenOftfice.org chiing doi hoi mét bién chudi ki tu, va vi vay chung khong duoc nhap
thang vao Calc.

Phan tich cac ham ToolPak

Ham EFFECT dugc cung cip boi Phén tich ToolPak cho Excel va dugc chuyén thanh ham
EFFECT_ADD trong Calc va trd vé cung mot két qua.

Cac ham khong duoc thi hanh / nhap khac

Chi c6 ba ham khéc 1a khong dugce nhép 1a: INFO, GETPIVOTDATA va HYPERLINK. Cac
siéu lién két khong dugc hd tro nhung cling giéng nhu mét ham; st dung ntt bam Siéu lién
két trong thanh chtc ning.

Bang DataPilot—Pivot

DataPilots trong Calc twong duong véi cac bang Pivot ciia Excel. Tuy nhién ¢6 mot sb gidi
han. Bang Pivot nhap tir Excel vao Calc (mac du céac cot khong c6 cac bang hi¢u ting to
bong PivotTable ) nhung ngay khi chiing hoat dong nhiing gidi han do6 s€ trd nén rd rang.
Cac gio1 han @6 la:
- Khong c6 nhiing kha ning ciia PivotChart, nhung mot DataPilot c6 thé sir dung nhur
12 mot nguodn dit lidu cho biéu do.

+ Giao di¢n ngu’m sir dung cho phép 16n nhat 14 8 truong trong di liéu, cac ving hang
hoidc cot (Mot giao dién khac ma cho phép nhiéu kha nang hon c6 sin trong
http://homepages.paradise.net.nz/hillview/OOo/ trong mot tai li¢u cé tén 1a
MyDataPilot.sxc.

« Co m(f)t‘ s6 kha nang dé nhom dit liéu (vi du mdt truong dit li€éu nhom theo tudn hay
mot phan tu nhung khong phai 1a thang). Céach giai quyet khac la tao mot cot mai voi
mot cong thirc dé tinh nhom vi du: =Thang().

- Ban khong thé xac dinh cac dinh dang khéc cho céc truong khac nhau.

. Calc co thé co cac cong thuc dya trén nhirng thr nhu “Chénh Iéch so v&1” hoac “%
ctia”, nhung khong thé lam chi cac trudng tuy y (hoat dong theo hudng tao méi cac
ot yéu cau cac gia tri).

- Giao dién chuong trinh Gng dung khong day du cho viéc viét cac macro dé lam viéc
v6i vi dy DataPilots, kha nang dé diéu khién thong qua chwong trinh khac, nhu
OpenOffice.org lam chii ngdn ngit macro, BASIC, thi liéu cac bang c6 cac tong cong
hoac truy cap dén DataPilots ma duogc tao tir dit liéu m& rong hay khong.
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Loc tw dong

AutoFilter nhap va xuat thang téi cac hang dugc yéu cau an. Tuy nhién c6 mot sé su khac
nhau gitra Excel va Calc:

+ Chi c6 duy nhéat mot AutoFilter hoat dong cho mat tai liu bang tinh tai mgt thoi
diém. Cac hang chu yéu an nhung d6 xudng trong hang dau tién ma khong xuat hién
trong Ung dung cua AutoFilter & bat ki dau.

. Cac hang c6 thé thay con lai khong thay d6i mau dé canh bao rang c6 mot bo loc thay
thé.

« Cécgiatri 16i khong dugc chi ra nhu mot lya chon trong danh sach do Xuéng khi cac
0 trong cOt bi loi

- Trong danh sach d6 xudng, tuong duwong voi “Tuy y” trong Excel 1 “Chuén”.

Cac biéu do

Céc kiéu biéu d6 ma Excel cung cip nhung Calc khong c6 la:
- Bar of pie converts to a 2D — columns — normal.
- Pie of pie converts to a 2D — columns — normal.
+ Radar filled converts to 3D — columns deep.

- Radar with markers — converts to 2D — net — normal but counterclockwise rather than
Excel’s clockwise.

Céc van dé ve ve biéu do6 bao gom:

+ Co it lya chon truc hon, nhu khong c6 lya chon vé c6 mot truc nguoc y (am tai dinh
theo huong duong tai day).

« Dir liéu phai sat nhau, v6i cac nhan cia hang hoac cot dau tién.

Cac dinh dang s6

Khong cé dinh dang “tinh toan” (vdi biéu tuong tai canh trai cua 0). Hoac 1a c6 cot khac ¢
bén trai chira bi€u tugng.

Khéng ¢6 lya chon gidi han trudce cho cac s6 phu dinh trong dau ngodc don. Str dung dinh
dang tuy chon nhu “$#,##0.00 );[RED]($#,##0.00)".

Cac dong lwéi

Céc dong ludi trong Excel 1a mot déc tinh ctia mt worksheet; trong Calc, n6 1a mot ing
dung mo rong tuy chon:

Cong cu > Tay chon > OpenOffice.org Calc > Céch hién thi
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DRAFT — duwa trén phan mém trwérc khi phéat hanh Céc vén dé vé xuét, nhap, chia sé trong céc trinh
dién

Cac van dé vé xuat, nhap, chia sé trong cac
trinh dién

Mau dé béng va dwong vién
Tac gia khong co chy ¥ gi vé cac thay doi dudi day, vi vay dudi day 14 10i trich dan truc tiép
cua StarOffice 7 Migration Guide boi Sun.

1. Khoéng gibng nhu Microsoft PowerPoint, StarOffice Impress khong hd trg cac db
bong ba mau, duong vién doi va ba, hodc cac dudng vién chdm xung quanh. Dé cai
thién két qua cua viéc nhap, ban phai tao cac trét ty can thiéi trude khi nhap. Thay
601 ba mau dinh vi trudc tuong tu nhu cau hinh hai mau va thay ddi cac dong duong
vién d6i va ba thanh duong vién don voi do rong thich hop. Cac duong vién cham

xung quanh ma dnh xa gan véi dudng vién hinh chit nhat twong ty nhu cic kiéu dong
thong thuong trong PowerPoint, vi vay viéc thay doi 1a khong can thiét.

Da phwong tién
Thuyét minh truc tiép khong duoc hd trg trong Impress.

Nhiing xuét hién trén khong dugc cai dét~cho’céc hoat hoa tuy y da phuong tién nhu kha
nang phat mot am thanh cho ban trinh dién tiép theo.

Biéu d6 cac hoat hoa

Khong c6 kha ning trong Impress cho “cac hiéu tmg biéu d6” nhu trong PowerPoint, nhu
trinh dién mot chudi cac loai trong cung mot thoi diém. Trong viéc nhap, cac biéu dd xuat
hién mot cach don gian. Mot cach giai quyet 1a ¢6 cac ban sao da phuong tién ciia biéu do
v6i mdi mot cai dat dé hién thi nhu yéu cau.

Dbéng goi va Di
Dac tinh Dong goi va bi trong PowerPoint cho phép mot tép tin ciia PowerPoint tach ra

nhiéu dia va bao dam rang tat ca cac tép tin bi rdi di di duoc géi lai. Pac tinh nay khong co
trong Impress, Impress cting khong thé mé nhiing tép tin twong tu.

Cac trwong

Céc truong dir liéu dugc xuat nhu mot vin ban, vi vy ching khong duoc cap nhat mot cach
tu dong.

Cac cai dat hanh déng va anh hwéng

PowerPoint cung cap cac cai dat hanh dong thong qua chudt, nhung Impress khong c6 tiy
chon nay, chi trong viéc kich chudt, vi vdy mouseovers ldy cac anh xa tir viéc kich chuét.
PowerPoint c6 mot tury chon cho viéc chon ddi tuong trong viéc kich chudt hodc mouse
over; Impress khong c¢6 chirc nang nay, vi vay khi nhap no6 sé bd qua.
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DRAFT — duwa trén phan mém trwérc khi phéat hanh Cac van dé vé xudt, nhap, chia sé trong cac trinh

dién

Cac hoat hoa tuy chon trong PowerPoint va cac hiéu trng cua
doi twong trong Impress

Table 3 Chi ra cach lam thé nao ma céc hoat hoa tuy chon va céc hi¢u ing dbi tugng dugc
nhép vao trong Impress va dugc mo ra trong PowerPoint.

Table 3. Nhdp/ xudt cdc hoat canh tup y trong PowerPoint va Impress

PowerPoint Impress

Appear Appear

Blinds Fade Horizontally

Box Fade To Center
Checkerboard Checkerboard

Diamond Appear

Crawl Fly In From bottom
Dissolve Dissolve

Flash once Appear

Peek Short Fly In from Bottom
Random Bars Horizontal lines

Spiral Spiral Outward Clockwise
Split Close Vertical

Stretch Stretch Vertical

Strips Fade From Top Right
Swivel Rotate Horizontally
Wipe Cross-Fade From Top
Zoom Fade From Center
Random effects Vertical Lines

Cac chuyén dbi trinh dién trong PowerPoint—Impress
Table 4 Chi ra cac chuyén d6i trinh dién duoc nhap vao Impress va xuit ra PowerPoint.

Table 4. Nhép/ xudt cdc chuyén doi trinh dién giita PowerPoint va Impress

PowerPoint Impress

Blinds Horizontal Fade Horizontally

Blind Vertical Fade Vertically

Box In Fade To Center

Box Out Fade From Center
Checkerboard Across Horizontal Checkerboard
Checkerboard Down Vertical Checkerboard
Cover Down Fly In From Top
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DRAFT — duwa trén phan mém trwérc khi phéat hanh

Céc vén dé vé xuét, nhap, chia sé trong céc trinh

dién
Cover Left Fly In From Right
Cover Right Fly In From Left
Cover Up Fly In From Bottom
Cover Left Down Fly In From Upper Right
Cover Right Down Fly In From Top Left
Cover Left Down Fly In From Upper Right
Cover Right Up Fly In From Lower Left
Cut No effect
Cut through Black No effect
Dissolve Dissolve
Fade Through Black No effect
Random Bars Horizontally Horizontal Lines
Random Bars Vertically Vertical Lines
Horizontal In Close Vertically
Horizontal Out Open Vertically
Split Vertical In Close Horizontally
Split Vertical Out Open Horizontally
Strips Left Down Fade From Top Right
Strips Left Up Fade From Bottom Right
Strips Right Down Fade From Top Left
Strips Right Up Fade From Bottom Left
Uncover Down Uncover Downwards
Uncover Left Uncover To Left
Uncover Right Uncover To Right
Uncover Up Uncover Upwards
Uncover Left Down Uncover To Lower Left
Uncover Left Up Uncover To Upper Left
Uncover Right Down Uncover To Lower Right
Uncover Right Up Uncover To Upper Right
Wipe Down Cross-Fade From Top
Wipe Left Cross-Fade From Right
Wipe Right Cross-Fade From Left
Wipe Up Cross Fade From Bottom
Random Transition Automatic (random)
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