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Phim nong dung trong OpenOffice.org Writer

Ban cd thé s dung phim néng (phim tit) d€ nhanh chdng thuc hién nhitng tac vu thdng dung trong
OpenOffice.org Writer.

Cac phim chirc nang

Phim néng Tac dung

F2 Hién thanh thi thanh c6ng thirc (Formula bar), cho phép tao mot cdng thirc tinh toan
nhu trén Calc (bang tinh), sau do tra vé két qua la maét field.

Ctrl+F2 Cheén Field (tugng dudng st dung menu Insert — Fields — Other ...

F3 Hoan tat mot cum ti (hodc mét tir) nhap tu dong (AutoText — c6 ndi con goi la t6e ky).
Ban phai dinh nghia san nhifng tir hoac cum tur cho trudc.

Ctrl+F3 Hiéu chinh AutoText. Xuat hién hop thoai cho phép quan ly cac muc AutoText

F4 Hjén thi khung Data Source View, cho phép hién thi cac ngudn dif liéu da dinh nghia
san, tr do ban cé thé kéo tha dir liéu vao trang. Nhan lai mét [an nira thi dong khung.

Shift+F4 Chon khung (frame) k€ ti€p

F5 Hién/an clra s6 Navigator

Ctrl+Shift+F5 Khi Navigator hién, sé nhay dén s6 th(r tu trang®

F7 Kiém tra tir vung (Spell check)

Ctrl+F7 Ki€ém tra tir dong nghia, di nghia

F8 Ché do6 chon md rong (Extension mode). LUc d6 ban khong can gilr phim Shift trong ltc
nh&n phim miii tén dé chon.

Ctrl+F8 Hién/an “bdng” cla field (nén xam hién thi cho biét day la field nhing vao)

Shift+F8 Né&u ban mudn chon cling ltc nhiéu doan vén ban khong lién nhau, mdi [an ban chon
xong mdt doan van ban, bann han t& hgp phim nay va di chuyén dén doan van ban can
chon dé& chon tiép. Tiép tuc thuc hién cho dén khi da chon xong.

F9 Cap nhét lai dir liéu mdi cho cac field.

Ctrl+F9 Hién thi field.

Shift+F9 Tinh toan trén bang

Ctrl+Shift+F9 Cap nhéat cac field nhap va cac danh sach nhap vao

Ctrl+F10 Hién/an cac ky tu an

F11 Hién/an clra s Styles and Formatting

Shift+F11 Tao style (dang thic)

Ctrl+Shift+F11  |Cap nhét style

F12 Panh s6 dau doan (Numbering on)

Ctrl+F12 Chen hodc hiéu chinh mét bang (Table)

Shift+F12 Ky hiéu dau doan (Bullets on)

Ctrl+Shift+F12 |GG bd danh so/ky hiéu dau doan (Numbering / Bullets off)

Cac phim di chuyén, dinh dang vin ban (bén ngoai Table)

1 Luu y: Néu chon bé gé Ia Unikey thi Ctrl+Shift+F5 lai la t6 hop phim cho hién thi bang diéu khién cua Unikey.
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Phim néng Tac dung

Ctrl+A Chon hét toan bo tai liéu. Néu ban dang trong mot 6 nao dé clia mot table, nd chi
¢d tac dung chon hét ndi dung cla 0 do.

Ctrl+] Canh thdng hang hai € trai phai cia doan van ban dugc chon.

Ctrl+D Gach dugi nét doi.

Ctrl+E Canh giifa so vdi hai [é ciia doan van ban dugc chon.

Ctrl+F M@ hop thoai tim va thay thé.

Ctrl+Shift+P Tao dang chi chi so trén (superscript).

Ctrl+L Canh thang [é trai cia doan vén ban dudc chon.

Ctrl+R Canh thang I& phai cta doan van ban dudc chon.

Ctrl+Shift+B Tao dang chir chi s6 dudi (subscript)

Ctrl+Y Thutc hién lai thao tac mdi thuc hién xong.

Ctrl+0 (zero) Cung cdp dang thitc Default paragraph

Ctrl+1 Cung cap dang thdc Heading 1

Ctrl+2 Cung cdp dang thdc Heading 2

Ctrl+3 Cung cap dang thirc Heading 3

Ctrl+5 Dan 1.5 dong (méc dinh mdi dong cach nhau la 1)

Ctrl+ Plus Key(+)

Tinh todn doan van ban dang chon c6 dang biéu thic tinh toan va sao chép két
qua vao bd nhéd. (Dau céng bén day phim s6 bén phai)

Ctrl+Hyphen(-)

Thiét 1ap ngét tir (hyphenation) theo y riéng.

Ctrl+Shift+(-)

Dau gach ndi dudi khdng dugc ngat.

Ctrl+(*) Chay field macro. (Ddu nhan bén day phim s6 bén phai)

Ctrl+Space Khoang trang khdng dugc ngdt. Khoang trang nay khdng dung cho ngat tir va
khong dan cach trong trudng hgp canh thang hai 1€ (justify).

Shift+Enter Ngdt dong ma khéng chuyén sang doan khac.

Ctrl+Enter Ngat trang thu cong.

Ctrl+Shift+Enter Ngat cot trong khu vuc dinh dang nhiéu cot.

Alt+Enter Chén mot doan mdi ma khong danh s6 dau doan (trong trudng hop doan hién tai
dang danh s0).

Alt+Enter Chén mot doan mdi ngay trudc hodc sau mot khu vuc (section) hodc mét bang.

Arrow Left DaGi con nhdy sang trai.

Shift+Arrow Left

Chon ndi dung tur vi tri hién tai vé phia trai.

Ctrl+Arrow Left

Vé dau tu.

Ctrl+Shift+Arrow Left

Chon nguyén mét tlr bdt dau tir vi tri con nhay sang trai.

Arrow Right

DGi con nhay sang phai.

Shift+Arrow Right

Chon ndi dung tUr vi tri hién tai vé phia trai.

Ctrl+Arrow Right

Ve cudi tu.

Ctrl+Shift+Arrow Right

Chon nguyén mét tur bat dau tur vi tri con nhay sang phai.

Arrow Up Lén mot dong.

Shift+Arrow Up Chon nguyén mot dong tir vi tri con nhay Ién trén.

Arrow Down Xudng mot dong.

Shift+Arrow Down Chon nguyén mot dong tir vi tri con nhdy xu6ng dudi.

Home Vé dau dong.

Shift+Home V& dau dong va chon toan bo dit liéu tir vi tri con nhay dén dau dong.
End VEé cudi dong.

Shift+End V& dau dong va chon toan bo di liéu tir vi tri con nhay dén cudi dong.
Ctrl+Home VEé dau tai liéu.
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Phim néng Tac dung

Ctrl+Shift+Home Vé dau tai liéu va chon toan bo dir liéu tir vi tri con nhay dén dau tai liéu.

Ctrl+End V& cudi tai liéu.

Ctrl+Shift+End V& cudi tai liéu va chon toan b6 dif liéu tir vi tri con nhdy dén cudi tai liéu.

Ctrl+PageUp Chuyén con nhdy qua lai gitta vling van ban sang viing header (dau muc).

Ctrl+PageDown Chuyén con nhdy qua lai gitfa viing van ban sang viing footer (cuc muc).

Insert Chuyén qua lai gitta ch& d6 Insert (gd chén) va Overwrite (gd dé).

PageUp DdGi Ién trén mbt man hinh.

Shift+PageUp DGi Ién trén mbt man hinh va chon dir liéu tir vi tri con nhay.

PageDown DGi xubng dudi mot man hinh.

Shift+PageDown Ddi xudng dudi mét man hinh va chon di liéu tur vi tri con nhay.

Ctrl+Del Xda ndi dung tir vi tri con nhdy dén cudi tur.

Ctrl+Backspace Xda ndi dung tir vi tri con nhay dén dau tur.

Ctrl+Shift+Del Xo6a ndi dung tUr vi tri con nhay dén cudi cau.

Ctrl+Shift+Backspace | Xda ndi dung tir vi tri con nhay dén dau cau.

Ctrl+Tab Hién thi tir d& nghi k€ ti€p tuong (ng vai ndi dung dang gd khi théng s6 Enable
Word Completion bat (Tools — AutoCorrect — Word Completion)

Ctrl+Shift+Tab Hién thi tir d& nghi truc tuong (g vai ndi dung dang gd khi théng s6 Enable
Word Completion bat (Tools — AutoCorrect — Word Completion)

Alt+W Bén trong hdp thoai kiém tra tir vung: goi lai tir khdng hiéu ban dau vao hdp
nhap.

Ctrl+ nhap kép hodc Dung dé gan (dock) hodc khg“)ng (undock) cac clra s6 Navigator, Styles and

Ctrl+Shift+F10 Formatting, va nhirng ctra so khac.

Cac phim dung trong cac cap Heading va Paragraph

Shortcut keys

Ctrl+Alt+Up Arrow
hodc Ctrl+Up Arrow

Effect
Di chuyén doan hién tai hodc cac doan dang chon 1&n mét doan.

Ctrl+Alt+Down Arrow
hoac Ctrl+Down Arrow

Di chuyén doan hién tai hodc cac doan dang chon xuéng mdt doan.

Tab

Di chuyén cap heading hién tai cap sd & 1én 1 cap (1 — 9). NhG dé con nhay dau
heading.

Shift+Tab Di chuyén cap heading hién tai cdp s6 chan lén 1 cap (2 — 10). NhG dé con nhay
dau heading.
Ctrl+Tab Tai dau ciia mot heading; Chén mot ky hi€u tab. Tuy theo Window Manager dang

st dung, c6 thé thay bang Alt_Tab. Nh& dé con nhay dau heading.

Cac phim dung trong Table

Ctrl+A N&u 6 hién hanh rong: chon toan bd bang. Ngoai ra: chon toan bo dif liéu trong 6
hién hanh. Nhan [an nira sé chon toan b bang.

Ctrl+Home N&u 6 hién hanh rong: vé 6 dau bang. Ngoai ra: nhan [an dau trd vé dau 6 hién
hanh. Nhan [an hai sé vé 6 dau bang. Nhan lan ba sé vé dau tai liéu.

Ctrl+End N&u 6 hién hanh rdng: vé 6 cudi bang. Ngoai ra: nhan [an dau tré vé cudi 6 hién
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hanh. Nhan [an hai sé vé 6 cudi bang. Nhan [an ba sé vé cudi tai liéu.
Ctrl+Tab Chén mot ky tu Tab.

Ctrl+Shift+Arrow Up Nhay vé 6 dau bang.

Ctrl+Shift+Arrow Down Nhay vé 6 cudi bang.

Alt+Arrow Keys Tang/giam cG cot hodc dong G 6 canh phai hodc canh day.
Alt+Shift+Arrow Keys  Tang/giam cG cot hodc dong G 6 canh trai hodc canh trén.
Alt+Ctrl+Arrow Keys Giong Alt, nhung chi c6 6 hién hanh dugc diéu chinh ma thai.
Ctrl+Alt+Shift+Arrow  |Gidng Alt, nhung chi c6 6 hién hanh dugc diéu chinh ma thai.

Keys
Alt+Insert Trong vong 3 gidy, nhan phim mi tén s€ chén thém mot dong hodc mot cot.
Nhan Ctrl+mdi tén chén thém mot 6.

Alt+Del Trong vong 3 gidy, nhan phim mi tén sé xéa mot dong hoac mot cét. Nhan
Ctrl+m(ii tén s€ nGi 6 vGi 6 bén canh.

Ctrl+Shift+T GG bd viéc bao vé 0 trong tat ca cac bang dugc chon. Néu khéng cd bang nao
dudgc chon, khi d6 tat ca cac bang dudgc chon sé€ dugc g bd ché do bao vé 6.
Shift+Ctrl+Del Néu khong chon gi, n6i dung 0 ké bi xda. Néu chon 6 (khong phai chon ndi dung
cla 6), dong chifa 0 sé bi x6a. Néu tat ca cac dong dugc chon, toan bo bang bi
xoa.

Cac phim dung dé di chuyén hoac hiéu chinh kich thudc Frame, Graphics va cac
doi tugng

Phim néng Tac dung

Esc Cursor is inside a text frame and no text is selected: Escape selects the text frame.
Text frame is selected: Escape clears the cursor from the text frame.

F2 hodc Enter hoac bay Néu mot khung van ban dugc chon: dinh vi con nhay vé cudi van ban trong khung.
ky phim nao tao ra mét Néu nhdn phim tao ramot ky tu’ trén man hinh, va tai liéu dang trong ché do hiéu
ky tu trén man hinh chinh, ky tu d6 dugc chén vao van ban.

Alt+Arrow Keys Di chuyén d6i tugng.

Alt+Ctrl+Arrow Keys  Hiéu chinh kich thudc theo goc dudi phai.

Alt+Ctrl+Shift+Arrow  |Hiéu chinh kich thudc theo goc trén trai.

Keys
Ctrl+Tab Chon neo (anchor) cho mot d6i tugng (trong ché do Edit Points).
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