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Ban théo dwa trén phan mém phién ban thd nghiém Thanh céng cu

Thanh céng cu

Str dung phim At dé kéo céac biéu tuong trén cac thanh cong cu chua san sang lam viéc trong
OpenOffice.org 2.0. Khai niém khac vé sy tuy chinh cac thanh cong cu trong OpenOffice.org
cling twrong ty nhu dung no6 trong Microsoft Office. Cac budc cu thé dugc dua ra dudi day.

Cac thanh coéng cu tuy chinh
Ban c6 thé dit bang chon thanh cong cu tiiy chinh bang hai cach:
. Céng cu > Pic ché > Thanh cong cu.
- Xem > Thanh céng cu > Pic ché > Thanh cdng cu (gidng nhu Microsoft Office).

Tuy nhién, However, rather than dragging buttons onto the toolbar as is required in Microsoft
Office, ban can phai st dung hdp thoai Pac cheé:

1) Céc thanh cong cu OpenOffice.org : kich hoat danh sach tha xudng dé Iya chon
thanh cong cu.

2) Noi dung ciia mdt thanh cong cu: gdm cac hop kiém tra s& quyét dinh mot nat s&
hién thi hay khong.

3) Cac nut di chuyén 1én xubng dung dé thay doi thir tu.

4) Néu chira nang ban yéu cau van chua duoc liét ké trén thanh cong cy, hiy dung nat
Thém dé chén no6 1én.

5) Str dung nit Sira d6i néu mudn thay ddi mot biéu tuong, thay dbi tén hodc khoi phuc
lai tiy chon mac dinh.

Chuy Khong c6 trinh soan thao trong viéc xay dyng nut céng cu. Tuy chinh cac biéu tuong
phai & ché do 16 x 16 diém anh.

Tao moét thanh cong cu méi
Pé tao mot thanh cong cu moi lam theo céc budce sau:
1) Chon Céng cu> Tuy chinh > Thanh cong cu.

2) Nhin vao nat Méi dé hién thi hop thoai, ban go vao tén cua thanh cong cu r6i nhin
vao nut Pong y.

3) Tuy chinh thanh cong cu méi gidng nhu di trinh bay & trén.
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Ban théo dwa trén phan mém phién ban thd nghiém Thurc don (menus)

Thwc don (menus)

Viéc tuy chinh cac bang chon c6 sy khac nhau dang ké trong OOo so v&i Microsoft Office.
Cac budc lam cy th€ dugc trinh bay dudi day. Ban c6 thé dat phong chir bang chon 1a phong
chit dugc st dung bdi hé thong.

Cach tuy chinh ndi dung cua bang chon
Dé chinh sira ndi dung cua bang chon lam theo cc budc sau:
Cong cu > Pic ché > Thue don
Pé tao thém maot chirc ning:
1) Noi dung thue don: lya chon muc thyc don ¢ trén cung.
2) Nhan vao nat Thém .

3) Trong hop thoai Thém 1énh chon mdt muc thyc don madi sit dung Hang va Cac Iénh
trong hop danh séach.

4) Nhan vao nit Thém dé dua chtc nang d6 1én thuc don. Dé két thuc ban nhan vao nut
DPong.

Cach tuy chinh phéng chir cua thwc don

Phong chir dugc sir dung trong OOo danh cho cac Thuc don 1a khac so voi sir dung trong
Microsoft Office, d6 1a st dung phong chir cia h¢ thong. Néu ban mudn thay d6i phong chir
theo nhu trong Office:

1) Cong cu > Tuy chon > OpenOffice.org > Xem.
2) Kiém tra Dung phong chir hé thong cho giao dién ngudi ding.
3) Nhan Pong y.

Cach tuy chinh cac phim tatZ]

Céch tury chinh cac phim tit theo mot quy trinh khac so véi viée sir dung ching trong
Microsoft Office. Trong OOo lam theo cac budc sau day:

1) Céng cu > Pic ché > chon nhin Ban phim.

2) Lua chon nhitng phim tit mong muén trong hdp danh sach trén ciing c¢6 nhén 1a Phim
tit.

3) Chon diéu khién trong phan Mue, va chon chirc ning thyc tuong ng trong phan Ham
nam gilta cac hop danh sach khac.
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JHW, 06/28/05
Is there a possibility, to create my own
shortcuts for inserting symbols or 
"extra signs", which I do not find on my
standard keybord? 
For example: I have a German keyboard
(with deadkeys) but I can't create all 
french signs (the french "Cedille" won't
work). I want to use my own shortcut
and not the given shortcuts.
---- SK, 28.06.2005, 22:03 ----



Ban théo dwa trén phan mém phién ban thd nghiém Cach tuy chinh céac phim tt

4) Chon & goc trén cung bén phai cua hop thoai: hodc phim tit d6 ding mé rong cho ca
OOo hay chi su dung trong tng dung hién thoi.

5) Nhan vao Sira ddi.

Chuy Phim A/t khong c6 sin trong danh sach cac phim tét~. Mot 1€nh macro trong
AltKeyHandler.sxw s€ khac phuc han ché nay, n6 san c6 trén dia chi
http://homepages.paradise.net.nz/hillview/OOo/.

Muc chinh stra va tuy chinh tir

Tw ddng stra 106i

Mot tinh ning trong OOo 14 kha ning c6 cic ngoai 18 cho nhitng quy tic Tw ddng sira 18i. Vi
du, ban ¢6 thé c6 lua chon “hai tir dau tién viét hoa” trong qua trinh hoat dong nhung loai ra
nhirng tinh hudng noi but exclude situations where two capitals are desired, like OOo. To set
up exceptions:

1) Cong cu > Ty dong sira 16i.

2) Nhin vao nhin Cac ngoai 1é.

Huy thao tac va hoan lai thao tac
Pé chi 16 s6 bude “huy thao tac” trong:

Cong cu > Tuy chon > OpenOffice.org > B nhé > So budre.

Kiém tra chinh ta
Dé dat tiiy chon Kiém tra chinh ta trong OpenOffice.org, ding:
Cong cu > Tuy chon > Thiét 1ap ngdn ngir> HS tro viét.

Céc tlly chon kiém tra chinh ta twong tng thich hop trong tat ca cac ing dung OOo.

Chuy  Khong giong nhu tir dién méc dinh, tir dién tuy chinh khong bi nén. Viéc sir dung
qua nhiéu tur dién tuy chin}l, hodc viéc Iuu trit hon 1000 muc c6 thé lam gidm su
thuc thi trong qué trinh kiém ching.

Sw cai dat cac tir dién ngén ngir khac

Dé cai dat cac tir dién ciia cac ngdn ngit khéc ta lya chon Tép tin > Thuit gia > Cai tir dién
moi. Mot tai liéu OOo s€ mo voi duong lién ket cac ngdén nglr khac ma ban c6 the cai dat.
Lam theo 101 nhac dé cai dat chung.
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Ban théo dwa trén phan mém phién ban thd nghiém Thiét Iap bao mat

Thiéet 1ap bao mat

Pé dat ché do bao vé chong virus cho macro va thiét 1ap ché do bao mat Java, sir dung:
Cong cu > Tuy chon > OpenOffice.org > Bdo mat

Véi nhirg van dé c6 lién quan t6i bao mat khac xem phan Bao vé mat khau va Cac tiy chon
riéng biét trong chuong “Sy khac nhau co ban trong viéc st dung OpenOffice.org va
Microsoft Office”.

Cac thiét lap riéng

Pé tim ra noi luu trir cic tiy chinh, sir dung:
Cong cu > Tuy chon > OpenOffice.org > Puwong din

Hop thoai s€ dua ra cac thong tin mac dinh dugc luu trir trong mét thu muc ¢6 tén “nguoi su
dung”.

Viéc lwu trir cac cau hinh theo moét chuan

Phan nay s€ mo ta lam thé nao dé luu trit sy thay ddi cua Thyc don, cac phim tat, trang thai
cua thanh va cac thanh cong cu theo mét chuan do, boi vay viée tuy chinh dugce tu dong tai
khi ban lam viéc voi mot tai liéu dua trén mot chuan.

1) Tao va luu trir mot chudn dé luu trit cac viée ty chinh vao d6. Create and save the
template that is to have the configurations saved into it. Tao ra mdt ban sao du phong
cho chuan do, khong chira viée tuy chinh thay doi cting 12 mdt sy phong ngua tot.

2) Lam thay ddi theo mong mudn cho viéc cdu hinh. (xem phan “Thyc don (menus)” v
“Cach tuy chinh cac phim tat” & trén.) Chu ¥ t6i thay ddi ndo ma ban khong mudn lam
theo chuan; nhitng cai d6 chwa duoc hoan thanh.

3) Cong cu > Pic ché.

4) Tai mdi budc cua sy dic ché theo chuan, mot nhin ciia hop thoai ma ban mudn thay
d6i nhan vao Lwu va lya chon chuan mong muon (mot cai dugc tao dau tién va duoc
luu trong budc 1).

5) Ghi dé tap tin — mot thong diép canh bao s& xuét hién co thé 1o di.

6) Huy thao tac ton tai trudc thay d6i khong mong mudn (di dugce luu ¥ trong budc 2).
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