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DRAFT - based on pre-release software Noi dung
Gidi thiéu

Chuong nay s& dé cap téi nhitng van dé co ban nhat khi 1am viéc véi van ban trong Writer,
thanh phan xir Iy vin ban trong bd OpenOffice.org (000). Chiing ti coi ring nguoi doc da
str dung thanh thao chudt va ban phim ciing nhu cac thanh phan trong Writer nhu thuc don,
hop cong cu va cac muc khac nhu da dé cap t6i trong chuong 1 ctia quyén sach ndy “Gidi
thi¢u Writer”

Chung t61 khuyén cac ban nén lam theo cac huong dan & chuong 2 “Cai dit Writer”, cac trg
gitp vé hién thi, dinh dang ciing nhu céc loai cai dat khac.

Khi ban doc chuong nay ban can biét cac ky ning sau:
. Chon, cit, sao chép, dan va di chuyén cac doan van ban.
- Tim va thay d6i van ban.
Cheén céac ky tu dac biét
« Pinh dang c4c doan va ky tu.
- Tao danh sach danh s6 ciing nhu diém cham.
Kiém tra chinh t4, str dung tir dién va cac tily chon vé ngdn ngit
- Sir dung cac cong cu kiém tra ty dong va cac tinh ning danh sb.

- Lan theo cac thay d6i hily hodc lam tiép cac thay doi.

Chon van ban

Trudc khi ban ¢6 thé lam diéu gi d6 vdi van ban ban can phai chon n6. Chon van ban trong
Writer cling giong nhu trong céc trng dung khac. Ngoai kha nang chon cac doan van ban
Writer con cho phép chon cac doan khong lién tuc.

Chon cac muc khéng lién tuc

Dé chon cac muc khong lién tuc (nhu trong hinh 1) str dung chudt:
1) Chon phan vin ban dau tién.
2) Giit phim Control va sir dung chudt dé chon céc phan vin ban tiép theo.
3) Lap lai nhu vay cho t6i khi ban chon hét cac phﬁn véan ban can thiét.

4) Lic nay ban c6 thé lam viéc véi phan vin ban duoc chon (sao chép, x6a, thay doi kiéu
hién thi ....)

Luu y Vi nguoi sit dung Macintosh thay vi sir dung phim Control thi st dung phim
Command
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Dé chon cac muc van ban khong lién tuc st dung ban phim, ban ldm nhu sau:

1) Chon phan vin ban déu tién (dé c6 thém thong tin vé viéc chon vin ban st dung ban
phim, xem phu luc A ctiia quyén sach nay, “Cac phim tat” va chu dé “Di chuyén va luya
chon str dung ban phim”.

2) Nhéan Shift+F8 s& dua Writer vao trang thai “ADD”. Tir ADD s& xudt hién trén thanh
trang thai.

3) Sir dung cac phim miii tén dé dich chuyén con tré t6i phan bat dau ctia doan vin ban
duoc chon. Gilt phim Shift va chon doan van ban ti€p theo.

4) Lap lai cac budc trén néu can thiet.
5) Bay gid ban co6 thé lam viéc védi doan van ban dugc chon.

6) Nhan phim Esc dé thoat khoi ché do nay.

The Country of the Blind

Three hundred miles and more from [@fTasfslerds. one hundred from the snows of Cotopaxi, in the wildes
wastes of |[RuiEWWEENTE:, there lies that mysterious mountain valley, cut off from all the world of men,
(@il i1 =JWTs . [ on g vears ago that valley lay so far open to the world that men might come at last
through frightful gorges and over an icy pass into its equable meadows, and thither indeed men came, a f
or so of Peruvian half-breeds fleeing from the lust and tyranny of an evil EjENRERERNET. Then came the

stupendous outbreak of Mindobamba, when 1t was night in [§iMW for seventeen days, and the water was b
at Yaguachi and all the fish floating dying even as far as [@iE8ETeIN: everywhere almw slopes
were land-slips and swift thawings and sudden floods, and one whole side of the old crest slipped
came down in thunder, and cut off the [@WITTGUVFRITREIN for ever from the exploring feet of men. But ¢
these early settlers had chanced to be on the hither side ofthe gorges when the world had so terribly shak:
itself, and he perforce had to forget his wife and his child and all the friends and possessionshe had left u

Figure 1: Selecting items that are not next to each other

Cat, sao chép va dan van ban

Cit va sao chép vin ban trong Writer ciing twong tu nhu cit va sao chép van ban trong céc
ung dung khac.

Cat: Su dung Chinh sira > Cit hodc su dung ban phim Control+X hodc biéu tuong Cit tr%n
thanh cong cu

Sao chép: Stir dung Chinh sira > Sao chép hodc sir dung ban phim Control+C hé%: biéu
tugng Sao chép trén thanh cong cu

Dan: Str dung Chinh stra > Dan hoic sir dung ban phim Control+V hodc biéu twong Dan
trén thanh cong cu

Néu ban chi don gian nhin chudt vao biéu twong Dan thi tat ca cac dinh dang c4u van ban cii
s& dugc giit nguyén. Dé phan vin ban dugc dan c6 dinh dang glong nhu phan vin ban bén

canh vi tri ma n6 dugc dan nhan chudt vao mii tén bén phai cua biéu tuong Dan va chon
Vin ban khong dinh dang trong thuc don tha xubng (xem hinh 2).

Lam viéc vdi van ban 2
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B¢ B BE-~
CpenOffice.org Wriker
Két ndi DOE
HTML {Madn nal dinh dang sigu wan ban)
Yan ban dinh dang [RTF]
Yan ban khdng dinh dang
Hinh 2. Thuc don Dan

Dich chuyén nhanh cac doan van ban

1) Pit con tro vao bét cir chd nio trong doan vin ban.
2) Nhan Control+Alt.
3) Giir t6 hop phim Control+Alt va nhin cac phim miii tén dé dich chuyén ca doan

Doan van ban s€ dugc dich chuyén td1 sau doan van ban trudc hodc toi trudc doan van ban
sau trong tai liéu cua ban. P& dich chuyén nhi¢éu hon mot doan van ban cung lac, chon mat
phan trong moi doan van ban do6 va su dung Control+Alt+phim miii tén.

Néu ban sir dung Solaris t6 hgp phim dugc str dung sé 1a Control+AltGr+phim miii tén.

MEO Néu doan vin ban cua ban tu nhién lai nhay t&é1 mét vi tri khac thi nguyén nhan phén
nhiéu la do ban da str dung t6 hgp phim nhu da néu & trén.

Tim va thay doi

Khi tim kiém cac tir ndo dé trong tai liéu c6 3000 tir, viéc tim bang cach duyét ting tir tha
cong la khong thé (hay kém hiéu qua). Writer cung cap chirc ndng tim va thay thé, n6 s€ tu
dong qua trinh tim ki€ém trong toan b tai li€u.

Ngoai kha ning tim kiém cac tir trong vin ban ban con co thé:
- Sir dung cac ky tu dai dién dé co6 két qua tim kiém t6t hon.
. Tim kiém va thay thé mot loai dinh dang dic biét
- Tim kiém va thay thé mot kiéu doan van ban nao day.

- Pé hién thi khung Tim va thay thé (nhu trong hinh 3), st dung phim tit Control+F
hodc Chinh sira > Tim & Thay the.

1) GG doan van ban ma ban muon tim kiém vao trong hop Tim.

2) Bé thay thé doan vin ban d6 véi mot doan vin ban khac, dua doan vin ban méi vao
hop Thay the bang.

Lam viéc vdi van ban 3
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Tim 8 Thay thé
Timn

Thay th& bang

[] %ét chit hoathuing

[]carr

=

&l

No6i dung

Thérm kiy chon [

Trg gidip

J |

Biang

Hinh 3. Hop thoai Tim & Thay thé

3) Ban con c6 nhiéu tity chon khac nhu xét chit hoa/thudng, ca tir hodc tim twong duong

(xem phia dudi dé biét cac lwa chon khac).

4) Khi ban d3 dit xong cac diéu kién tim kiém thi nhan vao nat Tim. Dé thay thé vin ban

nhan vao nat Thay thé.

MEO Néu ban nhan vao nat Tim tat ca ,Writer s& chon tit ca cac doan van ban thich hop
trong tai li¢u. Tuong ty nhu vay néu ban nhan vao nit Thay thé tat ca thi Writer sé
thay thé tat ca cac doan van ban tim thay.

Than Than trong khi sir dung Thay thé tit ca, néu khong ban sé& tao ra nhyuwngx 15i
trong tai liéu. Mot khi diéu nay x4y ra thi ban chi con cach tim kiém thu cong va stra

lai cac 16i do.

Lam viéc vdi van ban
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S dung cac ky tuv dai dién (cdc cach biéu dién thusng
dung)
Céc ky tu dai dién 1a sy két hop cua céck}'/tu’dé huéng dan OOo cach tim kiém. Céc ky tu

dia dién rét hiru ich nhung nhiéu khi khong duogc truc gidc. Chung c6 thé giup ban tiét kiém
thoi gian va cong surc bang cach két hgp nhiéu phép tim kiém vao trong mot.

Bang 1 dua ra mot s6 ky tu dai dién thuong dung trong OO0
Bang 1. Vi du Vvé cdc ky tw dai dién.

Vi du va ghi chu

Ky tu don bat ky . b.d s€ tim “bad,” “bud,” “bid,” va “bed.”

Chudi ky tu bat ky o b.*d s€ tim “bad,” “brand,” and “board.”

Mot trong cac ky tu [] b[iu]n s€ tim “bin,” and “bun.”

duoc khai bao

Mot ky tu bét ky nam [-] [r-t]eed s€ tim “reed,” “se’ed,”’and “teed”‘;

trong khoang khoang ky tu phai dugc sap xEp theo chiéu thuan.

Bét ky ky tu nao trir ky "] p[*a]st s& tim “post” and “pest,” nhung khong

tu 0 trong ngodc phai “past.”

Phan dau cua tir \< \<log s€ tim “logbook” and “logistics,” khong
phai “catalog.”

Phan cudi cta tir \> log\> s€ tim “catalog,” nhung khong phai
“logistics.”

Ky tu danh dau doan $ Khéng hoay dong nhu viéc thay thé ky tu. Sir
dung \n thay vao do.

Dau phan dong \n Tim kiém diu cach dong ma di dugc chén vao

bang céch’nhén Shift+Enter. Khi str dung nhu ky
tu thay thé n6 chén cac ky tu danh dau doan

MEO Tro gitp trong phdn mém s& cho ban biét nhiéu ky tur thay thé hon.

Luuy  Détimkiém cdc tir da dugc dinh nghia 1a ky tw dai dién, sir dung déu \ trude ky tu
do6. Vi du, dé tim ky tu “$5.00”, ban s& gd “\$5\.00” vao 6 tim.

To use wildcards and regular expressions when searching and replacing:
Pé str dung cac ky tu dai dién trong tim va thay thé:

1) Trong hop thoai Tim & Thay thé, nhan vao Thém tay tron s cho ban nhiéu lya chon
hon. Trong phan nay (xem hinh 4) chonBiéu thirc quy tac.

Lam viéc vdi van ban 5
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2) G doan vin ban mudn tim trong d6 ¢ cac ky tu dai dién vao 6 Tim va Thay thé bang.
Khong phai tat ca cac bicu thuc quy tac déu lam viée giong cac ky tu thay the; ky tu
xuong dong s€ 1a mot trong so6 céc ky tu dugc st dung.

3) Nhin Tim, Tim téit ¢4, Thay thé, Thay thé tit ca.

Tim 8 Thay thé
Tirn

; =
B Tim £k ca

Thay th& bing
bl

Thay the

L

II I j
Ei
EJ

Thay thé tak ca

[] %ét chii hoathuiing

[]carr
Gidm by chon & Trg gidp ]

Bang

[] Mgwoe
[ ] Bigu thire quy tic

Binh dang. ..

[ Tim twong duang
[ Tim ki

Hinh 4: Hop thoai Tim & Thay thé mé réng

Tim va thay thé cac dinh dang dac biét
Mot chire nang rat hiru dung cua Tim & Thay thé ¢6 kha nang lam viée voi cac tuy chon vé
dinh dang. Vi du ban c6 thé muodn thay thé cac tir duge gach chan bang céc tir viét nghiéng.
Trong hop thoai Tim & Thay thé (v6i nhiéu tuy chon nhu trong hinh 4):
1) Pé tim }(iém doan Vg“ln ban véi dinh dang dac biét, g0 doan van ban cAn tim vao trong 6
Tim. Néu chi tim kiém mot loai dinh dang nhat dinh thi khong go gi vao trong 6 do.
2) Nhén vao niit Pinh dang dé hién thi hop thoai Dinh dang vin ban(Tim kiém). Cac
nhan trong hop thoai nay tuong ty nhu cac nhan trong hop thoai dinh dang doe_}n. Chon
loai dinh dang ma ban muon tim va nhan Pong y. Céc lya chon ctia ban s€ xuat hi¢n

phia du6i hop Tim. Vi dy, ban mudn tim cic doan vin ban c6 phong Helvetica ddm c&
chir 14.

3) Pé thay thé bang doan vin ban mdi, ban gd doan vin ban nay vao 6 Thay thé bang.

Lam viéc vdi van ban 6
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Pé tim doan van ban véi dinh dang nhat dinh (vi du tir “xin chao” véi chii dam), khai
bao dinh dang can thiét, nhap “xin chao” vao 6 Tim va dé 6 Thay thé bang trong.

Dé bo cac tiry chon vé dinh dang, nhan vao nut Pinh dang chon nhin Phong va sau do
chon cac dinh dang nguoc lai nhu Khong dém. Nut Khong dinh dang s€ x6a bo cac
dinh dang ma trudc day ban da dat

4) Nhan Tim, tim tit ca, Thay thé, Thay thé tit ca.

MEO Trir khi ban c¢6 ké hoach tim cac doan vin ban khac ¢ cung thudc tinh dinh dang,
néu khong thi nhin vao Khéng dinh dang dé huy tat ca cac thiét 1ap vé dinh dang
trude d6. Néu ban quén lam diéu nay thi c6 thé ban s& ngac nhién vé két qua tim
kiém méi.

Tim va thay thé kiéu doan

Néu ban két hop tai liéu tir nhiéu nguén khéc nhau, ban c6 thé s& théy rat nhiéu cac kiéu doan
co6 dinh dang khong mong muon. B¢ thay doi nhanh cac dinh dang kiéu nay sang ki€u dinh
dang mong mudn, ban lam nhu sau:

1) Trong phan Thém tily chon ciia hdp thoai Tim & Thay thé (hinh 4), chon Tim kiéu.
(Néu ban da chon cac thudc tinh thi muc chon nay s€ co tén la Kem thém kiéu). Hop
thoai Tim & Thay thé s€ chtra danh séach cac kiéu.

2) Chon kiéu ma ban mudn tim dé thay thé.

3) Nhin Tim, Tim tit ca, Thay thé tét ca.

chen cac ky tv dac biét

Ky tuej dac biét 1a ky tu khong thé tim thay trong thiy trong ban phim tiéng Anh chuan. Vi
ducackytusau © ¥4 & ¢ i 6 o ¢ 1a cac ky tu dac biét. PE chén cac ky tu dac biét ban lam
nhu sau:
1) Bat con trd tai vi tri can chén ky tu dac bi¢t trong tai li¢u cua ban.
2) Nhéan chén > Ky tw dic biét dé mo cira s6 Ky tu déc biét (hinh 5)
3) Chon ky ty ma ban mudn chén theo tht tu va nhan Bf‘)ng y. Céac ky tu dugc tron s&
xuat hién trong hop ¢ phia dudi bén trai man hinh. Trong hop phia bén tay phai la ma
cua ky tu do.

Chuy Cac phong khac nhau s€ c6 cac ky tu déc biét khac nhau. Néu khong tim thay ky tu
dac biét ma minh muon hay thur dung phong khac.

MEO Cac ky tu dugc chon s& xuat hién & goc dudi bén trai man hinh.

Lam viéc vdi van ban 7
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Ky tu dac bigt

No6i dung
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Hinh 5. Cira s6 ky tur ddc biét

Cheén cac diu gach va ky tu trong khong bi ngat

Ky tu tréng khong bi ngat
Pé bao vé hai tir khoi bi tach nhau ¢ cudi ciia mot dong, nhan Control+spacebar sau tir dau

tién.

D4u néi khong bi ngat
Ban c6 thé sir dung dau ndi khong bi ngét & nhitng noi ma ban khong mudn du cach nay
xuat hién & cudi dong. Vi du nhu 1a cac ddu ndi trong khoang liét ké A-Z, hay trong cac sd
dién thoai nhu 123-4567. Bé chén dau cach khong bi ngat nhan Shift+Ctri+ddu trie.

Diau gach ngang
Dé nhap cac ddu gach ngang, sir dung chirc ning Thay cac gach ndi trong muc Céng cu >
Tw dong sira > Tuy chon. Tuy chon nay cho phép thay mot hodc hai gach ngang trong céc
truong hgp xac dinh.

[linh dang doan

Ban c6 thé ap dung rat nhiéu céac loai dinh dapg khac nhau cho doan béng cach st dung nut
Dinh dang trén thanh c6ng cy. Hinh 6 cho thay thanh cong cu Dinh dang nhu 1a thanh cong
cu nodi da dugc dat dé chi xuat hién cac nut danh cho viéc dinh dang doan.

MEO

Ban nén stt dung kiéu doan thay vi dinh dang thu céng cho tirng doan, dac biét trong
cac tai liéu dai. D€ c6 thong tin thém vé cac ki€u doan xem thém chuong “Gidi thiéu
vé kiéu”

Lam viéc vdi van ban
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Alignment Mumbering Open Paragraph
Open Styles and Format dialog
Formatting windew Left Center Eight Justify Bull ets
Fn|mal:l:ing \\ ‘ / x
g | Default E|I= =E = |§ l% ::[ £ T4 r +;\
Lpply Style 1 15 2 Decrease Increase
Line spacing Indent

Figure 2: Formatting toolbar, showing buttons for paragraph formatting
Figure 3 1a mét s6 vi du cho cac tiy chon giong hang khac nhau

Left aligned text.
Centered text.
Right aligned text.

Justified text inserts spaces in between words to make the text reach from margin to
margin.

Justified text inserts spaces in between words to make the text reach from margin to
margin.

Figure 3: Different text alignment options

[Jat khoang tab va khoang lui vao

Thudc ding cho ban thdy diém ding tab mic dinh va nhitng diém dimg tab ma ban xéac dinh.
beé dat don vi do sir dung Cong cu > Tuy chon > OpenOffice.org Writer > Chung.

Ban c6 thé thay doi don vi do bang cach nhan chuot pha1 trén thanh cong cu dé mo danh sach
cac don vi nhu trong hinh 8. Nhin chuét chon don vi ma ban mudn.

L p . "':J.l. T e emaenan e
Miimet D : &

; CERRIe Thizs document is Copyright © 2005 by its contrib

e ¥ lnfh Tou can distribute it andfor modify it under the ter
e License, version 2 or later (hitp /fwww gnu orgflic

: Fica Attribution License, version 2.0 or later (http:/fcre;

All trademarks within this guide belong to their le;
Hinh 8. Danh sach don vi.
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Nhan dup chudt trén phan trong cta thudce ké dé mo =l ki
nhan Thut vao & Khoang cach trong hop thoai Poan.
Nhan dap chudt trén thudce ké d€ md nhan Tabs cla

hdp thoai Poan (hinh 9).

. Click on the blank
part of the ruler.

Pé tinh chinh cac thiét dat tab stops sir dung trang Tabs ciia hop thoai Poan (hinh 9).

Poan 3]
: : Mem . :
| Thut véo & khodng cach | DanxEp | Luding van ban | Bénh <& | Tabs | Chif hoa déu doan | vign |
| 2 i |
i_m_" B (%) Trai L =00
| ) @itta it
| {:} Thap phan &
e
| | |
|
Bign day ky b
%) khing
e
(0 zomeeee
(I
O Kty [ ]
| ednay || Hupbd || Troap || Thigtlgpla

Hinh 9. Xdic dinh cdc tabs stop va ky tr dién day

[inh dang ky tu

Ban c6 thé ap dung rat nhiéu céc loai dinh dang khac nhau cho doan béng cach stir dung nut
Dinh dang trén thanh cong cu. Hinh 10 cho thay thanh cong cu Dinh dang nhu 1a thanh cong
cu nodi da dugc dat de chi xuat hién cac nut danh cho viéc dinh dang ky tu.

MEO Ban nén sir dung kiéu ky tu thay vi dinh dang thu cong cho timg ky tu, dic biét trong
cac tai li€u dai. B¢ c6 thong tin thém vé cac ki€u ky tu xem thém chuong “Gidi
thi¢u ve kiéu”

Lam viéc vdi van ban 10
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Cipen Styles and Underline Increase Decrease Open Character
Formatting window Eold  Italic Font Font format dialog

rfmatting ARG | X x

JL}.J Default LY TimesTawRuman L IZJ ~| B [ U Ad A{ _ﬁ J“ i - . g - A‘L.,
)JStyle

Size Superscript  Subscript  Font Background
Color Color

Highlighting

Appl Font Mame Fon

Figure 4: Formatting toolbar, showing buttons for character formatting

MEO Dé bo cac dinh dang thu cong, ban chor} doan van ban va str dung thuc don DPinh
dang > Dinh dang mic dinh, hodc nhan chudt phai va chon Dinh dang méc dinh tur
thuc don tha xuong.

[Jinh dang tu dong

Writer ¢6 thé duoc thiét 1ap dé dinh dang ty dong cac phﬁn cua tai liéu dua theo cac lua chon
trong nhan Tuy chon cua hdp thoai Tu dong stra 161 (Cong cu > Tw dong sira 1oi > Tuy
chon. Xem hinh 11.

MEO Néu ban nhan thay c6 cac dinh dang khong mong muén xuat hién trong tai lidu, d6
chinh la noi ma ban can kiém tra.

Lam viéc vdi van ban 11
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Tur ding, sira

[anh () !
| Thay I:he Cau: ngoai Ie Tuv_.r Eth | Dau nhay rleng [ Hu:uén thénh ki

v Dong bang thay the
F? v Slra Hai CHT CAl B E
v v wigt hoa cac chif cai d3u mdi ciu
v Iv  Tu ddng *d&m™* w3 _gach dudi_
v W Mh&n URL
v ¥  Thay 1st... bdng 17sk..,
v ¥  Thay 1/2... béng ...
~ W  Thay cac gach ndi
v v  xdakhodng trdng wa kab & 380 & cufi doan
v Iv  #da khodng trdng wa tab & 80 wa cudi ding

I Bdquahaithanh tring

Iv Ap dung danh 5@ - ky higu:e

W &p dung vign

v Taobang

I~ Ap dung ki
B B cac doan bring
v Thay kigu riéna o |

[M]: Thay thé trong khi sira v3n ban
[T1: Tur dinh dangy Tur sira 18 khi g
| eangy || hupbd || moaop || zhigtlgpla

Hinh 11. Cac lva chon dinh dang tw dong

Cac tai liéu truc tuyén cling pho ta cac lya chon nay va cach kich hoat céc tuy chon dinh dang
tu dong. Mot so thay doi dinh dang khong mong mudn bao gom:

Cac dong ké ngang. Néu ban gd nhiéu hon ba diu ndi (---), ddu gach dudi () hoic
du bang (===) trén ciing mot dong va nhin Enter thi doan vin ban do6 s& duoc thay
boi mot dudng ké ngang c6 do rong bang d6 rong cua trang. Puong ké d6 thuc chat 1a
phan cudi cing cta doan trudc do.

Diém chdm va danh sb. Mot loat cac diém cham s& dugc tao ra khi ban 20 déu nbi (-),
déu hoa thi (*) hodc dau cong (+) va theo sau 14 ddu cach hay tab ¢ dau ciia mot doan.
Céc dong dugc danh s6 duoc tao ra khi ban danh mot s6 dau dong tiép sau d6 1a ddu
cham (.) va sau cung 13 ddu cach hodc tab ¢ dau ciia mot doan. Panh sé tu dong chi
duoc ap dung cho cac doan da duoc dinh dang kiéu Chuan, Than vin ban hodc Than
vin ban thut 1€,

Pé bat hay tit chirc ning dinh dang tyr dong sir dung Pinh dang > Ty dong dinh dang (hinh
12) va chon cac muc trong thuc don hi¢n ra.

Lam viéc vdi van ban 12
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Bang Cdngcu Clrasd  Trggidp

Binh dang mac l:'ﬁﬁh . Ctrl+5hiFt+5pace ¢’ - o {g} Bl ~ o

H

A, gt = T

J},ﬂ B, _fr u |i|z = = |_1

i, Bigm chadm va danh 6., seg i ks i
Trang...

Fv. gnu orgflicensesigpl html),

£ ehik Hioalthirsng fer (http//creativecommens. o1

-

Cac oft.., ngto their legitimate owners.
Cac phan...

M Kigu & dinh dang F11

Tur dding dinh dang v |w Trong khi gd

Ap dung
Nil:l i - - - %]
- #p dung wa chinh cac thay dai
Mgat b
o+ Canh hang ,
Dan xép *
Lt r
Mhidnm »
Bidi buang r

Hinh 12. Bat/Tdt chirc nang dinh dang tw dong
Trong khi go: tu dong dinh dang tai li¢u khi ban go.

Néu muc 77 rong khi go khong dugc chon, ban co thé chon muc /fp dung dé dinh dang tu dong
cho tap tin.

Ap dung va chinh cac thay doi tu dong dinh dgng tap tin va sau d6 mé mét hop thoai cho
phép ban chon ap dung hay huy bo cac thay doi.

Tao cac danh sach danh s6 va cham diém

Sau day 1a mot s6 cach dé tao danh sach danh sé hodc chdm diém :
+ St dung dinh dang ty dong nhu dugc mo ta phia trén
- Sir dung cac kiéu danh sach nhu duoc dé cap trong chuong “Lam viée véi kiéu”

- Sir dung céc biéu twong vé danh sé va chim diém trén thanh cong cu dinh dang (xem
hinh 6). Phuong phép nay dugc md ta ngay sau day.

Lam viéc vdi van ban 13
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Dé tao ra danh sach duge danh sb hay diém cham, chon cac doan trong danh sach d6 va sau
d6 nhan vao bicu tugng twong g trén thanh cong cu.

Tuy vao thdéi quen cua ban ma ban c6 thé go thong tin trude vao tai li€u rdi sau do

Luu y
dinh dang hoac nguoc lai.

S dung thanh cong cu Cham diém va danh so

Ban c6 thé tao danh sach theo nhiéu mirc béng cach st dung nut 1€nh trén thanh cong cu
Cham di€ém va danh s6 (hinh 13). Ban c6 thé di chuyén cac muc 1én hoac xudng hoac thay doi

kiéu cua diém cham.

Mumbenng Tnsert
Thimbtenng unnumbered Up one  Down Cpen Bullets &

Bullets | Cff entry lewel one level IMumbenng dialog
\BI.I“E and P|umhering \

R
Move down E estart

| =

o= I
a= I

Decrease  Increase Increase indent

indent indent with subpoints with subpoints  numbering
Decrease indent Ilowve up with
with subpoints subpoints

Figure 5: Bullets and Numbering toolbar

Ban c6 thé dich chuyén ca danh sach cung véi cdc muc con ctia nd bang
cach nhan nit Chuyén 1én véi diéem phu nam canh nuat di chuyén thong

MEO :

thuong

S dung ghi chu chan va ghi chu cudi cung

Ghi cht chan xuat hién & cudi cung cua mdt trang con ghi chil cudi cung thi xuat hién ¢ doan

cudi ciing cua tai liéu.

Pé 1am viéc hiéu qua vai ghi cha chan va ghi cha cudi ciing ban lam nhu sau:
+  Chen ghi cht chan.
+ Xac dinh dinh dang cta ghi chu chan.

Xéc dinh vi tri cua ghi cht chan (xem chuong “Pinh dang trang”)

14
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Chen ghi chu chan

Pé chén mot ghi chi cudi trang, dat con tro tai vi tri ma ban mudn rdi nhan Chén > Ghi chi
chan, hodc nhan nut chén ghi chi chan true tiép (xem hinh 14).
Chén r X

B-O- % w* &8 % »  chimucwvabing O v E &
Hinh 14. Sir dung Trén ghi chii chén truec tiép tir biéu twong trén thanh céng cu

i
il

Mot ghi cha chan dugc chen vao tai liéu va con tré s€ dugc chuyén to1 ving day cua trang
(hoac vung cudi cung cua tai li€u). Nhap noi dung cua ghi chu cudi trang.

Néu ban sir dung Chén > Ghi chii cudi trang thi hop thoai Chen ghi chu cubi trang s& xuat
hién (nhu hinh 15). V6i hop thoai nay ban c6 thé chon str dung danh so tu dong trong ghi chu
cudi trang hodc chén cac muc trong ghi chti chan hoac ghi chua cudi cung.

Chén ghi chu day trang

Loai
(%) Ghi chii cudi brang

) Ghi chi cudi ciing

Hinh 15. Chen ghi chu day trang

Néu ban st dung chén biéu tuong Ghi chu chan truc tiép thi chi chu chan s€ tu dong duoc
dinh dang nhu cac thugc tinh da dugc xac dinh trong hop thoai Ghi chu chan (hinh 16).

Ban c6 thé stra ghi chu chan theo cach giong nhu voi cac doan van ban khéc.

Pé x6a ghi cht chin hiy x6a muc déanh dau ca ghi chi chan d6. Noi dung ctia ghi cht chan
s€ dugc x0a ty dong va cac myc danh so6 cling dugc di€u chinh ty dong theo do.

Khai bao dinh dang cho ghi chu chan

Pé dinh dang cho ghi chii chén nhan Céng cu > Ghi chi chan. Trong hop thoai Cac thiét lap
ghi cht cu6i trang xuat hién (hinh 16) chon cac muc ma ban mong muon. Trong nhén Ghi
cht cudi tai li€u cling tuong ty nhu vay

Lam viéc vdi van ban 15
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Cac thiet 1ap ghi cha cudi trang

\Ghi chi cui trang | Ghi chd cuiti g |

Tur ddng danh =@

Bénh 55 1 j
Bém
Trurdic j
Wi bri (%) CUBi trang
() Cuibi tai ligu
Kigu Kigu ks ko
Boan \Ghichichdn |  Yingvinban [Neo ghi chi cuéi trancil]|
EEEhI chil chdn WOng ghi chd :-K':.'f bur ghi chid cudi brar _v_"j

Thing bao KEp buc
Zudi ghi chi cudi trang

£Eu trang tigp theo

[ Bidng ¥ H Hury b H Trg gidip

Hinh 16. Thiét ldp cho ghi chii cudi trang.

Kiém tra chinh ta

Writer cung cép kha bang kiém tra chinh ta c6 thé sir dung theo hai cach nhu sau:

|F|B'3
oy
HES.

Ty dong kiém tra chinh ta s& kiém tra cac tir ban g0 va gach chan do cac tu viét sai.
Khi ban chinh lai tir cho dting thi gach chan dé sé tu dong bién mat.

Pé kiém tra chinh ta trén tai liéu ciia minh (hodc trén doan vin ban dugc chon) nhan
nit Kiém tra chinh ta. Toan b6 tai liéu s& duoc kiém tra hodc 1a phﬁn van ban duoc
chon s& dugc kiém tra (hinh 17) va sau d6 mo hop thoai Kiém tra chinh ta néu tim thiy
nhiing tir khong dung

Sau day 1a mot sd tinh nang cua kiém tra chinh ta:

Ban c6 thé thay d6i ngon ngit (vi dy, tiéng Tay Ban Nha, Phap hoic Duc) thong qua
hdp thoai Kiém tra chinh ta.

Ban c6 thé thém tir vao tir dién. Nhan Thém trong hdp thoai Kiém tra chinh ta va chon
tur dién d€ thém tur vao.

Hop thoai Tuy chon ctia cong cu Kiém tra chinh ta c6 mot s6 tuy chon khac nhu ¢6
kiém tra chit hoa hay khong, ki€ém tra tir c6 chir s6 trong do khong. N6 cting cho ban
quan ly céc tur dién tuy chon nhu thém, x06a tir dién cting nhu thém xo04 tir trong tir
dién.

Lam viéc vdi van ban 16
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No6i dung

- Trong nhan Phong ctia hdp thoai Kiéu doan, ban c6 thé dat cac doan duge kiém tra
bang ngdn nglt khac so voi phan con lai cua tai li¢u. Xem chuong “Tham khao vé

kieu”.

Kiém tra chinh ta: (Anh (USA))

Khing cf trong b dign

authors@user-fag, openoffice, org

[ [ Ba qua mdt [3n ]
[ Bd qua tat ca ]
vl | tem -]
B2 nghi
autharship - [ Dot ]
authorship's —
authorships = [ B EEE c4 ]
authorizers
EILIF!'IEIHZEI"IS | [ Tir sira ]
Mgdn nglr b dign i“*&f anh (58] w i
[ Ty chor, .. ] [ Trg gitlp ] [ frdng ]

Hinh 17. Chon tir trong tir dién sir dung cong cu kiém tra chinh td

S dung ti dién

Tir dién cung cép cac tir va nhom tir thay thé. Chon tir/nhém tii ma ban muén va chon Cong
cu > Ngon ngir > Twr dién 16m hoac nhan Contro/+F7. Chon ngii nghia dé thay cac tu/nhoém
tur thay thé cho nghia d6. Vi du khi ban chon tir “nha” thi s€ xuat hién cac tir dong nghia nhu

“noi cu ngu” . Hinh 18 13 vi du v&i ban tiéng Anh.

Tir dién dong nghia (Anh (USA))

Lira chon khac
Thay thé

H authors@user

Mol nghia

Tir biraong dirong

Bidng v

Hu b

Tirn kigm

Mgdn ngl...

Tro gidp

Hinh 18. Tir dién dong nghia

Lam viéc vdi van ban
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No6i dung

Luu y Néu ngdn ngit hién tai khong c6 tir dién 16n thi chirc ning nay sé& bi v6 hiéu hoa.

Cac tu nai

Pé bat chuc ning ty dong ndi tir:

1) Nhin F11 d m¢ cira s6 Kiéu va Dinh dang (hinh 19) N

Kigu va dinh dang

BRODBE af-

sach Thut [E
BEu de
Liti ket
Mac dinh
Marginalia
Than wan ban
Thut |E dic
Thut & ding d3u kién
Thut 1& thén van ban
Tigu d& 1
Tigu d& 10
Tigu dé 2
Tiéu J& 3
Tiéu J& 4
Tiéu J& 5
Tiéu d& &
Tiéu d& 7
Tigu d& &
Tigu d& 9

:Tl,r ddng w |

Hinh 19. Kiéu va dinh dang

2) Trong muc Kiéu doan cua ctra s6 Kiéu va Pinh dang nhan chuot phai vao muc Mac
dinh va chon Thay doi.

3) Trong hop thoai Kiéu doan, chon nhén Ludng vin ban (hinh 20).

4) Du6i myc gach ndi chon/hily chon muc Tw ddng.

5) Nhan Pong y dé luu.

Lam viéc vdi van ban
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Kiéu doan: Mac dinh

| Quanly | Thutlgvadincich | CarhlE

DU nigdt
[]chen nai [Trang | !Trl.n:'rn: |

Tiry chon

Parhsé | CécTab | Chithoa | Men |  putngvien
ELuﬁng vanban | Phing | Higuimngphéng || Wit |

— e

[ khdng phén chia doan +an ban

[] it thea doan trudc

B ] 55:dbri trank thir B

[] 58 déng tranh thigu 12

| oongy || Hupbe || Towip || thietipla || chudn

Hinh 20. Bdt chirc nang gach noi tu dong.

No6i dung

Luu y

Bat chtic nang gach ndi trong kiéu doan Mic dinh s& anh hudng téi tat ca cac doan
dua trén kiéu ndy. Ban c6 thé thay ddi cac kiéu khac dé chirc nang gach ndi khong
duoc kich hoat, vi du cac dong dau dé sé duge gach ndi. Viy thi cac doan dya trén
kiéu mic dinh s& khong bi anh huéng. Dé c6 thém théng tin chi tiét xem chuong
“Gi6i thiéu vé kiéu” va chuong “Tham khao vé kiéu”

Ban c6 thé dit cac lwa chon vé kiéu thong qua Céng cu > tuy chon > Thiét 1ap ngdn ngir >
Ho tro viét. Trong tuy chon, ¢ phia dudi cua hop thoai tim cac muc li€n quan téi thiét 1ap tur
noi (xem hinh 21).

Pé thay d6i tong s ky tu tdi thiéu cho ndi tir, ky tu trudc ngat dong, ky tu sau ngat dong,

| Kigm kra chinh £3 khi vigt - |
!l_' Kigrn tra cac tir chif hoa =
™ ki tra céc ki cé chit s&

v Kigm tra chif hoa chif thuimg
| Iv Kigmn tra vong dac bigk “
e [ W L - Ny o Sy e . - |

Hinh 21. Céc tiy chon H6 tro' ngdn ngir.

chon cac lya chon twong trng va nhan Chinh sira.

Lam viéc vdi van ban
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Noi tir khong can xdc nhdgn xac nhan rirng ban s€ khong bi héi dé ndi tur thi cong ma tir dién
tor noi khong nhén ra.Néu muc nay khong dugc chon thi khi mot tir khong dugc nhén ra sé
xuat hién mdt hdp thoai ma & d6 ban c6 thé nhap cac dau noi.

Noi tir trong vung ddc biét xac nhan rang céc tir noi cling dugc thuc hién trong ghi cha chén,
dau trang, cuoi trang.

Chuy Céc lua chon ndi tir thiét 1ap trong hop thoai HS tro viét chi khi chitrc nang ndi tir
dugc bat thong qua ki€u doan

Céc lua chon trong hop thoai H trg viét cho “cac ky tu trude ngat dong” va “cac ky
tu sau ngat dong” s& ghi de cac thiét 14p trong ki€u doan cho “ky tu trong dong
. b6 1a 161 phan mém.

Ayy2?

cuoi” va “ky tu trong dong dau

Dé nhap ndi tir ¢o dicu kién trong mot tir, nhan Control+dau trie. Tir d6 s€ dugc noi tai vi tri
do6 khi né ndm trén dong cudi hodc tham tri chirc nang tu dong ndi tir ciia doan d6 da bi tat.

S dung Ty déong sira 10i

Chirc nang Ty dong sira 16i cia Writer c6 mot danh sach dai cac tir thudng viét sai hodc do
16i khi g5. Vi du “hte” s& dugc d6i thanh “the”. Chon Céng cu > Tw ddng sira 18i dé mo hop
thoai Ty dong stra 16i. Trong d6 ban c6 thé xac dinh chudi vin ban nao dugc sira va sira thé
nao. Trong hau hét cac trudng hop thi Iya chon mic dinh 1a thich hop.

MEO Chtic ning ty dong sira 16i theo miac dinh 1a bat, dé tat chtic ning nay bo chon Pinh
dang > Tw dfng dinh dang > Trong khi g6.

- Dé ngin khong cho Writer thay thé tir ndo d6, sir dung Cong cu > Tw dong sir 16i >
Thay thé chon tir va nhan nut xoa.

« B¢ thém tir mdi, g0 tr vao hop thoai va nhan Tao méi.

. Xem thém cac nhan khac cta hop thoai dé co thém thong tin vé cac lwa chon khac.

MEO Tu dong stra 11 c6 thé sir dung nhur mot cach dé chén cac ky tu didc biét. Vi du, (c)
s€ dugc sua thanh © . Ban c6 thé thém cac tir ciia ri€éng minh.

S dung tinh nang hoan thanh tv

Néu tinh nang hoan thanh tir dugc kich hoat, Writer sé doan tir ma ban dang g6 va dua ra cac
g01 y cho tir d6. Bé chap nhan goi y dugc dua ra nhan Enter, néu khong thi ba van ti€p tuc go.

MEO Nhiéu nguoi sir dung khong thich chirc ning Hoan thanh tir. Néu ban khong mudn
st dung n6 chon Cong cu > Tw dong sira loi va bé chon muc St dung hoan thanh
tr.
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Ban c6 thé tlly chon chirc niang hoan thanh tir trong nhan Céng cu > Tu dong sira 16i > Hoan
thanh tir.

- Thém khoéng tring ty dong sau tir dugc chp nhan.
+ Hién céc tor duoc goi y nhu thu thuat.

. Thay théi sb luong tir dugce nhé trong chirc nidng hoan thanh tir va d6 dai cua tir ngén
nhat dugc ghi nho.

. Xoa cac myc trong tir dién Hoan thanh tir.

. Thay d6i phim x4c nhan goi y Hoan thanh tir cia Writer — Cac lwa chon c6 thé Miii tén
sang phai, phim End, Enter hoac Cdch.

Luuy Tu dong hoan thanh tir chi xut hién sau khi ban gd mét tir & lan thir hai trong tai
liéu.

Tur ding, sira

Ltk (USA) |
| Thay theé | Cacngoai & || Ty chon || D&u nhéy riéng :Huén thanh bir
511 dung hoan thanh ki i.applical:ule ]
o i i | application 3l
[ ] Thém khodng tréng e
[ Hign b khis thodt |associated
| associations
Thu garm b |\Attribution
Khi didng mét t&1 Sy, lnu danh sach gg | 3uthors@user
diing trong cac kai li§u khac, |autacarrect
{autarnatically
|background
|bibliographey
Chép nhdn wdi {characters
T . |collection
|Enter V' [completely
Chigu dai tir £3i thigy Sl
e |consistent
|10 ] |consistently |
S_a:.l:nuc t.é.i..éa [conkaining B
E-EIIIIII". ¢i [ ®oa muc ]
| eangy || hupbd || moaup || mhistispla |

Hinh 22. Tuy chon hoan thanh tu.
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S dung chi(c nang Toéc ky

Chirc nang tbc ky cho phép ban gan cac doan van ban, bang biéu, hinh v& hodc mot ddi twong
nao do voéi rnot t6 hop phim. Vidu néu ban mudn thay vi gd “Senior Management” bang
cach gd “sm” va sau d6 nhan F3. Hodc ban c6 thé luu cac doan meo nhur 1a mot doan toc ky
va sau do chén vao vin ban bang cach nhan F3.

Pé chén Tdc ky nhan t6 hop phim va sau d6 1a F3.
To assign some text to an AutoText shortcut:
Pé chén thém vin ban vao Tdc ky:
1) GO doan van ban d6 vao tai li¢u.
2) Chon doan van ban do.
3) Nhin Chinh sira > Téc¢ ky (hoic nhin Control+F3).
4) G& tén cho doan Tdc ky d6. Writer s& dua ra goi y cho ban nhung ban c6 thé thay doi.
5) Nhan vao nat Téc ky phia bén phai ctia hop thoai Téc ky va chon Chén.

6) Nhan Péng dé quay lai v6i tai liéu ctia minh.

MEO Néu trong hop thoai Tbe ky chi co tiy chon Cheén thi hodc 1a ban chua nhép tén cho
muc toc ky do hodc la ban chua chon doan van ban trong tai liéu.

Toc ky rat c6 ich khi chén cac trudong vao tai li¢u. Xem thém chuong “Lam viéc véi cac
truong” dé co thém thong tin.

Janh s6 dong

Danh s6 dong s€ dua thém s6 dong vao bén 1€ cua tai liéu. S6 dong nay s€ hién thi trong ca
man hinh va ban in cua tai liéu.

Nhan Cong cu > Danh so dong va sau d6 chon Hién thi danh so trong goc phia trén bén trai
roi sau d6 chon Dong y.

Hinh 23 thé hién mét vi du vé danh s6 dong trong tai li¢u.
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T 1Lh e k) 2 —t

7

Line numbering puts line numbers in the me

Click on Tools = Line Numbering and sele
cortier. Then click ORY

Tou can choose how many lines are number
numb ering type and whether numbers restar
vou choose) can be set on a different numbe
mumb ering puts ine numbers m the margin,

Figure 6: Line numbering example

No6i dung

Ban ¢6 thé chon sb luong dong dugc danh sb (vi du 1a cho moi dong hodc ctr mdi muodi dong
trong moi trang tai li€éu. Xem hinh 24.

mot), cach danh sb ...

Banh sb dong

kKhurg hign thi
LA R R Iﬁanh s déng ol |
Binh dang |1J e v] [ Tra gidp ]
i i Tréi v/
Dan cach iIZI.SIZIcm = |
Khoang cach danh i sau !5 = I dang
Phan cach BEm
Y3n ban [ | C4c dbng trEng
cir i 'S—AJ oy [] Zéc ding trong cac khung van ban
o e .
[] ©&nh s |ai i mdi trang mdi

Hinh 24. Hop thoai dinh sé dong
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Hay va tiép tuc cac thay doi

bPé hiy mat $6 thay ddi gﬁn nhét, nhan Control-Z, hodc nhan biéu tuong Huy lam trén thanh
cong cu Chuan hodc chon Chinh stra > Hiy lam trén thyc don chinh.

Thuc don Thay d6i hién 1én cac thay d6i gin nhat ma c6 thé duoc hiy bo nhu trong hinh 25.

(psl=iel wem Chén Binhdang Bang Cdngeou Cirasd  Trdgidp

= kBB o«

‘T Huy thaotac: Banggl ' Cr+Z

’-G' Lap thao kac: Bang gd '

Hinh 25. Hiy thao tac cudi ciing

Nhénv vao miii tén nho ¢ phia bén phai cua biéu tugng Huy lam dé c6 danh sach cac thay d6i
¢0 thé dugc huy bo (hinh 26). Ban c6 thé chon nhi€u myc cung lac dé huy.

b - SE-v BoBmETQ

Bang gd jovsdiy b
T =
Brang gd F
18ang gé 'tecsd' b
Banggd ' Vi
10angod')
o A1
Bang go
Hiy ba hanh déng 0 fhe

Hinh 26. Danh sdch cdc thao tdc cé thé hiy

Sau khi céc thay doi da duoc hity, biéu twong Lam tiép s& duogc kich hoat. Dé lam tiép cac
thay d61 chon Chinh stra > Lam ti€p hodn nhan Control+Y hoac nhan vao biéu twong Lam
ti€p & - Ciing nhu v61 Huy 1am nhan vao miii tén phia bén tay phai cua biéu tugng dé co
danh sach cac thay doi c6 thé duoc ap dung.

Pé thay doi sé luong cac thay doi ma OpenOffice.org co thé ghi nhd, chon Céng cu > Tuy
chon > OpenOffice.org > Bo nhé va thay d6i S6 bwdére hity thao tac. Ban nén biét rang, yéu
cdu OO0 nhé nhiéu thay d6i cling dong nghia voi viée st dung nhidu b nhd cua
OpenOffice.org.

Theo doi cac thay déi cua tai liéu

Ban c6 thé sir dung mot vai phuong phap dé theo dbi cac thay ddi trong tai liéu ctia minh.
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« Sao chép cac ban thay ddi cua tai liéu (va luu vao mét vi tri khac hoac dudi mét tén
khac), sau do sir dung Writer dé két hgp hai ban d6 vao va tim ra cac thay d6i. Nhan
Chinh sira > So sanh tai li€éu. Cach nay dic biét hiru dung khi ban 1a ngudi duy nhat
lam viéc vai tai liéu d6 vi no tranh lam tang kich thude cling nhu d§ phire tap cuia tai
liéu do.

- Luu cac phién ban cia tai liéu. Cach nay c6 thé ¢ van dé khi tai liéu c6 kich thudc 16n
hodc dg phtrc tap cao. Tranh stir dung cach nay néu co6 the.

+ Su dung cac danh dau thay ddi ciia Writer (thuong dugc goi la cac “duong do” hoac

cac “dau sira” dé thé hién & cac noi ban da tao ra thay doi vé not dung hoic dinh dang.
Sau nay ban hodc mdt nguoi nao khac co thé xem lai céc thay ddi do.

MEO Khong phai tat ca cac thay d6i déu duoc luu lai. Vi du nhu thay doi cc diém tab tir
canh bén trai sang canh bén phai va thay doi trong cong thirc (phuong trinh) hodc
cac lién ket ctia cac hinh deu khong dugc luu lai.

Chuan bi tai liéu dé duyét lai

Khi ban giri tai liéu cho mot ai d6 dé duyét lai no hodic dé chinh sira lai, c6 thé ban muon
chuan bi n6 trude dé nguoi do kh()ngqpl}éi bat cac dau stra. Sau khi tgan da bao vé tai ljéu thi
nguoi su dung phai nhap password dé tat chirc nang nay hodc de chap nhan hay tir choi cac
thay doi.

1) M6 tai liéu. Dé kiém tra xem tai liéu ndy c6 luu nhiéu phién ban khong nhan Tép tin
> Phién ban.N¢éu qcc') nhic¢u phién ban hién ra luu tai li¢u lai dudi té€n khac va st dung
tai liéu moi nay dé duyét

2) M¢ tai liéu moéi luu, chic chian réng cac thay ddi da duoc ghi lai. Thuc don Chinh stra
> Cac thay doi > Ban ghi da duogc chon.

3) Nhan Chinh sira > Cac thay ddi > Bao vé cac ban ghi. Trong hop thoai Nhip mat
khau, nhap mat khau ma ban mudn sau d6 chon Pong y.

Luu y Mat khau phai chira it nhat 4 ndm ky tu.

Luu lai cac thay dai
Xem chwong “Cai dat Writer” dé c6 cac hudng din 1am thé nao dé cac thay ddi cta ban trong
tai liéu hién ra.

1) Dé bét dau ghi lai cac thay d6i, nhdn Chinh sira > Cac thay ddi > Ban ghi.

Dé hién hodc an cac thay doi, nhan Chinh sira > Cac thay déi > Hién.

MEO Dit tro chudt trén cac dau thay doi trong tai liéu ban s& thiy cac Meo cho thay kiéu
cua céc thay doi, tac gia, ngdy gio thay doi. Néu cac Me mo rong duoc kich hoat thi
ban con thay cac chu giai cua tac gia cho thay doi do.
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2) Bé nhap mdt chu giai cho thay doi, dit tré chudt trén ving thay doi va nhan Chinh
stra > Cac thay doi > Chu gidi.(xem hinh 27). Ngoai viéc hién cac chi giai trong cac
meo md rong nd con dugce hién thi trong cac danh sach Chap nhan hodac Huy céc thay
doi.

Chi thich: Chen thém

M&i dung I'El“—]
Tac gia lanhu TC, 0171172006 15:54 —

¥én bén
;u:h:ung chit khich khi thém midi wao ki g A

| £ >

Chén

Hinh 27. Thém chii thich khi ghi lai cc thay doi.

Ban c6 thé dich chuyén tir thay d6i nay sang thay doi khac bang cach sir dung miii tén.
Neéu khong c6 chu giai nao duogc ghi thi truong van ban hién ra s€ 1a trang.

3) Pé dumg viéc luu lai cac thay d6i, nhdn Chinh sira > Cac thay doi > Ban ghi mot lan
nira.

Chen cac chuy
To insert a note that is not associated with a recorded change:
Dé chén chii ¥ khong lién quan téi mot thay doi nio ca:
1) Bat con tré chudt tai vi tri ma ban mudn ghi chu thich, sau do nhan Chén > Ghi ch.

2) Trong hop thoai Chén ghi chu (hinh 28) nhap ghi chu cua ban. Nhan nat Téc gia dé
chen tén dau ctia ban va ngay thang.
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Chen ghi chi

MG dung [ﬁ
Tac gia 01112006 —

| ©18y 14 ghi chi cho cac thay 38 trong bai ligd A

[ >

Chén [ Téc gid |

Hinh 28. Chen ghi chu
Pé xem ghi chu, di chuyén con tro chudt trén danh dau ghi chu (thé hién bang mot hinh chi
nhét mau vang). Writer s€ hién ghi chi phia trén cua van ban. Ban c6 thé nhan dup chudt vao
ghi cht dé xem no trong hop thoai. Néu ban gip van dé khi xem ghi chu theo cach nay thi
ban c6 thé sir dung Bo di chuyén: mé rong danh sach cac ghi cha, chon cai ma ban mudn va
nhan chudt phai va chon Ghi chii va sau d6 chon Chinh sira dé hién hop thoai.

Hop thoai Swra ghi chu trong glong nhu hop thoai Chén Ghi cha véi cac nat di chuyén tién va
10 néu tai liéu ctia ban cd nhiéu ghi chu.

MEO Ban c6 thé thay d6i mau cua danh dau ghi chu sir dung Céng cu > Tiy chon >
OpenOffice.org > Cach hién thi. (trong muc Tai li¢u van ban > Chi bdo ghi chu)

Chap nhan hoac hiy cac thay déi va ghi chu

1) Nhan Chinh sita > Cac thay déi > Chap nhan hay Tir chéi. Hop thoai Chap nhan
hodac Tur chdi (hinh 29).

2) Khi ban chon mdt thay dbi trong hop thoai, thay d6i thyc té duge danh diu trong tai
liéu, do vay ban c6 thé xem nhiing gi da thay doi.

3) Nhan Chéap nhén hoac Tir chbi dé chip nhan hoc hily bo céc thay doi. Ban ¢6 thé
nhan Chap nhan tat hoac Tir choi tat néu ban khong mudn xem lai tirng thay doi
mot

Cac thay d6i chua dugc chip nhan hay tir chbi dugc hién trong danh sach. Cac thay ddi duoc
chap nhan s€ dugc bo khoi danh sach va xuat hién trong tai liéu ma khong c6 danh dau nao.
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Chap nhan hoac tir chii cac thay doi

Danh sach |Eh_3 loc |

e S

| chgprhan | | Tir chi | | chéprhantstes | [ Tichditatcs

Hinh 29. Hop thoai chdp nhdn hodc tir chéi cdc thay doi

Néu chi mudn xem thay doi ciia mot ngudi nao d6, hodc thay doi trong mot ngay nao do ... sir
dung nhan Loc (hinh 30) trong hdp thoai Chép nhén hodc Tir chbi thay ddi. Sau khi chon cac

diéu kién loc, quay tro lai nhan Danh sach dé xem céc thay doi phu hop véi diéu kién ma ban
vira xac dinh.

Chap nhan hoac tir chii cac thay doi

| Danh sach EBﬁ loc |

I Jsemhon v| [pyiyeoos  F[1s57 ]
| | D

[] Tac gia |Ianhu TiC |

[ ] Thao tac |Chén thém |

[ chi giai | |

Hinh 30. Nhan B¢ loc trong hop thoai Chdp nhdn hodc tir choi cdc thay doi
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Két hop cac tai liéu da dudc chinh sira

Céc qua trinh duoc thao luan cho téi thoi diém nay rat hiru ich khi ban chi c6 mot nguoi
duyét lai tai lidu tai mot thoi dlem D6i khi ban c6 nhiéu nguoi cung duyét lai tai liéu, trong
truong hop nay thi viéc xem tat ca cac thay doi trong mot lan s& t6t hon 14 xem timg thay d6i
mot. Dé 1am nhu vay ban sir dung chirc nang két hop céc tai liéu trong Writer:

Pé két hop céc tai li¢u thi tat ca cac tai liéu phai duoc luu lai cac thay ddi & trong no:
1) Mé mot ban sao tai ligu.
2) Nhan Chinh sira > Cac thay ddi > Gop tai liéu va chon chon mot ban sao khac cua
tai liéu dé gop voi ban dang mo.
3) Sau khi tai liéu da dugc gop, hop thoai Chép nhan hogc Tur chéi s& xuat hién nhu trong

hinh 29, n6 cho thiy cac thay d6i va néu ban mudn tiép tuc gdp véi cac tai lidu khac
thi 1ap lai budc 2.

4) Lap lai cho dén khi tit ca cac tai liéu da dugc gop

Tt ca cac thay d6i duoc ghi trong cac ban sao chép cua tai liéu s& c6 trong ban sao dang ma.
Luu tép tin nay véi mot tén khac.

So sanh cac tai liéu
Doi khi nhimg nguoi duyét lai tai liéu c6 thé quén khong ghi lai cac thay doi trong d6. Dicu
nay cling khong sao bdi vi ban ¢ the tim ra cac thay doi n€u ban tién hanh so sanh tai li¢u.

D¢ so sanh tai li€u ban can ban goc cua tai liéu va ban da dugc chinh stra roi tién hanh nhu
sau:

1) Mo tai liéu da duoc chinh stra.
2) Chon Chinh sira > So sanh tai liéu.
3) Mot hop thoai xuét hién. Chon tai liéu gc va nhan Cheén.

Writer s& tim va danh dau cac thay d6i va hién thi trong hop thoai Chép nhén hodc Tir chbi.
Trong hop thaoij nay ban co6 thé duyét lai tat ca cac thay d6i d€ chap nhéan hoac tir choi cac
thay doi do.

Cac meo va tha thuat

Chuyén gilta cac ché do tren va ghi de

Str dung ban phim, nhan Insert & chuyén gitta cac ché do ghi dé¢ va chén. Trong ché d6 chén
vin ban phia phai ctia con tro s& dugc dich vé phia sau dé lay chd cho vin ban méi dugc nhap
con trong ché d6 ghi dé thi n6 s& duoc thay thé boi vin ban méi. Ché d6 hién hanh s& dugc
hién thi tronng thanh Trang thai.

Str dung chudt, nhén vao thanh trang thai dé thay doi trang thai hién hanh.
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[Jém tU trong vung duoc chon

Chon doan vin ban ma ban mudn dém tir roi chon Cong cu > Pém tir. OOo s€ hién s6 luong
tir va ky ty trong vung duoc chon ciing nhur trong tai liéu. Ban c6 thé xem s6 tir thong qua
thuc don Tap tin > Thudc tinh > Thong ke.
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