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Chapter 1
Introducing Writer

Writer is the word processor component of OpenOffice.org (OOo). In addition to the
usual features of a word processor (spell checking, thesaurus, hyphenation,
autocorrect, find and replace, automatic generation of tables of contents and indexes,
mail merge and others), Writer provides these important features:

» Templates and styles

» Powerful page layout methods (including frames, columns, and tables)

* Embedding or linking of graphics, spreadsheets, and other objects

* Built-in drawing tools

» Master documents, to group a collection of documents into a single
document

» Change tracking during revisions
» Database integration, including a bibliography database
» Export to PDF, including bookmarks

* And many more

Styles are central to using Writer. Styles enable you to easily format your document
consistently and to change the format with minimal effort. Often, when you format
your document in Writer, you are using styles whether you realize it or not. A style is
a named set of formatting options. Writer defines several types of styles, for
different types of elements: characters, paragraphs, pages, frames, and lists. The use
of styles is described in more detail in other chapters in this guide, including
“Introduction to Styles” and “Working with Styles”.

The other features of Writer listed above are also covered in detail in other chapters
of this guide.
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Starting Writer

Starting Writer

If you are reading this document in OpenOffice.org, you already know how to start
Writer. However, if this is a printed version or a PDF version, you may not know
how to start Writer. So let’s look at three ways to do that:

* From the system menu

+ From an existing document

*  From the command line

Starting from the system menu

Using the system menu is the most common way to start Writer. The system menu is
the standard menu from which most applications are started. On Windows, it is
called the Start menu. On GNOME, it is called the Applications menu. On KDE, it
is identified by the KDE logo. On Mac OS X, it is the Applications menu.

When OpenOffice.org was installed, a menu entry was added to your system menu.
The exact name and location of this menu entry depends on your graphical
environment. This chapter looks at Windows, GNOME and KDE on Linux, and Mac
OS X. The concepts should easily be applicable to another operating system.

Windows

On Windows, the OpenOffice.org menu is located in Programs > OpenOffice.org
2.x, where “2.x” corresponds to the version number of OpenOffice.org. Figure 1
shows a typical setup on Windows XP. Select OpenOffice.org 2.0 Writer to start
Writer with a blank document.

‘u Windows Update

Accessories
Programs

Adobe Acrobat
y Documents ( Opendffice.org 2.0 Base
) ' Opendffice.org 2.0 Calo
Settings
OpenOffice.org 2.0 Draw
Search Opencffice.org 2.0 Impress

' OpenOffice.org 2.0 Math
| Help and Support

Bur...

Log OFf Jean Hollis \Weber. ..

©
=
2
7]
0
£
(=]
e
=
o
>
I
=
(=
=
=

Turn CFF Computer. ..

istat @ CEOE 7

Figure 1. Starting Writer from the Windows XP Start menu
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Linux/GNOME

GNOME installations will differ from one distribution to the next. Most modern
distributions come with OpenOffice.org already installed. You will find
OpenOffice.org under Applications > Office, as shown in Figure 2.

Applications ¥«
% Accessories *
@ Games >
@ Graphics *
& Internet »
:’ Address Manager

@J Preferences 3 Dia Diagrams
w Programming * \9 KOrganizer
@ Sound & Video * @ OpenOffice.org Calc

Q System Settings * ;'EJ OpenOffice.org Draw

% System Tools * OpenOffice.org Impress
% File Browser iﬂ OpenOffice.org Math
@ Help @ OpenOffice.org Writer

% Network Servers 3—- Project Planner

-5 2 « The GIMP « Layers, Channels,

Figure 2. Starting Writer from the GNOME Applications menu

Red Hat Enterprise Linux comes with OpenOffice.org installed. On the GNOME
desktop, OOo can be found under Main Menu > Office. If you have installed a
newer version of OOo, you will find it under Main Menu > Office > More Office
Applications.

If you installed by downloading OOo from the http://www.openoffice.org website, it
is under Applications > Other.
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http://www.openoffice.org/

Starting Writer

Linux/KDE
On KDE, OpenOffice.org is installed in its own menu, called Office.

Y Graphics
&) Intemet

| ¥ Address Manager
» %, Dia Diagrams

[ Preferences

& Programming Kontact

12 Sound & Video ¥ & KOrganizer
LB System Settings * & OpenOffice.org Calc
28 System Tools ¥ [ OpenOffice.org Draw

[ Control Center 5 OpenOffice.org Impress

Q4 Find Files “£] OpenOffice.org Math
& Help & OpenOffice.org Writer
@ Home = Project Planner

[ Actions

& Run Command...

@ Lock Session
Logout...

Figure 3. Starting OOo from KDE start menu

Some Linux distributions install OpenOffice.org in the Office submenu. Mandrake is
such a distribution. In this case, to launch Writer, choose Office > Word processors
> OpenOffice.org Writer. Figure 4 illustrates the OOo menu with Math selected.

oy \
Ry
s Accessories

(A Amusement 3 [l AddressBooks 3

E3d Applications 3 \y Graphs 3

@ Configuration v [41] Presentations ’

ﬂ Documentation r D Spreadsheets »

@ Multimedia b /| Tasks management »

@A Networking ¥ [ = Time management 3

& oice __[" oupncesos |5 operoneea i
B Terminals 3 OpenOffice.org Writer

qﬁ Home

Recent Documents »
[E) Lock Screen
[ Logout "ooo"...

Fou ATV e cve

Figure 4. Starting OOo Writer from Mandrake'’s KDE menu
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Mac OS X

Go to the folder where you installed OpenOffice.org. You should see its icon in the
Applications folder (Figure 5). To start OpenOffice.org, double-click its icon.
800 |2 Applications -
[« » {58 = m | %] a
@ Network ” — r
r_ Macintosh HD S \\éd% [ = :

= ]
OpenOffice.org2 = MPlayer 05 X 2 MyMind MySQL BackUp 1.1
E Desktop @ |' 3
| (j.ﬂ. ol B NeoOffice) Nvu OpenBase |

|
:{n;ﬂ Applications
ﬁ Documents

-]

@

=n
=

@ Movies PHP Function Index Poseidon for UML
& Music =" = |
el 1
|| Pictures & @

Praview Psyncx QuickTime Player
86 items, 9.89 CB available

Figure 5: Starting OpenOffice.org from the Mac Applications folder

§1H

Starting from an existing document

If you installed OpenOffice.org correctly, all Writer documents are associated with
the Writer application. This means that you can start OpenOffice.org automatically,
simply by double-clicking a Writer document in your favorite file manager (for
example, Windows Explorer).

=T

You can spot a OpenOffice.org Writer document by its icon: ﬁ .

For Windows users

File associations are used to open certain types of files automatically with
OpenOffice.org. When installing OOo, you could choose to associate Microsoft
Office file types with OOo. If you chose to do this, then when you double-click on a
.doc file, it opens in OpenOffice.org.

If you did not associate the file types, then when you double-click on a Microsoft
Word document, it opens in Microsoft Word (if Word is installed on your computer).

You can use another method to open .doc files in OOo and save in the .doc format
from OOo. See “Opening an existing document” on page 16 for more information.
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Using the Quickstarter under Windows

The Quickstarter is an icon that is placed in the Windows system tray during system
startup. It indicates that OpenOffice.org has been loaded and is ready to use. (The
Quickstarter loads library .DLL files required by OOo, thus shortening the startup
time for OOo components by about half.) If the Quickstarter is disabled, see
“Reactivating the Quickstarter” on page 6 if you want to enable it.

Using the Quickstarter icon

Right-click the Quickstarter icon in the system tray to open a popup menu from
which you can open a new document, open the Templates and Documents dialog
box, or choose an existing document to open. (See Figure 6.) You can also double-
click the Quickstarter icon to display the Templates and Documents dialog box.

E‘* Text Document
E‘" Spreadshest

[/ Presentation
E"_ T Drawing
i‘j‘" Catabase

== From Template

’T'ﬁ Open Document
W

Load OpenOffice,arg During Syskem Skark-Up

Exit Quickskarker

Figure 6: Quickstarter popup menu

Disabling the Quickstarter

To close the Quickstarter, right-click on the icon in the system tray and then click
Exit Quickstarter on the popup menu. The next time the computer is restarted, the
Quickstarter will be loaded again.

To prevent OpenOffice.org from loading during system startup, deselect the Load
OpenOffice.org During System Start-Up item on the popup menu. You might
want to do this if your computer has insufficient memory, for example.

Reactivating the Quickstarter

If the Quickstarter has been disabled, you can reactivate it by selecting the Load
OpenOffice.org During System Start-Up checkbox in Tools > Options >
OpenOffice.org > Memory.
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Preloading OOo under Linux/KDE

In KDE/Linux, you can use KDocker to have OOo loaded and ready for use at
startup. KDocker is not part of OOo; it is a generic “systray app docker” that is
helpful if you open OOo often.

Starting from the command line

You may want to start Writer from the command line (using the keyboard instead of
the mouse). Why? Well, by using the command line, you have more control over
what happens when Writer is started. For example, using the command line, you can
tell Writer to load a document and print it immediately, or to start without showing
the splash screen.

Note Most users will never need to do this.

There is more than one way to start Writer from the command line, depending on
whether you have installed a customized version or the standard download from the
OOo web site.

If you installed using the download on the OOo web site, you can start Writer by
typing at the command line:

soffice -writer
or swriter

Writer will start and create a new document.
To see a list of options you can use when starting Writer at the command line, type:
soffice -7

If you have a customized version of OOo (such as the one provided by Linux
Mandrake or Gentoo), you can start Writer by typing at the command line:

oowriter

Note Although the command syntax differs, the effect is identical: it starts
0O0o with an empty Writer document.
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The Writer interface

The main Writer workspace is shown in Figure 7.

£& Untitled? - OpenOffice.org Writer

File Edit Yiew 'Insert Farrat Table Tools ‘Window Help

B S B g - &=~
|ﬁ| |DeFauIt v | |Tirnes Mew Rarfan vl |12 v | Bo/7 U |g| = = ?
L N b K- 2,03 AR - -t E-IEIINY- RIS | RS R

Menu bar Standard toolbar Formatting toolbar

Status bar

(e <

< | >
Page 11 Diefault 100 || IMSRT || STD | [HYP

Figure 7: The main Writer workspace in Print Layout view

Menus

Menus are located across the top of the Writer window. The main menu selections
are File, Edit, View, Insert, Format, Table, Tools, Window, and Help. When you
click one of the main menu names, a list of related options is displayed.

+ File contains commands that apply to the entire document such as Open, Save,
and Export as PDF.

+ Edit contains commands for editing the document such as Undo and Find &
Replace.

* View contains commands for controlling the display of the document such as
Zoom and Web Layout.

» Insert contains commands for inserting elements into your document such as
headers, footers, and pictures.

+  Format contains commands for formatting the layout of your document, such as
Styles and Formatting, Paragraph, and Bullets and Numbering.
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+ Table shows all commands to insert and edit a table in a text document.
* Tools contains functions such as Spellcheck, Customize, and Options.
*  Window contains commands for the display window.

* Help contains links to the Help file, What’s This?, and information about the
program. See “Getting help” on page 21.

Toolbars

Writer has several types of toolbars: docked, floating, and tear-off. Docked toolbars

can be moved to different locations or made to float, and floating toolbars can be
docked.

The top docked toolbar (default position) is called the Standard toolbar. The
Standard toolbar is consistent across the OpenOffice.org applications.

The second toolbar across the top (default location) is called the Formatting toolbar.

Standard toolbar Formatting toolbar

Fle Edt Yiew Insert Format Table Tooks Window Help
.~ =™ #et, | g
e Ea 2SR Y= &

“L}J| Default + | [Times Mew Roman v (12 v B AU ‘E

27 HOBET1Q|D,
EizE=E A-¥-0-

P T L L T S P I
[ TR SRR R SRR AR R U IR SR RTURRRP L ERRF AR CERRRREASS

Figure 8. Writer toolbars

Floating toolbars

Writer includes several context-sensitive toolbars, which by default appear as
floating toolbars in response to the cursor's current position or selection. For
example, when the cursor is in a table, a floating 7able toolbar appears, and when
the cursor is in a numbered or bullet list, the Bullets and Numbering toolbar appears.
You can dock these toolbars to the top, bottom, or side of the window if you wish
(see “Moving toolbars” on page 10).

Long-click buttons and tear-off toolbars

Buttons with a small triangle to the right will display submenus, tear-off toolbars,
and other ways of selecting things with a long click, depending on the button.

The tear-off toolbars are always floating and cannot be docked on any edge. To
move a tear-off toolbar, drag it by the title bar. For an example of a tear-off toolbar,
see Figure 9.
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The Writer interface

OO0 <$oMliE
DFocavw
ODAMN® @
Xe AV AaD
QB8 oo

& - -0 - ¥ - &

Default

Figure 9. Button submenu

Displaying or hiding toolbars
To display or hide toolbars, choose View > Toolbars. An active toolbar shows a
checkmark beside its name.

Moving toolbars

To move a toolbar, place the mouse pointer over the toolbar handle, hold down the
left mouse button and drag the toolbar to the new location.

To dock the toolbar in another area, place the mouse pointer over the toolbar handle,
hold down the left mouse button and drag the toolbar to the new location, then
release the mouse button. The toolbar will dock in the new location.

To move or
undock menu

File Edit Wew Insert Format Table Tools Window Help

Breola|F BSR| V|
|JI;| ;Default ~ | |Times New Roman

l._ T ST L,

Figure 10. Toolbar handle

Rulers

To show or hide rulers, choose View > Ruler. To show the vertical ruler, choose
Tools > Options > OpenOffice.org Writer > View and select Vertical ruler.
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Options - OpenOffice.org Writer - View

The Writer interface

B Openoffice.org A )
User Data = Guides
General [ Guides while moving
lal
\l'i:zUry Simple handles
rint Large handles
Paths OLarg
Colors Bk

Eggﬁiity Graphics and objects
Appeatance . Tables
Accessibility B
Java Drawings and controls
Load{Save "
Language Settings [ Eieid cades
B OpenCffice.org Writer Notes
General

Formatting Aids

Grid

Basic Fonks (Western)

Print o
Table

Changes

Wigw
Harizonkal scrollbar
Wertical scrollbar
Ruler
Horizontal ruler
[ wertical ruler
[ smaath scrall

Inch v

Inch v

Compatibility [

AutoCaption v OK

] [ Cancel ] [ Help

[

Figure 11. Turn on the vertical ruler using Tools > Options > OpenOlffice.org Writer > View

Changing document views

OpenOffice.org has several ways to view a document: Print Layout, Web Layout,
Full Screen, and Zoom. You can select these choices on the View menu. The only
document view option with a submenu is Zoom. When you choose View > Zoom,

the following dialog appears.

foom
Zoam Fackor
O Enkire Page
() Page Width
) Optimal
() 200 %
) 150 %
®f
)75 %

) 50 %
Owie [0 |

o]

Cancel

Help

III%

Figure 12. Selecting a zoom factor
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Changing document views

+ Entire Page: Displays the entire page on the screen (text may be too small to
read).

+ Page Width: Displays the complete width of the document page. The top and
bottom edges of the page may not be visible.

+ Optimal: Resizes the display to fit the width of the text in the document.
e 200%: Displays the document at two times its actual size.

*  150%: Displays the document at one and a half times its actual size.

*  100%: Displays the document at its actual size.

* 75%: Displays the document at 75% of its actual size.

*  50%: Displays the document at half of its actual size.

* Variable: Enter the zoom factor (percentage) at which you want to display the
document.

Using dockable/floating windows

Some windows in OpenOffice.org, such as the Navigator and the Styles and
Formatting window, are dockable. You can move, resize, or dock them to an edge.

To dock a window, do one of the following: - By el
+ Click on the title bar of the floating window 0. &~ ' 18" e
and drag it to the side until you see the :
outline of a box appear in the main window e me.a“mg
(see Figure 13) and then release the window. gL EwE g
This method depends on your system’s Eﬁgﬁ:;e indent
window manager settings, so it may not work ::;3:;3 T
for you. Heading 1
Heading 10
« Hold down the Control key and double-click S
on a vacant part of the floating window to :2:3::3‘;
dock it in its last position. If that does not Headinn
work, try double-clicking without using the e
Control key. | \éé —
To undock a window, hold down the Control key 2
and double-click on a vacant part of the docked
window. Figure 13: Docking a window

Notes The Styles and Formatting window can also be docked or undocked by
using Control+ double-click on the gray area next to the icons at the top
of the window.
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Using the Navigator

Using the Navigator

The Navigator displays all objects contained in a document. It provides a very
convenient way to move around a document and find items in it. The Navigator
button is located on the Standard toolbar. You can also display the Navigator by
choosing Edit > Navigator, or open it quickly by pressing F5.

Navigator

Fle Edt View Insert Format Table Tools Window Help
§-cHalR|ESR VE LA o & 8B v HoRET1Q|0

Figure 14. Navigator toolbar icon

The Navigator displays lists of Headings, Tables, Text frames, Graphics, Bookmarks
and other items. Click the + sign by any of the lists to display the contents of the list.

If you only want to see the content in a certain category, highlight the category and
click the Content View icon.

Mavigator %]

]
]
D
m
[
U
il

Content View icon

EEEHH

H
i
g2
55

i

= Sections
&% Hyperlinks
S+ References
Indexes

=) Mokes

By Craw objects

H

|Intr|:|_Draw.sxw {active] w

Figure 15. The Navigator

Note The Navigator looks somewhat different in a master document. For
more information, see Chapter 13, “Working with Master Documents”.
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Using the Navigator

The Navigator helps you to reach objects quickly. Double-click the object in the
Navigator to jump directly to that object’s position in the document, as shown in
Figure 16.

MNavigator

= Headings
Overview
Copyright and trademark information
Feedback
Acknowledgments

Th e Wo rk p Ia ce Modifications and updates

|

e

The main components of the Draw interface have the ag The Toolbars

Fu Frootea Iroa Frowdk Tk Fod winda e The Standard Bar

BB # b o= AN SEPD P-4 The Cbiject Bar

He[ lar At o] ofw  cl@mne =] @ The Main Toolbar

| oomem 5 o oo ETRS TR

el The Color Bar
The Option Bar

£ Tables

[ Text Frame

=i
e

|intro_draw.s><w {active) w

Figure 16. Using the Navigator to jump quickly to a heading

Arranging chapters using the Navigator

You can arrange chapters and move headings in the document by using the
Navigator.

1) Click the Content View icon.
2) Click on the heading in question.

3) Drag the heading to a new location on the Navigator or click the heading in
the Navigator list, and then click Promote Level, Demote Level, Chapter
Up, or Chapter Down.
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The Workplace
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The Standard Bar

he Toaolbars:

The Object Bar
The Main Toolbar
The Colar Bar
The Option Bar

Using the Navigator

Promote Chapter|

- Demote Chapter|

' Demote Level |

inkro_drawe, sxw (ackive)

 Promote Level |

Figure 17. Reorganizing with the Navigator

Creating a new document

Creating a blank document

You can create a new, blank document in Writer in a number of ways:

» Press the Control+N keys. A new empty document opens. If you already
have a document open, the new document appears in a new window.

e Use File > New > Text Document.

!
e |
|
1

¢ Click the New button on the main toolbar L . .

Creating a document from a template

You can use templates to create new documents in Writer. Templates serve as the
foundation of a set of documents, to make sure they all have a similar layout. For
example, all the documents of this User Guide are based on the same template. As a
result, all the documents look alike; they have the same headers and footers, use the

same fonts, and so on.

Chapter 1 Introducing Writer
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Creating a new document

Unfortunately, a brand-new OpenOffice.org installation does not contain many
templates. It is possible for you to add new templates to your installation and use
them for new documents. This is explained in Chapter 10, “Working with
Templates”. Many more templates can be downloaded from the Internet.

Once you do have templates on your system, you can create new documents based
on those templates by using File > New > Templates and Documents. This opens a
window where you can choose the template you want to use for your document.

The example shown in Figure 18 uses a template called “book™ in the My Templates
folder. Select it, then click the Open button. A new document is created based on the
formats defined in the template.

= Templates and Documents - My Templates

&3 |=|m
A
_——, By:
r 7 Jean Hallis Weber
Mew Document Size:
6955 Bytes
S| Date:
: 09012005, 12:48:19
Templates Type:
OpenDocument Text Templake
@ Moaodified on:
09/01§2005, 16:04:25
My Documents
Modified by:
Jean Hollis Weber
Samples
v
[ Crganize. .. ] ’ Edit ] [ open l ’ Cancel ] ’ Help

Figure 18. Creating a document from a template

Opening an existing document

Here is one way to open an existing document in Writer:
1) Click File > Open (or press Control+0O).

2) In the file chooser, you can reduce the list of files by selecting the type of
file you are looking for. If you choose Text documents as the file type, you
will only see documents Writer understands.

3) Select the file you want, then click Open.
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Opening an existing document

Note This method opens Word (.doc) files as well as OOo files and other formats.

You can also open an existing OOo Writer document using the same methods you
would use to open any document in your operating system.

Saving a document

There are three ways to save a document in Writer:
* Press Control+S.
» Select File > Save.
* Click the Save button on the main toolbar.

You also can tell Writer to save your document automatically at regular intervals. To
enable this, you must configure OpenOffice.org to save all documents automatically.

1) Select Tools > Options. The Options window appears.
2) Select Load/Save > General.

3) Click on AutoSave every. This enables the box to set the interval. The
default value is 15 minutes. Enter the value you want by typing it or by
pressing the up or down arrow keys.

Saving as a Microsoft Word document

You may need to share your documents with other people who do not use
OpenOffice.org, but use Microsoft Word instead. Fortunately, OpenOffice.org can
read and write Word files. To save a document as a Microsoft Word file:

1) First save your document in OpenOffice.org’s format (.odt). If you do not,
any changes you made since the last time you saved will only appear in the
Microsoft Word version of the document.

2) Then click File > Save As. The Save As window (Figure 19) appears.

3) In the Save as type drop-down menu, select the type of Word format you
need.

4) Click Save.

From this point on, all changes you make to the document will occur only in
the Microsoft Word document. You have actually changed the name of your
document. If you want to go back to working with the OpenOffice.org version
of your document, you must open it again.
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Saving a document

TIP

To have OOo save documents by default in the Microsoft Word file
format, go to Tools > Options > Load/Save. There is a section named
Default file format. Under Document Type, select Text Document;
under Always save as, select your preferred file format.

Save it

D

My Recent
Dacuments

¥

4
Deskiop

My Documents

K "1!

My Computer
g

by Wetwark
Places

|'i]:I by Documerts lJ & = BB~
Eu"jCommand and Conquer Generals Data
Ei’-ijommand and Conquer Generals Zero Hour Data

iiijyberLink
I3y eBoaks
@My Music
ijﬂMy Pictures

,@My Yideos

[5chaal

I3My Received Files
Eu"jOpenoFFice.org Authors

I visual Studio Projects

File: riame:

Save az tupe:

l

] Open Office Text [oot]

Rich Texst Farmat [rtf]
Starwfriter 3.0 [ sdw]
ApartizDoc (Palm] [.pdb)
Starwriter 5.0 [ sdw)
Microzoft \Ward 6.0 [ doc]

Save |

Cancel ]

[EY[ERREN

Text Encoded [.txt)
Microsoft Word 95 [.doc

it iord 974 il
Text [txt)
DocBook [xml] b

Figure 19. Saving a file in Microsoft Word format

Printing a document

For more information about printing documents, see Chapter 5, “Printing with

Writer”.
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Printing a document

Quick printing

Click the Print file directly icon S to send the entire document to the default
printer defined for your computer.

Controlling printing using the Print dialog

For more control over printing, use File > Print to display the Print dialog (Figure
20).

Print r‘s_"

Printer
[arme thp color LaserJet 2550 PCL 6 Properties... ]
Skatus Default printer; Ready
Tvpe hp color LaserJek 2550 PCL &
Location DOT4_001
Cammenk
[ Print to File
Print range Copies

@ al Mumber of copies DI
Oros

Cptions. .. [ o] 4 l [ Cancel ] [ Help ]

Figure 20. The Print dialog

On the Print dialog, you can choose:

*  Which printer to use (if more than one are installed on your system) and the
propertties of the printer—for example, orientation (portrait or landscape),
which paper tray to use, and what paper size to print on. The properties
available depend on the selected printer; consult the printer’s documentation
for details.

»  Which pages to print, how many copies to print, and in what order to print
them.

» Use dashes to specify page ranges and commas or semicolons to
separate ranges; for example, 1, 5, 11-14, 34-40.

« Selection is the highlighted part of a page or pages.
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Printing a document

+  Which items to print. Click the Options button to display the Printer
Options dialog. For details about print options and setting defaults for
Writer, see Chapter 5, “Printing with Writer”.

Previewing pages before printing

The normal page view in Writer shows you what each page will look like when
printed, but it shows only one page at a time. If you are designing a document to be
printed double-sided, you may want to see what facing pages look like. OO0
provides a way to do this in Page Preview.

(3

The Writer window changes to display the current page and the following
page, and shows the Page Preview toolbar (Figure 21) in place of the
Formatting toolbar.

B2 BE - | @, 45w v| B B 5 & | ClosePreview
Figure 21. Page Preview toolbar

1) Click File > Page Preview, or click the Page Preview button

2) Click the Book Preview icon £ to display left and right pages in their
correct orientation.

3) To print the document in this page view, click the Print page view icon. |£7

4) To choose margins and other options for the printout, click the Print

options page view icon to display the Print Options window. For more
information, see Chapter 5, “Printing with Writer”.

Exporting to PDF

OpenOffice.org can export documents to PDF (Portable Document Format). This
industry-standard file format for file viewing is ideal for sending the file to someone
else to view using Acrobat Reader or other PDF viewers.

PDFs can now be created with bookmarks—a table of contents with

clickable links to take readers directly to the page containing the

heading.
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Exporting to PDF

Quick export to PDF

_=h.
Click the Export Directly as PDF icon ™ to export the entire document using the
default PDF settings. You are asked to enter the filename and location for the PDF
file, but you do not get a chance to choose a page range or the print quality.

Controlling PDF content and quality

For more control over the content and quality of the resulting PDF, use File >
Export as PDF. You are asked to enter the location and filename of the PDF to be
created, and then the PDF Options dialog opens.

Here you can choose which pages to include in the PDF, the type of compression to
use for images (which affects the quality of images in the PDF), and other options.
For more information, see Chapter 5, “Printing with Writer”.

Getting help

Writer provides several forms of help. In addition to a full Help file, you can choose
whether to activate tooltips, extended tips, and the Help Agent.

Placing the mouse pointer over any of the icons displays a small box, called a
tooltip. It gives a brief explanation of the icon’s function. For a more detailed
explanation, select Help > What’s This? and hold the mouse pointer over the icon
you need more help with.

The extended tips option in OOo 2.0 can no longer be accessed
from the Help menu. Tips and extended tips can now be turned on
p or off from Tools > Options > OpenOffice.org > General. What's

This? help is a new feature in OOo 2.0.

OpenOffice.org Help FL
What's This?

Suppoark
Reqgistrakion. ..

About Openidffice.org

Figure 22. The Help menu
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Closing a document

Closing a document

To close a document, click File > Close.

You can also close a document by clicking on the Close icon on the document
window. In Windows XP, this button looks like the red X shown in Figure 23.

If more than one OOo window is open, each window looks like the sample shown on
the left in Figure 23. Closing this window leaves the other OO0 windows open.

If only one OO0 window is open, it looks like the sample shown on the right. Notice
the small black X below the large red X. Clicking the small X closes the document
but leaves OOo open. Clicking the large red X closes OOo completely.

Figure 23. Close icons in Windows XP

If the document has not been saved since the last change, a message box is
displayed. Choose whether to save or discard your changes.

« Save: The document will be saved, then closed.

» Discard: The document will be closed and all modifications since the last
save will be lost.

+ Cancel: Nothing will happen and you will return to the document.

Caution Not saving your document could result in the loss of recently made
A changes, or worse still, your entire file.

Closing Writer

To close Writer completely, click File > Exit, or close the last open document as
described in “Closing a document” on page 22.

If all the documents have been saved, Writer will close immediately. If any
documents have been modified but not saved, a warning window like will appear.
Follow the procedure in “Closing a document” to save or discard your changes.

22 Chapter 1 Introducing Writer



Chapter 2
Setting up Writer

Choosing options to suit the way you work

Choosing options that affect all of OOo

This section covers some of the settings that apply to all the components of OOo and
are particularly important when using Writer. Other general options are discussed in
Chapter 5, “Setting Up OpenOffice.org” in the Getting Started guide.

1) Click Tools > Options. The list in the left-hand box varies depending on
which component of OOo is open. The illustrations in this chapter show the
list as it appears when Writer is open.

2) Click the + sign by OpenOffice.org in the left-hand section of the Options —
OpenOffice.org dialog. A list of subsections drops down.

Note The Back button resets options to the values that were in place when you
opened OOo. This button has the same behavior on all the Options dialog
pages.

User Data options

Because Writer’s revision features mark your changes and comments with the name
or initials stored in the User Data page, you will want to ensure that your name and
initials appear there. To do this:

1) In the Options dialog, click OpenOffice.org > User Data.

1) Fill in the form on the OpenOffice.org — User Data page (Figure 24), or
delete any existing incorrect information.
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Choosing options that affect all of OOo

Options - OpenOffice.org - User Data

B Openoffice.org
il o
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Fonts
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OpenOffice.org Witer

OpenOffice.org Writer/Wweb
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Internet
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Country Region
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|
|
Title/Position | | |
|
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Fax | E-mail

O I [ Cancel ] [ Help

J [ gack

Figure 24. Filling in user data

General options

1) In the Options dialog, click OpenOffice.org > General.

2) On the OpenOffice.org — General page (Figure 25), the options are as

described below.

Options - OpenOffice.org - General

B Cpenoffice.org
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Vigw
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Internet

0

Help
Tips
[] Extended tips
[ Help Agent

(X

Help Formatting Diefault

OpenfSave dialogs
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Document status
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[ K I [ Cancel ] [ Help

] [ Back

Figure 25. Setting general options for OpenOffice.org
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Choosing options that affect all of OOo

Help - Tips

When Help: Tips are active, one or two words will appear when you hold the cursor
over an icon or field on the main OOo window, without clicking. This setting also
affects the display of notes: if both Help: Tips and Extended Tips are turned off,
then you won’t see the contents of a note when you hold the cursor over the note.

Help - Extended tips

When Extended tips are active, a brief description of the function of a particular
icon or menu command or a field on a dialog appears when you hold the cursor over
that item.

Help Agent

To turn off the Help Agent (similar to Microsoft’s Office Assistant), deselect this
checkbox. To restore the default Help Agent behavior, click Reset Help Agent.

Help formatting

High contrast is an operating system setting that changes the system color scheme to
improve readability. To display Help in high contrast (if your computer’s operating
system supports this), choose one of the high-contrast style sheets from the list. For
Windows XP, the high-contrast style options are as described below.

High-contrast style Visual effect

Default Black text on white background
High Contrast #1 Yellow text on black background
High Contrast #2 Green text on black background
High Contrast Black White text on black background
High Contrast White Black text on white background

Open/Save dialogs

To use the standard Open and Save dialogs for your operating system, deselect the
Use OpenOffice.org dialogs checkbox. When this checkbox is selected, the Open
and Save dialogs supplied with OpenOffice.org will be used. (See Chapter 3, “File
Management” in the Getting Started guide for more about these dialogs.)

Document status

Choose whether printing a document counts as changing the document. If this option
is selected, then the next time you close the document after printing, the print date is
recorded in the document properties as a change and you’ll be prompted to save the

document again, even if you did not make any other changes.
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Choosing options that affect all of OOo

Year (two digits)

Specifies how two-digit years are interpreted. For example, if the two-digit year is
set to 1930, and you enter a date of 1/1/30 or later into your document, the date is
interpreted as 1/1/1930 or later. An “earlier” date is interpreted as being in the
following century; that is, 1/1/20 is interpreted as 1/1/2020.

View options
The choices of View options affect the way the document window looks and behaves.
1) In the Options dialog, click OpenOffice.org > View.

2) On the OpenOffice.org — View page (Figure 26), set the options to suit your
personal preferences. Some options are described below.

X

Options - OpenOffice.org - View

= OpenOffice.org

User Data User Interface

Restore

Java
Load/Save
Language Settings
OpenOffice.org Writer
OpenOffice.org Writer/Web
OpenOffice.org Base
Charts

Show icons in menus

Show inactive menu items
Font Lists

[] Show preview of fonts

Show font history

General Scaling 100% 3 [ Editing view
Memory

Icon size and style [] open windows
Print Small | |Automatic v

Paths 3D view

Colors Use system font for user interface [ use QpencL
Fonts

Security

Appearance

Accessibility b Use dithering

[[] Object refresh during interaction

Mouse
Mouse positioning

No automatic positioning

HEEHEEEH

Internet Middle mouse button

Automatic scrolling b

Back

Lo I
Figure 26. Choosing View options for the OpenOffice.org applications

Cancel ] l Help ] [

User Interface - Scaling

If the text in the help files and on the menus of the OOo user interface is too small or
too large, you can change it by specifying a scaling factor. Sometimes a change here
can have unexpected results, depending on the screen fonts available on your system.
However, it does not affect the actual font size of the text in your documents.

User Interface — Icon size and style

The first box specifies the display size of toolbar icons (Automatic, Small, or
Large); the Automatic icon size option uses the setting for your operating system.
The second box specifies the icon style (theme); here the Automatic option uses an
icon set compatible with your operating system and choice of desktop: for example,
KDE or Gnome on Linux.
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Choosing options that affect all of OOo

User Interface - Use system font for user interface

If you prefer to use the system font (the default font for your computer and operating
system) instead of the font provided by OOo for the user interface, select this
checkbox.

Menu - Show inactive menu items

Select this option if you want inactive menu items to be visible but grayed out.
Deselect it to prevent inactive menu items from appearing on the menu.

Font Lists - Show preview of fonts

When you select this option, the font list looks like Figure 27, left, with the font
names shown as an example of the font; with the checkbox deselected, the font list
shows only the font names, not their formatting (Figure 27, right). The fonts you will
see listed are those that are installed on your system.

= w= B i U | E [mes Mew Fomanid |1|:| j E
L& Arial : Arial -

- . . | Arial Alternative
I | i
ﬁ?_ﬁ Arnial Alternative ! ECTEV D D . Arial Alternative S}'mtll:ll
£ sl Alvernative Symbol (10w | Bg8s a0 Aiial Black
- Arial M arrow
ﬁﬁAll'lﬂl Black Anal Marrow Special G1
A5 Arial Narrow Arial Marrow Special G2
£ Arial Mamow Special G1 12CT evag Arial Founded MT Bold =

Figure 27. (Left) Font list showing preview, (Right) Font list without preview

Font Lists - Show font history

When you select this option, the last five fonts you have assigned to the current
document are displayed at the top of the font list.

Restore — Editing view

Select this option if you want to open documents at the place the cursor was located
when you previously closed the document. Deselect this option to always open
documents at the first page.

Restore — Open windows

Select this option if you want all documents and windows that are open when you
close OpenOffice.org to be restored when you restart it.
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Choosing options that affect all of OOo

3D view — Use OpenGL

Specifies that all 3D graphics from OpenOffice.org Draw and OpenOffice.org
Impress will be displayed in your system using OpenGL-capable hardware. If your
system does not have OpenGL-capable hardware, this setting will be ignored.

3D view — Use OpenGL - Optimized output

Select this option for optimized OpenGL output. Disable the optimization in case of
graphical errors of 3D output.

3D view - Use dithering

The Use dithering option uses dithering to display more colors with few colors
available. Dithering creates the illusion of new colors and shades by varying the
pattern of color pixels. Varying the patterns of black and white dots, for instance,
produces different shades of gray.

Note Internally, 3-D graphics are always created with 16 million colors (24-bit
color depth). They are used to dither portrayals with fewer colors. Without
dithering, several bits of color information are omitted, making the grading
distinctly visible. The fewer colors available, the poorer the quality.

3D view — Object refresh during interaction

Specifies that if you rotate or move a 3-D object, the full display is rotated or moved
and not a grid frame.

TIP Press Shift+Ctrl+R to restore or refresh the view of the current document.

Mouse positioning

Specifies if and how the mouse pointer will be positioned in newly opened dialog
boxes.

Middle mouse button
Defines the function of the middle mouse button.

+ Automatic scrolling — dragging while pressing the middle mouse button
shifts the view.

+ Paste clipboard — pressing the middle mouse button inserts the contents of
the “Selection clipboard” at the cursor position.

The “Selection clipboard” is independent of the normal clipboard that you use by
Edit > Copy/Cut/Paste or their respective keyboard shortcuts. Clipboard and
“Selection clipboard” can contain different contents at the same time.
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Function
Copy content

Paste content

Pasting into another
document

Clipboard

Edit > Copy Ctri+C

Edit > Paste Ctr/+V
pastes at the cursor
position.

No effect on the
clipboard contents.

Selection clipboard

Select text, table, or object.

Clicking the middle mouse
button pastes at the mouse
pointer position.

The last marked selection is
the content of the selection
clipboard.

Choosing options that affect all of OOo

Print options

Set the print options to suit your default printer and your most common printing

method. You can change these settings at any time, either through this dialog or
during the printing process (by clicking the Options button on the Print dialog).

1) In the Options dialog, click OpenOffice.org > Print.

2) On the OpenOffice.org — Print page (Figure 28), look at the Printer
warnings section near the bottom.

3) Here you can choose whether to be warned if the paper size or orientation
specified in your document does not match the paper size or orientation
available for your printer. Having these warnings turned on can be quite
helpful, particularly if you work with documents produced by people in
other countries where the standard paper size is different from yours.

Options - OpenOffice.org - Print g]

=

OpenOffice.
pEnics. o Reduce print data

(%) Marmal print quality

User Data
General Settings Far (%) Printer ) Print to File
Memory Print
Vigw tinker
Reduce transparency Reduce gradients
Path
Cilo:s (33 Automatically (%) Gradient: stripes [ 3
Fants () Mo transparency () Intermediate color
Security
QDDBBF_E!FEE Reduce bitmaps [ Conwert colars ko grayscale
cressibility
Java () High print quality
Load/Save

Language Settings
OpenOffice.org Base
Charts

Internet

() Resolution 200 DPI {default)
Include transparent objects

HEHER

Prinker warnings
Paper size

[l

[ [o]'4 ] [ Cancel ] [ Help ] [ Back

Figure 28. Choosing general printing options to apply to all OOo components
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Tip If your printouts are coming out incorrectly placed on the page or chopped
off at the top, bottom, or sides, or the printer is refusing to print, the most
likely cause is page size incompatibility.

Appearance options

Writing, editing, and page layout are often easier to do when you can see as much as
possible of what’s going on in your document. You may wish to make visible such
items as text, table, and section boundaries, and grid lines (see “Grid options” on
page 33). In addition, you might prefer different colors (from OOo’s defaults) for
such items as note indicators or field shadings.

On the OpenOffice.org — Appearance page (Figure 29), you can specify which items
are visible and the colors used to display various items.

1) In the Options dialog, click OpenOffice.org > Appearance.

2) To show or hide items such as text boundaries, select or deselect the
checkboxes next to the names of the items.

3) To change the default colors for items, click the down-arrow in the Color
Setting column by the name of the item and select a color from the pop-up
box.

4) To save your color changes as a color scheme, type a name in the Scheme
box and click Save.

Options - OpenOffice.org - Appearance

B Cpendffice.
peaserlBEatcl;g Color scheme
Memory
View Custam colors
Print
Paths on |Usar interface elements |CUIUr setting |Preview |
Colors General S
Fonts
Securit Document: background [ Automatic l:l
Accessibility [#] Text boundaries [ Automatic I:l
Java
LoadjSave Application background [ Automatic -
Language Settings . .
Openffice.org Writer [¥] Object boundaries [ Automatic l:l
OpenCffice.arg Writer 'Web bl boundari
OpenCffice.org Base Table boundaries [ Automatic I:l
Charts
Inkernst Fant color [ Automatic -
[ Unwisited links [ Automatic -
1 b e — .
[ [s]'4 I [ Cancel ] [ Help ] [ Back ]

Figure 29. Showing or hiding text, object, and table boundaries
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Choosing options for Writer

Settings chosen on the pages in the OpenOffice.org Writer section of the Options
dialog determine how your Writer documents look and behave while you are
working on them.

1) If the Options dialog is not already open, click Tools > Options.

2) Click the + sign by OpenOffice.org Writer in the left-hand section of the
Options — OpenOffice.org dialog. A list of subsections drops down.

General options

The choices on the OpenOffice.org Writer — General dialog affect the updating of
links and fields, the units used for rulers and other measurements, whether captions
are automatically added to selected objects such as tables or figures, paragraph
spacing, and tab stop behavior.

1) Choose OpenOffice.org Writer > General on the Options dialog (Figure

2) Keep in mind the following considerations when selecting options on this
page.
Options - OpenOffice.org Writer - General B|
OpenOffice.org
Load/Save Update
Language Settings Update links when loading Automnatically
= Opeggufgfsrnrg VWriter O Abways Flelds
Miews @) On request Charts
Formatting Aids .
Grid ) Never
g:iltc Fonts {Western) Settings
Table Measurement unit Centimeter v
Changes
Compatibility Tab stops 2.20cm E>
AutoCaption
Mail Merge E-mail
OpenOffice.org Writer/Web
OpenOffice.org Base
Charts
Internet
[ oK ] [ Cancel I [ Help I [ Back

Figure 30. Choosing general options for Writer

Update links when loading

Depending on your work patterns, you may not want links to be updated when you
load a document. For example, if your file links to other files on a network, you
won’t want those links to update when you are not connected to the network.
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Update fields and charts automatically

You may not want fields or charts to update automatically when you are working,
because that slows down performance.

Settings — Tab stops

The Tab stops setting is also used for the indent distance applied by the Increase
Indent and Decrease Indent buttons on the Formatting Bar.

View options

Two pages of options set the defaults for viewing Writer documents: View, and
Formatting Aids (described on page 33).

Choose OpenOffice.org Writer > View on the Options dialog (Figure 31).

If the items on this page are not self-explanatory, you can easily test their effects in a
blank document.

This is a good page to check if, for example, you can’t see graphics on the screen, or
you see field codes instead of the text or numbers you are expecting.

Options - OpenOffice.org Writer - View W|
OpenOffice.org . .
Load/Save Guides View
Language Settings [ Guides wehile moving Herizontal scrollbar
B OpenOffice.org Writer
P General 9 Simple handles [ vertical scrollbar
[ Large handles [ Ruler
Formatting Aids
Grid Display Herizontal ruler Centimeter %
E.?iiltc Fonis (viestern) Graphics and objects [ vertical ruler Centimeter | %
Table [ Tables [ smooth scroll
Changes -
Compatibility Drawings and controls
AutoCaption .
Mail Merge E-mail [ Feld codes
OpenOffice.org Writer/Web Notes
OpenOffice.org Base
Charts
Internet
{ OK I [ Cancel ] [ Help ] [ Back

Figure 31. Choosing view options for Writer
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Formatting aids options

The display of symbols such as paragraph ends and tabs help you when writing,
editing, and doing page layout. For example, you might want to know if any blank
paragraphs or tabs are included, or if any tables or graphics are too wide and intrude
into the margins of the page.

On the OpenOffice.org Writer — Formatting Aids page (Figure 32), select the
required checkboxes.

Options - OpenOffice.org Writer - Formatting Aids

OpenOffice.org

Load/Save Display of Direct cursor

Language Settings Faragraph end [ Direct cursor

B OpenOffice.org Writer

P General K Custom hyphens Insert

Wiews [ spaces (3} Paragraph alignment
Formatting Aids] _
Grid Mon-breaking spaces (! Left paragraph margin
Basic Fonts (Western) =
Print ¥ Tabs ) Tabs
Table [ Breaks ) Tabs and spaces
Changes O
?”mpat‘h_“‘tf AL Cursor in protected areas
AutoCaption [ Fields: Hidden text Enable

Mail Merge E-mail

OpenOffice.org Writer/Web Fields: Hidden paragraphs
OpenOffice.org Base
Charts
Internet
[ OK ] [ Cancel I [ Help I [ Back

Figure 32. Choosing formatting aid options

Note Direct cursor lets you enter text, images, tables, frames, and other objects
in any blank area in your document. OOo inserts blank paragraphs and
tabs to position the text or objects.

This feature is incompatible with rigorous use of styles and can lead to
many formatting oddities, so it should be avoided by professional writers.

The AutoCorrect tool automatically removes empty paragraphs, tabs, and
spaces that are inserted by the direct cursor. If you want to use the direct
cursor, then disable the AutoCorrect tool.

Grid options

Specifying “snap to grid” can be very helpful when you are trying to align several
objects such as graphics or tables. If the grid intervals (subdivisions) are too large,
you may find that you do not have enough control in placing the objects.
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On the OpenOffice.org Writer — Grid page (Figure 33), you can choose whether to
enable this feature and what grid intervals to use.

Options - OpenOffice.org Writer - Grid

OpenOffice.org .
Load/Save Grid
Language Settings [ snap to grid
B OpenOffice.org Writer
P General ? [ visible grid
View
Formatting Aids Resolution Subdivision
z ) Horizantal 1.27cm 5 Horizontal 1 < | point(s)
Basic Fants (Western)
Frint Vertical 1.27cm 2] Vertical 1 % | point(s)
Table
Changes [ synchronize axes
Compatibility
AutoCaption
Mail Merge E-mail
OpenOffice.org Writer/Web
OpenOffice.org Base
Charts
Internet
0K ] l Cancel ] [ Help ] l Back

Figure 33. Choosing grid options

Default fonts

The default fonts specified on the OpenOffice.org Writer — Basic Fonts (Western)
page apply to both Writer documents and HTML (Web) documents.

1) If you want to change the defaults, do so on the OpenOffice.org Writer —
Basic Fonts (Western) page (Figure 34). You can, of course, choose other
fonts for use in specific documents, either by applying direct formatting or
by defining and applying styles in those documents.

2) When choosing fonts on this page, you are not limited to single fonts or to
the ones shown in the drop-down list. You can specify a “font family”as a
set of fonts that includes those suitable for Windows, Macintosh, Linux, and
other operating systems. These choices are particularly important in HTML
documents.

3) If the document is viewed on a system that does not have the first font
specified, it will use one of the other fonts if that one is available.
Otherwise, it will substitute a font that is available on the system.

4) Type the list of fonts, separated by commas, in the boxes. If you want these
defaults to apply to the current document only, select that checkbox. The
Default button resets the values on this page to the defaults installed with
OpenOffice.org.
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Options - OpenOffice.org Writer - Basic Fonts (Western)

OpenOffice.org

Load/Save Basic fonts (Western)

Language Settings Font Size

B 0OpenoOffice.org Writer Default
General et Times News Roman ~ 12 e
View
Formatting Aids Heading Arial w| |14 -
Grid
Basic Fonts (Western)] List Times New Roman | |12 ~
Frint
Table Caption Times News Roman w | |12 -
Changes
Compatibility Index Times New Roman v 12 »
AutoCaption
Mail Merge E-mail [ current document only

OpenOffice.org Writer/\Web

OpenOffice.org Base

Charts

Internet

Default
OK l [ Cancel I [ Help I [ Back ]

Figure 34. Choosing default fonts

Print options

On the OpenOffice.org Writer — Print page (Figure 35), you can choose which items
are printed with the document by default. These options are in addition to those on
the OpenOffice.org — Print page (Figure 28).

Some considerations:

When you are working on drafts, and you want to save printer ink or toner,
you might want to deselect some of the items in the Contents section.

The Print black selection causes color text (but not graphics) to print as
black on a color printer; on a black-and-white printer, this option causes
color text to print as solid black instead of shades of gray (dithered).

Contrast Print black with Convert colors to grayscale on the Options —
OpenOffice.org — Print page (Figure 28),which prints all graphics as
grayscale on color printers. (On black-and-white printers, color in graphics
normally prints as grayscale.)

If you’re printing double-sided on a non-duplexing printer, you might
choose to print only left or right pages, then turn the stack over and print the
other pages.

Depending on how your printer ejects pages (face up or face down), you
might need to print the pages in reverse order so they stack in the correct
order as they are printed.
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Options - OpenOffice.org Writer - Print

OpenOffice.ar
anad;Sa\«e 9 Contents FPages Motes
Language Settings Graphics Left pages (@) None
B Openoffice.org Writer —
General [ Tables [l Right pages ) Notes anly
View Drawings [] Reversed ) End of document
Formatting Aids _
Grid Controlg [ Brochure () End of page
Basic Fonts (WWestern)
] Background
Table [ Print black
Changes
Compatibility Other
AutoCaption
Mail Merge E-mail [ Print autematically inserted blank pages
OpenOffice.org Writer/V/eb [ create single print jobs
OpenOffice.org Base
Charts [ paper tray from printer settings
Internet = N
Eax <Hone= hd
I oK l I Cancel I [ Help ] [ Back

Figure 35. Choosing print options for Writer

TIP

You can override any of these defaults when printing a document. Click

File > Print, then click the Options button on the Print dialog. The
dialog that appears is similar to the one shown in Figure 35.

Default table options

On the OpenOffice.org Writer — Table page (Figure 36), you can specify the default

table behavior.

Options - OpenOffice.org Writer - Table

OpenOffice.org

Load/Save Default
Language Settings Heading
B OpenoOffice.org Writer

Repeat on each page

General

View . [ o not split

Formatting Aids

Grid Border

Basic Fonts {Western)

Print Keyboard handling

Maove cells

Changes

Compatibility Rowe
AutoCaption

Mail Merge E-mail Column

OpenOffice.org Writer/Web
OpenOffice.org Base

Charts

Internet

Behavior of rows/columns
) Fixed

) Fixed, proportional

@ variable

Changes affect the adjacent area only
Changes affect the entire table

Changes affect the table size

Input in tables
[ Mumber recagnition

Insert cell
Rous
cotumn

J{

[ OK

Cancel

J

Help Back

Figure 36. Choosing default table options
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Some considerations:

If most of your tables will require borders or headings, select those
checkboxes. If most of your tables are used for page layout, deselect borders
and headings.

Number recognition can be very useful if most of your tables contain
numerical data; Writer will recognize dates or currency, for example, and
format the numbers appropriately. However, if you want the numbers to
remain as ordinary text, this feature can be quite irritating, so you’ll want to
deselect it.

The Keyboard handling section specifies the distances that cells move when
you use keyboard shortcuts to move them and the size of rows and columns
inserted using keyboard shortcuts.

The choices in the Behavior of rows/columns section determine the effects
that changes to rows or columns have on adjacent rows or columns and the
entire table. You might need to test these selections to fully understand the
effects.

Change tracking options

If you plan to use the change-tracking feature of Writer, use the OpenOffice.org
Writer — Changes page (Figure 37) to choose the way inserted and deleted material
is marked, whether and how attribute changes are marked, and whether and how
change bars are marked in the margins.

Options - OpenOffice.org Writer - Changes

=]

BHEEE

OpenOffice.org
Load/Save Text display
Language Settings Insertions
OpenOffice.org Writer -
P General E Attributes Underlined ~
|__Insert
Formatting Aids Color By author A
Grid Delet
Basic Fonts (VWestern) eletions
Print Attributes Strikethrough -
Table | elers
m Color By author A
Compatibility
AutoCaption Changed attributes
Mail Merge E-mail -
Attributes Bold b
OpenOffice.org Writer/Web - )
OpenOffice.org Base Color By author 3 Attl lbllteg
Charts
Internet Lines changed
. == - -
Color M Black ~ -
I QK l l Cancel I [ Help ] [ Back I

Figure 37. Choosing options for tracking changes
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Compatibility options

Do you need to import Microsoft Word documents into OOo Writer? If so, you
might want to select some or all of the settings on the OpenOffice.org Writer —
Compatibility page (Figure 38). If you’re not sure about the effects of these settings,
leave them as the defaults provided by OOo. For information about the settings not
described below, see the Help.

Use printer metrics for document formatting

If this checkbox is selected, the printer specified for the document determines how
the document is formatted for viewing on screen. The line breaks and paragraph
breaks you see on screen match those that apply when the document is printed on
that printer.

This setting can be useful when several people are reviewing a document that will
eventually be printed on a specific printer, or when the document is exported to PDF
(a process that uses “Adobe PDF” as the printer).

If this checkbox is not selected, a printer-independent layout will be used for screen
display and printing.

Options - OpenOffice.org Writer - Compatibility

OpenOffice.org

Load/Save Compatibility options for Untitled1
Language Settings Options
Fl OpenOffice.org Writer Use printer metrics for document formatting

General

View
Formatting Aids
Grid

Iv Add spacing between paragraphs and tables (in current document)
¥ add paragraph and table spacing at tops of pages (in current document)
™ Use OpenOffice.org 1.1 tabstop formatting
Basic Fonts (Western) [ Do not add leading (extra space) between lines of text
Print / ™ Use OpenOffice.org 1.1 line spacing
Table ¥ Add paragraph and table spacing at bottom of table cells
[ Use OpenOffice.org 1.1 object positioning

lhil' ™ Use OpenOffice.org 1.1 text wrapping around objects
i 1 Wi e vl itioni i
“AutoCaption ™ Consider wrapping style when positioning objects

Mail Merge E-mail
OpenOffice.org Writer/Web
OpenOffice.org Base
Charts
Internet

HEEH

Use as Default

[ o J[ et J[ o ][ eea |

Figure 38. Choosing compatibility options

Add spacing between paragraphs and tables (in current
document)

In OpenOffice.org Writer, paragraph spacing is defined differently than it is in MS
Word documents. If you have defined spacing between two paragraphs or tables,
spacing is also added in the corresponding MS Word documents.
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If this checkbox is selected, MS Word-compatible spacing is added between
paragraphs and tables in OpenOffice.org Writer documents.

Add paragraph and table spacing at tops of pages (in current
document)

You can define paragraphs to have space appear before (above) them. If this
checkbox is selected, any space above a paragraph will also appear if the paragraph
is at the beginning of a page or column, if the paragraph is positioned on the first
page of the document, or after a manual page break.

If you import an MS Word document, the spaces are automatically added during the
conversion.

Add paragraph and table spacing at bottom of table cells

Specifies that the bottom spacing is added to a paragraph, even when it is the last
paragraph in a table cell.

Use as Default button

Click this button to use the current settings on this page as the default in
OpenOffice.org.

AutoCaption options

Do you want OOo to automatically insert captions for tables, graphics, frames, and
OLE objects that have been inserted in a Writer document?

Note You may not always want captions for every table, for example if you use
tables for layout as well as for tables of data. You can always add captions
to individual tables, graphics, or other objects (right-click > Caption).

If you do want automatic captions on one or more object types:
1) Choose OpenOffice.org Writer > AutoCaption on the Options dialog.

2) On the OpenOffice.org Writer — AutoCaption page (Figure 39), select the
checkbox next to an object you want to be automatically captioned (Picture
in the example shown).
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Options - OpenOffice.org Writer - AutoCaption

OpenOffice.org
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B Openoffice.org Writer -
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Grid ™ OpenOffice.org Spreadsheet
Basic Fonts (Western) I” openOffice.org Chart Eosition Below

Numbering captiens by chapter

Table I Openoffice.org Presentation
Changes ™ OpenOffice.org Formula Level 1 R
Compatibility ™ Other OLE Objects

Separator

A D
Mail Merge E-mail

OpenOffice.arg Writer/Web

OpenOffice.org Base

Charts

Internet

Category and frame format

Character style MNone A

HEEE

1 Apply border and shadow

|F\gure 1: |

Lo I

Figure 39. Setting up a new category for automatic captions on graphics

Cancel I [ Help ] [ Back I

3) With the item highlighted, specify the characteristics of the caption. The
supplied categories for captions are Drawing, lllustration, Table, and Text.
However, you are not limited to the supplied categories. If you want to use
another name (for example, Figure) for the caption label, type the required
term in the box. In the example shown, I have added the category “Figure”
to the list.

For more information about numbering captions by chapter, character styles, frame
styles, and other items on this page, see other chapters in the Writer Guide.

Mail Merge E-mail options

You can produce form letters using Writer and then use the mail merge function to
personalize those letters and send them to a number of addresses taken from a data
source, such as an address book. Mail merged documents can be printed and mailed,
or you can send them by e-mail.

Use the Options — OpenOffice.org Writer — Mail Merge E-mail page (Figure 40) to
set up the user and server information for sending form letters by e-mail. If you are
not sure what information to put in any of the fields, consult your e-mail program or
your Internet service provider.
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Options - OpenOffice.org Writer - Mail Merge E-mail

=

0OpenOffice.org
Load/Save
Language Settings

User infarmation

Your name
OpenOffice.org Writer
General E-Mail address
View
Formatting Aids [[] send replies to different e-mail address
Grid
Basic Fonts (Western)
Print
Table Outgoing server (SMTP) Settings
Changes
S Fort |25
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AutoCaption , [ use secure connectian (S5L)
Mail Merge E-mail}
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Internet
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l Test Settings... ]
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Figure 40: Specifying settings for use when e-mailing mail-merged form letters

Choosing language settings

You may need to do several things to set the language settings to what you want:
+ Install the required dictionaries
+ Change some locale and language settings

» Choose spelling options

Install the required dictionaries

OpenOffice.org 2.0 automatically installs several dictionaries with the program. To
add other dictionaries, use File > Wizards > Install new dictionaries.

Change some locale and language settings

You can change some details of the locale and language settings that OOo uses for
all documents, or for specific documents.

1) Inthe Options dialog, click Language Settings > Languages.

Chapter 2 Setting up Writer 41



Choosing language settings

2) On the right-hand side of the Language Settings — Languages page (Figure
41), change the Locale setting, Default currency, and Default languages for
documents as required. In the example, English (Australia) has been chosen
as the locale, and the Australian dollar (AUD) for the currency. Although an
English (Australia) dictionary exists, the English (UK) dictionary has been
selected as the default language.

Options - Language Settings - Languages E‘

OEH

HEHEHE

COpenOffice.arg

LoadjSave Language of

Lan%ms User interface English (IS4} v
Writing Aids Locale setting English {australia) b

OpenOffice.org Writer

OpenCiffice.arg Witer 'ieb Decimal separator key Same as locale setting { . )

OpenCffice.arg Base

Charts Default currency AUD § English (Australia) v

Internet
Default languages for documents

Wiestern "% English (LK) A4
[Mane]
[Mane]

[ Ear the current document anly
Enhanced language support

[ Enabled for Asian languages

[] Enabled For comples: text layout (CTLY

[ [s]'4 I [ Cancel ] [ Help ] [ Back

Figure 41. Choosing language options

3) If you want the language (dictionary) setting to apply to the current
document only, instead of being the default for all new documents, select the
checkbox labeled For the current document only.

4) If necessary, select the checkboxes to enable support for Asian languages
(Chinese, Japanese, Korean) and support for CTL (complex text layout)
languages such as Hindi, Thai, Hebrew, and Arabic. If you choose either of
these checkboxes, the next time you open this page, you will see some extra
choices under Language Settings, as shown in Figure 42. These choices (
Searching in Japanese, Asian Layout, and Complex Text Layout) are not
discussed here.

5) Click OK to save your changes and close the dialog.
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Options - Language Settings - Languages g\
COpenOffice.org
Load(Save Language of
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Asian Layouk Decimal separator key Same as locale setting { . )
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Figure 42. Extra language setting choices when enhanced language support options are
selected

Note If you need to use non-Western languages, and especially if you need to
use more than one non-Western language in the same document, refer to
the tutorial, “OOo in a Multi-Lingual Environment.”

Choose spelling options
To choose the options for checking spelling:
1) In the Options dialog, click Language Settings > Writing Aids.

2) In the Options section of the Language Settings — Writing Aids page (Figure
43), choose the settings that are useful for you. Some considerations:

» If you don’t want spelling checked while you type, deselect Check
spelling as you type and select Do not mark errors. (To find the
second item, scroll down in the Options list.)

» Ifyou use a custom dictionary that includes words in all uppercase and
words with numbers (for example, AS/400), select Check uppercase
words and Check words with numbers.

» Check special regions includes headers, footers, frames, and tables
when checking spelling.

« Here, you can also check which user-defined (custom) dictionaries are
active by default, and add or remove dictionaries, by clicking the New
or Delete buttons.
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Options - Language Settings - Writing Aids

OpenOffice.org ; .
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Figure 43. Choosing languages, dictionaries, and options for checking spelling

Controlling Writer’s AutoCorrect functions

Some people find some or all of the items in Writer’s AutoCorrect feature annoying
because they change what you type when you don’t want it changed. Many people
find some of the AutoCorrect functions quite helpful; if you do, then select the
relevant checkboxes. But if you find unexplained changes appearing in your
document, this is a good place to look to find the cause.

To open the AutoCorrect dialog, click Tools > AutoCorrect/AutoFormat. (You
need to have a document open for this menu item to appear.) In Writer, this dialog
has five tabs, as shown in Figure 44.

AutoCorrect b_<|

|English {mustralia) |

Feplace || Exceptions |DDtiDns | Custom Quotes ‘word Completion

(]

|se replacement table

Correck T IMitial CaApitals

Capitalize First letter of every sentence

Automatic *bold* and _underline_

URL Recognition

Replace 1sk,,, with 1st, .,

Replace 1) .., with 14 ...

Replace dashes

Delete spaces and ktabs at beginning and end of paragraph
Delete spaces and kabs at end and start of line

Ignore double spaces

apply numbering - symbol: =

Apply border —
Create bable

Figure 44. The Au;o_ab;;éb_l_dialog in Writer
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Chapter 3
Working with Text

This chapter covers the basics of working with text in Writer, the word-processing
component of OpenOffice.org (O00). It assumes that you are familiar with the use
of a mouse and keyboard, and that you have read about Writer’s menus and toolbars
and other topics covered in Chapter 1 of this book, “Introducing Writer”.

We recommend that you also follow the suggestions in Chapter 2, “Setting up
Writer”, about displaying formatting aids such as end-of-paragraph marks, and
selecting other setup options.

When you have read this chapter, you should know how to:
« Select, cut, copy, paste, and move text
« Find and replace text
» Insert special characters
» Format paragraphs and characters
» Create numbered or bulleted lists
»  Check spelling, use the thesaurus, and choose hyphenation options

» Use the autocorrection, word completion, autotext, and line numbering
features

» Track changes, and undo and redo changes

Selecting text

Before you can do anything with text, you need to select it. Selecting text in Writer
is similar to selecting anything in other applications. In addition to selecting blocks
of text, you can select items that are not consecutive.
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Selecting items that are not consecutive
To select non-consecutive items (as shown in Figure 45) using the mouse:
1) Select the first piece of text.

2) Hold down the Control key and use the mouse to select the next piece of
text.

3) Repeat as often as needed.

4) Now you can work with the selected text (copy it, delete it, change the style,
or whatever).

Note Macintosh users: substitute the Command key when instructions in this
chapter say to use the Control key.

To select non-consecutive items using the keyboard:

1) Select the first piece of text. (For more information about keyboard
selection of text, see the topic “Navigating and Selecting With the
Keyboard” in the Help.)

2) Press Shifi+F§. This puts Writer in “ADD” mode. The word ADD appears
on the status bar.

3) Use the arrow keys to move to the start of the next piece of text to be
selected. Hold down the Shift key and select the next piece of text.

4) Repeat as often as needed.
5) Now you can work with the selected text.

6) Press Esc to exit from this mode.

The Country of the Blind

Three hundred miles and more from [@i§isIev4s
wastes of|8

, one hundred from the snows of Cotopaxi, in the wildest
OGNS there lies that mysterious mountain valley, cut off from all the world of men, the

. Long years 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 family
or so of Peruvian hal f-breeds fleeing from the lust and tyranny of an evil EJiEWEWEIE. Then came the
stupendous outbreak of Mindobamba, when it was night in [ for seventeen days, and the water was boiling
at Yaguachi and all the fish floating dying even as far as [EiRgEN; everywhere almw slopes there
were land-slips and swift thawings and sudden floods, and one whole side of the old crest slipped and
came down in thunder, and cut off the [@VINTGERGIFSIING| for ever from the exploring feet of men. But one of
these early settlers had chanced to beon the hither side ofthe gorges when the world had so terribly shaken
itself, and he perforce had to forget his wife and his child and all the friends and possessions he had left up

Figure 45: Selecting items that are not next to each other
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Cutting, copying, and pasting text

Cutting and copying text in Writer is similar to cutting and copying text in other
applications. After selecting text, you can use the mouse or the keyboard for these
operations.

(]

Cut: Use Edit > Cut or the keyboard shortcut Control+X or the Cuticonon g
the toolbar.

Al
Copy: Use Edit > Copy or the keyboard shortcut Control+C or the Copy icon. 53

Paste: Use Edit > Paste or the keyboard shortcut Control+V or the Paste icon. @

If you simply click on the Paste icon, any formatting the text has (such as bold or
italics) is retained. To make the pasted text take on the formatting of the surrounding
text where it is being pasted, click the triangle to the right of the Paste icon and
select Unformatted text from the menu. See Figure 46.

% i ‘g - .;g;. BH - =
OpenOffice, arg Wriker
DDE lirk:
HTML (HwvperText Markup Language)
Formatted text [RTF]
IInformatted text

Figure 46: Paste menu

Moving paragraphs quickly

1) Put the cursor anywhere in the paragraph.
2) Press Control+Alt.
3) Holding the Control+Alt keys down, press the up-arrow or down-arrow key.

The paragraph will move to before the previous paragraph or after the next
paragraph in your document. To move more than one paragraph at a time, select at
least part of both paragraphs before pressing the Control+Alt+arrow keys.

If you are using Solaris, the key combination is Control+AltGr+arrow keys.

TIP If your paragraphs suddenly jumped from one place to another, the most
likely reason is that you have accidentally pressed one of these key
combinations.
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Finding and replacing text

When looking for certain words in a 3000 word essay, it would be inefficient (and
close to impossible!) to go through every word manually. Writer has a Find and
Replace feature that automates the process of searching for text inside a document.

In addition to finding and replacing words and phrases, you can:
» Use wildcards and regular expressions to fine-tune a search.
» Find and replace specific formatting.

» Find and replace paragraph styles.

To display the Find & Replace dialog (Figure 47), use the keyboard shortcut
Control+F or select Edit > Find & Replace.

Find & Replace
Search For =
a 54
Repl ith
b 4l
Replace All
[] Match case

[ whale words anly

[ b |

Figure 47: The Find & Replace dialog

Close

1) Type the text you want to find in the Search for box.

2) To replace the text with different text, type the new text in the Replace with
box.

3) You can select various options such as matching the case, matching whole
words only, or doing a search for similar words. (See below for some other
choices.)

4) When you have set up your search, click Find. To replace text, click
Replace instead.

TIP If you click Find All, Writer selects all instances of the search text in the
document. Similarly, if you click Replace All button, Writer will replace
all matches.
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Caution Use Replace All with caution; otherwise, you may end up with
some hilarious (and highly embarrassing) mistakes. A mistake with
Replace All might require a manual, word-by-word, search to fix.

Use wildcards (regular expressions)

Wildcards (also known as a regular expressions) are combinations of characters that
instruct OOo how to search for something. Regular expressions are very powerful
but not very intuitive. They can save time and effort by combining multiple finds
into one.

Table 1 shows a few of the regular expressions used by OOo.

Table 1. Examples of search wildcards (regular expressions)

To find Use this Examples and comments
expression

Any single . b.d finds bad, bud, bid, and bed.
character
Any string of 5o b.*d finds bad, brand, and board.
characters
One of the [ b[iu]n finds bin and bun.
specified
characters
Any single [-] [r-t]eed finds reed, seed, and teed; ranges
character in this must be in alphabetically ascending order.
range
Any single [*] p[“a]st finds post and pest, but not past.

character except
the characters
inside the brackets

The beginning of \< \<log finds logbook and logistics, but not
a word catalog.

The end of a word \> log\> finds catalog, but not logistics.

A paragraph $ Does not work as a replacement character.
marker Use \n instead.

A line break \n Finds a line break that was inserted with

Shift+Enter. When used as a replacement
character, it inserts a paragraph marker.

TIP The online help describes many more regular expressions and their uses.
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Note To search for a character that is defined as a wildcard, type a backslash
(\) before the character. For example, to find the text $5.00, you would
search for 1$5\.00.

To use wildcards and regular expressions when searching and replacing:

1) On the Find & Replace dialog, click More Options to see more choices. On
this expanded dialog (Figure 48), select the Regular expressions checkbox.

2) Type the search text, including the wildcards, in the Search for box and the
replacement text (if any) in the Replace with box. Not all regular
expressions work as replacement characters; the line break (\n) is one that
does work.

3) Click Find, Find All, Replace, or Replace All (not recommended).

Find & Replace
Search For i
4 b
Find All
Replace All

[] match case
[] whole wards anly

Less Options & Help ] Close

Attributes. ..
[ Backwards

. Format. ..
[ reqular expressions

[] similarity search

[] search For Skyles

Figure 48: Expanded Find & Replace dialog
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Find and replace specific formatting

A very powerful use of Find & Replace takes advantage of the format option. For
example, you might want to replace underlined words with italics.

On the Find & Replace dialog (with More Options displayed, as in Figure 48):

1)

2)

3)

4)

To search for text with specific formatting, enter the text in the Search for
box. To search for specific formatting only, delete any text in the Search for
box.

Click Format to display the Text Format (Search) dialog. The tabs on this
dialog are similar to those on the Paragraph format and Paragraph Style
dialogs. Choose the formats you want to search for, and then click OK. The
names of selected formats appear under the Search for box. For example,
you might search for all text in 14-point bold Helvetica.

To replace text, enter the replacement text in the Replace with box.

To search for specific text with specific formatting (for example, the word
“hello” in bold), specify the formatting, put the text in the Search for box
and leave the Replace with box blank.

To remove specific character formatting, click Format, select the Font tab,
then select the opposite format (for example, No Bold). The No Format
button on the Find & Replace dialog clears all previously selected formats.

Click Find, Find All, Replace, or Replace All.

TIP Unless you plan to search for other text using those same attributes,

click No Format to remove the attributes after completing your search.
If you forget to do this, you may wonder why your next search fails to
find words you know are in the document.

Find and replace paragraph styles

If you combine material from several sources, you may discover that lots of
unwanted paragraph styles have suddenly shown up in your document. To quickly
change all the paragraphs of one (unwanted) style to another (preferred) style:

1) On the expanded Find & Replace dialog (Figure 48), select Search for

Styles. (If you have attributes specified, this checkbox is labeled Including
Styles.) The Search for and Replace with boxes now contain a list of styles.

2) Select the styles you want to search for and replace.

3) Click Find, Find All, Replace, or Replace All.
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Inserting special characters

A “special” character is one not found on a standard English keyboard. For example,
© % & ¢ 0o ¢ are all special characters. To insert a special character:

1) Place the cursor in your document where you want the character to appear.

2) Click Insert > Special Character to open the Special Characters dialog
(Figure 49).

3) Select the characters you wish to insert, in order, then click OK. The
selected characters are shown in the lower left of the dialog. As you select
each character, it is shown on the lower right, along with the numerical
code for that character.

Note Different fonts include different special characters. If you do not find a
particular special character you want, try changing the Font selection.

Special Characters
Faont Times Mews Roman w || Subset Basic Greek, v
H|T|O|¥ | R|({|A|B|T|A|E|JE|H|®|I|K
AMIN|E|lO|O|P|Z|(T|Y|®|X|¥|Q|I|T —
6le|n|i|0|a|B|v|ofelc|n|o]|e x|
Rlwl|le&|lo|m|lpls|aflt|v|g || |w|lw|[il]|d
alo|a|E|B|C|e|ls|1|i|J|h|®B|R|K|F
U|la|B|B|T|A|E|®|3|H|H|K | D |M|[H|O
MIP|C|T|¥ |9 |X|0|9|M[I|DB|B|b |3 |

{_ Characters: wfyhs :'

Figure 49: The Special Characters dialog, where you can insert special characters.

TIP Notice that the characters selected appear in the bottom-left corner of
the dialog.

Inserting dashes and non-breaking spaces

Non-breaking spaces

To prevent two words from being separated at the end of a line, press Control+
spacebar after the first word.
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Non-breaking hyphen

You can use a non-breaking hyphen in cases where you do not want the hyphen to
appear at the end of a line. Examples of non-breaking hyphens are: in a range such
as A-Z, or the hyphens in a telephone number such as 123-4567. To insert a non-

breaking hyphen, press Shift+Ctri+minus sign.

En and em dashes

To enter en and em dashes, use the Replace dashes option under Tools >
AutoCorrect > Options (Figure 55). This option replaces two hyphens, under
certain conditions, with the corresponding dash.

Formatting paragraphs

You can apply many formats to paragraphs using the buttons on the Formatting
toolbar. Figure 50 shows the Formatting toolbar as a floating toolbar, customized to

show only the buttons for paragraph formatting.

TIP It is highly recommended that you use paragraph styles rather than
manually formatting paragraphs, especially for long or standardized
documents. For information on the advantages of styles and how to use
them, see Chapter 6, “Introduction to Styles”.

Formatting r X
dnd | Default vilEIE=E=s|E|IEES|IEEEE| N
1 2 34 5 6 7 89 10 1112 13 14
1 Open Styles and 5 Align Right 10 Numbering On/Off
Formatting window 6 Justified 11 Bullets On/Off
2 Apply Style 7 Line Spacing: 1 12 Decrease Indent
3 Align Left 8 Line Spacing: 1.5 13 Increase Indent
4 Centered 9 Line Spacing: 2 14 Paragraph format dialog

Figure 50: Formatting toolbar, showing buttons for paragraph formatting

Figure 51 shows examples of the different alignment options.

Left aligned text.
Centered text.
Right aligned text.

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

margin.
Figure 51: Different text alignment options
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Setting tab stops and indents

The horizontal ruler shows both the default tab stops and any that you have defined.
To set the measurement unit and the spacing of default tab stops, go to Tools >
Options > OpenOffice.org Writer > General.

You can also set or change the measurement unit by right-clicking on the ruler to
open a list of units, as shown in Figure 52. Click on one of them to change the ruler
to that unit.

[lc

Millimeter
v Centimeker
Inch

. Paink
f Pica

Figure 52: Ruler showing default tab stops

Double-click on a blank part of the ruler to open IR LT
the Indents & Spacing tab of the Paragraph dialog. ERE R T
Double-click on the ruler itself to open the Tabs \Click on the blank
page of the Paragraph dialog (Figure 53). part of the ruler.

To fine-tune tab stop settings, use the 7ubs page of the Paragraph dialog (Figure 53).

Paragraph ﬁ

| Backaround
| Indents & Spacing || Alignment || Text Flow || Mumbering [Tabs |Dr0pCaps || Borders

Pasition Type
&.00cm] @ Left
6.00cmm () Right

) Centered
() Decimal

2=

Delete All

Character

[k kL F

Fill characker

@ MNone

() Character |:|

[ (o4 ][ Cancel ][ Help ][ Reset

Figure 53: Specifying tab stops and fill characters
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Formatting characters

You can apply many formats to characters using the buttons on the Formatting
toolbar. Figure 54 shows the Formatting toolbar as a floating toolbar, customized to
show only the buttons for character formatting.

TIP It is highly recommended that you use character styles rather than
manually formatting characters. For information on the advantages of
styles and how to use them, see Chapter 6, “Introduction to Styles”.

Formatting r X
JkyJ Default * | |Times New Foman L 12| A IB .Iir IQ ﬁiﬂ .I”Itﬁ _f JI; il' aip e % o ?"&
1 2 3 4 567 8 9 1011 12 13 14 15

1 Open Styles and 5 Bold 10 Increase Font 15 Open Character
Formatting window 6 ltalic 11 Reduce Font Format dialog

2 Apply Style 7 Underline 12 Font Color

3 Font Name 8 Superscript 13 Highlighting

4 Font Size 9 Subscript 14 Background Color

Figure 54: Formatting toolbar, showing buttons for character formatting

TIP To remove manual formatting, select the text and click Format > Default
Formatting, or right-click and select Default Formatting from the
pop-up menu.

Autoformatting

Writer can be set to automatically format parts of a document according to the
choices made on the Options tab of the AutoCorrect dialog (Tools > AutoCorrect >
Options). See Figure 55.

TIP If you notice unexpected formatting changes occurring in your document,
this is the first place to look for the cause.

The online help describes each of these choices, and how to activate the
autoformats. Some common unwanted or unexpected formatting changes include:

» Horizontal lines. If you type three or more hyphens (---), underscores ()
or equal signs (===) on a line and then press Enter, the paragraph is
replaced by a horizontal line as wide as the page. The line is actually the
lower border of the preceding paragraph.
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AutoCorrect

English {fwstralia)

Replacre | Exceptions |Options | Custom Quotes | Word Completion

URL Recognition PN
Replace 1st.., with 1k, ., m
Replace 172 .., with 14 ...

Replace dashes

Delete spaces and kabs at beginning and end of paragraph
Delete spaces and kabs at end and start of line

Ignore double spaces

Apply numbering - symbol: =

Apply border

Create table

Apply Skyles

Remowve blank paragraphs

Replace Custom Skyles

Replace bullets with: =

Replace "standard" quotes with *custom™ quokes

Zombine single line paragraphs if length greater than 50%o

—
—
[

TIRTTE

L o o

=117

[M]: Replace while modifving existing text
[T]: AutoFormat!autoCorrect while byping

I o] H Cancel ” Help H Reset

Figure 55: Autoformat choices on the Options tab of the AutoCorrect dialog

+ Bulleted and numbered lists. A bulleted list is created when you type a
hyphen (-), star (*), or plus sign (+), followed by a space or tab at the
beginning of a paragraph. A numbered list is created when you type a
number followed by a period (.), followed by a space or tab at the beginning
of a paragraph. Automatic numbering is only applied to paragraphs
formatted with the Default, Text body or Text body indent paragraph styles.

To turn autoformatting on or off, go to Format > AutoFormat (Figure 56) and
select or deselect the items on the submenu.

o While Typing automatically formats the document while you type.

« If While Typing is deselected, you can select Apply to automatically format
the file.

*  Apply and Edit Changes automatically formats the file and then opens a
dialog where you can accept or reject the changes.
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Table Tools ‘Window Help

Default Formatting  Chrl+Shift+Space % - g

Character...

<

==}
~
c
]

Paragraph...
Bullets and Mumbering. ..

Page...

Change Case +
Colurmns, ..

Styles and Faormatking F11
AukoFormat 3« While Typing

Apply

Apply and Edit Changes

Anchor
Wrap

Figure 56.: Turning autoformatting on or off’

Creating numbered or bulleted lists

There are several ways to create numbered or bulleted lists:
» Use autoformatting, as described above.
» Use list styles, as described in Chapter 7, “Working with Styles”.

+ Use the Numbering and Bullets icons on the paragraph formatting toolbar
(see Figure 50). This method is described here.

To produce a numbered or bulleted list, select the paragraphs in the list, and then
click on the appropriate icon on the toolbar.

Note It is a matter of personal preference whether you type your information
first, then apply Numbering/Bullets, or apply these as you type.

Using the Bullets and Numbering toolbar

You can create a nested list (where one or more list items has a sublist under it, as in
an outline) by using the buttons on the Bullets and Numbering toolbar (Figure 57).
You can move items up or down the list, or create subpoints, and even change the
style of bullets.

TIP It is possible to move a list entry up, together with all of its sub-entries.
You can do this by clicking the Move up with Sub-Poeints button,
which is located next to the standard move buttons.
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Bullets and Numbering > X

S | S P EIF LM ERE

1 2 3 4 5 6 7 8 9 10 11 12 13 14
1 Bullets On/Off 8 Insert Unnumbered Entry
2 Numbering On/Off 9 Move Up
3 Numbering Off 10 Move Down
4 Up One Level 11 Move Up with Subpoints
5 Down One Level 12 Move Down with Subpoints
6 Move Up (One Level) with Subpoints 13 Restart Numbering
7 Move Down (One Level) with Subpoints 14 Bullets and Numbering

Figure 57: Bullets and Numbering toolbar

Using footnotes and endnotes

Footnotes appear at the bottom of the page on which they are referenced. Endnotes
are collected at the end of a document.
To work effectively with footnotes and endnotes, you need to:

+ Insert footnotes.

+ Define the format of footnotes.

+ Define the location of footnotes on the page (see Chapter 4, “Formatting
Pages”).

Inserting footnotes

To insert a footnote, put the cursor where you want the footnote marker to appear.
Then click Insert > Footnote, or click the Insert Footnote Directly icon on the
Insert toolbar (see Figure 58).

Insert * X

H-O- Y E dE 8E H-B | Indexesand Tables ° - Z] &

Insert Footnote Directly

Figure 58: Using the Insert Footnote Directly icon on the toolbar

=
(il

A footnote marker is inserted in the text, and the cursor is relocated to the footnote
area at the bottom of the page (or to the endnote area at the end of the document).
Type the footnote content in this area.

If you use Insert > Footnote, the Insert Footnote dialog (Figure 59) is displayed.
Here you can choose whether to use the automatic numbering sequence specified in
the footnote settings, and whether to insert the item as a footnote or endnote.
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Insert Footnote

Murnbering
® o

() character

Tvpe
(%) Footnote

) Endnote

o

Cancel

Help

Figure 59: Inserting a footnote directly

If you use the Insert Footnote Directly icon, the footnote automatically takes on
the attributes previously defined in the Footnote Settings dialog (Figure 60).

You can edit an existing footnote the same way you edit any other text.

To delete a footnote, delete the footnote marker. The contents of the footnote are
deleted automatically, and the numbering of other footnotes is adjusted

automatically.

Defining the format of footnotes

To format the footnotes themselves, click Tools > Footnotes. On the Footnote
Settings dialog (Figure 60), choose settings as required. The Endnotes tab has

similar choices.

Footnote Settings

Footnotes |Endnotes

AutoMumbering

Conkinuation notice
End of fooknaoke

Start of next page

Figure 60: Defining footnote formatting

Murnbering vj Start at 1 o
Counting Petr document v
Before After
Position (%) End of page
) End of docurnent
Shyles Character Styles
Paragraph Footnote v Text area Footnote anchor v
Fooknoke Fooknote area Footnote Characters v
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Checking spelling

Writer provides a spelling checker which can be used in two ways.

— AutoSpellcheck checks each word as it is typed and displays a wavy red line
-~ under any misspelled words. Once the word is corrected, the red wavy line
disappears.

To perform a separate spellcheck on the document (or a text selection) click
-& the Spellcheck button. This checks the document or selection and opens the
Spellcheck dialog (Figure 61) if any misspelled words are found.

Here are some more features of the spelling checker:

*  You can change the dictionary language (for example, to Spanish, French or
German) on the Spellcheck dialog.

*  You can add a word to a dictionary. Click Add in the Spellcheck dialog and
pick the dictionary to add it to.

» The Options dialog of the Spellcheck tool has a number of different options
such as whether to check uppercase words and words with numbers. It also
allows you to manage custom dictionaries, that is, add or delete dictionaries,
and add or delete words in a dictionary.

* On the Font tab of the Paragraph Styles dialog, you can set paragraphs to
spell-check in a specific language (different from the rest of the document).
See Chapter 7, “Working with Styles” for more information.

Spellcheck: (English {UK}))

Mok in dictionary

brefly || Ignore Cnce

Ianore All

Suggestions

briefly Change

Change All

AukaCorrect

Dictionary language #R% English (LK) ™

T ——

Figure 61: Selecting a word from dictionary using the Spellcheck dialog

60 Chapter 3 Working with Text



Using the thesaurus

Using the thesaurus

The thesaurus offers alternative words and phrases. Select the word or phrase you
want to find alternatives for and select Tools > Language > Thesaurus or press
Control+F7. Click on a meaning to show alternative words and phrases for that
meaning of the word. For example, when given the word “house”, the thesaurus
offers several meanings, including “dwelling”, “legislature” and “sign of the
zodiac”. If you click on “dwelling”, you will see “dwelling”, “home”, “domicile”,

“abode” and other alternatives, as shown in Figure 62.

Thesaurus (English (USA))

o
Word Replace
{noun) dwelling | | dwelling - |
{noun) leqgislature (= |home [ LanQuane.,
{noun) building I domicile |
{noun) Farnily abode

noun) theater 1| |habitakion ]

5-\.-\. .-\":: Fivme .v. A llimm by - .v.

Figure 62: The thesaurus offers alternatives to words

Note If the current language does not have a thesaurus installed, this feature
is disabled.

Hyphenating words

To turn automatic hyphenation of words on or off:
1) Press F'11 to open the Styles and Formatting window (Figure 63).

2) On the Paragraph Styles page of the Styles and Formatting window, right-
click on Default and select Modify.

3) On the Paragraph Style dialog, go to the Text Flow tab (Figure 64).
4) Under Hyphenation, select or deselect the Automatically checkbox.
5) Click OK to save.
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Styles and Formatting ]

HEDCDE -

Heading

Heading 1

Heading 10

Heading 2

Heading 3

Heading ™
e mdimn L i,

Autornatic V

Figure 63: Modifying a style

Paragraph Style: Default
Mumbering Tabs Drop Caps Background Borders
Organizer Indents & Spacing alignment | Text Flow | Font | Font Effects Pasition

Hyphi
2 | Characters at line end
2z  [#| characters at line begin
a 3 Mazxzimum number of consecutive hyphens

Figure 64: Turning on automatic hyphenation

Note Turning on hyphenation for the Default paragraph style affects all other
paragraph styles that are based on Default. You can individually change
other styles so that hyphenation is not active; for example, you might
not want headings to be hyphenated. Any styles that are not based on
Default are not affected. For more on paragraph styles, see Chapter 6,
“Introduction to Styles” and Chapter 7, “Working with Styles”.

You can also set hyphenation choices through Tools > Options > Language
Settings > Writing Aids. In Options, near the bottom of the dialog, scroll down to
the find the hyphenation settings (see Figure 65).

To change the minimal number of characters for hyphenation, the minimum number
of characters before a line break, or the minimum number of characters after a line
break, select the item, and then click Edit.
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Options

Minimal nurmber of charackers for hyphenation: 5
Characters before line break: 2
Charackers after line break: 2
N Hyphenate without inquiry
[v Hyphenate special regions o

Figure 65: Setting hyphenation options

Hyphenate without inquiry specifies that you will never be asked for to manually
hyphenate words that the hyphenation dictionary does not recognise. If this box is
not selected, when a word is not recognized a dialog will open where you can
manually enter hyphens.

Hyphenate special regions specifies that hyphenation will also be carried out in
footnotes, headers and footers.

Notes Hyphenation options set on the Writing Aids dialog are effective only if
hyphenation is turned on through paragraph styles.

Choices on the Writing Aids dialog for “characters before line break”
and “characters after line break” override settings in paragraph styles
for “characters at line end” and “characters at line begin”. This is a bug.

To enter a conditional hyphen inside a word, press Control+minus sign. The word is
hyphenated at this position when it is at the end of the line, even if automatic
hyphenation for this paragraph is switched off.

Using AutoCorrect

Writer’s AutoCorrect function has a long list of common misspellings and typing
errors, which it corrects automatically. For example, “hte” will be changed to “the”.
Select Tools > AutoCorrect to open the AutoCorrect dialog. There you can define
what strings of text are corrected and how. In most cases, the defaults are fine.

TIP AutoCorrect is turned on by default. To turn it off, uncheck Format >
Autoformat > While typing.

» To stop Writer replacing a specific spelling, use Tools > AutoCorrect >
Replace, highlight the word pair and click Delete.

+ To add a new spelling to correct, type it into the Replace and With boxes and
click New.

» See the different tabs of the dialog for the wide variety of other options
available to fine-tune AutoCorrect.
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TIP AutoCorrect can be used as a quick way to insert special characters. For
example, (c) will be autocorrected to ©. You can add your own special
characters.

Using word completion

If Word Completion is enabled, Writer tries to guess which word you are typing and
offers to complete this word for you. To accept the suggestion, press Enter.
Otherwise, continue typing.

TIP Many people prefer not to use Word Completion. If you do not want to
use it, select Tools > AutoCorrect > Word Completion and uncheck
Enable Word Completion.

You can customize word completion from the Tools > AutoCorrect > Word
Completion tab (Figure 66).

* Add (append) a space automatically after an accepted word.

» Show the suggested word as a tip (hovering over the word) rather than
completing the text as you type.

AutoCorrect

English {Australia)

Replace | Exceptions || Options | Custom Quotes |¥Word Completion
Enable word completion

[] append space
[] show as tip

[ collect wards

Accept with

Enter v:

Min, word length

o £5
Max, entries
S00 e

I Ok H Cancel ][ Help ” Resek

Figure 66.: Customizing word completion
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Change the maximum number of words remembered for word completion
and the length of the smallest words to be remembered.

Delete specific entries from the word completion list.

Change the key that accepts a suggested entry—the options are right arrow,
End key, Return (Enter), and Space bar.

Note Automatic word completion only occurs after you type a word for the

second time in a document.

Using AutoText

AutoText allows you to assign text, tables, graphics and other items to a key
combination. For example, rather than typing out “Senior Management”, you just
have to type “sm” and press F3. Or you can save a formatted Tip (like the one on the
next page) as AutoText and then inserting a copy by typing “tip” and pressing F3.

To insert AutoText, type the shortcut and press F3.

To assign some text to an AutoText shortcut:

1)
2)
3)
4)

5)

6)

Type the text into your document.
Select the text.
Go to Edit > AutoText (or press Control+F3).

Enter a name for your shortcut. Writer will suggest a one-letter shortcut,
which you can change.

Click the AutoText button on the right of the AutoText dialog and select
New (text only) from the menu.

Click Close to return to your document.

TIP If the only option under the AutoText button is Import, either you have

not entered a name for your AutoText or there is no text selected in the
document.

AutoText is especially powerful when assigned to fields. See Chapter 14, “Working
with Fields” for more information.
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Line numbering

Line numbering puts line numbers in the margin. The line numbers are displayed on
screen and are printed.

Click Tools > Line Numbering and select the Show numbering checkbox in the top
left corner. Then click OK.

Figure 67 shows an example with numbering on every line.

—

Line numbering puts ine numbers in the me

Click on Tools = Line Numbering and sele

corner. Then click OKY

Tou can choose how many lines are numbet]
numbering type and whether numbers restar
yoll choose) can be set on a different numbe
7 numbering puts ine numbers m the margin.

Ln L R R P T

Figure 67: Line numbering example

You can choose how many lines are numbered (for example, every line or every
tenth line), the numbering type and whether numbers restart on each page. In
addition, a text separator (any text you choose) can be set on a different numbering
scheme (one every 12 lines, for example). See Figure 68.

Line Numbering,
[
View
Character Style Line numbering w
Farmat 12,3, v
Position Left RV
Spacing 0.50cm o
Interval 5 2 lines
Separator Counk
Text EBlank lines

— [ Lines in text frames

Every 3 ¥ Lines
I:‘ Restart every new page

Figure 68: The Line Numbering dialog
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Undoing and redoing changes

Undoing and redoing changes

To undo the most recent change, press Control-Z, click the Undo icon t-. " on the
Standard toolbar, or select Edit > Undo from the menu bar.

The Edit menu shows the latest change that can be undone, as shown in Figure 69.

.lb‘_'“‘ Untitled1 - OpenOffice.org Writer

File Edit Yiew Insert Format Table Tools Mindow Help
: E=  Undo: Delete 'select the Show numbering checkbox in the top left corner, Then dlick 0K’ Cerl+2
Redo: Typing: 'do’ kY
Figure 69: Edit > Undo last action

Click the small triangle to the right of the Undo icon to get a list of all the changes
that can be undone (Figure 70). You can select multiple changes and undo them at
the same time.

- AE-w MO EENT
Delete 'select the Show numbering checkbox in the top left o
Twping: e’

qPaste clipboard

|Paste dipboard

Undao 0 actions

Figure 70: List of actions that can be undone

After changes have been undone, Redo becomes active. To redo a change, select
Edit > Redo, or press Control+Y or click on the Redo icon @ - As with Undo,

click on the triangle to the right of the arrow to get a list of the changes that can be
reapplied.

To modify the number of changes OpenOffice.org remembers, select Tools >
Options > OpenOffice.org > Memory and change Undo — Number of steps. Be
aware that asking OOo to remember more changes makes it consume more memory.
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Tracking changes to a document

You can use several methods to keep track of changes made to a document.

Make your changes to a copy of the document (stored in a different folder,
or under a different name, or both), then use Writer to combine the two files
and show the changes you made. Click Edit > Compare Document. This
technique is particularly useful if you are the only person working on the
document, as it avoids the increase in file size and complexity caused by the
other methods.

Save versions that are stored as part of the original file. However, this method
can cause problems with documents of non-trivial size or complexity,
especially if you save a lot of versions. Avoid this method if you can.

Use Writer’s change marks (often called “redlines” or “revision marks™) to
show where you have added or deleted material, or changed formatting.
Later, you or another person can review and accept or reject each change.

TIP Not all changes are recorded. For example, changing a tab stop from

align left to align right, and changes in formulas (equations) or linked
graphics are not recorded.

Preparing a document for review

When you send a document to someone else to review or edit, you may want to
prepare it first, so the editor or reviewer does not have to remember to turn on the
revision marks. After you have protected the document, any user must enter the
correct password in order to turn off the function or accept or reject changes.

1)

2)

3)

Open the document. To check whether it contains multiple versions, click
File > Versions. If multiple versions are listed, save the current version as a
separate document with a different name, and use this new document as the
review copy.

With the review copy open, make sure that change recording is turned on.
The Edit > Changes > Record menu item has a check mark next to it when
recording is turned on.

Click Edit > Changes > Protect Records. On the Enter Password dialog,
type a password (twice) and click OK.

Note Passwords must contain at least five characters. It is not necessary to

password protect the document while preparing it for review.
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Recording changes
See Chapter 2, “Setting up Writer” for instructions on setting up how your changes
will be displayed.
1) To begin tracking (recording) changes, click Edit > Changes > Record.
To show or hide the display of changes, click Edit > Changes > Show.

TIP Hold the mouse pointer over a marked change; you will see a Help Tip
showing the type of change, the author, date, and time of day for the
change. If Extended Tips are enabled, you will also see any comments
recorded for this change.

2) To enter a comment on a marked change, place the cursor in the area of the
change and then click Edit > Changes > Comment. (See Figure 71.) In
addition to being displayed as an extended tip, the comment is also
displayed in the list in the Accept or Reject Changes dialog.

[ = =]

Comment: Deletion
Cankents
Author Jean Hollis ‘Weber, 25/04/2005 19
Text Cancel

This is a comment on some deleted material | A

ey

Help

d
a

<] 3]

Inserk

Figure 71: Inserting a comment during change recording

To move from one marked change to the next, use the arrow buttons. If no
comment has been recorded for a change, the Text field is blank.

3) To stop recording changes, click Edit > Changes > Record again.
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Inserting notes
To insert a note that is not associated with a recorded change:

1) Place the cursor at the text you want to comment on, then click Insert >
Note.

2) On the Insert Note dialog (Figure 72), type your note. Click the Author
button to insert your initials and the date and time.

To view a note, move the mouse pointer over the note marker (displayed as a small
yellow rectangle). Writer displays the note in a Tip above the text. You can also
double-click on the note to see it inside the Edit Note dialog. If you have trouble
viewing or selecting notes this way, you can use the Navigator instead: expand the
list of notes, select the one you want, right-click on it, select Note, and then select
Edit to display the Edit Note dialog.

o S

Insert Mote

Contenks
Authior IHW, 25/04/2005

Ok

This is a nokte, not associaked with a tracked | A
change. I have clicked the "Author" butkon 1
after byping this note,

-—-- JHW, 25/04/2005, 20:03 -

Help

&) 2]

Insert Author

Figure 72: Inserting a note

The Edit Note dialog looks much like the Insert Note dialog, with the addition of
forward and back arrow buttons if the document contains more than one note.

TIP You can change the color of the note marker using the Tools > Options
> OpenOffice.org > Appearance dialog. (In the Text Document section
— Note Indicator.)
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Accepting or rejecting changes and comments

1) Click Edit > Changes > Accept or Reject. The Accept or Reject Changes
dialog (Figure 73) opens.

2) When you select a change in the dialog box, the actual change is highlighted
in the document, so you can see what the editor changed.

3) Click Accept or Reject to accept or reject the selected change. You can also
click Accept All or Reject All if you do not want to review the changes
individually.

Changes that have not yet been accepted or rejected are displayed in the list.
Accepted changes are removed from the list and appear in the text without any

marking.

=

Accept or Reject Changes
List |Filter

|Action |Author |Date Comment
Insertion Agnes Belzunce 19/04/2005 20:53
Deletion Agnes Belzunce 19/04/2005 20:58
Deletion Agnes Belzunce 19/04/2005 20:58
Insertion Agnes Belzunce 19/04/2005 20:58
Insertion Jean Hollis Weber  03/04/2005 11:59
Deletion Jean Hollis Weber  03/04/2008 11:59
Insertion Jean Hollis Weber  03/04/2005 11:58
Deletion Jean Hollis Weber  03/04/2005 11:58
Insertion Daniel Carrera 02/04/2005 17:39
Insertion Agnes Belzunce 20/04/2005 12:30
Insettion Agnes Belzunce 20/04/2005 19:16
Insettion Agnes Belzunce 200042005 19:37
Deletion Jean Hollis Weber  03/04/2005 11:55
Deletion Jean Hollis Weber  03/04/2005 11:56

[ aceptan | [ Reectal

Figure 73: The List tab of the Accept or Reject Changes dialog

To show only the changes of certain people, or only the changes on specific days, or
various other restrictions, use the Filter tab (Figure 74) on the Accept or Reject
Changes dialog. After specifying the filter criteria, return to the List tab to see those
changes that meet your criteria.
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Accept or Reject Changes

List |Filter

|:| Date

Authar
Action

|:| Commenk

eatlier than Z5104/2005 20:06
25/04/2005 20:06

Agnes Belzunce v

Insertion {v]

Insertion

Dieletion

Formats
Table Changes

Figure 74: The Filter tab of the Accept or Reject Changes dialog

Merging modified documents

The processes discussed to this point are effective when you have one reviewer at a
time. Sometimes, however, multiple reviewers all return edited versions of a
document at the same time. In this case, it may be quicker to review all of these
changes at once, rather than one review at a time. For this purpose, you can merge
documents in Writer.

To merge documents, all of the edited documents need to have recorded changes in

them.

1) Open one copy.

2) Click Edit > Changes > Merge Document and select another copy of the
document to be merged with the first.

3) After the documents merge, the Accept or Reject Changes dialog opens, as
in Figure 73, showing changes by more than one reviewer. If you want to
merge more documents, close the dialog and then repeat step 2.

4) Repeat until all copies are merged.

All recorded changes are now included in the open copy. Save this file under another

name.
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Comparing documents

Sometimes reviewers may forget to record the changes they make. This is not a
problem with Writer, because you can find the changes if you compare documents.

In order to compare documents you need to have the original document and the one
that is edited. To compare them:

1) Open the edited document.
2) Select Edit > Compare Document.
3) The Insert dialog appears. Select the original document and click Insert.

Writer finds and marks the changes and displays the Accept or Reject Changes
dialog. From this point you can go through and accept or reject changes as described
earlier.

Tips and tricks

Switching between insert and overwrite mode

With the keyboard, press Insert to toggle between overwrite mode and insert mode.
In insert mode, any text after the cursor position moves forward to make room for
the text you type; in overwrite mode, text after the cursor position is replaced by the
text you type. The current mode is displayed on the Status Bar.

With the mouse, click in the area on the Status Bar that indicates the current mode in
order to switch to the other mode.

Counting the words in a selection

Select a block of text and choose Tools > Word Count. OOo displays the number of
words and characters in the selection as well as the number of words in the
document. You can also see the number of words and characters (and other
information) in the entire document in File > Properties > Statistics.
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Chapter 4
Formatting Pages

Using page styles, tables, frames, columns and sections

Writer provides several ways for you to control page layouts:

« Page styles

*  Columns
* Frames

» Tables

+ Sections

This chapter describes these methods and some associated things:
» Headers and footers
«  Numbering pages

+ Changing page margins

Tip Page layout is usually easier if you select the options to show text,
object, table, and section boundaries in Tools > Options >
OpenOffice.org > Appearance, and if you select the options for
paragraph ends, tabs, breaks, and other items in Tools > Options >
OpenOffice.org Writer > Formatting Aids.

Choosing a layout method

The best layout method depends on what the final document should look like and
what sort of information will be in the document. Here are some examples. Do not
worry if all this does not mean much to you now. The techniques mentioned are all
described in this chapter.
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Choosing a layout method

For a book similar to this user guide,
with one column of text, some figures
without text beside them, and some
other figures with descriptive text, use
page styles for basic layout, and use
tables to place figures beside
descriptive text, when necessary.

Use page styles (with two columns) for
an index or other document with two
columns of text, where the text
continues from the left-hand column to
the right-hand column and then to the
next page, all in sequence (also known
as “snaking columns” of text). If the
title of the document (on the first page)
is full-page width, put it in a single-
column section.

For a newsletter with complex layout,
two or three columns on the page, and
some articles that continue from one
page to some place several pages later,
use page styles for basic layout. Place
articles in linked frames and anchor
graphics to fixed positions on the page,
if necessary.

ltems
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as a
table

Title is in
a single-
column
section
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Choosing a layout method

For a document with terms and
translations to appear side-by-side in This is a [P
what appear to be columns, use a table borderless = =
to keep items lined up and so you can table. e e
type in both “columns”. Each pair = =
of words = =
isina — =
separate o e
row, and = =
each word = =
isin a cell P o
of the = =
table. -

Setting up basic page layout using styles

In Writer, page styles define the basic layout of all pages, including page size,
margins, the placement of headers and footers, borders and backgrounds, number of
columns, and so on.

Writer comes with several page styles, which you can build on or modify, and you
can define new (custom) page styles. You can have one or many page styles in a
single document.

Note All pages in a Writer document are based on styles. If you do not specify
a page style, Writer uses the Default page style.

To change the layout of individual pages, either define a new page style or use one
of the techniques (sections, frames, or tables) described later in this chapter.

This chapter describes some uses of page styles. Some other uses are discussed in
Chapter 6, “Introduction to Styles”. The Page Style dialog box is covered in detail
Chapter 7, “Working with Styles”.

Tip Any modifications of page styles, including the Default page style,
apply only to the document you are working on. If you want the changes
to be the default for all documents, you need to put the changes into a
template and make that template the default template. See Chapter 10,
“Working with Templates”m for details.
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Inserting a page break without switching the style

In many documents (for example, a multi-page report), you typically want the text to
flow from one page to the next as you add or delete information. Writer does this
automatically, unless you override the text flow using one of the techniques
described earlier.

If you do want a page break in a particular place, for example to put a heading at the
top of a new page, here is how to do it:

1) Position the cursor in the paragraph you want to be at the start of the next
page. Right-click and choose Paragraph in the pop-up menu.

2) On the Text Flow tab of the Paragraph dialog box (Figure 75), in the Breaks
section, select Insert. Do not select With Page Style.

= =y

Paragraph

Background
Indents & Spacing Alignrment | Text Flow | Mumbering Tabs Drop Caps Baorders

o ——

Tvpe Page | Position |Before il

[ with Page Style a

Figure 75: Inserting a manual page break
3) Click OK to position the paragraph at the start of the next page.

Defining a different first page for a document

Many documents, such as letters and reports, have a first page that is different from
the other pages in the document. For example, the first page of a letterhead typically
has a different header, as shown in Figure 76; or the first page of a report might have
no header or footer, while the other pages do. With OOo, you can define the style for
the first page and specify the style for the following page to be applied
automatically.
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Figure 76: Letterhead with different page styles for first and following pages

As an example, we can use the First Page and Default styles that come with OOo.
Figure 77 shows what we want to happen: the first page is to be followed by the
default page, and all the following pages are to be in the default page style.

First #
Page Default

Figure 77: Flow of page styles

To set up this sequence:

1) Open the Styles and Formatting window. (You can choose one of the

following: click the Styles and Formatting icon J@ located at the left-

hand end of the object bar, choose Format > Styles and Formatting, or
press F'11.)

2) On the Styles and Formatting window (Figure 78), click on the Page Styles

icon |@| (fourth from the left) to display a list of page styles.

3) Right-click on First Page and select Modify from the pop-up menu.
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Styles and Formatting =

LHRAODDBE 9f-

Defaulk
Erndnote

Mew, .,
HTML Modify. ..
Inde:x
Left Page
Right Page

Al v

Figure 78: Modifying the First Page style

4) On the Organizer page of the Page Style dialog box (Figure 79), look at the
Next Style property. This property defines what the page style for the next
page will be. It should be set to Default, but if it is not, you can change the
next style by clicking on the drop-down button and choosing Default from

the list of page styles.
Page Style: First Page ﬁ
Organizer |Page Background | Header | Footer | Borders || Columns | Footnote
e et
w |Defau|t ) /[/V"
— .
——wn | Click to |
display list of
Cateqgo |CI_|stcm Styles page styles

Figure 79: Setting the Next Style property for a page style

5) On the other pages of this dialog box, you can turn on or off the header and
footer for the first page and define other characteristics, such as columns, a
page border, or a page background. For more information, see Chapter 7,
“Working with Styles”.

6) Click OK to save the changes.
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Note You can override the Next Style property by manually inserting a page
break and specifying a page style or by starting a page with a paragraph
or table that has its own page style property defined. These techniques
are described in “Inserting a landscape page into a portrait document”
on page 83.

Changing page orientation within a document

A document can contain pages in more than one orientation. A common scenario is
to have a landscape page in the middle of a document, whereas the other pages are
in portrait orientation. Here are the steps to achieve it.

Setting up a landscape page style
1) Note the page style that is current and the margin settings. (You can find the
margin settings on the Page page of the Page Style dialog box, as shown in
Figure 82.)

2) Create a new style. (Right-click on the current page style in the Styles and
Formatting window and choose New, as shown in Figure 80.)

Styles and Formatting 3¢
[vJ [A) [CJ{[H (= @ ) -
Default
Endnoke  MEw...

Erwvelop  Modify...

First Pag
Fooknoke
HTML
Index

Left Page
Right Page

Al v

Figure 80: Starting a new page style

3) On the Organizer tab of the Page Style dialog box (Figure 81), name (by
typing in the Name field) this new style Landscape and set the Next Style
property to Landscape (to allow for having more than one sequential
landscape page).
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Page Style

Organizer |Page | Background | Header |Footetr | Borders | Columns || Footnoke
Tamne Landscape
Mexk Style Landscape V:
Category Custam Styles V

Figure 81: Naming the new style and setting the next page style to Landscape

4) On the Page page of the Page Style dialog box (Figure 82), set the
Orientation to Landscape. The width and height attributes of the page will
automatically change.

5) Change the margins so that they correspond with the margins of the portrait
page. That is, the portrait top margin becomes the landscape left margin, and
SO on.

6) Click OK to save the changes.
Page Style

Organizer |Page | Backaround | Header | Footer | Borders | Columns | Fooknote

Paper Format

Farmak Ad v

width 29.70cm (2

Height 21.00cm 18

Orientation (:} Portrait

(®) Landscape Paper tray [From printer settings] V

Margins Layouk settings

Left 3,00cm e Page layout Right and left V

Right 2.50cm Format 1,2,3 .. v

Top 2.00cm L) [ register-true

Bottom 2.00cm

Figure 82: Setting orientation and margins for a landscape page
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Inserting a landscape page into a portrait document
Now that you have defined the Landscape page style, here is how to apply it.

1) Position the cursor in the paragraph or table at the start of the page that is to
be set to landscape. Right-click and choose Paragraph or Table,
respectively, in the pop-up menu.

2) On the Text Flow tab of the Paragraph dialog box (Figure 83) or the Table
Format dialog box (Figure 84), select Insert (or Break for a table) and
With Page Style. Set the Page Style property to Landscape. Click OK to
close the dialog box and to apply the new page style.

i =
Paragraph
Background
Indents & Spacing slignment | Text Flow Mumbering Tabs Drop Caps Borders

Hyphenation
g —
reaks
Insert T Page v Position |Before v
With Page Style Defaulk iv] Page number |0 o
] HTML -
Options ]
] o nat split paragraph ‘:::Landscape :>
. Left Fage L
[ ] keep with next paragraph Right Page -
Figure 83: Specifying a page break before a paragraph
L =y
Table Format
Table | Text Flow | Columns || Borders | Background
ext Flow
Break (%) Page ) Column
(#) Before ) afrer
Wwith Page Sty i Page number o
Allows table to split across pages arD_EFa"'It il
=1 o 0
Allow row ko break, agros@Landscape D
] keep with next paragraph Right Page -

Figure 84: Specifying a page break before a table
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3) Position the cursor in the paragraph or table where the page is to return to
portrait orientation and change the properties of that paragraph or table
properties so that With Page Style is the portrait page style that was used
before the Landscape page style.

4) Click OK to return to the previous portrait page style.

Tip If you require the headers or footers on the landscape pages to be in
portrait orientation, see ‘“Portait headers on landscape pages” on page 110.

Changing page margins

You can change page margins in two ways:
» Using the page rulers—quick and easy, but does not have fine control.

» Using the Page Style dialog box—can specify margins to two (fractional)
decimal places.

Note If you change the margins using the rulers, the new margins affect the
page style and will be shown in the Page Style dialog box the next time
you open it.

To change margins using the rulers:

1) The shaded sections of the rulers are the margins (see Figure 85). Put the
mouse cursor over the line between the gray and white sections. The pointer
turns into a double-headed arrow.

2) Hold down the left mouse button and drag the mouse to move the margin.

Tip The small arrows on the ruler are used for indenting paragraphs. They are
often in the same place as the page margins, so you need to be careful to
move the margin marker, not the arrows. Place the mouse pointer between
the arrows and, when the pointer turns into a double-headed arrow, you
can move the margin (the indent arrows will move with it).

To change margins using the Page Style dialog box (Figure 82):
1) Right-click anywhere on the page and select Page from the pop-up menu.

2) On the Page tab of the dialog box, type the required distances in the
Margins boxes.

84 Chapter 4 Formatting Pages



Changing page margins

Figure 85: Moving the margins

Using columns to define the page layout

You can use columns for page layout in several ways:
» Define the number of columns on a page, using page styles.
*  Switch between one-column and multiple-column layouts on the same page.

» Select existing text and change the number of columns.

Defining the number of columns on a page

It is a good idea to define your basic page style (such as Default) with the most
common layout to be used in your document, either single-column or multiple-
column. You can then either define extra page styles for pages with different
numbers of columns, or use sections (described in “Using sections for page layout”
starting on page 98) for pages or parts of pages with different numbers of columns.

To define the number of columns on a page:

1) Choose Format > Columns or go to the Columns tab of the Page Style
dialog box.

2) On the Columns dialog box (Figure 86), choose the number of columns, and
specify any spacing between the columns and whether you want a vertical
separator line to appear between the columns. You can use one of Writer’s
predefined column layouts, or you can create a customized column layout.
The preview box, located to the right of the Settings area, shows how the
column layout will look.

3) Notice the Apply to box on the right-hand side of the dialog box. In this case
the changes are being applied to the Default page style.
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4) Click OK to save the changes.

Columns
Settings
Columns
3=
wWidth and spacing fipply to
Colurin 1 2 3
- - - Page Style: Def)
ideh 5.67cm 5.27cm 2 5.27cm
Spacing o.40cm [ b.d40cm
[ awtowidth
Separator line
Lirne 0.05pk | s
Height 5% 4
Position Taop -

Figure 86: Defining the number of columns on a page

Using a predefined column layout

The Settings area displays five predefined column layouts. To use one of them,
simply click the desired layout.

Specifying the number of columns

If you prefer to create a customized column layout, you must specify the number of
columns that you want. Enter the desired number in the Columns box in the Settings
area.

Distributing text across columns
You can choose to distribute text across the columns in one of two ways:

« Evenly. If you choose to distribute text evenly, Writer will fill the first line
of each column, followed by the second line of each column, and so on.

+ Newspaper-style. If you choose to distribute text newspaper-style, Writer
will fill the columns one at a time, beginning with the first column.

To distribute text evenly, check the Evenly distribute contents to all columns
checkbox in the Settings area. Clear this checkbox if you want to distribute text
newspaper-style.

Note This checkbox is not always displayed in the Settings area. See
“Changing the number of columns for existing text” on page 87.
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Formatting column width and spacing
To create evenly-spaced columns that are all the same width, check the AutoWidth
checkbox in the Width and spacing area.
To customize the width and spacing of the columns, follow these steps:
1) Inthe Width and spacing area, clear the AutoWidth checkbox.
2) On the Width line, enter a width for each column.

3) On the Spacing line, enter the amount of space that you want between each
pair of columns.

If you specify more than three columns, use the arrow keys on the Column line to
scroll among the columns.

Formatting separator lines
To display separator lines between the columns, follow these steps:

1) Eighteen separator line options exist: None or various lines of thicknesses
which range from 0.05 to 9 pt). From the Line drop-down list in the
Separator line area, select the type of line that you want. (1 pt =1 point =

1/12 pica = '/, inch = 127/, .- mm = 0.3527 mm.)

2) The default format is for the separator lines to have the same height as the
columns. If you want the separator lines to be shorter than the columns, use
the Height box to enter the height of the separator lines as a percentage of
the height of the columns. For example, if you enter 50%, the separator
lines will be half as high as the columns.

3) If you entered a height of less than 100%, use the Position drop-down list to
select a vertical alignment for the separator lines. The vertical-positioning
options are: Top, Centered, or Bottom.

Reverting to a single-column layout

To revert to a single-column layout, go to the Settings area and either reset the
number in the Columns box to 1 or click the single-column layout icon.

Changing the number of columns for existing text

You might want some parts of a page to have one column and other parts of the page
to have two or more columns. For example, you might have a page-width headline
over a three-column news story.

You can create columns and then type or paste text into them, or you can select some
existing text and change the number of columns for displaying it.

Chapter 4 Formatting Pages 87



Using columns to define the page layout

When you select text and change the number of columns for that text, Writer turns
the selected text into a section, as described in “Using sections for page layout” on
page 98.

Figure 87 shows the Columns dialog box for a selection. Notice that the Apply to
box on the right-hand side has Selection highlighted and an extra checkbox (Evenly
distribute contents to all columns) appears in the upper left-hand part of the
dialog box.

As you add text to the section, you will see that the text flows from one column to
the next so that all the columns adjust to the same height. If this is not what you
want, click anywhere in the section, then choose Format > Columns to reopen the
Columns dialog box, deselect the Evenly distribute contents to all columns
checkbox, and click OK to effect the change.

Tip Choose View > Nonprinting Characters (or press Ctrl+F10) to display
end of paragraph markers (). Often, unexpected behavior of columns is
due to extra paragraphs that are normally invisible to the user but are
taking up space.

Columns
Settings
Columns
2 =
Evenly distribute contents to all columns
‘Width and i
idth and spacing Apply to
Column
“Width G.23Cm G.25cm
Page Style: Default
Spacing 0.50cm (2 8% -y
Autowidth
Separator line
Line Moane ~|

100%:

Top

Figure 87: Specifying columns for a selection
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Using frames for page layout

Frames can be very useful when producing a newsletter or other layout-intensive
documents. Frames can contain text, tables, multiple columns, pictures, and other
objects.

Use frames when you need to:

» Position something in a particular place on a page, for example a logo or a
“stop press” news box in one corner of a page.

+ Allow text on one page to continue on another page somewhere else in the
document (other than next page), by linking the content of one frame to
another so the contents flow between them as you edit the text.

+  Wrap text around an object such as a photograph.

Because OpenOffice.org does not allow you to define page styles with recurring
frames, consider doing some quick sketches of the basic page layouts you need,
indicating the approximate positions of different frames and their purposes. Try to
keep the number of different page layouts as low as possible in order to avoid chaos
in your design.

Pay special attention to the positioning of frames. Many of the predefined styles
default to a center alignment. This is the lowest common denominator of design;
centering all frames looks reasonably good in most cases, but is rarely the best
choice.

One of the most visually effective ways to position a frame is to align its left margin
with that of the paragraph above it. To achieve this effect, insert the frame in a blank
paragraph of the same style as the paragraph above. Then, select Insert > Frame >
Type > Position > Horizontal > From Left to position the frame exactly where you
want it.

You also should think about the type of wrap and the spacing between the frame and
text. Instead of cramming a frame close to the text, use the Wrap tab to place some
white space between them.

You can format frames individually, or define and apply frame styles (see Chapter 7,
“Working with Styles”).

Tip The Help uses the phrase “text frame” for two quite different things
with very different characteristics: frames (as discussed here) and text
objects, which are drawing objects similar to lines and boxes.
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Creating frames
You can create a frame in several ways, depending on your needs.

+ Choose Insert > Frame) to create an empty frame. The Frame dialog box
(Figure 89) appears. You can click OK and come back to customize it later,
or set the frame’s characteristics at this stage.

» Select text or a graphic, choose Insert > Frame, and click OK to create a
frame containing the selection. The selected text is automatically deleted
from the normal text flow and inserted into the frame, and the Frame dialog
box appears.

+ Insert a picture or other object by using Insert > Picture > From file or
Insert > Object to start the process to insert a picture or object. The item
inserted automatically appears in a frame, but the Frame dialog box does not
appear.

* Use the Insert Frame Manually icon on the Insert toolbar (go to View >
Toolbars > Insert to display it), select the number of frames in the drop-
down menu, and drag the mouse to draw the frame.

Inserkt r X

® @ EH-E E - nsetindsx W - F) P

4

MIVRI e

L

Figure 88: Using an icon on the Insert toolbar to create a frame

]

When you release the mouse button, a box appears q
where the cursor is located in the document. This

box represents the frame: an area isolated from the

main document.

fe
5,

To add content to a frame, first deselect the frame by clicking somewhere else on the
page. Then, click inside the frame so that the cursor shifts its focus there. Now add
content just like you would on the main page. When you are done, deselect the
frame.
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Moving, resizing, and changing frame attributes

When an object is added to Writer, it is automatically enclosed in a frame of a
predetermined type. The frame sets how the object is placed on the page, as well as
how it interacts with other elements in the document. You can edit the frame by
modifying the frame style it uses or by using a manual override when a frame is
added to the document. Frame styles are discussed in Chapter 7, “Working with
Styles”.

To change the size or location of a frame, first select the frame, then use either the
mouse or the Frame dialog box (Figure 89). Using the mouse is faster but less
accurate. You might use the mouse for gross layout and the dialog box for fine-
tuning.

Frame
Type |Options | Wrap | Hvperlink | Borders | Background || Calumns | Macro
Size Anchar
width g71icm %) | O Topage
[ relative {*) To paragraph
|:| Aukomatic {:} To character —
Height {at least) 1.31cm 3 (3 s character
[ relative
AukoSize
|:| Eeep ratio
Pasition
Horizonktal From left V by |0:28cm (8] b0 |Paragraph ares v
|:| Mirrar on even pages
Wertical From top v by 0.8lcm |2 ko Margin v
[ Follow text Flaw
[a]'s ] l Cancel ] [ Help ] [ Reset

Figure 89: Frame dialog box

You can resize the frame manually (by clicking on the green squares and dragging to
the appropriate size), or start adding content to it (the frame will resize automatically
if you, for example, add a large picture to it) or go back to the Frame dialog box and
set the size and other characteristics.
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To change the location of the frame using the mouse, drag and drop one of the
edges. (The I-bar cursor changes to a four-headed arrow when properly positioned
for a drag-and-drop move.) To change the size of the frame, drag one of the handles.
Drag a handle on one of the sides to enlarge or reduce the text frame in one
dimension only; drag a corner handle to enlarge or reduce it in both dimensions.

These actions distort the proportions of the frame. Holding down the Shift key while
dragging one of the handles makes the frame keep the same proportions.

You can open the Frame dialog box (Figure 89) at any time by selecting the frame,
right-clicking, and choosing Frame from the pop-up menu.

To remove the default border on a newly created frame, open the Frame dialog box,
go to the Borders page, and under Line, select None. Alternatively, you can assign a
borderless frame style to the frame; see Chapter 7, “Working with Styles”, for
information on frame styles.

Caution Do not confuse a frame’s border with the text boundaries that are
made visible using the View menu (by checking View > Text
A Boundaries).
Frame

Type | Options || Wrap | Hyperlink |[Borde Columns | Macro

Line atrangerent Spacing ko contents

Default Left 015 (2]
I Right 0.1%cm
User-defined

0.50 pt - Top 0.1%cm 14
+ + —
+ - 1,00 pt —
—— 50 0L Botkom 0.15cm ()

— 00 pt = Synchronize

Figure 90: Removing the border from a frame

Anchoring a frame

Using the Frame dialog box (or by right-clicking and pointing to Ancheor), you can
anchor a frame to a page, paragraph, or character, or you can anchor it as a
character.
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To Page

The frame keeps the same position in relation to the page margins. It does not move
as you add or delete text. This method is useful when the frame does not need to be
visually associated with a particular piece of text. It is often used when producing
newsletters or other documents that are very layout-intensive.

To Paragraph

The frame is associated with a paragraph and moves with the paragraph. It may be
placed in the margin or another location. This method is useful as an alternative to a
table for placing icons beside paragraphs.

To Character

The frame is associated with a character but is not in the text sequence. It moves
with the paragraph but may be placed in the margin or another location. This method
is similar to anchoring to a paragraph.

As Character

The frame is placed in the document like any other character and therefore affects
the height of the text line and the line break. The frame moves with the paragraph as
you add or delete text before the paragraph. This method is useful for adding a small
icon in sequence in a sentence. It is also the best method for anchoring a graphic to
an empty paragraph so it does not move around the page in unexpected ways.

Linking frames

You can link several frames to each other even when they are on different pages of a
document. The contents will automatically flow from one to the next. This technique
is very useful when designing newsletters, where articles may need to be continued
on a different page.

To link one frame to another:

1) Select the frame to be linked from.

2) Click the Link icon EI on the object bar.
3) Click the next frame in the series (which must be empty).

When a linked frame is selected, any existing links are indicated by a connecting
line, as shown in Figure 91.

Note You cannot link from a frame to more than one other frame.
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]

]

Figure 91: Linked frames

The height of a frame that is being linked from is fixed; you can change this height
manually or by using the Frame dialog box, but it does not automatically adjust to

the size of the contents (that is, the AutoHeight attribute is disabled). Only the last

frame of a chain can adapt its height to the content.

The Options page of the Frame dialog box (Figure 92) shows the names of the
selected frame and any frames it is linked to or from. You can change this
information here. On this page, you can also select checkboxes to protect the
contents, position, and size of the frame.

Frame

Type Options |\Wrap | Hvperlink | Borders | Background | Columns || Macro

Marne j":ramel
Previous link, <Mone> v

Mext link Framez V

Protect
D Conkents

D Position

|:| Size

Properties
[] Editable in read-onky document

Prink

Text direction Use superordinate object settings V

Ok H Cancel H Help H Reset

Figure 92: Options page of the Frame dialog box

94 Chapter 4 Formatting Pages



Using frames for page layout

On the Hyperlink tab (Figure 93), you can specify the file for the hyperlink to open.
This file can be on your machine, a network, or the Internet.

Frame

Type | Options | Wrap [Hyperlink |Borders || Background | Columns | Macro

Link. ko

Marne

Frame [l
Image map

|:| Server-side image map

Figure 93: Hyperlink page of the Frame dialog box
The Wrap, Borders, Background, Columns, and Macro pages of the Frame dialog

box are the same as those for frame styles. Please refer to Chapter 7, “Working with
Styles” for details.

Using tables for page layout

Writer’s tables can serve several purposes, such as holding data as you might see it
in a spreadsheet, lining up material and creating more complex page layouts. For
information about using tables of data, see Chapter 9, “Working with Tables”.

This topic describes how to achieve some common layouts by using tables.

Example: Creating sideheads using tables

Sideheads and marginal notes are commonly used in documents from resumes to
computer user guides. The main body of the text is offset to leave white space
(usually on the left-hand side) in which the sideheads or notes are placed. The first
paragraph is aligned beside the sidehead, as in Figure 94.

Example In some cases you may want to put only one or two paragraphs in
of a the table itself and the rest of the text and graphics in ordinary
sidehead paragraphs (formatted to line up with the paragraphs in the

table), so that text and graphics will flow more easily from one
page to another when you add or delete material.

In other cases you might put each paragraph in a separate row of
the table, and allow the table to break between pages.

Figure 94: Example of a sidehead
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Note Sideheads can also be created by placing text in a frame using the
Marginalia frame style, as described in Chapter 7, “Working with Styles”.

To create a table for use with a sidehead:
1) Place the cursor where you want the table to appear and choose Insert >
Table (Ctrl+F12).

2) In the Insert Table dialog box (Figure 95), define a two-column table with
no border and no heading. Click OK to create the table.

Insert Table
Sehead
5

Columns 2 e

- L =
Options

[] Heading

1
[] Dor't split: table
Cgo

Figure 95: Defining a two-column borderless table with no header

3) Position the cursor over the central dividing line in the table. The cursor
turns into a double-headed arrow. Left-click and drag to resize the columns.
Alternatively, right-click and choose Table from the pop-up menu; on the

Columns page (Figure 96), make the columns the required width.

Table Format

Table | Text Flow (Columns |Borders | Background

Remaining space 0.00cm

Column width

1 £

3.00cm 4| 14.00cm 5

Figure 96: Defining a two-column table to line up with text offset at 3 cm
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4) On the Table page of the Table Format dialog box (Figure 97), in the
Spacing section, make the Above and Below values the same as the Top and
Bottom spacing you have defined for ordinary paragraphs of text. Click OK
to save your settings.

Table Format
Table |Text Flow | Columns | Borders | Background
Properties Alignrment
Marme Sideheadl (&) Automatic
17.00cm O Left
. () Erom left
Spacing
0.00m O Right
(:} Center
0.00cm
() Manual
above 0.20cm 8
Below 0.20ecm 8

Figure 97: Defining the space above and below a table

Tip To check the top and bottom spacing for ordinary paragraphs :

1) Position the cursor in a paragraph and press F11 (unless the Styles and
Formatting window is already open). Check that the Styles and
Formatting dialog box shows paragraph styles (top left button).

2) The current style should be highlighted. Right-click on it and select
Modify from the pop-up list.

3) Go to the Indents & Spacing tab and look in the Spacing area for the
values in Above paragraph and Below paragraph.

You may also want to turn off number recognition, so that Writer will not try to
format numbers if you want them to be plain text. To turn number recognition off:

1) Right-click in the table and then click Number Format on the pop-up
menu.

2) On the Number Format dialog box (Figure 98), make sure the Category is
set to Text. Click OK.

Tip If you use this table format often, you may want to save it as AutoText, as
described in Chapter 3, “Working with Text”. Select the table (not just the
contents) to assign the shortcut.
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Humber Format
Category Farmat Language
Currency A @ Default w
Tirne
Fracion
Fraction gep

Boolean Yalue

'l | 0 |

Figure 98: Setting number format to Text

Using sections for page layout

A section is a block of text that has special attributes and formatting. You can use
sections to:

*  Write-protect text
+ Hide text
« Dynamically insert the contents of another document

* Add columns, margin indents, a background color, or a background graphic
to a portion of your document

» Customize the footnotes and endnotes for a portion of your document

Creating sections
To create a section:

1) Place the cursor at the point in your document where you want to insert the
new section. Or, select the text that you want to place in the new section.

2) From the main menu, choose Insert > Section. The Insert Section dialog
box opens.

3) Click the Section tab if it is not already displayed. (See Figure 99.)
The Insert Section dialog box has five tabbed pages:

» Use the Section page to set the section’s attributes.

» Use the Columns page to format the section into columns.

» Use the Indents page to set indents in the right and left margins of the
section.
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» Use the Background page to add color or a graphic to the section’s
background.

+ Use the Footnotes/Endnotes page to customize the section’s footnotes and
endnotes.

At any time, you can reset a tabbed page to its default settings by clicking the Reset
button. (Note, however, that you cannot reset the Section page. If you wish to undo
changes to the Section page, you must do so manually.)

Using the Section page

Use the Section page (Figure 99) to set the attributes of the current section.

Insert Section

Section | Colurns | Indents | Background | FootnaotesEndnokes

Mew section Lirik,
ection1 O ik,

‘\Write prokection
|:| Protect

Hide

[] Hide

Properties
[] Editable in read-only document

[ Insert H Cancel H Help ][ Reset

Figure 99: Inserting a section using the Insert Section dialog box

Naming sections

Writer automatically enters a name for the current section in the top box of the New
section area. To change the name, type over it. The name is displayed in the Sections
category of the Navigator window. If you give your sections meaningful names, you
can navigate to them more easily.
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Linking sections

You can insert the contents of another document into the current section and then
have Writer update the section whenever the other document is updated. This is
called /inking the section to the other document.

To link the current section to another document, follow these steps:

1) In the Link area (see Figure 101), check the Link checkbox.

Link
Link:
[JooE

File name [:]

Section e

Figure 100: Linking sections

2) Click the (...) button to the right of the File name field. The Insert dialog
box opens.

3) Find and select the document you want to insert and then click the Insert
button. The Insert dialog box closes and the name of the selected document
appears in the File name field.

4) If you want to insert only a section of the selected document, select the
desired section from the Section drop-down list.

Note The section must already exist in the selected document. You cannot
create a section in the selected document at this point.

You can update links automatically or manually. See “Updating links” on page 107.

Write-protecting sections

To write-protect the current section so that its contents can not be edited, check the
Protect checkbox in the Write protection area ( Figure 102).

\Write proteckion

Pratect
[ ] with password [:]
Figure 101: Write-protecting sections
Note Write-protection protects only the section’s contents, not its attributes
or format.
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Password-protecting sections
To prevent others from editing the section’s attributes or format, protect the section
with a password, as follows:

1) Check the With password checkbox. The Enter Password dialog box
(Figure 102) opens.

2) Type a password in the Password field and then confirm the password by
typing it again in the Confirm field.

3) Click OK. The Enter Password dialog box closes. Anyone who tries to edit
the section’s attributes or format will be prompted to enter the password.

-,

-
Enter Password
K
Passward k|
Confim
Figure 102: Password-protecting a section
Note Passwords must contain a minimum of 5 characters. The OK button

remains inactive until you have typed at least 5 characters.

Hiding sections

You can hide the current section so that it will not be displayed on the screen or
printed. You can also specify conditions for hiding the section. For example, you can
hide the section only from certain users.

Note You can not hide a section if it is the only content on the page or if the
section is in a header, footer, footnote, endnote, frame, or table cell.

To hide a section, check the Hide checkbox in the Hide area (Figure 103).

Hide
Hide

With Condition

Figure 103: Hiding sections
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To hide the section only under certain conditions, enter the desired conditions in the
With Condition field. The syntax and operators that you use to enter conditions are
the same ones that you use to enter formulas. For syntax and a list of operators, see
Writer’s online help under “conditions”.

If the section is write-protected with a password, the password must be entered to
hide or reveal the text.

Note Hiding text is not a secure way to stop someone else reading it. It will
stop the casual reader but will not prevent someone who actively wants
to find out what you have hidden—even if it is password protected.

Using the Columns page

Use the Columns page of the Insert Section dialog box to format the current section
into columns. This page is very similar to the Columns dialog box shown in Figure
87 on page 88. Please refer to that topic for details.

Using the Indents page

Use the Indents page, pictured in Figure 104, to set indents in the right and left
margins of the current section.

Enter the desired left-margin indent in the Before section spin box. Enter the
desired right-margin indent in the After section spin box. The preview box on the
right-hand side of the page shows you how the section will look with the indents
applied.

P =1

Insert Section
Section | Columns |Indents | Background | Fooknobes/Endnokes
Indent
Before section 1.50cm [
After section 3.00cm (2]

Figure 104: Indenting sections
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Using the Footnotes/Endnotes page
Use the Footnotes/Endnotes page, pictured in Figure 105, to customize the current

section’s footnotes and endnotes.

Customizing footnotes

If you want the current section’s footnotes to appear separately from the other
footnotes in the document, check the Collect at end of text checkbox in the
Footnotes area.

To number the current section’s footnotes separately from the other footnotes in the
document, follow these steps:

1) In the Footnotes area, make sure that the Collect at end of text checkbox is
checked.

2) Check the Restart numbering checkbox.

3) If you want the section’s footnotes to start at a number other than 1, enter the
desired starting number in the Start at spin box.

Insert Section

Section | Columns | Indents | Background |Footnotes/Endnotes

Footrnotes
[ callect at end af text

1,23, ...
Endnotes
Callect at end of section
Restart numbering
Start at 1 e
Before iy il il o v After
[ Insert l [ Cancel l [ Help ] [ Reset

Figure 105: Setting footnotes and endnotes for sections

Chapter 4 Formatting Pages 103



Using sections for page layout

To edit the format of the section’s footnotes, follow these steps:

1) In the Footnotes area, make sure that the Collect at end of text and Restart
numbering checkboxes are checked.

2) Check the Custom format checkbox.

3) From the drop-down list under and to the right of the Custom format
checkbox, select a numbering format for the footnotes.

4) To add text to the selected numbering format, use the Before and After
fields. For example, if you want the footnote numbers to be preceded by the
word “Note” and followed by a colon, fill the Before and After fields like
this:

Faootnokes
Collect at end of text

Restart numbering
Start at 1 A
Custom format
Before Mote 1,23 .. w After

Figure 106: Numbering footnotes for sections

Customizing endnotes

If you want the current section’s endnotes to appear at the end of the section rather
than at the end of the document, check the Collect at end of section checkbox in the
Endnotes area.

To number the current section’s endnotes separately from the other endnotes in the
document, follow these steps:

1) In the Endnotes area, make sure that the Collect at end of section checkbox
is checked.

2) Check the Restart numbering checkbox.

3) If you want the section’s endnotes to start at a number other than 1, enter the
desired starting number in the Start at spin box.

To edit the format of the section’s endnotes, follow these steps:

1) In the Endnotes area, make sure that the Collect at end of section and
Restart numbering checkboxes are checked.

2) Check the Custom format checkbox.
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3) From the drop-down list to the right of the Custom format checkbox, select
a numbering format for the endnotes.

4) To add text to the selected numbering format, use the Before and After
fields, as shown above for footnotes (Figure 106).

Using the Background page

Use the Background page to add color or a graphic to the background of the current
section. This page is similar to the Background pages for paragraphs, frames, tables,
and other objects in OOo. For more information, refer to Chapter 7, “Working with

Styles”.

Saving a new section

To save a new section so that it appears in your document, click the Insert button.
The Insert Section dialog box closes and the new section appears in your document.

Editing and deleting sections

You can edit a section’s attributes and formatting, and you can also delete sections.

Selecting a section
To select the section that you want to edit or delete, follow these steps:

1) From the main menu, choose Format > Sections. The Edit Sections dialog
box (Figure 107) opens.

2) The name of the current section appears in the Section area, in the field
above the list box. If you want to edit or delete a different section, click the
name of the desired section in the list. The selected section becomes the
current section, and its name appears in the field above the list box.

Editing section attributes
To rename the current section, simply type over its name in the Section area.

From the Edit Sections dialog box, you can also edit the current section’s link, write-
protect, and hide attributes. To learn how to edit these attributes, see:

“Linking sections” on page 100.
“Write-protecting sections” on page 100.

“Hiding sections” on page 101.
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Edit Sections

Section Link o
Sectioni [ Lirk
Cancel
36,; Seckionl Clls

Options. ..
Remowve

Wite protection
[ pratected

Help

Hide:

[ Hide

Properties
Editable in read-only document
[(lEed y

Figure 107: Edit Sections dialog box

Deleting sections
To delete the current section, click the Remove button.

Note Writer will not prompt you to confirm the delete! To undo a delete,
click the Cancel button.

Editing the format of a section

To edit the format of the current section, click the Options button. The Options
dialog box (Figure 107) opens.

The Options dialog box has four pages: Columns, Indents, Background, and
Footnotes/Endnotes. To learn how to use these pages, see:

“Using the Columns page” on page 102.
“Using the Indents page” on page 102.
“Using the Background page” on page 105.
“Using the Footnotes/Endnotes page” on page 103.
To reset a page to its most recently saved settings, click the Reset button.

To save your Options settings and return to the Edit Sections dialog box, click OK.
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Options

Columns |Indents | Background
Settings

Columns

1 B

width and spacing

Calurin
width

Spacing

Separator line

More

100%:

Top

Footnotes/Endnates

[ o

H Cancel ” Help ” Reset

Figure 108. Options dialog box for sections

Updating links

You can have Writer update linked sections automatically, and you can also update

links manually.

Updating links automatically

By default, whenever you open a document that contains links, Writer prompts you
to update the links. To have Writer update links without prompting you, or to turn

off automatic updating, follow these steps:

1) Choose Tools > Options > OpenOffice.org Writer > General. The dialog
box displays general text document settings.

2) In the Update area (Figure 109), under Update links when loading, select an

option.

+ Select Always if you want Writer to update links automatically, without
prompting you, whenever you open a document that contains links.

* Select On request if you want Writer to prompt you before updating

links.

* Select Never if you do not want Writer to update links.
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|pdate
Ipdate links when loading Autornatically
) Always Fields
{(*) On request Charts

{:!' Mewver

Figure 109: Writer > General options settings
3) Click OK to save your settings. The Options dialog box closes.

Updating links manually
To update a link manually:
1) Open the document that contains the link.
2) Choose Edit > Links. The Edit Links dialog box opens. (See Figure 110.)

3) The list in the Edit Links dialog box displays the names of all the files that
are linked to the current document. Click the file that corresponds to the link
that you want to update.

4) Click the Update button. The most recently saved contents of the linked file
appear in the current document.

5) To close the Edit Links dialog box, click Close.

Edit Links

Saource file Element: Type Skakus

Anchoring¥20examples. sxw Document Ianual
Update:
Modify...
Break Link

Source file File: {14 iDocuments and Settings!Jean Hollis Weber iy DocumentsGpensffice fuser-guide-

Element:

Type: Docurment

Update;

Figure 110: Edit Links dialog box
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Creating headers and footers

Headers are portions of a document that always appear at the top of a page, while
footers appear at the bottom of a page. Typically, headers display the title, or chapter
name of a document. To insert a header, choose Insert>Header.

Insert  Format Table Tools Window  Help

ﬂ Manual Break. .. @ fec

Figlds *

Special Character. .. B arman -
" Seckion...

Sec IDITI . 19
—  Hyperlink

Header v oAl

Foater ' Diefaulk

Foaoknoke, . Right Page

|
Figure 111: Inserting headers and footers

Similarly, to insert a footer, choose Footer instead.

Depending on which option you choose, an area will appear at the top or bottom of
the page where you can enter text. This text will appear at the top or bottom of every

page.

Items such as document titles, chapter titles, and page numbers, which often go into
headers and footers, are best added as fields. That way, if something changes, the
headers and footers are all updated automatically.

Fields are covered in Chapter 14, “Working with Fields”, but one example here may
be useful. To insert the document title into the header:

1) Select File > Properties > Description, enter a title for your document in
the Title area, and click OK to close the dialog box.

2) Add a header (Insert > Header > Default).
3) Place the cursor in the header part of the page.

4) Select Insert > Fields > Title. The title should appear on a gray
background (which does not show when printed and can be turned off).

5) To change the title for the whole document, choose File > Properties >
Description.
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Portait headers on landscape pages

When you define a header and footer on a landscape page, they will be aligned with
the long side of the page. If your landscape pages are going to be inserted between
portrait pages, you might want the headers and footers to be on the short sides of the
landscape pages, so the final printed product looks like the contents of the landscape
pages have been rotated 90 degrees on portrait pages.

You can set up portrait headers and footers on landscape pages by using a trick
involving frames. These are a bit tedious to set up, but once you have done so, you
can copy and paste them to other landscape pages. There does not appear to be a
way to make these part of the landscape page style.

1)

2)
3)

Calculate the required margins so the text area of the landscape page is the
same size as the text area on the portrait pages, taking into account the space
for headers and footers on the portrait pages. For example, this book uses
the margins shown in the following table. The landscape right and left
margins are 1 cm larger than the portrait top and bottom margins,
respectively. This difference accounts for the extra space used by the portrait
header and footer (0.5 cm for the height of the header or footer and a 0.5 cm
gap between the header or footer and the main text).

Portrait page (right page) Landscape page (right page)

Top margin 1.5cm Right margin 2.5cm
Bottom margin 1.5 cm Left margin 2.5cm
Left (inner) margin 2.8 cm Top margin 2.8 cm
Right (outer) margin 1.8 cm Bottom margin 1.8 cm

Create the landscape page style.

Measure the distance from the upper and left edges of the page to the upper
left-hand corner of the space where you want the footer to appear. Measure
the width and length of the space the footer will occupy (to match footers on
portrait pages). See Figure 112.
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Figure 112: Measuring the location and size of the footer frame

4) In a blank paragraph in the text, type the footer text or insert fields such as
the page number or the chapter number and name—to match the footer text
and fields on the portrait pages. Assign the Footer style to this paragraph, so
the typeface, font size, and tab settings match those of the footers on the
portrait pages.

5) Select the text (including the fields) you just entered. Choose Format >
Character. On the Character dialog box, choose the Position tab (Figure 113)
and set Rotation/ Scaling to 270 degrees (counterclockwise). Click OK.

i =

Character

Font | Font Effects |Position | Hyperlink | Background

Pasition
(:) Superscript 1%
@ Narmal 100%
() subscript

Rotation [ scaling
() 0 degrees () 90 degrees &) g?

Scale width 100% 2]

C Fit to line

Figure 113: Rotating the footer text 270 degrees
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6) With the text still selected, choose Insert > Frame. In the Frame dialog
box, choose the Type tab (Figure 114) and enter the width, height, and
horizontal and vertical position for the footer.

= =

Frame
Type |0pti0ns “Wrap | Hyperlink | Borders | Background | Columns || Macro
Size anchor
Wwidth 0.50cm [ () To page
] relative (%) To paragraph
D Aukamatic (:) To character
Height {at lzast) 16.4Dcm{'ﬁ (7 As character
[ Relative
AukoSize
|:| Eeep rakio
Position
Horizontal  |From left v| by |150cm (8] to |Entire page v
D Mirrar on even pages
Yertical Top M by 0.00cm ko |Page text area M|

Figure 114: Defining the size and position of the footer frame
7) If your footer has a line above the text, as in this book, on the Borders page

(Figure 115), select a right border and specify the line width and spacing to
the frame’s contents.

Frame

Type | Options | Wrap | Hyperlink |Borders |Backgraunl:| Columns | Macro

Line arrangernent Line Spacing ko contents
Default Style Left .05
E\E‘DE\D 'NDHE' ud R ht D |:|5

- il 05cm

User-defined 0.05 pt

* 0.0 pt Top 0.05crm

o — 1,00 pt

1 E —— 50 0L Bokkom 0.05cm

A — :

ol .00 pt M Synchronize

E : Color

* I Elack M|

Figure 115: Specifying the border position, line width, and spacing to contents
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8) Click OK to save these settings. The footer should now appear in the
required position and orientation.

Repeat these steps (using appropriate measurements) to set up a portrait header on
the landscape page.

Numbering pages

To automatically number pages:

1) Insert a header or footer, as described in “Creating headers and footers” on
page 109.

2) Place the cursor in the header or footer where you want the page number to
appear and choose Insert > Fields > Page Number.

Including the total number of pages
To include the total number of pages (as in page 1 of 12):
1) Type the word page and a space, then insert the page number as above.

2) Press the spacebar once, type the word of and a space, then choose Insert >
Fields > Page Count.

Note The Page Count field inserts the total number of pages in the document,
as shown on the Statistics tab of the document’s Properties dialog box
(File > Properties). If you restart page numbering anywhere in the
document, then the total page count may not be what you want. See
“Problems with restarting page numbering” on page 115.

Restarting page numbering

Often you will want to restart the page numbering at 1, for example on the page
following a title page or a table of contents. In addition, many documents have the
front matter (such as the table of contents) numbered with Roman numerals and the
main body of the document numbered in arabic numerals, starting with 1.

You can restart page numbering in two ways.

Method 1:
1) Place the cursor in the first paragraph of the new page.

2) Choose Format > Paragraph.
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3) On the Text Flow page of the Paragraph dialog box (Figure 83 on page 83),
check Insert in the Breaks area.

4) In the Type drop-down list, select Page.

5) In the Position drop-down list, select Before or After to position where you
want to insert the page break.

6) Check With Page Style and specify the page style to use.

7) Specify the page number to start from and then click OK.
Method 2:

1) Place the cursor in the first paragraph of the new page.

2) Choose Insert > Manual break.

3) Page break is the default selected on the Insert Break dialog box (Figure

116).
Insert Break
Ik
) Line break.
(%) Page break
Syl
Default v

i_hange page number:

1 -

Figure 116: Restarting page numbering after a manual page break

4) Choose the required page in the Style drop-down list.
5) Check Change page number.
6) Specify the page number to start from and then click OK.

Changing the format of page numbers

To set the page number to display in Roman numerals, you need to specify the
format of numbers in the page style.

On the Page page of the Page Style dialog box, in the Layout settings section
(Figure 117), select i,ii,iii from the Format dropdown list.

114 Chapter 4 Formatting Pages



Numbering pages

Lavaut settings

Page lawvout Right and left |

Format 1,23 ..

|:| Reqgister-true AB G
a, b, o, .

I, I, II1, ...
i, i, i, ...
1,2,3 ..
More

Figure 117: Changing format of page numbers

Problems with restarting page numbering
Restarting page numbering may lead to two problems.

» The Statistics field in the document’s Properties (File > Properties) always
displays the total number of pages in the document, which may not be what
you want to appear in the Page Count field.

+  When page numbering is restarted, OOo always make sure that an odd-
numbered page is a right page and an even-numbered page is a left page. It
does this by inserting a blank page, if necessary. Sometimes this blank page
is not desired, particularly when creating PDFs or when printing single
sided.

Solving the page count problem

Suppose you know exactly how many pages are not to be included in the page count.
(You want one page to be excluded in the page count for the following example.)

Instead of inserting a Page count field, you can do the following:
1) Position the cursor where you want the page count to appear.

2) Press F2 to open the formula bar, just above the horizontal ruler in the main
Writer window (see Figure 118).

Default Times Mew Roman
Text formula | fog ™ % @
. S L. o o .
5 1 Q L 1 L J.2 L 3 L

I
Figure 118: Formula bar
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3) After the equal sign, type page —1. If you want to exclude multiple pages,
substitute the number of excluded pages for 1 in the formula.

4) Press Enter to close the formula bar and insert the resulting field into the
document.

If you do not know the total number of pages in advance, then one approach is to
create a set reference on the last page and then insert a cross reference to it. (Refer
to Chapter 14, “Working with Fields”, for more information on setting references
and inserting cross references.)

To create a set reference on the last page:
1) Go to the last page (Ctrl+End).
2) Choose Insert > Cross-reference.

3) On the References page of the Fields dialog box (Figure 119), select Set
Reference in the 7ype column.

Fields

Document [References | Functions | DocInformation | Yariables | Database

Type

Set Reference
Insert Reference

MName

LastPagel

[ Insert H Close ” Help

Figure 119: Setting a reference on the last page of the document

4) In the Name box, enter LastPage.

5) Click Insert. LastPage is now listed in the Selection column.
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To insert a cross-reference to the last page in the header or footer where you want to
refer to the total number of pages:

1) Position the cursor at the desired location—for example after the space
added after of in the header or footer, as in page xx of yy.

2) Choose Insert > Cross-reference.

3) On the References page of the Fields dialog box (Figure 120), select Insert
Reference in the 7ype column and LastPage in the Selection column.
LastPage now appears in the Name box.

4) In the Format column, select As page style. Click Insert.

Notes Do not delete the reference set at the end of the document. If you do, the
cross-reference will not work.

If a field, such as a cross-reference, does not automatically update, select
the text containing the field and press F'9.

Fields
Document |References | Functions | Doclnformation | Variables | Database
Tvpe Selection Farrmak
et Helference LastPage Page
Insert Reference hapter
Bredirarl Reference

s Pane Stvie i
-H———f-

Marmne

LastPage

[ Insert l [ Close ] ’ Help

Figure 120: Inserting a cross-reference to the last page of a document
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Numbering portrait and landscape pages

To create page numbers on portrait and landscape pages in the same place and
orientation:

1) Refer to “Portait headers on landscape pages” on page 110 to create a
landscape page style and landscape header or footer styles. When creating
the page style, check the Use dynamic spacing checkbox in the Spacing
area in the Header or Footer pages of the Page Style dialog box.

2) Insert the page break and choose the landscape page style; do not change the
page numbering.

3) In the relevant header or footer, insert the page number field (Insert >
Fields > Page Number).

Numbering the first page other than 1

Sometimes you may want to start a document with a page number greater than 1. For
example, you may be writing a book, with each chapter in a separate file. Chapter 1
may start with page 1, but Chapter 2 could begin with page 25 and Chapter 3 with
page 51.

Follow these instructions to start the page numbering in a document at a number
greater than 1. (These instructions are for a page number in a footer, but you could
use a header instead.)

Tip Do not set a starting page number that is an even number or you will
end up with a blank page before the first page when you print the file or
export it as a PDF.

1) Choose Insert > Footer > [page style] to activate the footer. (If the page
style is already checked in the Footer menu, point to it and click OK in the
OpenOffice.org 2.0 dialog box that appears. Then point to that page style
again to select it.)

2) The cursor is now in the footer. To insert the page number, choose Insert >
Fields > Page Number. The page number will be 1.

3) Click in the first paragraph in the text area, or type a paragraph of text.

4) Choose Format > Paragraph (or right-click and choose Paragraph from
the pop-up menu) to display the Paragraph dialog box.

5) On the Text Flow page (Figure 83 on page 83), in the Breaks section, select
Insert and select Page in the Type drop-down list. Select With Page Style
and the page style you are using for the first page of the document.

6) The Page number field is now active. Type the page number you want to
start with. Click OK to close the Paragraph dialog box.
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Chapter 5
Printing with Writer

General information about printing and faxing documents from OOo is provided in
the Getting Started guide. This chapter describes some items of particular interest to
users of Writer.

Quick printing

Click the Print File Directly icon S to send the entire document to the default
printer defined for your computer.

Controlling printing using the Print dialog

For more control over printing, use File > Print to display the Print dialog (Figure

121).

On the Print dialog, you can choose:

Which printer to use (if more than one are installed on your system) and the
properties of the printer—for example, orientation (portrait or landscape),
which paper tray to use, and what paper size to print on. The properties
available depend on the selected printer; consult the printer’s documentation
for details.

What pages to print, how many copies to print, and in what order to print
them.

» Use dashes to specify page ranges and commas or semicolons to
separate ranges; for example: 1, 5, 11-14, 34-40.

« Selection is the highlighted part of a page or pages.

What items to print. Click the Options button to display the Printer Options
dialog (Figure 122).
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Print

Prinker

tame HP LaserJet 5L ™ Propetties... ]

Skatus Default printer; Ready
Type HP LaserJet 5L
Lacation LPT1:

Cornrment

] Brint ka File

Prink range Copies
OF1} Mumber of copies 1

Cﬁ Pages 1 [ [ [

Cptions. .. (a4 ] [ Cancel ] [ Help

<k

Figure 121. The Print dialog

Selecting print options for a document

Selections on the Printer Options dialog apply to this printing of this document only.
To specify default printing options for Writer, see “Selecting default print options”
on page 122.

Some items of interest on the Printer Options dialog include:

+ In the Contents section, you might choose not to print graphics or page
background in drafts, for example (to save toner or ink)

+ In the Pages section, you can choose:

+ Print only left (even-numbered) pages or only right (odd-numbered)
pages. These settings are useful when you want to print on both sides of
the page, but do not have a printer that handles this automatically.

 Print in reversed page order.

*  Brochure—the results of this selection are discussed in “Printing a
brochure” on page 123.

» In the Nofes section, you can choose whether to print any notes that have
been added to your document (using Insert > Note), and where to print the
notes.
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Printer Options

Contents Pages Mokes
Graphics Left pages (%) Mone

Tables Right pages () Mokes anly
Drawings [ Reversed () End of document

Controls [ Brachure ) End of page
Background

[ print black

Other
[ create single print jobs
|:| Paper kray from printer settings

Fax <honex» ]

Figure 122. Printer Options dialog

Previewing pages before printing

The normal page view in Writer shows you what each page will look like when
printed, but it shows only one page at a time. If you are designing a document to be
printed double-sided, you may want to see what facing pages look like. OOo
provides a way to do this in Page Preview.

e

The Writer window changes to display the current page and the following
page, and shows the Page Preview toolbar (Figure 123) in place of the
Formatting toolbar.

3 A BE - @ |es% v| G| B & ) | Close Preview

Figure 123. Page Preview toolbar

1) Click File > Page Preview, or click the Page Preview button

2) Click the Book Preview icon i to display left and right pages in their
correct orientation.

3) To print the document in this page view, click the Print Page View icon

4) To choose margins and other options for the printout, click the Print Options

Page View icon to display the Print Options dialog (Figure 124).
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Print Options
Distribution
Rows 1 3| Columns 2 3
Margins
Left &3] Right )
Top ¢! gottam B
Defaulk
Spacing
Harigarkal o vertically
Farmat
() Landscape (%) Partrait

Figure 124. Print Options page view dialog

Selecting default print options

Selections on the Printer Options dialog over-ride any default settings. To specify
default settings for printing, use Tools > Options > OpenOffice.org Writer >
Print. The page displayed contains the same choices as the Printer Options dialog.

Other printer settings are found in Tools > Options > OpenOffice.org > Print, as
shown in Figure 125. Use this page to specify quality settings for printing, and
whether to have OOo warn you if the paper size or orientation of your document
does not match the printer settings.

)

Options - OpenOffice.org - Print

B OpenCffice,
peaserIE)Zf;g Reduce print data
General Settings for (&) rinter O Print to file
Memary

vi Prinker

[ reduce transparency [] reduce gradients
G4
Fonts
Security
Appearance [ reduce bitmaps [ Convert calars ta grayscale
Accessibility
Java
Load{Save
Language Setkings
Openoffice.org Writer
Openoffice. org Witer ieb
OpenOffice.org Base
Charts
Internet Printer warnings

D Paper size Transparency
D Paper orientation

HHEEHEE

[ oK 1 [ Cancel ] [ Help ] [ Back

Figure 125. Printer options for OpenOffice.org
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Printing a brochure

You can print a document with two pages on each side of a sheet of paper, arranged
so that when the printed pages are folded in half, the pages are in the correct order to
form a booklet or brochure.

To print a brochure on a single-sided printer:

1) Plan your document so it will look good when printed half size (choose
appropriate margins, font sizes, and so on).Click File > Print. In the Print
dialog (Figure 121), click Properties and be sure the printer is set to the
same orientation (portrait or landscape) as specified in the page setup for
your document. (Usually the orientation does not matter, but it does for
brochures.)

2) Click Options. In the Pages section of the Printer Options dialog (Figure
122), choose Brochure and Right pages. Click OK twice to print the first
side of each page.

3) Flip the pages and put them back into the printer, new side up, and in the
correct orientation. You may need to experiment a bit to find out what the
correct arrangement is for your printer.

4) Click File > Print and check Properties to make sure the printer setup is
still correct.

5) Click Options again. In the Pages section of the Printer Options dialog,
choose Brochure and Left page. Click OK twice to print those second
sides.

6) If your printer can do double-sided, then click on the checks for both left
and right along with Brochure and it should not only do those but collate
too.
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Printing envelopes

Printing envelopes involves two steps: setup and printing.
To set up an envelope to be printed by itself or with your document:
1) Click Insert > Envelope from the menu bar.

2) In the Envelope dialog, start with the Envelope tab (Figure 126). Verify,
add, or edit the information in the Addressee and Sender boxes (the “from”
on the envelope). You can use the right-hand dropdown lists to select the
database or table from which you can draw the envelope information, if
desired. See “Setting up envelope details from a database” on page 127 for

details.

Envelope
Envelope |Format | Prinker

Addresses Database

| - ~

Table
]
™ Database field

Sender
145 N
Joe Smith 3 - D
United States of America L _
w

£ 3]

IMEWDDE. H Insert H Cancel H Help H Resek ]

Figure 126. Choosing addressee and sender information for an envelope

3) On the Format tab (Figure 127), verify or edit the positioning of the
addressee and the sender information. The preview area on the lower right
shows the effect of your positioning choices.

To format the text of these blocks, click the Edit buttons to the right.

» In Character , you can choose fonts, sizes, underlines or color,
rotating/scaling, backgrounds and more.
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+  In Paragraph, you can choose indenting, alignment, flow, tabs and more.

4) 1In the lower left of this tab, choose the envelope format from the dropdown
list. The width and height of the selected envelope then show in the boxes
below the selected format. If you chose a pre-existing format, just verify
these sizes. If you chose User defined in the Format list, edit the sizes.

Envelope
Ervelope ([Format |Printer
Addresses
Position
Fram left bzq" : Format
from top 224" )
Sender
Position
From |eft 0.39" &l Farmak
from top 0.39" )
Size
Farmak CES v
width &.94" ) - U
. B [ ]
IMEWDQE. H Insert ” Cancel ” Help ” Resek l

Figure 127. Choosing positioning and size of elements for an envelope

5) After formatting, select the Printer tab (Figure 128) to choose printer
options such as envelope orientation and shifting. You may need to
experiment a bit to see what works best for your printer.

You can also choose a different printer or alter printer setup (for example,
specify the tray that holds envelopes) for this print job.
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Envelope

Ervelope | Format |Printer

Ervelope orientation

T T T T+ T T
{3 Print from kop

73 Prink from botkom

Shift right 0.00"

kel

Shift down 0.0

3

Current prinker

IMEWDUE. H Insert H Cancel H Help ” Reset l

Figure 128. Choosing printer options for an envelope

6) When you have finished formatting and are ready to print, click either the
New Doc or Insert button to finish. New Doc makes only an envelope or
starts a new document with the envelope. Insert inserts the envelope into
your existing document as page 1.

To not proceed with this envelope, click Cancel or press the Esc key. You
can also click Reset to remove your changes and return to the original
settings when the dialog opened.

When the Envelope dialog closes, you are returned to your document, which now
has the envelope in the same file as the document. Save this file before you do
anything else.

To print the envelope:
1) Choose File > Print from the menu bar.

2) On the Print dialog, under Print range, choose Pages and type 1 in the box.
Click OK to print.

126 Chapter 5 Printing with Writer



Printing envelopes

Setting up envelope details from a database

You can use a database as a source of name and address details for printing one or a
series of envelopes, either alone or with accompanying letters. Mozilla address
books, dBase databases, spreadsheets, databases created by OOo Base, and others
can be used as data sources.

After you have set up a data source (not covered in this chapter), you need to
register it with OOo so OOo can access it..

To register a data source, select File > New > Database, select Connect to an
existing database, and select the type of data source to connect to. The exact source
can then be chosen in the wizard.

For more details on how to set up a database or address book as a data source, see
Chapter 10, “Getting Started with Base” in the Getting Started guide.

To use the database when printing envelopes:
1) Click Insert > Envelope from the menu bar.

2) On the Envelope dialog (Figure 129), select from the Database list the name
of the data source. In the Table list, select the database table or sheet
containing the address data that you want to insert. The Database field list
will now show a list of the fields in the selected database.

3) Select the field containing the first piece of data (for example, first name)
that you want to insert, then click the left arrow button to add the data to the
Addressee box.

4) To put another field on the same line in the Addressee box, select that field
and click the left arrow button again. Be sure to include punctuation or
spaces between fields in the Addressee box as needed.

5) To put a field (for example, the address) on a new line, press Enter at the
end of the previous line in the Addressee box. When you are finished
selecting fields, the Envelope dialog will look something like Figure 130.
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Envelope

Envelope |Furmat || Prinker |

Addressee

[i] I}

Database

| Addresses [i“
Table

‘Sheet1 v

Database field

Sender

O0ofuthors s
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Figure 129: Choosing a database and table from which to use addressee details
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Figure 130: The Envelope dialog after choosing database fields for addressee
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6) Click Insert or New Doc. A formatted envelope is now visible in your
document

7) Click File > Print from the menu bar. The dialog shown in Figure 131
appears. Click Yes.

L o
CpenCffice.org 2.0 .%
@ Your document contains address datsbase fields. Do vou want to print a Form letter?

|:| Do not show warning again
l I
Figure 131: Confirmation dialog for merging database fields

8) The Mail Merge dialog (Figure 132) appears. Here you can choose to print
envelopes addresses to one, several or all address records in the database.
For more about using mail merge, see Chapter 11, “Using Mail Merge” in
this Writer Guide.

9) Make your selections and then click OK to begin printing.

Mail Merge
5 IGMER IR S A
[=] Addresses|~ Lastname | Firstname | Address1 | Addressz | city | state | Postcode

L5 queries | _| ¥ [Anyone Alan 123 Any Stree alanstow MNSW 2000
=] Tables _ |Else Someone 456 Some Stre Brisbane QLD 4000
She,
@2 eiklicaranbe | o ]
£ | Record |1 of 2 E]@ 1% | 2
Records Qukput
@ @i () Prinker () File
[ single print jobs
) Erom: 1 Io 1 C:\Docurments and Settings’ Jean Hollis v
Last name .V.

Figure 132: Choosing records to use when printing envelopes
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Printing labels

To print labels:
1) Choose File > New > Labels on the menu bar. The Labels dialog opens.

2) On the Labels tab (Figure 133), fill in your own label text in the Inscription
box, or use the Database and Table dropdown lists to choose the required
information as described in “Setting up envelope details from a database” on

page 127.
Labels
Labels |Format | Options
Inscription
Label text [] address Diatabase
| ] ]
Table
(]
Database field
v = 5
< 2]
Format
) Continuous Brand Avery A4 V
(® sheet Type [User] M
[User]: 3.94" x 3.94" (1 x 1)
I Mew Document l ’ Cancel l [ Help l [ Reset ]

Figure 133. Labels dialog, Labels tab

3) Select the label stock in the Brand dropdown list. The types for that brand
then appear in the Type dropdown list. Select the size and type of labels
required. You can also select User type and then make specific selections on
the Format tab (Figure 134).

4) Click the Format tab (Figure 134) to choose the pitch, sizes, margins and
columns for user-defined labels, or just verify with a brand of label stock
you have loaded into the printer.

5) Click Save to save your new format.
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Labels

Labels |[Format

Harizantal pitch
Wertical pitch
wWidth

Height

Left margin
Top margin
Columns

Rows

Opkions
Bevery O [User]
<
394" g
3.94" =
294" S idth
ooot i
0.o0" : Rz
1 &
S e
Columns
I ew Document ] [ Cancel ] [ Help ] [ Resek ]

Figure 134. Labels dialog, Format tab

6) On the Options tab (Figure 135), choose to print the entire page of labels or
one single label, then select which one by the column and row. You can also
change printer setup.

7) When you have finished formatting and you are ready, click New Document
to make your sheet of labels or click Cancel (or press the Esc key). You can
also click Reset to remove your changes and return to the original settings
when the dialog opened.

You can print right away using the Print File Directly button on toolbar or by
choosing File > Print from the menu bar, or you can save the file to print later.
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Lahels

Labels | Farmat |Options

Distribute
O Entire page
(%) Single label

Synchronize contents

Column

1

%] Row 1%

Prinker

HP Laserlek 5L

Mew Documnent ] [

Cancel

Help ] [ Reset

Figure 135. Labels dialog, Options tab
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Chapter 6

Introduction to Styles
Paragraph, Page and Character Styles

What are styles?

Most people are used to writing documents according to physical attributes. For
example, you might specify the font family, font size and weight (say, Helvetica
12pt, bold).

Styles are logical attributes. We use styles every day. For example, there are two
styles of computers: desktop and laptop. Each has its own distinctive set of
properties. You never say “my computer is a low-weight, one-piece unit with an
LCD screen attached to a rectangular casing containing the computing components
ad the keyboard”. Instead, you say “I have a laptop”.

OpenOffice.org styles are a way to do the same thing for your document. Using
styles means that you stop saying “font size 14pt, Times New Roman, bold,
centered”, and you start saying “title”. In other words, styles means that you shift the
emphasis from what the text looks like, to what the text is.

Why use styles?

OpenOffice.org (O00) brings a powerful notion of styles. Styles help improve
consistency in a document. They also make major formatting changes easy. For
example, you may decide to change the indentation of all paragraphs, or change the
font of all titles. For a long document, this simple task can be prohibitive. Styles
make the task easy.
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The time is 9:50 A.M. and Jane is finishing the 30-page paper for school that
is due at 10:00 A.M. She looks over the assignment one more time, and
suddenly she realizes that:

» The text must use Arial font instead of Times New Roman.
* The headings must be dark blue and indented.
+ The title must appear at the top-right of every page except the first.

+ Even numbered pages must have a wider right margin, and odd
numbered pages must have a wider left margin.

Thankfully, Jane used OpenOffice.org and styles. She makes all the changes
in two minutes and hands in the paper on time.

Types of styles

OpenOffice.org Writer has five types of styles:
» Paragraph styles affect an entire paragraph.
» Character styles affect a block of text inside a paragraph.
* Page styles affect page formatting (page size, margin, and the like).
» Frame styles affect frames and graphics.
» List styles affect numbered lists and bulleted lists.

The first three styles are the most used. Those are the styles covered in this chapter.
Frame styles and list styles are discussed in Chapter 7, “Working with Styles”.

These styles are available through a floating window called Styles and Formatting,
shown in Figure 136. (Press F'// to see it.) The Styles and Formatting window is
discussed in the next section.

Note Styles and Formatting is a floating window. You can drag it around the
screen using the mouse, or you can dock it to the left or right side of the
screen.
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Frame stiles
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Complimentary close -

ne indent

Hanging indent

Heading
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Heading 10
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Heading 4

Heading 5 -

Automatic

Ak

Figure 136. Styles and Formatting window and the types of styles.

Using paragraph styles

f 5——{List styles]

Types of styles

First steps

OpenOffice.org uses a tool called Styles and Formatting to manage styles. The
concept of styles and the Styles and Formatting window is best explained through an

example.

1) Create a new document (choose File > New > Text Document or press

Control+N).

2) Type Heading 1 in it. Make sure that the cursor remains in that same line.

3) Press the Styles and Formatting icon J"&FJ located on the Formatting Bar or
press the F'/1 key. This brings up a window called Styles and Formatting

(see Figure 137).

4) Make sure the window is showing the Paragraph Styles section (click on the

top-left icon of the Styles and Formatting window |I.J).
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Current Style
(~||o] T Trrmraslus i o Seylas o U Oifies e Yeigae
File Edit View sert Format Table Tools Window Help

B

In
E-cHg #| asR V= B-& 6 - &EH-
,bv‘,.J Default ~ | Times New R EJEY 3:ylas sl Formzziaeg [E B U
._\Zl 2 (WEDDEE o
imentary close =
/ First line indent
ing indent
Paragraph Styles ang
Heading 1
Styles and Formatting Heading 2
Heading 3 Styles and Formatting
Heading

Cursor / —
Heading l|/
ding
Heading 10
Heading 5 -

Automatic =

Figure 137. Click on the Styles and Formatting icon JHFI to bring up the window.

Double-click the Heading 1 entry of Styles and Formatting. This will do two things:
* Give the line you typed the Heading 1 style.
* Add Heading 1 to the Apply Style menu.

The Apply Style menu is illustrated in Figure 138. It provides direct access to the
styles that are currently in use in the document.

Using the Apply Style menu

The Apply Style menu lists the paragraph styles that are currently in use in the
document. You can select styles from this menu, just like with the Styles and
Formatting window. As an exercise, press Enter, type some text and select Heading
1 in the Apply Style menu. The text acquires the properties of the Heading I style.
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| Heading 1 added to Apply Styles menu
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Figure 138. Applying paragraph styles

Modifying paragraph styles

The power of styles lies in the ability to modify them to suit your needs. For the next
example, we will need three lines of text with three OOo-supplied paragraph styles:
Heading 1, Heading 2, and Heading 3. These paragraph styles could be used in
formating headings in the framework for a document that will be “fleshed out”

afterwards. Your document should resemble Figure 139.

r

L
-
¥
w
A

U
o
-
fo4]

£ 10 11

Title
Subtitle 1
Section 1.1
Section 1.2

Subtitle 2

Figure 139. Headings 1-3 with default styles
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Open a new text document for this exercise and type Title on the first line, press the
Paragraph Styles icon on the Styles and Formatting window, and double-click
Heading 1 in the drop-down list. Repeat this procedure for the other entries, using
the proper paragraph style for each. The Heading I style should be applied to the
“paragraph” containing the word “Title”, Heading 2 to “Subtitle 1”, and so on.

Note Heading 1 uses a bold font typeface, Heading 2 uses a 14pt bold italic
typeface, and Heading 3 uses a 14pt bold typeface.

Suppose you decide to make some changes to these styles:

* Heading 1 should be centered.
* Heading 3 should be indented.

Center Heading 1

On the Styles and Formatting window, select the Paragraph Styles icon (if it isn’t
already chosen), right-click on Heading 1, and choose Modify (see Figure 140).

n n Seyglas el Fogriziatie) E B
[n)|[a) @ @ = ¢ 7 I

Complimentary close -
Default

First line indent

Hanging indent

Heading
g L

Heading 10 New...

Headinn 3

Figure 140. Modifying a style

When the Paragraph Style window opens, choose the Alignment tab, select Center
(as shown in Figure 141) and click OK.

Alignment tab

a8 \ Mzl gl Saylad pl=zielioe
Numbering Tabs Drop Caps B
Organizer Indents & Spacing | Alignment | Text Flow
Options
Left
Right
e Center
listified

Figure 141. Center Heading 1
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Now, everything marked as Heading I will be centered (as shown in Figure 142). If
you make another Heading 1 entry, it will be centered as well.

Title
Subtitle 1
Section 1.1|

Figure 142. Text with the Heading 1 style is centered.

Indent Heading 3

On the Styles and Formatting window, right-click on Heading 3 and choose Modify
(as before). When the Paragraph Style window opens, follow the steps below:

1) Click the Indents & Spacing tab.

2) Under the /ndent section, set the indentation before the text to 1.50cm (0.6
in), as shown in Figure 143.

Indents & Spacing tab |

Indentation

Fzirziejesi of) Sisylad il = %]

Numbering

Indent

Before text
After text

First line

Tabs

Figure 143. Set indentation

Drop Caps

Organizer Indents & Spacing @ Alignment Tex Flow

1.50cm|
0.00cm

0.00cm

The result should resemble Figure 144.

Background Borders
Font Font Effects Position

4

4
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Figure 144.

Linked styles

£ 1-02.03-04.05-..6+-7-: 8 -9-.10 11 12,13 14 150, 16
Title|
Subtitle 1
Section 1.1
Section 1.2
Subtitle 2
Section 2.1

The text with Heading 3 style is indented.

Some OpenOffice.org styles are /inked together. This means that a change in one
style affects every style linked to to it. For example, every Heading style (such as
Heading 1, Heading 2) is linked with a style called Heading. This relationship is
illustrated in Figure 145.

Heading

Heading 1
Heading
Heading

i

Heading
Figure 145. Linked styles

As an example, suppose you want to change the font of not only Heading 1, or
Heading 2, but all headings. The easiest way to do that is to take advantage of this
linking. Open the Styles and Formatting window (press F'/]) and select Heading

(see Figure 146).

n n Seylas siglel Foginziatie) E B

oCIEIEE -

Complimentary close -
Default

First line indent

ing indent

Heading 1
Heading 10
Figure 146. Select Heading style.

Open the paragraph style window for the Heading style (right-click > Modify) and
select the Font tab. Select a font and click OK (see Figure 147).
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Select font Font tab

[v][+] Faragrap sty Stk Eading) 8
Numberinjg Tabs Drop Caps Background Borders
Organizer Indents & Spacing Alignment Text Flow Font Font Effects Position

Font Typeface Size

Monotypg Corsiva Italic 14pt
LucidaSanpTypewriter «| ltalic i 14pt =
Lucidaty pgwriter Bold Italic 15pt
Monotype Century Schoolbook 16pt
Monotype Corsiva 18pt

New Century Schoolbook 20pt
Opensymbaol 22pt

Palatino - 24pt -

Figure 147. Select font for Heading style.
Now the fonts of all the heading styles have been changed in a single operation.
Your document should now resemble Figure 148.

Title

Subtitle 1
Section 1. 1
Section 1.2
Subtitle 2

Section 2. 1
Figure 148. All Heading styles now have the new font.

Creating custom styles

You have seen that the Styles and Formatting window provides several predefined
styles, such as Heading I and Text body. But what if you need something different,
like a poem style, that is not in Styles and Formatting? With OpenOffice.org you can
make your own styles to suit your needs.

In this section, we will create a Poem paragraph style, and a Poem Header
paragraph style, with the following properties:

* Poem: Centered, with font-size 10.

* PoemHeading: Centered, bold, with font-size 12.
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In addition, a Poem Heading is to be followed by a Poem. In other words, when you
press Enter, the style changes to Poem.

Note The keen reader may have noticed this behaviour already. After you
type a heading and press Enter, the style switches back to Text body.

Creating the Poem paragraph style

Our first example is the Poem style. We use the Default style as a starting point.

1) Click the Styles and Formatting icon JH"J or press F11.
2) Click the Paragraph Styles icon (first from the left).
3) Right-click Default and choose New (see Figure 149).

|~ ] Seylas el Fogiziceineg (of[x]
(vJ|[a) O & = L N

Complimentary close -

efal
= 5 New...
First line inde——

Hanging inde  Modify...
Heading

Heading 1

Figure 149. Create a new style.

This opens the Paragraph Styles dialog box, with the Organizer tab selected. To
create a custom style, you have to understand and configure the top three entries.

Style fields Description
Name This is the name of the style itself, like Heading 1 or Text body.

Set (type in the box) the name to Poem.

Next Style This is the default style that follows the Poem style. When you
press Enter while typing text in the Poem style, this style is used.

Set this value to Poem. When you press Enter, the text will
remain in the Poem style.

Linked With If the Poem style is linked with another, say Default, then any
change in Default will affect Poem, just as you saw with Heading
in the previous section.

For our example, this is not the behavior we want. Set this entry
to — None — . This means that Poem is not linked with any other

style.

After making these changes, your screen should look like Figure 150.
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Edited entries

[v][+]
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Next Style
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Poem
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Text Styles

Drop Caps
Alignmgnt | |Text Flow Font

Backdround
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Borders
Font Effects

Condition
Position

4

IS

Figure 150. Initial configuration for the Poem style. Set the first three entries as shown.

The next step is to configure the alignment and font properties of this style.

*  On the Alignment page, select Center.

* On the Font page, select 12pt font-size.

Click OK to save the new Poem style.

Congratulations! You just made your very own style.

Creating the PoemHeading style

Create a new PoemHeading style. Use the same procedure as before, with these

changes:

* Next style: Select Poem, not PoemHeading.

» Linked with: Heading.

The window should look like Figure 151.

Oréanizer tab
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Font Effects
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Figure 151. Settings for the PoemHeading style.
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Now set the settings of the new style:

1) On the Alignment page, select Center.

2) On the Font page, choose Bold and size 14pt.
Click OK to save the new PoemHeading style.

Sample poem

It is a good idea to test out your new styles and see if you are happy with them. Your
poem should look similar to the one in Figure 152.

n ﬂ LI PO N e W T eSO T O VI I LETS ! E B
File Edit View Insert Format Table Tools Window Help %

-

The Road Not Taken

Two roads diverged in a yellow wood
And sorry I could not travel both
And be one traveler, longl stood

And looked down one as far as I could

To where it bent in the undergrowth.

Then took the other as just as fair
And having perhaps the better claim
Because it was grassy and wanted wear
Though as for that, the passmygthere
Had worn them really about the same

And both that morning equally lay
In leaves no step had trodden black
Oh, I kept the first for another day!
Yet, knowing how way leads onto way
I doubted if1 should ever come back

I shall be telling this with a sigh
Somewhere ages and ages hence
Two roads diverged in a wood
And I took the one lesstraveled by
And that has made all the difference

Robert Frost

440 M A

4 L3

Figure 152. Sample poem
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Changing the formatting of your styles

One of the main advantages of styles is that they allow the document formatting to
be changed after the content has been written. For example, suppose you have
written a 100-page book of poetry. Then you decide you don’t like the way the
poems look after all. Or perhaps your publisher doesn’t like it.

To learn about reconfiguring styles, we will make the following changes:
* The Poem style will be indented instead of centered.

* Add a PoemAuthor style based on Poem, except it is bold and has more
indentation.

Indent Poem and Poem Header
First, set the Poem style to left alignment:

1) In the Styles and Formatting window, select Poem, right-click and select
Modify.

2) On the Alignment page, select Left.
Set the indentation:
1) Click the Indents & Spacing tab.
2) Under Indent, set the indentation before the text to Sem (or about 2in).

Done! Click OK, and you should see the text change. Do the same thing for
PoemHeading.

Create Poem Author style

The purpose of this style is to set apart the name of the author from the rest of the
poem. You already know how to create a new style. Follow the same procedure as
before (starting from the Poem style). Use the following configuration:

e Name: PoemAuthor
*  Next style: Default
e Linked with: Poem

Now, configure PoemAuthor just like you configured Poem, with the following
changes:

« Font: Bold
*  On the Indents & Spacing page:
» Under Indent, set the Before text field to 8.00cm (3.2 in).
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» Under Spacing, set the spacing above the paragraph to 0.50cm (0.2 in).
This creates an extra space between the poem and the name of the
author.

Figure 153 shows how the Indents & Spacing page should look at this point. Click
OK to save the style. Now set the author of the poem (in the example, Robert Frost)
to the newly created Poem Author style, as described in “First steps” on page 135.

Organizer Indents & Spacing @ Alignment Text Flow Font Font Effects Position
Indent

Before text 8.00cm >

After text 0.00cm >

First line - - 0.00cm = |

) Edited entries I
Automatic
|

Spacing

Above paragraph D.Sl)cml e

Figure 153. Indentation and spacing for the PoemAuthor style

Final result
After all these changes, the poem should look similar to Figure 155 on page 147.

Tips and tricks

You can make the Styles and Formatting window display only custom styles. Click
on the menu at the bottom of the Styles and Formatting window and select Custom
Styles. As shown in Figure 154, Styles and Formatting only displays Poem,
PoemAuthor and PoemHeading.

n n Seylas zile Fogiziieineg E B
[vJ|[&] O [ = @ -

.\PcemAuthor
PoemHeading

Custom style

Custom Styles =

Figure 154. Displaying only custom styles
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The Road Not Taken

Two roads diverged in a yellow wood
And sorry I could not travel both

And be one traveler, longI stood

And looked down one as far as I could
To where it bent in the undergrowth.

Then took the other as just as fair

And having perhaps the better claim
Because it was grassy and wanted wear
Though as for that, the passing there
Had worn them really about the same

And both that morning equally lay

In leaves no step had trodden black
Oh, I kept the first for another day!
Yet, knowing how way leads onto way
I doubted if1 should ever come back

I shall be telln gthis with a sigh
Somewhere ages and ages hence
Two roads diverged in a wood

And 1 took the one less traveled by
And that has made all the difference

Robert Frost

A D be A

4 4

Figure 155. Final result, using three custom styles

Using page styles

Page styles are to pages what paragraph styles are to paragraphs. Just as paragraph
styles can define paragraph properties (font size, color and others), page styles can
define page properties (margins, page size, header and footers, and others).
However, unlike paragraphs, which can have directly applied properties, pages only
have a page style and no directly applied properties.

Real life situation

Christian is a lawyer from California, USA. For his letters, the first page
has his letterhead, and subsequent pages only identify the recipient, the
date and the page number. Christian does this using page styles. He also
uses page styles to comply with the spacing requirements (such as
margins) for legal briefs in California State courts.
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What page style does a page have?
The page style for the current page is displayed on the status bar (Figure 156).

[Current page style]

| Page 1/1 Default L00% NSR1/STD HYF *

Figure 156. The current page style is displayed on the status bar.

Modifying a page style

Open the Styles and Formatting window and click the Page Styles button [ .

u n Seylas siglel Fogzieieg E m
) (&) O |E|E @B -

E e

Envelope
First Page

Footnote

HTML

Index

Left Page

Right Page

All =

Figure 157. Selecting page styles.

Right-click the currently active page style (Figure 157) and select Modify. The
resulting window is shown in Figure 158.

||+ ] Heisje Saylas plaiziefe %]
Organizer Page Background | Header  Footer | Borders = Columns | Footnote
Name pefault
Next Style Default =

4r

4k

Custom Styles

Figure 158. Page properties
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Mirrored margins for facing pages

You can set up “mirrored” margins for facing pages within one page style. More
complex differences between right and left pages may require separate page styles;
these are discussed in Chapter 4, “Formatting Pages”.

To set up “mirrored” facing pages, go to the Page tab of the Page Style dialog box
(Figure 159). Choose Mirrored for Page layout in the Layout settings section, and
set the inner and outer margins in the Margins section.

Page Style: Default

Organizer |Page | Background | Header | Footer | Borders || Columns | Footnoke

Paper format

Farmnat e |

width Z1.00cm [

Height 29.70cm 2

Orientakion @. Partrait

() Landscape Paper tray [From printer settings] il

Margins Layouk settings

Inner 3.00cm Page layout Mirrared )

Ouker Z.00cm e Farmat 1,2,3 .. |

T Z.00m 2 [ reqister-trus

Biotkam 2.00cm

[ QK l l Cancel ] l Help ] l Reset

Figure 159. Setting up mirrored pages

The Next Style property
You have seen the Next Style property in the context of paragraph styles. This
property is especially powerful in page styles.

Setting up a title page
Consider a common scenario: you want the document to have a title page that is
different from the rest of the document:

+ It should not have a header or page number.

» The left and right margins should be the same.
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For the title page we can use the First Page style that comes with OOo, and for the
rest of the document we can use the Default page style.

Figure 160 shows the required flow of page styles. On the Organizer page of the
Default page style, leave the Next Style property set to Default. On the Organizer
page of the First Page style, make sure that the Next Style property is set to Default.

\J

First > #
Page Default

Figure 160. Flow of page styles.

See “Inserting a header” on page 152 for instructions on setting up the page header.

Manual page breaks

The Next Style property is enough for projects with straightforward pagination
requirements (for example, reports, letterheads, and small books). But more
complex projects require more control over page styles. Manual page breaks
provide this control.

The idea is simple: you break a sequence of page styles, and start a new sequence.
To insert a page break, choose Insert > Manual Break and choose Page break.
This section illustrates two scenarios where page breaks are useful.

Example: Chapters

You are writing a book that is divided into chapters. Each chapter starts with a page
style called New Chapter. The following pages use the Default page style. At the end
of the chapter, we return to New Chapter for the next chapter.

0O0o doesn’t have a New Chapter style, so you must create a custom style (see page
141). Let’s suppose that you already have the page styles with the following
properties:

Page style Next Style
New Chapter Default
Default Default

This can be seen visually in the flowchart in Figure 160, but where the New Chapter
style replaces the First Page style.
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At some point you will want to start a new chapter. Follow these steps:
1) Put the cursor at the end of the chapter, on a blank line of its own.
2) Choose Insert > Manual Break. The Insert Break dialog box appears.
3) Under Type, choose Page break and under Style, select New Chapter.
Do Chogse page breakl———&

Type
Line brea

OK

Columpbreak Cancel

* Page break
Style |SeleCt apage Stylelelp

[None]
First Page
Index
Left Page
New Chapter

Right Page -

Figure 161. Choose Page break, and select the New Chapter page style.

L1

Figure 162 illustrates the flow of page styles when using page breaks.
- |
<
ﬁ 5 ﬁ
=
y o | .

First > # o0l || First > #
Page Default al Page Default

Figure 162. Page style flow using page breaks.

Example: Inserting a page with special formatting

Some times you may need to insert a page with special formatting. For example, a
landscape page, or a page with more columns. This can also be done with page
breaks. Suppose that the current page has the Default page style.

1) Choose Insert > Manual Break.
2) Select the page style (say, Special Page) in the Insert Break dialog box.
3) Fill in the contents for this page. Then insert another page break.

4) Then select Default again. The pagination continues on as normal, except
that one page has been replaced by a different page style.
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This concept is illustrated in Figure 163.

=< = I
5 O
5 | = |
& &
Default|| | @ Al Default
> Page | %’QQ’ | ||Page >
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Figure 163. Inserting a page with special formatting.

Page numbering

Many people first encounter page styles when they want to number pages.
OpenOffice.org has a powerful system for numbering pages.

Preliminaries: fields

OpenOffice.org uses a feature called fields to manage page numbers. To insert a
page number field, position the cursor where you want to insert the number and
choose Insert > Fields > Page Number. The page number appears with a gray

background. The gray background denotes a field.

Note The gray background is simply there to denote a field. This background
is not printed. Choose View > Field Shadings (or press Ctr/+F8) to
turn this feature off.

If you have seen lists in OOo, you will have noticed this gray background. OOo lists
use fields. The page number field always displays the page number for the current
page. If you see the words “Page number” instead of a number, press Ctr/+F9. This
shortcut key toggles OOo between displaying the field’s contents (what the field is
for) and the field’s results (what the field creates).

Note For a full introduction to fields, see Chapter 14, “Working with Fields”.

Inserting a header
In OOo, headers are specified by page styles.

1) Open the Page Style dialog box for the desired page style (right-click >
Modify).
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2) Select the Header tab.
3) Under Header, check Header on and click OK (see Figure 164).

(v ][] Haeyg Jiylad Dafny

Organizer | Page Background Header Footer | Borders

Header

— Turn on header]

¥|Same content left/right

Figure 164. Turn on page header.

At this point you should see the (empty) header on the current page, as in Figure
165.

v]{o]l+]
File Edit WView Insert
g-cH=|Fa
J |Poem

LPYOH EE PEN O CEPOT O N FITETS - J[o]{x]
Page header }is Window Help X

5 |nee & | b - &H-w 7

3

Times New Roman |12 vy B I U .

The Road Not Taken

Two roads diverged in a yellow wood
And sorry T could not travel both

And be one traveler, long I stood

And looked down one as far as I could
[To where it bent in the undergrowth.

Figure 165. A page with a page header.

What's so special about headers? The same text in the header appears on all pages
with that page style. (You can experience this yourself by entering some text into the
header.) This property of headers (or footers), along with fields, forms the basis of
OOo page numbering.

TIP You can also add a header through the Insert menu: Insert > Header >
[page style]. Likewise, for footers: Insert > Footer > [page style].

Caution The Insert Menu can also be used for deleting a preexisting header
or footer for a page style. If that page style has a check mark in front
A of it, pointing to it will open an OOo dialog box warning about this
and asking whether you want to delete the header or footer for that
particular page style.
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Simple page numbering

The simplest case is to have the page number at the top of every page, and nothing
more. To do this, put the cursor in the header and select Insert > Fields > Page
Number (Figure 166).

[+][o][+] —— s 2 YO ifias g Wirieae (- [o](x]

at Table Tools Window Help X
#| B &R V= B-&H- &E-v| I

3

~ |Times New Roman -~ 12 - B I U

/ -

The Road Not Taken

Two roads diverged in a yellow wood
And sorry [ could not travel both

And be one traveler, long I stood

And looked down one as far as I could
To where it bent in the undergrowth.

Figure 166. Page number inserted in the header.

Presto! Now the correct page number appears on every page.

More complex variations

There are a lot of interesting variations that you can apply without further
knowledge of page styles. Here are some suggestions:

Right-align the header to make the page number appear on the top-right.
« Place the cursor in the header.

+ Click the Align Right icon (or right-click anywhere in the header and
select Alignment > Right).

Add (type) the word page, so the header reads page 1, page 2, and so on.
This also requires using the Page Number field, discussed earlier (page
152).

Add the document title, so the header reads, for example: Joe's favourite
poems, left justified, and page x with right justification, where x is the value
of the Page Number field. Consider using a tab to separate the title from the
page number.

0Oo also has a Page Count field (Insert > Fields > Page Count). Using it,
you could, for example, have a header that reads page 2 of 12.
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These variations are all illustrated in Figure 167.

[(=T] |Additional textl Ousnsiilazere Writsr Page number B

File Edit View Ansert Format Table Tools Window Help x
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md |Po ~ | | Arial -1 |14 - Blr u| ?
Joe's favourite poems page 2 of 7

The Road Not Taken

Two roads diverged in a yellow wood Pa oe count

And sorry I could not travel both

Figure 167. Variations on the simple page numbering method.

Many more variations are possible. For example, you can use a footer instead of a
header to make the page number appear at the bottom of the page.

Example: Restart page nhumbering: a preface

Some times you want to reset the page number back to 1. A typical example is the
preface for a book. A standard preface has the following properties:

+ Page numbers are displayed in Roman numerals (i, ii, iii, iv, ...).

» After the preface, the document starts on a Default page.

» The page number resets to 1, and the format becomes Arabic (1, 2, 3,4, ...).
Resetting the page number requires page breaks.
First, let’s get the preliminary work done for the Preface style:

1) Create a new page style and name it Preface.

2) Set its Next Style to Preface, because a preface could span multiple pages.

3) Add a header to Preface and insert the Page Number field. Make the page
numbers display as Roman numerals (i, ii, iii, iv, ...):

» Open the page style window for Preface (if not already open) and click
the Header tab. Check Header on under Header.

» Click the Page tab. Under Layout settings, in the Format drop-down
list, set the format to i, ii, ii, .... (See Figure 168.) Click OK to close
the dialog box.
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u n Haga Jeylas Heafzies m
Organizer [Page| Background Header Footer Borders | Columns Footnote
Paper format
Format Letter =
Width 2159cm 5
Height 27.94cm &

[Page number format

Orientation * Portrait

Landscape Paper tray [From printer settings] =
Margins Layout settings
Left 3.18cm b Page layout Right and left :

4

Right 3.18cm s Format A, i, i, ..

Figure 168. Set page number format to Roman numerals.
After the preface is written, we are ready to restart the page numbering in the main
body of the document to Arabic numerals. Follow these steps:
1) Make an empty paragraph at the very end of the preface.
2) Put the cursor on the blank line.
3) Choose Insert > Manual Break.
4) Select Page break and choose the Default style.

5) Select the Change page number checkbox and set the new value to 1. Click
OK to close the dialog box.

These settings are shown in Figure 169.

Insert Break [ Choose page break|
Ik
) Line br
(*) Page break
Style
Defaulk v
w3 :
_hange page number Change page
1 ra] number to 1

Figure 169. Set the new page number to 1 and the page style to
Default.
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Note You cannot assign an odd page number to a left page, or an even page
number to a right page. OOo strongly adheres to the convention that
odd page numbers go on right-hand pages and even page numbers on
left-hand pages.

This change is also reflected on the status bar. The Page section of the status bar
now includes both the total page count, and the entry of the page number field
(Figure 170).

Page 3 /5 Dief aulk

Figure 170. Page number in the status bar.

Example: Different headers on right and left pages

When you insert a header on a page style set up for mirrored pages or right-and-left
pages, you can have the contents of the header be the same on all pages or be
different on the right and left pages.

To allow different content in headers, clear the Same content left/right checkbox in
the Header area on the Header page of the Page Style dialog box (Figure 171).

Page Style: Default

Organizer | Page | Gackground |Header ||

Header
Header on

[ 15ame conkent iskkiright:

Figure 171. Different header content

Now you can put the page number on the left-hand edge of the left pages and on the
right-hand edge of the right pages, or put the document title on the right-hand page
only, or make other changes. Figure 172 shows an example.

Page 2 Other words here Sample document Page 3

Figure 172. Different content on left and right pages
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Using character styles

Character styles are a complement to paragraph styles. Like paragraph styles, they
define text properties (font, weight, size), but they are applied to blocks of text
smaller than a paragraph. For example, you can use the Emphasis character style to
emphasize a word. A couple of character styles used in this document include:

+ Keystrokes use the OOoKeyStroke style. For example, “to set OOo to full
screen, press Control+Shift+J”.

*  Menu paths use the OOoMenuPath style. For example, “to turn field
shadings on or off, choose View > Field Shadings”.

Why use character styles?

Beginning OOo users often wonder, “Why use character styles?”, “How is this
different from pressing the bold icon to change the font typeface?”. The following
real life event illustrates the difference.

Real life situation

Jean is a technical writer from Australia. She learned the value of character
styles after her publisher told her to unbold menu paths in her 200 page book.
Jean had not used character styles. She had to edit all 200 pages by hand,
with some help from Find & Replace.

This was the last time Jean failed to used character styles.

Character styles do not have as many options as paragraph styles or page styles.
Their benefits are of a different nature:

* Formatting changes
As Jean’s story illustrates, the ability to make formatting changes throughout
a document can be important. Character styles provide this.

* Consistency
Character styles help ensure that typesetting guidelines are applied
consistently.

*  Focus on content
“Was I supposed to bold keystrokes? How about menus?”
A writer shouldn’t have to remember the answers to these questions.
Typesetting details distract you from the real content of your work. A
properly named character style (such as OOoKeyStroke or OOoMenuPath)
will remove this burden from you.
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Other ways of using character styles are described elsewhere in the Writer Guide.
These uses include making chapter numbers, page numbers, or list numbers larger
than the surrounding text and formatting hyperlinks.

Applying character styles

Open the Styles and Formatting window (press F'//) and click the second button in

the top bar . The list of available character styles is displayed. To apply a
character style, follow these steps:

1) Select the block of text where you wish to apply the style.

2) Double-click the appropriate character style in the Styles and Formatting
window.

Some examples include:

This example uses the Emphasis character style.

Definition: A statement describing the meaning of a word or phrase.

Note One difference between character styles and paragraph styles is the need
for selecting text (highlighting). Character styles require you to select
the text you want to apply them to; paragraph styles do not.

Unset/undo character styles

Some times you will want to remove the formatting from a block of text. You must
resist the temptation to do this manually. This will only cause trouble down the road.
There are two easy ways to remove character formatting:

+ Select the block of text, right-click and choose Default Formatting.

+ Ifyou have the Styles and Formatting window open, select the block of text
and double-click the Default character style.

Note The first method also works for removing manual formatting.
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Migrating to character styles

For people accustomed to formatting text manually, character styles can take some
getting used to. Here are some suggestions for making the transition easier:

*  Never mix character styles and manual formatting. Manual formatting
supersedes character styles. If you combine them, you may end up wasting
hours in frustration trying to figure out why your character styles don’t
work.

+ Right-clicking and choosing Default Formatting removes any text
formatting (both manual and character styles).

» Realize that clicking the Bold icon in the toolbar is not easier than clicking
on a character style that is preset for bolding the font typeface.

» Leave the Styles and Formatting window open to make character styles easy
to access.
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Chapter 7
Working with Styles

A style is a set of formats that you can apply to selected pages, text, frames, and
other elements in your document to quickly change their appearance. When you
apply a style, you apply a whole group of formats at the same time.

OpenOffice.org Writer supports the following types of styles:
» Page styles include margins, headers and footers, borders, and backgrounds.

» Paragraph styles control all aspects of a paragraph’s appearance, such as
text alignment, tab stops, line spacing, borders, and character formatting.

» Character styles affect properties of the selected text within a paragraph,
such as the font and size of text, and bold and italic formats.

»  Frame styles are used to format graphic and text frames, including borders,
backgrounds, columns, and how text wraps around the frame.

» List styles apply similar alignment, numbering or bullet characters, and fonts
to numbered or bulleted lists.

OpenOffice.org (OO0) comes with many predefined styles. You can use the styles as
provided, modify them, or create new styles, as described in this chapter.

The importance of styles in OpenOffice.org is covered in Chapter 6, “Introduction to
Styles”. That chapter also introduces three of the five types of styles in Writer (page,
paragraph, and character), and it describes how and why to use them in Writer
documents.

This chapter describes the general use of styles in Writer and provides more
examples of using all five types of styles.
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Applying styles

In order to use a style in OpenOffice.org, you need to apply it. OOo provides several
ways to apply styles:

Using the Styles and Formatting window.

Using Fill Format mode.

Using the Apply Style list.

Assigning styles to shortcut keys.

Using AutoFormat (see Chapter 3, “Working with Text”).

Using conditional styles (see page 182).

Using the Styles and Formatting window

1)

To open the Styles and Formatting window (Figure 173), do any one of the
following:

* Click on the J‘-;vj icon located at the left-hand end of the object bar.

* Choose Format > Styles and Formatting.

e PressFII.

TIP You can move the Styles and Formatting window to a convenient position

on the screen or dock it to an edge.

2)

3)

Click on one of the icons at the top left of the Styles and Formatting window
to display a list of styles in a particular category, such as paragraph or
character.

To apply a character style to existing text, select the text and then double-
click on the name of the style in the Character Styles list. To apply any other
style, put the cursor in the paragraph, frame, or page you want to modify,
and double-click on the name of the style. You can select more than one
paragraph or frame and apply the same style to all of them at the same time.

TIP At the bottom of the Styles and Formatting window is a drop-down list.

In Figure 173 it shows Automatic, meaning the list shows only styles
applied automatically by OOo. You can choose to show all styles or
other groups, such as custom styles.
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Frame Styles List Styles

Page Styles Fill Format Mode

Character Styl
aracter Styles

9 \"\Yf‘ﬁ ’lJ“ﬂ f‘?‘“ﬂffi“ﬁ New Style from
Paragraph Styles ——= &/ [ [ 4 ETTT— Selection
imentary close - Update Style

Load Styles

First line indent

Hanging indent

Heading

Heading 1

Heading 10

Heading 2

Heading 3

Heading 4

Heading 5 -

Ak

Automatic

Figure 173: Styles and Formatting window for Writer

Using Fill Format mode

Use Fill Format to apply a style to many different areas quickly without having to go
back to the Styles and Formatting window and double-click every time. This method
is useful for formatting many scattered paragraphs, words, or other items with the
same style, and it may be easier to use than making multiple selections first and then
applying a style to all of them.

1) Open the Styles and Formatting window (Figure 173) and select a style.

3) To apply a paragraph, page, or frame style, hover the mouse over the
paragraph, page, or frame and click. To apply a character style, hold down
the mouse button while selecting the characters, Clicking on a word applies
the character style for that word. Repeat step 3 until you made all the
changes for that style.

2) Click the Fill Format mode icon

4) To quit Fill Format mode, click the icon again or press the Esc key.

Caution When this mode is active, a right-click anywhere in the document
undoes the last Fill Format action. Be careful not to accidentally
A right-click and mistakenly undo actions you want to keep.
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Using the Apply Style list

When a style is in use in a document, the style name appears on the Apply Style list
(Figure 174) at the left end of the object bar, next to the Styles and Formatting icon.

To apply a style from this list, click on the desired style or use the up and down
arrow keys to move through the list, then press Enter to apply the highlighted style.

TIP Select More... at the bottom of the list to open the Styles and Formatting
window.

8 Untitled1 - OpenOffice.org Wri

File Edit Wwiew Insert Format Table
B2 H = 2 S
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Heading 2
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Texk body
Heading
Inde:
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Figure 174: The Apply Style list

Assigning styles to shortcut keys

In OOo 2.0 you can configure shortcut keys to assign styles in your
document. Some shortcuts are predefined, such as Ctr/+1 for the
Heading 1 paragraph style and Ctrl+2 for Heading 2.

OOo provides a set of predefined keyboard shortcuts that allow you to quickly apply
styles. You can modify these shortcuts and create your own.

1) Click Tools > Customize > Keyboard.

2) On the Keyboard tab of the Customize dialog (Figure 175), choose the

shortcut keys you want to assign a style to. In this example we have chosen
Ctrl+9.
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Customize
Menus | Keyboard | Toolbars | Events
Shorbcut keys O opencffice.org
Chrl+4 - ]
Chrl+5 Line Spacing : 1.5 © wiricer
Chrl+6
Chrl+7
krl+5
Chrl+2 Text body . [ Delete
Chrl+a,
Chrl+B Bold
Chrl+C
Chrl+D Double Underline
Chrl+E Centered
Chrl+F _
Chrl4 -
< B
Functions
Category Funckion Eeys
Mumbering (s || [Table Contents  [a | [Cerl+2
Maodify | |Table Heading 1
Opendffice.o Table index 1
B sStvles Table index headir
_h Text
Paragrap Text body
Framesty Text body indent [ Load... ]
Pagestyle Title |
Mumbering User Indesx 1 ) [ JavE... ]
i A | Lser Trdes 10 _.v.
I [o]4 l l Cancel ] [ Help ] [ Reset ]

Figure 175. Defining keyboard shortcuts for applying styles

3) Inthe Functions section at the bottom of the dialog, scroll down in the
Category list to Styles. Click the + sign to expand the list of styles.

4) Choose the category of the style. The Function list will display the names of
the available styles for the selected category. The example in Figure 175
shows some of OOo0’s predefined paragraph styles.

5) To assign Ctrl+9 to the Text Body style, select Text Body in the Function
list, and then click Modify. Ctrl+9 now appears in the Keys list.

6) When you are done assigning shortcuts, click Save to close the dialog.

Currently the only way to use A/t key or multi-key combinations is through a macro.
See AltKeyHandler.sxw and KeyHandler.sxw, available from
http://homepages.paradise.net.nz/hillview/OOo/.
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Modifying styles

OpenOffice.org provides several ways to modify styles:
+ Change a style using the Style dialog.
+ Update a style from a selection.
+ Use AutoUpdate (paragraph and frame styles only).
» Load or copy styles from another document or template.

You can change both predefined and custom (user-created) styles.

TIP Any changes made to a style are effective only in the current document.
To change styles in more than one document, change the template (see
Chapter 10, “Working with Templates™) or copy the styles into the other
documents as described in “Copying and moving styles* on page 170.

Changing a style using the Style dialog

To change an existing style using the Style dialog, right-click on the style in the
Styles and Formatting window and select Modify from the pop-up menu.

The dialog displayed depends on the type of style selected. Figure 176 shows an
example of the dialog for a paragraph style. Each style’s dialog has several tabs.
Some properties on these dialogs are described later in this chapter.

Paragraph Style: 0OoTextBody
Numbering Tabs Drop Caps Background Borders
Organizer | Indents & Spacing | Alignment | Text Flow | Font | FontEffects | Position

Indent
Before text o.64cm] 5
After text 0.00cm 3
Eirst line 0.00cm (2] |
] Automatic |
I
Spacing
Above paragraph 0.00cm :
Below paragraph 0.25cm 2

Figure 176: Example of Paragraph Style dialog
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Updating a style from a selection
Let’s use paragraph styles as an example.
1) Open the Styles and Formatting window.

2) Create a new paragraph (or modify an existing paragraph) and edit all the
properties you want to go into the style (such as indentation, font properties,
alignment, among others).

Caution Make sure that there are unique properties in this paragraph. For
A example, if there are two different font sizes or font styles, that
particular property will remain the same as before.

3) Select the paragraph by clicking anywhere in the paragraph.

4) In the Styles and Formatting window, select the style you want to update
(single-click, not double-click), and then click on the New Style from
Selection icon and select Update Style (see Figure 177).

Styles and Formatting

WO EE 9Bk

CDmEIimentary close Bew Skvle From Selection
First line indent Update Style

Hanging indent Load Styles. ..

Heading i |

Figure 177. Updating a style from a selection

The procedure to update another type of style (like character, page, or frame styles)
is the same. Just select the item in question, select the style you want to update, and
choose Update Style.

Using AutoUpdate (paragraph and frame styles only)

If the AutoUpdate checkbox is selected on the Organizer page of the Paragraph
Style or Frame Style dialog, applying direct formatting to a paragraph or frame
using this style in your document automatically updates the style itself.

TIP If you are in the habit of manually overriding styles in your document,
be sure that AutoUpdate is not enabled.
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Updating styles from another document or template

You can update styles by copying or loading them from a template or another
document. See “Copying and moving styles” on page 170.

Creating new (custom) styles

In addition to using the predefined styles provided by OOo, you can add new custom
(user-defined) styles. OOo provides three ways to add styles:

» Create a new style using the Style dialog.
+ Create a new style from a selection.

» Drag and drop a selection to create a new style.

Creating a new style using the Style dialog

Open the Styles and Formatting window (Figure 173). Right-click on a style and
select New. The style that you choose will be the basis for this new style. If you do
not want too many of the options preset for you, choose the Default style.

The dialog displayed depends on the type of style selected. Figure 178 on page 169
shows an example of a Style dialog for a new paragraph style. The dialogs and
choices for defining new styles are the same as for modifying existing styles.

TIP An exception to the above rule is conditional styles, which have a
different dialog. See “Working with conditional paragraph styles” on
page 182 for more information.

Linking styles

You can /ink a new style to an existing style. For example, suppose that the style
mystyle specifies a font size of 12. Then you create another style (mysyle2) linked to
mystyle and specifies underlined text. If you modify mystyle to font size 20,
mystyle2 inherits the new font size but still underlines the text. (See Figure 178.)

TIP If styles are linked, changing the base style changes all the linked styles.
Sometimes this is exactly what you want; other times it is not. It pays to
plan ahead. Many predefined styles are already linked to other styles.
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Paragraph Style
Numbering Tabs Drop Caps Background Borders Condition
Organizer | Indents & Spacing Alignment | Text Flow | Font | Font Effects || Position

Name mystyle2 ] AutoUpdate

Next Style mystyle2 v
Linked with mystyle v
Category Custom Styles v
Contains

Figure 178: Linking a new paragraph style to an existing style

Creating a new style from a selection

You can create a new style from the formatting of an object in the current document.
For instance, you can change the formatting of a paragraph or frame until it appears
as you like, and then you can turn that object’s formatting into a new style. This

procedure can save time, because you do not have to create a new style as described
above and remember all of the formatting settings.

1)
2)

Change the formatting of the object (paragraph, frame, etc) to your liking.

Open the Styles and Formatting window. From the icons at the top of the

window, choose the type of style to create (paragraph, character, and so on).

3)
4)

icon.

5)

In the document, select the item to save as a style.

In the Styles and Formatting window, click the New Style from Selection

In the Create Style dialog, type a name for the new style. The list shows the

names of existing custom styles of the selected type, if any. Click OK to

save the new style.

Dragging and dropping a selection to create a style

In OO0 2.0 it is possible to drag-and-drop a text selection into the
Styles and Formatting window to create a new style.

1) Open the Styles and Formatting window.

2) Select some text and drag it to the Styles and Formatting window.
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3) In the Create Style dialog, type a name for the new style. The list shows the
names of existing custom styles of the selected type, if any. Click OK to
save the new style.

4) If the Paragraph Styles list is showing in the Styles and Formatting window,
a new paragraph style will be added to the list . If Character Styles are
active, the character style will be added to the list.

Copying and moving styles

When you create a style in a document, it is available only within that document.
Styles always stay with a document. So, for example, if you e-mail a document to
another person, the styles go with it.

Having created a style, you may want to transfer the style to another document. You
can copy or move styles from one template or document to another in two ways:

» Using the Template Management dialog.
+ Loading styles from a template or document.

Using the Template Management dialog

To copy or move styles using the Template Management dialog:
1) Click File > Templates > Organize.

2) At the bottom of the Template Management dialog (Figure 179), choose
either Templates or Documents, as needed. For example, if you are copying
styles between two documents, both entries should say Documents.

Template Management
[ My Templates 5 outline-nurmbering-test
() Books
2 e
71 Presentation Backgrounds
(3 Presentations
[ sTC

Address Book, .
Templates 1\'] Documents V

I{Templates

Ciocuments

Figure 179: Choosing to copy styles from a document, not a template
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3) To load styles from a file, click the File button. When you return to this
window, both lists show the selected file as well as all the currently open
documents (Figure 180).

Template Management

= outline-nurmbering-test A = outline-numbering-test Close
Ti] Styles |=] sample.odt
[ &) oocEmphasis Commands ™

[ &) oOaComputerCade
Help

Ii:‘J Oookeystroke

Ii:‘J OoaChaphumber
Ii:‘J OonSkrongEmphasis
ILJ Default

ILJ O0oTableText

IIJ OiooFooker

[1) ©OaComputerCade | &ddress Book. ..

(I

Documents w Documents w File...

Figure 180: Copying a style from one document to another

4) Double-click on the name of the template or document, and then double-
click the Styles icon to show the list of individual styles.

5) To copy a style, hold down the Control key and drag the name of the style
from one list to the other.

To move a style, do not use the Control key while dragging. The style will
be deleted from the list you are dragging it from.

6) Repeat for each style you want to copy or move. When you are finished,
click Close.

Loading styles from a template or document

You can copy styles by loading them from a template or another document. This
method copies all styles, or groups of styles, at one time.

1) Open the document to copy styles into.

2) In the Styles and Formatting window, click on New Style from Selection
icon, and then on Load Styles (see Figure 177).

3) In the Load Styles dialog (Figure 181), find and select the template to copy
styles from. Or click on From File and select a document.
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4) Select the checkboxes for the types of styles to be copied. If you select
Overwrite, the styles being copied will replace any styles of the same
names in the target document.

5) Click OK to copy the styles.

Load Styles
Categories Templates
My Templates i |Click the note below
Books eter
OoolG letterz
Presentation Backgrounds letters
Presentations MDtestz
sTC spreadshest

kest
ThesisTemplateMaster
Text [ Erame [ pages [ murnbering [ overwrite

Figure 181: Loading styles from a template

Deleting styles

It is not possible to delete OO0’s predefined styles from a document or template,
even if they are not in use. However, custom styles can be deleted.

To delete an unwanted style, right-click on it in the Styles and Formatting window,
and choose Delete. If the style is in use, the message shown in Figure 182 appears.

-

.
OpenOffice.org 2.0
You are deleting an applied Stwle!
Do wou really wank to delete Style OOoTextBody?
[ es ] [ ﬂ

Figure 182. Deleting an applied style

Caution Make sure the style is not in use before deletion. Otherwise, all
objects with that style will return to the default style and retain their
A formatting as manual formatting. This can be very problematic in a
long document.

Tip If an unwanted style is in use, use Find & Replace to replace it with a
substitute style before deleting it.

If the style is not in use, the message shown in Figure 183 appears.
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CpenCffice.org 2.0

® Do wou really want to delete Skvle OCosbovelist?

[ Yes ] [ Tn! ]

Figure 183. Deleting a style that is not in use

Working with paragraph styles

Chapter 6, “Introduction to Styles” covers the basics of using paragraph styles. This
chapter looks at some advanced properties of paragraph styles and ways that you can
use other features in OOo in conjunction with paragraph styles to do specific tasks
like:

+ Controlling page breaks

+ Controlling tab stops

» Specifying a relative font size

» Selecting a language for a paragraph style
» Rotating the text in a paragraph style

» Kerning text (a feature that adjusts the letter spacing to make text more
readable)
» Using styles in outlining

» Using conditional paragraph styles

Controlling page breaks

Writer automatically flows text from one page to the next. If you do not like the
default settings, you can change them on the 7ext Flow tab of the Paragraph Style
dialog.

Automatic page or column breaks

The Options section of the Text Flow tab (Figure 184) of the Paragraph Style dialog
provides settings to control what happens when a paragraph does not fit on the
bottom of a page:

Do not split paragraph means that the paragraph is never split across two pages. If
it does not fit on the bottom of one page, the entire paragraph moves to the top of
the next.
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Keep with next paragraph is appropriate for headings or the lead-in sentence to a
list, to ensure that it is not the last paragraph on a page.

Orphan control and Widow control. Widows and orphans are typographic terms.
An orphan is the first line of a paragraph printed alone at the bottom of a page or
column. A widow is the last line of a paragraph which appears alone at the top of the
next page or column. Use these options to allow paragraphs to split across pages or
columns, but require at least 2 or more lines to remain together at the bottom or top
of a page or column. You can specify how many lines must remain together.

Options
[J oo not split paragraph

[ keep with next paragraph
[] orphan contral 2
[ widow contral 2

Figure 184: Options for controlling automatic page or column breaks

Required page or column breaks

You can require a paragraph to start on a new page or column and specify the style
of the new page. A typical use is for chapter titles which you always want to start on
a new page. This topic is covered in more detail in Chapter 4, “Formatting Pages”.

On the Text Flow tab of the Paragraph Style dialog:

1) Inthe Breaks section, select Insert. Make sure that Type is set to Page and
Position to Before.

2) Select With Page Style, and choose the page style from the list.

3) To continue page numbering from the previous chapter, leave Page number
set at 0. To start each chapter’s page numbering at 1, set Page number to 1.

4) Click OK.

Breaks
Inserk Type Fage L Position |Befare w
With Page Stule Default w Page number |0 >

Figure 185: Setting a paragraph style to always start on a new page
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Controlling tab stops

Using tabs to space out material on a page is not recommended (depending on what
you are trying to accomplish, a borderless table is usually a better choice), but if you
do use tabs, do not use the default tabs set in Tools > Options > OpenOffice.org
Writer > General (Figure 186); instead, define your own tab settings, as described
in this section.

Setkings
Measurement unik Centimeter W
Tab stops 2. 20cm s

Figure 186: Selecting a default tab stop interval

If you use the default tab interval, and then send the document to someone else who
has chosen a different default tab interval, tabbed material will change to use the
other person’s tab settings. This may cause a major formatting problem, as shown in
Figure 187.

Default tab settings at 1.2cm intervals: |
Item=1 =+ 2 =2 3 =+ 4 =235 26 7 =28 = 9

Same paragraph when default tab settings are changed to Zcm intervals: ]

Item =+ 1 > 2 > 3 > 4 > 5 > 6 > 7 > 8
> L

Figure 187: Default tab settings might be different

To avoid this problem, specify all the tab settings for the paragraph, using the Tabs
page of the Paragraph Style window (Figure 188).

Here you can choose the type of tab: left, right, centered, or decimal; the character
to be used as a decimal point; and the fill character—the characters that appear
between the end of the text before the tab and the beginning of the text after the tab.
A common use of a fill character is the dots between a heading and a page number in
a table of contents.
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Paragraph Style: Default
Qrganizer Indents & Spacing Alignment Text Flma | Font | Fonk Effects Posikion
Mumbering Tabs Drop Caps Background Borders

Position
[ew
0.00cm L
Delete All
) Centered
() Decimal &

Fill character

{E} Mane

() Character

Figure 188: Specifying tab stops for a paragraph style

Specifying a relative font size

If you are creating a style based on another style, you can specify a font size relative
to that other style—either as a percentage or as a plus or minus point value (-2pt or
+5pt). Relative font sizes are commonly used for Web pages.

For example, the paragraph style Heading 1 is based on the paragraph style
Heading. The font size of the paragraph style Heading is 14pt, and the font size of
paragraph style Heading 1 is specified as 115%. Thus the resultant font size of text
in a paragraph formatted with paragraph style Heading 1 is 14pt x 115% = 16.1pt.

To specify a percentage font size, in the Paragraph Style dialog, go to the Font tab.
In the Size box, enter the percentage amount followed by the symbol % (see Figure
189). Similarly, you can enter a plus or minus sign followed by the number of points
to be added or subtracted from the base font size.

To change from a relative font size back to an absolute font size, enter the desired
font size in points followed by the letters “pt”.

It is also possible to use a Percentage Font size for character styles. See the note on
page 177.
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Paragraph Style: Heading 1
Murnbering Tabs Crop Caps Background Borders
Jrganizer Indents & Spacing Alignmenk Texk Flows Fonk Font Effects Fosition
Eonik Typeface Size

Arial Ecld

Arial s Regular
Arial Black — | |Italic
Arial Marrovs . BEaold

Arial Rounded MT Bold Eiold Ikalic
Easkerville Old Face

Eauhaus 23

Bl BT [t

Figure 189: Selecting a type size based on a percentage

Selecting a language for a paragraph style

The language you select for a document (on Tools > Options > Language Settings
> Languages) determines the dictionary used for spell checking, thesaurus and
hyphenation, the decimal and thousands delimiter used, and the default currency
format.

Within the document, you can apply a separate language to any paragraph style. This
setting has priority over the language of the whole document. On the Font tab of the
Paragraph Style window, languages with installed dictionaries are marked in the
Language list by a small ABC icon (Figure 190). When you check spelling, OOo
will use the correct dictionary for paragraphs with this style.

Language

#% English (LSA) {v]
English {Mew Zealand) E
English {Philippines)

) English {South Africa)

Times Me English {Trinidad)

AE% English (LK)

RET; H
The same Font will be used on both vour printer an W English {LISA)
English {Zimbabwe) b

Figure 190: Selecting a language for a paragraph style

Note You can assign a language to selected pieces of text in a paragraph using
character styles, also on the Font tab. This assignment has priority over
the paragraph style and document language.
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Rotating the text in a paragraph style

Two common uses for rotated paragraphs are to put portrait headers and footers on a
landscape page and to fit headings above narrow table columns (as shown in Figure
191).

Anaother long heading
=&

A rotated heading
—

Anather heading
—a

Anather heading
=&

Another heading
=

Another heading
=

=
==
==
=
==
==
=

=
=
==
=
=
=
=

=5

LA b b I I D |

Figure 191: A table with rotated headings

Chapter 4, “Formatting Pages” describes how to create portrait headers and footers
on landscape pages by rotating characters. You can achieve the same effect by
defining a separate header or footer paragraph style specifically for landscape pages.

As an example, we will apply rotated table headings to a preexisting table.
1) Create a new paragraph style. Name it 7able Heading Rotated.

2) On the Position tab of the Paragraph Style dialog (Figure 192), in the
Rotation / scaling section, select 90 degrees. Click OK to save the new

style.

Rotation | scaling

(3 0 degrees O] gtld () 270 degrees

Scale width 100% =

Figure 192: Rotating a paragraph 90 degrees

3) Select the heading row of the table and apply the new style. Any text in the
cells of the heading row is now rotated.
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4) If the headings are aligned to the top of the cells, you may want to change
the alignment to the bottom of the cells, as shown in Figure 191. To do this,
click the Bottom button on the Table toolbar (Figure 193).

Table - X
H@-F-E- 02 B
7| 2 eaottom}eE) =8 B &y EW »

Figure 193: Aligning text to the bottom of cells

Kerning text

Kerning means increasing or decreasing the amount of space between pairs of letters
to improve the overall appearance of the text. Kerning automatically adjusts the
character spacing for specific letter combinations (see Figure 194). It is only
available for certain font types and, for printed documents, only works if your

printer supports it.
| |
| |
[ [

Figure 194: Kerning disabled (left) vs enabled (right).
To turn kerning on, go to the Position tab of the Paragraph Style dialog. In the
Spacing section, select the Pair kerning checkbox (Figure 195).

Default |+ 0.0pt Bair k
Figure 195: Turning on kerning of letters in a font

Spacing “

Using styles in outlining

Outline numbering is the feature that automatically numbers sections of a document,
for example 1, 1.1, 1.2, 2 and 2.1. When sections are added or deleted, the
numbering is automatically corrected.

Paragraph styles are the key to OOo’s outline numbering feature. The default
paragraph styles assigned to outline levels are the heading styles supplied with OOo:
Heading 1, Heading 2, and so on. However, you can substitute any styles you wish,
including custom (user-defined) styles.
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0O0Oo’s outline numbering feature is used for more than numbering headings. The
paragraph styles specified on the Outline Numbering dialog (Figure 196) determine
which headings appear in the table of contents (see Chapter 12, “Tables of Contents,
Indexes and Bibliographies”) and some fields commonly used in headers and
footers, as described in “Including chapter or section names in page headers” on
page 181.

Choosing paragraph styles for outline levels

If you are using the default heading styles for the headings in your outline, and you
are not using heading numbering, you do not need to do anything on the Outline
Numbering dialog. Setting up heading numbering is not covered in this chapter.

To use custom styles in place of the default heading styles:

1) Click Tools > Outline Numbering to open the Outline Numbering dialog
(Figure 196).

Outline Humbering
Numbering | Position
Level Murmbering
1 Paraqraph Style Heading 1
3 Heading 2 el Heading 2
4 Murber Mane | Heading 3
5 — .
3 Character Style Mane | Heading 4
7 — Heading 5
||
g Show sublevels 2 e Heading 6
10 S&paratar Heading 7
1-10 Befare Heading &
After Heading 9
Start at 1 = Heading 10
[ Ck ] [ Format ] [ Cancel ] [ Help ] [ Reset ]

Figure 196: Choosing paragraph styles for outline levels

2) Click the number in the Level box corresponding to the heading for which
you want to change the paragraph style.
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3) In the Numbering section, choose from the drop-down list of paragraph
styles the style you want to assign to that heading level. For example, when
setting up a chapter in the Writer Guide, 1 would click Level 1 and choose
0OoHeadingl1 (a custom style defined for the OOoAuthors project) to
replace Heading 1.

4) Repeat for each outline level that you want to change. Click OK when done.

Including chapter or section names in page headers

In addition to page numbers, headers and footers often include the name of the
chapter or section. Because these names change from one chapter or section to the
next, you need to use a field that displays information relevant to each page.

1) Click Insert > Fields > Other to open the Fields dialog (Figure 197).

2) On the Document page, select Chapter in the Type list. The Format list now
shows four choices.

Fields
Document |References || Functions | DocInformation || Wariables || Database
Tvpe Farrmat
Authar Chapter name
Chapter Chapker number
Date Chapter number and name
File marme “hapter number without separatd
Page
Sender
Statistics
Templates
Tirne
< | »
Layer
1 3
[ Insert ] [ Close l [ Help ]

Figure 197: Including the chapter name in page header

The Layer box determines which outline level is displayed in the field. For example,
Layer 1 always displays the most recently found heading that has the paragraph
style selected for Level 1 in the Outline Numbering dialog, Layer 2 displays the
most recent heading with the paragraph style selected for Level 2 in outline
numbering, and so on.
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Note A Chapter field in a page header always picks up the highest heading
level on a page, even if you have specified a lower level in the Layer
box. For example, if a page has a Heading 1 and a Heading 2 on it, then
a Layer 2 Chapter name field in the header of that page will display the
Heading 1 paragraph, not the first Heading 2 paragraph as intended.

In a footer, the layers work as intended.

Working with conditional paragraph styles

A conditional paragraph style is another way of formatting text differently in
different parts of your document. In some cases, you may find it saves time to use
conditional styles rather than switching between styles as you type.

Making a paragraph style conditional means it changes its formatting depending on
where it is used. For example, you may want the style MyTextBody to be black by
default but turn white when inside a frame with a blue background.

Probably the most common use for conditional formatting is with single style
outlining. Single-style outlining is a type of outline numbering designed with a
Numbering style, rather than with Tools > Outline Numbering. Instead of using
different styles, it changes the number formatting whenever you press the 7ab key to
create a subordinate heading.

The only trouble with single-style outlining is that all levels look the same. That is
where a conditional paragraph style comes in handy. Assign the paragraph style to
an outline numbering style in the Numbering tab and then open the Condition tab
(Figure 198). There, you can assign the levels of the outline numbering style to other
paragraph styles. Then, when you press the 7ab key while using the paragraph style,
each level of the outline takes on different formatting, making single-style outlining
even more convenient than it is on its own.

Note Pre-defined styles (other than Text Body), such as Default, Heading 1
and Heading 2 cannot be set to be conditional.

Caution If you want to make a style conditional, you have to do it while the
style window still is open for the first time. After the window closes,
A the Condition tab no longer appears in the window.
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Defining the conditional style

When you create a conditional style, you are saying “in this condition make this
style look like that other style”. For example, “When typing into a footer, make this
style look like the my footer paragraph style; when typing into a table, make this
style look like the table_text paragraph style”.

In addition to setting the normal (unconditional) properties of the style, you need to
define which other style it will look like in different situations. You do this on the
Condition tab.

To set up a conditional paragraph style:
1) Define a new paragraph style.
2) Select all the paragraph properties for the style. Do not click OK!
3) Click the Condition tab (Figure 198).

Paragraph Style
Crganizer Indents & Spacing Alignment Text Flow | Fonk | Fonk EFfects Posikion
Murnbering Tabs Drop Caps Background Borders Condition

Oplions

Conditional Stvle

Conkext Applied Skyles Paragraph Styles
&th Qutline Lewel # | |Mumbering 1 ~
7th Qutline Lewel Mumbering 1 Cont,
gth Outline Level Mumbering 1 End
9th Outline Level Mumbering 1 Start
10th Sutline Level Mumbering 2

E sk Mumnbering Lewvel Murmnbering 1 Mumbering 2 Cont.,

ing Lewvel Mumbering 2

Mumbering 2 End

ng Level .
4th Mumbering Level NumEer!ng 2 Start
Sth Mumbering Lewvel Hurn ] 3
&th Mumbering Level Number!ng 3 Cont,
7th Mumbering Level Number!ng JEnd
ath Mumbering Lewvel Mumbering 3 Stark [
ath Murnbering Lewvel ——
10th Mumbering Level | |Applied Skyles w
[ Remove ] [ Apply ]
I [a]4 ] [ Zancel ] [ Help ] [ Reset ] [ Standard ]

Figure 198: Condition tab for paragraph styles

4) Select the Conditional Style checkbox.

5) Select the first condition in the Context list (left side of dialog), and select
the style you want for this condition in the right-hand list.
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6) Click Apply. The name of the paragraph style appears in the middle list.

7) Repeat steps 5 and 6 for each condition you want to have linked to a
different style.

8) Click OK.

When the style is selected, you will see that the formatting of your text depends on
the context.

Working with frame styles

Frames are often used as containers for text or graphics. To provide consistency in
the appearance of frames used for similar purposes, it is a good idea to define styles
for frames. For example, you might want photographs to be enclosed in a frame with
a drop-shadowed border, line drawings in a frame with a plain border, marginal
notes in a frame without a border but with a shaded background, and so on.

Writer provides several predefined frame styles, which you can modify as needed;
and you can define other frame styles. The technique for defining and applying
frame styles is similar to that for other styles.

TIP There is considerable overlap between the uses of frames and of sections
for some page layout purposes. You may find it useful to take a look at
Chapter 4, “Formatting Pages” for information about the use of frames
and sections.

How frame styles work

When an object is added to Writer, it is automatically enclosed in a frame of a
predetermined type. The frame sets how the object is placed on the page, as well as
how it interacts with other elements in the document. You can edit the frame by
modifying the frame style it uses or by using a manual override when a frame is
added to the document.

Because frames and objects are used together, it sometimes is easy to forget they are
separate elements. In some cases, such as charts, you can edit the frame and object
separately, so the distinction is worth remembering.

Unlike other elements that use styles, frames can be defined only partly by their
style because their use can vary so much. Several elements of frames, such as the
anchor and protected elements, need to be defined manually for individual frames.
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You can format a frame manually when you select Insert > Frame. The dialog that
opens contains all the settings available when frame styles are set up, as well as
some only available when the frame is inserted. As with other styles, the most
efficient way to format frames is in the Styles and Formatting window.

Planning the styles

If you are using a mix of graphics, you may want to define two related styles, one
with a border line for graphics with white backgrounds and one without for all other
backgrounds. You also may want to design one or more frames for text only.

Otherwise, the default frame styles (listed in Table 2) cover most users’ needs. The
only significant addition that many users might need is one or more styles for text
frames.

Table 2. Various frame styles and their uses

Style Comments and Use

Formula The frame style used for formulas. The default includes Autosize,
which adjusts the size of the frame to the formula.

Frame The default frame style.

Graphics The default style for graphics. The defaults include autosizing to fit
the graphic, no text wrap and a thin border around the frame. These
are reasonable defaults, except for the border. Unless the background
of the graphic is white and the document’s background also is white,
the border usually is unnecessary.

Labels The default style for use with File > New > Labels. It seems to be
used by OpenOffice.org automatically and is not intended for users at
all.

Marginalia A style for placing a frame beside the left margin. As the name
suggests, the Marginalia style is intended for comments added in the
margin of text. The style also is useful for creating sideheads—
headings against the left margin, which often are used in technical
documentation. To set up sideheads, create body text styles with two
inches or more indentation from the left. Then, place the cursor at the
start of a body text paragraph, add the frame and apply the Marginalia
style.

OLE The default style for OLE objects and floating frames. The default
places the frame at the top and center of a body of text.

Watermark The default style for a watermark, a graphic placed as the background
to a body of text. The default is a Through wrap, with text passing
over the frame and anything in it. The graphic should be faint enough
that text still is readable over top of it.
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Formatting frames

You can access frame settings by selecting New or Modify in the Styles and
Formatting window for a frame style, or by selecting Insert > Frame from the
menu. Once a frame is added to a document, you can double-click the frame to open
the Frame dialog or modify the style in the Styles and Formatting window.

Frame settings are available from the following tabs:

» Type tab: sets the size and position of the frame. One of the most useful
options here is Autosize, which automatically adjusts the frame to the object
it contains. If the frame style is one used automatically, then this option
should be selected.

* Options tab: sets whether the contents of the frame are printed and able to
be edited in a read-only document. The tab also sets the text direction,
which is useful if you are using the frame for contents in a language that
uses right-to-left text direction.

*  Wrap tab: sets how text is positioned in relation to the frame and how close
text comes to a frame. If you want the frame contents to stand out from the
paragraphs around it, set the wrap to None. This probably is the single most
important tab for frames.

*  Background tab: sets the background color or graphic. This tab is useful
mostly for text frames in complex page layouts, in which a text frame has an
appearance different from the general background of the page.

*  Border tab: sets the line around the frame, if any. Many beginning designers
make the mistake of adding a border to every frame. However, when a
colored background distinctly marks the division between the frame's
contents and the rest of the page, borders are unnecessary.

e Columns tab: sets the number of columns used in the frame. This tab can be
ignored unless the frame is being used for text.

*  Macro tab: sets a macro to use with the frame. These options are useful only
in an on-line Writer or HTML document.

Applying frame styles

Whenever you insert an object into a document, it will automatically have a frame
around it. Some designers like to add frame styles to introduce variation. For
example, you could have two different frame styles for graphics: one that is centered
for small graphics and another that is left-aligned for graphics that take up the entire
width of the main frame. In such a case, you'll need to add at least one frame style.
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To apply a style to a frame:
1) Select the frame.
2) Bring up the Styles and Formatting window (for example, by pressing F11).
3) Click the Frame Styles icon (the third one from the left).

4) Double-click the frame style you want.

TIP When a frame is selected, the Apply Style window at the left of the
formatting toolbar displays frame styles. You can use this to change the
style of a frame.

Most of a frame’s design can be set in the style. However, the following options
must be set manually:

* Anchoring: how the frame is positioned in relation to the rest of the page’s
contents (Format > Anchor).

+ Arrangement: the frame’s position in a stack of objects (Format >
Arrange).

* Adding a hyperlink: so that a click on the frame opens a Web page or
another document in an HTML file (Insert > Hyperlink).

The right-click menu also has items for anchoring and arrangement, as well as for
wrap and alignment (Figure 199).

E:Z—Eﬂrrange s

Alignment "
Anchor "
Wrap N
& Frame
v Caption...
¥ Ccut Control+X
Copy Control+C
i Paste Control+y

Figure 199: A frame's right-click menu has positioning options
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Working with list (humbering) styles

You can define the appearance of lists by using list (numbering) styles, which
include styles for bullet lists as well as numbered lists.

000 2.0 uses the terms “numbering style” and “list style”
inconsistently, but they are the same thing. For example, the tooltip
Z in the Styles and Formatting window says “List Styles”, but the

style dialog says “Numbering Style”.

After setting up a list style, you can associate it with one or more paragraph styles.
To create a hierarchy of numbered paragraphs, use a series of list styles and define
other (unnumbered) paragraphs to fit the indentation or spacing patterns of the
numbered paragraphs.

Example of list style usage

This example shows how to have Arabic numbers (1, 2, 3) with no following
punctuation, lined up as shown in the illustration below:

g Example.
83 Example,
10 Example.

1) In the Styles and Formatting window, select List Styles (top), and either All
or Hierarchical in the box at the bottom.

If you want to create a new style, right-click on the window and select New;
then define the style. This example uses one of the supplied style names,
List 1.

2) Select List 1, right-click and select Modify. On the Numbering Style dialog,
either choose a predefined style on the Numbering Style tab or design a new
style on the Options tab. We will use the Options tab (Figure 200).

3) Choose 1, 2, 3 in the Numbering box and delete anything in the Before and
After boxes. In the Level box, leave 1-10 (the default) highlighted.
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Humbering Style: Mumbering 1
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Figure 200: Designing a list-numbering style

4) On the Position tab (Figure 201), increase Spacing to text from the default
to, say, 0.65cm and change Numbering alignment to Right. Increase the
Minimum space numbering <—> Text value if necessary. The values depend
on the typeface, type size, and personal preference. Try a few combinations
to see what looks best.

Humbering Style: Humbering 1
Organizer | Bullets | Mumbering Style | Outline | Graphics |Position | Options

Position and spacing
Level
1 [ relative
2
3 Spacing bo kext 0.E65cm Ea
4
5 Minimum space numbering <- = kext 0.00cm £
2]
7 Murbering alignment
g
E 1.
10
1-10 1.

Figure 201: Setting spacing and alignment in a list-numbering style
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5) Click OK to set the changes. Now the modified style can be used. If the
style has already been used in the document, those paragraphs in this style
will now reflect the changes.

You can apply this numbering style directly to any paragraph or assign it to a
paragraph style.

To assign a numbering style to a paragraph style, open the Paragraph Style dialog
(see page 166), go to the Numbering tab (Figure 202) and choose the numbering
style defined. (The name of the paragraph style does not have to match the name of
the numbering style.)

i ™y
Paragraph Style: OOoTextBody
Organizer Indents & Spacing Alignment Text Flow | Font | Font EFfects Position
Numbering Tabs Drop Caps Background Borders
Mumbering Style List 1 o

Figure 202: Choosing a numbering style for a paragraph style

Using outline-numbering styles

Outline numbering (sometimes called multi-level numbering) is a numbered list with
indented numbered sections. Rather than just a list of numbered items (1,2,3...), an
outline-numbered list may have item 1, then indented items numbered 1,2,3 or 1,1i,iii
or some other numbering method, before the main number 2.

With outline-numbering styles you can achieve any combination of numbering
formats you want. To set up outline numbering styles assigned to paragraph styles,
follow the procedure for ordinary numbered lists, but use the Outline tab.

TIP The selections under Tools > Outline Numbering may be sufficient;
you may not need to use outline-numbering styles.

You can modify the predefined style, or define a new style. This example uses one of
the supplied styles, Numbering 1.

As an example, we will use outline-numbering to produce the following effect:
I. Level-1 list item
A. Level-2 list item
i. Level-3 list item

a) Level-4 list item
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Instructions:

1)

2)

3)

4)

In the Styles and Formatting window, choose Numbering Styles and select a
style such as Numbering 1. Right-click on the style and select Modify.

On the Numbering Style dialog, go to the Outline tab (Figure 203), where
you will find that one style matches our requirements. Click once on that

style.

To modify the layout of the list, use the Options tab (Figures 204 and 205).

Notice that the preview on the right shows the outline selected. In the Leve!
box on the left, select 1, then 2, 3, and 4, and see how the information in the
Numbering and After boxes changes.

Use the Options tab to set different punctuation; for example, a period (full
stop) after “a” on level 4 instead of a parenthesis.

To make the indentation at each level greater or less than the default, change
it on the Position tab (Figure 201). Select the heading level, then make any
changes in the indentation, spacing, or numbering alignment.

5) Repeat for each heading level as required, then click OK to save the style.
Humbering Style: Humbering 1
Organizer | Bullets || Mumbering Style |Outline | Graphics | Position | Options
Selection
1. 1. 1. 1.
1.1. a) (@) 1.
a) . i. 1.
. . AL 1.
. . . 1.
. AL 1 -
AL . 1.1 -2
i. a. 1.1.1 )
a) i 1.1.1.1 .
. . 1.1.1.1.1 .
[ ok || cancel |[ Hep || meset

Figure 203: Choosing a predefined outline-numbering style
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Mumbering Style: Numbering 1
Organizer | Bullets | Mumbering Style || Qutline | Graphics | Position |Options
Farmat

Level

Murmbering L IL, 1L, ... [v] I Preview
3 Before AL Preview
; After . i. Preview
? Character Style Murnbering Syrbols _v' a) Prewiew

Figure 204: Checking the outline numbering for level-1 list items

Humbering Style: Humbering 1
Organizer | Bulleks || Mumbering Style | Qutline | Graphics | Position [Options

Formak
Lewel
1 Mumbering AB G v . Preview
& I .
5 Before AL Preview
4
5 After . . Preview
& 5 .
7 Character Style Humbering Symbals || a) Preview

Figure 205: Numbering style for level-2 list items

TIP With outline numbering you can define different bullet styles for the
different levels of a bullet list. Use the Bullets tab of the Numbering Style
dialog (not shown) to select the basic style. Return to the Options tab to
customize the bullet for each indent level. Here you can set bullets to any
character. See the Graphics tab for more bullets.

Applying the different levels of a list-numbered
paragraph style

To apply the different levels of a list-numbered paragraph style:

1) Type the first paragraph and apply the List I style. Notice that the level-1
list number is added automatically.

2) Select View > Toolbars > Bullets and Numbering to display the
Numbering object bar (Figure 206).

3) Press Enter to start the next paragraph. To make it a level-2 list item, click
the “Down one level” icon on the object bar (Figure 206). The number
applied to this paragraph has changed to a level-2 number.
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4) Continue typing list items, moving each paragraph up or down levels as

needed.

Bullets and Numbering v X

b e = T FIEF L o ER

1 2 3 4 5 6 7 8 910 11 12 13 14
1 Bullets On/Off 6 Move Up One Level 9 Move Up
2 Numbering On/Off  with Subpoints 10 Move Down
3 Numbering Off 7 Move Down One Level 11 Move Up with Subpoints
4 Up One Level with Subpoints 12 Move Down with Subpoints

5 Down One Level 8 Insert Unnumbered Entry 13 Restart Numbering
14 Bullets & Numbering Dialog

Figure 206: The Bullets and Numbering toolbar

TIP One option is to enter all the list paragraphs first and apply the levels
afterwards.
You can use keyboard shortcuts to move paragraphs up or down the
outline levels. Place the cursor at the beginning of the numbered
paragraph and press:
Tab Down a level
Shift+Tab  Up a level

To insert a tab stop at the beginning of a numbered paragraph (that is,
after the number but before the text), press Control+Tab.

Working with page styles

In Writer, page styles define the basic layout of pages, including page size, margins,
headers and footers, borders and backgrounds, number of columns, and so on.

Writer comes with several page styles, which you can modify as you wish, and you
can define your own. You can have one or many page styles in a single document.

Note All pages in a Writer document are based on styles. If you do not specify
a page style, Writer uses the Default page style.

To change the layout of individual pages, either define a new page style or use one
of the techniques (sections, frames, or tables) described in Chapter 4, “Formatting

Pages”.
This section describes one use of page styles. Other uses are discussed in Chapter 6,
“Introduction to Styles” and Chapter 4, “Formatting Pages”.
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TIP Any modifications of page styles, including the Default page style, apply
only to the document you are working on. If you want the changes to be
the default for all documents, you need to put the changes into a template
and make that template the default template. See Chapter 10, “Working
with Templates” for details.

Setting up a book chapter sequence of pages

Book chapters typically start on a right-hand page, with the first page of the chapter
having a different layout from the rest of the pages. The other pages in the chapter
are “mirrored” for double-sided printing. For example, page numbers in the header
or footer may be positioned on the outside edge of pages and a wider margin
(allowing for binding) may be placed on the inside edge.

Table 3 shows the properties of two page styles (Right page and Defaulf) set up for a
typical book chapter sequences of pages.

Figure 207 illustrates the transitions from Right page to Default, with the change of
header between left and right pages shown by the # symbol.

v

Right > # > #
Page Default Default

Figure 207. First Page and then Default page style with different header
for alternate pages.

Table 3. Properties of page styles to be used in a book chapter

Page Style Desired effect Property: setting
Right page First page always on the right Page layout: Right
(an odd numbered page)
No header or footer Header on: Not selected.
Top margin of page larger than Page margins: Top

on other pages

Default Mirrored margins Page layout: Mirrored

Header with page number on Header on: Selected.
the top outside of the page,
and chapter title in the top
middle center of the page

Same content left/right: Not
selected
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To apply this page scenario:
1) Set up the page styles.
a) On the Styles and Formatting window, click the Page Styles icon ||_IJ |

(fourth from left) to display a list of page styles.
b) Right-click on Right Page and select Modify from the pop-up menu.

c) On the Organizer tab of the Page Style: Right Page dialog (Figure 208),
change Next Style to Default.

Page Style: Right Page
Organizer Page | Background | Header | Footer | Borders || Columns | Fooknoke
Mame Right Page
Mext Style Right Page 1"]
Diefault S
Endrote Il
Ervelope
First Page
. Fooknoke |
Cantains HTML P

Figure 208. Speczﬁzing the next style after the first page of a chapter

d) On the Page tab (Figure 209), specify a larger left margin for binding,
and a larger top margin to move the chapter title down the page.

Page Style: Right Page

Organizer |Page | Background || Header |Fooker | Borders | Columns | Footnote

Paper format

Formak A v
width 21.00cm [
Height 29.70cm (2
Crientation (®) Portrait
() Landscape Paper tray [From printer settings] v
Margins Layouk setkings
Left 3.00cm 3 Page lawouk Only right v
Right Z.00cm e Format 1,23 .. v
Top &.00cm 3 [] register-true
Boktom 2.50cm (&

Figure 209. Setting page margins and layout for the Right Page style
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e) On the Header and Footer tabs, be sure the Header on and Footer on
checkboxes are not selected. Click OK to save your changes.

f) On the Styles and Formatting window, in the list of page styles, right-
click on Default and select Modify from the pop-up menu.

g) On the Organizer tab of the Page Style: Default dialog, be sure Next
Style is Default.

h) On the Page tab of the Page Style dialog (Figure 210), select Mirrored
for Page layout and set the Inner and Outer margins to the same width
as the Left and Right margins respectively on the Right Page style.

Page Style: Default

Organizer |Page | Background || Header | Footer | Borders | Columns | Fooknote

Paper Farmat

Eorrnak n4 e
width 21.00cm 2]
Height 29.70cm e
Orientation (%) Portrait
() Landscape Paper tray [Fraom printer settings] [l
Margins Layout settings
Inner 3.00cm e Page layout Mirrared §_v_
Quter 2.00cm el Formak 1,2,3 .. &
Top 2.00ecm (2 ] register-true
Bokkom Z.50cm e

Figure 210. Setting page margins and layout for the Default page style

i) On the Header tab of the Page Style: Default dialog (Figure 211), select
the Header on checkbox and deselect the Same content left/right
checkbox. Click OK to save your changes.

i ™y
Page Style: Default
Organizer | Page | Background |Header |Fooker | Borders | Columns | Footnote
Header
Header on

Left margin 0., 00 e

Figure 211. Setting up the header properties for the Default page style
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2) Set up the Heading 1 paragraph style to start on a new right-hand page.

a) In the Styles and Formatting window, right-click on Heading 1 and
select Modify.

b) On the Text Flow tab of the Paragraph Style dialog (Figure 212), in the
Breaks section, select Insert, With Page Style, and Right Page.

Breaks
Insert Iype  |Page ¥ Position |Before |+
With Page Style

Y

Page number |0 e

Figure 212. Setting a paragraph style to start on a page of a selected style

3) To start a new chapter, apply the paragraph style Heading 1 to the first
paragraph, which will be the title of the chapter.

Note By default, paragraph style Heading 1 is assigned to Outline Level 1.
The assignment of paragraph styles to outline levels is done through
Tools > Outline Numbering.

4) To set up the headers:

a) On a left page, put the cursor in the header and insert a page number
field on the left (Insert > Fields > Page Number).

b) Press Tab to put the cursor in the middle and insert a Chapter reference:
Press Control+F2 to display the Fields dialog (Figure 213).

On the Document tab, for Type select Chapter and for Format select
Chapter name. Make sure that Layer is set to 1, and then click Insert.

c) On aright page, put the cursor in the header, press 7ab, insert a Chapter
reference, press Tab again and insert a page number field.

d) If you need to adjust the tab stops for the header, modify the Header
paragraph style. Do not manually adjust the tab stops.
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( _\
Fields
Document |ReFerences || Functions || DocInformation || Wariables || Database |

Tvpe Select Farmat
Author Chapter name
Chapker Chapter number
Date hapter number and name
File name Chapter number without separatg
Page
Sender
Statistics
Templates
Time
{ —
T
3 ——
Laver
1 =
[ Insert ] ’ Close l [ Help ]

Figure 213. Inserting a chapter title into the header of a page
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Chapter ]
Working with Graphics

When you create a text document using OpenOffice.org Writer, you may need to
include some graphic illustrations.

Graphics in Writer are of three basic types:

« Graphic and image files, including photos, drawings, scanned images, and
others

» Diagrams created using Writer’s drawing tools
+ Charts created using OOo’s Chart facility

This chapter covers the first two types of graphic illustrations. Most parts of this
chapter also apply to the other components of OOo.

How to add a graphic from a file

OpenOffice.org can import various vector (line drawing) and raster (bitmap) file
formats. The most common are .gif, .jpg, .png, and .bmp. See “Graphic file types
supported” on page 218 for a full list of supported graphic file types.

Graphics may be downloaded from the Internet, scanned, created with a graphics
program, or they may be photos taken with a digital camera. Some questions come
to mind:

*  How is a graphic inserted?

+ Should the graphic be included in the document, or should it be linked to the
file?

» How can the size of the graphic be adjusted?
» How can the relative position between the graphic and the text be changed?

These questions will be discussed in order.
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Inserting a graphic from a file

To insert a graphic image from a file, the file must be stored in a directory (folder)
on the computer.

Proceed as follows:

1) Determine the destination for the image. For example, place the cursor at the
appropriate location in the document.

2) On the main menu. select Insert > Picture > From File. This displays the
window shown in Figure 214,

3) Navigate to the file to be inserted.

4) Select the file to insert and click Open.

Insert picture

D:'\Profiles'ygs02c My Documents\My Pictures

;i'lﬂe .|:I'ype Eize |Bahe modified |

5 lincoln_creek_rest_photo.jpg  Graphics (jpg) 17.8KB 06/20/20086, 21:31:0!1\_/\1 L

l:—: ned20gi.jpg Graphics (ipa) 5779 Bytes (07/05/2008, 20:39:0¢

E_,? republican.jpg Graphics (jpg) 72.3KB 06/08/2006, 18:01:4

E_: s2_01.jpg Graphics (ipg) 8043 Bytes 04/15/2006, 13:45:5.

l._,? tn_005_jpg.jpg Graphics (ipg) 1877Bytes 06/10/2006, 04:29:10 |

E United States. gif Graphics (gif) 4086 Bytes  04/11/2006, 22:03: 1[{__E
T
L 1]
File name: lincoln_creek_rest_photo.jpg I"J g
Style: [Graphics |V] Cancel

File type: <Al formats > (*.bmp; =, dxf; *.emf; =, eps; *.gif; % jog; ‘.jpegﬂlv]
oelp

[tink Preview

Figure 214. Insert Picture dialog

Note At the bottom of the Insert picture dialog (Figure 214) are two
checkboxes. If the Preview checkbox is checked, the selected graphic
file is previewed in the window, as shown in Figure 214, so you can
verify that you have the correct file. The Link checkbox is discussed
below.

Linking a graphic file

If the Link checkbox in the Insert picture dialog is checked, OOo will create a link
to the file containing the graphic, instead of saving a copy of the graphic in the
document. The result is that the figure will be displayed in the document, but when
the document is saved, it will contain only a reference to the graphic file, but not the
graphic itself. The document and the image remain two separate files, and they are
merged together only when you open the document again.
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Linking an image has two advantages and one disadvantage:

+ Advantage — Linking can reduce the size of the document when it is saved,
because the image file itself is not included.

+ Advantage — You can modify the image file separately, without changing the
document, because the link to the file remains valid and the modified image
will appear when you next open the document.

+ Disadvantage — If you send the document to someone else, you must also
send the image file, or the receiver will not be able to see the linked image.

Resizing a graphic

It is possible, and quite likely, that the inserted image will not fit perfectly into the
document because it is too big or too small. Therefore you will probably need to
resize the image.

The position of the image is not relevant for now. Changing the position of an image
relative to the text is discussed in “Positioning graphics within the text* on page
207.

You can modify the size of a graphic in two ways:
» Unscaled resize
* Scaled resize

Figure 215 shows three examples of an image inserted into a document and resized.

Unscaled resize

In Example 1, the image is in its natural size. When you add a new graphic (and
also when you select an existing one by clicking on it), it displays some square
points along its perimeter; these are called handles. To resize the graphic:

1) Move the cursor onto a point.
2) Click the left mouse button.
3) Drag the mouse to modify the size of the figure.

This basic resizing process is useful if you need to specify the size and the height
independently of each other. The problem with this method, as demonstrated in
Example 3, is that when the graphic is not changed to scale, it will be distorted.

You need to either carefully measure and calculate how much the image needs to be
adjusted in the horizontal and vertical directions in order to maintain the correct
proportions, or use the “scaled resize” method described below.
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]
EXAMPLE 1

This image shows the BSD Daemon.
Linux users probably are already familiar with it. =

It is loaded in its natural size from a .JPG file.

EXAMPLE 2

In this example the figure is reduced proportionally holding
the [Shift] pressed while dragging the mouse

EXAMPLE 3

Example of non proportional reductions
obtained just dragging the mouse without
holding [Shift] i+

e

Figure 215. Three examples of resized images, plus the original image

Scaled resize
A scaled resize is usually the best option, because it automatically maintains the
proportions of the graphic. To perform a scaled resize:
1) Press and hold the Shift key.
2) Click and drag a handle of the graphic. It will resize proportionally, as
shown in Example 2.
3) Release the mouse button to complete the resize.

Inserting images from other sources

You can insert images from sources other than a file. The possible sources for
images are:

* Graphics program

* Scanner

+ 0Oo Gallery
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From a graphics program

You can use many different graphics programs to edit a graphic file. In these
programs you can select, copy, and paste an image, or part of a graphic into an
OpenOffice.org document. Figure 216 shows an example of this procedure, which
can be recreated with these steps:

1) In the imaging program window, select an area of the image to be copied.
(The program used in the example is Paint Shop.)

2) Move the cursor over the selected area and press Control+C to copy.
3) Switch to the OpenOffice.org Writer window.
4) Click to insert the cursor where the graphic is to be inserted.

5) Press Control+V to paste.

Figure 216. Using a graphics program

Scanner

If a scanner is connected to your computer, OpenOffice.org can call the scanning
application. The scanned item will then be added into the OO0 document page as an
image. To start this procedure, select on the Main Menu Insert > Picture > Scan >
Select Source.
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OpenOffice.org Gallery

The Gallery is available in all components of OpenOffice.org. For an introduction to
the Gallery, see Chapter 14, “Working with the Gallery” in the Getting Started
guide.

You can select a graphic from the Gallery and drag it into the document. The Gallery
icon is located in the right side of the Function Bar. Proceed as follows:

1) Click on the Gallery icon .
2) Select the theme containing the image you want to insert.

3) Click on the image with the left mouse button and, holding the button
pressed, drag the image into the document.

4) Release the mouse button.

Figure 217 shows an example of an image dragged from the Gallery.
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Pma | 7 Defaur v B Plox & o 8 "

H EEE Backgrounds - daisy (C:\Program Files',OpenOffice.org 2.0%share'gallery' www-back'.daisy.jpg)
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Figure 217. Inserting an image from the gallery
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Adding an image to the Gallery

You may wish to add to the Gallery any images that you use frequently, for example
a company logo. You can then very easily insert these graphics into a document
later. To add images to the Gallery, proceed as follows:

1) Open the Gallery.

2) Select the theme where you want to add images, or click New Theme to
create a new one.

3) Right-click on the desired theme and select Properties in the pop-up menu.
This will display a window from which to select the files to be added (see
Figure 218).

4) On the Files tab, click the Find Files button. Select the directory in which to
start the search, and the file types to limit the search.

5) Alist of graphic files will be displayed in the window.

6) Select the files to add. To select more than one file, hold the Control key
down while you click on each file.

7) Finally, click Add.
8) When you have finished working with the Gallery, you can click on its icon

to close it.

mm |2
Mew Theme. .. H =

ﬂ Backgrounds

Properties of My Theme
o General |Files
Q Rulers Properties... §
| Sounds F

File bype <Al Files = (*.*) il

<Mo Files =

oK H Cancel H Help H Resel

Figure 218. Gallery properties dialog box
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Modifying an image

When you insert a new image, or select one already present in the document, the
Picture toolbar appears. This toolbar can be either floating or docked. Figure 219
shows it floating. Two other toolbars can be opened from this one: the Graphic Filter
toolbar, which can be torn off and placed elsewhere on the window; and the Color
toolbar, which opens as a separate floating toolbar. From these toolbars, you can
apply small corrections to the graphic or obtain special effects.

1 2 3 4 5 6 7 8
Pi}ture l I J | x
L™ DieFault v Plow B or 5

| > Color * X

20 — o= (2
21 — R0 (=

22 T 0w [#
23 — 5|0 (%
Legend: —_ o =
1 Insert picture from file 11 Solarization 24 O 0% G
2 Choose filter to apply 12 Aging =
—_— 1.00 %
3 Graphics mode 13 Charcoal Sketch 25 ?
4 Color 14 Relief
5 Transparency 15 Mosaic
6 Flip Horizontally 16 Posterize 21 Green
7 Flip Vertically 17 Pop Art 22 Blue
8 Picture Properties 18 Sharpen 23 Brightness
9 Invert 19 Remove Noise 24 Contrast
10 Smooth 20 Red 25 Gamma

Figure 219. Picture toolbar plus tear-off Graphic Filter toolbar and floating Color toolbar.
Note: Graphics mode (3) can be Default, Grayscale, Black/White, or Watermark.

You can find out more information about the graphic filter and what its elements do
by selecting the Find tab in Help and then typing “Graphic Filter Bar” into the
Search term textbox and pressing Find, or by clicking on an element that has a
dialog box and selecting Help.

Note For more sophisticated adjustments it is better to use an image
manipulation program such as GIMP. GIMP is an open source graphics
program that can be downloaded from http://www.gimp.org/.
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Figure 220 provides examples of some of the changes available on the Picture
toolbar.

(o gl ILEINIGELL] Mirrored Vertically Mirrored
Horizontally

= —

Figure 220. Graphic effects that can be changed from the Picture toolbar

Positioning graphics within the text

When you add a graphic to a text document, you need to choose how to position the
graphic with respect to the text and other graphics.

Graphic arrangement refers to the placement of a graphic behind or in front of other
graphics or text. Alignment refers to the vertical or horizontal placement of a graphic
in relation to the page, frame, paragraph or character to which it is anchored. 7ext
wrapping refers to the relation of graphics to surrounding text, which may wrap
around the graphic on one or both sides, be overprinted behind or in front of the
graphic, or treat the graphic as a separate paragraph or character.
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Arranging and aligning graphics
You can arrange and align graphics using commands from:
* The main menu: Format > Aligment (or Arrange, Wrap, Anchor, Flip, ...)

+ By right-clicking on the picture, then Format > Aligment (or Arrange,
Wrap, Anchor)

» Frame (with the Graphics style applied) toolbar
* Picture dialog

Frame toolbar

When you select a graphic, the Graphics toolbar (shown in Figure 221) may be
displayed.

Here you can click icons to apply many arrangement, alignment, wrapping,
anchoring, formatting, and other choices.

I Tt
1 23456 78 910 11 12 13 14 15161718 19 20

1 Apply Style 6 Center Horizontal 11 Borders 16 Bring to Front

2 Wrap Off 7 Align Right 12 Line Style 17 Send to Back

3 Page Wrap 8 Top 13 Line Color (of border) 18 Change Anchor

4 Wrap Through 9 Center 14 Background Color 19 Link Frames

5 Align Left 10 Bottom 15 Frame Properties 20 Unlink Frames

Figure 221. Graphics object bar

Picture dialog

Click on the graphic to select it, then click Format > Picture, or right-click on the
graphic and then click Picture on the pop-up menu, to display the Picture dialog
(Figure 224). Here you can specify the characteristics of the graphic and its
placement in detail.

Wrapping text around graphics

On the main menu, click Format > Wrap. The Wrap menu options provide several
possibilities:

+ Alternate paragraphs and graphics, maintaining a separation between them
(No Wrap).

*  Wrap text around the graphics (Page Wrap or Optimal Page Wrap).
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+ Put a semi-transparent graphic over the text (Wrap Through).
* Add a graphic in the background (/n Background).

Often you need to insert graphics with no text around them, as in this chapter. To set
the position of an image to Wrap Off, follow the following steps:

1) Select a graphic by clicking on it.

2) Right-click to display the context menu and move the cursor to Wrap to
display the various wrap modes.

3) Select No Wrap.

Figure 222 shows an example of this operation.

From-the -“Aboutthe -Gimp” -website -at-http:/www.gimp.org/,-we -quote the following:

Gimp -is-an-acronym-for -GNU -Image Manipulation -Program. -Gimp -is -a-freely -distributed -piece of
software -suitable for -such-tasks-as-photo-retouching, image-composition-and-image-authoring.
It-is-an-extremely -capable-piece-of software -with dmany -capabilitﬂées. 9

Arrange »
Alignment 3
o Anchor »
:]f-can-be -used-as-a-simple-paint-program, -an-e St k N Wrep
batch ‘processing -system, -a-mass - production - Picture... Eag.e Wrap
more. q _ _ _ i Eaiion. Optimal Page Wrap
Gimp-is-expandable-and-extensible It -is-desigr| = ~ Wrap Through

to-do-just - about - anything. - The - advanced - sc| ImageMap
scripted, from the simplest task to the -most -cor

Figure 222. Changing the wrap of a graphic

In Background

Bt 23

When formatting some documents, such as newsletters, you may want to put photos
mixed with text, or just want to add some decorative images. The Page Wrap option
may satisfy this need. Figure 223 shows an example of a graphic insertion with the
Page Wrap option.

When an image is inserted with the page wrap option, you can move it anywhere on
the page. The text will be automatically adjusted around the image, like water
around a sailing boat.
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Figure 223. Inserting a graphic using the page wrap option

The Optimal Page Wrap option is similar to Page Wrap but it maintains the text
positioned beside the image. The position is decided automatically in order to
optimize the relative position between text and image.

Double-clicking on an image pops up the Picture dialog where you can set all the
parameters affecting the image (see Figure 224). On the Wrap tab, you can change
the setting for the optimal page wrap.

Picture
Type | Options | Wrap | Hvperlink | Picture | Crop | Borders | Background || Macro
Settings
Befaore After Parallel
Qptimal
Spacing Options
Left 0.00cm e
Right 0.00cm e
Top 0.00cm s
Biokbam 0,00¢rn -
I Ok H Cancel ” Help ][ Reset ]

Figure 224. Wrap tab of picture properties dialog

The Wrap Through option let you also insert an image overlapping the text. In this
case some part of the text will be hidden, unless you change the transparency of the
image.
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After changing the transparency, the final result looks like a decal applied over the
text, as in Figure 225, where the transparency has been set to 48%. The words under
the image are visible, but appear lighter than the rest of the text.

Picture > X
= I | = gn o :
thd W | X - [pefaur  jw] IR Plas% 5 an § quote the followin
15 ?n acronym for GNU Tmagé WManipuiation Program. a freely distribute
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epatch proce Eo o . mdupuTo image renderer,
Wrap »| I Nowrap
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The GN Image ImageMap In Background
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| Bz Copy =
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Figure 225. Transparent image added over the text

You can obtain a similar result if you set a graphic’s wrap to In Background. In this
case all the text will be clearly readable, with characters that have the same intensity.
However, the background graphic should not be dark, otherwise the text could be
difficult to read.

Anchoring graphics and drawing objects

You can anchor graphics to a page, paragraph, or character, or as a character. You
can also place graphics in a frame and anchor the frame to a page, paragraph, or
character. Which method you choose depends on what you are trying to achieve.

Here are the ways you can anchor graphics or drawing objects:

To Page

Graphic keeps the same position in relation to the page margins. It does not move as
you add or delete text or other graphics. This method is useful when the graphic
does not need to be visually associated with a particular piece of text. It is often used
when producing newsletters or other documents that are very layout-intensive.

To Paragraph

Graphic is associated with a paragraph and moves with the paragraph. It may be
placed in the margin or another location. This method is useful as an alternative to a
table for placing icons beside paragraphs.
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To Character

Graphic is associated with a character but is not in the text sequence. It moves with
the paragraph but may be placed in the margin or another location. This method is
similar to anchoring to a paragraph but cannot be used with drawing objects.

As Character

Graphic is placed in the document like any other character and therefore affects the
height of the text line and the line break. The graphic moves with the paragraph as
you add or delete text before the paragraph. This method is useful for keeping
screenshots in sequence in a procedure, or for adding a small icon in sequence in a
sentence.

To Frame

If the graphic has been placed in a frame, you can anchor the graphic in a fixed
position inside the frame. The frame can then be anchored to the page, a paragraph,
or a character, as required.

Adding captions to graphics

You can add captions to graphics in three ways: automatically, by using the Caption
dialog, and manually.

Adding captions automatically

You can set up OOo to add captions automatically whenever you insert a graphic, a
table, or other objects into a document. You can choose which objects are captioned
automatically, what the sequence name is for each caption (for example, “Table” or
“Figure”), and the position of the caption.

To set up automatic captions:

1) Click Tools > Options > OpenOffice.org Writer. Click on the + sign to
open the differents options.

2) Select AutoCaption. Now you can see at the right of the dialog several
choices for adding captions automatically.

3) On the AutoCaption dialog, choose which objects will be automatically
captioned and specify the characteristics of the captions.

For more information, see “General options for text documents” in Chapter 2,
“Setting up Writer.”

Now when you insert a graphic, it will be placed in a frame with a caption
containing the default sequence name for graphics (for example, “Figure”). Position
the cursor in the caption area and type the text for the caption.
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Note You can specify where to place an automatic caption for any object
except a picture; picture captions can only be automatically placed
below the picture. If you need a caption above the picture (for example
for data plots in scientific publications), you must add the captions
manually, as described in “Adding captions manually” on page 214.

Using the Caption dialog
To add captions using the Caption dialog:
1) Insert the graphic, then select it and click Insert > Caption.

2) On the Caption dialog (Figure 226), select the caption category
(“Illustration” in this example) and Arabic (1 2 3) as the numbering, and
type your caption text.

3) Click OK. The graphic and its caption are placed in a frame, as shown in

Figure 228.
Caption

—

I

Properties
Cakegory Tlhustr akion v
Murnbering Arabic (1 2 3) e AukoCaption. ..
Separakar H Optians. ..

Bielow
Hlustration 1.

Figure 226. Defining the caption for an illustration

TIP In the Category box, you can type any name you want, for example,
“Plot”. OO0 will create a numbering sequence using that name.

N
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Hllustration 1. An example

Figure 227. An example of a graphic and its caption contained in a frame. The outer box
shows the edge of the frame, this border is normally set to be invisible.

Adding captions manually

You can add a caption to a graphic manually in two ways.

Method 1: Override the category and positioning defaults for
captions
1) Select the picture, right-click, and select Caption.

2) On the Caption dialog (Figure 226), select <none> in the Category list, and
click OK.

3) Right-click on the picture and select Caption. Now you can select a caption
type (or type your own sequence category) in the Category drop-down list
and optionally select Above in the Position list. (If you want the caption to
appear at the top, you must add the caption manually.) You can type the
actual caption in the box under Caption or you can fill it in later—after the
(incomplete) caption is inserted.

4) Click OK.

Note If you want the caption to appear at the bottom, you can skip step 2 and
the first part of step 3.

Method 2: Place the graphic and its caption in separate
paragraphs
1) Insert the graphic and anchor it to its paragraph as a character. Press Enter
to create a new paragraph for the caption.
2) In the caption paragraph, type (for example) the word Figure and a space.

3) To insert the figure number, click Insert > Fields > Other and select the
Variables tab.
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4) Select Number Range in the 7ype list. Select Figure in the Selection list.
Click the Insert button.

5) Anumber will appear after the word “Figure” in the caption. Type the text
of the caption.

TIPS If you are manually adding captions to a lot of figures using Method 2,
you might want to make an AutoText entry containing the word Figure,
the figure-number field, and the space after the number.

You can also place the caption paragraph before (above) the picture
paragraph. This can be a convenient way to deal with the lack of
automatic captioning above pictures.

Using Writer’s drawing tools

You can use Writer’s drawing tools to create graphics such as simple diagrams using
rectangles, circles, lines, text, and other objects. Group the drawing objects to make
sure they stay together the way you intended.

You can use the drawing tools to place drawing objects directly on a page in your
document, or you can insert the drawing objects into a frame.

You can also use the drawing tools to annotate photographs, screen captures, or
other illustrations produced by other programs, but this is not recommended
because:

*  You cannot include graphics in a group with drawing objects, so they may
get out of alignment in your document.

» If you convert a Writer document to another format, such as HTML, the
drawing objects and the graphics will not remain associated; they will be
saved separately.

Instead, use OO0 Draw or another graphics program to annotate illustrations.

Creating drawing objects

To begin using the drawing tools, display the Drawing toolbar (Figure 228), by
clicking View > Toolbars > Drawing.

If you are planning to use the drawing tools repeatedly, you can tear off this toolbar
and move it to a convenient place on the window.
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Figure 228. The Drawing toolbar

To use a drawing tool:

1) Click in the document where you want the drawing to be anchored. You can
change the anchor later, if necessary.

2) Select the tool from the Drawing toolbar (Figure 228). The mouse pointer
|

. . . i
changes to a drawing-functions pointer ~ O .

3) Move the cross-hair pointer to the place in the document where you want the
graphic to appear, and then click and drag to create the drawing object.
Release the mouse button. The selected drawing function remains active, so
you can draw another object of the same type.

4) To cancel the selected drawing function, press the Esc key or click on the
Select icon (the arrow) on the Drawing toolbar.

5) You can now change the properties (fill color, line type and weight,
anchoring, and others) of the drawing object using either the Drawing
Object Properties toolbar (Figure 229) or the choices and dialogs reached by
right-clicking on the drawing object.

Setting or changing properties for drawing objects
To set the properties for a drawing object before you draw it:
1) On the Drawing toolbar (Figure 228), click the Selection tool.

2) On the Drawing Object Properties toolbar (Figure 229), click on the arrows
next to each property and select the value you want for that property.

3) For more control, or to define new attributes, you can click on the Area or
Line icons on the toolbar, to display detailed dialogs.

The default you set applies to the current document and session. It is not retained
when you close the document or close Writer, and it does not apply to any other
document you open. The defaults apply to all the drawing objects except text
objects.
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Figure 229. Drawing Object Properties toolbar

To change the properties for an existing drawing object:
1) Select the object.
2) Continue as described above.

You can also specify the position, size, rotation, slant and corner radius properties of
the drawing object:

1) Right-click on the drawing object, and then click Position and Size from
the pop-up menu. The Position and Size dialog is displayed.

2) Choose properties as required.

Grouping drawing objects

1) Select one object, then hold down the Shifi key and select the others you
want to include in the group. The bounding box expands to include all the
selected objects.

2) With the objects selected, hover the mouse pointer over one of the objects
and click Format > Group > Group, or right-click and then click Group >
Group on the popup menu.

You cannot include an embedded or linked graphic in a group with drawing objects.
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Graphic file types supported

OpenOffice.org Writer can open the file types listed in Table 4.

Table 4. Graphic file types supported by OpenOlffice.org Writer

File

extension

BMP
DXF
EMF
EPS
GIF

JPG, JPEG
MET
PBM
PCD
PCT
PCX
PGM
PNG
PPM
PSD
RAS
SGF
SGV
SVM
TGA

TIF, TIFF
WMF
XBM
SPM

File type

Windows Bitmap

AutoCAD Interchange Format

Enhanced Metafile

Encapsulated PostScript

Graphics Interchange Format

Joint Photographic Experts Group

OS/2 Metafile

Portable Bitmap

Kodak Photo CD

Mac Pict

Zsoft Paintbrush

Portable Graymap
Portable Network Graphic
Portable Pixelmap

Adobe Photoshop

Sun Raster Image
StarWriter Graphics Format
StarDraw 2.0

StarView Metafile
Truevision Targa

Tagged Image File Format
Windows Metafile

X Bitmap

X PixMap
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Chapter 9
Working with Tables

Tables are a useful way to organize and present large amounts of information, for
example:

» Technical, financial or statistical reports

» Product catalogs showing descriptions, prices, characteristics, and
photography of products

+ Bills or invoices
+ Lists of names with address, age, profession, and other information

Tables often can be used as an alternative to spreadsheets to organize materials. A
well-designed table can help readers understand better what you are saying. While
you would normally use tables for text or numbers, you can put other objects such as
pictures in cells.

Tables can also be used as a page layout tool to position text in areas of a document
instead of using several Tub characters. For example, a business may prepare a
template of a letter with their logo, the sender, receiver, date, and subject fields
correctly positioned in a table with invisible borders. This use of tables is described
in Chapter 4, “Formatting Pages”.

Tables are highly customizable in OpenOffice.org 2.0; some features that were
lacking in version 1, such as nested tables, are now included.

The Table menu and toolbar

Table commands are located in the main Table menu and on the Table toolbar,
shown in Figure 230. Table 5 describes the functions of these commands and icons.

When you create a table or select an existing table, the Table Toolbar is displayed
automatically. You can manually display the Table toolbar by clicking View >
Toolbars > Table. It can float on top of the main Writer window or it can be docked
on any side of the screen.
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Figure 230: Table toolbar

Table 5: Functions of the icons on the Table toolbar

Icon Name Description

Table Opens the Insert Table dialog box where you can set up and
insert a table into the document. You can also use the mouse to
click the arrow at the right, drag to select the number of rows and
columns to include in the table, and then click in the last cell.

Line Style Opens the Border Style toolbar where you can modify the style
of the border line.

Line Color Opens the Border Color toolbar where you can modify the color
of the border.

Borders Opens the Border toolbar where you can select which sides
should have a border.

Background Opens the Background toolbar where you can select the

Color background color.

Merge Cells Combines the selected cells to a single cell. Refer to “Merging
and splitting cells” on page 225 for an example of using this
button.

Split Cells Opens the Split Cell dialog where you can define how to split a

cell. Refer to “Merging and splitting tables” on page 226 for an
example of using this button.

Optimize Open the Optimize toolbar where you can distribute the columns
or rows evenly or optimize the row height or column with.

Top Aligns the contents of the selected cells to the top of the cell.

Center (vertical) Aligns the contents of the selected cells to the center of the cell.
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Bottom

Insert Row
Insert Column
Delete Row
Delete Column

AutoFormat

Table Properties

Sort

Sum

The Table menu and toolbar

Icon Name Description

Aligns the contents of the selected cells to the bottom of the cell.
Inserts a row below the selected row.

Inserts a column after the selected column.

Deletes the selected row(s) from the table.

Deletes the selected column(s) from the table.

Opens the AutoFormat dialog where you can select among
several predefined formatting sets including fonts, shading and
borders.

Opens the Table Format dialog where you can modify various
properties for the table, for example name, alignment, spacing,
column width, borders and background.

Opens the Sort dialog where you can specify the sort criteria for
the selected cells.

320

Activates the sum function. Refer to
of using this button.

on page for an example

Creating a table

Before you insert a table into a document, it is good plan to have an estimate of the
number of rows and columns required. However, if necessary, you can easily make

changes later.

Inserting a new table

To insert a new table, position the cursor where you want the table to go, then use
any of the following methods to open the Insert Table dialog (shown in Figure 231):

« From the main menu, select Table > Insert > Table.

e Press Control+F12.

* From the Standard toolbar, click the Table icon S22

b
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Figure 231: Inserting a new table using the Insert Table dialog

Here you can specify the properties for the new table.

Under Size, specify the initial number of columns and rows for the new table. You
can change the size of the table later, if necessary.

Under Options, set up the initial table characteristics. When the checkboxes are
selected, the following actions occur.

* Heading — Defines the first row(s) in the table as headings. The default
Table Heading paragraph style is applied to the heading rows and thus
makes the text centered, bold and italic. You can edit the Table Heading in
the Styles and Formatting window to change these default settings.

*  Repeat heading — Repeats the heading row(s) of the table at the top of
subsequent pages if the table spans more than one page.

The first ... rows — Specifies the number of rows to be repeated. Default is 1.

* Dont split table — Prevents the table from spanning more than one page.
This can be useful if the table starts near the end of a page and it would look
better if the whole table were located on the following page. If the table
ends up longer than what fits on one page, you need to either deselect this
checkbox or manually split the table.

e Border — Surrounds each cell of the table with a border. This border can be
modified or deleted later.
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» AutoFormat — Selects one of the many predefined table layouts. See
“AutoFormatting tables” on page 236 for more information.

After making your choices, click OK. Writer creates a table as wide as the page
margins, with all columns the same width and all rows the same height. You can then
adjust the columns and rows to suit your needs.

Tip To directly insert a table with the default properties, click on the little
arrow next to the Table icon on the Standard toolbar and select the size
from the drop-down box. Holding down the mouse button over the
Table icon will also display the graphic.

Creating nested tables

With OpenOffice.org 2.0, you can now create tables within tables (nested tables).
This feature provides much more flexibility by allowing you to insert a secondary
table into a primary table’s cell. See Figure 232.

To do this, click in a cell of an existing table and use any of the methods mentioned
above in “Inserting a new table”.

Nested tables are new in version 2.0 of OpenOffice.org.

Figure 232: Example of a nested table. The yellow-shaded table is nested in a cell of the
larger table.

Using AutoCorrect to create a table

You can also create a table by typing a series of hyphens (-) or tabs separated by
plus signs, for example +------ +---+, and then pressing Enter. Plus signs indicate
column dividers, while hyphens and tabs indicate the width of a column. For
example:

+ + ot

This character sequence creates a table like this:
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Note This function can be disabled or enabled in Tools > AutoCorrect. On
the Options tab, deselect or select the Create table checkbox. This
function does not operate when creating nested tables.

Formatting a table

Default parameters

If you create a a table using the Insert Table dialog or the Table icon in the Standard
toolbar, the following defaults are set:

+ The cells in the first row use the 7able Heading paragraph style. In the
default template, the text is centered and set with a bold and italic font.

+ The remaining cells use the Tauble Contents paragraph style, which, in the
default template, is identical to the Default paragraph style.

Formatting individual cells
You can format each cell independently from other cells. For example, you can:

+ Format the characters — change the font, the font style and the background
colors.

+ Set different indention values — when you select a cell, the horizontal ruler
shows the indentation points with gray pentagons. Vary the indentation by
clicking and dragging these points.

+ Change the text alignment — for example, a number can be aligned to the
right, while text on another line in the cell is aligned to the left or centered.

To change the format of a cell or range of cells:

1) Select the cell or range of cells to be modified. You can select a single cell
by clicking in it or select a range with click and drag.

2) Right-click the selection, or select Table > Table Properties from the menu
bar.

3) From the pop-up menu or the Table Properties dialog, select the property to
modify.
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Figure 233: Formating the contents of individual cells: The 0 is right-justified, the 4 is
centered and the indentation in that cell has been increased; the 5 is lefi-justified.

Inserting rows and columns
To insert any number of rows or columns:

1) Place the cursor in the row or column where you want new rows or columns
inserted and right-click. On the pop-up menu, select Row > Insert or
Column > Insert. This will display a dialog where you can select the
number of rows or columns to add after or before the selected one.

2) Set Amount to the number of rows or columns to insert and Position to
Before or After. Click OK to close the dialog.

Notes Clicking on the Insert Row icon on the 7able toolbar inserts one row
below the selected one. Clicking on the Insert Column icon on the
Table toolbar inserts a column affer (to the right of) the selected one.

Regardless of how they are inserted, new rows or columns have the
same formatting as the selected row or column.

Merging and splitting cells
To merge a group of cells into one cell:
1) Select the cells to merge.

2) Right-click and select Cell > Merge on the pop-up menu, or select Tables >
Merge Cells from the menu bar.

To split a cell into multiple cells:

1) Position the cursor inside the cell.
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2) Right-click and select Cell > Split on the pop-up menu, or select Table
> Split Cells from the menu bar.

3) Select how to split the cell. A cell can be split either horizontally (create
more rows) or vertically (create more columns), and you can specify the
number of new cells to create.

Merging and splitting tables

A whole table can be split into two tables and two tables can be merged into a single
table. Tables can be split only horizontally (the top rows are put into one table and

the bottom rows into another).

To split a table:

1) Place the cursor in a cell which will be in the top row of the second table
after the split (so the table splits immediately above the cursor).

2) Right-click and select Split Table in the pop-up menu. You can also use
Table > Split Table from the menu bar.

3) A dialog will pop up regarding the header. You can select No heading or an
alternative formatting for the header (the top row of the new table).

The table is then split into two tables separated by a blank paragraph.
To merge two tables:

1) Delete the blank paragraph between the tables. You must use the Delete key
(not the Backspace key) to do this.

2) Select a cell in the second table.

3) Right-click and select Merge Tables in the pop-up menu. You can also use
Table > Merge Table from the menu bar.

Tip To see clearly where the paragraphs are and delete them easily, select
View > Nonprinting Characters (Ctr/+F10) or click the § button in
the Standard toolbar.

Choosing table spacing and alignment

You can specify how the table is aligned on the page and what space to leave around
the table.

Right-click on the table and select Table from the pop-up menu or select Table >
Table Properties from the menu bar On the Table Format dialogx, select the Table
tab (see Figure 234).
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Figure 234: Table Format dialog: Table tab

On this tab, you can:

+ Set a name for the table. This has no effect on the display but makes the
table easier to find when using the Navigator. This can be very useful if
your document has a number of tables. A table name cannot have any
spaces. To make a meaningful name you may want to use underscores or
hyphens (for example, Table-1_Doll House Inventory).

+ Set the overall width of the table, either absolute or relative to the page
width. This option is available only if the Alignment is not set to Automatic.
(See below.)

» Specify how the table is aligned, if it does not fill the width of the page
(between the margins). Under Alignment:

« Left aligns the table with the left margin.
* Right aligns the table with the right margin.

»  From Left lets you specify under Spacing exactly how far from the left
margin the table is placed.

»  From Right lets you specify under Spacing exactly how far from the
right margin the table is placed.

*  Manual lets you specify the distance from both left and right margins
under Spacing.

» Under Spacing: Above and Below, specify the distance to leave above and
below the table.
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Specifying text flow
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Figure 235: Table Format dialog: Text Flow tab

On the Text Flow tab of the Table Format dialog box (Figure 235), you can:

+ Insert a page or column break either before or after the table. Use the Text
Flow: Break checkbox, combined with the Page and Column and the Before
and After buttons.

If you insert a page break before the table (that is, start the table on a new
page), you can also change the page style that will go with it by checking the
With Page Style box and selecting a new page style. As with any page break,
you can also reset the page numbers using the Page number box.

» Keep atable on one page by deselecting the Allow table to split across
pages and columns checkbox. If this item is deselected, the next item is not
active.

+  Keep each row one one page by deselecting the Allow rows to split across
pages and columns checkbox.

» Use the Repeat heading checkbox and the numbers box to select the number
of table heading rows that will be repeated on each page. A complicated
table may need two or three heading rows to be easily read and understood.
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» Use the Text direction list to select the direction for the text in the cells. The
most common setting is “left to right” for Western languages. Note: The
phrase “Use superordinate object settings” means “use the formatting
settings from the paragraph before the table.”

» Select the vertical alignment of the text in the table or the selected cells; the
choices are to align with the top of the cell, the center of the cell, or the
bottom of the cell. This alignment is in addition to the Left-Right alignment
options available under Table > Table Properties > Table, or by right-
clicking and choosing Tables > Table.

Note A Table Heading row will not span two pages, but any other row will. A
one-row table, set up with the (default) of including a heading, will not
break cross pages. The cure is to make sure the table is defined without a
heading row.

Resizing rows and columns

You can adjust the height of rows and the width of columns in a table in several
ways.

You can manually resize rows and columns by dragging them to the desired size.
When the cursor is in the table, a pair of thin gray lines (||) appear in the rulers.

The horizontal ruler shows the column dividers and the vertical ruler shows the row
dividers.

To change the width of a column or height of a row, use one of these methods:

* Hold the mouse button down on a cell border, so a double-headed arrow
appears, and and drag the border to desired position.

+ To change the column width using the ruler, hold the mouse button down on
the appropriate column divider (double vertical line), and drag the divider to
a new location.

» To change the row height using the ruler, hold the mouse button down on the
appropriate row divider (double horizontal line), and drag the divider to a
new location.

Selecting Table > Autofit from the main menu offers some shortcuts to resizing:

+ Optimal column width or row height will make the columns or rows as
narrow as possible while still fitting their contents.

+ Columns and rows can be distributed evenly to quickly bring them back to
all being the same width or height.
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For greater control over the width of each column, use the Columns tab of the Table
format dialog (Figure 236).

Right-click on the table and select Table from the pop-up menu or select Table >
Properties from the menu bar. On the Table Format dialog, select the Columns tab.

*  Adapt table width: 1f a table already stretches to the page margins, it cannot
stretch any wider and the Adapt table width option is not available. If the
table is narrower, increasing the width of a column will increase the width of
the whole table.

Adjust columns proportionally results in all columns changing width when
one is changed, so the proportions between them stay the same.

*  Remaining space shows how much farther the table can expand before
hitting the limit of the margins. This value cannot be edited.

»  Under Column Width, each individual column can be adjusted. If you have
more than six columns, use the arrows at the right and left to view them all.

B Table Format -2}

Table | Text Flow [Columns | Borders | Background |

[%€| Adapt table width

[ JAdjust columns proportionally:

Rermaining space

Column width

1 2 3 4

[4.19cm F&f[4.74cm [ [3.64em |2 [419em |2 | =1 =

Figure 236: Table Format dialog: Columns tab

Specifying table borders
On the Table Format dialog, select the Borders tab (Figure 237).

Here you can set borders for a whole table or groups of cells within a table. In
addition, a shadow can be set for the whole table.
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B Table Format -2
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Figure 237: Table Format dialog: Borders tab

Borders have three components: where they go, what they look like, and how big a
space is left around them.

*  Line arrangement specifies where the borders go. If a group of cells is
selected, the border will be applied only to those cells. You can specify no
border or any combination of border for the outside edges and the cell
divisions, either by selecting a default arrangement or by clicking on the
lines in the User-defined area to get exactly what you want.

» Line specifies what the border looks like: the style and color. There are a
number of different styles and colors to choose from.

»  Spacing to contents specifies how much space to leave between the border
and the cell contents. Spaces can be specified to the left, right, above and
below. Check Synchronize to have the same spacing all the way round.

Shadows always apply to the whole table. A shadow has three components: where it
is, how thick it is, and what color it is. Set each of these under Shadow style on the
dialog.

If Merge adjacent line styles is checked, two cells sharing a common border will
have their borders merged, rather than being side by side.
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Tip To reset everything if you are having problems with borders, right-click

in the table and select Tables > Borders or select Tables > Table
Properties > Borders and then select Set no borders under Line
Arrangement: Default (the box on the left).

Selecting background colors and graphics

The background of a table, a cell, or a group of cells can be set to a color or a
background graphic. If you select an image, you can position it in the cell (or group
of cells), stretch it to fill the space, or tile the image across the cells. You can set the
background for the whole table in the same way.

To set the background for a cell, row, or table:

1)

2)

3)
4)

5)
6)
7)

Select the cells you wish to work with. If you are changing the background
for a row or table, just place the cursor anywhere inside the row or table to
be changed.

Right-click and select Table from the pop-up menu, or select Table > Table
Properties from the main menu.

In the Table Format dialog, select the Background tab.

In the For section, chose whether to apply the settings to cell, row, or table.
If you choose Cell, any changes apply to all the selected cells.

In the 4s section, choose whether the background is a color or a graphic.
To apply a color, select the color and click OK.

To apply a graphic, first select the graphic to use. This must be a graphic file
accessible from your computer. (Writer supports a large number of graphics
formats.)

* You have the option with the Link checkbox to link the graphic file. If
it is linked, changes to the graphic (for example, if you edit it in a
different package) will be reflected in your document. However, you
also need to keep the linked graphic file with the document file. If, for
example, you email the document without the graphic file, the graphic
will no longer be visible.

» Under Tipe, select the type of placement for the graphic. If you choose
Position, you can select where to position the graphic within the cells,
row, or table. If you choose Area, the graphic is stretched to fill the
whole area. If Tile, the graphic is tiled (repeated horizontally and
vertically) to fill the area.
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» If the Preview checkbox is checked, the graphic displays in the pane
above the checkbox.

+ To apply the graphic, click OK.

See Figure 238 for an example of a background for a cell using an unlinked graphic
which can be viewed in the Preview pane.

™ Table Format -2

|Table | Text Flow | Columns | Borders [Fl:kgrnundl

As |Graphic [~] For Cell -]

[ Browse... ]

Unlinked graphic

Type
@Ensition g
(JArea
(I Tile
i * i
* 2 |Z| Preview
[ OK l [ Cancel H Help H Reset

Figure 238: Table Format dialog: Background tab

Vertical alignment

The default for text entered into table cells is for it to be aligned horizontally to the
left, and numbers are aligned to the right. In addition, if more than one row of text is
entered or if a graphic is used, text aligns vertically to the top of the cell and
numbers to the bottom.

To vertically center align all of the text and numbers in the table:

1) Move the cursor to the upper left-hand cell under the table heading, click
and drag to the lower left hand cell.

Note By selecting all cells, the images will also be aligned.

2) Right-click in the selected area and select Cell > Center in the pop-up
menu.
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Number formats

The number format can be set for a whole table or group of cells. For example, cells
can be set to display in a particular currency, to four decimal places, or in a
particular date format.

Number recognition specifies that numbers in a text table are recognized and
formatted as numbers. If number recognition is not selected, numbers are saved in
text format and are automatically left-aligned. Number recognition can be set on or
off under Tools > Options > OpenOffice.org Writer > Table.

Select the cells to format, then right-click and select Number Format from the pop-
up menu. The Number Format dialog opens for you to set options for various
categories of numerical data.

+ In the Category drop-down list, select the category you want, such as
currency, date, or text.

* Inthe Format drop-down list, choose a format for the category you just
selected.

+ For some categories, such as date, you may wish to change the language
using the Language list.

+ Additional options are available for different categories.

Adding a caption

You can easily add a caption to any table. Writer will keep track of all your
captioned tables, automatically number them, and update any links to them.

To add a caption to a table:

1) Place the cursor in the table.

2) Right-click and select Caption from the pop-up menu.

3) Enter the text for your caption, the numbering style, and separator.
To automatically caption all your tables:

1) Place the cursor in a table.

2) Right-click and select Caption from the pop-up menu.

3) Select AutoCaption.

4) Select OpenOffice.org Writer Table and select the settings you want. (This
dialog is covered in more detail in Chapter 2, “Setting up Writer”.)

When AutoCaption is enabled for tables, all tables will be captioned; you will need
to add the text for each caption onto the table manually.
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Writer supplies five different category labels:

<None>
Drawing
Table
Illustration
Text

You can create your own category labels, formating and separators, either under
Insert > Caption or under Tools > Options > OpenOffice.org Writer >
AutoCaption > OpenOffice Writer Table.

In either case, simply highlight a label and type in the new name. In the example
below, we used Fantasia.

You can also change the separator or the format of the category label. For example
you might want your tables to be labeled as Fantasia and formated in bold type and
using a period (°.”) as a separator, as follows:

Fantasia 1. Interesting data
Fantasia 2. More interesting data
Fantasia 3. Yet more interesting data

To do this, you can highlight and replace a separator and then select Insert >
Captions > Options > Character Style and assign a style, or you can set this up in
the AutoCaption dialog.

The format and separator if used under Insert > Captions only works for that
specific table. However, it will work for that and all following tables if it is set up
under AutoCaption.

When using AutoCaption, you need to remove the °.” under Numbering Captions
by Chapter > Separator if you are not using Chapter numbering, to avoid having
an extra punctuation mark added to the category label.

Cross-referencing a table

You can insert a cross-reference to a captioned table. Clicking on the cross-reference
takes the reader directly to the table.

1) Position the cursor where you want the cross reference.
2) Select Insert > Cross-reference from the main menu.

3) Set the Type to Table. A list of captioned tables will be shown in the
Selection panel; select the one you want to reference.
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4) In the Format pane, choose how the cross reference will appear. For
example, Category and Number will show up as “Table 1” for the first
table, while Numbering produces only “1”, and Above/Below inserts one
of those words as the reference.

5) Click Insert to add the cross-reference, then click Close to exit the dialog.

AutoFormatting tables

You can use AutoFormat to make your table formats consistent. You can also create
and add your own table autoformats. Here is how:

1) Create a table and manually format it as you wish, including borders,
spacing of text from the top and bottom borders, fonts to be used in the table
heading and data cells, and background colors.

Note To use background colors in a new format, color the cells rather than
the table. That is, select the cell or cells you wish to color, click Table >
Table Properties > Background, choose a color, and specify 4s:
Color, For: Cell.

2) Position the cursor anywhere in the table, and then click Format >
AutoFormat.

3) On the AutoFormat dialog (Figure 239), click Add and give the table format
a name.

E_\_ AutoFormat X

Format

Default -

3D

Blue
Brown
Lavender
Yellow Mid
Gray
Green South
Red
Black 1 - i
Black 2 =

North

Cancel

Figure 239: AutoFormat dialog
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Tip This technique does not include table and column widths in the table
format. To insert a table with predefined full formatting, save it as
AutoText.

Create a heading row in an existing table

To create a heading row in an existing table that does not have one, you need to
apply an autoformat that does have a heading defined. (Here’s where having some
personalized table formats could come in very handy.) Place the cursor anywhere in
the table, and then click Format > AutoFormat. Choose a format. Click OK.

Rotating text in a table cell

You can rotate text in a table cell 90 or 270 degrees. Text rotation is useful when
you have long headings for narrow columns. Select the text to be rotated, and then
click Format > Character. On the Position tab, in the Rotation/scaling section,
choose the rotation angle and click OK.

Displaying or hiding table boundaries

A “table boundary” is a set of pale (usually gray) lines around the cells when viewed
on-screen in O0o. These boundaries do not print and do not appear in PDFs; their
only function is to help you see where the table cells are.

To display the table the same way on the screen as on the printed page, with no
boundary lines, right-click on the table and select Table Boundaries from the pop-
up menu. Repeat this to have the boundaries appear again.

Note Turning boundaries off may not have an effect if the table has borders.

Tip You can also turn table boundaries on and off through Tools > Options
> OpenOffice.org > Appearance. On that page you can display or hide
boundaries around text, pages headers and footers, figures, and other
parts of a document.

Data entry in tables

Moving between cells

Within a table, you can use the mouse, the cursor keys, or the 7ab key to move
between cells.
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The cursor keys move to the next cell only if there is no text in the way. For
example, pressing the right cursor key will move to the right of the text in the
current cell, then to the next cell.

The Tab key moves directly to the next cell and, if the cursor is in the last cell in the
table, creates a new row. Pressing Shift+Tab moves the cursor back a cell.

Number recognition

If number recognition is turned on, when you type a number in a table, Writer aligns
it to the right of the cell and strip off any trailing zeros. For example, 4.0 is changed
to 4 and aligned to the right.

To turn number recognition on or off, right-click on the table and select Number
Recognition in the pop-up menu.

Converting between table and text

Writer makes it easy for you to convert from a table to text (that is, replace a table
with its data) or vice versa.

To convert plain text data into a table, select the data and then select Table >
Convert > Text to table from the main menu bar. The Convert Text to Table dialog
allows you to create a table. You must select the field delimiter (tab, paragraph
marker, comma, or other printing or non-printing character) that Writer should use
to divide data into different cells.

To convert from a table to plain text, select the table and then select Table >
Convert > Table to text. The data in the table is converted to plain text with the
field delimiter of your choice. A space can function as a field delimiter.

Sorting data in a table

Just as in a spreadsheet, Writer allows data in a table to be sorted. Up to three levels
of sorting can be specified (for example, sort first by age, then by name within each

age).

To sort data in a table:
1) Select the table (or part of the table) to be sorted.
2) From the menu bar, select Table > Sort.
3) In the Sort dialog:

» Decide whether you want to sort in the direction of rows or columns.
Sorting by rows is the default, which sorts down the page (a list of data
in a column will be sorted).
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» Select up to three keys to sort on, in the correct order.

» For each key, select which column or row to sort on, whether the sort is
Numeric or Alphanumeric and whether it is Ascending or Descending.

+ Click OK to perform the sort.

Note You have to select all cells that might be affected by the sorting. For
example if you select only the cells of one column, the sort affects that
column only, while the others remain unchanged. In such a case, you
risk mixing the data of the rows.

Deleting, copying, and moving a table

Deleting a table
To delete a table:

1) Click somewhere in the table.

2) Select Table > Delete > Table from the main menu.
Or:

1) Select from the end of the paragraph before the table to the start of the
paragraph after the table.

2) Press the Delete or the Backspace key.

Note The second method also merges the paragraph after the table with the
paragraph before the table, which may not be what you want.

Copying a table

To copy a table from one part of the document and paste it into another part:
1) Click somewhere in the table.
2) From the main menu select Table > Select > Table.
3) Press Control+C or click the Copy icon on the Standard toolbar.

4) Move the cursor to the target position and click on it to fix the insertion
point.

5) Press Control+V or click the Paste icon in the Standard toolbar.
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Moving a table
To move a table from one part of a document to another part:
1) Click somewhere in the table.
2) From the main menu, select Table > Select > Table.
3) Press Control+X or click the Cut icon in the Standard toolbar.

4) Move the cursor to the target position and click on it to fix the insertion
point.

5) Press Control+V or click the Paste icon in the Standard toolbar.

6) Return to the original table, click somewhere in it, and then select Table >
Delete > Table from the main menu.

Using tables as a page layout tool

Tables may be used as a page layout tool to position text in a document instead of
using tabs or spaces. For example, the Tips below are formatting as a table.

For more information and tips about using tables in page layout, see Chapter 4,
“Formatting Pages”.

Tips When inserting a table used for layout, you may wish to deselect the
checkboxes for Heading and Border (see Figure 231 on page 222).

To remove the borders from an existing table, right-click on the table,
select Table from the pop-up menu, select the Borders tab (see Figure
237 on page 231), and select the icon for no borders.

Using spreadsheet functions in a table

In a table in a Writer document, you can use some of the mathematical functions that
are normally implemented by OpenOffice.org Calc. For many simpler functions,
Writer tables can be used as a basic spreadsheet.

Just as in a spreadsheet, each table cell is identified by a letter (for the column) and
a number (for the row). For example, cell C4 is the cell in the third column from the
left and fourth row from the top. When the cursor is in a cell, this cell reference is
displayed on the status bar (in its default position at the bottom right corner of the
screen).
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Tip Basic spreadsheet functions in tables are much the same as in OOo Calc.
The main difference is that cell references are formatted differently. Cell
A2 (first column, second row) is referred to in Calc as A2 (or $A$2 for an
absolute reference). In Writer tables, it is referred to as <A2>.

For example, suppose you had two numbers in cells <B1> and <C2> and wanted to
display the sum of the two in cell <A1>, as shown in Figure 240.

[ [ 1
NS &' [=sum <Bl>+<C23]

L .1 Sum

Round

Percent

Sguare Root

Power

Operators »
Statistical Functions »

Functions 3
i O=sum <Bi=+<C2>0 4
- 5

o

Figure 240: Using spreadsheet functions in a table

Do the following:

1) Click in cell <A1> and press the = key. The Formula bar appears
automatically. In the leftmost side of the bar you can see the coordinates of
the selected cell.

2) Click in cell <B1>. The identifiers of this cell are automatically displayed in
the Object bar, and inserted into cell <A1>.

3) Press the ‘“+’ key.

4) Click on cell <C2>. You can see the final formula “=sum <B1>+<C2>"
displayed both in the selected cell and in the Object bar.

5) Press the Enter key or click the green tick on the Formula Bar.

Tip To display the list of the mathematical functions that you can use in a
table:

1) Display the Formula toolbar by pressing F2 or select a blank cell
and press the = key.

2) Click on the Formula f(x) icon.

Chapter 9 Working with Tables 241



Using spreadsheet functions in a table

In our example, this gives the result 9 in the top left cell. For contiguous cells, you
can simply select the cells in the row, column or the rectangle of rows and columns.
Thus for example to add a column of numbers, do this:

1) Type an equals sign (=) in an empty cell.

2) Select the cells to be added together, in this case the cells from A2 to AS.
The formula should be something like “=<A2:A5>".

3) Press the Enter key or click the green tick on the Formula Bar.
4) The answer appears in the cell you have selected.

When using a function, you can enter the cells manually or by selecting them. Thus,
to add up the four numbers that we added above (A2, A3, A4, AS), do this:

1) Type an equals sign (=) in an empty cell.
2) Type ‘sum’ or select it from the function list f(x).

3) Select the cells to be added together. The formula should be something like
“=sum<A2:A5>".

4) Press the Enter key or click the green tick on the Formula Bar.

5) The answer appears in the cell you have selected.
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Working with Templates

A template is a model that you use to create other documents. For example, you can

create a template for business reports that has your company’s logo on the first page.
New documents created from this template will all have your company’s logo on the
first page.

Templates can contain anything that regular documents can contain, such as text,
graphics, a set of styles, and user-specific setup information such as measurement
units, language, the default printer, and toolbar and menu customization.

All documents in OpenOffice.org (OOo0) are based on templates. If you do not
specify a template when you start a new Writer document, the document is based on
the default template for text documents. If you have not specified a default template,
Writer uses the blank template for text documents that is installed with OOo. See
“Setting a default template” on page 249 for more information.

This chapter shows you how to:
» Use a template to create a document.
* Create a template.
+ Edit a template.
+ Set a default template.

* Organize templates.

Using a template to create a document

To use a template to create a document:

1) From the main menu, choose File > New > Templates and Documents.
The Templates and Documents dialog opens. (See Figure 241.)

2) In the box on the left, click the Templates icon if it is not already selected. A
list of template folders appears in the center box.
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3) Double-click the folder that contains the template that you want to use. A list
of all the templates contained in that folder appears in the center box.

4) Click the template that you want to use. You can preview the selected
template or view the template’s properties:

» To preview the template, click the Preview icon. (For the location of
the Preview icon, see Figure 241.) A preview of the template appears in
the box on the right.

+ To view the template’s properties, click the Document Properties icon.
(For the location of the Document Properties icon, see Figure 241.) The
template’s properties appear in the box on the right.

5) Click Open. The Templates and Documents dialog closes and a new
document based on the selected template opens in Writer. You can then edit
and save the new document just as you would any other document.

Templates and Documents - Templates
¢ =B
Title
= N [ My Templates
ﬁ | [T Presentation Backgrounds

Mew Document (1 Presentations

Preview

\
Dodument Properties

My Documents

@

Samples

)

Figure 241. Templates and Documents window
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Creating a template

You can create your own templates in two ways:

From a document

Using a wizard

Creating a template from a document

To create a template from a document:

1)
2)
3)

4)
5)

6)

Open a new or existing document you want to make into a template.
Add the content and styles that you want.

From the main menu, choose File > Templates > Save. The Templates
dialog opens (see Figure 242).

In the New template field, enter a name for the new template.

In the Categories list box, click the category to which you want to assign
the template. (The category is simply the template folder in which you want
to save the template. For example, to save the template in the “My
Templates™ folder, click the My Templates category.)

To learn more about template folders, see “Organizing templates” on page
250.

Click OK. Writer saves the new template and the Templates dialog closes.

000 1.X previously used a “Default” folder in place of the new
“My Templates” folder.

-

Templates

Mew template

Templates
Cakeqories Templates Help
My Templates

Presentation Backgrounds Edit
Presentations

Cancel

organizet. ..

IIII &

Figure 242. Saving a new template
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Any settings that can be added to or modified in a document can be saved in a
template. For example, below are some of the settings (although not exhaustive) that
can be included in a Writer document and then saved as a template for later use:

Printer settings: which printer, single-sided or double-sided, paper size, etc.

» Styles to be used, including character, page, frame, numbering, and
paragraph styles.

» Format and settings regarding indexes, tables, bibliographies, table of
contents.

Creating a template using a wizard

You can use wizards to create these types of Writer templates:

e Letter
« Fax
+ Agenda

For example, the Fax Wizard steps you through the following choices:
» Type of fax (business or personal)

*  Document elements like the date, subject line (business fax), salutation, and
complimentary close

»  Options for sender and recipient information (business fax)
» Text to include in the footer (business fax)
To create a template using a wizard:

1) From the main menu, choose File > Wizards > type of template required
(Figure 243).

2) Follow the instructions on the pages of the wizard. This process is slightly
different for each type of template, but the format is similar for all of them.

3) In the last section of the wizard, you can specify the name and location for
saving the template. The default location is your user templates directory,
but you can choose a different location if you prefer.

4) Finally, you have the option of creating a new document from your template
immediately, or manually changing the template. For future documents, you
can re-use the template created by the wizard, just as you would use any
other template.
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Figure 243: Creating a temg;late using a wizard

Editing a template

You can edit a template’s styles and content, and then, if you wish, you can reapply
the template’s styles to documents that were created from that template.

Note

You can only reapply styles. You cannot reapply content.

To edit a template:

1)

2)

3)

4)
5)

From the main menu, choose File > Templates > Organize. The Template
Management window opens (see Figure 244).

In the box on the left, double-click the folder containing the template that
you want to edit. A list of all the templates contained in that folder appears
underneath the folder name.

Click the template that you want to edit.
Click the Commands button. The context menu appears.

From the drop-down menu, choose Edit. The Template Management
window closes and the selected template opens in Writer.
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Figure 244. Template management window

6) Edit the template just as you would any other document. To save your
changes, choose File > Save from the main menu.

The next time that you open a document that was created from the changed template,
the following message appears:

OpenOffice.org 2.0

The Skyles in this document do not match your current Styles, Should your current Stvles be
applied ko this document?

Yes H Mo H Help

Figure 245. Apply current styles message

Click Yes to apply the template’s changed styles to the document. Click No if you
don’t want to apply the template’s changed styles to the document. Whichever
option you choose, the message box closes and the document opens in Writer.

Note Automatic updating from a template does not work in 0002.0.2. This is
a known bug, which will be fixed in 2.0.3. To re-enable updating in files
created using OO0 2.0.2:

1) Use Tools > Macros > Organize Macros > OpenOffice.org Basic.
Select the document from the list, click the +, and select Standard. If
Standard has a + beside it, click that and select a module.

2) Name the macro. For example, you could call it FixDocument. If the
Edit button is active, click it. If the Edit button is not active, click
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3)

New, type a module name in the pop-up dialog, and click OK.
In the Basic window, enter the following:

Sub FixDocument
TemplateName =
ThisComponent.DocumentInfo.Template
if TemplateName <> "" then
ThisComponent.DocumentInfo.Template =
TemplateName
end if
End Sub

4) Click the Run BASIC icon, then close the Basic window.
5) Save the document.

Next time when you open this document you will have the update from
template feature back.

Setting a default template

If you create a document by choosing File > New > Text Document from the main
menu, Writer creates the document from the Default template. You can, however, set
a custom template to be the default. You can reset the default later if you choose.

Setting a custom template as the default

You can set any template to be the default, as long as it is in one of the folders
displayed in the Template Management window. To save a template in one of these
folders, do one of the following:

Create and save the template as described in “Creating a template” on page

Import the template into the desired folder as described in “Importing a
template” on page 251.

To set a custom template as the default:

1)

2)

3)
4)

From the main menu, choose File > Templates > Organize. The Template
Management window (Figure 244) opens.

In the box on the left, double-click the folder that contains the template that
you want to set as the default.

Click the template that you want to set as the default.

Click the Commands button.
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5)

From the drop-down menu, choose Set as Default Template. The next time
that you create a document by choosing File > New > Text Document, the
document will be created from this template.

Resetting Writer’s Default template as the default

To reset Writer’s Default template as the default:

1)

2)
3)
4)

From the main menu, choose File > Templates > Organize. The Template
Management window (Figure 244) opens.

In the box on the left, click any folder.
Click the Commands button.

From the drop-down menu, choose Reset Default Template > Text
Document. The next time that you create a document by choosing File >
New > Text Document, the document will be created from Writer’s Default
template.

Organizing templates

Writer can only use templates that are in OOo template folders. You can, however,
create new OOo template folders and use them to organize your templates. For
example, you might have one template folder for report templates and another for
letter templates. You can also import and export templates.

Creating a template folder

To create a template folder:

1)
2)
3)

4)

5)

In the Template Management window, click any folder.
Click the Commands button.

From the drop-down menu, choose New. A new folder called Untitled
appears.

Type a name for the new folder, and then press the Enter key. Writer saves
the folder with the name that you entered.

To close the Template Management window, click Close.
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Deleting a template folder
To delete a template folder:

1) Inthe Template Management window, click the folder that you want to
delete.

2) Click the Commands button.

3) From the drop-down menu, choose Delete. A dialog appears and asks you to
confirm the delete.

4) Click Yes. The dialog closes and the selected folder is deleted.

Moving a template
To move a template from one template folder to another template folder:

1) In the Template Management window, double-click the folder that contains
the template that you want to move. A list of all the templates contained in
that folder appears underneath the folder name.

2) Click the template that you want to move and drag it to the desired folder.

Deleting a template
To delete a template:

1) In the Template Management window, double-click the folder that contains
the template that you want to delete. A list of all the templates contained in
that folder appears underneath the folder name.

2) Click the template that you want to delete.
3) Click the Commands button.

4) From the drop-down menu, choose Delete. A dialog appears and asks you to
confirm the delete.

5) Click Yes. The dialog closes and the selected template is deleted.

Importing a template

If the template that you want to use is in a different location, you must import it into
an OOo template folder.

To import a template into a template folder:
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1) In the Template Management window, double-click the folder into which
you want to import the template.

2) Click the Commands button.

3) From the drop-down menu, choose Import Template. The Open dialog
opens.

4) Find the template that you want to import and click Open. The Open dialog
closes and the template appears in the selected folder.

5) If you want, type a new name for the template, and then press the Enter key.

Exporting a template
To export a template from a template folder to another location:

1) In the Template Management window, double-click the folder that contains
the template that you want to export. A list of all the templates contained in
that folder appears underneath the folder name.

2) Click the template that you want to export.
3) Click the Commands button.

4) From the drop-down menu, choose Export Template. The Save dialog
opens.

5) Find the folder into which you want to export the template and click Save.
Writer exports the template to the selected folder, and the Save dialog
closes.

All the actions made by the Commands button in the Template
Note Management window can also be made by right-clicking on the templates
or the folders.
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Chapter 11
Using Mail Merge

What is mail merge?

OpenOffice.org (O00) Writer provides a very useful feature to:

» Create and print multiple copies of a document to send to a list of different
recipients (form letters).

+ Create and print mailing labels.
» Create and print envelopes.
This chapter describes the entire process. The steps include:
1. How to create and register a data source.
2. How to create and print form letters, mailing labels, and envelopes.

3. Optionally, how to save the output in an editable file as an alternative to
printing it directly.

Creating the data source

Although you can create and print mailing labels and envelopes without using a data
source, in most cases using a data source is the most expedient approach. This
chapter assumes that you are using a data source.

A data source is a file, spreadsheet or database, which contains the list of names and
addresses the letter is to be sent to.

For this example, we will use the following column headers: First name, Last name,
Address 1, Address 2, Town/City, State/County, Country, Postal Code, Gender,
Points. A sample data source is shown in Figure 246.
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OOo can access a wide variety of data sources, including spreadsheets, text files and
databases such as MySQL, Adabas, and ODBC. If the information to be used in the
mail merge is currently in a format that OOo can not access directly, you need to
convert it, for example by exporting it to a comma-separated file.

You can now enter the data for the mail merge as part of the new

Mail Merge Wizard. However, if you have more than a few records,

you probably should use an external data source.

Eile Edit View Insert Format Tools Data  Window

g-sEioBEsS YEXE BNHIdv HOBEA D |

£ B vt I &% i i O-®-A-,
[cr Iz = |
A I B I c I D I E I F [ G I H | J
1_|First name Lastname  Address 1 Address2  Town/City County/State Country Postal Code (Gender Points
2 |Joe Smith 20, Poplar Grove Burmnage Manchester Lancashire UK M24 5GJ M 200
3 |Kees Smit Nieuwstraat 124 Leidschendam Netherlands 2266 AD M 247
4 |Abigail McTaggat 2490 Main Avenue Titusville FL Unites States 34823 F 1025

Figure 246. Spreadsheet data source

Registering a data source

Before any OOo documents can use a data source, it must be registered.
To register a data source:

1) Click File > Wizards > Address Data Source.

w=0 Edit Wiew Insert Format Tools Data  Window Help
] Hew BRIV [E K@,
B‘q Open, .. Chrl+0 Iﬁ ]
w == B J U ;
]

-
Recent Documents 3 i

f;, Letker. ..
[a, Eax
o, Eax...
45 Close A
fgenda...
M == Chrl43 e
5l Save fs... [a, Presentation...
G [:SI Web Page...
% Reload f;l Dacurnent Canwverter, .
versions... {6, Euro Converter...
S Expoark, ..
Export as PDF... =3| Install news dictionakes. ..
send ' f;, Install fonts From the web. ..

Lo - k
Figure 247: Starting the Address Data Source wizard
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2) Select the appropriate type of data book (in this case, Other external data
source). Click Next.

Address Book Data Source Wizard x|

Welcome to the Address Data Source Wizard.

OpenOffice.arg leks you access address data already present in your syskem, To do this, a
Openffice.org data source will be created in wlﬁh wour address data is available in tabular Form,

This wizard helps vou create the data source.

Please select the type of your external address book:
" Mozilla | Metscape
£~ Thunderbird
" LDAP address data
" Qutlook address book

" windows system address book

% Oither external data source;

Help | << Back | Mext == I Einish Cancel

Figure 248: Select type of external address book

3) On the next page of the Wizard (Figure 249), click Settings.

Address Book Data Source Wizard |

ﬂ Additional Settings

To set up the new dat[iourceJ additional infarmation is required.

Click the Following butkon to open another dialog in which you then enter the necessary information.

Figure 249: Starting the Settings part of the Wizard
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4) On the Data Source Properties dialog (Figure 250), select the Database
type (in this case, Spreadsheet). Click Next.

Data Source Properties: Spreadsheet x|

Select the type of database to which wou want to establish a connection,

Database bype

On khe Following pages, you can make detailed setkings For the connection.

The new settings vou make will overwrite vour existing settings.

Figure 250: Selecting the database type

5) On the next dialog (Figure 251), click Browse and navigate to the
spreadsheet that contains the address information. Select the spreadsheet
and click Open to return to this dialog.

Database properties - Connection settings ﬂ

General

Path to the spreadsheet document

| Erowse |

User authentication

[ Password required

Test Connection |

Help << Back Mexk =

Cancel |

Figure 251: Selecting the spreadsheet document
6) Click Finish.

7) On the following dialog (Figure 252), click Next. (Do not click Field
Assignment.)
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Address Book Data Source Wizard |

Field Assignment

To incarparake the address data in waur templakes, CpenOffice.arg has ta know which Figlds contain
which data.

For instance, wou could have stored the e-mail addresses in a field namead "email”, or "E-mail” or "EM" -
or something completely different,

Click the button below ko open another dialog where yvou can enter the settings For vour data source.,

There are no fields assigned at this ime.
‘ou can either assign figlds now or da so laker by First chioosing:
"File - Terplate - Address Book Source, "

Figure 252: Because this is a spreadsheet, do not click Field Assignment.

8) Name the file in the Location field. The default will be ...\Addresses.odb;
you can replace Addresses with another name if you wish. You can also
change the name in the Address book name field. In our example, the
name “Points” was used for both.

kddress Book Data Source Wizard x|

H Data Source Mame

That was all the information necessary to inkegrate your address data inko Openoffice,org.

Mow, just enter the name under which wou want to register the data soorce in Openiffice, org,

Location

IC:'I,Dc'cuments and SettingsiDetwiler Farnily|My DocumentsiPoinks, odb j EBrowse. . |

[+ Make this address book available to all modules in GpendFfice. org.
Address book name

IPoints

Help | << Barck I Mext == | Finish I Cancel

Figure 253: Name the .odb file and the address book.

9) Click Finish. The data source is now registered.
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Creating a form letter

Example: Sending a letter to your customer base

A mail order company organized a campaign to assign credit points to their
customers according to the quantity of goods they buy during one year.

At the end of the year, they want to send a letter to each customer to show the
total of credit points collected.

You can use the Mail Merge wizard to create a form letter, or you can create the
letter manually. See “Using the Mail Merge Wizard to create a form letter” on page
267 for instructions on using the Wizard.

This section describes how to create a form letter manually.
1) Create a new text document: File > New > Text Document.
2) Display the registered data sources: View > Data sources (or press F4).

3) Find the data source that you wish to use for the form letter, in this case
Points. Expand the Points folder, expand the Tables folder, and select
Sheetl. The data file is displayed. (See Figure 254.)

File Edt View Insert Formab Table Tools Window Help

B ela R RSRIYE ERD-Gie-0- &E*.Qﬁ@

i g [pefaur ] [rimes niew Roman zlh: =l B 7T U -8 -
:EQX%%bﬂﬁﬂ f U HIw v v ¥FIEERaEL
& iblography - Firstname | Lastname | Address1 | TownfGty | County/State | Country | PostalCode | Gender | Points | Salutation
g Data source 1 ¥ |oe Smith 20, Poplar Gro Manchester  Lancashire UK M24 5G] L 200 Mr.
2 Deta source 11 [ |abigai McTagoart 2450 Main Stre Tiusvile  FL Lsa 34623 F 1025 M,
2 MendonTraifun Kenneth Brown 15 Wast State Webster WY Lsa 14580 m 850 i,
& 2. roi [Judith Clemens 675 Lake Ave, Rothester WY Lsa 14621 F 463 birs,
Points 10hn Darsey 1501 Piregrov Titusvils FL usa 34823 il 620 Dr.
(5 cueries ]
B [ Tables
=1 h,.rEL:,, Py | Record [ [of 5 Al [vTa]

Figure 254: Selecting the data source.

4) Now create the form letter by typing in text, punctuation, line breaks, and
so on that will be present in all of the letters, and adding fields where
needed by clicking in the field heading and dragging to the appropriate
point in the letter. (See Figure 255.)
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[—

A MMk Y v I¥FIEERSE

LB e M

%
- First name | Last name | Address 1 | Town, ity |
1 b |Joe Smith 20, r Gro Manchester  |La
11 Abigail McTaggart 2490 Main Stre Titusville FL
wn Kenneth Brown 15 West Shate Websker MYy

| [Judith Clemens 875 Lake Awe\ Rochester M
R Dorsey 1501 Pinegrov Ftusville FL Click here’
in field
@ =l Record i [ of 5 A< vl a] heading
to here, where you
the field to appear
Tor 1 the document
<First name> <Last name =
=Address 1= I
=Town/City> , <County/State> <Postal Code>
=Country>

Figure 255: Dragging fields to the body of the form letter

5) Continue until you have composed the entire document. (See Figure 256
for an example.)

To

<Fist name> <Last name =

<Address 1=

<Town/City>, <County/State> <Postal Code>

<Country=

Drear <Salutation® <Last name >

Thank you very much for participating in our Points promotion.

We're pleased to nform you that you have earned =Points® pomnts in the calendar year 2005

Thank you for being aloval customer.

Smcerely,

Acme Box Company
Middletown, T, T54]

Figure 256: The completed form letter
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6) The document is now ready to be printed. Click File > Print.

7) The following dialog appears. Answer Yes. Do not select the checkbox.

OpenOffice.org 2.0 |
@ wour document contains address database fields, Do wou wank to print a form letkery

r Do nak show warning again

8) In the Mail Merge dialog (Figure 257), you can choose to print all records
or selected records. To select records to be printed, use Ctri+click to select
non-contiguous records. To select a contiguous block of records, select the
first record in the block, scroll to the last record in the block, and
Shift+click on the last record.

9) Click OK to send the letters direct to the printer. If you wish to check the
letters before printing, see “Saving as a file rather than printing” on page
278 for instructions.

Mail Merge x|
sibliography n Cancel |
Data source ||
lUsa | Help |
(% MendonTraill
B Clemens
=] B Points -
4

‘R BB S M e Hilxy v FEESEEL oK |
B Data source
e usa
1obn Cicw,s 1S D Titricsill Fl Hsa
LI_I Record [t [of 5 (7) R0 N T | »

Records Qutput
= al % Prinker " File
¥ Selected records I sSingle print jobs
 Erom: 1 Ta: 1 Path |E:'LDad's'LWOrk'LOpenOFFice ,_I
Generate file name From
% Database field lm
" Manual setting I

Figure 257: The Mail Merge dialog

Printing mailing labels

Before beginning this process, check to see what brand and type of labels you have.
To print mailing labels:

1) Click File > New > Labels.
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2) On the Labels dialog, go to the Options tab and uncheck Synchronize
contents if it is checked (Figure 258).

xi

Labels I Format Opktions I
Distribute

7 Single label Column 1 = Flow 1 =

Printer

HP Photosmart 2600 series Setup... |

Figure 258: Uncheck Synchronize contents

Note If you need to suppress blank lines in some of your labels, read
“Supressing blank lines in labels” on page 282.

3) On the Labels tab (Figure 259), select the Database and Table. Select the
Brand of labels to be used, and then select the Type of label.

x
Labels | Formak I Options I
Inscripkion
Label bext [ address Database
[ = [points |
Tahble
[sheet1 =]
Database field
N =
| 3]
Farmat
" Continuous Brand I.ﬂvery Letter Size j
" Sheet Type |526IZI Address j
5260 Address: 2.63" x 1.00" (3 x 10)
ey Document I Cancel Help | Reset |

Figure 259: Select Database, Table, label Brand, and label Type.
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4) Click the dropdown arrow under Database field. Select the first field to be
used in the label (in this example, First name). Click the left arrow button
to move this field to the Label text area (Figure 260).

=
Labels |Format I Options I
Inscripkion
Label text " address Database
<Paints.Sheet1.0.Firsk name =| = IPoints ;I
Table
[sheet1 =l
Database field
- 4= | IFirst name ;I
| =]
Format
" rankinoms | P, |

Figure 260: Move fields from Database field list to Label text area.

5) Continue adding fields and inserting desired punctuation, spaces, and line
breaks until the label is composed. Figure 261 shows the completed label.

ﬂ

Labels IFu:urmat I Options I

Inscripkion
Label text ™ address Database
«Paints, Sheet1.0.Firstk name = <Paink ~ IPDiI‘ItS j
<Puaints.Sheet1.0.Address 1= —
<Points,Sheet1.0, Town/City =, <Poinl Tahle

<Points.Sheet1.0.Cauntry =

fshest1 =l

Database field

E L] | ICDuntr';-' j

I [

Farmat
" Continuous Brand Iﬁwery Letker Size j
&' Sheet Type ISZGEI Address j

5260 Address: 2.63" x 1.00" (3 x 10)

Mews Document I Cancel Help | Resek |

Figure 261: The completed label.
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6) Click New Document.

7) Click File > Print. The following dialog appears. Click Yes. Do not select
the checkbox.

OpenOffice.org 2.0

x|
@ ‘Your document contains address database Fields, Do wou want to prink a Form lekber?

| Do nok show warning again

Help

8) In the Mail Merge dialog (Figure 261), you can choose to print all records
or selected records. To select records to be printed, use Ctrl+click to select
non-contiguous records. To select a contiguous block of records, select the

first record in the block, scroll to the last record in the block, and
Shifi+click on the last record.

x
E XS Mo N xry v ¥ = aaEl [ e |
=Eibliog First name Last name Address 1 Townf ity County/State Counkry

= ! Cancel |
Q Data source : LETE | = |
(% Data source McTagart 2490 Main Stre Titusville Helo |
.(% MendonTrailf - " m
_ = Cled . ter MY Usa =
S| g?‘ Points Toho Cucw 1cn1 O T ill Fl (=
2l | 3 Rrecord 1 [of 5(2) 0 0 I A | »
Records Output
ol * Printer " Fie
% selected records ™ Single print jobs
= From: |1 To: Il Path |E:\,Dad‘s\,Work\OpenOfFlce _|
Generate file name fram
& Database field IFirst name 'l
€ Manual setting I
Figure 262: Mail Merge dialog

9) Click OK to send the letters direct to the printer. If you wish to check the
labels before printing, see “Saving as a file rather than printing” on page

278 for instructions.

Chapter 11 Using Mail Merge

263



Printing envelopes

Printing envelopes

Instead of mailing labels, you may wish to printing directly onto envelopes. Printing
envelopes involves two steps: setup and printing.

To set up envelopes to be printed with your letters:
1) Click Insert > Envelope from the menu bar.

2) In the Envelope dialog box, start with the Envelope tab (Figure 263). Verify,
add, or edit the information in the Addressee and Sender boxes (Sender is
the “from” on the envelope). You can use the right-hand dropdown lists to
select the database or table from which you can draw the envelope
information. Use the same method as described in “Creating a form letter”
on page 258, in particular Figure 255.

Envelope

Envelope |Format | Printer

Addressee Database
A Addresses V
Table
Sheet v
™ Database field
< AN v
Last narne .
First name =
Address 1
v
[] Sender — Address 2 _
OCoduthors S ity W

Jean Hollis Weber

PO B 640 B ]

Birlie Beach 4&02

] 2]

%

[Mechu:. H Insert H Cancel H Help H Reset ]

Figure 263: Choosing addressee and senderinformation for envelopes

3) On the Format tab (Figure 264), verify or edit the positioning of the
addressee and the sender information. The preview area on the lower right
shows the effect of your positioning choices.

To format the text of these blocks, click the Edit buttons to the right.
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* In Character, you can choose fonts, sizes, underlines or color,
rotating/scaling, backgrounds and more.

+ In Paragraph, you can choose indenting, alignment, flow, tabs and more.

Envelope
Envelope |Format |Printer
Addressee
Position
from left B24" ) Format
from top Z.24" 3
Sender
Position
From left 0.39" ) Format
from kop 0.39" )
Size
Farmat CES |
Width 5.94" ) - u
o T [ ]
IMeanc. H Insert H Cancel H Help ” Resek l

Figure 264. Choosing positioning and size of elements for an envelope

4)

5)

6)

In the lower left of this tab, choose the envelope format from the dropdown
list. The width and height of the selected envelope then show in the boxes
below the selected format. If you chose a pre-existing format, just verify
these sizes. If you chose User defined in the Format list, edit the sizes.

After formatting, select the Printer tab (Figure 265) to choose printer
options such as envelope orientation and shifting. You may need to
experiment a bit to see what works best for your printer.

You can also choose a different printer or alter printer setup (for example,
specify the tray that holds envelopes) for this print job.

When you have finished formatting and are ready to print, click either the
New Doc or Insert button to finish. New Doc makes only the envelopes or
starts a new document with the envelopes. Insert inserts the envelopes into
your existing document as page 1.
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To not proceed with this envelope, click Cancel or press the Esc key. You
can also click Reset to remove your changes and return to the original
settings when the dialog box opened.

Envelope

Ervelope | Format | Printer

Envelope orientation
= = = Y| ] (1]
T T T T+ T
(32 Prinkt from kop

3 Prink from botkom

Shift right 0.00"

kel

Shift dowen o.o0"

03

Current printer

Iew Doc., H Insert H Cancel H Help ” Resek

Figure 265. Choosing printer options for an envelope

To print the envelopes:

1) Choose File > Print. The following dialog appears. Click Yes. Do not select
the checkbox.

Openlffice.org 2.0

@ ‘our document contains address database fields, Do you want to print a Form letter?

|:| Da not show warning again

o | teb |

Figure 266: Confirmation dialog for merging database fields

2) The Mail Merge dialog (Figure 267) appears. As with form letters and
mailing labels, you can choose to print envelopes for one, several or all
address records in the database.
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3) Make your selections and then click OK to print direct to the printer. If you
wish to check the envelopes before printing them, see “Saving as a file
rather than printing” on page 278 for instructions.

Mail Merge
: . »
; B Hio- 1t 4Hixvyvy B
=) Addresses|~ Last name | First name | Address 1 | Addrass 2 | Ciky | Stabe | Postcode
L5 Queries | _| b |Anvone alan 123 fny Stree Alanstor NSw 2000
= [E Tables Else Someone 456 Some Stre Brisbang QLD 4000
] she
M3 pikinoranbe Y
< > Record Ji [of z (D] 1% 24
Records Outpuk
(O} (&) Prinker CIFle
[ single print jobs
O Erom: 1 To: 1 CHDocuments and Settingstlean Hollis 4
Last name ]

Figure 267: Choosing records to use when printing envelopes

Using the Mail Merge Wizard to create a form
letter

To start the Mail Merge wizard, select Tools > Mail Merge Wizard. The wizard
opens, as shown in Figure 268.

The Mail Merge Wizard does not exist in OOo version 1.x; it is a

new feature in version 2.0. If you are using version 1.x, refer to the

Mail Merge chapter for that version.

Step 1: Select starting document

The wizard gives various options to select your starting document:
* Use the current document.
* Create a new document.
+ Use a template.
« Use an existing document.
You can write the letter later on in the wizard, but it is easier to use a draft you

prepared earlier. For this example, select Use the current document and click
Next.
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Mail Merge Wizard

Steps Select starting document for the mail merge

‘Select starting document,

Select the document upon which to base the mail merge decument

2. Select document type

(@) Use the current document
3. Insert address block

() Create a new document

) Start from existing document
() start from a template

Figure 268: Select starting document

Step 2: Select document type

The wizard can produce letters or, if a Java Mail connection exists, email messages.

You can see these options in Figure 269. In this example, we are producing a letter.
Select Letter and click Next.

Mail Merge Wizard

Steps

Select a document type

1. Select starting document What type of document do you want to create?

(@) Letter
3. Insert address block ) E-mail message
Letter:

Send letters to a group of recipients. The letters can contain an address block and a
salutation. The letters can be personalized for each recipient.

Figure 269: Choose document type

268
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Step 3: Insert address block

This is the most complex step in the wizard. In this step (Figure 270) you will do
three things:

1) Tell the wizard which data source to use. The data source must be a file; in
this example it is the spreadsheet created earlier.

2) Select the address block to use in the document. This means choosing which

fields appear (for example, whether the country is included) and how they
look.

3) Make sure that the fields all match correctly. This is very important. For
example, the wizard has a field called <Last Name>. If your spreadsheet has
a column called “Surname”, you need to tell the wizard that <Last Name>
and “Surname” are the same thing. This is described in “Matching the
fields” on page 272.

Mail Merge Wizard

Steps Insert address block
1. Select starting document 1. Select the address list containing the address data you want to use. This data is needed to

create the address block.

2. Select document type

Select Address List...

Figure 270: Insert address block
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Selecting the data source (address list)

1) Click Select Different Address List in section 1. This opens the Select
Address List dialog box (Figure 271) for choosing a data source.

2) If you have not already created the address list, click Create to do so now. If
you have an address list, as we have in this example, click Add and select
the file.

% Mail Merge Wizard x

Insert address block
Steps

L Select Address List eeded to

1. Selectstart]

Selectan address list. Click ‘Add..."' to select recipients from a different list. If you do not have an

2. Selectdocy address list you can create one by clicking 'Create..."

SMUENEEEE  Your recipients are currently selected from:
4. Createsalf  Name | Table |

5. Adjust layol
6. Edit docum

7. Personalizg
8. Save, prin{

Change Table...
| | ﬂ h Fields...

oK | Cancel | Help |
L ol
Tl Help << Back | Mext == | | Cancel |

Figure 271: Select address list dialog

3) Select the spreadsheet file and click OK to return to step 3 of the wizard.
For this example, the preceding steps are all you need to do. The wizard can
also exclude certain records; click Filter to choose them.

Selecting the address block

1) In step 3 of the wizard (shown in Figure 270), look at section 2. This is
where you select the address block to appear on the letter, and define its
appearance and the fields it contains. The main page gives two examples. If
neither of those is exactly what you want, click More to see more choices,
in the Select Address Block dialog box (shown in Figure 272).

2) The Select Address Block dialog offers six choices for the format of the
addresss block. You can also optionally include or exclude the country (for
example, only include the country if it is not USA). The six formats
provided are relatively common, but they might not exactly match your
preference. If this is the case, select the address block that is closest to what
you want and click Edit, which opens the New Address Block dialog box.
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Using the Mail Merge Wizard to create a form letter

Select your preferred address block

<First Name> <Last Mame=>
<Address Line 1=
<Address Line 2=

2Z|P= < City=

<Country =

<Title=

<First Name= <Last Name=>
<Company Name:=

2Z|P= < City=

<Address Line 2=

<Title=

<First Name> <Last Mame=>
<Company Name:=

<Z|P=> < City=>

<Address Line 2=

Address block settings

<Title=

<First Name> <Last Mame>
<Company Name:=

<Z|P=> < City=>

<Address Line 2=

{* Never include the country/region
{~ Always include the country/region

™ Only include the country/region if it is not:

-

oK |

Cancel

Help
]

Figure 272: Select address block

3) Inthe New Address Block dialog (Figure 273), you can add or delete
address elements using the arrow buttons on the left. To move elements
around, use the arrow buttons on the right. For example, to add an extra
space between first and last names in Figure 273, click <Last Name> and
then click the right arrow button.

b 4 New Address Block

Address glements

Title
First Mame
Last Name

Address Line 1

Address Line 2
City »

State

Country

Telephone private
Telephone business
E-mail Address
Gender

I_

1. Drag address elements here

<First Name= HE!IM
<Address Line 1>
<Address Line 2>

<ZIP> <City>

<Country=

2P 4 | Preview

OK

Cance|

Help
d

Figure 273: New address block
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Matching the fields

Finally, it is time to match the wizard’s fields with the spreadsheet fields, so that
items like <Last Name> and “Surname” match correctly.

1) Look at section 3 of step 3 of the wizard (shown in Figure 270 on page 269).
The box at the bottom displays one record at a time, using the address block
format you selected. Use the right and left arrow buttons below that address
box to step through the addresses, checking that they display correctly. Do
not assume that all the records display correctly, just because one or two do.
Check them all if you can, or at least a good proportion.

2) If the addresses do not display correctly (and they probably will not right
away), click Match Fields. The Match Fields dialog box opens, as shown
in Figure 274.

b4 Match Fields

Assign the fields from your data source to match the address elements.

Address elements | Matches to field: | Preview
<Title> [< nore = | —
<First Name> |First name x| dee
<Last Names Lastname T — |
=Company Name= M1 ﬂ
; Address 2 J
<Address Line 1= Town/City j 20, Poplar Grove
<Address Line 2> [Address 2 ~| Burnags -
Address block preview
Joe Smith
20, Poplar Grove
Burnage

M24 5GJ Manchester

Ok Cancel Help
L | ]

Figure 274: Match fields dialog

The Match Fields dialog has three columns.

e Address Elements are the terms the wizard uses for each field, such as
<First Name> and <Last Name>.

» The Matches to Field column allows you to select, for each address
element, the field from your data source that matches it.
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» The Preview column shows what will be shown for this field from the
selected address block, so you can double-check that the match is
correct.

3) When you have matched all the fields, click OK to return to step 3 of the
wizard. Now, when you use the arrow buttons to look at all the addresses,
they should all look correct. If not, go back and change anything you’re not
happy with, before clicking Next to move to step 4.

Step 4: Create salutation

The salutation is the initial greeting, for example, Dear Mr Jones. In step 4, select
the salutation that will appear in the letter.

Create a salutation

Steps

1. Select starting document [¢] This document should contain a salutation

Insert personalized salutation
2. Select docurnent type

1=
o
e

2. Insert address black Female |Dear Mrs, <Last Name=,

Male |Dear Mr. =Last Name=,

ate salutation:

5. Adjust layout Address list field indicating a female recipient

. Field name | |
&, Edit document |

Field value |

7. Personalize docurnent )
General salutation

8. Save, print or send
P |To whom it may concern, |' |

Preview
Dear Mrs. < not available =, Match fislds. .
Dear Mr. < not available =, =

Cocurnent: 1 E"Il

. T | (=]

Figure 275: Create a salutation

You can use a different greeting for men and women. To do this, Writer must have
some way of knowing whether a person is male or female. In our spreadsheet we had
a column called Gender. In the section Address list field indicating a female
recipient, set the field name to Gender and the field value to F. The male salutation
is then printed for all men and the female salutation for all women.

Note You do not need to tell OOo who is a male, because it assumes that all
non-female records are males.
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If you do not select Insert Personalized Salutation, you can use a more general
salutation without referring to the recipient directly, such as “To whom it may
concern”.

As in step 3, step 4 of the wizard has a preview pane at the bottom. You should
check more than one record to ensure that other records look the way you expect.

Step 5: Adjust layout

In step 5, you can adjust the position of the address block and salutation on the page.
You can place the address block anywhere on the page. The salutation is always on
the left, but you can move it up and down the page. Use the buttons shown in Figure
276 to move the elements.

b d Mail Merge Wizard X

Steps Adjust layout of address block and salutation
Steps =~ 0@

Address block position
1. Select starting document I~ Align tofext body
2. Selectdocument type From left |2_53cm 32
3. Insart address block Erom top 5.4%m =

4. GCreates salutation

Salutation position
5. Adjust layout Maove

6. Edit document Maove

7. Personalize document

8. Save, printorsend

Zoom IEntire pEge = l

I_ Help | << Back Mext == Einish | Cancsl |J

Figure 276: Adjust layout
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Step 6: Edit document and insert extra fields

In step 6 you have another opportunity to exclude particular recipients from the mail
merge, as shown in Figure 277.

b 4 Mail Merge Wizard ?

Preview and edit the document
Steps

The preview of a menged document is visible now. To see the preview of ancther document click
1. Select starting document one of the arrows.

2. Selectdocument ty pe

- a =

3. Insert address block Lol < | l
4. Create salutation [™ Exclude this recipient

Edit Document

Write or edit your document now if you have not already done so. The changes will effect all
5. Edit document merged documents.
7. Personalize document Clicking 'Edit Document..." will temporarily reduce the wizard to a small window so you can edit

the mail merge document. After editing the document, return to the wizard by clicking 'Return to
8. Save, printor send Mail Merge Wizard' in the small window.

Edit Decument...

I_ Help << Back | Mext == | | Canca| |J

Figure 277: Edit document

You can also edit the body of the document. If you started with a blank document,

you can write the whole letter in this step. Click Edit Document to shrink the
wizard to a small window (Figure 278) so you can easily edit the letter.

bl Mzil Menge Wizard
Return to Mail Merge Wizard

Figure 278: Minimized mail merge wizard

You need to perform another important task in this step. The wizard only inserts
information from the name and address fields, but you may wish to add additional
data. In our example, we want to tell each person how many points they had
accumulated during the year; that information is in the spreadsheet.

To do this:
1) Click Edit Document in step 6 of the wizard.

2) Select Insert > Fields > Other. The Fields dialog box opens, as shown in
Figure 279.

3) Click the Database tab.
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4) On the left hand side, select Mail merge fields.

5) Under Database selection find your data source (in this example, it is a
spreadsheet). Expand it to see the fields.

6) Click the field you want to insert, then click Insert to insert the field.

You can insert any number of fields any number of times into your mail
merge document.

7) Click Close when you are done.

Document | References | Functions | Docinformation | Variables Database

Type Database selection
Any record H & test_data ﬂ
Database Mame = Eﬂj Sheett
Next record First name
Record number Last name
Address 2
Tonwri City
County/State
Country
Mredn ]l el ﬂ

Add database file Browse...

|_ m Clese | Help |

Figure 279: Insert mail merge fields dialog

Note The Database selection lists the data source you selected in step 3. All

the information you need for the letter must be contained in that data
source.
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Step 7: Personalize documents

In step 7, OOo creates all your letters, one per recipient.

Clicking the Edit Document button here is similar to step 6. The difference is that
you now edit a long file containing all of the letters, so you can make changes to a
particular letter to one person. In step 7 of the Mail Merge wizard (Figure 280),
click Find to open a dialog box that allows searches within the document.

b 4 Mail Merge Wizard :

Steps Personalize the mail merge documents

You can personalize particular documents. Clicking 'Edit individual document..." will tem porarily
. Select starting document reduce the wizard to a small window so you can edit your document. After editing the document,
return fo the wizard by clicking 'Return o Mail Merge Wizard' in the small window.

2. Select document ty pe

3. Insert address block Edit individual document...

4. Create salutation Eind

Search for: | Find...
[ Whole words only
[~ Backwards
[~ Match case

6. Editdocument

. Personalize document!

8. Save, printor sand

I_ Help << Back | Next == | | Cancel |J

Figure 280: Personalize document

As with step 6, when editing the document, the wizard shrinks to small window.
Click on this window (see Figure 278 on page 275) to expand the wizard to its full
size.

Step 8: Save, print or send

You have now completed the mail merge process. The last step is to do something
with it. In step 8, you can save the original sample letter, save the merged document,
print the letters right away or, if you created email messages, send them.

You probably want to save the starting document and the merged document. The
merged document can be saved as one big file or one file for each letter.

When you have saved the merged document, you can print the final letters now or
later; and you can still manually check and edit the letters if necessary.
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LY Mail Merge Wizard

Stens Save, print or send the document
steps =~ == 0 0@

Select one of the options below:

1. Select starting document B S S A

2. Select document ty pe " Save merged document
3. Insertaddress block " Print menged document
[

4. Create salutation
Sawve starting document

6. Editdocument Save starting document

~

. Personalize document

. Save, printorsend:

I_ Help << Back | | Cancel |_|

Figure 281: Save,print or send

Saving as a file rather than printing

You can save the output of a form letter, mailing labels, or envelopes as a file, rather
than printing it directly. Saving as a file is useful for several reasons. For example,
you may want to view the file to make sure it is correct before printing a large
number of form letters or mailing labels, or you may want to edit the file (change the
typeface, the type size, indentation, and so on).

To save as a file rather the printing directly, select the Mail Merge Wizard at the
point where File > Print would normally be selected.

Thus, after selecting New Document, instead of selecting File > Print, do this:
1) Select Tools > Mail Merge Wizard.
2) In Step 1 of the wizard (Figure 268), select Use the current document.

3) Then select step 8 (Save, print, or send). In step 8 (Figure 282), you can
save the original sample letter, save the merged document, or print the
letters right away. In the example below, Save merged document and Save
as single document are selected. You can also save as individual
documents, which means that there will be a separate document for each
record. In most instances, saving as a single document is more desirable.
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Mail Merge Wizard |
Steps Save, print or send the document
1. Select starting document Select one of the options below:
2., Select document types [ Save starting document

3. Insert address block @ Save merged document

" print merged document
4, Create salutation
" Send merged document as E-Mail

5. Adjust layvout

Sawe merged document settings

I

6. Edit docurnent

7. Personalize document o
" Save as individual documents

" From [ 10 |5

Save Documents |

e, print or send

Help | << Back | Mext == I Einish Cancel

Figure 282: Step 8: Save, print or send

4) Click Save Documents. You will be prompted to give the document a name.
You then return to the above dialog, where you can choose another option
(for example, save the starting document), or click Finish.

Editing a saved file of mailing labels

You can edit individual records in the normal fashion, by
highlighting and changing the font name, for example.

Default Formatting

However, you cannot edit globally (changing the font name _A Eont ’
for all records, for example) by selecting the entire A s '
document. ste '

Aligriment 3
To make global changes, you must edit the style: Line Spacing v

A‘h Character,.,

1) Right-click any correctly spelled word in a label
]l Paragraph...

record. Select Edit Paragraph Style from the
popu-up menu. (Note: If you click on a misspelled
word, a different context menu will appear.)

[FEEE00s
E{I_F., Numbering/Bullets. ..

CasefCharacters 3

2) Then from the paragraph style dialog, you can
make change to the font name, the font size, the s
indents, etc. & paste

Edit Paragraph
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Removing blank lines in addresses

A common situation is that some addresses may have no information in some fields.
For example, you may have an “address1” field and an “address2” field to deal with
multi-line addresses, or a “company name” field that may be blank in some cases.
When you print a form letter, address label, or envelope, you will not want a blank
line to appear when the field is empty. This section describes how to suppress blank
lines.

Note — Very Important!

Be sure your field names (or column headings in a spreadsheet) do not contain
spaces or the technique described here does not work.

Normally you would enclose a field name in quotation marks if the name
contains a space. However, a quoted string is not acceptable in the Condition
box for a hidden section (see Figure 285 and Figure 287) and an un-quoted
string stops on the first space in the field name, effectively making the
condition always True and causing the section to be hidden even if the field has
data in it.

Supressing blank lines in form letters

1) Figure 283 shows a typical address block with field highlighting on. The
field <ad2> is the second address line, which may be blank for some
addresses, so you want to have that whole line hidden if the field is blank.

<fhame> <surname=>"Y
<address="

<ad2="

<city> <state> <pcode=>"
l'[

C'[

Figure 283: Typical address block

2) Select the <ad2> field, and then select Insert > Section from the menu bar.
In the Insert Section dialog (Figure 285), select the Hide checkbox. In the
With Condition box, type the field name (ad2 in this case) and EQ ""
(which means “equals a blank record”). Click Insert.
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Back in the document, if you have section
similar to Figure 284.

Removing blank lines in addresses

markers showing, you will see something

<thame> <surname=Y
<address=>"Y

<ad2="

<city> <state> <pcode>"7
-

T

Figure 284: Section containing second address line

Now, when you do a mail merge using this

document, the line inside the section

(including its paragraph marker) will be hidden if the field <ad2> is blank.

Insert Section

Section |Columns | Indents | Background

Footnotes/Endnotes

=fname> <surname=% e eeon

<address>" Sectionl

<city> <state> <pcode=>T
l'[
l'[

Link
[ Link

Write protection
(.| Protect

Hide

Hide
with Condition adz EQ "]

Properties
[ editable in read-only document

[ Insert I[ Cancel ][ Help H Reset

Figure 285: Setting a condition for a hidden section
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Supressing blank lines in labels
The process for suppressing blank lines in labels is a bit different.

1) When setting up your labels (as described in “Printing mailing labels”
starting on page 260), select the Synchonise contents checkbox on the
Options tab of the Labels dialog (Figure 280). Continue as described in that
section.

2) When you click New Document, a page of labels is displayed, showing the
field names. If you do not already have paragraph markers showing, display
them now. (Click the Nonprinting Characters icon, which looks like a
backwards P.) Notice there is only one paragraph mark in each label, at the
end of the last line (Figure 286).

| =~ - . ... .. 2/]\3 ......... 4 5.I

Synchronize Labels

<fhame> <surname> <fhame> <surname>
<address> <address>

<ad2> <ad2>

<city=, <state> <pcod <city=, <state> <pe

Figure 286: Labels showing only one paragraph mark each

3) To make this technique work, you need to have a paragraph mark at the end
of each line. To do this, go to the first label (upper left corner), place the
cursor at the end of the first line, press Enter, and then press Delete. This
inserts a paragraph mark at the end of the first line. Repeat for each of the
other lines except the last. Do this only in the first label.

4) Click the Synchronize Labels button in the upper left. Now all the labels
have paragraph marks at the end of each line.

5) In the first label on the page, select the field you wish to hide if it is blank.
In our example, that is <ad2>. Click Insert > Section on the menu bar. In
the Insert Section dialog (see Figure 287), select the Hide checkbox. In the
With Condition box, type the field name (ad2 in this case) and EQ "". Click
Insert. The <ad2> line in the first label may disappear. Do not be concerned
if this happens.
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Synchronize Labels ]

<fame> <surname=>*
<address=*

“ad 2>yl
<city>, <state> <pcode>

<fmame> <surname=*
<address="

<ad2>

<city>. <state> <pcode>T

<fhame> <surname>Y
<address="

<ad2=7

<city=, <state> <pcode>T

Removing blank lines in addresses

2 A 3 . 4 . 5

6

Insert Section E;g

Section ‘Columns” Indents || Background H Footnotes/Endnotes |
Hevs section Link
Sectian21 DOk
IMasterLabel DDE
Sectionl
sectonto Eie name [ ]
Sectionll
Section13
Sectionl4 Write protaction
Section15 [ protect
Sectionlé
Section17 With password
Sectionl8 )
Section19 Hide
Section2 Hide
Section20
Section3 v With Condition ‘adz EQ ““|
Properties
[ Editable in read-only document

[ Insert H Cancel ” Help ” Reset I
<ihame> <surname>%¥ <ihame> <surname=%¥
<address=" <address="
<ad2=7 <ad2="

<city=, <state> <pcode>T

Figure 287: Setting the condition for a hidden section

<city=, <state> <pcode>

6) Click Synchronize Labels. Now all the labels look the same.

7) Select Tools > Mail Merge Wizard. In Step 1 of the wizard (Figure 268 on
page 268), select Use the current document. Then select step 8 (Save,
print, or send). A labels document is created, and the last page of the Mail
Merge Wizard remains open (Figure 288).

Mail Merge Wizard

X|

Steps

1. Select starting document

ra

. Select document type

3. Insert address block

s

. Create salutation

Adjust

w

ayout

6. Edit document

-

. Personalize document

8. Sawve, print or send

Save starting document

Save, print or send the document

Select one of the options below:

(8)i5ave starting document,
() Save merged document
) Print merged document

0 send merged document as E-Mail

Save starting doecument

Figure 288: Saving the document you just created
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8) Select Save starting document and click the Save starting document
button. This saves all your work setting up the labels.

9) The dialog remains open. Select Save merged document and Save as
single document, or select Print merged document. All the pages of labels
are printed or saved.

Mail Merge Wizard \

Steps Save, print or send the document
1. Select starting document Select one of the options below:
2. Select document type () Save starting documnent

(@
. Insert address block O S [ G

[N

() print merged document
4. Create salutation

) send merged document as E-Mail

Save merged document settings

o

. Edit document

)

. Personalize decument
(_) Save as individual documents

8. Save, print or send - . -
) Erom 1 3

Save Doguments

Figure 289: Saving or printing the merged labels
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Chapter 12

Creating Tables of Contents,
Indexes and Bibliographies

This chapter shows you step-by-step how to create and maintain a table of contents,
an index, and a bibliography for a text document using OpenOffice.org Writer. To
understand the instructions, you need to have a basic familiarity with Writer and
styles.

Creating a table of contents

Writer’s table of contents feature lets you build an automated table of contents from
the headings in your document. Before you start, make sure that the headings are
styled consistently. For example, you can use the Heading I style for chapter titles
and the Heading 2 and Heading 3 styles for chapter subheadings.

This section shows you how to:
» Create a table of contents quickly, using the defaults.

« Customize a table of contents.

Creating a table of contents quickly

Although tables of contents can be customized extensively in Writer, most of the
time you will probably find the default to be fine. Creating a quick table of contents
is simple:

1) When you create your document, use the following paragraph styles for
different heading levels (such as chapter and section headings): Heading 1,
Heading 2, and Heading 3. These are what will appear in your table of
contents. You can use more levels of headings, but the default setting is to
use only the first three levels in the table of contents. It could look like
Figure 290 if you used the default styles.

2) Place the cursor where you want the table of contents to be inserted.
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3) Select Insert > Indexes and Tables > Indexes and Tables.

Chapter 1

Chapfter 1 Section 1

Chapter 1 Section 2

Chapter 1 Section 3

N Chapter 2

Chapter 2 Section 4

B Chapter 2 Section 4 Area 9

Chapter 2 Section 4 Al'eal 10

F fgure 290: Headings example

4) Change nothing in the Insert Index/Table dialog (Figure 292). Click OK.
The result will look like Figure 291.

Table of Contents

LT - U T TP 1
Chapter 1 Section 1.... .
Chapter 1 Section 2.

Chapter 1Section 3. B BN B o
CZRBPEET 2.t oottt 1
Chapter 2 Section 4................ 1

Chapter 2 Section 4 Area 9. 1
Chapter 2 Section 4 Area 10 e 1
CRAPEr 2 SEOEIOM 5ot
Chapter 3. .

Chapter 3 Section 6.
Chapter 3 Section 7.
Chapter 3 3BEHOM B oot

Figure 291: Table of contents example

If you add or delete text (so that headings move to different pages) or you add,
delete, or change headings, you need to update the table of contents. To do this:

1) Place the cursor within the table of contents.

2) Right-click and select Update Index/Table from the pop-up menu.
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Note If you cannot place your cursor in the table of contents, choose Tools >
Options > OpenOffice.org Writer > Formatting Aids, and then select
Enable in the Cursor in protected areas section.

Tip You can customize an existing table of contents at any time. Right-click
anywhere in it and select Edit Index/Table from the pop-up menu.
Continue as described in “Customizing a table of contents”.

Customizing a table of contents
To insert a customized table of contents into your document:
1) Place the cursor where you want to insert the table of contents.

2) From the main menu, choose Insert > Indexes and Tables > Indexes and
Tables. The Insert Index/Table dialog (Figure 292) opens.

-

Insert Index/Table
Index/Table |Entries | Styles | Columns | Background
Table of Contents Lypeiandititis
Haadingl 1 Title Table of Contents
Hsalngl 1 1
Funy 1
Healagl 1 Type Table of Contents |~
Protected against manual changes
Heading 1
T i o okt from s Fretclaphr. Thi & o wea dischay suty Creste ndexftatls
far Entire document w| Evaluate up to level 10 /2
Heading 7.1 —
Thi i e cobt froms slaghrl 1. Tl & s enty oz fls Uk of conbu Create from
Outline E
Heading 1.2
Tl ¥ fle conbut from clapbrl 1. Ik Ry ool 8 maienty . [ additional Styles

Index marks

[ OF 1 [ Cancel ] [ Help ] [ Reset ] [v] preview

Figure 292. Index/Table page of Insert Index/Table dialog

The Insert Index/Table dialog has five pages. Any or all of them can be used when
creating or editing a table of contents:

» Use the Index/Table page to set the attributes of the table of contents.

» Use the Entries and Styles pages to format the entries in the table of
contents.

» Use the Columns page to put the table of contents into more than one
column.

+ Use the Background page to add color or a graphic to the background of the
table of contents.
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The preview box, located on the left-hand side of each page, shows as you work
how the table of contents will look. (If you do not see the preview box, select the
Preview checkbox in the lower right-hand corner of the dialog.)

After making all your changes, click OK to save the table of contents so it appears
in your document.

Using the Index/Table page

Use the Index/Table page, pictured in Figure 292, to set the attributes of the table of
contents.

Adding a title

To give the table of contents a title, type it in the Title field. (You can change an
existing title by typing over it.) To delete the title, clear the 7itle field.

Selecting the type of index

You can create several types of indexes. They include:
» Table of Contents
» Alphabetical Index
+ Tllustration Index
» Table of Objects
+ Bibliography

You can also create user-defined indexes.

Note You can only change the type of index when you first create it. Once you
define an index type (for example, make a table of contents) you cannot
change the type.

Choosing the scope of the table of contents

From the for drop-down list in the Create index/table area, select Entire document.
There is an additional option to create a table of contents for just the current chapter.
For more information, refer to Help > OpenOffice.org Writer > Contents.

Creating a table of contents from an outline

This selection creates the table of contents using outline levels; that is, paragraphs
formatted with one of the predefined heading styles (Heading 1-10) are added to the
table of contents in order.
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Click on the (...) button next to the checkbox to change the numbering properties of
the table of contents. This can be useful if you want to put numbers in front of each
level of the contents, as in Figure 293.

iTﬂble of Contents

Figure 293: Table of contents with numbers

Creating from index marks

This selection adds any index entries that you have inserted into the document by
using Insert > Indexes and Tables > Entry. Normally you would not use this
selection for a table of contents.

Protecting against manual changes

To stop the table of contents being changed accidentally, select the Protected
against manual changes checkbox. If this box is checked, the table of contents can
only be changed using the context menu or the Insert Table/Index dialog. If the box
is not checked, the table of contents can be changed directly on the document page,
just like other text.

TIP Any manual changes to a table of contents are lost when you update it.

Changing the number of levels included

By default, Writer displays 10 levels of headings when it builds the table of contents
(or the number of levels used in the document, whichever is smaller). To change the
number of levels, enter the required number in the Evaluate up to level box.

Creating from additional styles

Writer automatically assigns to the table of contents all paragraphs formatted with
the default heading styles (Heading 1, Heading 2, and so on). To assign paragraphs
formatted with other styles, including custom styles:

1) Inthe Create from area, select the Additional Styles checkbox.

2) Click the (...) button to the right of the checkbox. The Assign Styles dialog
(Figure 294) opens.
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3) Inthe Not applied column, click the style that you want to assign to the
table of contents.

~
Assign Styles
Styles —
Rk applied L ]2 |2 |+ |5 s |z |8 & | | —
Default
Lisk
Text body
( « ] [ > ]

Figure 294. Assign Styles dialog

4) Use the >> button to move the selected style to the desired outline level. For
example, to have paragraphs formatted with the selected style to appear as
top-level entries in the table of contents, click the >> button once to move
the style into the 1 column. To move the style in the opposite direction, use
the << button.

5) Click OK to save your changes and return to the /ndex/Table page or click
Cancel to return without saving your changes.

Note If the outline box is checked, any changes you make to the position of
one of the predefined Heading styles will be superseded by the default
outline structure.

Using the Entries page

Use the Entries page, pictured in Figure 295, to define and format the entries in the
table of contents. For each outline level, you can add and delete elements such as
chapter (heading) numbers, and you can also apply character styles to individual
elements.

To begin, click a level number in the Level column to select the outline level whose

elements you want to format. (You will be able to apply changes to all outline levels
later.) The Structure line displays the elements for entries in that level. Each button

on the Structure line represents one element:
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+ The E# button represents the “chapter number”, which means the heading
number, not just for chapters but also for other levels of headings.

* The E button represents the entry text.
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Figure 295. Entries page of Insert Index/Table dialog box

+ The T button represents a tab stop.
+ The # button represents the page number.

+ The LS button represents the start of a hyperlink. (This button does not
appear on the default Structure line.)

+ The LE button represents the end of a hyperlink. (This button does not
appear on the default Structure line.)

Each white field on the Structure line represents a blank space. You can add custom
text if you desire.

Note On some operating systems, the E# and E buttons display as F# and F,
and the LS and LE buttons display as IS and IF.

Note If the chapter number defined for your document includes the word
“Chapter” before the number itself, then the E# field in the table of
contents will also include the word “Chapter”. If you want to include the
chapter number with the page number (for example, in the style “1-1, 1-2,
...y, you will find that the page number appears in the table of contents
as “Chapter 1-1”, which is probably not what you want.
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Changing elements

To change an element in the Structure line, click the button representing that
element and then click the element that you want to substitute in the row of buttons
just below the Structure line. For example, to change a chapter number to a tab stop,
click the E# button on the Structure line (it shows then as being pressed) and then
click the Tab stop button in the row of available elements.

Deleting elements

To delete an element from the Structure line, click the button representing that
element and then press the Delete key on your keyboard. For example, to delete a
tab stop, click the T button and then press the Delete key.

Adding elements
To add an element to the Structure line:

1) Place the cursor in the white field to the left of where you want to insert the
element.

2) Click one of the five buttons just below the Structure line. (For example, to
add a tab stop, click the Tab stop button.) A button representing the new
element appears on the Structure line.

Hyperlinking an entry

To change the default Structure line so that the chapter number and the entry text
form a hyperlink, follow these steps:

1) On the Structure line, place the cursor in the white field to the left of the E#
button.

2) Click the Hyperlink button. An LS button, representing the start of the
hyperlink, appears on the Structure line.

3) On the Structure line, place the cursor in the white field to the right of the E
button.

4) Click the Hyperlink button again. An LE button, representing the end of
the hyperlink, appears on the Structure line.

Figure 296 represents the completion of the above steps. The number and the text of
the entries on that level will now be hyperlinks.

Insert Index/Table

IndexfTable |[Entries |Styles | Columns EBackground

Lewvel Skructure and Formakting

[ structure L= e[ JoeJ[ Joed| @) [ s ]
:

=)

6 Characker Stwle Internet Link - Edik...
Figure 296: Hyperlink in table of contents
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Applying character styles
To apply a character style to an element:

1) On the Structure line, click the button representing the element to which you
want to apply a style.

2) From the Character Style drop-down list, select the desired style. Writer
applies the selected style to the selected element.

To view or edit the attributes of a character style, select the style from the Character
Style drop-down list and then click the Edit button.

Applying changes to all outline levels

To apply the displayed structure and formatting to all outline levels, click the All
button.

Tab position relative to Paragraph Style indent

When this checkbox is selected, entries are indented according to the settings of
their individual formats. Where a paragraph style with an indent on the left is in use,
tab stops will be relative to this indent. If this checkbox is not selected, tab stops will
be relative to the left margin position.

Using the Styles page

Use the Styles page, pictured in Figure 297, to apply paragraph styles to the table of
contents. You can apply a different paragraph style to each outline level of the table.
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Figure 297. Styles page of Insert Index/Table dialog
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To apply a paragraph style to an outline level:
1) Inthe Levels list box, select the desired outline level by clicking it.
2) In the Paragraph Styles list box, click the paragraph style to apply.

3) Click the < button to apply the selected paragraph style to the selected
outline level.

To remove paragraph styling from an outline level:
1) Inthe Levels list box, select the desired outline level by clicking it.
2) Click the Default button.

To view or edit the attributes of a paragraph style, click the style in the Paragraph
Styles list box and then click the Edit button.

Note Changes to a paragraph style will affect any text in the document that is
formatted using this style, not just the format of the table of contents.

Using the Columns page

Use the Columns page (Figure 298) to change the number of columns for the table
of contents.

Insert Index/Table

Index|Table | Entries | Styles Columins | Background

Settings

Table of Contents
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=

Heading 1

‘width and spacing
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Width

Spacing
Heading 1.2
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Separator line

[ [ [ [ [ | Hene

100%

[ [al I [ Cancel ] l Help ] l Resat ] [ Ereview

Figure 298. Columns page of the Insert Index/Table dialog

Adding multiple columns
To display the table of contents in more than one column:

1) Either enter the number of columns desired in the box labeled Columns, or
select the icon representing the number of columns.
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2) To evenly distribute the columns according to the page width, check the
Autowidth box (which is checked by default). If it is unchecked, you can
manually set each of the following by altering the associated spin box:

*  Width between each of the columns
* Spacing between each of the columns
3) You can choose to have a separator line between the columns:
» Line: The width of the line.
+ Height: The height of the line.

» Position: Relative position of the line to the table (top, middle, or
bottom), if the height is less than 100%.

Using the Background page

Use the Background page, pictured in Figure 299, to add color or a graphic to the
background of the table of contents.

Adding color

To add color to the background of the table of contents, simply select from the color
grid.

Note Even though the table of contents may have a shade behind it while
editing, it is actually not shaded by default. It appears shaded because it
is a field and will appear to have the same shading all fields have.

Insert Index/Table

IndexfTable | Entrigs | Styles | Columns (Background

Table of Contents As Calor v

Background color
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Figure 299. Background page of Insert Index/Tuble dialog, showing Color choices

Chapter 12 Creating Tables of Contents, Indexes and Bibliographies 295



Creating a table of contents

Adding a graphic
To add a graphic to the background of the table of contents:

1) From the As drop-down list, select Graphic. The Background page now
displays the graphics options, as shown in Figure 300.

2) Click the Browse button. The Find Graphics dialog opens.

3) Find the graphic file you want and then click the Open button. The Find
Graphics dialog box closes and the selected graphic appears in the graphic
preview box on the right-hand side of the Background page. (If you do not
see the graphic, select the Preview checkbox.)

4) To embed the graphic in your document, clear the Link checkbox. To link
the graphic to the document but not embed it, select the Link checkbox.

5) In the Type area of the Background page, choose how you want the
background graphic to appear:

» To position the graphic in a specific location, select Position and then
click the desired location in the position grid.

» To stretch the graphic to fill the entire background area, select Area.
» To repeat the graphic across the entire background area, select Tile.
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Figure 300. Graphics options on the Background page of the Insert Index/Table dialog
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Deleting color or graphics
To delete color or graphics from the table background:

1) From the As drop-down list, select Color.
2) Click No Fill on the color grid.

Maintaining a table of contents

This section shows you how to:
« Edit an existing table of contents.
+ Update a table of contents when changes are made to the document.
* Delete a table of contents.

Editing a table of contents

To edit an existing table of contents:

1) Click anywhere in the table of contents and then right-click.

TIP If you cannot click in the table of contents, choose Tools > Options >
OpenOffice.org Writer > Formatting Aids, and then sclect Enable in
the Cursor in protected areas section. If you wish to edit the table of
contents without enabling the cursor, you can access it from the Navigator
as explained on page .

2) From the pop-up menu, choose Edit Index/Table. The Insert Index/Table
dialog (Figure 292 on page 287) opens and you can edit and save the table
as described in the previous section.

You can also access the Index/Table dialog box from the Navigator (Figure 301.)
1) Open the Navigator (press F5).
2) Click the + sign next to Indexes.
3) Right-click on the desired index.
4) Select Index > Edit.
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Figure 301: Access an index from the Navigator

Updating a table of contents

Writer does not update the table of contents automatically, so after any changes to
the headings, you must update it manually. To update a table of contents when
changes are made to the document:

1) Click anywhere in the table of contents and then right-click.

2) From the pop-up menu, choose Update Index/Table. Writer updates the
table of contents to reflect the changes in the document.

Note You can also update the index from the Navigator by selecting Index >
Update from the menushown in Figure 306.

Deleting a table of contents
To delete the table of contents from a document:

1) Click anywhere in the table of contents and then right-click.

2) From the pop-up menu, choose Delete Index/Table. Writer deletes the table
of contents.

Note Writer will not prompt you to confirm the delete! Use caution when
deleting a table of contents.

You can also delete the index from the Navigator by selecting Index >
Delete from the menu shown in Figure 306.
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Creating an alphabetic index

An alphabetical index (referred to as an index) is a list of keywords or phrases used
throughout a document that, if listed in order, may help the reader find information
quickly. Generally an index is found in the back of book or document and lists
several keywords or phrases in alphabetical order with page numbers.

This section describes how to:

Add index entries.

Create an alphabetic index quickly.
Customise the display of index entries.
View and edit existing index entries.

Adding index entries

Before you create an index, you must first create some index entries.

1)

2)

Either highlight the word or phrase to add to the index, or place the cursor at
the beginning of the word or phrase. (If you want to add multiple words as
one entry it will generally be better to highlight the entire phrase.)

Click Insert > Indexes and Tables > Entry to display a dialog similar to
that shown in Figure 302. You can accept the word or phrase shown in the
Entry box or change it to whatever you want. If you placed the cursor at the
beginning of a word, clicking on the Entry text box inserts the word into the
text box.

Insert Index Entry

Selection
| Inserk

Index Alphabetical Index h

: il
Enkry docurnenk
Loy -

|:| Main enkry
Bpply ko all similar bexts, |

[ Makch case
[ whole wards anly

Figure 302. Inserting an index entry

3)

Click Insert to create the entry.
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4) You can create multiple entries without closing the dialog. For each one:

5)

a) Click at the location in the document that you want to index.
b) Click again on the dialog.
¢) Change the entry if needed, and click Insert.

When you are satisfied with the entries, click Close.

Note If field shading is active (see Tools > Options > OpenOffice.org>

Appearance > Text Document > Field shadings), when a selected word
or phrase has been added to the index, it is shown in the text with a gray
background. Index entries whose text is different from the text in the
document are marked by a small gray rectangle.

TIP You can also open the Insert Index Entry dialog by clicking the Entry

icon on the Insert toolbar, as shown in Figure 303.

Insert

H-O- 1 %¥w3 &8 = E

* X

*  Indexes and Tables BB\C - E‘ 5§5

Figure 303. Entry icon on Insert toolbar

Creating an alphabetic index quickly

Now that there are index entries, you can create the index.

Although indexes can be customized extensively in Writer, most of the time you will
need to make only a few choices. To create an index quickly:

1)

2)

3)
4)

Place the cursor where you want to add the index and click Insert > Indexes
and Tables > Indexes and tables.

In the Type box of the Index/Table dialog (Figure 304 on page 302), select
Alphabetical Index.

In the Options section, you may want to clear the Case sensitive checkbox.

Click OK.

If you add, delete, or change the text of index entries, you need to update the index.
Writer does not update an index automatically. To do this, follow the steps outlined
in “Updating a table of contents” on page 298.
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Customizing index entries

Below is a brief explanation of the fields in the Insert Index Entry dialog and how to
use them.

* Index — The type of index this entry is for. The default is Alphabetical Index,
but you can use this dialog to create extra entries for a table of contents or
user-defined indexes or lists of almost anything. For example, you might
want an index containing only the scientific names of species mentioned in
the text, and a separate index containing only the common names of species.
See “Creating and using other types of indexes” on page 307.

« Entry — The word or phrase to be added to the selected index. This word or
phrase does not need to be in the document itself; you can add synonyms and
other terms that you want to appear in the index.

* 1st Key — An index key is an index entry that has no associated page number
and has several subentries that do have page numbers. Keys are useful ways
of grouping related topics. (See “Example of using an index key”.)

* 2nd Key — You can have a three-level index, where some of the first-level
keys have level-2 entries that are also keys (without page numbers). This
degree of index complexity is not often necessary.

*  Main entry — When the same term is indexed on several pages, often one of
those pages has more important or detailed information on that topic, so it is
the main entry. To make the page number for the main, or most important,
entry stand out, select this checkbox and then define the character style for
the page number of a main index entry to be bold, for example.

« Apply to all similar texts — Select this checkbox if you want Writer to
automatically identify and mark any other word or phrase that matches the
current selection. The Match case and Whole words only checkboxes
become available if this checkbox is selected.

Example of using an index key

An index key is a primary entry under which subentries are grouped. For example,
you might want to create a grouping similar to this:

OpenOffice.org
Writer................ 5
Calc...ccvevenene 10
Impress........... 15

In this example, OpenOffice.org is the Ist key. The subentries (with the page
numbers showing) are the indexed entries. To insert an index entry for the topic
Writer, on the Insert Index Entry dialog (Figure 302 on page 299), type Writer in
the Entry box and OpenOffice.org in the /st key box.
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Customizing the appearance of an index
The Insert Index/Table dialog (Figure 304 on page 302) has five pages. Any or all of
them can be used to customize the appearance of an index.

« Use the Index/Table page to set the attributes of the index.

» Use the Entries and Styles pages to format the entries in the index.

» Use the Columns to put the index into more than one column

* Use the Background page to add color or a graphic to the background of the

index.

The preview box, located on the left-hand side of the dialog, shows as you work
how the index will look. (If you do not see the preview box, select the Preview
checkbox in the lower right-hand corner of the dialog.)

After making your changes, click OK to save the index so it appears in your
document.

Using the Index/Table page
Use the Index/Table page (Figure 304) to set the basic attributes of the index.
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Figure 304. Index/Table page of Insert Index/Table dialog

1) To give the Index a title, type it in the Title field. (You can change an
existing title by typing over it.) To delete the title, clear the Title field.

2) To prevent the index from being changed accidentally, check the Protected
against manual changes checkbox. If this box is checked, the index can
only be changed using the context menu or the Insert Table/Index dialog. If
the box is not checked, the index can be changed directly on the document
page, just like other text.

TIP Any manual changes to an index are lost when you update it.
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3) From the drop-down list in the Create index/table area, select Entire
document. You can also choose to create an index for just the current
chapter.

4) Various other options determine how the index handles entries:

Combine identical entries. Defines how identical entries are dealt with.
Normally each page number of an indexed word or phrase will be shown
in the index; however these can be combined using the Combine
identical entries with p or pp. If you want a page range displayed,
select Combine with — (which will produce something similar to
23-31). If you want different entries based on what letters are
capitalized, select Case sensitive.

AutoCapitalize entries. Automatically capitalizes entries regardless of
how they show within the document itself.

Keys as separate entries. For the keys to have their own page numbers,
select this option.

Concordance file. Enables a list of words in an external file to be
imported (select using the File button) and then used within the index.
The concordance file has a special file format; for further information,
refer to concordance file in Help > OpenOffice.org Help. Using a
concordance file can speed up production of an index, but unless the
words are very carefully selected and you edit the index afterwards, the
resulting index can be full of entries for minor mentions of a term,
making it less useful than a more selective index.

Sort. Defines how the entries are sorted when displayed. The only option
is alphanumeric, but you can define which language alphabet will be used.

Using the Entries page

Use the Entries page to set exactly how and what will be displayed for each of the
entries. The dialog is similar to Figure 305.

To begin, click a number in the Level column to select the index level whose
elements you want to format. (You will be able to apply your changes to all index
levels later.) The Structure line displays the elements for entries in that level. Each
button on the Structure line represents one element:

The E button represents the entry text.
The T button represents a tab stop.
The # button represents the page number.

The CI button represents chapter information. This may not be displayed

immediately, but can be added.
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Figure 305. Entries page for creating an alphabetical index

Each white field on the Structure line represents a blank space. You can add custom
text if you desire.

Note On some operating systems, the E# and E buttons display as F# and F,
and the LS and LE buttons display as IS and IF.

Changing elements

To change an element in the Structure line, click the button representing that
element and then click the element that you want to substitute in the row of buttons
just below the Structure line. For example, to change entry text to a tab stop, click
the E# button on the Structure line (it shows then as being pressed) and then click
the Tab stop button in the row of available elements.

Deleting elements

To delete an element from the Structure line, click the button that represents that
element and then press the Delete key on your keyboard. For example, to delete a
tab stop, click the T button and then press the Delete key.

Adding elements
To add an element to the Structure line:

1) Place the cursor in the white field to the left of where you want to insert the
element.

2) Click one of the buttons below the Structure line. (For example, to add a tab
stop, click the Tab stop button.) A button representing the new element
appears on the Structure line.
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Applying character styles

Each of the items that can be added to the Structure line may have additional
formatting. For example, you may want the page number to be a different size from
the rest of the index text. To do this, apply a character style to one of the elements:

1) On the Structure line, click the button representing the element to which you
want to apply a style.

2) Select the desired style from the Character Style drop-down list. Writer
applies the style to the selected element.

To view or edit the attributes of a character style, select the style from the Character
Style drop-down list and then click the Edit button.

Formatting entries
Apply additional formatting using the options in the Format section.

+ Alphabetical delimiter. This will display, as a means of separating index
entries, the first letter of all the subsequent index entries. For example:

A
apple, 4
author, 10

B
break, 2
bus, 4

+ Key separated by commas. Arranges the entries in the index on the same
line but separated by commas.

« Tab position relative to Paragraph Style indent. When checked, entries
are indented according to the settings of their individual formats. Where a
paragraph style with an indent on the left is in use, tab stops will be relative
to this indent. If this checkbox is not selected, tab stops will be relative to
the left margin position.

Using the Styles, Columns and Background pages
Refer to “Using the Styles page” on page 293, “Using the Columns page” on page

102, and “Using the Background page” on page 105.
Maintaining an index

To modify the appearance of an index:

1) Click anywhere in the index and then right-click.
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2) From the pop-up menu, choose Edit Index/Table. The Insert Index/Table
dialog box opens and you can edit and save the index using the five pages
described in the previous section.

To update or delete an index, follow the process described in the sections “Updating
a table of contents” and “Deleting a table of contents” on page 298.

Viewing and editing existing index entries

Once you have added the initial entries you can make some amendments or add
some new ones. You can view and edit these using the following steps:

1) Ensure that field shading is active (Tools > Options > OpenOffice.org>
Appearance > Text Document > Field shadings), so you can locate index
entries more easily.

2) Place the cursor immediately to the left of an existing index entry in the
body of your document and select Edit > Index Entry. Alternatively, right-
click on the word or phrase and from the context menu select Index Entry.

3) A dialog similar to Figure 306 appears. You can move through the various
index entries using the forward and back arrow buttons. If there is more than
one entry for a single word or phrase, then you can scroll through each of
the entries.

4) Make the necessary modifications or additions to the index entries and,
when finished, click OK.

Edit Index Entry

Selection
8] 4
alphabetical Index
I
Enkry twcll GaS
1sk ke v Help

Delete

il

Main enkry

[Back [——{P4_]

Figure 306. Viewing and editing index entries
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Creating and using other types of indexes

An alphabetical index is not the only type of index that you can build with Writer.
Other types of indexes supplied with Writer include those for illustrations, tables,
and objects, and you can even create a user-defined index. For example, you might
want an index containing only the scientific names of species mentioned in the text,
and a separate index containing only the common names of species.

To create other indexes:
1) Place the cursor where you want the index created.

2) Select Insert > Indexes and tables > Indexes and tables from the menu
bar.

3) On the Insert Index/Table dialog (shown in Figure 307), in the Type
dropdown list, select the index wanted.

Insert Index/Table

Index/Table |Entries |Styles | Columns | Background

Alphabetical Index Type and title

Claph: 1 Title Alphabetical Index

Ty woal 1

m::::.l:n By Type ‘Alphabetical Indes M
P

ITable of Contents

hanges
llphabetical Indesx e

Heading 1 Create index/tallllustration Index
[Index of Tables
|User-Defined

Thit ¥ G e fions G gt olapha. T & & wex diteoway sy fon

Headding 1.1 Optians ITable of Objects
Th & e conburfiom clapha 11, Thi ¥ e sacny £ o Bhk efcounar. Combine i Eibliography [ butoCapitalize entries
Heading 1.2 Combine identical entries with p or pp ] Keys as separate entries
Thir & s Gonbnt o clageea 12 T Jaywonl & o maimontry [ Concordance file
Case sensitive
\ [ [ [ [ | | sor
‘ | ‘ | | ! Language  English (LI54) ]| ke type dlphanumeric ||

[ OF I[ Cancal ][ Help ][ Resat ]Erewew

Figure 307. Creating other types of indexes

4) Modify the various pages, which are very similar to those discussed in
previous sections.

5) Select OK when everything has been set.
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Creating a bibliography

A bibliography is useful for displaying references used throughout a document. These
references are stored in a bibliographic database or within the document itself.

This section shows you how to:
* Create, add, and maintain entries within a bibliographic database.
* Add areference into a document.
+ Format the bibliography.
+ Update and edit an existing bibliography.

For most of this section, the database used is the sample one that comes with Writer.

Creating a bibliographic database

Although you can create references within the document itself, creating a
bibliographic database allows reuse in other documents and saves a lot of time.

Follow these steps to create a bibliographic database:

1) Select Tools > Bibliography Database. A window similar to that in Figure

308 is shown.
— q
& Bibliography Database E]@
File Edit VYiew Insert Tools Window Help
Table |biblio | Search key T Column Arrangement  Data Source
Identifier | Tvpe | Address | Annote ‘ Author | Booktitle | hapter | Edition | Editor | Howpublish | Institutn | Journal | Iont
) |BOROZE 1 Borges, Ma -~
BOROZH 1 Borges, Ma
BIUS00 1 Busch, Dav
DANOO 1 Dandenel,
FACD1 1 Facunda &t
GAEDZ 1 Gébler, Rer
HABOD 1 Habraken,
JOMO0 1 Jones, Floy
MoLaZ 1 Molla, Ricar
RAPOO 1 Rapion, An
RINOL 1 Rinne , kar [
Fecord |1 ‘of 13 D[] < | >
A
Short name  BOROZa Type |
futhor(s) Eorges, Malte; Schumacher, Title: |StarOffice 6.0 Kompendium
Publisher  Markt & Technik Verlag Address
Chapter Pageis) |900
Editor Edition
Book title: Yolurne: Put
Qrganization Institution
Type of report Maonth
v.
[ ¥

Figure 308. Bibliography database main window

308 Chapter 12 Creating Tables of Contents, Indexes and Bibliographies



Creating a bibliography

2) You can use the top portion of this window to:
+ Filter for specific records within the database (see “Filtering records”).

+ Change some details of columns in the database (see “Changing column
details™).

+ Select an alternative data source (another database or table) or change
details of the fields in the database.

The middle portion of the window shows each of the records in a table layout
similar to that of a spreadsheet. Additional fields can be viewed by scrolling the
table to the right.

The bottom portion of the window shows the contents of the selected record.

Filtering records

To set up a filter for specific records within the bibliographic database, select Tools
> Filter from the Bibliographic Database menu bar. On the Standard Filter dialog
(Figure 309), choose the fields, conditions and values for the filter and click OK.

Standard Filter

Criteria

Cperakor Field name Condition Walue
AMC - Nane -

Figure 309. Setting up a filter for the bibliographic database

Changing column details

To change the details of columns in the bibliographic database, select the Column
Arrangement button near the top of the window. The Column Layout for Table
dialog (Figure 310) is displayed.

Changing field details

You can make changes to the bibliography database (for example, rename fields or
change the length of fields) by doing the following:

1) In the main document (not the Bibliography Database screen), press F4 or
click View > Data Sources to open the data source window, similar to
Figure 311.

2) Make sure that the Bibliography database is selected as well as the correct
table. You may have to expand some levels to be able to select the correct
ones.
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Column Layout for Table biblio
colamnares
Short name Type || Year v
Luthor(s Authar w| Tie Title v
Publisher Publisher | Address Address || 15BN ISEN ~
Chapter Chapter v | Pagels) Pages
Editar Editar + | Edition Edition v
ook ttle EBoakkitle + | Walume Yalume | Publication bype Howpublish
Organization Organizat 4 | Inskitukion Institukn w University Schiool w
Type of report RepType | Month Manth
Journal Journal | Mumber Number W Seties Serizs ~
Aringt ation Annote || bote Note sl URL LRL
User-defined field 1 |cystoml 4 | User-defined field 2 |cystomz + | User-defined field 3 |Customs s
User-defined field 4 | cyystoms ¢ || User-defined field 5 | cystoms w
Figure 310. Changing column layout for bibliographic database
£ Untitled1 - OpenOffice.org Writer
File Edit Wiews Insert Format Table Tools ‘Window Help
Lo —~ = = AE
P E TS = B SR P @ - & & E -
M Default || | Times Mew Roman | 12 ~| B [ u = = = E
[ = Ty
. | & B B o> - 2 2 R T g Bl
= 4% Bibliography Identifier | Type | Address | Annocke | Author | Bookkitle | ]
(5] Queries » |BOROZa 1 Borges, Ma
= E Tabl EBOROZB 1 Borges, Ma
EBUS00 1 Busch, Daw
CrAMOD 1 Crandenell,
FaCol 1 Facundo Ar
GAEDZ 1 G&bler, Rer
HABOD 1 Habraken,
Record [t [ oF 11* [DC[ER] < |

Figure 311. Data Source view of Bibliography database

3)

4)
5)

6)

7)

Right-click on the table entry (biblio in the example) and select Edit
Database File from the pop-up menu. This opens a window similar to
Figure 312, which is the main menu for Base, the database component of
OpenOffice.org.

If Tables (under the Database view) is not selected, select it now.

Right-click on the biblio table name in the Tables section and select Edit

from the context menu to display a window similar to that shown in Figure
313.

You can now select each of the rows and modify the Field Properties as
required.

When finished, you will be asked to confirm that you want the changes
saved.

310
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@ Bibtiography - OpenOffice.org Base

MEX]

File Edit Wew Insert Tools Window Help

B BRe-

=R ==

Database

ﬂl

-

o
=
@
ih

A gﬂﬁﬂ"ﬂ

_n
e

2
Z

Reports

EF Create Table in Design View,.,
Use YWizard o Create Table,.,

biblia

Description
Create a table by specifying the field names and
properties, as well as the data bvpes.

Mone =

Figure 312. Main window for working with databases

Note

For more information on how to use OO0’s database features, see

Chapter 10, “Getting Started with Base” in the Getting Started book.

bibho - OpenOffice.org Base: Table Design

B=)=

File

Edit  Wiew Tools

Window  Help

| e I

Field Mame | Field Tvpe Descripkion

Identifier Text [ VARCHAR ] -~

Tvpe Text [ VARCHAR ] =

Address Text [ VARCHAR ]

Annoke Text [ VARCHAR ]

Author Text [ VARCHAR ]

Eooakkitle Text [ VARCHAR ]

Chapter Text [ VARCHAR ]

Edition Text [ WARCHAR ]

Editar Text [ WARCHAR ]

Howpublish Text [ VARCHAR ]

Institukn Text [ VARCHAR ]

Journal Text [ VARCHAR ]

Month Text [ WARCHAR ]

Mrte Texk [ WARCHAR 1 [i]
< I [i>]

Field Properties
Longth ~
Default value | | 3
Farmat xample [@ [ [ R |
~
Figure 313. Modify table properties window
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Adding entries to the database

To add entries to the database:

1)

2)

3)

4)

You can add records directly into the database using the lower portion of the
window shown in Figure 308 on page 308.

Complete each of the fields as required. Use the Tab key to move between
fields.

It is best to use a unique name in the Short name field. This is used when
inserting entries into documents.

To complete the entry move to the last field and press 7Tab once more.

Notes The Identifier column in the upper portion of the Bibliography Database

window is labelled Short name in the lower portion of the window.

If your document requires [Author, date] style citations, use the Identifier
(Short name) field of the database to record the information in the
required format. If you are using a simple citation numbering system (e.g.,
[11.[2]....), use a unique reference of some sort in the Identifier (Short
name) field. Writer will autonumber entries based on the position within
the document.

Maintaining entries in the database

To maintain entries in the database, use the Bibliography Database window as in the
previous section. Click on the appropriate field and modify the text as appropriate.

Modified entries will be automatically saved to the database when the cursor moves
off the record.

Adding a reference (citation) into a document

Writer supports two ways of showing references (citations) in the text of a
document:

Using authors’ names and dates of the referenced documents, for example
[Smith, 2004], as recorded in the Identifier (Short name) of each
bibliographic entry.

By numbering the referenced documents in the sequence they occur in the
text, for example [1].

Tip To specify which citation style is used in the document, use the

Index/Table page on the Insert Index/Table dialog, described on page 314.

312
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To add references from the bibliographic database into a document:
1) Place the cursor where you want the reference to appear.

2) From the main menu, choose Insert > Indexes and tables > Bibliographic
entry.

3) In the Insert Bibliographic Entry dialog, shown in Figure 314, choose From
bibliography database at the top of the dialog. (You can also insert a
reference from the document itself by selecting From document content,
but that method is not covered in this chapter.)

4) Select the reference from the Short name dropdown list near the bottom of
the dialog box. The Author and Title of the selected reference are shown in
the middle of the dialog box, to help you verify that it is the reference you
want.

5) To insert the reference into the document, click Insert.

6) You can keep the dialog open and insert another reference into the
document; you don’t need to close and reopen it.

7) When you have finished inserting all the references, select Close.

-

Insert Bibliography Entry

-
Enkry
%) From bibliography database
(:) From document conkent
Borges, Malte; Schumacher, Jorg
Title
SkarOffice 6.0 Kompendium
Short name
BORO2a v

Figure 314. Inserting bibliographic entries into a document

Formating the bibliography
Formatting the bibliography involves choices made in two places:
+ Insert Index/table dialog (covered in this section)

» Bibliography 1 paragraph style (see page 316)
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To create the bibliography:
1) Place the cursor at the point where you wish to insert the bibliography.

2) Select Insert > Indexes and tables > Indexes and tables and change the
Type to Bibliography, to see a dialog similar to that shown in Figure 315.

r 5
Insert Index/Table
Index/Table |Entries |Styles | Columns | Background
Bibliography Type and title
Title Bibliagraphy
Heading 1 -
This i e conbutfrons s fatobapba. Thir & a ez Lasoay sutny Type v

Protected against manual changes
Heading 1.1 =

Tl ¥ e conbut clapea 1l Tho ¥ e suhy fix e bk +f conkaur . Formatting of the entries
[ Humber entries
Heading 1.2
Thi ¥ o conwurfiom clagea 12 Tl ey wond & mamoany Brackets N i

=

Language Enalish {U54) w | key type Alphanumeric |

[ [al I [ Cancel ] l Help ] l Resat ] [ Ereview

Figure 315. Inserting a bibliography

The Insert Index/Table dialog has five pages.

Using the Index/Table page

The basic settings are selected on this page.

1) To give the bibliography a title, enter it in the Title field. (A title is not
required.)

2) You can protect the bibliography from being changed accidentally, by
checking the Protected against manual changes checkbox. If this box is
checked, the bibliography can only be changed using the context menu or
the Insert Table/Index dialog. If the box is not checked, the bibliography can
be changed directly on the document page, just like other text.

3) To have the bibliographic entries numbered within the body of the document
(for example, [1], [2], ...), select Number entries. If, however, you wish to
have the field Identifier (from the database) appear in the document, clear
this checkbox.

4) Select the type of brackets that you want for the referenced entries shown
within the body of the document.
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5) Define the sorting you require. Currently only alphanumeric sorting is
supported. Sorting by the the sequence that entries appear in the text is done
on the Entries page.

Using the Entries page

The structure of this page is similar to that of the previous sections (see Figure 316).

-

Insert Index/Table
Index/Table |Entries |Styles | Columns | Background
Bibliography ey NMOR P
; B Al gruce
Heading 1 Boak.
' ' ot
T i o okt from s Fretclaphr. Thi & o wea dischay suty
Conference pros Address el Tab stop
. Book excerpt
H“F‘mg i . Book excerpt wil Character Style <Monez eVl
Tt i s conbat o slaphrl 1 Tk & dho outye fo1 fho 9 of sonha Conference prog
. Journal
Heading 1.2 Techn. docurner]
0 ¥ fls conkat o claphrl 2. Tk ey ueal 7 4 mamonty. Thesis
Miscellansous
Dissertation Sart by
I I I I I | Conference proy (%) Document: position O Content
[ | | | | | Research report]
Unpublished
A e-mail L
El i document <hlane=
User-definedL
T User-defined2 |4 <None>
< > | < Mone=

[ O H Cancel H Help H Reset ]E'EViEW

Figure 316. Entries page for bibliographies
You can define how the entry will appear based on the Type of the entry, or simply
apply the same format to all entries by selecting the All button.

The Structure of the entry is based on the fields available in the bibliographic
database. The ones shown by default are:

e Au - Author
- Ti-Title
*« Ye- Year

To determine how entries are sorted, modify the Sort by options. To sort by the
sequence that entries appear in the text, choose Document position. To sort
alphanumerically, choose Confent. Use Sort keys to group similar references.

Using the Styles, Columns and Background pages

Refer to “Using the Styles page” on page 293, “Using the Columns page” on page
102, and “Using the Background page” on page 105.
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Generating the bibliography

To generate the bibliography so that it appears in your document, click OK. The
Insert Index/Table dialog closes and the bibliography appears in your document.

Defining the paragraph style for the bibliography

You can modify the Bibliography 1 paragraph style to suit your requirements. For
example, to number the entries in the bibliography list, you need to define a
numbering style and link that numbering style to the Bibliography 1 paragraph style.
To do this:

1) On the Styles and Formatting window, click on the List Styles icon. You can
either define a new list style or modify one of those supplied. In this
example, we will modify the Numbering 1 style. Right-click on Numbering
1 and choose Modify from the pop-up menu. (See Figure 317.)

Styles and Formatting =

v [a) [J [ P

List 1
List 2
Lisk 3

ing,

Mumbering|  Mew...

Mumbering | Madify. ..

KNurnbering s

Mumbering S

all V

Figure 317: Modify a numbering style

2) On the Numbering Style dialog, go to the Options page. In our example we
want to have the numbers enclosed in square brackets. To do this, type [ in
the Before box and ] in the After box, as shown in Figure 318.
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Mumbering Style: Mumbering 1
Organizer | Bullets | Mumbering Style | Outline || Graphics | Position |Options

Farrnat
Level
é Mumbering 1,2,3 .. £ [1] Preview
3 Befors [ [1] Preview
; After ] (1] Preview
? Character Style Mumbering Symbols || [1] Preview
S Shaow sublevels 1 4 [1] Preview
1 Start at 1 FS [1] Preview
i : o T17 Drandawm

Figure 318: Specifying square brackets before and after the number in a list

3) Now go to the Position tab of the Numbering style dialog. In the Spacing to
text box, specify how much indentation you want for the second and
following lines of any item in the bibliography list of your document. Often
you will need to experiment a bit to see what is the best setting. In our
example (Figure 319), we have chosen 0.80 cm.

Mumbering Style: Mumbering 1

Organizer | Bullets | Murbering Style || Outline || Graphics (Position | Options

Position and spacing

Lewel
1 ] relative
bt
3 Spacing to kext 0.30cn e
4
5 Minimum space numbering <- = text 0.00cm o
=}
7 Mumnbering alignment Left el
g
9 1]
10

1

1

Default

Figure 319: Setting the spacing between the margin and the text

4) Click OK to save these settings and close the Numbering Style dialog.
Return to the Styles and Formatting window, click on the Paragraph Styles
icon, choose All Styles from the list at the bottom of that window, then
right-click on Bibliography 1 and choose Modify.

Chapter 12 Creating Tables of Contents, Indexes and Bibliographies 317



Creating a bibliography

5) On the Paragraph Style dialog, go to the Numbering tab and select
Numbering I from the drop-down list. (See Figure 320.) Click OK to save
this change to the Bibliography I paragraph style.

i -1
Paragraph Style: Bibliography 1
Organizer Indents & Spacing Alignment Text Flow | Font | Fonk Effects Pasition
Mumbering Tabs Drop Caps Background Borders
Mumbering Stvle fumbering 1 iv]

List S -~
Murmbering 1
Murmbering 2
Murmbering 3
Murnbering 4
Mumbering 5 w

Figure 320."Applying a numbering style to a paragraph style

Now when you generate the bibliography, the list will look something like the one
shown in Figure 321.

Bibliography

[1] Warner, Mancy D, StarOffice 5.2 Writer Handbool, 2001, blah blah blah
blah blah blah blah blah blah blah blah blah blah blah Blah blah blah blah.

[2] Dandenell, IMalin; Ek, Jesper, StarOffice 3.2 for Alla, 2000,

[3] Borges, Malte, Schumacher, Jérg, StarOffice 6.0 Kompendium, 2002

Figure 321: Result of settings for Bibliography 1 paragraph style

Updating and editing an existing bibliography
To modify the display of bibliography entries:
1) Click anywhere in the bibliography and then right-click.

2) From the pop-up menu, choose Edit Index/Table. The Insert Index/Table
dialog box opens and you can edit and save the table using the five pages
described in the previous section.

To update or delete the bibliography, follow the same process as described in the
sections “Updating a table of contents” and “Deleting a table of contents” on page
298.
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Working with Master
Documents

Why use a master document?

Master documents are typically used for producing long documents such as a book,
a thesis, or a long report. A master document is especially useful when graphics,
spreadsheets, or other material causes the file size to become quite large. Master
documents are also used when different people are writing different chapters or
other parts of the full document, so you do not need to share files. A master
document joins separate text documents into one larger document, and unifies the
formatting, table of contents (ToC), bibliography, and other tables or lists.

Yes, master documents do work in OOoWriter. However, their use is full of traps for
inexperienced users. Until you become familiar with the traps, find out whether they
affect what you are doing, and learn how to avoid (or work around) them, you may
think that master documents are unreliable or difficult to use. In fact, avoiding or
working around most of the traps is quite easy to do.

You can use several methods to create master documents. Each method has its
advantages and disadvantages. Which method you choose depends on what you are
trying to accomplish. The different methods are described in this chapter, along with
suggestions on when to use each one.

Styles and master documents

Styles that are used in subdocuments, such as paragraph styles, are automatically
imported into the master document after you save the master document. When you
modify the style in the master document, the style in the subdocument remains
unaffected. That is, the style in the master document takes precedence over the style
in the subdocument.
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Note Use the same document template for the master document and its
subdocuments. When you modify or create a style, add it to the document
template, and then reload the styles from the template into the master
document and the subdocuments. This way the subdocuments will look
the same when they are loaded into the master document as they do when
viewed as individual files.

Using the Navigator

The Navigator is a very useful tool that helps you move quickly to specific parts of
your document. It also provides information about the content of the document and
enables you to reorganize some of the content. For example, if each chapter in your
final book is a separate document, then in the master document they can be
reordered, and the references are renumbered automatically and the table of contents
and index can be updated.

In Writer, the Navigator has two distinct forms. One form is used in ordinary text
documents and the other in master documents.

In an ordinary text document, the Navigator displays lists of the graphics, tables,
index entries, hyperlinks, references, and other items in the document, as shown in
Figure 322. Click the + sign by any list to display the contents of the list. You can
double-click an entry in the Navigator and jump immediately to that place in the

document.
i'v‘ﬁ|*’.4| 6 = &
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Figure 322. The Navigator for a text document
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In a master document, the Navigator lists the subdocuments and text sections, as

shown in Figure 323. The use of the Navigator in a master document is covered in
more detail later in this chapter.

S TED

Jodt
chz-edit.odt
ch3-layout,odt
ch4-templates,odt
chs-fields.odt
% ché-graphics.odt

Figure 323. The Navigator for a master document

Creating a master document

The three most common scenarios for creating a master document depend on the
current state of your document:

You have one existing document (a book) that you want to split into several
subdocuments (chapters) that will be controlled by the master document.

You have several existing documents (chapters) by one or more authors that
you want to combine into one book, controlled by the master document.

You have no existing documents but intend to write a long book containing
several chapters, possibly by multiple authors.

We will look at each of these scenarios in turn.

Splitting one document into a master document and
subdocuments

When you have one existing document that you want to split into several

subdocuments that will be controlled by the master document, you can split the
document automatically.
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Use this method if the original document uses only the Default page style, is
numbered sequentially from the first page, and uses the Heading 1 style to identify
the start of each chapter. In these conditions, this method will work well.

Advantages: This method is quick and easy, and any existing cross-references
between chapters are preserved. Although cleanup work may be necessary, once you
have done the cleanup, the document will behave itself.

Disadvantages: If the original document was complex, you may have major cleanup
work to do because some formatting will be lost—for example, page styles, page
breaks, restarted page numbering.

How to do it: Open the document and click File > Send > Create Master
Document to split the document. You will find that each of the subdocuments begins
with a Heading 1 and the file names are all maindocnameX. odt, where X is 1, 2, 3,
and so on. If you have a Preface or other “chapter” starting with a Heading 1 before
Chapter 1, the file names will not directly correspond to the chapter numbers.

Combining several documents into a master document

This method works best when all of the documents were created from the same
template, but you can also use it when the documents were created from different
templates.

Use one of the techniques described in “Starting with no existing documents” to
create a blank master document and insert the other documents as subdocuments of
the master document.

This method is especially useful if the subdocuments are created or maintained by
multiple writers. All writers on the project can work on their subdocuments without
fear of version control issues that can occur when multiple people work on the same
document.

Starting with no existing documents

The ideal situation is to start with no existing documents, because you can do
everything the way you want from the beginning. Writer provides three ways to
create a master document:

Method 1. Quick and easy, but not recommended
Method 2. Not too complicated, but with restrictions
Method 3. Complete control

In each case, you need to have a disciplined approach to make sure the master
document works correctly and reliably. Each method below describes the steps to
take. Be sure to do them in the order given.
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Method 1. Quick and easy, but not recommended

Writer provides a quick and easy way to create a master document, but the master
document is not associated with a template, so changes to styles and formatting are
more difficult to apply reliably.

Note If the subdocuments were all created with the same template and the styles
were not modified in the documents, then the styles are imported into the
master document with the subdocuments, and styles and formatting should
be correct in the master document. This method works best when these
conditions are met.

How to do it:
1) Click File > New > Master Document.

2) Use the Navigator to insert new documents or existing files into the master
document, as described in “Step 5. Insert the subdocuments into the master
document” on page 329.

Method 2. Not too complicated, but with restrictions

This technique works well if you want to use sequential page numbering throughout
the final document (not restarting at 1 at any point), and each chapter starts with a
Heading 1 on a new page. If you want to restart page numbering anywhere in the
document, use Method 3.

How to do it: Follow the instructions in the next section (Method 3. Complete
control), but do not put in the text sections between the subdocuments or try to
change the page numbering.

Method 3. Complete control

This method gives you complete control over complex documents with several page
styles or restarted page numbering. It is a bit more work to set up, but works reliably.'

How to do it: Follow these steps, in the order given. Each step is explained in detail
in the following subsections.

Step 1. Plan the project

Step 2. Create a template containing the required styles, fields, and other elements
Step 3. Create the master document and subdocuments from the same template
Step 4. Insert some information directly into the master document

Step 5. Insert the subdocuments into the master document

Step 6. Add a table of contents, bibliography, or index

1 However, the method does not work in some situations. See “Problem solving” on page
336 for details.

Chapter 13 Working with Master Documents 323



Creating a master document

Step 1. Plan the project

Although you can make changes at most steps in this process, the more you can plan
before you start, the less work you will have to do to correct any problems later.
Here are some things you need to plan:

® Parts of book or report required, and the page numbering to be used in different
parts of the book. Consider as an example a book with these parts:

Part Length Page numbering

Title (cover) page 1 page no page number
Copyright page 1 page (back of title page) no page number

Table of Contents unknown length start with 1

Preface (Foreword) 2 pages continue from ToC
Chapters 1 to 8 unknown length start with 1

Appendixes A, B unknown length continue from Chapter 8
Index unknown length continue from Appendix B

® What pages will be in the master document and what will be in the subdocuments.
The ToC and index must be in the master document. A typical arrangement would
be:

Part Location

Title (cover) page In master document
Copyright page In master document
Table of Contents In master document
Preface (Foreword) Subdocument
Chapters 1 to 8 Subdocuments
Appendixes A, B Subdocuments
Index In master document

@ Page, paragraph, character, frame, and numbering styles. See Chapter 6,
“Introduction to Styles” for instructions on how to create or modify styles. Some
styles for the example book are:

Page styles
Name Characteristics Next page style
Title page No header, footer, or page numbers;  Copyright page

layout different from other pages
Copyright page No header, footer, or page numbers;  Front matter first page
layout different from other pages
Front matter first No header; page number in footer, Front matter left page
page Roman numbers (i, ii, iii); layout
different from following pages
Front matter left Header and footer, one containing the Front matter right
page page number (Roman) page
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Name Characteristics Next page style
Front matter Margins mirrored from Front matter ~ Front matter left page
right page left page; Roman page number

First page No header; page number in footer, Left page

Arabic numbers (1, 2, 3); layout same
as Front matter first page

Left page Layout as for Front matter left page,  Right page
but Arabic page numbers

Right page Layout as for Front matter right page, Left page
but Arabic page numbers

Paragraph styles

Name Characteristics Next paragraph
style
Heading 1 18 pt, bold, 0.30” above, 0.15” after, page ~ Body text
break before
Heading 2 14 pt, bold, 0.30 “ above, 0.15” below Body text
Body text 12 pt, double space, 0.25” indent before Body text

Page break 6 pt, no space before or after, page break Body text
before

Character styles

Name Characteristics
Emphasis 12 pt, italic
Body text 12 pt

® Insert fields and AutoText entries as required. See other chapters in this book for
ideas.

Step 2. Create a template containing the required styles, fields,
and other elements

You can create your template from an existing document or template that contains
some or all of the styles you want for this document, or you can create the template
from a blank document. For more about templates, see Chapter 10, “Working with
Templates™.

If you use an existing document or template, delete all the text from it except for
fields in headers and footers before saving it as the template for this project. It will
still have all the styles you defined, even if the text is not there. You can change the
styles in the template as your project develops.

Be sure to use File > Templates > Save when creating the template.

Chapter 13 Working with Master Documents 325



Creating a master document

Step 3. Create the master document and subdocuments from
the same template

If you are starting a new project, create the master document and all the
subdocuments from the same template. Not using the same template could create
style inconsistencies that require time and effort to correct. For example, if two
subdocuments have a style with the same name that is formatted differently in each
document, the master document will use the formatting from the first subdocument
that was added. This could cause your document not to look like you expect. Using
the same template for all subdocuments saves time and frustration.

It does not matter in what order you create the master and subdocuments, and you
do not have to create all the subdocuments at the same time, when you are starting
the project. You can add new subdocuments at any time, as you need them—as long
as you always create them from the same template.

Create the master document

Follow this process to create the master document. You can use other methods, but
each method (including this one) has its drawbacks.

1) Open a new document from the template you created in Step 2, by clicking
New > Templates and Documents, then selecting the template you created.
Be sure the first page of this new document is set to the page style you want
for the first page of the final document; if it is not, change it. In our
example, the style for the first page is 7itle Page.

2) If any text or page breaks came into this document from the template, delete
the text. (Fields in headers and footers can stay.)

3) Click File > Send > Create Master Document. Save the master document
in the folder for this project, not in the templates folder. We’ll return to this
master document later. For now, you can either leave it open or close it, as
you prefer.

Create subdocuments

A subdocument is no different from any other text document. It becomes a
subdocument only when it is linked into a master document and opened from within
the master document. Some settings in the master document will override the
settings in a subdocument, but only when the document is being viewed,
manipulated, or printed through the master document.

Create a subdocument in the same way as you create any ordinary document:

1) Open a blank document based on the project template (very important) by
clicking New > Templates and Documents, then selecting the template.

2) Delete any unwanted text, and set the first page to whatever page style you
specified for the first page of a chapter.
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3) Click File > Save As. Give the document a suitable name and save it in the
folder for this project.

If you already have some of the chapters written, the files are probably not based on
the template you just created for this project. You will need to change the template
attached to the existing files. The only way to do this is:

1) Open a blank document based on the project template.

2) Copy the contents of the original document into this new document. Use
File > Paste Special to avoid copying the styles from the original
documents to the new document.

3) Apply the template styles throughout the document.

4) Click File > Save As and save the new document in the project folder under
a suitable name.

5) Rename the original chapter file so you don’t use it by mistake.

Step 4. Insert some information directly into the master
document

The instructions in steps 4 and 5 use the page numbering requirements given in Step
1. If your book has different requirements, change these instructions to suit.’

These instructions are fairly tedious, but once you have the master document set up,
you should not have to change it, and with a bit of practice setting it up goes quickly.

1) Open the master document and do the following.

» Make sure paragraph marks are showing (you can set them in Tools >
Options > OpenOffice.org Writer > Formatting Aids, or click the

Nonprinting characters icon ll).

+  Show text boundaries, table boundaries, and section boundaries (Tools
> Options > OpenOffice.org > Appearance).

2) Type the contents of the title page (or leave placeholders and fill in later).
With the insertion point in the last blank paragraph on the page, click Insert
> Manual Break. On the Insert Break dialog (Figure 324), select Page
break and the page style for the second page (Copyright page in our
example), and leave the Change page number checkbox deselected. Click
OK.

1 See “Problem solving” on page 336 for one example.
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Insert Break E|
ok
) Line break.
(%) page break
Hel
Svle

Ko opwright page

[] change page number

Figure 324. Inserting a page break between the title
page and the copyright page

3) Type the contents of the copyright page (or leave placeholders). Insert
another manual page break, this time setting the page style to Front matter
first page. Select the Change page number checkbox and choose 1 in the
box below that, as shown in Figure 325. This number 1 will show in your
document as i, because the page style is defined to use Roman numerals.

Insert Break rg|
oK
) Line break.
(%) Page break
Hel
Svle

|Front matker first page |

Y

Figure 325. Inserting a page break before the first
page of the front matter

4) Let’s assume the third page is for the Table of Contents. Leave a blank
paragraph or two on this page and insert another page break, with the next
page again set to the Front matter first page style, which we want to use for
the first page of the Preface. Because we want the page numbering for the
Preface to continue from the page numbers of the Table of Contents, do not
select the Change page number checkbox this time. Notice that the
Navigator shows one item, labeled Text.
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Step 5. Insert the subdocuments into the master document
At last we are ready to add the subdocuments.

Tip Subdocuments are inserted into a master document before whatever item
is highlighted in the Navigator. If you insert the /ast subdocument first,
and then insert the other subdocuments before the last one, they will end
up in the correct sequence without the necessity of moving them up or
down in the list.

1) Display the Navigator (click Edit > Navigator, or press F5, or click the
Navigator icon (g .

2) On the Navigator, select Text, then long-click on the Insert icon and click
File.

Navigator

IR

Index

MNew Document

Figure 326. Inserting a subdocument into a master document
using the Navigator

A standard File Open dialog appears. Select the required file (which
you created in Step 3) and click OK. This example uses six chapters
and a preface; we will load Chapter 6 first, as suggested in the Tip
above.

The inserted file is listed in the Navigator before the Text item, as
shown in Figure 327.

Navigator
2R e
T Move Up

i |

Figure 327. Navigator after inserting one subdocument

3) Because the Text section contains the title page and other material you have
already inserted, highlight it and click the Move Up icon to move it to the
top of the list.
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4) Highlight the subdocument you just inserted (Chapter 6), then long-click on
the Insert icon and click File to insert the first subdocument; in this
example, Preface. Chapter 6 remains highlighted. Repeat with Chapter 1,
Chapter 2, and so on until all the subdocuments have been added to the list.
The Navigator will now look something like Figure 328.

Navigator [x]

-2

preface.odt
chl-setup.odt
ch2-edit.odt
ch3-layout.odt
ch4-templates.odt
ch5-fields.odt

=Jch6-graphics.od

Figure 328. The Navigator showing a series of files in a
master document

5) Save the master document again. Now highlight each chapter in turn and
insert a Text section before it. When you are done, the Navigator should
look like Figure 329.

MNavigator 3]

B %l &

¥

Texk
chil-setup,odt
Texk
chz-edit, odt
Text
ch3-lawout, ode
Text
cha4-templates.odt
Text
chs-fields . odt
Text

chi-graphics.adt
Text

Figure 329. The Navigator showing a series of files
and text sections
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TIP You can define your Heading I paragraph style to start on a new page,
and thus avoid inserting manual page breaks between chapters, but this
causes a page numbering problem if you want to restart page numbering
at the beginning of Chapter 1.

To restart page numbering, you must insert a manual page break; but
because the Heading 1 style on the first page of Chapter 1 forces yet
another page break, you end up with one or more unwanted blank pages
before the first page of Chapter 1. The technique described in this
chapter avoids this problem.

6) Check whether the first page of the master document has the correct page
style. If not, change it to the correct style (7itle page in this example).

Scroll to the place where the first subdocument begins. Check whether its
page style is correct, and change it if necessary (Front matter first page in
this example).

The first subdocument (Figure 330) has a blank paragraph at the top of the
page; this was inserted as part of the manual page break. Set this paragraph
to the PageBreak style you created in Step 2.

Protected section
containing
Paragraph marker Section marker subdocument

! »

y Front matter title

Figure 330. Page break before subdocument, which is in a protected section

7) Notice that the document is in a protected section. That means you cannot
change any of the contents of this subdocument from within the master
document. (If you remove the section, the contents become part of the
master document itself; they are no longer in a subdocument. For more
about sections, refer to the online help or to Chapter 4, “Formatting Pages”.)

Scroll down until you find the beginning of Chapter 1. You will find that it is
on the same page as the end of the Preface, and there is a blank paragraph in
the text area between the two sections (the Preface and Chapter 1), as shown
in Figure 331.

Click on this blank paragraph and insert a page break, specifying the First
Page style and the page number to start at 1. Click OK.
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i

"l Section marker at end
T of previous section
g \

N Text area in master document, between sections

Section marker at /4 Chapter 1

start of next section

Setting up OOoWriter to work your wayf

Figure 331. A text area between two sections of a master document

8) Scroll to the first page of Chapter 2. You will find that it is on the same page
as the end of Chapter 1, and there is a blank paragraph in the text area
between the two chapters.

Click on this blank paragraph and insert a page break, specifying the First
Page style, but do not select the Change page number checkbox.

Repeat for all of the chapters, so that each chapter starts on a new first page.

9) Save the master document again.

Step 6. Add a table of contents, bibliography, or index

You can generate a table of contents, bibliography, or index for the book, using the
master document. You must insert these items into a text section in the master
document. For more about these document elements, see Chapter 12, “Creating
Tables of Contents, Indexes, and Bibliographies”.

Put the insertion point on the page in the first text section where the table of contents
is to go and create the table of contents.

If you do not have a Text section at the end of the master document, insert one
before the last subdocument, then move it down so it is after the last subdocument.
Now, if you have included bibliographic entries in your subdocuments, you can put
the insertion point on the page in this last text section, where the bibliography is to
go and create the bibliography.

If you have included index entries in your subdocuments, put the insertion point on
the page in the last text section where the index is to go and create the index.
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Editing a master document

After creating a master document, you may want to change its appearance or
contents.

Changing the appearance of the document

You can change the styles in the template as your project develops. Do not make
changes to styles in the master document or in any of the subdocuments—make
those changes in the template.

To update the master document (and all of the subdocuments) with changes to the
template, just open the master document. You will get two messages: first, to ask if
you want to update all links; and second, if you want to apply the changed styles.
Answer Yes to both of these messages.

Editing subdocuments

You cannot save edits made to a subdocument from within the master document.
Instead, you must open the subdocument, either by double-clicking on it in the
master document’s Navigator, or by opening it from outside the master document.
Then you can edit it just as you would edit any other document. Just one rule: if you
make any changes to the styles while editing a subdocument, you must copy those
changed styles to the template so they are available to all of the subdocuments and
to the master document.

If you change the contents of any subdocument, you need to manually update the
table of contents, bibliography, and index from within the master document.

Cross-referencing between subdocuments

The methods described earlier in this chapter are all most writers will need when
using master documents. However, some master documents do need automatically-
updating cross-references between subdocuments. This section describes how to do
this.

The process to create cross-references between subdocuments is tedious, but it
works. (An alternative is to use lan Laurenson’s OutlineCrossRef macro, available
from http://homepages.paradise.net.nz/hillview/OOo/OutlineCrossRef3.sxw.)
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Cross-referencing between subdocuments

1) First set references in each subdocument, just as you would when you are
cross-referencing within a single document. When you do this, select the
entire text you want to use as the reference, such as a a heading or figure
number. Keep a list of what you have named the reference fields, and be
sure every name is unique. One way to keep track of this information is by
putting it in a separate text file or a spreadsheet.

The field names are case-sensitive. You can check the field name by holding
the cursor over the referenced item. In our example (Figure 332), the
heading has the field name word count.

Counting all the words in a changeddocument|

|Reference: word count |trh:'

Figure 332. Finding the field name for a heading

2) Open the master document. In the Navigator (Figure 333), select a
subdocument and click the Edit icon (or right-click and choose Edit from
the pop-up menu). The subdocument opens for editing.

Edit Update

MNaviga®or

&t
chi-setup.odt
ch-edit, odt
ch3-lavout, odt
ch4-templates. odk
ch5-fields,odt

% chi-graphics, adt

Figure 333. Selecting a subdocument in the Navigator

3) In the subdocument, place the cursor where you want the cross-reference to
appear. Click Insert > Cross Reference.

4) In the Fields dialog, on the References page, select Insert Reference in the
Type list on the left hand side (Figure 334). The Selection list in the middle
column shows only the reference field names for the subdocument you are
using, so ignore that list and check the list you created manually in step 1.
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5) In the Name field in the lower right hand column, type the name of the
reference you set in the subdocument you are referring to. In our example,
the reference is in Chapter 3, and its name is word count.

Fields 3

Document (References |Functiu:uns DocInformation || Warisbles | Database

Tvpe Selection Format
Set Reference Page

Insert Reference chapter 7 title Chapter

Step create md and subdocs Reference
Figure create template Above/Below
Bookmarks fooknote Format As Page Style
footnote insert
footnote location
footnotes endnokes
insert subdocs

link to Files

masker docs

plan project
strategies

update subdocs I
xred between docs ( -,
|wnrd count] ) |
"""h_--"'
| |

[ Insert H Close H Help ]

Figure 334. Fields dialog showing manual entry of field name

6) Click Insert, type any text you want to appear between the reference and
page number (such as “on page”), and then insert another reference with the
Page format. Nothing will appear in the subdocument except tiny gray bars
indicating the fields. If you hover the mouse pointer over this field, you
should see the field name (Figure 335).

‘on page .

Figure 335. Viewing the field name

(You can turn on the display of field codes by clicking Tools > Options >
Text Document > View and selecting the Field Codes checkbox. The two
fields shown as grey lines in Figure 335 now look like Figure 336.)
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wotd count on page word cournt.

%'

Figure 336. Displaying field codes

7) After you have inserted all the cross-references required in the
subdocument, save and close it and return to the master document window.

Within the master document, navigate to the page of the subdocument on
which you inserted the cross-reference field. You should now see the text of
the cross-reference appear in the spot where you inserted it (Figure 336),
because within the master document, the subdocument can find the target of
that field reference.

Counting all the words in a changed document on page B3, v

Figure 337. Field contents showing where inserted in file

This technique also works if you open a subdocument directly in step 2 (that is, not
from within the master document) and insert a cross-reference field.

Problem solving

Some combinations of choices do not work together. This section describes some
problems and what to do about them.

Including a chapter reference in the header of the first
page

The problem

If you use the method described in “Step 5. Insert the subdocuments into the master
document” beginning on page 329 (putting a page break paragraph into the master
document between the subdocuments), and you put a cross-reference to the chapter
name and number in the header of the first page of each chapter, then the cross-
reference field on the first page will pick up the chapter name and number from the
previous chapter. This happens because with this method the first (blank) paragraph
on those pages is actually the last paragraph of the previous chapter. The example
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did not include a cross-reference to the chapter name and number in the header of
the first page, so it did not have this problem.

First page footers do not have this problem; they correctly pick up the current
chapter’s name and number.

The solution
The cure for this problem is as follows:

1) Use File > Templates > Edit to open the template used for the master
document and its subdocuments.

2) Modify the style for the chapter title (usually Heading 1) to enable a page
break before, using the page style you want for the first page of each
chapter. Save and close the template.

3) When you reopen the master document, it should ask two questions:
“Update all links?”” and “Your styles don’t match the template. Do you want
to update your files?” Be sure to answer Yes to both questions.

4) Modify the chapter title style (Heading 1) in the master document file as you
did in the template file in step 2. Save the master document.

5) Open the Navigator in Master Document view and delete the Text sections
between the chapters. Update all links.

The headers on the first page of each chapter will now display the correct chapter
name and number.

The problem with the solution—and a workaround

This solution creates another problem, if you want to restart page numbering at 1 on
the first page of the first chapter and have pages numbered sequentially through all
the chapters.

Normally you would restart numbering by specifying the starting page number when
you modify the Heading I style to start on a new page. However, if you do that, then
each chapter restarts page numbering at 1. (Sometimes this is what you want, but
often it is no’t.)

In this case, you will have to include an “offset” in the page number field—that is,
you tell OOoWriter how many pages to subtract to make the first page of the first
chapter to be page number 1. Of course, to make this work, you need to know how
many pages are in the front matter, and you may not know that until after you have
finished the entire book. If you add or delete some pages (for example, if the table of
contents grows from 4 pages to 5), you will need to adjust the offset accordingly.
Therefore, this adjustment is best made at the end of the project.
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Here is how to do it.

1) In the master document itself—not in the subdocument—place the cursor
just in front of the Page field on the first page of the first chapter. Right-
click and choose Fields from the pop-up menu.

2) In the Edit Fields dialog (Figure 338), type a negative even number (-2, —4,
etc.) in the Offset box. Click OK to save this change.

Edit Fields: Document

Tvpe Farmat
CK
p— T a..83., 33a

abc
ABC
Arabic (12 3 Help

=]

Foman (111 I1T)

( OEFSA
I
Figure 338. Using an offset to start at a different page number

3) You might need to make the same change on the second page of the first
chapter.

Including landscape pages in a portrait-oriented
master document

The problem

Master documents ignore manual page breaks in subdocuments if the manual break
specifies the following page style. Landscape pages are inserted into portrait-
oriented documents by inserting a manual page and specifying a landscape page
style (and then changing back to portrait orientation by inserting another manual
break and specifying the following page style). This technique works fine until the
document becomes a subdocument within a master document. At that point the
landscape pages become portrait pages and the page break itself is ignored.
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The solution

1) Remove the landscape pages from the subdocument and put them in a
separate document. Note that if the landscape pages are in the middle of the
original subdocument, you will end up with at least three documents: (a) the
portion of the subdocument before the landscape pages, (b) the landscape
pages themselves, and (c) the portion of the subdocument after the
landscape pages.

2) Insert documents (a) and (c) individually into the master document.
3) Then do one of the following:

+ Insert a text section into the master document itself between documents
(a) and (b). In the text section, insert a manual page break (specifying
the landscape page style), and then paste the contents of document (b)—
the landscape pages—into the master document. If necessary, insert
another manual page break (specifying one of the relevant portrait page
styles) before document (b).

or

+ Insert document (b) into the master document as a subdocument, using
the method described on page 329 to include a manual page break in a
text section before and after the landscape document.

When deciding which method to use, you need to consider the placement of headers
and footers (if any) that appear in your document. If you want portrait headers and
footers on the landscape pages, use the technique described Chapter 4, “Formatting
Pages”.

Anchoring pictures to a page

The problem

A picture (graphic) anchored “to page” in a subdocument is not displayed in the
master document although it always appears correctly in the subdocument.

Because the master document reorganizes the page flow, page numbers, and cross-
references when it collates all the subdocuments together, the absolute reference to a
page X in a subdocument is lost in the master document. The picture loses its anchor
reference and simply disappears.

The solution

To avoid this problem but keep pictures positioned precisely on a particular page,
anchor the pictures as follows:

1) Right-click on the picture and choose Picture from the pop-up menu.
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2) On the Type tab of the Picture dialog (Figure 339), set the anchor to To
character or To paragraph.

Piciure g|

Type |O|:utions || Wrap || Hyperlink, || Picture || Crop || Borders || Background || Macro |

Size Anchor
width O To page
[ relative & fops on
Height () To characke
[ relative () As character
|:| Keep ratio

Qriginal Size

Position

Horizonkal to |Paragraph area b |

|:| Mirror on even pages

[ Fallow text Flow

Figure 339. Anchoring a graphic and setting its position on a page

3) Under Position, choose suitable horizontal and vertical references to the
page.
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Chapter 14
Working with Fields

Fields are extremely useful features of Writer. They are used for data that changes in
a document, such as the current date or the total number of pages. This chapter
describes how to use a few of them.

Tip Fields have a gray background when viewed on screen, unless you have
deselected the Field shadings checkbox or changed the color of field
shadings on the Appearance page of the Options — OpenOffice.org dialog.
This gray background will not show when you print the file to hardcopy or
PDF.

To turn field shadings on or off quickly, choose View > Field Shadings or
press Control+F8.

Quick and easy field entry

You can quickly insert common fields into your document by choosing Insert >
Fields from the menu bar and selecting the required field from the list, as shown in
Figure 340.

Insert  Formak Table Tools  ‘Window  Help

Manual Break. .. l ABC. oo [
Fields v Date
Sperial Characker, ., Tirne

_ ] Page Mumber -
iectlm?" " Page Count

. Hvperlink Subject L
Header v Title

5 Fooker v Author -
Footnots,.. Other...  Chrl+F2

Figure 340: Inserting common fields
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Using document properties to hold information
that changes

The Properties dialog for any document contains spaces on the Description tab
(Figure 341) and the User Defined tab (Figure 342) for information that you might
want to include in your document, especially if it is information that might change
during the course of the project. To display this dialog, click File > Properties.

Later in this chapter, we will see how to use this information in fields. You can
return to this dialog at any time and change the information you entered. When you
do so, all of the references to that information will change wherever they appear in
the document. For example, you might need to change the contents of the Title field
from the draft title to the production title.

Properties of WorkingWithFields.odt

General |Description | User Defined | Internet | Statistics
Title Warking with Fields

Subject

Kevwords

Comments | S

Figure 341: The Description tab of the document’s Properties dialog

The User Defined tab provides four fields for you to , as required. You can change
the default names for these fields to more meaningful names. The example in Figure
342 shows that three of the defaults have been changed: Info 1 to Chapter subtitle,
Info 2 to Chapter number and Info 3 to Name of guide.

To change these field names, click the Info fields button near the bottom of the
dialog. In the small pop-up dialog (Edit Field Names, not shown here), type the field
names you want and then click OK.
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Properties of WorkingWithFields.odt

General | Description |User Defined | Internet | Statistics

1: Chapter subtitle

Z: Chapter number
14

3: Mame of guide
Writer Guide

4: Info 4

Irfa Fields. ..

[ 0K H Cancel H Help ” Reset

Figure 342: The User Defined tab of the document properties dialog

Using other fields to hold information that
changes

One way that people use fields is to hold information that is likely to change during
the course of a project. For example, the name of a manager, a product, or even your
entire company may change just before the document is due to be printed. If you
have inserted the changeable information as fields, you can change the information
in one place, and it will automatically change in all the places where that field
occurs.

Writer provides several places where you can store the information referred to by a
field. We will look at some of them here.

Seven document properties (Time, Date, Title, Subject, Author, Page Number, and
Page Count) are on the Insert > Fields menu (Figure 340). To insert one of these
fields, click on it in the menu.

Other document properties are on the Doclnformation and Document tabs of the
Fields dialog (Figure 343 and Figure 344), reached by clicking Insert > Fields >
Other.
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To insert one of these fields, select it in the Type list, then select from the Select and
Format lists if choices appear. Finally, click Insert.

Fields

Document | References | Functions |DocInformation | Yariables | Database

Tvpe Select Farmat
Camments Authar 12/31/99 -
Created Time 1213141999 'ml
Infa Date || |Dec31,99
Kevwords Dec 31, 1999
Last printed 31, Dec, 1999
Modified

Decernber 31, 1999

Revision numbier 31, December 1999
Subject Fri, Dec 31, 99
Title T

Fri 31/Dec 99

Fri, December 31, 1999

Fridaw, December 31, 1999
12-31

oo-12-31

1990-12-31

12/99

Dec 31 |
December sl

Total editing kime

I Eixed content

I Insert H Close H Help

Figure 343: Inserting a Date Modified field using the Doclnformation tab of the Fields
dialog

Fields
Document | References | Functions | DocInformation | Mariables | Database

Type Farmat

Authar File name

Chapter File narne without extension

Date Path

Fil= name Path/File name

Page

Sender

Statistics

Templates

Time

Figure 344: Inserting a File name field using the Document tab of the Fields dialog

Some of these items are picked up from the User Data page of the Options dialog,
so make sure the information on that page is correct.
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Tip

Although these fields are often used to hold information that changes, you
can make the content unchangeable by selecting the Fixed content
checkbox (visible in Figure 343) when inserting the field. If necessary, you
can come back to this dialog later and deselect this checkbox to make the
field variable again.

Using AutoText to insert often-used fields

If you use the same fields often, you will want a quick and easy way to insert them.
Use AutoText for this purpose. To define an AutoText entry for a field:

1)
2)
3)

4)

Insert a field into your document, as described previously.
Select the field, and then click Edit > AutoText (or press Ctrl+F3).

On the AutoText dialog (Figure 345), choose the group where this new entry
will be stored (in this example, it is going into My AutoText), type a name
for the entry, and change the suggested shortcut if you wish.

Click the AutoText button, and click New to have the entry inserted as a
field. Do not choose New (text only) or the AutoText entry will be plain
text, not a field. Click Close to close the AutoText dialog.

5) Now whenever you want to insert this field at the cursor position, type the
shortcut, and then press F3.
AutoText
[] Display remainder of name as suggestion while typing 1
Mame sample Shorkcut |5
Business Cards, Work (3 ¥2 x 2) |~

My
onl

Standard

Save links relative ko
[ Eile system [ nternet [ Show preview

AutoText
by For Templates ButoText! =

New
Mew (kext only)

Import...

Figure 345: Creating a new AutoText entry
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Defining your own numbering sequences

You may want to define your own numbering sequences to use in situations where
you do not always want the number at the start of the paragraph or where you want
more control than the built-in numbering choices give you.

This topic describes how to create and use a numbering sequence, using a “number
range variable” field.

Create a number range variable
To create a number range variable using Arabic (1, 2, 3) numbers:
1) Place the insertion point in a blank paragraph in your document.

2) Click Insert > Fields > Other and select the Variables tab (Figure 346).

Fields

Document | References || Functions | DocInformation |Yariables |Database

Type Selection Eormat

Set wariable Drawing ABC

Shiow wariable Tlustration abc

DDE field Table AL AL ARG
Insert Formula Text 3., 83 ., a3a
Input Field Roman {1 I IIT)
Murmber range Raoman i ii i)
Set page wariable Arabic (1 2 3)
Shiow page variable

IJser Field

Mumbering by chapter

Level Mone hd

Mame Yalue

Step

Insert ][ Close H Help

Figure 346: Defining a number range variable

3) Inthe Type list, select Number Range. In the Format list, select Arabic
(1 2 3). Type whatever you want in the Name field. (I have used Step in this
example.)
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5)

6)

7)

Defining your own numbering sequences

Click Insert. The name of the variable (Step) now appears in the Selection
list, and a number field (showing 1) appears at the insertion point in your
document. The Fields dialog remains open, so you may need to move it out
of the way to see the field in the document.

Hover the mouse pointer over this number field and you will see the field
code of Step = Step+1. If you click several more times on the Insert button
in the Fields dialog, the numbers 2, 3, 4, and so on will appear in the
document.

Now you want to create another field, to restart the Step sequence at 1, so
you can use the same sequence name more than once in your document (for
example, to begin each set of instructions).

To create this new field, open the Fields dialog to the Variables tab. Make
sure the variable name Step appears in the Name box. In the Value box, type
Step=1, as shown in Figure 347. Click Insert. Now hover the mouse pointer
over the new field in your document and you will see the field code of Step
= Step=1.

Fields

Tvpe

DDE

Docurent | References | Functions | DocInformation |[Wariables |Database

Set variable Cirawing ABC
Show variable Tlustration abc

Insert Formula Table a., a3, aaa
Input Field Texk Rarnan (I 11 11T}
Mumber range Fearnan £ i i)
Sek page variable Arahic (1 2 3)
show page wariable

User Field

Mame Walue

Step Step=1]

Selection Formak

Field Step A AR AAR

Mumbering by chapter

Level Mone b

Insert l[ Close ][ Help

Figure 3

47: Defining a field to restart a number range variable
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Use AutoText to insert a number range field

You certainly do not want to go through all of that every time you want to put in a
step number. Instead, create two AutoText entries, one for the Step = Step=1 field
(call it Step1, for example) and one for the Step = Step+1 field (StepNext). See
“Using AutoText to insert often-used fields” on page 345.

You can create similar fields for substeps or other sequences that you want to be
numbered with letters (a, b, ¢), Roman numerals (i, ii, iii), or some other sequence.
In the Fields dialog, choose the required format in the Format list when creating the
field codes.

Tip If a user-defined variable is not in use in the document, the il icon next
to the Value box is active. You can delete the variable by clicking this icon.
To remove a variable that is used in the current document, first delete from
the document all fields using that variable, and then remove the variable
from the list.

Using automatic cross-references

If you type in references to other parts of the document, those references can easily
get out of date if you reword a heading, add or remove figures, or reorganize topics.
Replace any typed cross-references with automatic ones and, when you update
fields, all the references will update automatically to show the current wording or
page numbers. The References tab of the Fields dialog (Figure 348) lists some items,
such as bookmarks, figures, tables, and user-defined number range variables. Other
items that you might expect to be listed, such as headings, are not shown.

Fields
Docurment |References | Functions || DocInformation | Variables | Database
Tvpe Selection Formak
Set Reference Figure 1 Page
Insert Reference Figure 10 Chapter
Figure | |Figure 11 Reference
Step Figure 12 above/Below
Eookmarks Figure 13 As Page Style
Figure 14 Category and Mumber
Figure 15 Capkion Text
Figure 16 Mumbering
Figure 17
Figure 158
Figure 2

Figure 348: The References tab of the Fields dialog
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Prepare items as targets for cross-referencing

Before you can insert a cross-reference to anything that is not automatically shown
on the References tab, such as a heading, you must prepare or “set” that heading as
an item to be referenced. To do this, you can either use bookmarks or set references.

Using bookmarks

Bookmarks are listed in the Navigator and can be accessed directly from there with
a single mouse click. In HTML documents, bookmarks are converted to anchors that
you can jump to via hyperlink.

1) Select the text you want to bookmark. Click Insert > Bookmark.

2) On the Insert Bookmark dialog (Figure 349), the larger box lists any
previously defined bookmarks. Type a name for this bookmark in the top
box. Click OK.

L o

Insert Bookmark
Bookmarks
(84

insertpagenum

usedocproperties Cancel

Figure 349: Inserting a bookmark

Setting references
1) Click Insert > Cross Reference.

2) On the References tab of the Fields dialog (Figure 350), click Set Reference
in the Type list. The Selection list shows any references that have been
defined.

You can leave this page open while you set many headings as references.

3) Click in the document and highlight the text of the first heading to be used
as a target for a cross-reference. Click on the Fields dialog. The text of the
heading will appear in the Value box in the lower right of the dialog. In the
Name box, type some text by which you can identify this heading.

4) Click Insert. The text you typed in the Name box now appears in the
Selection list.
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5) Repeat steps 3 and 4 as often as required.

Fields

Document. |References |Functions | DocInformation || Variables || Database

Tvpe Selection

Set Reference apply condition ~
Insert Reference auko x-ref ml
Figure change value

Skep choose tvpes of cc
Bookmarks convert to ket

create number range war
create variable

define number seq
develop conditional conker
fields For ch numbers
headers footers

insert number range field

insert x-ref

keyboard shortouts MName

lock unlock.

plan cc LI |Setting references

prepare For x-ref

tricks for working with Figlc
use aukokesxt *| |3etting references

I Insert H Close ” Help

Figure 350: Setting text to be used as a target for a cross-reference

Insert cross-references
To insert a cross-reference to a heading or other text:

1) In your document, place the cursor where you want the cross-reference to
appear.

2) If the Fields dialog is not open, click Insert > Cross Reference. On the
References tab of the Fields dialog (Figure 351), in the Tjpe list, click
Insert Reference or Bookmarks (depending on how you set your
references).

You can leave this page open while you insert many cross-references.

3) Click on the required item in the Selection list, which shows the bookmarks
or references that have been defined. In the Format list, choose the type of
reference required. Usually this will be Reference (to insert the full text of
the reference or bookmark) or Page (to insert the number of the page the
referenced or bookmarked text is on). Click Insert.
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Fields

w

Document |References | Funchions | DocInformation | Yariables | Database

Tvpe Selection Farmat

Set Reference apply condition A |Page

Insert Reference auto x-ref | |Chapter
Figure change value Reference
Step choose bypes of oo AbovelBelow
Bookrmarks corvert ko kext As Page Style

create number range war

create variable

define number seq

develop conditional conter

fields For ch numbers

headers footers

insert number range field

insert x-ref

keyboard shorbcuts Mame
lock unlock,

plan cc . create variable
prepare for x-ref

tricks For working with Figlc

use aukbakext hdl

I Insert H Close H Help

Figure 351: Inserting a cross-reference to a heading

To insert a cross-reference to an item (such as a figure caption) that you have
previously inserted into the document as a numbering-sequence field:

1)

2)

3)

4)

In your document, place the cursor where you want the cross-reference to
appear. If the Fields dialog is not already open, click Insert > Cross-
reference.

On the References tab of the Fields dialog (Figure 348), select Figure in the
Type list.

Click on the required item in the Selection list, which shows the list of
figures that have previously been inserted into the document. The Format
list shows different choices from those given for headings. Choose the type
of reference required. Usually this will be Category and Number (to insert
the word “Figure” and its number), Reference (to insert the word “Figure”
with its number and the full text of the caption), or Page (to insert the
number of the page the figure is on).

Click Insert.
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Using fields in headers and footers

You can insert fields into headers or footers, using techniques described earlier in
this chapter:

» To insert a page number, document title, author, creation date and time, current
date and time, or total page count field, use document properties (see page 342).

* You can insert a cross-reference to a bookmark or a set reference.

» If you have used Heading 1 for your chapter titles, you can use a document field
to insert the current chapter title, so it changes from one chapter to the next. See
Figure 352, which calls chapter titles “names”. If you have used outline

numbering on your Heading I, you can choose whether to include these numbers
in the field.

* You can insert cross-references to other heading levels by specifying a value in
the Layer box in the lower right of the Document tab of the Fields dialog (Figure
352). That is, Layer 1 = Heading 1, Layer 2 = Heading 2, and so on.

A cross-reference field in the header of a page picks up the first heading of that
level on the page, and a field in the footer picks up the /ast heading of that level.

Fields
Document | References | Functions | DocInformation | Varisbles | Database
Tvpe Farmak
Author Chapter name
Chapter Chapter number
Date Chapter number and name
File name Chapter number without separatc
Page
Sender
Skatistics
Templates
Tirme
< >
Lavyer
1 5
Insert H Close H Help

Figure 352: Inserting the current chapter name and number into your document
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* To include the chapter number with the page number, position the cursor just
before the Page field you inserted. Click Insert > Fields > Other. On the
Document tab of the Fields dialog, select Chapter in the 7ype column and
Chapter number without separator in the Format column. Click Insert.

Go to the header or footer where you inserted this field, type the character you
want to appear between the chapter number and the page number—for example, a
period or a dash.

The table of contents will not automatically pick up these chapter numbers, so
you will need to make a change in the Indexes and Tables menu item, as
described in the chapter titled “Creating Tables of Contents, Indexes, and
Bibliographies”.

* You can add a page count to the footer—for example “Page 9 of 12”. Type the
word “Page” and a space in front of the Page field. Type a space, the word “of”,
and a space after the Page field. Then click Insert > Fields > Page Count.

Using fields instead of outline numbering for
chapter numbers

The technique in “Using fields in headers and footers” on page 352, combined with
outline-numbered chapter headings (described in Chapter 7, “Working with Styles”),
works well when you want the field to show information for the current chapter. But
what if you want to use a cross-reference to refer to a different chapter? You cannot
bookmark or set a reference to the chapter number part of a heading created using
outline numbering.

Tip If you use this technique, some other features will not work because
Writer does not recognize the field as chapter numbers. For example, you
will not be able to include chapter numbers with the page numbers in
headers or footers, or the table of contents, using the technique described
in “Using fields in headers and footers” on page 352.

To have chapter numbers that update automatically and can be used in cross-
referencing, use a number range field.

1) Define your number range variable, as described in “Defining your own
numbering sequences” on page 346. I have called this variable Chapter.

2) To insert the field into your Heading 1, type Chapter <space>. Click Insert
> Fields > Other. On the Variables tab, pick Number range, Chapter,
Arabic (1 2 3). Click Insert. You will need to do this manually for each
Heading 1.
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)

3) Select the entire text of the first Heading 1, including the word “Chapter’
and the chapter number, and set a reference to it.

4) You can now insert a cross-reference to this heading anywhere in your
document.

Tip You can also use this technique for easier management of appendix
numbering. Keep your appendix headings in the Heading I style, define a
separate number range sequence for appendix numbers (choosing “A,B,C”
for the number format), and type Appendix <space> <insert appendix
number field> in the Heading 1 paragraph. You can then use the same
page styles for chapters and appendixes, and the same field in the header
or footer of chapters and appendixes.

Tricks for working with fields

Keyboard shortcuts for fields
Here are some handy keyboard shortcuts to use when working with fields:

Ctri+F2 Open the Fields dialog.
Ctrl+F8 Field shadings on/off.
Ctrl+F9 Show/hide field names.
F9 Update fields.

Fixing the contents of fields

You can specify Fixed content for many items on the Document and
DoclInformation tabs so the field contents do not update. For example, you might
use a field to insert the creation date of a document, and you would not want that
date to change. In another place you might use a date field to show the current date,
which you do want to change; in that case, deselect Fixed content when you insert
the field.

Converting fields into text

Writer does not provide any easy way to convert field contents into text. To do this,
you need to copy the field contents and paste them back as unformatted text. This is
not a very good solution if you have hundreds of fields that you want to change, but
you could use a macro to automate the process.
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Developing conditional content

Conditional content is text and graphics that are included or excluded depending on
a condition you specify.

A simple example is a reminder letter for an overdue account. The first and second
reminders might have a subject line of “Reminder Notice”, but the third reminder
letter might have the subject “Final Notice” and a different final paragraph.

A more complex example is a software manual for a product that comes in two
versions, Pro and Lite. Both product versions have much in common, but the Pro
version includes some features that are not in the Lite version. If you use conditional
content, you can maintain one file containing information for both versions and print
(or create online help) customized for each version. You do not have to maintain two
sets of the information that is the same for both versions, so you will not forget to
update both versions when something changes.

Choose the types of conditional content to use

This section describes several Writer features that can help you design and maintain
conditional content. You can use one or any combination of these features in the
same document.

Conditional text

With conditional text, you can have two alternative texts (a word, phrase, or
sentence). One text will be displayed and printed if the condition you specify is met,
and the other will be displayed and printed if the condition is not met. You cannot
include graphics or edit the text except in the field dialog (not in the body of the
document). You also cannot format part of the text (for example, bolding one word
but not the others), but you can format the field to affect all of the field contents (for
example, bolding all of the words). You cannot include a cross-reference or other
field in the text.

Hidden text

With hidden text (a word, phrase, or sentence), you have only two choices: show or
hide. If the condition you specify is met, the text is hidden; if the condition is not
met, the text is displayed. The disadvantages are the same as for conditional text:
you cannot include graphics, edit the text in the body of the document, format part
of the text, or include a field.

Hidden paragraphs

Hidden paragraphs are like hidden text, but include entire paragraphs. A blank
paragraph can also be hidden—for example, if a database field has no content for
the current record. This is very useful when merging an address into a letter: if you
allow two lines for the street address and the database record uses only one line, you
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can prevent the blank line from appearing in your document. The disadvantages are
the same as for conditional text and hidden text.

Hidden sections

Hidden sections are often the most useful choice, because you can include graphics,
edit the text in the body of the document, format any part of the text, and include
fields. A section cannot contain less than a paragraph, so you cannot use this method
for single words or phrases. The contents of a hidden section behave just like the
contents of any other part of the document, but you can specify a condition under
which the section is not displayed or printed. You can also choose to display the
section but not print it. Finally, you can password-protect a section.

Plan your conditional content

Conditions are what programmers call logical expressions. You must formulate a
logical expression for each condition, since a condition is always either true (met) or
false (not met). You can use the same condition in many places in your document,
for different types of conditional content.

To make conditional content work, you need to:
1) Choose or define a variable.

2) Define a logical expression (condition) involving the selected variable.

Choose or define a variable
You can use the following variables in your condition:
» User-defined variables

+ Predefined OpenOffice.org variables, which use statistical values from the
document properties

+ User data
» Database field contents—for example from your address book

You cannot use internal variables (for example, page number or chapter name) to
formulate conditions.

Define a logical expression (condition) involving the selected
variable

The condition compares a specified fixed value with the contents of a variable or
database field.

To formulate a condition, use the same elements as you would to create a formula:
operators, mathematical and statistical functions, number formats, variables, and
constants. The possible operators are given in the online help; look in the index
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under “operators: in formulas”. You can define quite complex expressions, but in
most cases a simple condition will do the job.

Create the variable

To create your variable, click Insert > Fields > Other. You can use choices found
on the Doclnformation, Variables, and Database tabs.

DocInformation field

“Using document properties to hold information that changes” on page 342
described how to set up a user-defined document property. You can use that
document property as the variable in your condition statement, or you can create
another document property field specifically for conditions.

User-defined variable field
To set up a variable or user field:

1) Place the cursor where you want the field to be inserted.

2) On the Fields dialog, select the Variables tab (Figure 353).

i -
Fields
Cocument | References || Functions | Doclnformation  |Wariables | Database
Tvpe Selection Eormat
Set variable ProLite Text
Show wariable General
DDE Field -1234
Insert Formula -1234.12
Input Field -1,234
Murmber range -1,234.12
Set page variable Additional formats. ..
Show page variable
User Field

Marme Walue

ProLite Lite

Insert H Close ][ Help

Figure 353: Defining a variable to use with conditional content
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3) Select Set variable in the Type list and Text in the Format list. Type a name
for the variable in the Name box, and a value in the Value box. I have
chosen “ProLite” for the name (to remind me that this variable is related to
the two product versions), and I set the value as “Lite” because I can
remember “If it is the Lite version, then this text should be hidden.”

4) Select Invisible so the field does not show in the document. Click Insert,
then click Close.

5) A small gray mark should be visible where you inserted the field. Hover the
mouse pointer over this mark and you will see the field formula ProLite =
Lite. We will come back to this field later.

Tips  Because the gray mark is so small, you may have trouble finding it again,
especially if you have other fields in the document. You may prefer to leave
the variable field visible while you work, and change it to invisible just
before you create final copy.

At any time, you can place the insertion point just before the field and click
Edit > Fields or right-click the field, and then click Fields on the pop-up
menu. On the Edit Fields dialog (Figure 357), select or deselect the
Invisible checkbox.

Apply the condition to the content

Now that you have defined the variable, you can use it in a condition statement. This
topic describes some of the possibilities.

Conditional text

First, let us set up some conditional text that will insert the words “Great Product
Lite” into the Lite version and “Great Product Pro” into the Pro version of the
manual. You would use this field whenever you want to mention the name of the
product.

1) Place the cursor where you want one of these phrases to appear. (You can
move or delete it later, if you wish.)

2) Open the Fields dialog by clicking Insert > Fields > Other, select the
Functions tab, and select Conditional text in the Type list.

3) As shown in Figure 354, type ProLite EQ "Lite" in the Condition box,
Great Product Lite in the Then box, and Great Product Pro in the Else
box.

Note These fields are case-sensitive, and quotation marks are required around
a text value such as Lite.
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-,

Fields

Document | References |Functions | DocInformation | Wariables | Database

Type Condition
Conditional text ProLite EC "Like"
Input lisk

Input field Then

Execube macro reat Product Lite
Placeholder

Combine characters Elge

Hidden text Great Product Pro|

Hidden Paragraph

Figure 354: Inserting conditional text

4) Click Insert to insert the field, then click Close. You should see Great
Product Lite in your text.

Tip  If you want to insert this field into your text in many places (as you
probably would for a product name), create an AutoText entry for it. See
“Using AutoText to insert often-used fields” on page 345 for instructions.

Hidden text

You might use hidden text text for words or short phrases that describe features of
Great Product Pro that are not found in the Lite version. You can reuse the same
field in several places in your document—for example, by copying and pasting it.

To create a hidden text field:
1) Click Insert > Fields > Other and select the Functions tab.

2) Select Hidden text in the 7ype list, as shown in Figure 355.

Fields
Document | References |Functions | Doclnformation | Variables | Database
Tvpe Condition
Conditional text ProLite ECQ "Lite"
Input list
Input field Hidden text
Execute macro , and six color choices
Placehalder
Combine characters
Hidden text
Hidden Paraagraph

Figure 355: Creating a condition for hidden text
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3) Type ProLite EQ "Lite" in the Condition box, and type the required text in
the Hidden text box. Remember, this is the text that is hidden if the
condition is true.

4) Click Insert to create and insert the field.

Hidden sections
A conditional section is hidden if the condition is true. To create a conditional
section:

1) Select the text that you want to be included in the conditional section. (You
can edit this text later, just as you can edit any other text.)

2) Click Insert > Section. On the Insert Section dialog (Figure 356), select the
Hide checkbox and enter the condition in the With condition box. You can
also give the section a name, if you wish. Click Insert to insert the section
into your document.

To show the hidden section so you can edit it:
1) Click Format > Sections.
2) On the Edit Sections dialog, select the section from the list.

3) Deselect the Hide checkbox, and then click OK. You can now edit the
contents of the section. Afterwards, you can click Format > Sections again
and select the Hide checkbox to hide the section again.

g ™y
Insert Section
Section | Columns | Indents | Background | Footnotes/Endnotes

Mew section Link.
Extra Features [ Link

\Write protection
|:| Protect

Hide
Hide

‘with Condition ProLite EQ "Lite"

Figure 356: Creating a section to be hidden when a specified condition is met
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To make the hidden section a normal part of the document (that is, to remove the
section markers, but not the contents of the section):

1) Show the hidden section, as described above.
2) On the Edit Sections dialog, select the section from the list.

3) Click Remove. The contents of the section are now a normal part of the
document.

Change the value of the variable
1) Find the variable field you created in “Create the variable” on page 357.

2) Click once just in front of this field, then right-click and click Fields on the
pop-up menu.

3) On the Edit Fields: Variables dialog (Figure 357), change the value of the
variable to Pro.

4) If you have set fields to update automatically, all of the conditional and
hidden text that uses this variable as a condition will change.

Edit Fields: Variables
Tvpe Selection Format
Sek variable ProLite General
-1234.12
e
-1,234.12 Help

additional formats..,

[ trevisible
Yalue
ProLite Pro
Figure 357: Changing the value of the variable
Tip To turn on automatic updating of fields, click Tools > Options >
OpenOffice.org Writer > General, and select Fields under Update:

Automatically.
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Using placeholder fields

A placeholder field prompts you to enter something (text, a table, a frame, a graphic,
or an object).

To insert a placeholder field into a document:

1) On the Functions tab of the Fields dialog, select Placeholder in the Type
column, and select what the placeholder is for in the Format column.

2) Inthe Placeholder box, type the text that you want to appear in the
placeholder field.

3) In the Reference box, type the text that you want to display as a help tip
when you rest the mouse pointer over the field.

Figure 358 shows the results of inserting a placeholder field for a graphic.

i i
Fields
Document | References |Functions | DocInformation | Yariables | Database
=Loco>
Twpe Format Placeholder
& Conditional ket Texk Logo
[neeiilagn hET—el Tniput lisk Tatle
Triput figld Frame Reference
Execute macra Graphics Tnsert logo here
Placeholder Chject
Combine characters
Hidden text
Hidden Paragraph

Figure 358: Inserting a placeholder field

Because the <Logo> field is a graphics placeholder, when you click on the field in
the document, the Insert Picture dialog opens, prompting you to select a graphic
(picture). When you select a picture and click Open, the picture replaces the field in
the document.

Similarly, clicking on a table placeholder field opens the Insert Table dialog,
clicking on a frame placeholder field opens the Frame properties dialog, and
clicking on an object placeholder field open the Insert OLE Object dialog. The text
placeholder field is different: you simply click on it and type some text in the
Placeholder box, which replaces the field.
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Chapter 15
Using Forms in Writer

This chapter covers the use of forms within Writer documents. Most of the
information here also applies to forms in other OpenOffice.org components, but
there are some differences.

The chapter presents information on using forms in four main sections: setting up a
basic form, an example for creating a form, linking a form to a data source and
finally some advanced techniques.

OpenOffice.org forms cover a lot of ground and not everything is included here.
Notable omissions are using forms in HTML documents and writing macros to link
to form controls.

When to use forms

A standard text document displays information: a letter, report or brochure, for
example. Typically the reader may edit everything or nothing in any way. A form has
sections that are not to be edited, and other sections that are designed for the reader
to make changes. For example, a questionnaire has an introduction and questions
(which do not change) and spaces for the reader to enter answers.

OpenOffice.org offers several ways to fill information into a form, including
checkboxes, option buttons, text boxes, pull-down lists and spinners.

Forms are used in three ways:

» To create a simple document for the recipient to complete, such as a
questionnaire sent out to a group of people who fill it in and return it.

» To link into a database or data source and allow the user to enter
information. Someone taking orders might enter the information for each
order into a database using a form.

« To view information held in a database or data source. A librarian might call
up information about books.
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When to use forms

Using forms to access a database offers a fast and easy way to build up complex
graphical front ends. Your form can include not only the fields that link up to the
data source but also text, graphics, tables, drawings and other elements.

Alternatives to using forms in Writer

In OpenOffice.org version 1.x, forms were the only way to access a data source. In
version 2.0 the Base component provides an alternative way of achieving this. There
are a lot of similarities between forms in Base and Writer, but it may be that one is
better for a particular task than the other. Base is appropriate only if the form
accesses a data source; you would not use it for simple forms.

. 0002.0 now includes Base—the database component. You can
New in 2.0 .
create databases and forms in Base.

Most other OpenOffice.org components—Calc, Impress and Draw—also support
forms in almost exactly the same way as Writer does.

Creating a simple form

This section explains how to create a simple form without any links to a data source
or database and without advanced customization.

Create a document

There is nothing special to be done when creating a document to use as a form.
Create a new Writer document with File > New > Text document.

Form toolbars

Two toolbars control form creation: Form Controls and Form Design. Select View >
Toolbars > Form Controls and View > Toolbars > Form Design to show them
both. See “Form controls reference” on page 368 for a summary of the tools on
these toolbars.

TIP The Form Design toolbar can also be launched from the Form Controls
toolbar. Some of the less commonly used controls are on a third toolbar
—More Controls—also launched from the Form Controls toolbar.
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Form Controls v X

s (4] R i
E:'HBC

kore Controls v X Form Design v X

1 4mEA0 by [ig] B 2
123 b [ S EEH

Figure 359: The three form design toolbars

The Form Controls toolbar has a button for each of the most commonly used types
of control.

Note In OpenOffice.org form controls are the text boxes, list boxes, option
buttons, push buttons and other items that can be placed in forms.

Design Mode

When creating a form, you will want to check that all the parts of the form work
correctly. If design mode is off, the form behaves as it would for the end user.
Buttons can be pressed, checkboxes checked and list items selected. If design mode
is on, clicking on a control item selects it for editing.

Click the Design Mode button |@ on the Form Controls toolbar to turn design

mode on and off.

TIP If the Design Mode button is not available, click on the Select button.
This activates most of the tools on the three toolbars.

Insert form controls

1) To insert a form control into the document, click to select the control. The
|

. . LT
mouse pointer changes to look like this: &

2) Click in the document where you want the control to appear. (You can move
it later.)

3) Holding the left mouse button down, drag the control to size it.
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4) The control button remains active, so you can insert several controls of the
same type without needing to go back to the toolbar.

5) To change to another tool, click its icon on the toolbar.

To stop inserting controls, click on the Select button [:E on the Form
Controls toolbar, or click on any of the controls you have just inserted. The
mouse pointer changes back to its normal appearance.

TIP Holding down Shift when creating a form control makes the control
square. If you press Shift when resizing an existing control, its
proportions are kept the same.

Note When you insert a group box, list box or combo box, a wizard is
launched to guide you through the setup. If you prefer not to run the

wizard, click the Wizards On/Off button on the Form Controls

toolbar.

Configure controls

Having inserted the controls, you need to configure them to look and behave as you
want. Right click on a form control within your document and select Control from
the pop-up menu.

The Form Control dialog (Figure 360) has three tabs: General, Data and Events. For
simple forms, only the General tab is of any interest. On this tab you can set the look
and feel of the control.

Some controls have other useful options:

+ Some controls have visible labels, such as Push Button and Option Button.
The label text can be set.

» The List Box contains a list of options to choose from. Set these in the List
entries box.

TIP Double-clicking on a control also brings up the Control Properties
dialog.
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Creating a simple form

|

EE

| «

KIQIEREN(K

MAME . ComhoBox
Label Field......ccoooiees

bax. text length.. a

Enabled. ... Ves
Read-0nly.......cooooereen. Mo

T es
Tabstop. e, s

Tab arder............ 0

List entries. ..o

Default test.....

| 4

Figure 360: Control Properties dialog

Usi

ng the form

To use the form, leave design mode by clicking the Design Mode On/Off button

]

A typical way to use a form is:

2) You send the form to others (for example, by email).
3) They fill in the form, save it and send it back to you.

4) You open the form and see what their answers are.

1) You design the form, then save it when you are happy with it.

TIP By using a data source, or setting a form to update over the web, you can
automatically gather data. However, both of those are more complex and

you might prefer to keep things simple.
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Form controls reference

Form Control toolbar

y
b7

on/off

Select

o

Control

Form

A Fl

-]
m
=

Text Box

_il

)

:'

= List Box

Design mode

Check Box

Formatted Field

Push Button

Option Button

Select a form control to perform some other
action on it.

Toggle between design mode on (to edit forms)
and design mode off (to use forms).

Launch form control properties dialog. This
dialog can be kept open as different controls are
selected.

Launch form properties dialog, controlling
properties for the form as a whole, such as which
data source it connects to.

A box that can be selected or deselected on the
form. You can label the box.

Control to create a box into which the form user
can type any text.

Control allowing numeric formatting options. For
example, you can set maximum and minimum
values for the number entered, or the number type
(decimal places, scientific, currency).

Creates a button that can be linked to a macro.
The label is the name that appears on the button.

Creates an option or radio button. When multiple
buttons are grouped together, only one can be
selected at a time. The easiest way to group
multiple buttons is to use the Group Box button
on the More Controls toolbar, with wizards
enabled.

Creates a list of options, as a pull-down menu,
that the user can choose from. If wizards are on,
creating a list box launches the List Box Wizard.
This wizard is only useful if your form is linked to
a data source.

If not linked to a data source, turn wizards off and
create an empty list box. Then click the Control
button and, in the List Entries option on the
General tab, enter the options you want to appear
on the list.

368

Chapter 15 Using Forms in Writer




=
HE

Combo Box

AEC
Label Field

s _|

*__Wizards On/Off

More Controls

Form Design

Creating a simple form

Form Control toolbar

As with a List Box, you set up a list of choices. In
addition a panel at the top either displays the
choice made or allows the form user to type in
something else. Otherwise this works the same
as the List Box.

A text label. The difference between this and just
typing on the page is that, as a control, you can
link a label field to macros so, for example,
something happens when the mouse passes over it
or clicks on it.

Launch the More Controls toolbar.

Launch the Form Design toolbar (which can also
be opened with View > Toolbars > Form
Design).

Some form controls (List Box and Combo Box)
have optional wizards. If you do not want the
wizard to launch when you create one of these
controls, use the Wizards On/Off button to switch
wizards off.

More Controls
toolbar

|
=l Spin Button

:'

= Scrollbar

LN

Image Button

A spin button allows form users to choose a
number by cycling through the numbers. Specify
maximum, minimum, default and the step
between numbers.

This control is not commonly used in Writer, as
the number is not displayed. In Calc, however, a
Data tab appears on the Control Properties dialog,
allowing you to link the spin button to a cell.

Creates a scrollbar, with a number of options to
define the exact appearance.

This control is not commonly used in Writer. In
Calc, a Data tab appears on the Control Properties
dialog, allowing you to link the scroll bar to a
cell.

Behaves exactly like a push button, but displays
as an image. Choose the image in the Graphics
option on the General tab in the Control
Properties dialog.
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More Controls
toolbar

L+

|
=" Image Control

=]

Date Field

Time Field

= O

File Selection

123

Numeric Field

Currency Field

Pattern Field

- Group Box

Only useful when the form is connected to a data
source and a field in the data source exists that
can hold images. You can add new images to the
database or retrieve and display images from it.

Holds a date. Configure the earliest and latest
dates the field will accept, the default date and the
date format. You can add a spinner.

Works like a date field, specifying a time.

Allows a user to select a file, either by typing the
path and name directly or by clicking on a
Browse button and choosing the file from a
dialog.

Displays a number. Specify formatting,
maximum, minimum and default values. You can
add a spinner.

Works like a numeric field; additionally you can
add a currency symbol.

Pattern fields are useful when the form links into
a data source. Specify an Edit Mask to restrict
what a user can enter into the field. Specify a
Literal Mask to restrict which data is displayed
from the data source.

The group box control has two different uses
depending on whether wizards are on or off.

If wizards are on, creating a group box launches
the Group Element wizard. This creates a group
of option buttons (in which only one may be
selected at a time). In most cases, using a group
box is the best way to create a set of option
buttons.

If wizards are off, a group box is simply a visual
box to group together different controls. It has no
effect on the way the controls operate.
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Creating a simple form

More Controls

toolbar

! Table Control is only useful with a data source. If
——~ Table Control no data source is specified, you will be prompted
to choose one in the Table Element Wizard.

You then pick the fields to display and, when
design mode is off, the data appears in the table.
The table also includes controls to step through
the records.

Records can be added, deleted and modified in
the table.

A navigation bar is the same as the Form
Navigation Bar Navigation toolbar (View > Toolbars > Form
Navigation), but can be placed anywhere in the
document and be resized.

*H|

Form Design toolbar

Select a form control to perform an action on it.

Select
M Toggle between design mode on (to edit forms)
ol . and design mode off (to use forms).
Design mode
on/off
= J'T_; Launch form control properties dialog. This
Control dialog can be kept open as different controls are
selected.
m Launch form properties dialog, controlling
B properties for the form as a whole, such as which
data source it connects to.
The Form Navigator is a nice utility, displaying
@ all the forms and controls in the current

Form Navigator document, allowing you to edit and delete them

casily.

If you use the Form Navigator, it's a good idea to
give your controls names (in the properties
dialog). The name appears in the navigator so, for
example, if you have ten text boxes, you can tell
which is which.

] Add Field is only useful if you have specified a

=== . data source for the form. If no data source is
Add Field .

specified, an empty box opens.

If you have specified a data source, Add Field
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(7
Activation Order

P2

Mode

Open in Design

;
Automatic Control
Focus

Position and Size

b

Change Anchor

O+

Alignment

Display Grid

: Snap to Grid

=
Guides when
Moving

Form Design toolbar

opens a list of all the fields in the specified table,
which you can then drag and drop onto the page.
The fields are placed on the page with the name
of the field before them.

This is a quick and easy way to create a form
from a data source.

Allows you to specify the order in which focus
shifts between controls. You can test the order by
leaving design mode and using 7ab to switch
between the controls.

Open the current form in design mode (to edit the
form rather than entering data into it).

If activated, focus is set to the first form control.

Launches the Position and Size dialog, allowing
you to specify both by typing in precise values,
rather than dragging the control. You can also
lock the size or position, so they don't get
changed accidentally. For some controls, you can
rotate and set the slant and corner radius.

Just as with a frame, any form control can be
anchored to page, paragraph or character and also
anchored as a character (meaning that it behaves
like any other character on the page).

The Alignment button is disabled unless the
control is anchored as a character. You can align a
control in different ways, for example so the top
of the control lines up with the top of the text or
the bottom lines up with the bottom of the text.

Display a grid of dots on the page, to help you
line up controls.

When a control is brought close to a grid point or
line, it will snap to the grid. This makes it easier
to line up controls.

When a control is being moved, lines extend from
the control horizontally and vertically to help you
position it accurately.
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Example: a simple form

Example: a simple form

Create the document

Open a new document (File > New > Text Document). It is a good idea to write
down the outline of the document, without form controls, though of course it can
easily be changed later.

Favourite shape questionnaire

Thank you for agreeing to take part in this questionnaire. Please complete the
form to say what your favourite shapes are.

Name :
Sex :
Favourite shape :

All shapes you like :

Figure 361: Initial document without form controls

Add form controls

The next step is to add the form controls to the document. We will have four
controls:

+ Name is a text box

+ Sex is two option buttons, male or female.

« Favourite shape is a list of options.

+ All shapes you like is a series of check boxes.
To add these controls:

1) Select View > Toolbars > Form Controls to open the Form Control
toolbar.

2) If the tools are not active, click the Form Navigator button (on the Form

Control toolbar) to activate them. If necessary, also click the Design Mode

On/OfAf button.
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Example: a simple form

3) Click the Text Box button , then click in the document and, with the left
mouse button held down, drag the shape of the Name text box to
approximately the size you want.

4) Make sure the Wizards On/Off button is on (shaded with a border).

%
Click the More Controls button E to launch the More Controls toolbar.

5) On the More Controls toolbar, click the Group Box button "= Drawa
group box by the Sex: entry to launch the Group Element Wizard.

6) On the first page of the wizard, enter two names for the options fields: Male
and Female. Click Next>> three times, delete the caption and click Finish.

7) Now create the list box. On the Form Controls toolbar, click the Wizards
On/Off button to turn wizards off. Click the List Box button E! and

draw a list box by Favourite Shape: in the document. This will just be an
empty pane for now.

8) Finally create four check boxes by All the shapes you like. Click on the

Check Box button and then draw out four check boxes, side by side
across the page.

You should now have a document looking something like this :

Favourite shape questionnaire

Thank you for agreeing to take part in this questionnaire. Please complete the
form to say what your favourite shapes are.

kore Controls T X
Name | :18EB00
(& 123 M [ 2 B aml

Sex: | g Male

T Female Farm Contrals >

& 4] BE= B

Favourite shape :| j @ e

All shapes you like : ™ checkBox  I™ Check Boxl I’|Check Boxz [~ Check Box3

Figure 362: Document with form controls
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Example: a simple form

Configure form controls

No further configuration is required to the Name and Sex fields (though, of course,
there is configuration that could be done if you wanted, such as giving a name to
each control and changing the appearance of the controls).

The list box must be configured to add the list of options. The check boxes must be
configured to add in the names (instead of Check Box, Check Box1...)

1) Click on the List Box control within the document and then the Control
5
button JEI on the Form Design toolbar to launch the control properties
dialog. Select the General tab.

2) In the List Entries box, enter the names of the shapes: Circle, Triangle,
Square and Pentagon. Type in one shape and press Enter. Then position the
cursor at the end of the line to type in the next shape. You should end up
with a line saying “Circle”; Triangle”;”’Square”;”’Pentagon”.

3) Click on the first Check Box. The Properties dialog stays open but changes
to show the properties for the checkbox.

4) Change the Label to Circle and press Enter. The label on the checkbox will
change immediately.

5) Click on each of the other three checkboxes in turn. Change the Label in the
Properties dialog to Triangle, Square and Pentagon in turn.

6) Close the Properties dialog.

7) Turn Design Mode off E and close the two Controls toolbars.

You have now completed the form and your form should look something like this:

Favourite shape questionnaire

Thank you for agreeing to take part in this questionnaire. Please complete the
form to say what your favourite shapes are.

Name : |

SeX | & pae

" Female

Favourite shape 3
Square

All shapes you likpiEiE

Circle

™ Square ™ Pentagon

Fentagon

Figure 363: Completed form
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Example: a simple form

Finishing touches

The form is complete, but you are free to make further changes to the document. If
you were sending this out to other people to complete, you would probably want to
make the document read-only. The effect would be that users would be able to fill in
the form, but not to make any other changes to the document.

To make the document read-only, select Tools > Options > OpenOffice.org >
Security > Open this document in read-only mode.

Note If the document is read-only, anyone filling in the form will need to use
File > Save as to save the document.

Accessing data sources

The most common use for a form is as the front end of a database. You can provide a
form that allows users to enter information into a contacts database and, because it is
part of a Writer document, the form can contain all the graphics, formatting, tables
and other elements to make it look just the way you want. Even better, modifying the
form is as simple as editing a document.

OpenOffice.org can access numerous data sources. These include ODBC, MySQL,
Oracle JDBC, spreadsheets and text files. As a general rule, databases can be
accessed for read and write; other data sources (such as spreadsheets) are read-only.

TIP To see the full list of supported data source types, select File > New >
Database. Click Connect to an existing database and then click the
triangle next to the list box.

Creating a database

Chapter 10, “Getting Started with Base” in the Getting Started guide covers in more
detail how to create a database. We will give a short guide here to creating a very
simple database with OOo Base.

1) Select File > New > Database to start the Database Wizard (Figure 364).
2) Select Create a new database and click on Next.

3) Select Yes, register the database for me. Registering the database just
means that it can be accessed from other OO0 components such as Writer
and Calc. You need to do this if you want to link your forms into it.
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Accessing data sources

Steps Welcome to the OpenOffice.org Database Wizard

You can either create a new database or set up a connection to an existing database. In both cases, a
flle will be created. This file stores infarmation such as connection settings, forms and reparts.

2. Setup JOBC connection
Adabas D

dBASE

JOBC

LDAF &ddress Book
Mozilla Address Book

ODEC
What do you want to do?
Oracle JDBC
" Creale a new database Spreadshest
Text

& Connect fo an existing datahase

Thunderbird Address Book

Database type Datahase

Help ‘ Mext == Cancel

Figure 364: Database Wizard

4) Click Finish and save your new database, giving it a name. Unlike creating
other documents in OOo, databases have to be saved when you first create
them.

After saving the database, you should see the main Base screen (Figure 365), which
contains into three panels. The left-hand panel is Database, with icons for Tables,
Queries, Forms and Reports.

File Edit View Insert Tools ‘Window Help

E-sE b ENm-oome

[E¥f Create Table in Design Wiew. Description
B4 Use Wizard to Create Table

[

Tah

== Create View.
=

e

Queries

=

Mone -

-
E
Z

I

[k}
o
=
2
ES

Figure 365: Main Base screen with contacts table created
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The next step is to create a table. Again, this is covered in more detail in Chapter 10,
“Getting Started with Base” in the Getting Started guide. Here we are going to
create a small table as an example.

1) Click on Tables, then Create Table in Design View.

2) Use the Table Design screen (Figure 366) to tell Base which fields to create.
We will have just three fields: Name, Address and Telephone.

File  Edit View Tools Window Help

S “
Field Mame ‘ Field Type Description
¥ |ID Integer [ INTEGER | Primary Key =
" |Mame Text | VARCHAR |
| |Address Text [ VARCHAR | I
_Phone Text | WARCHAR |

Field Pronerties

Figure 366: Database table design

3) On the first line, enter under Field Name /D and set the Field Type to
Integer [INTEGER]. In the gray box at the left of the line, right-click and
select Primary Key, bringing up a key icon in the box. In the Field
Properties at the bottom of the screen is an Auto Value option; change this
to Yes.

TIP Setting up the Primary Key field with Auto Value set to Yes is an
important step. If this is not done, the form you create later will be
much trickier to use and may generate errors for the user. Make sure you
get this step right!
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4) On three lines, enter under Field Name Name, Address and Telephone.
Accept the default Field Type of Text [VARCHAR] and leave Description
blank.

5) Save the table (File > Save). You will be prompted to name it (the name can
be anything you like).

6) Finally, save the whole database from the main Base screen (File > Save).

Accessing an existing data source

If you have an existing data source, such as a spreadsheet or database, you simply
need to tell OpenOffice.org about it. This is called registering a data source.

To register a data source:
1) Select File > New > Database to launch the Database Wizard.

2) Select Connect to an existing database and choose the type from the drop-
down list.

3) Click Next and follow the instructions to select the database to register (the
exact process varies between different types of data source).

4) In Step 3: Save and proceed, check that Yes, register the database for me
is selected. Deselect Open the database for editing — you just need to
register it, not edit it through Base.

Creating a form for data entry

Whether you created a new database, or already had a data source, it must be
registered with OpenOffice.org (see above). Once it is registered, linking your form
to the data source is simple. Follow these steps to create a new form and link it to a
registered data source.

1) Create a new document in Writer (File > New > Text Document).

2) Design your form, without putting in the actual fields (you can always
change it later).

3) Show the Form Controls toolbar (View > Toolbars > Form Controls).

4) Click the Design Mode On/Off button @ to put the document into
design mode, if necessary. With design mode off, most of the toolbar buttons
are greyed out. If the Design Mode button is also grayed out, click on the
Select button to activate it.
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[RE:E:
5) Click the Text Box button oz . Click in the document and, holding down
the left mouse button, drag the mouse to create a text box for the first form
field (for example, Name, if you are linking to the database created above).

[

6) Click the Text Box button oz again and drag the mouse to draw another
field. Additional fields, of any type, can be added in the same way (click and
drag).

So far you have followed the same steps you used before when you created your first
form. Now you link your form with the data source you registered.

1) Launch the Form Properties dialog. You can do this by clicking on the

Form button in the Form Controls toolbar , or by right clicking on
any of the fields you inserted and selecting Form. The form button is grayed
out unless you have one of the form elements selected. As soon as you
select a form element in your document, the Form button becomes clickable.

2) Inthe Form Properties dialog, click on the Data tab:
+ Set Data Source to be the data source you registered.
+ Set Content Type to be Table.
» Set Content to be the name of the table you want to access.
« Close the dialog.
3) For each form control in turn, launch the Properties dialog. Click on the

control to select it (so small green boxes appear around it). Then either
I3

right-click and select Control or click on the Control button on the
Form Controls toolbar.

4) In the Properties dialog, click on the Data tab. If you set up the form
correctly, the Data Field option will contain a list of the different fields in
the data source (for example, Name, Address and Telephone). Select the
field you want.

5) Repeat for each control in turn until every control that should be has been
assigned to a field.

TIP If you created a database in OOo Base and your Primary Key field had
Auto Value set to Yes, that field does not need to be part of the form. If
Auto Value was set to No, you will have to include it and have your
users enter an unique value into that field whenever they make a new
entry — not something you want.
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Entering data into a form

Once you have created a form and tied it to a database, you want to use it to enter
data into your data source, or modify data already there.

1) Make sure that the form is not in design mode. In the Form Controls

toolbar, click on the Design Mode On/Off button E . If design mode is
off, most of the buttons on the toolbar will be grayed out.

2) Make sure that the Form Navigation toolbar is on (View > Toolbars >
Form Navigation). The form navigation toolbar normally appears at the
bottom of the screen.

P B Record [2 of 2 M 4 ) be: B -4 FFIE L
Paga 1 /1 Dafault 100% STD HYF
Figure 367: Form Navigation toolbar

3) Ifthere is existing data in the data source, use the control buttons on the
Form Navigation toolbar to look at different records. You can amend data in
a record by editing the values in the form. To submit the changes, press the
Enter key with the cursor in the last field. The record is saved and the next
record is displayed.

4) If there is no data in the form, you can enter it. To submit the new record,
press the Enter key with the cursor in the last field.

5) Other functions can be performed from the Form Navigation toolbar,
including deleting a record and adding a new record.

Advanced form customization

Linking a macro to a form control

You can set any form control (for example, text box or button) to perform an action
when triggered by some event. To see the full list of events, right-click on the form
control when the design mode is on, select Control and click on the Events tab
(Figure 368).

To assign a macro to an event:

1) Create the macro. (See Chapter 17, “Getting Started with Macros” in the
Getting Started guide.)

2) Right-click on the form control, select Control and click on the Events tab.
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General | Data Events‘

Changed. ... “

Tewt modified... ‘

When receiving focus.....co . ‘

WHEN 105ING TOCUS. e ‘

Bey pressed.

ey released

| Y Y E

Lo

Figure 368: Control properties events tab

3) Click the ... button to the right of the event to bring up the Assign Macro
dialog (Figure 369).

Event |Asswgned macro Assign | oK

When receiving focus

When losing focus Remove Cancel
Key pressed

Key released

Mouse button pressed

Mouse button released

Mouse inside

Mouse outside

Mouse moved while key pressed
Mouse moved

Help

Text modified
Changed

Priar ta reset
After resetting
Befare updating
After updating

Figure 369: Assign macro dialog

4) Click Assign and select the macro.

Macros can also be assigned to events relating to the form as a whole. To assign
these, right-click on a form control in the document, select Form and click on the
Events tab.
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Read-only documents

Having created your form, you want whoever is using it to be able to access the
information stored in the database, or complete the form, without changing the
layout. There is an easy way to do this: make the document read-only.

Select Tools > Options > OpenOffice.org > Security> Open this document in
read only mode.

Fine-tuning database access permissions

By default, when a database is accessed from a form, any changes can be made to it:
records can be added, deleted and amended. You may not want that behaviour. For
example, you may want users to be able only to add new records or to be prohibited
from deleting existing records.

In design mode, right-click on a form control and select Form from the pop-up
menu. On the Data tab of the Form Properties dialog are a number of options:
Allow additions, Allow deletions, Allow modifications and Add data only. Set each
of these to Yes or No to control the access users have to the data source.

Individual fields can also be protected. This might be useful if you wanted a user to
be able to modify some parts of a record but only view others, such as a stock list
where item descriptions are fixed and quantities can be modified.

To make an individual field read-only, in design mode, right-click on the form
control within the document and select Control from the pop-up menu. Select the
General tab and set Read-only to Yes.

Form control formatting options

You can customize the way form controls look and behave in a number of ways.
These are all accessed in design mode. Right-click on the form control, select
Control from the pop-up menu and select the General tab in the Properties dialog.

« Set a label for the control in the Label field. Some form controls, such as
push buttons and option buttons, have visible labels that can be set. Others,
such as text boxes, do not.

» Set whether the form control will print out if the document is printed with
the Print option.

» Use the Font setting to set the font, typeface and size for a field.
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» For a text box, you can set the maximum text length. This is very useful
when adding records into a database. Every database text field has a
maximum length and, if the data entered is too long, OOo displays an error
message. By setting the maximum text length of the form control to be the
same as that of the database field, this error can be avoided.

*  You can set the default option for a form control. By default, a control is
blank, or has every option unselected. You can set the control to start with a
particular option or list item selected.

» For controls where a password is being entered, setting the Password
character (for example to *) displays only that character, but saves what the
user really types.

* You can add additional information and help text for a form control.

* Other formatting controls such as background color, 3-D look, text
formatting, scroll bars and borders allow you to further define how the
control appears.

XForms

XForms are a new type of web form, developed by the World Wide Web Consortium
(W3C). OpenOffice.org 2.0 supports the XForms 1.0 open standard for creating web
forms with XML.

0002.0 supports the XForms standard.

In OpenOffice.org, an XForms document is a special type of Writer document.
XForms use the same controls as the ordinary forms described in this chapter.

After you create and save an XForms document, you can open the document, fill out
the form, and submit the changes to a server.

A detailed tutorial for XForms is beyond the scope of this chapter.
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Chapter 16
Math Objects

The Equation Editor

OpenOffice.org (OO0) has a component for mathematical equations. It is most
commonly used as an equation editor for text documents, but it can also be used
with other types of documents or stand-alone. When used inside Writer, the
equation is treated as an object inside the text document.

Note The equation editor is for writing equations in symbolic form (as in
equation 1). If you want to evaluate a numeric value, see the Calc
Guide.

(M

Getting started
To insert an equation, go to Insert > Object > Formula.

The equation editor opens at the bottom of the screen, and the floating Selection
window appears. You will also see a small box (with a gray border) in your
document, where the formula will be displayed.

The equation editor uses a markup language to represent formulas. For example,

%beta creates the Greek character beta ( 8 ). This markup is designed to read

similar to English whenever possible. For example, a over b produces a fraction:
a

b
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Figure 370. Equation Editor, Selection window, and location of resulting equation.

Entering a formula

There are three ways to enter a formula:

+ Select a symbol from the Selection window.

» Right-click on the equation editor and select the symbol from the context

menu.

» Type markup in the equation editor.

The context menu and the Selection window insert the markup corresponding to a
symbol. Incidentally, this provides a convenient way to learn the OOoMath markup.

Note

Click on the document body to exit the formula editor.

Double-click on a formula to enter the formula editor again.
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The Selection window

The simplest method for entering a formula is the Selection window, shown in
Figure 371.

|« [+ [SSSETECEOnT | x|

asb act [ Za
a & () %

+4 -4 *a Fa -4

a-b axb axb asb
Symbols

a-b % azb a/b avb

asb

Figure 371. Symbols are divided into categories

The Selection window is divided into two main portions.

* The top shows the symbol categories. Click on these to change the list of
symbols.

+ The bottom shows the symbols available in the current category.

TIP You can hide (or unhide) the Selection window with View > Selection.

Example 1: 5x4
For this example we will enter a simple formula: 5X4 On the Selection window:
1) Select the top-left button of the categories (top) section (Figure 372).

2) Click on the multiplication symbol (shown in Figure 372).
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\Unary/binary operators
/

BB A-ol=-h00 B

{sb ach i) Za

icatioﬂ

Figure 372. Unary/binary operators

When you select the multiplication symbol on the Selection window, two things
happen:

+  The equation editor shows the markup: <?> times <?>

+ The body of the document shows a gray box with the figure: [1Xx [

s0x0cs

A kA

4 3

<7 times <7 | -

4 3

Figure 373. The multiplication symbol

The “ <?>” symbols (Figure 373) are placeholders that you can replace by other
text. The equation will update automatically, and the result should resemble Figure
374.
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P5x4n

5 times 4]

3

< I ]

Figure 374. Result of entering "5" and "4" next to the "times" operator

TIP To keep the equation from updating automatically, select View >
AutoUpdate display.

To update a formula manually, press F'9 or select View > Update.

Right-click menu

Another way to access mathematical symbols is to right-click on the equation editor.
This produces a menu as shown in Figure 375.

5 times 4] =
Unary/B . +a
Relations 3 -a
Set Operations 3 +-a
Functions 3 -+a
Operators Pl sy
Attributes ' a-b
Brackets '  acdotb
Formats 3
Others S i
aoverb
adivb
alb
acirc b
a wideslash b
a widebslash b

Figure 375. Right-click menu

Note The entries in this menu correspond exactly to those in the Selection
window.
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Markup

You can type the markup directly on the equation editor. For example, you can type
“5 times 4” to obtain 5X4 . If you know the markup, this can be the fastest way to
enter a formula.

TIP As a mnemonic, the formula markup resembles the way the formula
reads in English.

Below is a short list of common equations and their corresponding markup.

Display Command Display Command
a=h a=b \/; sqrt {a}
a2 a2 a, an
J' f (x) dx int f(x) dx z a, suma n
a<b a<=b 00 infinity
axXb atimes b Xy x cdot y

Greek characters

Greek characters (, B,y , 0 , etc) are common in mathematical formulas. These

characters are not available in the selection box or the right-click menu.
Fortunately, the markup for Greek characters is simple: Type a % sign followed the
name of the character, in English.

+ To type a lowercase character, write the name of the character in lowercase.

» To type an uppercase character, write the name of the character in
uppercase.

See the table below for some examples.
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Lowercase Uppercase

%alpha — & $SALPHA — A
beta — B $BETA — B
$gamma — Yy $SGAMMA — I
$psi - Y %PSI - Y
sphi  — ¢ %PHI - @
$theta — 0 STHETA — @

Note A complete table of Greek characters is included on page 410.

Another way to enter Greek characters is by using the catalog window. Go to Tools
> Catalog. The catalog window is shown in Figure 376. Under “Symbol Set” select
“Greek” and double-click on a Greek letter from the list.

[+][+] By bol5] B
Symbol set Insert
Greek =

Close
A B X AEHT I K A®
MNQO®IDV PET Edit...
oy = zffs x 5 € g
¥y Lok A pov owo ¢
g p orT 0 v s pwp
¢ £
alpha

Figure 376. Catalog - used for entering Greek characters

Example 2: ™ ~ 3.14159

For this example we will suppose that:

»  We want to enter the above formula (the value of pi rounded to 5 decimal
places).

»  We know the name of the Greek character (“pi”).

+ But we don’t know the markup associated with the ~ symbol.
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Step 1: Type “%” followed by the text “pi”. This displays the Greek character 7T .

Step 2: Open the Selection window (View > Selection).

Step 3: The = symbol is a relation, so we click on the relations button "Hb. If you
hover the mouse over this button you see the tooltip “Relations” (Figure 377).

BB su=-i00 B
%aeA £ Sa
= 5] a A

A a = 4

+4 -4 x4 Fa -d

a+b a-b axb axb arb
a-b % azb a/b avb
aob

Figure 377. Tooltip indicates the
"Relations" button.

Step 4: Delete the <?> text and add “3.14159” at the end of the equation. Hence we

end up with the markup “ $pi simeq 3.14159 ”. The result is shown in Figure
378.

Lm=314159 1

A D A

4 L3

ipi simeq 3.14159] -

4 L3

Figure 378. Final result
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Customizations

Formula editor as a floating window

As seen in Figure 370, the formula editor can cover a large part of the Writer
window. To turn the formula editor into a floating window, do this:

1) Hover the mouse over the editor frame, as shown in Figure 379.

2) Hold down the Control key and double-click.

=mc™2

E:m c*2

4

Figure 379. Hold down the Control key and double-click on the border
of the math editor to turn it into a floating window.

Figure 380 shows the result. You can make the floating window back into an
embedded frame, using the same steps. Hold down the Control key and double-
click the window frame.

u n OTMands] E n

=mc™? -

Figure 380. Equation editor as a floating window
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How can | make a formula bigger?

This is one of the most common questions people ask about OOoMath. The answer
is simple, but not intuitive:

1) Start the formula editor and go to Fonts > Font size.

(«|[o] L PR SO PENUTTICEROTG W RITET (- [o](x]
File Edit View | Format | Tools Window Help
B -= o Fonts... 5 - @ . ).)
—| Font Size... H —
._Z...l;..z.i. 7809010 11 12
———— Spacing...
. . . Alignment...
ar=3.14150 =
. . . Text Mode
[
4 »
vopi simeq 3.14159 -
A »

Figure 381. Changing the font size for a formula

2) Select a larger font size under “Base Size” (top-most entry), as shown in

Figure 382.
[v](+] FONTSTZEs] B8

Base size hept = oK

Relative sizes Cancel
It 100% o
Indexes 60% = Default
Functions 100% =
Operators 100% :
Limits 60% :

Figure 382. Edit "Base size" (top) to make a formula bigger.

The result of this change is illustrated in Figure 383.
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Before: m=214159

After: m=3.14139

Figure 383. Result of changing the base font size.

Formula layout

The most difficult part of using OOoMath comes when writing complicated
equations. This section provides some advice about writing complex formulas.

Brackets are your friends

OOoMath knows nothing about order of operation. You must use brackets to state
order of operations explicitly. Consider the following example:

Result

2 over x + 1 2

2 over {x + 1}

Equations over more than one line

Suppose you want to type an equation covering more than one line. For example:
x=3
y=1

Your first reaction would be to simply press the Enter key. However, if you press the

Enter key, though the markup goes to a new line, the resulting equation does not.
You must type the newline command explicitly. This is illustrated in the table below.

=3 x:3y:

II
s
< =
i1
—_—
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Common problem areas

How do | add limits to my sum/integral?

The “sum” and “int” commands can (optionally) take in the parameters “from” and
“to”. These are used for lower and upper limits respectively. These parameters can
be used singly or together.

Markup Result

sum from k = 1 ton a k n
z ay
k=1
int from 0 to x f(t) dt X
[ r(t)ar
0
int from Re f J‘f
R
sum to infinity 27°{-n} iz_n
Note For more details on integrals and sums, see the table on page 404.

Brackets with matrices look ugly!

For background, we start with an overview of the matrix command:

Result

matrix { a # b ## c # d }

(YRS
U >

Note Rows are separated by two #’s and entries within each row are
separated by one #.
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The first problem people have with matrices is that brackets don’t “scale” with the
matrix:

Result

( matrix { a # b ## ¢ # d } )

0OOoMath provides “scalable” brackets. That is, the brackets grow in size to match
the size of their contents. Use the commands left( and right) to make scalable
brackets.

left( matrix { a # b ## c # d } b
right) a
c d
TIP Use left[ and right] to obtain square brackets.

How do | make a derivative?
Making derivatives essentially comes down to one trick: Tell OOo it’s a fraction.

In other words, you have to use the “over” command. Combine this with either the
letter “d” (for a total derivative) or the “partial” command (for a partial derivative)
to achieve the effect of a derivative.

Markup Result

{df} over {dx} df
dx
{partial f} over {partial y} af
dy
{partial”2 f} over {partial t"2} azf
or’

Note Notice that we had to use squiggly brackets to make the derivative.
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Numbering equations

Equation numbering is one of OOoMath’s best hidden features. The steps are
simple, but obscure:

1) Start a new line.
2) Type “fn” and then press F3.
The “fn” is replaced by a numbered formula:
E=mc’ (2)

Now you can double-click on the formula to edit it. For example, here is the
Riemann Zeta function:

c()=3 - ®
n=1 N

You can reference an equation (“as shown in Equation (2)”’) with these steps:
1) Insert> Cross-reference..
2) Click on the References tab (Figure 384).
3) Under Type, select Text.
4) Under Selection, pick the equation number.
5) Under Format, choose Reference.
6) Click Insert.

Done! If you later add more equations to the paper before the referenced equation,
all the equations will automatically renumber and the cross-references will update.

TIP To insert the equation number without parenthesis around it, choose
Numbering under Format instead of Reference.
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[~ Flglds B
Document References| Functions | Doclinformation | Variables | Database
Type Selection Format
Set Reference (1 Page
Insert Reference (2 Chapter
Text Reference
Bookmarks Above/Below
As Page Style

Category and Number
Caption Text
Numbering

Insert Close Help

Figure 384. Inserting a cross-reference to an equation number.
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Math commands - Reference

Unary / binary operators

Operation Command Display
+sign +1 +1
—sign -1 —1
+/— sign +-1 +1
—/+ sign —+1 F1
Boolean not neg a —a
Addition + ath a+b
Multiplication dot acdotb a-b
Multiplication (X) a times b axXhb
Multiplication (¥) a*b axb
Boolean and aand b anb
Subtraction (-) a-b a—>b
Division (fraction) aover b a

b

Division (operand) adivb a=>b
Division (slash) al/b alb
Boolean or aorb aVvb
Concatenate acirc b aob
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Relational operators

Operation

Is equal

Is not equal
Approximately

Divides

Does not divide

Less than

Greater than

Similar to or equal
Parallel

Orthogonal to

Less than or equal to
Greater than or equal to
Similar to

Congruent

Less than or equal to
Greater than or equal to
Proportional

Toward

Arrow left

Double arrow left and right

Arrow right

Command
a=b
a<>b
a approx 2
a divides b
a ndivides b
a<2
a>2
a simeq b
a parallel b
aortho b
a leslant b
a geslant b
asimb
a equiv b
a<=b
a>=b
apropb
a toward b
a dlarrow b
a dlrarrow b

a drarrow b

Math commands - Reference

Display
a=b
a#+2
a2
alb
ath
a<?2
a>?2
a=b
allb
alb
as<b
a=b
a~b
a=b
a<b
a=b
axh
a—b
a<b
as=b

a=b
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Set operations

Operation
Isin
Is not in
Owns
Empty set
Intersection
Union
Difference
Quotient
Aleph
Subset
Subset or equal to
Superset
Superset or equal to
Not subset
Not subset or equal
Not superset
Not superset or equal
Set of natural numbers
Set of integers
Set of rational numbers

Set of real numbers

Set of complex numbers

Command

ainB
anotin B
A owns b

emptyset

A intersection B

Aunion B

A setminus B
Aslash B
aleph

A subset B

A subseteq B
A supset B

A supseteq B
A nsubset B

A nsubseteq B
A nsupset B

A nsupseteq B
setN

setZ

setQ

setR

setC

Display
a€lB
a¥B
A>b
b
ANB
AUB
A\B
AlB

AcB
ASB
A>B
A2B
AZB
AZB
ADBB
A2ZB
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Functions
Operation Command Display

Exponential func e {a} e’
Natural logarithm In(a) In(a)
Exponential function exp(a) exp ( a)
Logarithm log(a) log(a)
Power a’{b} a b
Sine sin(a) sin(a)
Cosine cos(a) cos (a )
Tangent tan(a) tan (Cl )
Cotangent cot(a) cot(a)
Square root sqrt{a} \/ a
Arcsine arcsin(a) arcsin(a)
Arc cosine arccos(a) arccos(a)
Arctangent arctan(a) arctan ( a)
Arc cotangent arccot(a) arccot ( a)
n" root nroot{a} {b} Yp
Hyperbolic sine sinh(a) sinh (a)
Hyperbolic cosine cosh(a) cosh(a)
Hyperbolic tangent tanh(a) tanh (a )
Hyperbolic cotangent coth(a) coth (a)
Absolute value abs{a} |a|
Arc hyperbolic sine arsinh(a) arsinh ( a)
Arc hyperbolic cosine arccosh(a) arcosh (a)
Arc hyperbolic tangent arctanh(a) artanh (a )
Arc hyperbolic cotangent arccoth(a) arcoth ( a )
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Operation Command Display
Factorial fact(a) a!
Operators

All operators can be used with the limit functions (“from” and “to”).

Operation
Limit
Sum
Product

Coproduct

Upper and lower bounds shown
with integral

Integral
Double integral
Triple integral

Lower bound shown with
summation symbol

Curved integral
Double curved integral
Tripple curved integral

Upper bound shown with
product symbol

Command

lim(a)
sum(a)
prod(a)
coprod(a)

int from {r 0} to {r t} a

int{a}

iint{a}
iiint{a}

sum from{3}b
linta

llint a

1llint a

prod to{3}r

Display

lima

404
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Operation

Acute accent
Grave accent
Reverse circumflex
Breve

Circle

Vector arrow
Tilde

Circumflex

Line above

Dot

Wide vector arrow
Wide tilde

Wide circumflex
Double dot

Line over

Line under

Line through
Ripple dot

Transparent (useful to get a
placeholder of a given size)

Bold font
Italic font!

Resize font

Following item in sans serif font>

1

Command

acute a

grave a
check a
breve a
circle a

vec a

tilde a

hat a

bar a

dota
widevec abc
widetilde abc
widehat abc
ddot a
overline abc
underline abc
overstrike abc
dddot a

phantom a

bold a
ital “a”
size 16 qv

font sans qv

Math commands - Reference

Display

> Qr Q) Qo Q¢ Q¢ Q-

Ql

qv
qv

Unquoted text that isn’t a command is considered to be a variable. Variables are,

by default, italicized.
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Operation

Following item in serif font
Following item in fixed font
Make color of following text cyan'

Make color of following text
yellow

Make color of following text
green

Make color of following text
white

Make color of following text blue
Make color of following text red

Make color green returns to
default color black

Brace items to change color of
more than one item

Command

font serif qv
font fixed qv
color cyan qv

color yellow qv

color white qv

color green qv

color blue qv
color red qv

color green X qv

color green {X qv}

Display
qv
qv
qv

qv

qv
qv
X qv

X qv

2 There are three custom fonts: sans serif (without kicks), serifs (with kicks), and
fixed (non-proportional). To change the actual fonts used for custom fonts and
the fonts used for variables (unquoted text), numbers and functions, use Format

> Fonts.

1 For all coloring, the color will apply only to the text immediately following the
command until the next space is encountered. In order to have the color apply to
more characters, place the text you want in color in curly brackets.
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Operation
Infinity
Partial
Nabla
There exists
For all
H bar
Lambda bar
Real part
Imaginary part
Weierstrss p
Left arrow
Right arrow
Up arrow
Down arrow
Dots at bottom
Dots at middle
Dots vertical

Dots diagonal upward

Dots diagonal downward

Command
infinity
partial
nabla
exists
forall
hbar a
lambdabar
re
im
Wwp
leftarrow
rightarrow
uparrow
downarrow
dotslow
dotsaxis
dotsvert
dotsup

dotsdown

Math commands - Reference

Display

<——>lT°@Q§3>P§-<Lu<Q)8
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Brackets
Operation
Round Brackets
Square Brackets
Double Square Brackets
Single line
Double line
Braces
Angle Brackets

Operator Brackets

Group brackets (used for
program control)

Scalable round brackets

left bracket and “right”
before a right bracket)

Square brackets scalable

(as above)

Double square brackets
scalable

Line scalable

Double line scalable
Brace scalable

Angle bracket scalable

Over brace scalable

(add the word “left before a

Operator brackets scalable

Command

(a)

[b]

ldbracket c rdbracket
lline a rline

ldline a rdline

Ibrace w rbrace
langle d rangle

langle a mline b
rangle

{a}

left ( stack{a #b # z}
right )

left [ stack{ x # y}
right ]

left 1dbracket c right
rdbracket

left lline a right rline
left 1dline d right
rdline

left Ibrace e right
rbrace

left langle f right
rangle

left langle g mline h
right rangle

{The brace is above}
overbrace a

Display

Thebraceis above
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Operation

Under brace scalable

Command

{the brace is

Display

Math commands - Reference

the braceis below

below }underbrace
{f} 4
Formats
Operation Command Display
Left superscript a lsup{b} b a
Center superscript acsup{b} b
a
Right superscript a™{b} a b
Left subscript a Isub{b} 4
Center subscript acsub{b} a
b
Right subscript a {b} a,
Align character to left stack { Hello world # alignl Hello world
(text is aligned center by (a) }
default) (a )
Align character to center stack {Hello world # Helloworld
alignc(a)} ( a )
Align character to right stack { Hello world # Helloworld
alignr(a)} (Cl )
Vertical stack of 2 binom{a} {b} a
b
Vertical stack, more than stack{a# b # z} a
? b
z
Matrix stack matrix{a # b ## c # d} a b
c d
Common mathematical matrix{a # "="b ## {} # a =
arrangement "="c}
C
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Operation

New line

Large gap (tilde)

Small gap (apostrophe)

Command

stuff ‘stuff

stuff~stuff

asldkfjo newline sadkfj

Display

asldkfio
sadkfj

stuff” stuff
stuff  stuff

Characters — Greek

ALPHA A| %BETA B| %cH X| %DELTA A
%EPSILON E| %ETA H| %GAMMA | %IOTA I
%KAPPA K| “%LAMBDA Al %MU M| %NU N
%OMEGA 0| %OMICRON 0| %PHI @ | %Pl I1
%PSI ¥ %RHO P | %SIGMA 3| %THETA @)
%UPSILON Y| %XI 5| %ZETA Z | “alpha X
%beta B %chi X | %delta & | %epsilon €
Yoeta n Y%gamma y Yiota L Y%kappa K
%Ilambda A | Y%mu u Yonu v | %omega W
Y%omicron o | %phi ¢ Yopi 1| %rho p
Yosigma al| %tau T | %theta O | %upsilon v
%varepsilon g | %varphi 10) Yovarpi w| %varrho 0
Y%varsigma S Y%vartheta 9| %xi b3 Y%zeta
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Characters - Special

%and A %angle < Y%element €
%identical = %infinite ©0 %noelement €&
%notequal # %or V %perthousand %o
Yostrictlygreaterthan > Y%strictlylessthan << %tendto —
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