Writer Guide

biodd1jouRdQ



Copyright

This document is Copyright © 2005-2006 by its contributors as listed in the section titled
Authors. You can distribute it and/or modify it under the terms of the Creative Commons
Attribution License, version 2.5 or later (http://creativecommons.org/licenses/by/2.5/).

All trademarks within this guide belong to their legitimate owners.

Authors

Magnus Adielsson Sigrid Kronenberger
Agnes Belzunce Peter Kupfer

Ken Byars Ian Laurenson
Bruce Byfield Alan Madden
Camillus Gerard Cai Paul Miller

Daniel Carrera Vincenzo Ponzi
Dick Detwiler Carol Roberts
Laurent Duperval [ain Roberts

Martin Fox Robert Scott
Katherine Grief Janet M. Swisher
Tara Hess Catherine Waterman
Peter Hillier-Brook Jean Hollis Weber
John Kane Linda Worthington
Feedback

Maintainer: Jean Hollis Weber
Please direct any comments or suggestions about this document to:
authors@user-fag.openoffice.org

Publication date and software version
Published 12 November 2006. Based on OpenOffice.org 2.0.4.

0UoAuthors

You can purchase a printed copy of this book from
http://www.lulu.com/opendocument

You can download an editable version of this document from

http://oooauthors.org/en/authors/userguide2/published/


mailto:authors@user-faq.openoffice.org
http://creativecommons.org/licenses/by/2.5/
http://oooauthors.org/en/authors/userguide2/published/
http://www.lulu.com/opendocument

Contents

Contents
(070707 5 1< 1 L USSR i
ATULNOTS. ...ttt e et e et e e e taeeetaeeestaeeessaeeasseeeasseeessseeesseeensseeennseeennnnaaeeaeeann i
FEEADACK. ...ttt sttt et et st i
Publication date and SOftWare VETSION........c.ccceiieeriieeiiie ettt e s saee e i
Chapter 1

INtroducing WIter.......cooiii s s 1
WHAL 1S WITEEI? .ttt et st et e e et e e e e bbeeesaaneee 2
SEATEING WITLET....eeiiiieiiieeeiee ettt e ettt e e e e et e e s te e e beeesbeeesbeesnsseesnsneesnsneeseesnnnsnnes 2
Starting from the SYStemM MENU.........ccccuiiiiiiieriieeieeee e e e eeeeeeas 3
Starting from an exXiSting dOCUMENL..........cccuiiiiiiieeiiie ettt e e e e e e e enaareeeeeeas 7
Using the Quickstarter under Windows..........ccc.eeviiiiieiiieiiieiiecie e eee et sve e 7
Preloading OO0 under LINUX/KDE........ccccoiiiiiiiiiiiiiicieeiceee et 8
Starting from the command 1INe...........cccviiriiiiiiiiiiiieec e e 8
The WIIer INTETTACE. ... .evieiiriieiieeeee ettt ettt st e et e et e eeeeeenee 9
IMIEIIUS. ...ttt et st at e bt s et et e ea bt bt e a b e e bt e eh e e e ettt e e eanbreeeaa 9
TOOIDATS. ...ttt sttt ettt e bt et s at e bt et e s et e bt et e e et e e nteeennees 10
RULETS. ...ttt ettt ettt et e e st esbeen b e e st e b e enteeenneeeas 11
Changing dOCUMENT VIEWS........cceuieruieeiieriieeieertieeteesteesteeteessseeseesssesseessseesseesssssesssssseessssses 12
Using dockable/floating WinAOWS.........c.cocvieiiieriieiieiie ettt ettt eaeeaee e eeeenee 13
USING the NAVIZALOT....cuiiiiiiieiiiieeiieeeite ettt eiee st ee e st e estbeestaeesssaaeeaeseasnsssaeeaessennnssnes 13
Arranging chapters using the NaVIZAtOT..........cccuverierriierieeiiieiie et eee et erereeveesreeeeseaeeeenes 15
Creating @ NEW AOCUIMIENL. . .....eiiuiieeiieeriieeeiieeeteeeeieeesteeesateeessbeeeseeeesaeessaeesnsaeesnsaeesnnnnsaneeens 15
Creating a blank dOCUMENL...........cccuiiiiiiiiieiieeie ettt et eteeerae e e enereeas 15
Creating a document from a template...........c.ceeeeriieiieiiiieiieeie et 16
Opening an exXiStiNG AOCUMENL........cccuiiiiiieiriieerieeeriee ettt eeseeesteeesteeesbeeesbeeessseeessseeensnnsaneeens 17
SAVING @ AOCUMENL.....ccciiieiiiieciie ettt s e e st e e saee e tbeeessbeeeaseesessnnsbanaeesennnnes 17
Saving as a Microsoft Word doCUMENt............ccoviiieiiieiiiiiiiiieee e 17
Printing @ dOCUMENL.........cccuiiiiiieiieiiecie ettt eee et steeeae e teeesbeeteeesbeesnssaeeeesssaeeennsseeennes 18
QUICK PIINEINE. .. tieeitieeiie ettt et e et e et e et e e st e e sabaeessseeessseeesseesnseesnsseessseennnnes 18
Controlling printing using the Print dialog DoX..........ccccveviiiiiiiiiiiiiieiecieeeeee e 19

Writer Guide i



Contents

Previewing pages before PIriNtiNgG........c.ceccvveeeiuieieieeeiiie e ccteeeeeeeieeeetee e aeeeseaaraeeeeeennnes 19
EXPOTting t0 PDF......oooniiiceeee et ettt e et e e e et r e e e e e e nnneaes 20
QUICK eXPOTt t0 PDF ... ..ottt et et e b e e snaae e 20
Controlling PDF content and qUAlIty ........ccocueeeiiieeiiieeiieeeee et 20
(€01 1 Tgl 1 1<) o TSR 21
ClOSING @ OCUIMENL. .....viiiiiieeiieeciiee ettt e eiteeeite e e tee e et e estteeessteeessseeessaeessaeensseeansseeanssaeessnssenes 21
(01013 Yo 1 7<) USRS 22
Chapter 2

Setting UP WL ..... ..ot s s s s e s s s e e e e e e s e s e m s s e e e nmnanas 23
Choosing options that affect all 0f OO0..........cccueeviiieiieiieiiieeeeeeee e 24
USET Data OPTIONS. ....eevieiiiieiieeiietieeteetteetteeiteeteeteeeaeeseeseseeseeasseesseesssaenseeessssseeessnsseesanes 24
GENETAL OPLIONS. .. eiiiiiieiiieiteeiie ettt ettt e et e st e et e estaeebeestaeesbeessaesasaessaeanseensseenseenssessseensnses 25
VIEW OPTIONS. ...eeutieiiieniieeiieestteeteeteeeeteeteeeeteesseeesseesseeesseesseessseensaesnseesaeasseenssenssaensseenssseesnnes 26
PLINE OPTIOMNS. c..ieiiieiiieiie ettt et ettt e st e e e e s ttesabeesaeeesbeensaeesssaeeanssseeeensseeesnnnees 29
APPEATANCE OPLIONS. ...evieurieeiiieiieeieeteeeteesteeeseesseeeseesstesseessseasseesseesseessseesseesssssseeesssseeeenes 30
ChooSing OPtioNS fO1 WIILET.......eeiuiiiiieiiieiieeiteeie ettt ettt et et e enaeessaeennaeeeennes 31
GENETAL OPLIONS. .. viiiitieiiieieeeiie ettt ettt et e et e et e e st eeteesaaeesbeessaeessaessaeenseessseensaensseesseensnses 31
VIEW OPTIONS. ..eeeuvieeiieiieeiteestte et eteeetteeteeeeteesseeesseeseeesseesseessseensaesnseesaeasseenssesnsaensseennsseesnnes 32
Formatting AidS OPtIONS. ....c.eeiuiiiiiieitieeiteeeie et eeite ettt ettt e ebeesteesteesteeesseesnsreesensseeeennnees 33
GTIA OPLIONS. ..c.etieiiieeiie ettt ettt ettt e et e et e et e estteebeesteeesseesseeensaesseesseeseessseensaesnsseeeesseeas 34
DETAUIE FONES. ..ttt ettt et sttt et e st e e neeas 35
PLINE OPTIOMNS. c..iiniiieiiieitie ettt ettt e e st e e b e e s ttesabeesaeeesbeensaeenssbaeeanssseeeensseeesnnnees 36
Default table OPTIONS. ....c..iiiiieeiieiiecie ettt ettt ettt e e e saaeebeebeeesseesseesnseesseessseenseas 37
Change traCking OPLIONS. ......eeeuvieiieriieeieeriteeteeriteeteesteeseteeseessteesseessseeseessseeseessssseeessssseens 38
ComMPAtIDIIILY OPLIONS. ...cuviiitiieiieiieeiieeie ettt ettt ettt e ste e st e s beebeessbeesaessseessnaaeeennseeens 38
AULOCAPLION OPLIONS. . .ieuviieirieiieeiieiieeteeeteeeteesteeeaeessteeseesseeasseesseessseesseassseenseessseesseessseensns 40
Mail Merge E-mail OPtIONS. ......cccuiiriiiiieiiieiieeie ettt ettt te et esveesteeeebeeseesnseeneees 41
ChooSIng [an@UAZE SEHINES. ......cccuieirieriietieeieeteeete et e eee et e steeebeessaeebeesseeesseessaessseeensseeesansses 42
Install the required diCtIONATIES. .......cccvieeiiiriieiieeiieeie ettt see et e e e tre e e e etaeeeeeneeas 42
Change some locale and 1anguage SEttNgS..........ceevvieriieriieeiiieiieeie et sre e 42
Ch0o08SE SPEIIING OPLIONS. ....eeieiieiieeiiieiieeieeiee ettt e ettt e etteebeeseaeeseesaseesseesseeeseessseenseensseens 44
Controlling Writer’s AutoCorrect fUNCHIONS. ......ccueevuierieeiieiieeiieeee et eeee e seeeeaeeeeenes 45

i Writer Guide



Contents

Chapter 3

Working With TeXt.........covciiiiiiriccrr s rrs s s r s e s e s s s e s r e ma s s rnmnns 46
INETOAUCTION. ¢ttt ettt et b e bt et sae e bt et e sbe e beebeeesnneeenneeens 47
SCIECTINZ TEXE..veetreetieeiieetieeieetee ettt ete e tteeteestteesbeesseeesseenseessseeseessseesseesssaenseessseensaessseesassseeenns 47
Selecting items that are NOt CONSECULIVE......ccuueiiieriieriieiieeieeite et eite et e e e seeeeaeeaaeeeens 47
Cutting, copying, and PASTING tEXL........cevuieriierrierieeitierieesieeseeereesreeseessreeseenseesseesseesseessssses 48
Moving paragraphs QUICKLY.......c.cooiiiiiiiiiiiiieie ettt ettt e e baesebeeeenes 49
Finding and replacing teXt........ccvuieiieriieeiiieiieeieeree et estte et eseteereesteeesbeessaesbeebeessseensaesnnneeeenes 49
Use wildcards (regular €XPIeSSIONS).......cuuerueeereereerireeriieereenseeeseesseeaseesseessseesseessseesseessnnnns 50
Find and replace specific formatting...........ccceevuieriieiieniiieiiecie et 51
Find and replace paragraph Styles........cccccieriieiiiiniieiiieie ettt 52
Inserting SPecial ChATACLETS. ........cccvieiiieiieiie ettt et ebe e e e e ssaeenseeeaae e 53
Inserting dashes and NON-breaking SPACES........ceervieriierieeiiienieeieerie et erre e esiaeeareeeeereees 53
Formatting paragraphiS.........c.cocuieeiieiiieiie ettt ettt et te et e et e et esbeestaeenbeenseeenbaeenes 54
Setting tab StOPs ANd INAENES.......cccuieiiiiiieie ettt sree e ebaeeeeaseeees 55
FOrmatting CharacCters..........c.eevuieeiieriieeii ettt ettt e st eeteesbeeseesaseesseessaeesaeessnnseeeenes 56
AULOTOTMALEING. ....e.viieiiieiiecit ettt ettt e ete et e sebeesteesabeesbeessseesseessseesseessseensaeessnsseeennes 56
Creating numbered or bulleted 1iStS........c.eoviieiieiiiiiieieee e e 58
Using the Bullets and Numbering tOOIDaTr...........ccueeciieiiiiiiieniieiieceeeieesee e 58
Using footnotes and eNANOLES. ........c.eevuiieiieriiiiiienieeieecie et eeee et seeeteestee e sereeeeesnsaeeesnnseeeenes 59
INSEItING fOOTNOLES. .. eeviieiieeiiieiieeieeteeete ettt ettt ettt e e e e stbeebeesabeesbeesssesnsseeeensseeesnsnees 59
Defining the format of fOOtNOES........cccviiiiieiieiie et 60
Checking SPEIIING.........covuiiiiieiieeiieieeie ettt ettt ebe e st eeb e e teeebeessaeesbeessseensaessseennseeeennsns 60
USING the thESAUIUS. .....eeviiiiiiiiecieeiteeie ettt ettt e e et esbeebeessbeeeessaeeeennseeeennnns 61
HYyPhenating WOTdS.........cc.eeiiiiiiiiieeiieieeie ettt ettt e st e eteesbeeseessbeeseessseesaessseenseesssennes 62
USING AULOCOITECL ...evveeeiveeeiieeeteeieeeteeteeeteesteeeteesteaesbeeseessseesseessseesseessseesseessseesseessseenseesssennes 64
USING WOId COMPIETION. ......iiiuiieiiiiiiiiieeie et erite ettt ettt e ve e e e sebeebeessaeesaessseensaeeeennseeeennnns 64
USING AULOTEX L. 1vveeiieeiieiieete et ettt et et e e teesteeesbeestaesabaessaeesseesaesnseesaesansssaesasssaeessnsseeennes 65
LN NUMDEIINEG. .....vieitieiiiieiieeteeite ettt ettt e e bt et e e beesteeesbaessaeesbeesseesasaessseanseeeenssaeesansseeesnnnns 66
Undoing and redoing Chan@es...........cccueecuieriieiiienieeiierie et enite et eseeesreeseeesaeesseessaeeeennseeesennns 67
Tracking changes t0 @ AOCUMENL..........cciiiiuieriieiierie ettt et seee e e ebeesebaeeeeesaeeeennees 68
Preparing @ doCUmMENt fOr TEVIEW.......ccuieruiiiiieiieiie ettt et et sieesbeesaeeebeensaeenneas 68

Writer Guide iii



Contents

ReECOTdING ChaNGES.......uviiiiiiieiiieceece ettt et e et e e tbe e esabeeesbeeesaeessaeennnes 69
INSETEING NOTES. ...eviieiiieeiieeeeiee et ettt e et e e et e e steeesteeesaeeessseeessseeesseeensseeessseesssseenssseensseeenns 69
Accepting or rejecting changes and COMMENLS............ceccvieeriieeiiieeiieeeiiieee e eeeiireee e e e 70
Merging modified dOCUMENTS..........eeiiuiieeiiieeiie ettt e et e ereeesreeeereeeseveeesaseeeennns 72
Comparing AOCUIMENLS. .......cccviieriireeitieerieeesieeesteeesaeeestaeessaeesseeessseeessseeessseessseesssseesansssnes 72
TIPS ANA TICKS. .1eeeutiieeiiie et ee et e et e et e e etaeeetaeeetbeeessaeesnsaeesnnssaaeaeeeennsnssnens 72
Switching between insert and ovVerwrite MOde..........eevuvieeiiieeiiiecieeciee e 72
Counting the Words 1N @ SEIECHION. ... .eeeiiiieiiieeiiieeceeeete et eeiee e e sbree e e e e e s seraaaaeeeeenanns 73
Chapter 4

(oY 4 T T Lo TR = T =3 74
INEEOAUCTION. ¢ttt ettt ettt e bt et esae et et e sbe e beenbeeesnteeennneens 75
Choosing a 1ayout MEthOd...........ooiieiiiiiieiieieee et e e e 75
Setting up basic page 1ayout USING StYIES.......ccviiiiieriieiiieiie ettt ettt e e e e e aaeeeens 77
Inserting a page break without switching the style...........ccoceeriiiiiiniiiiiiiecieeeee, 77
Defining a different first page for a document............ccceeevvieriiiiiieniieiieniee e 78
Changing page orientation within @ dOCUMENL...........cccueerviiriiieriieniieiieeie et 80
Changing Page MATZINS.......cccueeruieeirierieeieereeeiteesteeiteesteeeteesssesseessaeasseesssessseessseessssesessseessnnsns 82
Using columns to define the page 1ayouL.........cccuivciiiriieeiiieriecieceececee et 83
Defining the number of cOIUMNS 0N @ PAZE.......eevvieriieriieiieciieiieee et 83
Changing the number of columns for eXiSting teXt.......cceecvierieriiierieiieeiieeieee e 85
Using frames fOr Page 1aYOUL.........ccuiiriiiiieiie ettt e e e e s ibaeeesnnreeeenes 86
CrEAtING fTAIMES. ..e.viieiieieieeieeeie ettt ettt e et e et e e be e teeeibeeteessbeesaeesseenssaeesansseeesansseeeensseens 87
Moving, resizing, and changing frame attributes...........cceecveevierciierieniieeiie e 88
ANCROTING @ fTAME......eeiiiiiiieiieie e ettt et e e taeebeeaeeesbeensaeeenssaeeennns 90
LANKING fTAIMES...c.utiiiieiiieieeeie ettt ettt ettt e et e st eeteestaeesbeessaesssaessaeesseenssesnseensneesseensssns 90
Using tables for page LIayOUL............ccvieciieiieiiierie ettt ere et ebeesaeessaeeeennreeeenes 92
Example: Creating sideheads using tables..........coecieriiiiiiiiieiierieeee e 92
Using sections fOr Page [aYOUL...........cecuiiriiiiiieiie ettt ettt esieeebe e e ereeeeeabeeeesnnneeeenes 95
CrEAtING SECLIOMS. .. veeviieiiieiieeieeeiee et estteeteesteeeteesaeessbeeseeesseesseessseenseenssseesassseeesnsssaeesnsseeens 95
USING the SECHION PAZEC.....vieiuieiiieiieeiieriie et ete et este ettt e e e e steesbeesseeesseesseesssaeessnsseeesnnnns 95
USINg the COIUMNS PAZE......cccuiiiiieiiieiieiieeieerte et eeeeeteestteereeseeebeestaeenseessaeensaessnessseeeenes 98
USINgG the INAENTS PAZE......viervieeiieiieeiieeiee ettt ettt ettt te et eebeestreeeeebeeesesnseeeesnsseaeenes 98

Writer Guide



Contents

Using the FOOtnotes/ENdnotes PAZE........ccovieervieeiiieeiieeeiieeeieeeeieeeeivee s s sieraeeeeeeesnavaeeeaeeas 99
Using the Back@round Page..........ccueeeiieeiiieeiiieeiieecieeesiteeeiee e e eiveeeaneesvee e sseeesnsaaaee s 100
SAVING @ NEW SECTIOM.....eeiiuiieeiiieeiiieeeieeeiteeeiteesteeesteeesteeessseeessseesssseessseeesesssssseaaesssnnnes 101
Editing and deleting SECHIONS. .....c.ueeeiuiieeiieeeiieeeiie ettt e st e e teeessaeeenaraaeaeeas 101
UPAAting LINKS.....ccouiieiiiieeiie ettt e e e e st e e ssaeeesaaeeesabeeeesesnsssaeeeeessnnnsenes 103
Creating headers and fOOLETS........ccuiiiiiiiiiiie et e e e e s aaae e e e e e e nenes 104
Portrait headers on [andSCape PAZES......cccuveeeuieeriieeeiie ettt et e e e e e e eeeaaeeee s 105
INUMDETING PAZES. .. vveeeurreeeirreeeieeeeieeesteeesteeeetteeestaeessteesseeessseeessseeessseeassseeessseesssseesssseesnsseeenn 108
Including the total NUMDBET Of PAZES.....vvieeviieeiieeciie e e e 108
Restarting page NMUMDEIING. .......c.vieeiiiiiiiiieciie ettt e e e e e e aaeesnnaraaeaeeas 108
Changing the format of page NUMDETS.........cccceviiiiiiiieeiie e 109
Problems with restarting page NUMDETING..........ccevuveeriuieeriiieerieeerieeesreeeeieeeeesraaeeeeeeennens 110
Numbering portrait and 1andSCaPE PAZES......cuveerrrreeririeeeiieeriieerieeeriee e e esereeeereesraeeeeeeas 112
Numbering the first page something other than 1............ccccoiiiiiiiiiiiiiee, 112
Numbering pages bY ChaPLET.......cc.viiiiiieeiie ettt e e e e e e eaaeeeae s 113
Chapter 5

Printing, Faxing, Exporting, and E-mailing.........ccccmmmiiiiiimmmmccciss e eeesneeees 115
INEEOAUCTION. ¢ttt ettt et e bt et e bt e bt e bt e sabeeeaaeesanee s 116
QUICK PIINEING...eeviieiiieiieeieeite ettt ettt et e et e e e et e e teeesbeeseesaseessaeesseeseesssaenseesnseenseennses 116
CONTOIING PIINEING....cvvieiieiiieitieeieeitte et etee st esteeeaeebeesreeseessseesseessseenseessseenseessseesseessnssees 116
Selecting print options for @ dOCUMENL..........c.eeviieiieiieeiieie ettt eve e e e 117
Selecting default Print OPLIONS. ......ccveevierieriieiieeie et ete ettt et ebe e e beesseeeearaeaeenes 118
Printing in black and white on a color Printer...........ccccuevcvverieeiiienieeieeiee e 118
Previewing pages before Printing...........cceecvierieeriierieniieenieeieeseesieesreereeesreeeeesreeesennnes 119
Printing @ DrOCHULIE.......cccuiiiiiiiiiiiiecie ettt ettt et essaaaeeennraee s 120
Printing ENVEIOPES. ...ccuviiiieeiiieiieeie ettt ettt et stte et et e et e e taeesbeesaeeesbeesaeenseeseesssseeeennraeens 120
Setting up envelope details from a database............ccoecveviieiiieniiiiiienieeee e 123
Printing 1abeIS.......ccuviiiiiiiieii ettt ettt et et e e nre s 125
SENAING @ FAX.1e.tiiiiiiiieeiteie ettt et e st eesb e e staeenbeessaeesbeensseenseensseenseeeeannnes 127
Sending a fax through the Print dialog DOX........cccovvieviiiriiiiiieniieiieieceee e 127
Adding a Fax icon to the toolbar (advanced)...........cccoeeveriieiiieniieeiieniiee e 127
EXPOTtING t0 PDF.....uiiiiiiiieiieiecteee ettt ettt et et e et essae e e ssbeeeenbaaeeennseeens 129

Writer Guide \%



Contents

QUICK eXPOTt t0 PDF ..ottt ettt et naaa e as 129
Controlling PDF content and qUality.........ccccuvieiiieeiiieeiieeiee ettt 129
E-mailing Writer dOCUMENLS. .......ccoiiieeiiieeiiee ettt e e et e e e e e e e e anaeaaeeeeennenns 134
Digital signing of dOCUMENLS........cccviiiiiieeiiieeeiie ettt e erree et eesteeesaeeeeeeesnsaraaeeaeeeennnes 137
Chapter 6

Introduction t0 Styles.........cccooiiiiiiii e —————————— 139
INErOAUCTION. ¢ttt ettt et b ettt e bt e bt et e s et e e snteeeneeeenee 140
WHAL ATE STYLIES?....viiiiieiiecie ettt ettt ettt et e e bt e tbeesteesaaeenbeesssesnsaenssaeeas 140
WY USE SEYLES?...c ittt ettt ettt ettt e et et e s be e taeesbeensaeessbeeesasssaeeenssaeeas 140
TYPES OF SEYLES. ettt ettt et e b et e s be e bt e ssbeeenabeeeeensseeesannsaeens 141
USING PAragraph SEYLES.....ccvieiiieiieiiecii ettt ettt et e teesieeesbeesteeeeensbeeesesnsaeeennsaeeas 142
BTt SEOPS. cuvtieutieiie ettt ettt ettt et e et e e et e ebeesabeesbeeesaeesbeeesseensaeesbeenbeaesseensaeenseenraaeeans 142
Using the Apply Style MENU.........cooiiiiiiiiiiiicieeece e 143
Modifying paragraph SEYIES........ccuierieeiieiieiiieeeeie ettt ettt e e e e enaeeeenes 143
LNKEA SEYLES...eeueieeiiietieeii ettt ettt ettt ettt e st e et e eetbeesbeessaeesseessaeesseessseensaennsseaeanes 146
Creating CUSTOM SEYIES...c.uiiiiiiiiieiiieiee et ettt ettt e et e et e s ebeeteesaaeesbeessseenseessseesseessseenseens 147
Creating the Poem paragraph Style...........ccocueeiiiiiiiiiieniieeiieee et eaee e 147
Creating the PoemHeading Style..........cccueiviiiriiieiiieiieeieeiecieeee et saaee e 149

N ER10] o] (S 00157 s o P PPSRRR 150
Changing the formatting of Your Styles..........cceeriiiiiieniiniiieieeie e 151
TIPS AN IICKS. .e.viieiiieiie ettt ettt ettt e s e et e e e beebeeeesbbeeeenbeeeennsseeennes 153
USING PAZE SEYLCS...eeuvieiiieiieiiieitieeie et e et et e st e eteeseteeteesaeeesbeessaeesseessseesseensseenseesaeesseesnnseeens 153
What page style does @ page have?..........occvivviiiiiieiiieiieeiee et 153
MOdifying @ PAGE SEYLC......eeiciieiiieiieiieeie ettt ettt te e ee e e aae e e e abeeeeenaeeeenes 154
Mirrored marging for fACING PAZES.....ccuveruireeiierieeiieiieeie ettt ettt e e e e e abeeeessaeeeenes 154
The NEXt STYLE PIOPEITY....ccuviiiieiiieiieeieeiteete et et e et e steebeeseteebeessseesaessseesseessseesaesssaens 155
Manual PAE DICAKS.........ccuieiiieeiieiieiie ettt ettt et ete et e st et eesbeesseeesseebeessseeessnnsaeeans 156
Page NUMDETING......cuiiiiieiieeiteiieete ettt et et e et e s e ebeestaeesbeesseeesbeesssesnseesaesnseeennsneens 157
Preliminaries: fIelAdS.......ooiviiiiiieeee e 157
INSEItiNg @ NEAACT.......ceiiiiiiieiieiiecie ettt e e e e saeesbeessaeensaeenes 158
SIMple PAZE NUMDETING, .....cueeiiieiiieeieeieeeie et eete et e sete et e stteereestaeesbeesseeenseesssesnsseeesnseeas 159
MOTre COMPIEX VATTALIONS. .. .veeviieiiieriieetientieeieeseeeteesteesbeeseessseesseessseesseessseenseessseesssseeennns 159

Vi

Writer Guide



Contents

USING CharaCter STYLES.....uuiiiiiiieiiie ettt e et e et e e etbeeeaaeeesaeeesaeeensaaeeennns 162
Why use Character StY1ES7......cccuiiiiiiieeieeee et e e e e saaeaeeas 162
APPIYING CharaCter SEYIES....ccuviiiiiieeiieeiee ettt e e e st e e sneees 163

Chapter 7
Working With Styles.........ooo e 165

INETOAUCTION. ¢ttt ettt et a e bt et ebe e bt et e seeeesmteeeneeeenee 166

APPLYING SEYLIES....eiiiiieiieeie ettt sttt e beentaeenbeentaeeennraee s 166
Using the Styles and Formatting Window.............ccceevieriieiiienieeiienieeieesee e 167
Using Fill FOrmat MOde..........ccoociieiiiiiiieiiieiie ettt ettt siaesveesaeessseesaaeseseesneaens 168
Using the ApPLY StYI1e LISt ...ccuiiiiieiieiece e e aaae e 168
Assigning styles to ShOTtCUL KEYS.......ovviiiiiiiiiiieciiceee e 169

MOIFYING SEYLES....evvieiieiiieiieeie ettt ettt et et e et e st e et estbeebeesabeesbeessaeenseessseenseenseesannsneens 170
Changing a style using the Style dialog boX.......c..cccvveviierieiiiieiiicieece e 170
Updating a style from @ SElECON. .......ccuiiiiiiiiieiiieiiecie ettt e e 171
Using AutoUpdate (paragraph and frame styles only).........cccocveevieniiieiieniiienienieeeeeienn 172
Updating styles from another document or template.............cccceeevvieriieniieiiienieeiecieeieen 172

Creating NewW (CUSTOM) STYLES.....cccuiiiiieiieiieeiieeie ettt ettt et e e e saaaeeennraeees 172
Creating a new style using the Style dialog bOX.........cceevireciiiriiiiiieniiciieie e 172
Creating a new style from a SeleCtioN..........cccuverieeciierieeiieie e e 173
Dragging and dropping a selection to create a Style.........ccoevveeiierieeciieniieeieeeeieee e 174

Copying and MOVING STYLES.....cc.ceviiiiiieiiieiieiie ettt steesre et eebeesae e e ersbaaeeennreeeas 174
Using the Template Management dialog DOX.........cccueeviiiriieiiieniiieiieiecieee e 174
Loading styles from a template or dOCUMENL..........c.ccoveriieriieiieiieeiie e 176

DRLEtING STYLES....cvvieutiieiieiieeie ettt ettt ettt e et e et eebe e aaeesbe e seesnseessseenseessseeennsaaeeensseeas 176

Working with paragraph STYIES.........cceeiiieiiiiriieiieieeie et 177
Controlling Page DIEAKS........ceccuieriiieiiiiie ettt ettt eve et e esbeebeeenbeeenes 177
CONLTOIIING tAD STOPS...eeiviiiiiieiieiieeiteriie ettt ettt e et e seeebeestaeebeessreeeesseeesssnseeessssseeennes 179
Specifying a relative fONT SIZE.......cccvieriiiiiiiriieiiieiiecie ettt s e e e rre e e e e e e enees 180
Selecting a language for a paragraph Style............cccveviieiiieriiiiiieniieeeriee e 181
Rotating the text in a paragraph Style...........cccvieiiieriiiiiieiiieieeieeee et eeaaee e 182
KCRIMING EEXE.eeuvveeitieiieeiieeiie et ettt et e e bt e etteebeesebeesseeesbeesseeseseesseessseenseesssaenseessseeesnsssaeens 183
USIng Styles N OULHNING. ......cccuiiiiiiiiieiieciieieeeee ettt ettt beesiaeebeesaeeesbeeesennaaeeans 183

Writer Guide Vii



Contents

Choosing paragraph styles for outline levels..........cccveeiiiieiiiieiiieceee e 183
Including chapter or section information in page headers...........cccccuveevvierciienieeesiieeeen. 184
Working with conditional paragraph Styles..........ccceeecuiiiiiiiiiiieeiiiece e 185
Defining the conditional StYle.........cc.eiiiiiieiiiieiiie e e e 186
Working With frame StYIES......ccuuieiiiiiieiie et s e e e e e e e eeabeeens 188
How frame Styles WOTK........ccuiieiiiiieiiece ettt e ee e 188
Planning the StY1eS......cccuiieiiieiie et et ae e e e eaaaaae s 188
FOrmatting frame@s........ceecuiieeiiiieiie ettt et e e ae e e e e ntaae e e e e e e snsnaaaaaeeas 189
APPIYING FrAME STYICS...eciiiieiiieeiee e et e et eaeeas 190
Working with list (NUMDETING) SEYIES....ccuviiiiiieiieeciiece e e e 191
Example of 1iSt STY1€ USAZE.......uiiivieeciie ettt e e st e e e e aaaaeaeaeeas 191
Using outline-numbering STYLES........cccueieriieiiiiieiiiieciie ettt e e ste e eeesaeeesaeeessseeenees 193
Applying the different levels of a list-numbered paragraph style..........ccccceevevieeiieencnnnnn. 195
Working With PAgE SEYIES....ccuiiieiiieciieecee et e e et e e e e e e esaaeeeaeeeenes 197
Setting up a book chapter SEqUENCE Of PAZES....cccuveeeiuieeeiiieeieeeie et e e e e 197
Chapter 8

Working With GraphicCs..........ccccciiiiiiiiiiiiii s e s s e s e e nmn e e 202
Graphics 1N WIIter dOCUMENLS. .........eeivieriieiiieiieeiieeie et ete et e e ereesbeebeesebeenseeesseeseesnnseeens 203
How to add a graphic from a file..........cccoecuieiieiiieiieciecicce e 203
Inserting a graphic from @ file..........cceeviiiiiiiiiiiiieicce e e 203
RESIZING @ GIAPNIC. .. uiiuiieiiieiiiiciieeie ettt ettt et sbe e bt e eabeeenabeeeesnsseeesnsnsaaenns 204
Inserting images from Other SOUICES.........cccuieruieriiiiieeieeiie ettt ebe e e eaaeeens 206
Adding an image to the Gallery..........coecuiiriiiiiieiiieiee e e 208
MOdIfyINg AN IMAZE......cuveeriieeiieiiieeieeteeeieeieeeteeteeseeeteesteeesseessseesseesseessseeeensseeessssseeesssseeens 209
Positioning graphics Within the teXt.........cccviriiiiiiiiiiiieiiecie et 211
Arranging and aligning GraphiCs...........cccveeeiieriieeiiieniieeieeiee et ere et e e e seeebeesaaeenens 211
Wrapping text around GraphiCs...........cccveriiiriieriiiiiieeie ettt ereesaee e seaeenseee s 212
Anchoring graphics and drawing ObJECES.......cccueevuieriieiiierieeiierte ettt eaaeeeeareee s 214
Adding captions t0 GrAPNICS.....uiiruiirriieiieeiierieeieeete et e rte et eseeereesaeebeessaeesseessseensaeeeensseeas 215
Adding captions autOMAtICALLY........cccveriiiiiiiiiieiiecie et aaae e 215
Using the Caption dialog DOX........cccuieiiiiiiiiiiiiiieeiieeie ettt ete et eebee e s eaaaeeens 216
Adding captions MANUAILY.........ccceeriiiiiiiiiiiiieeeeeieeee et es 217

Viii Writer Guide



Contents

Using Writer’s drawing tO01S........cccuiiiiiiieiiieeiiieeciieeieeeeteeeeiee e aeeesveeesetareeeeeeesnneseeaeeeeennnes 218
Creating drawing ODJECES. ... .cciuiieiieeeiiee et eeeeeeiee et e esteeestteeeereeeaaeesraeesnseeesssnsaeeaaeannes 218
Setting or changing properties for drawing ObjectS..........ccveeviieeriiieeniiieiiiie e e e 219
Grouping drawing ODJECES.....ccuuiiriiiieeiieeeiieerieeesteeerteeerteeetteesteeesbeeeesssaaeeeeesesnssssneeaeens 220

Graphic file types SUPPOTLEd......cc.ueiiiiieeeiie ettt e e s e e s aee e s aaeessseeenees 221

Chapter 9
Working With Tables........c e e ma s e e 222

INErOAUCTION. ¢ttt ettt et et b e bt et e bt e bt et e seeeesmteeeneeenaee 223

The Table menu and tOOIDAT...........cocuiiiiiiiiee e e 223

Creating @ tADI@........eeiieiiecie ettt e b e etaeenbeenaae s 225
INSErting @ NEW tADIC.........eoiuiiiiieiiecie ettt et e e 225
Creating NEStEd taDIES. ... .cciiiiiieii ettt et e tbeeeenes 226
Using AutoCorrect to create @ table........cceeviieriieriieiierie et 227

FOrmatting @ table..........oouiiiiiiiieiiece ettt et be s 227
Default PATAMETETS. ... .eivieiieeiieiie ettt ettt e et e et e st eereesaaeesbeessaeensaessseesseensnesnsaeenns 227
Formatting individual CEIIS..........cciiiiiiiiiiiiieiiecie ettt e eraae e 227
Inserting Tows and COIUMNS. .........coeiiiiiiiiiieie ettt ebee e naeeeenes 228
Merging and SPIttNG CEIIS........oviiiiiiiiiiiieie et et e e e 228
Merging and Splitting tables..........cccuieriiiiiieiieeieeie et e e e e 229
Choosing table spacing and alignment..............ccceeeuieriieiieniieeiiierie et eiaee e 229
SPECITYING tEXE TIOW...cviiiiieiiieiieeie ettt ettt et et e e b e estae e b e eaeeenseenseas 231
Resizing rows and COIUMMS..........ooouiiiiiiiiieiii ettt e e e e e aaaeeens 232
Specifying table DOTAETS.......cc.eeiuiiiiieiieeie ettt e e e eeeeneneeas 233
Selecting background colors and graphics...........cocvevveeciieriiieiiieniieieesiee e 234
Vertical aliGNMENT.........c.eiiiieriiiiiieiiecie ettt ettt et e ebeesaaeesbeessaeesaenasaee s 235
NUMDET fOIMALS. ..ottt ettt ettt st ettt et e sbe e e e eneees 236
AdAING @ CAPLION. ...eeiiiieiieeiiieiteeie ettt ettt e et e e bt e s e eebeeseaeesseesssesnsaesseessseeseesnseenseenns 236
Cross-1eferencing @ table.........cc.eeeiieiiiiiiiiiiieeie ettt re e e e e sraeeeenes 237
AULOFOrmMatting tabI@S......c.eiiiiiiieiiieiierie ettt ebe et eesbeestaeesebaeeeennneeeas 238
Create a heading row in an existing table...........ccoecvieriieiiienieiiieeeee e 239
Rotating text in @ table Cell.........cciiiiiiiiiiiieiieie e 239
Displaying or hiding table boundaries...........c..cocueriieiiiriiierieeie et 239

Writer Guide ix



Contents

Data entry 1N taADIES.....ccuiieiiie ettt et e e e eabe e e aaeeesaaeeaaeeeeennnes 239
MOVING DEIWEET CELIS.....uviieiiiieiiie ettt e et e e te e e ssaeessaaaaeaeeas 239
NUMDET TECOZNTEION. .....uviieiiieeiiieeeieeeeieeeteeeteeeeteeesteeeeseeessseeesssaeesssaeessseeesssaesssseeesennnes 240
Converting between table and teXt...........oovuiiiiiiiieiiiieciee e 240
Sorting data 1N @ taDIE........ceeciiiiiiie e aa e e e aees 240

Deleting, copying, and moving a table..........c.cceouiieiiiiiiiiiciece e 241
Deleting @ taDIe.......cociiieiieeee e et e et e e e nraaaaaeeas 241
(070700741 1 e 1 7 1 0] [T SUSRPRR 241
MOVING @ TADIC......ei ittt e et e e e e et e e e b e e ennaaaaeaeeas 241

Using tables as a page [ayout t00].........cciiieeiiieeiie et e e e e e earr e e e e enes 242

Using spreadsheet functions in @ table..........cccvieiiieiiiieciieeciee e 242

Chapter 10
Working with Templates........cccoiiiiimicciirrrreccrs s s nnmnas 244

INErOAUCTION. ¢ttt ettt et se ettt e bt e bt et e seeeesnteeeneeeeaee 245

Using a template to create @ dOCUMENL..........ceeeiierieiiieiieeie ettt ettt e e 245

Creating @ tEMPLALE........ccieriieiieeie ettt et et e et esaeebeeesbe e seessbeesseessseenseesnseenseeas 246
Creating a template from a dOCUMENL..........c.ccocviiriiiriieie et 246
Creating a template USiNg @ WIZard.........cceevieriiieriieeiieiie et eee e ereeree e eaeeseaeesee e 247

Editing @ temMPIAte.........oovuiiiiiiiieeiieceece ettt et e e et s b e et e b e e saeenaeenbeensaeennaens 248

Setting a default temMPIAte..........cceeiiieiiieii e 250
Setting a custom template as the default...........cccoooieeiiieiiiiiiinii e, 250
Resetting Writer’s Default template as the default.............ccoeeieiiiiiiiniiiiiieee e, 251

OrganizZing tEMPIALES. ......eevvieriieriieitieeteeiee et ertteeteesteeete e teeebeesseesseesseeesseeseesnseesseessseesseeens 251
Creating a template fOIAET........ccuiiiiiiiiiicii et et e e eeaee e 251
Deleting a template fOIAET.........ccuviiiiiiiieiieeieee et et e e e e 251
MOVING @ LEMPLALE. .....eeevieiieeiieiie ettt ettt ettt et e eteeteessbeeseessbeesseessseesseeennsseasanes 252
Deleting @ teMPLAte.......cccvierieiiieiieeie ettt ettt et sae et e et e b e e staeebaeennaeaeenns 252
IMPOrting @ tEMPLALE.......ecviiiiieiieiieeieeee ettt et e e e ebeessaeebeessaeensaesaaeeenes 252
EXporting a tempPIate.........cccueeeiieriieiiieiieeiieeie ettt et s be e enbaens 253

Chapter 11
Using Mail Merge.........iiiiiiiiiissssr s ma s e 254
What 1S MaTl IETEET.....cceiiiieiiieie ettt ettt ettt e et e s saeebeesaeeenbeenneee s 255

X Writer Guide



Contents

Creating the data SOUTCE........cccviieiiiiiiiie ettt ettt e st e e st eeessbeeesareeeeessassaaaeeeeennnes 255
RegIStEriNg @ datad SOUICE....ccuuiieiuiieeiiiieeeieeeeee ettt ettt e et e e s te e e st e e ssaeesnseeessseeensseaenssaeennnes 256
Creating @ fOTM LETLET......viieiiieciiee ettt e et e et e e staeeetaeeeeeeessanbaaeaeeeennnes 259
Printing mailing 1abels........c.cooiiiiiiiiiie e e e e e 262
PrINtING @NVEIOPES. ... viieeiiieeiii ettt ettt et e et eetaee e taeeestaeessaeesssaeeesseeesnssaaaaeeeennnes 266
Setting up envelopes fOr PrINTING........cccuveeiiieriieeeiie e estee e e erree e eeeeeeeseraaeaeeeeenanes 266
Merging and printing the €nVEIOPES.........eeecviiiiiiieiiie e e 268
Using the Mail Merge Wizard to create a form Ietter........cocvvveeiiieeiiieeiiiecieecee e 269
Step 1: Select starting dOCUMENLE .........cccvieiiiiiiiiiecie e e e e e e e e e e e 269
Step 2: Select AOCUMENLE LYPC.....ccccviieeiiieiiieeeiee ettt e sve e e seae e e seaeeesaeeensaeeenns 270
Step 3: Insert address BIOCK.......cccviiiiiiiiiieeeeee e 271
Step 4: Create SAlULAtION. ......eeeciieeiiieeiieeeiee et eeree et e et e e et e e eteeestaeesseeesnseaaeeeennnes 275
Step 5: AdJUSE JAYOUL......viieeiieeie ettt e et e e e e e e raeaeeeeennnes 275
Step 6: Edit document and insert extra fields........c.ceeevvieeriieeiiiieiiiieeeeee e 276
Step 7: Personalize dOCUMENLES ..........ceevvieiiiieiiiieciee et eiee e eee et eesaeeeseraaeaeeeeennnes 278
Step 8: Save, Print OF SENA.....cccuiieriiiieiieeeie ettt e e et e e e teeesreeesreaeeeeennnes 278
Saving as a file rather than Printing...........cccveeeiieeiiieeiiee e e 279
Editing a saved file of mailing labels............ccocuiiiiiiiiiiiiiiiieceee e 280
Removing blank 1ines in addresSSes.......cuuiiiiiieiiiieiieecieeciee e e e e e 281
Removing blank lines in addresses on form letters..........cceevvieriieeciiiencieciiie e, 281
Removing blank 1ines in 1abels...........oeeuiiiiiiiiiiiiecieece e 283
Removing blank lines from envelope addresses.........oevuviiriiieriieeiiieeieeciee e 285
Chapter 12

Creating Tables of Contents, Indexes and Bibliographies........cccccccoommremuciirnneee. 286
INErOAUCTION. ¢ttt ettt et se ettt e bt e bt et e seeeesnteeeneeeeaee 287
Creating @ table Of CONTENTS. ......ciiuiiiiieiiicie ettt ettt e te e e e e esbe e reesabeeesnaaeeens 287
Creating a table of contents qUICKLY........c..cccuieiiiiriiiiiieiicee e 287
Customizing a table Of CONTENLS.......c.ievuiiiiiiiiieeiieiie ettt ree e e e e reeeesnaeeeenes 289
Using the Index/Table PaZe........ccovieriiiiiiiiiieiierie ettt ettt e e s seraaeeeasaee s 290
USING the ENLIIES PAZE...cvvieiieiiieiiieiie ettt ettt ettt et e bt e seaesbeestaessseesssesnseeeensseeeas 292
USING the StYIES PAZE.....ccvieiiieeiiieiieeieeeeete ettt ettt e et e e e sstreeeesebseeeenssaeeas 295
Using the COIUMNS PAZE.......ccueeiiiiiieiieeiierie ettt ettt et e ssa e e saesaaeebeessaeensaesnseeeas 296

Writer Guide Xi



Contents

Using the Back@round Page..........cc.eeeeviieiiieeiiieciee et eeiteesiee et e eire e evaeeevee e sbeeesnsaaaee s 296
Maintaining a table 0f CONLENTS.........cecuiiiiiiiiieiieeciee e e e e e e eeaaeeee s 298
Creating an alphabetic INAEX.......uiieiiiieiiiecie et et e e e e aaeeeaaaeeeeeeeenees 300
AddING INAEX ENLTIES. ..eeeuvieeieiieeiiieecieeete e et e e eteesteeesteeesseeessaeeessseessseeesseesssseesseeenseens 300
Creating an alphabetic indeX qUICKIY.........ccooviieiiiiieiiieceee e 301
CuStOMIZING TNAEX ENETIES. . eecuvvieerireerieeeiieesieeesteeesteeesereeessteeassseesssseesssseessseeesesssssseeeeeens 302
Customizing the appearance of an INAEX.........cccveeriireriieeeiie et eaaeee e 303
Maintaining AN INAEX......c.eieeiiieiiiieeiiieeriee et e et e et e e eaeeeeaeeesareeesaeessaeesssaeessseeesssssneaaeens 306
Viewing and editing eXisting INAEX ©NtIICS.......ececvireriieeeriiieeriieerieeerrreeeeeeeseirreeeeeeeneneeeeas 307
Creating and using other types Of INAEXES........cccviiiriuiiiiiiieeeiieeriieeriee e e e eeeeaeeeeaeeenees 307
Creating @ BIDHIOZIAPNY.....ccviiiiiieeciie ettt e e et e e et e e et e e sabaeessnrbaeaeeeeennnes 308
Creating a bibliographic database............ccccveeriiiiiiiiiieiiie e 308
Adding entries to the database..........cccuvieeiiieriiieeciie e 312
Maintaining entries in the database............ccccueeeeiiiiiiiiiiiicce e 313
Adding a reference (citation) into @ dOCUMENL.........cceeveviiiriiiieiiieeciee e e 313
Formating the bibliography.........cocouiiieiiiieiieecie et ee e 314
Defining the paragraph style for the bibliography...........cccccvveiiiiiiiiiiiiee e, 316
Updating and editing an existing bibliography...........ccccvveeiuieiiiiiiiriie e 318
Chapter 13

Working with Master Documents.........c..ccoiiiiiiiecciniiirrcsss s s e s m e 319
Why use @ Master dOCUMENL?...........eeiuieiieeriieiieeiteeie et eeee et e ebeesaeeebeeseeeesseessaeesseessnseeeas 320
Styles and Master dOCUMENLS..........cccuieriieriieiieeieerite et eee e e eaeebeesteeesbeeeeseeaeeeensseeeennnnes 320
USING the NAVIZALOT.......eiiiieiieeiieiie et erite ettt ettt e eve et e ebeesteeebeessaeensseeeeasssaesenssaeessseeas 320
Creating @ MaSter dOCUMENL..........eeviieruierieeiieeieertte et eteesaeeteesereesseessseesseessseeseesssessnssseeenns 322
Splitting one document into a master document and subdocuments...............ccccevverevennee. 322
Combining several documents into a master dOCUMENL...........cceeeeveerieerieenieeiiieeeriieeeenes 322
Starting with N0 eXisSting dOCUMENLS.........cc.eerviieriieriieiierieerieeeieeree e eieeeeirreeeeereeeeenneas 323
Editing a master dOCUMENL...........c.ceiiiiiieiieeie ettt ettt e seaeeteesaeebeessaeensaessnaaeeens 332
Changing the appearance of the dOCUMENL...........ccceevviiiriieiiiiiieciee e 332
Editing SUDAOCUMENLS........cccuieiiiiiiieiieiie ettt ettt ettt sveeteesae e eeaaeeeenseeeesnnaeeeenes 332
Cross-referencing between SUDAOCUMENLS..........cc.eeriieriieriieniieiee et eve e e e eereaeeens 333
ProDbIem SOIVING.....cc.vieiiieiieiiecie ettt ettt ettt ettt e e saeeebeessbeensbeeeessaeeeennsaaeeensseeas 336

Xii

Writer Guide



Contents

Including a chapter reference in the header of the first page.........cccoeeeeveecieeeiiiieecciiinenn. 336
Including landscape pages in a portrait-oriented master document............cccccveeeeveernnnnnn. 338
ANChOTING PICLUTES 10 @ PAZE....vveeeerieeririeeiiieeeiieeeitreeeeeeeteeesteeessreeessseeensaeessseesenssssseaaeeens 339
Chapter 14
Working with Fields........ouiirrcccrirrrecr s e m e 340
INtroduction t0 fILAS. .....coueeiiriieiieeee e 341
Quick and €asy fIeld ENLIY......cc.eeiuiiiiieiiiie ettt e e araaeeea 341
Using document properties to hold information that changes.............ccccceeeveeiiiiiieniecieen. 341
Using other fields to hold information that changes.............ccccccueevieriiieiienieecieeeeeee e, 343
Using AutoText to insert often-used flelds........coeoviieiiieriiieiiiniieiee e 344
Defining your own NUMDETING SEQUENCES.......ccuvieuierreerieriieereenireeseesaeesseessreesseeessssseeessssees 345
Create a nUMDbET 1ange VAriable.........c.cooiiiiiieiieiiieiie ettt ete e ereeeessreaeenes 345
Use AutoText to insert a number range field..........ccoooveriieiiiiniiiiiienceeeeee e 347
Using automatic CrOSS-TEIETENCES. ... ..cccviireieeiieriieeitieseeeieeetteeteeseeeeteeseeeebeessaeeseessseenseensneeas 347
Prepare items as targets for Cross-referenCing...........eecvveveerciieriieeiieeiiecie e e 348
INSEIT CIOSS-TETRIEIICES. .. .euteeieiieiieeiierteete ettt sttt et ettt et et e e sat e enbeeenneeeens 349
Using fields in headers and fOOLETS..........oocuieiiieiiieiiieieeieeieeee et 351
Using fields instead of outline numbering for chapter numbers.............ccccocveeevieeenciieeeennnen.. 352
Tricks for working With fields..........ccceeeiiiiiiieiiieiecee e e 353
Keyboard shortcuts for fields..........oovieiiiiiiiiieieeiecececcee e e 353
Fixing the contents of fIeldsS........coooiiiiiiiiiiiicicee e 353
Converting fields INTO tEXT.......ecvieiieeiieiieeieeee et ete et ere e ebeesteeeebeeaeessbeeeneseeeenns 353
Developing conditional CONENL..........c.eeeuierieriieiieeie ettt ettt e e e et e e s enraeeeeeraeees 353
Choose the types of conditional CONtENt t0 USE........cueevveerirerieriiieriieeieenireeeereeeeeiieee e 354
Plan your conditional CONEENL............cccuiiiiiiriieiiieiieeiteeieeite ettt eeeeseeeebeeteesbeeeessnaaeeens 354
Create the Variable..........co.iiiiiiiiieiee e e 355
Apply the condition t0 the CONENL.........ccueiriiiiiieriieiierie et e e 357
Change the value of the variable............ccooiiiiiiiiiiiieceee e 360
Editing hidden paragraphs and SECHIONS. ..........ceeriiiriierieeitieeieeiee ettt e e e sareeeeeaaeeens 360
Using placeholder fIeldS........c.eeviiiiiiiieiiicieee ettt e es 361
Chapter 15

Using FOrms in WIter.........ooviiiiiiiiiieeerrrrr s s 362

Writer Guide Xiii



Contents

INEEOAUCTION. ¢ttt ettt et e s at e e bt e s et et e e sabeeenbbeeeenbeeeaens 363
WHEN 10 USE OIS ...coueiiiiiiiie ettt ettt e e et e e e e eas 363
Alternatives to uSing forms N WITEeT.........eivvuiiieiieeeiie ettt e e e eeaneeee s 363
Creating @ SIMPIE TOTM....uiiiiiiieciie ettt e e s te e e saeeeesbeeessbaeensaaeeeennnnsns 364
Create @ dOCUMENL.......coiuiiiiiiiie ettt ettt et e st e bt e s abe e st e e e enneeeeeneee 364
FOTM tOOIDATS. ...ttt ettt sttt e e st 364

LD T Feq s LY (o1 LT USRS PRR 365
Insert fOrm CONLIOIS. ... .oiuiiiiieie ettt e e e 365
CONTIGUIE CONIOIS. ..eeiuuiieiiiieeiiee et eeee et e et e et e et e e et eeesteesaaeesnsaeesssaeesennnnsanaeaeens 365

L0 33T e 1 TS 101 1 o ST RPR 366
Form controls TeETeNCE. ........eoiuiiiiiiiieiee ettt 367
Example: @ SIMPLE fOTML.....cccviiiiiiciieceeeeeee et e e e e raae e e e e e enees 371
Create the dOCUMENL......c.c.iiiiiiiiiie ettt sttt e e e sabeee e 371
Add fOrM CONLTOLS. ..ttt et et e e st 371
Configure fOTrmM CONITOLS. . .c.uviiiiiiieiieeeiie ettt e e e e e e e e tae e e tar e e e e e e esnnaaaaaeeeas 372
FIniShing tOUCKES. .....c.viiiiiecie et e e e et e e e ra e e enaaaaaee s 374
ACCESSING AALA SOUTCES....ceuvvieeiiieeiieeeiieeeieeeeteeerteeetaeesstteesteeessaeesssaeessseeessseeassseesssseeessannnes 374
Creating @ database...........eeecuiiieiiiieeiie ettt e e e e e et e e e te e e et e e s teeennnaaaaaaeeas 374
Accessing an eXiSting data SOUICE.........cuieveuieeririreiiiieerieeerieeesieeestreeeieeesraeeeeeeeennsaeeeeeeas 377
Creating a form for data ENIIY........cccviieiiiieiee e et e e e e e naaeaeeeeas 378
Entering data int0 @ fOIM....uiiiiiieeiee et e e e e 380
Advanced form CUSTOMIZATION. .....ccueiiuiiiiieeiie ettt sttt e e et e e s abteeeeaeeeeas 380
Linking a macro to @ form CONtrol..........cccceecuiiiiiiiiiiie et 380
Read-only dOCUMENLS........cccviiiiiiiiie et e e e e e e anaaaaeeeeas 382
Fine-tuning database acCess PerMISSIONS. ......uieriieercreeeriieerrieerreeesireeeeeerreeeeesessnnsreeeaeens 382
Form control formatting OPtioNS..........eeecuvieeiiiieeiieeeieeeeieeesveeeveeeee e e e eeare e e e e e e eeaaaeeaeeas 382
XIFOTIIIS ettt ettt ettt e et e e st e e bt e ettt e e be e e sbbeeebbeeebaeeeeaas 383

Chapter 16

1 1 TR0 o 1= o2 O 384
INErOAUCTION. ¢ttt ettt et se ettt e bt e bt et e seeeesnteeeneeeeaee 385
GEttING STATLEM. ... eeeuvieiieiiieiieeie ettt ettt et e et e eaeessbeebeeesaeesbeeeessaeeeennseeeennsseeeanes 385
Entering @ fOrmuUla...........oooiiiiiiiiioiiiecieeieeec ettt et ae et eraeeens 386

Xiv Writer Guide



Contents

The Selection WINAOW........ccuiiiiiiiiiiee ettt sttt e e 386
L2521 4010 (N PP PPRR 387
L2 Fed 11T ed 1 Te) G 41 1S) 1L USRI 388
1A 33 1 USSP PRR 389
GIEEk CharACTETS. .. .eeiuiiiiie ettt ettt et e et e e 389
EXAMPLE 2:..eiiieeeeeeee ettt et e e et e e ba e e e b e e e nbaeennaaeaeean 390
CUSTOIMIZATIONS. ...ttt ettt et e st et e e e ab e e bt e s abe e bt e eabe e bt e sabe e bt e eabeenbeeeanneeeaas 391
Formula editor as a floating WinAOW...........ccueeeriieriiiieiiie et saeeee e 391
How can I make a formula big@er?...........coooiiiiiiiiiieeeeee et 392
FOrMUIA LAYOUL.....cciiiieiieeetee ettt e et e e st e e s be e e sataeeeeeeesnsnssaaaeeeeennnes 393
Brackets are your friends.........cueeiuieiiiieiiie et e ae e 393
Equations over more than one lNe..........c.ccoociiieiiiiiiie e 393
COMMON PIODICIN ATCAS... ... vieeieiieeiiieeiiieeerieeeitee ettt eeteeeeteeeebeeesseeesseeessssseeeesesssnssseeeeeeanses 394
How do I add limits to my sum/inte@ral?............ccccveeriiiiiiieeiieecieeeee e 394
Brackets with matrices 100K Ugly!.........oooiiiiiieeee e 394
How do I make a derivative?.........coouii ittt 395
NUMDETING EQUALIONS. ...eeeiuveeetiieeiieeeitieeeieeeeteeesteeesteeessteeessseeassseesssseesssseessseeessseeessseesnsees 395
Math commands - REfEIENCE. ........coiiiiiiiiiiiie e 397
UNAry / DINATY OPETALOTS. .. .eeeiuiieeieieeeiieeeitreeeitteesteeesreeessseessaeesseeessseeesseeesssssaeessssssssseneens 397
Relational OPETatOrS.......cccviieiiieeiiie ettt eee et e et e et e e eebeeesaeeesaeeesaeesnnnaeaeens 398
St OPETALIONS ..veeeuviieeeiiieeiiieeeiieeeiteeetee et ee e ettt e estteeeetaeeesaeesssaeessseeesssaeessseaaesesnssssneaaessannnes 399
FUNCHIONS. .ttt ettt et e st e e et e e e eabeeeeeaas 400
(00750 2110 £ P PPUPPRPR 401
AETTDULES. ...ttt ettt et e sttt e s h bt e bt e s at e e bt e s at e e bt e e e e eabreeeeans 402
IMISCEIIANEOUS. ...ttt ettt e b e st e be e st e e bt e st e e e sabeeeens 404
BIaCKELS. ...ttt ettt ettt e e et e e e abeeeean 405
FOTIMALS. ...ttt sttt et e et e e e et eeees 406
Characters — GIEEK.........iiiuiiiiiiiie ettt ettt e st e e e eabaee e 407
Characters = SPECIAL........iiiiiieiiieeiee ettt ettt e e st e e e sbeeesaeeennareeeeeennns 407

Writer Guide XV






Chapter 1

Introducing Writer
The Word Processor Component of OpenOlffice.org



What is Writer?

What is Writer?

Writer is the word processor component of OpenOftice.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.

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
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Starting Writer

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 OpenOftice.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 OpenOftice.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.

@ Sek Pragram Access and Defaulks
w windows Catalog

% Windows Update

'E] B Accessories

Adobe Acrobat

Docurnents 0 Opendffice.org 2.0 Base

. CpenOffice.org 2.0 Cale

Settings
Openoffice.org 2,0 Draw

CpenOffice.org 2.0 Impress
Cpenioffice.org 2,0 Math

! OpenCOffice.org 2

Search

Help and Suppaort

B o

Run...

I Log OFf Jean Hollis Weber. ..

=
=
=}
oy
o
o
o
L -
a.
[«
-
wn
=
=)
©
£

iﬂ'l Turn OFF Computer ...

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

GNOME installations 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.

| oicaions LTSNS
% Accessories ¥
@ Games ¥
@ Graphics ¥
@} Internet ¥

@ Preferences 31 Dia Diagrams
ﬁ Programming ¥ \g;) K.Organizer
@ Sound & Video ¥ @ OpenOffice.org Calc

Q System Settings ¥ H?_gf OpenOffice.org Draw

% System Tools ¥ OpenOffice.org Impress
% File Browser ’g OpenOffice.org Math

@ Help @ OpenOffice.org Writer
% Network Servers 5 Froject Planner

## | [« The GIMP | & Layers, Channels,

Figure 2. Starting Writer from the GNOME Applications menu

Fedora/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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Starting Writer

Linux/KDE
On KDE, OpenOffice.org is installed in its own menu, called Office (see Figure 3).

&= Graphics
&) Internet

7 Address Manager
=, Dia Diagrams
8 Programming ¥ E: Kontact

B Preferences ¥

[ Sound & Video ¥ & KOrganizer
£h System Settings * & OpenOffice.org Calc
38 System Tools ¥ ¥ OpenOffice.org Draw

& Control Center 5 OpenOffice.org Impress

€ Find Files “z| OpenOffice.org Math
& Help & OpenOffice.org Writer
@ Home = Project Planner

| Actions
2 Run Command...

@ Lock Session
7] Logout...

e HE

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.
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o .
@\_{f Accessories

(74 Amusement v ﬂ AddressBooks ’
E3d Applications r Eﬁ? Graphs C
@ Configuration v [43] Presentations b
g Documentation 3 E:I Spreadsheets 3

E} Multimedia 3 :I/ Tasks management 3
M Networking 3 Time management

| Office Wordprocessors *| B OpenOffice.org Math

f-__ Terminals OpenOffice.org Writer

@ Home

Recent Docurments 3

Lock Screen
[7] Logout "ooo"...

5ol EEIER vecme

Figure 4: Starting OOo from Mandrake's KDE menu

Mac OS X

Go to the folder where you installed OpenOftice.org. You should see its icon in the
Applications folder (Figure 5). To start OpenOffice.org, double-click its icon.

Noialal |4 Applications = |

il @
z
3
=
)

| Motayer ] “@ I3
Macintosh HD a'\":"/ . ==

OpenOffice.org2 = MPlayer OS X 2 MyMind MySQL BackUp 1.1

EDesktap @ @ Ir'-_- :
| =

5 LR test NeoOffice) Nwvu OpenBase

||3c]‘| Documents

| phpﬁf.

s

PHP Function Index Poseidon for UML

a |

é Music
il |l Pictures
I Preview PsyncX QuickTime Player M |
86 items, 9.89 GB available |

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

If you installed OpenOftice.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).

]

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

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 17 for more information.

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 8 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.

i"__-_""' Text Document
i‘__""' Spreadsheet
i‘_:"" Presentation
F’" Dirawing

E"" Database

== From Template

’T'f_-,- Open Docurnenkt

v Load OpenOffice.org During System Start-Up

Exit Quickskarter

Figure 6: Quickstarter popup menu
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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.

Preloading OO0 under Linux/KDE

In Linux/KDE, 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 OOo 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 Format Table Tools ‘Window Help

B3 Be R e & - & &E- 2
;|Q||Default V||TimesNewRorran V||12 V| Bo/ U |§|§ = ):
L -'1"'Z'"1-"2"-3"'4"'5"-6"'?-"8"'9"-10-"11"2

Status bar

(o)) <

< |
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.

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.
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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

File Edit ‘Wew Insert Format Table Tools window Help
I E= =™ .
B-zEa ERCERNRAE

|Q| Defaulk * | |Times Mew Roman w

v HEOBETQ D,
ZeEE A-W-D -

Il
HH
L]

= R e
L i & N 1 . £ N 3 L w4 L i® i iB g

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” below).

Long-click buttons and tear-off toolbars

Buttons with a small triangle to the right will display Oo0<¢ og0o6E
submenus, tear-off toolbars, and other ways of selecting things Do @oay
with a long click, depending on the button. Figure 9 shows an

example. OCvaAanr® &
The tear-off toolbars are always floating and cannot be docked XeAVAabD
on any edge. To move a tear-off toolbar, drag it by the title bar. Q8 o @
Displaying or hiding toolbars o -3 -0 - - Iy
To display or hide toolbars, choose View > Toolbars. An Defalt
active toolbar shows a checkmark beside its name. Figure 9. Button submenu

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, drag the toolbar to the new location, and then release the mouse
button. The toolbar will dock in the new location.

10
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To move or
undock menu

File Edit Yiew Insert Format Table Tools Window Help

B-clao R BSRNV

=) %

| Times New Roman

‘E‘ ‘Def-aﬁ-lt-

L [ -1 e o0

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.

Options - OpenOffice.org Writer - View

OpenOffice.org
Load/Save
Language Settings
Openoffice.org Writer
General
Formatting Aids
Grid
Basic Fonts (WWestern)
Frint
Table
Changes
Compatibility
AutoCaption
Mail Merge E-mail
OpenOffice.org Writer/Web
OpenOffice.org Base
Charts
Internet

O0HHE

HEEH

Guides
[ Guides while moving

Simple handles
[ Large handles
Display
Graphics and objects
Tables
Drawings and controls
[ Field codes
Motes

View
Haorizontal scrollbar

Vertical scrollbar
Ruler
Horizontal ruler

Vertical ruler
[ Smoath scroll

[ oK

o J[_ e ][]

Figure 11. Turn on the vertical ruler using Tools > Options > OpenOffice.org Writer > View
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Changing document views

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 box appears.

foom
Zoor Factor
{:} Entire Page
() Page Width Cancel
() Optimal
(O 200 %

Ok,

Help

III%

) Yariable 100%:

Figure 12. Selecting a zoom factor

- 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.
+ 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.
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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: o - Al
+ Click on the title bar of the floating window and  16. -/ 17+ 18- . - ™
drag it to the side until you see the outline of a
box appear in the main window (see Figure 13) Styles and Formatting
and then release the window. This method ILJ AOLDE g

depends on your system’s window manager

settings, so it may not work for you. Bl

First line indent
Hanging indent

+ Hold down the Control key and double-click on Heading
a vacant part of the floating window to dock it Heading 1
in its last position. If that does not work, try ng:g::g ;E'
double-clicking without using the Control key. Heading 3
Heading 4
To undock a window, hold down the Control key and Heading 5
double-click on a vacant part of the docked window. Headast
#utomatic
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.

Figure 13: Docking a window

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 F35.

Navigator

File Edit Yiew Insert Format Table Toolk Window Help
B-sH = 2S8R|V= B - ¢ - AE-v | ROoBETQ @,
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.

Chapter 1 Introducing Writer 13



MNavigator
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Figure 15. The Navigator

Using the Navigator

Note

information, see Chapter 13, “Working with Master Documents”.

The Navigator looks somewhat different in a master document. For more

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.

I~ | ¢ |5 E F |

The Workplace

Mavigator

Ho-mm 3 e-|

= Headings
Cverview
Copyright and krademark information
Feedback
Acknowledgments
Modifications and updates
General Introduction

The main comp onents of the Draw interface have the ay

B Fre Ve T ok Tk VA e e

R LA Y R Y T - LR B

The Toolbars
The Standard Bar

The Object Bar
The Main Toolbar

Pages ea '

i®m| § me[ Eler e = ofw Clmnee 5 @)

The Colar Bar
The Option Bar
EEH Tables
[ Text Frame

|>

|intr0_draw.sxw (active)

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

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 to expand the headings, if necessary.
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.

Naxiualor Promote Chapter |
o-mm| feHug | i
=z & = .| e 2 Demote Chapter
28 ¢ BUEIE 'y
B = Headings
Overyigw } Demote Level ‘
Copyright and trademark information
Feedback
Acknowledgments 1 Promote L evel ‘
Modifications and updates
The Warkplace

General Introduction
The Standard Bar

The Object Bar
The Main Toolbar
The Colar Bar
The Cption Bar

|intr0_draw.sxw {ackive) w |

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.

- Use File > New > Text Document.

=
« Click the New button on the main toolbar ‘—I .

Chapter 1 Introducing Writer
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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.

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 them
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.

For more about templates, see Chapter 10, “Working with Templates”.

= Templates and Documents - My Templates

«nls8 =g
A
-— By:
r ,T Jean Hollis Weber
Mew Document Size:
6955 Bytes
'-'_-",,- Date:
( 09/01/2005, 12:48:19
Templaktes Type:
OpenDocument Text Template
@ Modified on:
09/01/2005, 16:04:25
My Documents
Modified by:
Jean Hollis Weber
Samples
L
[ Crganize. .. ] [ Edit ] [ Qpen ] [ Cancel ] [ Help

Figure 18. Creating a document from a template
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Opening an existing document

Opening an existing document

Here is one way to open an existing document in Writer:

1) Click File > Open (or press Control+0).

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, and then click Open.

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 dialog box (Figure 19) appears.
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Saving a document

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.

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 As @
Save in: |;'__.‘| My Documents j ek Ev
=1 IZ)Bluetooth Exchange Folder
LG LMy eBooks
My Recent My IS0 Files
Documents u-flM‘f Music
= (Z My Pictures
Desktop
L
My Documents
My Computer
.
My Metwark
Places
File name: | ﬂ Save |
Save as type: |OpenDocument Text {.odf) ﬂ Cancel |

OpenDocument Text (Lodt)
OpenDocument Text Template (.otf)
OpenOfiice.org 1.0 Text Document [ sxw)
OpenOfiice.org 1.0 Text Document Template (.stw)
Microsoft Word 95 (_.doc)

Microsoft Word 6.0 {.doc)
Rich Text Farmat (.rif)
StarWriter 5.0 {.sdw)
StarWriter 5.0 Templats (vor)
Stariritar 4 N1 e

Figure 19. Saving a file in Microsoft Word format

Printing a document

For more information about printing documents, see Chapter 5, “Printing, Faxing, Exporting,
and E-mailing”.

Quick printing

Click the Print File Directly icon = to send the entire document to the default printer
defined for your computer.
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Controlling printing using the Print dialog box

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

Prinker
Mame
Skatus

Tvpe
Location
Camment

[ ] Prink ko file

Prink range
& al

() Pages

Qpkions. ..

W

hp color LaserJek 2550 PCL &

Properties...

Cefault printer; Ready
hp color LaserJet 2550 PCL &
DioT4_001

Copies
Mumber of copies

1

4

Lo JI

Cancel

J

Help

Figure 20. The Print dialog box

On the Print dialog box, 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.

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.

Which items to print. Click the Options button to display the Printer Options dialog
box. For details about print options and setting defaults for Writer, see Chapter 5,
“Printing, Faxing, Exporting, and E-mailing”.

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.
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LY

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.

5 LA B - fq | @ 4me v | S W Ly ¢ | Close Preview
Figure 21. Page Preview toolbar

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

2) Click the Book Preview icon

orientation (facing pages).

to display left and right pages in their correct

=3
4) To choose margins and other options for the printout, click the Print options page

view icon ) to display the Print Options dialog box. For more information, see
Chapter 5, “Printing, Faxing, Exporting, and E-mailing”.

3) To print the document in this page view, click the Print page view icon

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.

Quick export to PDF

_=l
Click the Export Directly as PDF icon ™ to export the entire document using the default
PDF settings. You are asked to enter the file name 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 file name of the PDF to be created, and then the
PDF Options dialog box 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, Faxing, Exporting, and E-mailing”.
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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 or off from Tools > Options >
OpenOffice.org > General. What's This? help is a new feature in OOo 2.0.

CpenOffice.org Help F1 §
What's This?

Suppork
Reqistrakion, ..

About OpenOffice.org

Figure 22. The Help menu

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 OO0 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 OOo window is open, it looks like the sample shown on the right in Figure 23.
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.

x

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.
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OpenOffice.org 2.0

@ The document "IntroducingWriter.odt" has been modified.
Do you want to save your changes?

H Discard ” Cancel ]

Figure 24. Warning about unsaved changes on close

- Save: The document will be saved and 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 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 21.

If all the documents have been saved, Writer will close immediately. If any documents have
been modified but not saved, a warning dialog box like the one shown in Figure 24 will
appear. Follow the procedure in “Closing a document” to save or discard your changes.
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Choosing options that affect all of OO0

Choosing options that affect all of OO0

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 box. A list of subsections drops down.

Note The Back button resets options to the values that were in place when you opened
0Oo. This button has the same behavior on all the Options dialog box 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 box, click OpenOffice.org > User Data.

2) Fill in the form on the OpenOffice.org — User Data page (Figure 25) or delete any
existing incorrect information.

Options - OpenOffice.org - User Data

=] Openofﬁce.nig Address

r(\Sllleneral Company | |
emary
Plrehht First)Last name/Initisls |Jean Holis | |Weher IHW
Paths Street | |
Cclors
Fonts City/state/Zp | | | |
Security
Appearance Courtry/Region | |
?::,ESS”JIIW Title Position | | | |
Loa dofgg:'z Update Tel. Home fwark) | || |
Language Setiings Fax ] E-mail | | | |

OpenCffice.org Writer
OpenQffice.org Writer/Web
QpenQffice.org Base
Charts

Internet

HEEEEEA

[ CK l ’ Cancel ] ’ Help l [ Back

Figure 25. Filling in User Data
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General options
1) In the Options dialog box, click OpenOffice.org > General.
2) On the OpenOffice.org — General page (Figure 26), the options are as described below.

Options - OpenOffice.org - General

EH OpenCffice.org
User Data Help
= Tps
M
w:::ory [] Extended tips
Print Help Agent
Paths [tepAg
Celors
Fonts
Security Help formattng Default o~
Appearance )
Aocessibilizy Openfcave diaogs
Java [ use OpenOffice.org dialogs
Online Update -
Load/Save Document status
Language Setfings [ erinting sets "document nodified” status
OpenCffice.org Writer o
OpenOffice.org Writer/Web Year (two digits)
gﬁsﬂgfﬁce.nrg Base Interpret as years between 1830 % | and 2029
Internet
[ OK l l Cancel ] l Help ] [ Back

Figure 26. Setting General options for OpenOffice.org

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 box 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 pull-down list. For Windows XP,
the high-contrast style options are as described below.
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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 dialog boxes

To use the standard Open and Save dialog boxes for your operating system, deselect the Use
OpenOffice.org dialogs checkbox. When this checkbox is selected, the Open and Save
dialog boxes supplied with OpenOftfice.org will be used. (See Chapter 3, “File Management”
in the Getting Started guide for more about the OO0 Open and Save dialog boxes.)

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 will be prompted to save the document again,
even if you did not make any other changes.

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 box, click OpenOffice.org > View.

2) On the OpenOffice.org — View page (Figure 27), set the options to suit your personal
preferences. Some options are described below.

User Interface - Scaling

If the text in the help files or 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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Options - OpenOffice.org - View @

B OpenOffice.org

User Data User Interface : : 3D view

General Scaling 100% 4| [JuseOpenGL

S [ G|

Icon size and style
i I 1 v| Use ditheri

Print Small v | |Automatic v ol il R :

Paths ! L ! [[] object refresh during interaction

Colors Use system font for user interface

Fonts

Security Menu

Appearance

Accessibility Show icons in menus

Java =

Online Update F°"Et|"§f Mouse
® Load/Save e

. Mouse positioning

Language Settings Show font history 2 2
OpenOffice.org Writer No automatic positioning v
OpenOffice.org Writer/Web z :
OpenOffice.org Base I_'-'idd!e mouse button
Charts Automatic serolling v
Internet { J

L ok J[ canee J[  Hep  J[  Bak |

Figure 27. Choosing View options for the OpenOlffice.org applications

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 icons in menus
Select this option if you want icons as well as words to be visible in menus.

Font Lists - Show preview of fonts

When you select this option, the font list looks like Figure 28, 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 28, Right). The fonts you will see listed are those
that are installed on your system.

lrmes New Hormar B I'II:I j B i U ||§|

[imes Mew Bomanid |'||:| j B

i

4 Arial Aial _ B
© g Aial Atemative ! 2CTew 00 i:::: i::gm::;:: Syrbol

b Anial Alemative Symbal [ [m I uE:D Arial Black

# Arial Black i:::: H::Ei Special G1

A Arial Marrow Arial Marrow Special G2

A Brial Marow Special G1 !ZGTEW{Q - Aral Rounded MT Baold -

Figure 28. (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.
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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+Ctri+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.

Function Clipboard Selection clipboard

Copy content Edit > Copy Ctri+C Select text, table, or object.

Paste content Edit > Paste Ctr/+V pastes Clicking the middle mouse button
at the cursor position. pastes at the mouse pointer position.

Pasting into another No effect on the clipboard The last marked selection is the

document contents. content of the selection clipboard.
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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 box or during the printing
process (by clicking the Options button on the Print dialog box).

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

2) On the OpenOffice.org — Print page (Figure 29), 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

Bl OpenOffice.
DEDSEF Beagg Reduce print data
General Settings for (%) Printer ) Print to file
M
wgﬂﬂf‘f Printer
i Reduce transparency Reduce gradients
Path
C‘Zlorss (#) Automatically (%) Gradient stripes [ -
Fonts (") Mo transparency () Intermediate color
Security
:PDEBFE!FTC; Reduce bitmaps ] Convert colors to grayscale
ceessibil
Java () High print quality
Online Update . )
Load/Save (%) Mormal print quality
Language Settings () Resolution 200 DPI (default)
OpenOffice.org Writer -
OpenOffice.org WriterWeb Incude transparent objects
OpenOffice.org Base
Charts Printer warnings
Internet Paper size
Paper orientation
I 0K ] [ Cancel l [ Help l [ Back

Figure 29. Choosing general printing options to apply to all OOo components

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.
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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 34). 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 30), you can specify which items are

visible and the colors used to display various items.

1) In the Options dialog box, 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 OpenOffice.or
P User Datag Color scheme
General Scheme OpenCffice.org v | l Save... l
Memory
View
Print Custom colors
Paths On |User interface elements |Colnr setting |Preview |
Colors Document backaround i ~
v
Fonts [ Automatic
Securi% [] Text boundaries ] Automatic +
EHEY
Accessibility Application background [ automatic + -
Java
Orline Update Object boundaries [ automatic
Load/Save )
Language Settings [ Table boundaries [ Automatic |+
OpenOffice.org Writer Font col -
OpenOffice.org Writer Web ont cofor [ Automatic v -
OpenOffice.org Base o
Charts [¥] Unwvisited links [ Automatic + -
A tnGnallchark — . . . ¥
I CK ] l Cancel l [ Help l l Back l

Figure 30. 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 box
determine how your Writer documents look and behave while you are working on them.

1) If the Options dialog box 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 box. A list of subsections drops down.

General options

The choices on the OpenOffice.org Writer — General page 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 box (Figure 31).

2) Keep in mind the following considerations when selecting options on this page.

Options - OpenOffice.org Writer - General

OpenOffice.org

Load/Save Update
Language Settings Update links when loading Automatically
B OpenOffice. Wifrit -
Pl |ce§nrg Mt () Always [ Fields
Views (@ On request Charts

Formatting Aids _
Grid () Never

Basic Fonts (Western)

Print Settings

Table Measurement unit Centimeter v
Changes

Compatibility Tab stops 2.20cm £

AutoCaptien

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

HEHEHBH

TR | S | S ™

Figure 31. 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 box (Figure 32).

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 cannot see graphics on the screen or you see
field codes instead of the text or numbers you are expecting.

Options - OpenOffice.org Writer - View

OpenOffice.org . .
Load/Save Guides View
Language Settings [[1 Guides while moving Horizontal scrollbar
Bl OpenOffice.org Writer
P General ? Simple handles [+ vertical scrollbar
L [ Large handles Ruler
Formatting Aids
Grid Display Horizontal ruler
Basic Fonts (Western)
Frint ( ’ Graphics and ohjects Vertical ruler
Table Tables [] smoeoth scrall
Changes
Compatibility Drawings and controls
AutoCaption ]
Mail Merge E-mail L1 Eeld codes
OpenOffice.org Writer/Web MNotes
OpenOffice.org Base
Charts
Internet
I oK l l Cancel ] l Help ] [ Back

Figure 32. 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 33), select the required
checkboxes.

Options - OpenOffice.org Writer - Formatting Aids

OEHH

HEEBH

OpenOffice.org
Load/Save
Language Settings
OpenOffice.org Writer
General
Views
Grid
Basic Fonts (Western)
Print
Table
Changes
Compatibility
AutoCaption
Mail Merge E-mail
OpenOffice.org Writer/VWeb
OpenOffice.org Base
Charts
Internet

Display of
Paragraph end
Custom hyphens
1 Spaces
Mon-breaking spaces
Tabs
[1Breaks
[ Hidden text
[ Fields: Hidden text
Fields: Hidden paragraphs

Direct cursor
[ pirect cursor
Insert

(@) Paragraph alignment

(Z) Left paragraph margin

() Tabs

() Tabs and spaces

Cursor in protected areas
Enable

Cancel l l Help

[

Figure 33. Choosing Formatting Aids 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.
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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.

On the OpenOffice.org Writer — Grid page (Figure 34), you can choose whether to enable this
feature and what grid intervals to use.

Options - OpenOffice.org Writer - Grid

OpenOffice.org
Load/Save
Language Settings
OpenOffice.org Writer

General

View

Formatting Aids

:

Basic Fonts (Western)

Print

Table

Changes

Compatibility

AutoCaption

Mail Merge E-mail
OpenOffice.org WWriter/WWeb
OpenOffice.org Base
Charts
Internet

OEEBH

HEHEH

Grid
[J snap te grid
[ visible grid
Resolution
Horizontal
Vertical

[ synchronize axes

Subdivision

Haorizontal

Vertical

point(s
point(s

)
)

]|

|

Help l l Back

Figure 34. Choosing Grid options
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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 35). 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.

Options - OpenOffice.org Writer - Basic Fonts (Western)

OpenOffice.org }
Load/Save Basic fonts (Western)

Language Settings Font Size
OpenOffice.org Writer

OBEHH

General Default |Times Neve Roman v| 12 ¥
View

Formatting Aids Heading |Aria| o | |14 b |
Grid

List |Times Mevs Roman v | |12 v |
Print

Table Caption |Times Neve Roman v| 12 ¥
Changes

Compatibility Index |Time5 Hews Roman b |

AutoCaptien
Mail Merge E-mail [ current document only
OpenOffice.org Writer/VWeb
OpenOffice.org Base
Charts
Internet

HEHEHBH

Default

o« ][ cwe ][ J[_wa ]

Figure 35. Choosing default fonts
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Print options

On the OpenOffice.org Writer — Print page (Figure 36), 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 29).

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 29),which prints all graphics as grayscale on
color printers. (On black-and-white printers, color in graphics normally prints as
grayscale.)

If you are 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.

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

Print, then click the Options button on the Print dialog box. The Printer Options
dialog box that appears is similar to the one shown in Figure 36.

Options - OpenOffice.org Writer - Print

B

HEHEBH

OpenOffice.org

Load/Save Contents Pages Notes
Language Settings Graphics [#] Left pages (@ None
OpenOffice.org Writer —
P General : Tables Right pages {_) Notes only
Views Drawings [] Reversed ) End of document
Formatting Aids _
Grid Cantrolg [ Brochure {21 End of page

Basic Fonts (Western)
E

Background

Table O Print black
Changes
Compatibility Other
AutaCaption ) ! ;
Mail Merge E-mail [ Print automatically inserted blank pages
OpenOffice.org Writer/Web [ create single print jobs
OpenOffice.org Base
Charts [ Paper tray from printer settings
Internet
Eax <Mone= v
[ 0K l l Cancel l l Help l l Back

Figure 36. Choosing Print options for Writer

36

Chapter 2 Setting up Writer



Choosing options for Writer

Default table options

On the OpenOffice.org Writer — Table page (Figure 37), you can specify the default table
behavior.

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.

Options - OpenOffice.org Writer - Table

=]

HEHEEB

OpenOffice.org

Load/Save Default Input in tables
Language Settings Heading [ Humber recognition
OpenOffice.org Writer
General Repeat on each page
View [ Do not split
Formatting Aids
Grid Border
Basic Fonts (Western)
Print Keyboard handling
4 Move cells Insert cell
Changes
Compatibility Row 0.50cm % Row 0.50cm 3
AltoCaption
Mail Merge E-mail Column 0.50cm % Column 2.50cm s

OpenOffice.org Writer/Web

) Behavior of rows/columns
OpenOffice.org Base !

Charts () Fixed Changes affect the adjacent area only
Internet
) Fixed, proportional Changes affect the entire table
(@ variable Changes affect the table size
[ oK l [ Cancel l l Help l [ Back

Figure 37. Choosing default Table options
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Change tracking options

If you plan to use the change-tracking feature of Writer, use the OpenOffice.org Writer —
Changes page (Figure 38) 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

OpenOffice.org

.
Load/Save Text display
Language Settings Insertions
B OpenOffice.org Writer _
g General ’ Aftributes Underlined

_ _ Insert |

Formatting Aids Color By author —

Grid Delsti

Basic Fonts (Western) Eletions

Print Attributes Strikethrough

Table _ Delete

= Color By author hd

Compatibility

AuteCaption Changed attributes

Mail Merge E-mail b

Attributes Bold hd
OpenOffice.org Writer/Web - ttl‘ibllteg
OpenOffice.org Base Color By author b4 A ]
Charts
Internet Lines changed
Mark Left margin hd ———— —
Color M clack w = =
[ oK l l Cancel l l Help l l Back

Figure 38. Choosing options for tracking changes

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
39). 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.
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Options - OpenOffice.org Writer - Compatibility

OpenOffice.org

Load/Save Compatibility options for Untitledl
Language Settings Options
B Opeg;:)rzlf:l.org wiriter Use printer metrics for document formatting

W Add spacing between paragraphs and tables (in current document)
W Add paragraph and table spacing at tops of pages (in current document)
I Use Openoffice.org 1.1 tabstop formatting

View
Formatting Aids

g;gc Fonts (Western) I Do not add leading (extra space) between lines of text
Print ' / I Use Openoffice.org 1.1 line spacing
Table W Add paragraph and table spacing at bottom of table cells

I Use Openoffice.org 1.1 ohject positioning

!hil' V] I Use Openoffice.org 1.1 text wrapping around objects
- ider wrappi e v itioni i
AutoCaption Censider wrapping style when positioning objects

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

HEHEHBH

Use as Default

T | T |

Figure 39. 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.

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 OpenOftfice.org.
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AutoCaption options

Do you want OOo to automatically insert captions for tables, pictures, 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 box.

2) On the OpenOffice.org Writer — AutoCaption page (Figure 40), select the checkbox
next to an object you want to be automatically captioned (Picture in the example
shown).

Options - OpenOffice.org Writer - AutoCaption

OpenOffice.org

Mail Merge E-mail

Load/Save Add captions automatically Sapioy
Language Settings when inserting: Category
B OpenOffice.org Writer -
General I™ OpenOffice.org Writer Table Numbering Arabic (12 3) v
View I oOpenOffice.org VWriter Frame
Formatting Aids " ¥0penOffice.org Writer Picture! Separator
Grid I Openoffice.org Spreadshest
Basic Fonts (Western) I OpenOffice.org Chart Eosition Below
Print I OpenOffice.org Drawin - !
Table r OEenOﬁice.org Presentgation humbering captions by chapter
Changes I OpenOffice.org Formula Level 1 v
Compatibility I Other OLE Objects
m Separator

OpenOffice.org Writer/Web Category and frame format
OpenOffice.org Base
Charts

Internet

Character style None v

HEHEBH

[] Apply border and shadows

Figure 1:

Lo J

e |

Help l l Back

Figure 40. Setting up a new category for automatic captions on graphics

3) With the item highlighted, specify the characteristics of the caption. The supplied
categories for captions are Drawing, Illustration, 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 the AutoCaption page, see other chapters in the Writer Guide.
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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 41) 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.

Options - OpenOffice.org Writer - Mail Merge E-mail

OpenOffice.org
Load/Save
Language Settings VT e | |
OpenOffice.org Writer -
General E-Mail address | |
View
Formatting Aids [ send replies to different e-mail address
Grid
Basic Fonts (WWestern) | |

Print
Table Qutgoing server (SMTP) Settings

Server name Port | 25
Compatibility = | | - -
AutoCaption [ Use secure connection (S5L)

Mail Merge E-mail

Openoffice.org Writer/Web l
OpenOffice.org Base

Charts
Internet

User information

OE&HE

Server Authentication ]

HEEH

l Test Settings... ]

T e T |

Figure 41: Specifying settings for use when e-mailing mail-merged form letters
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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) In the Options dialog box, click Language Settings > Languages.

2) On the right-hand side of the Language Settings — Languages page (Figure 42), 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.

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 43. 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 box.

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.”
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Options - Language Settings - Languages

]

Dpendffice.org

Load/3ave Language of
S| Lan%ms Uset interface |En lish
] L. glish {11583 w
Wriking ids Locale setting |English (Australia) v |
OpenCffice.arg Writer
OpenOffice.arg Wriker 'Web Decimal separator key Same as locale setking { . )
Dpendffice.org Base
Charts Default currency |P.UD $ English {australia) v|
Inkernet
Default languages For documents
Weskern |“.“/ English {UK) b |
| [Mone] |
| [Miane] |

[1For the current document only
Enhanced language support

["1Enabled for asian languages

[1Enabled for complex text layout (CTL)

I [o]4 ] l Cancel l [ Help l l Back
Figure 42. Choosing language options
Options - Language Settings - Languages E|

Openffice.arg

Load/Save Language of

= Lan%ﬁgs Usert interface |En lish

: L. glish {1543 W
Wwriking dids Locale setting |English {Australia) w |
Searching in Japanese

Asian Layouk Decimal separator kew Same as locale setking { . )

Canplex Text Lavauk

OpenOFfice.arg \Writer Defaulk currency |.|5.LID 4 English {Australia) v |

OpenOffice.arg Wriker 'Web

OpenCFfice.org Base Default languages For documents

Charts HEE )

Inkernet Western | & English (LK) " |
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cIL | [Mone] v |

[ Eor the current document anly
Enhanced language support
Enabled For Asian languages
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I QI ] [ Cancel ] [ Help ] [ Back.

Figure 43. Extra language setting choices when enhanced language support options are
selected
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Choose spelling options

To choose the options for checking spelling:

1) In the Options dialog box, click Language Settings > Writing Aids.

2) In the Options section of the Language Settings — Writing Aids page (Figure 44),
choose the settings that are useful for you. Some considerations:

Options - Language Settings

- Ifyou 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.)

- If you 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 of the user-defined (custom) dictionaries are
active, or you can add or remove dictionaries by clicking the New or Delete
buttons.

- Writing Aids

0E

HHHHEH

CpenCffice.arg

Load/3ave

Language Settings
Languages

OpenOffice.arg Writer
OpenCffice.arg Writer 'Web
OpenOffice.org Base
Charts

Inkernet

Wyriting aids
Available language modules

[ opencffice.org MySpell SpellChecker
[+ &L TLin: LibHnj Hyphenator
[v OpenOffice.org New Thesaurus

User-defined dictionaries
[ soffice [All
[ sun [all]
[v IgnoredllList [all]

Edit...

Mew

Edi...

i t

Delete

Cpkions

Check, uppercas wards

~ =
|_ Check waords with numbers
rd Check capitalization
E Check, special regions v
I QI ] [ Cancel ] [ Help ] [ Back.

Figure 44. Choosing languages, dictionaries, and options for checking spelling
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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 box, click Tools > AutoCorrect/AutoFormat. (You need to
have a document open for this menu item to appear.)

In Writer, this dialog box has five tabs, as shown in Figure 45.

AutoCorrect [g|

|Eru;||ish (Australia) |

Replace || Exceptions |Dptiuns | Cuskom Quotes || Sord Completion

(]

Ise replacement table

Correct Twivo INitial Capitals

Capitalize first letker of every sentence
Aukamatic *bold* and _underline_

URL Recognikion

Replace 1sk,,. with 175k,

Replace 1)z .., with 1% ..,

Replace dashes

Delete spaces and tabs at beqginning and end of paragraph
Delete spaces and tabs at end and start of line
Ignore double spaces

Apply numbering - symbol: =

Apply border

Create table

apply Sktyles

Femowve blank paragraphs

Replace Custorn Skvles

KT
A Y I

171

[rM]: Replace while modifying exisking text
[T]: AutoFormatfautoCorrect while byping

[ Ik H Cancel H Help H Reset ]

Figure 45. The AutoCorrect dialog box in Writer, showing the five tabs and some of the
choices on the Options tab

Chapter 2 Setting up Writer 45



Chapter 3
Working with Text

Using OpenOffice.org Writer



Introduction

Introduction

This chapter covers the basics of working with text in Writer, the word-processing
component of OpenOffice.org (OOo0). 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.

Selecting items that are not consecutive

To select non-consecutive items (as shown in Figure 46) 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.
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Selecting text

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 Shift+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. Now you can work with the selected text.

5) Press Esc to exit from this mode.

The Country of the Blind

Three hundred miles and more from [@iksnsErgs. one hundred from the snows of Cotopaxi, in the wildest
wastes of sl eENtE:, there lies that mysterious mountain valley, cut off from all the world ofmen, the
(@I o R SIS . [ on g vears ago that valley lay so far open to the world that men might come at last
through frightful gorges and over an icy pass into its equable meadows, and thither indeed men came, a family
or so of Peruvian half-breeds flecing from the lust and tyranny of an evil EJsEgtiggiter. Then came the
stupendous outbreak of Mindobamba, when it was night in [@]i#lis] for seventeen days, and the water was boiling
at Yaguachi and all the fish floating dyving even as far as [@iENGEN; 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 [@IGIRESFGEREIMG for ever from the exploring feet of men. But one of
these early settlers had chanced to be on the hither side of the 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 possessionshe had left up

Figure 46: Selecting items that are not next to each other

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 Cut icon on the toolbar. d
Copy: Use Edit > Copy or the keyboard shortcut Control+C or the Copy icon. Es)

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 47.

@ i ‘g - - {% BEH ~ =
openioffice, org Writer
DDE link
HTML (HyperText Markup Language)
Formatted text [RTF]
nformatted bexk

Figure 47: Paste menu
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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.

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 box (Figure 48), use the keyboard shortcut Control+F
or select Edit > Find & Replace.

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.

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,
A word-by-word search to fix.
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[ =
Find & Replace
Search Far =
Find
=] .V‘.
Find Al
Regl ith
Replace Al

[ ] Makch case
[ ] whale words only

Mare Options + [ Help ] Close

Figure 48: The Find & Replace dialog box

Use wildcards (regular expressions)

Wildcards (also known as regular expressions) are combinations of characters that instruct
000 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.

TIP The online help describes many more regular expressions and their uses.

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 \$5\.00.

To use wildcards and regular expressions when searching and replacing:

1) On the Find & Replace dialog box, click More Options to see more choices. On this
expanded dialog box (Figure 49), 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).

50 Chapter 3 Working with Text



Finding and replacing text

Table 1. Examples of search wildcards (regular expressions)

To find Use this
expression

Examples and comments

Any single character
Any string of characters

One of the specified
characters

Any single character in
this range

b.d finds bad, bud, bid, and bed.
b.*d finds bad, brand, and board.
b[iu]n finds bin and bun.

[r-t]eed finds reed, seed, and teed; ranges must
be in alphabetically ascending order.

Any single character ("]
except the characters
inside the brackets

p[*a]st finds post and pest, but not past.

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

catalog.

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

A paragraph marker $ Does not work as a replacement character. 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.

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 box (with More Options displayed, as in Figure 49):

1) 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.

2) Click Format to display the Text Format (Search) dialog box. The tabs on this dialog
box are similar to those on the Paragraph format and Paragraph Style dialog boxes.
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.

3) 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 box clears all previously selected formats.
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4) Click Find, Find All, Replace, or Replace All.

Find & Replace

Search far =
Find
ol £3
Find Al
Replace with

Replace

Replace Al

B

[ ] match case
[] whole words anly

Less Qpkions & Help ] [ Close ]
Akkribukes, ..
[ ] Backwards

|:| Regular expressions
[ similarity search
[] search Far Styles

Figure 49: Expanded Find & Replace dialog box

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 box (Figure 49), 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, © % @ ¢
01 0 o ¢ 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 box (Figure
50).

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 box. 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
Faonk Times Mew Roman w || Subset Basic areek L (0]'4
H|T | |R|t1|A[B|T|A|E[E|H|w|I|K
AlM|IN|zZ|0|O|IP|Z|T|Y¥|®|X|¥|(Q|I|T —
ale|n|i|o|w|plv|6]e]e|n]8]|s|x|nr | [ Do ]
Llw|E&|lolrm|lp|loglalt|uv|g |y |[yw|lw|i]| D
dlo|la|E(R|TC|e|s|T|I|J|R|B|R|K|YF
Ha|({B|B|(T|HZ|E|XE|[3|H H|E|[XI|M|H|O
O{P|(C|T|¥ |2 |X|Q|Y|W|(L|B|BI|E |3 |K [

Figure 50: The Special Characters dialog box, where you can insert special characters.

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

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+Ctrl+minus sign.
En and em dashes

To enter en and em dashes, use the Replace dashes option under Tools > AutoCorrect >
Options (Figure 56). 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 51 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 * X
Jod | Default v[E|l=E==||=|E = iEiZ <= E ml
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 51: Formatting toolbar, showing buttons for paragraph formatting

Figure 52 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.
Justified text inserts spaces in between words to make the text reach from margin to

margin.

Figure 52: 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 53. Click on one of them to change the ruler to that unit.

o

|

Figure 53: Ruler showing default tab stops

Millirmeter

v Centimeter
Inch

Paint

Fica

Double-click on a blank part of the ruler to open the |5 M % Ermme = o B~
Indents & Spacing tab of the Paragraph dialog box. e o s 2
Double-click on th_e ruler itself_ to open the 7abs tab ' \Click i s s
of the Paragraph dialog box (Figure 54). part of the ruler.

To fine-tune tab stop settings, use the Tabs page of the Paragraph dialog box (Figure 54).

Paragraph E

| Background |
| Indents &Spacing | Alignment | Text Flow | Mumbering [Tahs |Dr|:||:| Caps | Borders

Position Tvpe 5
=0

&.00cm] ® Left L -

&, 00cm ) Right Delete Al

) Centered

J
L Delete
() Decimal &z

Character |:|

Fill character

{E} MNone

i) Character |:|

[ Ik ][ Cancel H Help H Reset

Figure 54: 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 55 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 * X
M Diefault * | | Times New Roman v 12| hd IB l lu piﬁ A; _‘lh‘ J; il hd ai? = % M l
1 2 3 4 5 6 7 8 9 10 11 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 55: 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 box (Tools > AutoCorrect > Options). See
Figure 56.

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.

+ 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.

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

AutoCorrect

English {@ustralia)

Replace | Exceptions |[Options | Custom Quaotes | Word Completion

URL Recognition A
Replace 1st,,, with 1k, ,, B |
Replace 1)2 .., with 14 ..,

Replace dashes

Delete spaces and tabs at beqginning and end of paragraph
Delete spaces and tabs at end and start af line

Ignore double spaces

Apply numbering - symbal: =

Apply border

Create table

apply Skyles

Remove blank paragraphs

Replace Custom Styles

Replace bullets with: =

Replace "standard” quotes with “custom® quotes

Combine single line paragraphs if length greater than 50%

—
—
—

TTE

L o o

111717

[r]: Replace while modifving existing bext
[T]: AutoFormat)aukoCarrect while byping

[ (a4 H Cancel H Help H Reset ]

Figure 56: Autoformat choices on the Options tab of the AutoCorrect dialog box

To turn autoformatting on or off, go to Format > AutoFormat (Figure 57) and select or
deselect the items on the submenu.

Table Tools indow Help

Default Farmatkin Chrl+Shift+Space
: 9 e @ - of :
Character... u —
Paragraph. .. | = B / U |i|
Bullets and Murbering. ..
Bullets and Mumbering Fogeeeg 10 o]
Page...
Change Case r
Colurmns. ..
Skwles and Formatting Fi1
aukoFarmat 3w While Typing
arch Apply

aenor apply and Edit Changes
Wrap 1

Figure 57: Turning autoformatting on or off

«  While Typing automatically formats the document while you type.
- If While Typing is deselected, you can select Apply to automatically format the file.
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«  Apply and Edit Changes automatically formats the file and then opens a dialog box
where you can accept or reject the changes.

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
51). 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 58). You can
move items up or down the list, create subpoints, and even change the style of bullets.

Bullets and Numbering v X
ERRERARESRANE
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 58: Bullets and Numbering toolbar

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 Subpoints button, which is located next to the
standard move buttons.
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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 59).

Inserk r X

BE-0O - E | ™ ﬁ_ﬁ c;u d; % fa |3 - *  Indexes and Tables ?ff - [Z] 5§b

L3

|insert Footnoke Directl';.-'|

Figure 59: Using the Insert Footnote Directly icon on the toolbar

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 box (Figure 60) 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.

¥ T

Insert Footnote

mMumbering

Tvpe
{E} Foatnote

) Endnote

Figure 60: Inserting a footnote directly
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If you use the Insert Footnote Directly icon, the footnote automatically takes on the
attributes previously defined in the Footnote Settings dialog box (Figure 61).

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
box (Figure 61), choose settings as required. The Endnotes tab has similar choices.

Footnote Settings

Footnotes |Endnotes

AutoMumbering
Murnbering s | Shart at
Counking Per dacurment e
Befaore After
Pasition (*) End of page

{7 End of document

Skyles Character Styles

Paragraph  |Footnote o Tesxk area

Fooknoke Fooktnoke area

Continuation natice

End of Footnoke

Start of next page

Figure 61: Defining footnote formatting

Checking spelling

Footnote anchar A

Footnote Charackers |w

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

|F|Bl3
i
HBEI

Here are some more features of the spelling checker:

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 box (Figure 62) if any misspelled words are found.

You can change the dictionary language (for example, to Spanish, French, or German)

on the Spellcheck dialog box.

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

the dictionary to add it to.
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Checking spelling

« The Options dialog box 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 box, 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))

-

Bat in dictionary

brefly A [ mnoreonce |
| onoreal |
v [ -]
Suggestions
briefly —_——
| changeal |
| Adtocorrect |
Dictionary language WLy Erglish (LK) ™
| options... | [ Help | Undo | Close |

Figure 62: Selecting a word from dictionary using the Spellcheck dialog box

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

2% ¢

“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 63.

Note

If the current language does not have a thesaurus installed, this feature is disabled.
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Thesaurus {English (LUSA))

-,

Yariations
Word Replace
house “w| house
Meaning S MO
{nioun) dwelling | [dweling
(noun) legislature (= |home
{nioun) building | |daomicile
(noun) Family abode
{noun) theater ™ habit ation
Frmm e Fives L J Anmllim A bm -

X

I Ok |

[ Cancel |
i
~ | Language.. |
=

Figure 63: The thesaurus offers alternatives to words

Hyphenating words

To turn automatic hyphenation of words on or off:

1) Press F11 to open the Styles and Formatting window (Figure 64).

Styles and Formatting

X

Eei=ini=

Heading
Heading 1
Heading 10
Heading 2
Heading 3
Heading ¢

e —dima

Automatic

Nt -

e

Figure 64: Modifying a style

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 box, go to the Text Flow tab (Figure 65).

4) Under Hyphenation, select or deselect the Automatically checkbox.

5) Click OK to save.
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Hyphenating words

¥ Sy
Paragraph Style: Default
Mumbering Tabs Drop Caps Background Borders
Crganizer Indents & Spacing Alignrent | Text Flow | Fonk | Fonk Effects Paosition
Hyphenation

S

Characters at line end

Characters at line begin

[}
3

Maximurn number of consecutive hyphens

Figure 65: 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 box, scroll down to find the
hyphenation settings (see Figure 66).

Options

Minimal nurmber of charackers For byvphenation: 5

Characters before line break: 2

Charackers after line break: 2

Hyphenate withaut inquiry

Hyphenate special regions "

<11

Figure 66: Setting hyphenation options

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.

Hyphenate without inquiry specifies that you will never be asked for to manually hyphenate
words that the hyphenation dictionary does not recognize. If this box is not selected, when a
word is not recognized, a dialog box 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 box are effective only if
hyphenation is turned on through paragraph styles.

Choices on the Writing Aids dialog box 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.
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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 box. There you can define what strings of text
are corrected and how. In most cases, the defaults are fine.

TIP AutoCorrect is automatically turned on. 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 box for the wide variety of other options available
to fine-tune AutoCorrect.

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 67):

- 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.

+ 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.
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Using word completion

« 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.

¥ o

AutoCorrect

Enaglish {Australia)

Replace | Exceptions | Options | Cusktom Quotes |Word Completion
Enable word completion

[ ] Append space
[] shiow as tip

[] callect words

Accepk with

:F_nter V:

Min, ward length

o
Max. entries
500 =

[ Ik H Cancel ][ Help H Reset

Figure 67: Customizing word completion

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) Type the text into your document.

2) Select the text.

3) Go to Edit > AutoText (or press Control+F3).
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4) Enter a name for your shortcut. Writer will suggest a one-letter shortcut, which you
can change.

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

6) 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.

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 68 shows an example with numbering on every line.

Line numbering puts line numbers in the me

Zlick on Tools = Line Numbering and zele
cotrtier. Then click ORY

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

=1 onouh s [N —t

Figure 68: 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 69.
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Line Mumbering

Character Styls Line numbering |
Format 12,3, )
Position Left v
Spacing 0.50cm e
Inkeryval 5 il lines

Separakar Counk
Texk Blark lines

Byicy 5 2| Lines |:| Lines in kext frames

|:| Reskark every new page

Figure 69: The Line Numbering dialog box

Undoing and redoing changes

To undo the most recent change, press Control-Z, click the Undo icon H - 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 70.

£ Untitled? - COpenDffice.org Writer

File ~Edit “iew Insert Format Table Tools Window Help

e Undo: Delete 'select the Show numbering checkboy in the top left corner, Then click K" Chrl+2
Redo: Typing: 'do’ Chrl+

Figure 70: 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 71). You can select multiple changes and undo them at the same time.

- AEH-v Heo@ENT
Delete 'select the Show numbering checkbos: in the top left c
Typing: oo

| Paste clipboard 1
|Paste clipboard

IUndo 0 ackions

Figure 71: List of actions that can be undone
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Undoing and redoing changes

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
OO0 to remember more changes makes it consume more memory.

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, 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 that 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) 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.

2) 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.

3) Click Edit > Changes > Protect Records. On the Enter Password dialog box, 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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Tracking changes to a document

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 72.) In addition to being
displayed as an extended tip, the comment is also displayed in the list in the Accept or
Reject Changes dialog box.

e Sy
Comment: Deletion
Contenks
Author Jean Hollis Weber, 25/04/2005 19
Text Zancel

This is a comment on some deleted material |~ Help

>

4
g

£ td

Insert

Figure 72: 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 7ext field is blank.
3) To stop recording changes, click Edit > Changes > Record again.

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 box (Figure 73), type your note. Click the Author button to
insert your initials and the date and time.
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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 box. 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 box.

The Edit Note dialog box looks much like the Insert Note dialog box, 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 box. (In the Text Document section — Note
Indicator.)

P o

Insert MNote

Contenks
Aukthor JHW, 25042005

| Ok

This is a note, nok associaked with a tracked A
change. I have clicked the "Author" butkon
after byping this naote,

- JHW, Z5/04/20085, 20:03 -

Help

4 >

Insert Author

Figure 73: Inserting a note

Accepting or rejecting changes and comments

1) Click Edit > Changes > Accept or Reject. The Accept or Reject Changes dialog box
(Figure 74) 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.
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-

Accept or Reject Changes
List |Filter
|F'.|:I:i|:|n |.ﬁ.uth|:|r |Date Camrnenk |
Insertion Agnes Belzunce 19/04)2005 20:53 ”
Deletion Agnes Belzunce 19/04/2005 20155 n |
Deletion Agnes Belzunce 19/04 2005 20:55
Insertion Agnes Belzunce 19/04)2005 20:58
Insertion Jean Hollis Weber  03/04)2005 11:59
Deletion Jean Hollis Wyeber  03/04/2005 11:59
Insertion Jean Hollis Weber  03/04)2005 11:58
Deletion Jean Hollis Weber 0304 2005 1158
Insertion Daniel Carrera 02/f04)2005 17:39
Insertion Agnes Belzunce 200042005 12:30
Insertion Agnes Belzunce 20004)2005 116
Insertion Agnes Belzunce 20/04/2005 1937
Deletion Jean Hollis Weber  03/04)2005 11:55 —
Delekion Jean Hollis Weber  03/040/2005 11:56 el
[ Accept ] [ Accept Al ] [ Reject Al

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

To show only the changes of certain people or only the changes on specific days or various
other restrictions, use the Filter tab (Figure 75) on the Accept or Reject Changes dialog box.
After specifying the filter criteria, return to the List tab to see those changes that meet your
criteria.

-

Accept or Reject Changes

-

List |Filter

[]Date

Author
Action

[ ] comment

eatlier than

Agnes Belzunce

25/042005

25/04/2005

20006

20006

Insertion

Inserkion
Deletion
Forrnaks
Table Changes

Figure 75: The Filter tab of the Accept or Reject Changes dialog box
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Tracking changes to a document

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 and insert another copy of the
document to be merged with the first.

3) After the documents merge, the Accept or Reject Changes dialog box opens, as in
Figure 74, showing changes by more than one reviewer. If you want to merge more
documents, close the dialog box 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.

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 box appears. Select the original document and click Insert.

Writer finds and marks the changes and displays the Accept or Reject Changes dialog box.
From this point, you can go through and accept or reject changes procedure 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.
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Tips and tricks

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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Introduction

Introduction

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.

For a book similar to this user guide with

O« bt s st st [

one column of text, some figures without Mot s Speoenany

text beside them, and some other figures e

with descriptive text, use page styles for i

basic layout, and use tables to place figures | T e

beside descriptive text, when necessary. ltems e 0
formated e o
as a table R g

What does Openddlico.
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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 a 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.

For a document with terms and translations
to appear side-by-side in what appear to be
columns, use a table to keep items lined up
s0 you can type in both “columns”.

Title is in
a single-
column
section

Basic
layout is
in two
columns

Choosing a layout method
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header on
the first
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This frame
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frames
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borderless
table.

Each pair of
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Setting up basic page layout using styles

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 in 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”, for details.

Inserting a page break without switching the style

In many documents (for example, a multi-page report), you may 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 page of the Paragraph dialog box (Figure 76), in the Breaks section,
check Insert. Do not check With Page Style.

s o

Paragraph

Backaround
Indents & Spacing Alignment | Text Flow | Murmbering Tabs Drop Caps | Borders
- — o

—’W
Breaks —— T
Type Page W Position |Before b
[ with Page Style o

Figure 76: Inserting a manual page break

3) Click OK to position the paragraph at the start of the next page.
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Setting up basic page layout using styles

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 77, 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.

Figure 77: Letterhead with different page styles for first and following
pages

As an example, we can use the First Page and Default page styles that come with OOo.
Figure 78 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 78: 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'//.)

2) On the Styles and Formatting window (Figure 79), click on the Page Styles icon |E|
(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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Setting up basic page layout using styles

Styles and Formatting ]

WEOGBE a6-

Def aulk
Erndriote
Ervelope

First Page:
Footnoke Mew, ..
HTML Modify. ..
Index

Left Page
Right Page

all ™

Figure 79: Modifying the First Page style

4) On the Organizer page of the Page Style dialog box (Figure 80), 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

Organizer Page | Background | Header | Footer | Borders | Columns | Footnote

MName First Fage
-
Click to J
display list of
Custom Styles page styles

Figure 80: 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.

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 81.

Chapter 4 Formatting Pages 79



Setting up basic page layout using styles

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 a 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 §3.)

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 81.)

Styles and Formatting [

..................

Default:
Endrnote  BEw...
Ervelop  Modify...

First Page
Fooktnote
HTML
Index

Left Page
Right Page

Al &4

Figure 81: Starting a new page style

3) On the Organizer page of the Page Style dialog box (Figure 82), 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).

-~

-
Page Style
Organizer Page | Background || Header |Foaoker | Barders | Columns || Fooknote
Mame Landscape
Mext Style { andscape buall
Cateqory Cuskam Skyles D]

Figure 82: Naming the new style and setting the next page style to Landscape

4) On the Page page of the Page Style dialog box (Figure 83), 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.
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Setting up basic page layout using styles

-
Page Style
COrganizer |Page | Background || Header || Footer | Borders | Columns || Fooknote
Paper format
Farmat o4 Bl
width 29.70cm |9
Height 21.00cm e
Orientation {:} Portrait
(%) Landscape Faper tray [From printer settings] Bl
Margins Lawauk settings
Left 3.00cm Page layout Right and left el
Right 2.50cm Forrnak 1,23 .. lcal
Top > A0em [ Reqgister-true
Bottom Z.00cm e

Figure 83: Setting orientation and margins for a landscape page

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 page of the Paragraph dialog box (Figure 84) or the Table Format
dialog box (Figure 85), 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.

-

Figure 84: Specifying a page break before a paragraph

-
Paragraph
Backaround
Indenks & Spacing Alignment | Text Flow Mumbering Tabs Drop Caps Baorders
Hyphenation
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Setting up basic page layout using styles

L Sy

Table Format

Table |Text Flow | Columns | Borders | Background

ek Flow

Ereak ® page © Colurn
(¥ Before O after
1 andscape Page number ] £
Allow Eable to split across pages arD_EFa"'lt had
Allavs rowe ko break acros€ pagdlandscape D
[ keep with next paragraph F{?ght F'a;ge 4

Figure 85: Specifying a page break before a table

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 need the headers or footers on the landscape pages to be in portrait orientation,
see “Portrait headers on landscape pages” on page 105.

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 86). 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).
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Changing page margins

4

Figure 86: Moving the margins

To change margins using the Page Style dialog box (Figure 83):
1) Right-click anywhere on the page and select Page from the pop-up menu.
2) On the Page page of the dialog box, type the required distances in the Margins boxes.

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 95) 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 page of the Page Style dialog box.

2) On the Columns dialog box (Figure 87), 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.

4) Click OK to save the changes.
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Using columns to define the page layout
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Figure 87: 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, 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 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 check box in
the Settings area. Clear this check box if you want to distribute text newspaper-style.

Note This check box is not always displayed in the Settings area. See “Changing the
number of columns for existing text” on page 85.

Formatting column width and spacing

To create evenly-spaced columns that are all the same width, check the AutoWidth check
box in the Width and spacing area.
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Using columns to define the page layout

To customize the width and spacing of the columns, follow these steps:
1) In the Width and spacing area, clear the AutoWidth check box.
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:

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 = 1/72 inch = 127/360 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.

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 95.

Figure 88 shows the Columns dialog box for a selection. Notice that the Apply fo box on the
right-hand side has Selection highlighted and an extra check box (Evenly distribute
contents to all columns) appears in the upper left-hand part of the dialog box.
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Using columns to define the page layout

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 check box, and click OK to effect the change.

Tip Choose View > Nonprinting Characters (or press Ctr/+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.

i =,
Columns
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Columns
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‘idth and spacin
padnd Apply ta
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Selection m
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Figure 88: Specifying columns for a selection

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 the 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.
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Using frames for page layout

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.

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 90)
appears. You can click OK and come back to customize it later, or you can 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 selecting 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.

Chapter 4 Formatting Pages 87



Using frames for page layout

Inserk * x

= -] - ﬁ,j‘*}‘_ﬁ Gudé % Ya |ﬂv|j t= - Insert Index F?*E'ﬁ’

Zance|

Figure 89: Using an icon on the Insert toolbar to create a frame
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When you release the mouse button, a box appears where the g
cursor is located in the document. This box represents the
frame: an area isolated from the main document. o

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.

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 90). Using the mouse is faster but less accurate. You might use
the mouse for gross layout and the dialog box for fine-tuning.

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.

To change the location of the frame using the mouse, drag and drop one of the edges or
having the cursor anywhere within the frame. (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 resizing 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 90) at any time by selecting the frame, right-
clicking, and choosing Frame from the pop-up menu.
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Figure 90: Frame dialog box

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 the Chapter 7, “Working with Styles”, for information on frame styles.

Caution

using the View menu (by checking View > Text Boundaries).

Do not confuse a frame’s border with the text boundaries that are made visible
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Figure 91: Removing the border from a frame
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Anchoring a frame

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

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 Frames 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 92.
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o

o

Figure 92: Linked frames

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

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 93) 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 check boxes to protect the contents, position, and size of the frame.

-

Frame

=,

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

Marme Framel
Previous link. <Mone =
Rt link, Framez

Protect
[] Contents

|:| Position

|:| Size

Properties
[ ] Editable in read-only document

Prink

Text direction IUse superordinate object setkings

[ Ik H Cancel H Help

H Reset ]

Figure 93: Options page of the Frame dialog box

On the Hyperlink page (Figure 94), you can specify the file for the hyperlink to open. This

file can be on your machine, a network, or the Internet.
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L o

Frame

Type | Cptions || Wrap (Hyperlink |Borders | Background | Columns || Macra

Link to

Marme
Frame W

Image map
|:| Server-side image map

Figure 94: 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. Refer to the 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 95.

Example of a In some cases you may want to put only one or two paragraphs in the

sidehead table itself and the rest of the text and graphics in ordinary 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 95: Example of a sidehead

Note Sideheads can also be created by placing text in a frame using the Marginalia frame
style, as described in the Chapter 7, “Working with Styles”.
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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 96), define a one-row, two-column table with no
border and no heading. Click OK to create the table.

o =y

Insert Table
5
Columns z e
Rows L
Options
[]Heading

1
[] Dor't split bable

’ AukoFormat. .. ]

Figure 96: 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 97),
make the columns the required width.

s o

Table Format

Table | Text Flow |Columns |EBorders | Background

Remaining space 0.00cm

Colurnn width

1 £

3.00crm | | 14.00cm 5

Figure 97: Defining a two-column table to line up with text offset at 3 cm

4) On the Table page of the Table Format dialog box (Figure 98), 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.

Chapter 4 Formatting Pages 93



Using tables for page layout

=,

-
Table Format
Table |Text Flow | Columns || Borders | Background
Properties alignment
Mame Sideheadi (® automatic
17.00cm O Left
] 3 From left
Spacing
Fight
0.00cmm O rig
{:} Center
0.00crm
() Manual
above 0.20crm
Below 0.20crm

Figure 98: 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 F// (unless the Styles and Formatting
window is already open). Check that the Styles and Formatting window shows
paragraph styles (top left button).

2) The current style should be highlighted. If no paragraph style is highlighted, select
All Styles in the bottom drop-down list. Right-click on it and select Modify from
the pop-up list.

3) Go to the Indents & Spacing page 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 99), make sure the Category is set to Text.
Click OK.

Humber Format

Category Formak Language

Currency Al @ Default | =
Date b | " Cancel
Tirne
Scientific
Fraction
Boolean Yalue
Texk

Help

b

Figure 99: Setting number format to Text

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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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 100.)
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.
« 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 100) to set the attributes of the current section.

Naming sections

Writer automatically enters a name for the current section in the top box of the New section
area. To change the name, select it and 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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Insert Section
Section | Columns | Indents || Background | Footnotes/Endnokes
Mew section Link.
Eectionl [ Link

Write protection
[ ]Praotect

Hide

[ ]Hide

Properties
[ ] Editable in read-only documnent

[ Insert H Cancel H Help H Reset

Figure 100: Inserting a section using the Insert Section dialog box

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 check box.
Link:.
Link,
[]ooe
Eile name [Z]

Section bl
Figure 101: 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.
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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 103.

Write-protecting sections
To write-protect the current section so that its contents cannot be edited, check the Protect

check box in the Write protection area ( Figure 103).

Write protection

Protect
[ ] with password [:]

Figure 102: Write-protecting sections

Note Write-protection protects only the section’s contents, not its attributes or format.

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 check box. The Enter Password dialog box (Figure 103)
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.

=~

Help

p
Enter Password
]9
Passwiord btk
Confirm

Figure 103: Password-protecting a section

Note Passwords must contain at least five characters. The OK button remains inactive
until you have typed five 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.
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Note You cannot 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 check box in the Hide area (Figure 104).

Hide
Hide

With Condition

Figure 104 Hiding sections

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 88 on page 86.
Please refer to that topic for details.

Using the Indents page

Use the Indents page, pictured in Figure 105, 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.

e Sy
Insert Section
Section || Columns (Indents | Background | Fooknokes/Endnotes
Indent
Before section 1.50cm a
after section 3.00cm

Figure 105: Indenting sections

Chapter 4 Formatting Pages



Using sections for page layout

Using the Footnotes/Endnotes page

Use the Footnotes/Endnotes page, pictured in Figure 106, 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 check box 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 check box is checked.
2) Check the Restart numbering check box.

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

Fooknokes
[ collect at end of text

1,2,3 ...
Endnotes
Collect at end of section
Restart numbering
Skart, at 1 e
Lustom Format
Before i, i, i, ... v After
[ Insert l [ Zancel ] [ Help ] [ Reset

Figure 106: Setting footnotes and endnotes for sections

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 check boxes are checked.

2) Check the Custom format check box.
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3) From the drop-down list under and to the right of the Custom format check box,
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:

Footnates
Collect &t end of text

Restark numbering

A

Skart at 1
Cuskorn Format
Before Moke 1,2, 3 .. w After |t

Figure 107: 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 check box 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 check box is
checked.

2) Check the Restart numbering check box.

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 check boxes are checked.

2) Check the Custom format check box.

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

4) To add text to the selected numbering format, use the Before and After tields, as shown
above for footnotes (Figure 107).

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”.
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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 108) 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.

= -1
Edit Sections
Section Lirik,

Sectionl (] Link
.
Cpkions., ..
Writ Eecti
[ ] Protected
Hide
[T Hide
Froperties

[ ] Editable in read-only document

Figure 108: Edit Sections dialog 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 96.
“Write-protecting sections” on page 97.
“Hiding sections” on page 97.
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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 108) opens.

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

“Using the Columns page” on page 98.
“Using the Indents page” on page 98.
“Using the Background page” on page 100.
“Using the Footnotes/Endnotes page” on page 99.
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.

Options

Columns |Indents | Background | Fooknotes/Endnokes

Settings

Colurnns

1 [

Width and spacing

Colurmn

Widkh

Spacing

Separator line

Mone

100%:

—

op

[ Ok H Cancel ][ Help H Reset

Figure 109. Options dialog box for sections
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Updating links

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

Updating links automatically

The default behavior, whenever you open a document that contains links, is for Writer to
prompt 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 110), under Update links when loading, select one of the
following three options:

pdate
pdate links when loading Automatically
() Always Fields
(%) On request Zharts
{:} Mewver

Figure 110: Writer > General options settings

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.

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 111.)

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.
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Edit Links
Source file Element: Tvpe Skatus
Anchoring%ez0examples, sxw Document Manual
Update

Maodify. ..
Break Link

Source file files fC: [Documents and Settings)Jean Hollis Weber My Documents/Opendfficefuser-guide:

Element:

Type: Dacument

Update:

Figure 111: Edit Links dialog box

Creating headers and footers

Headers are portions of a document that always appear at the top of a page; 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  Farmak Table Tools  Window  Help

ﬂ Manual Break. .. @ fec

Figlds ¥

Sperial Character, ., Rorman v
7| Section...

T Co-o1g -
- Hyperlink

Header v oAl

Foater ' Ciefaulk

Foaoknoke, .. Right Page

I
Figure 112: Inserting headers and footers
Similarly, to insert a footer, choose Footer.

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.
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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 7it/e
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.

Portrait 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 this part of the
landscape page style.

To set up portrait headers and footers on landscape pages:

1) 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 1.5cm 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

2) Create the landscape page style.

3) 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
113.
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Figure 113: 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 114) and set Rotation /
Scaling to 270 degrees (counter clockwise). Click OK.
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Font | Fank Effects |Position | Hyperlink | Background
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100%:
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Figure 114: Rotating the footer text 270 degrees CCW
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6) With the text still selected, choose Insert > Frame. In the Frame dialog box, choose
the Type tab (Figure 115) and enter the width, height, and horizontal and vertical

position for the footer.
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Frame
Type |Options || Wrap | Hypetlink | Borders || Background | Columns | Macro
Size Anchor
width 0.50cm (2 | O To page i
[ ] Relatjve (%) To paragraph
[ ] Automatic () To character —
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[ ] relative
Autosize
|:| Keep ratio
Position
Horizonktal Fram left V by  1.50cm () to |Entire page V
|:| Mirror on even pages
Yertical Top v 0, 00cm {x] Page text area V

Figure 115: 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
116), select a right border and specify the line width and spacing to the frame’s

contents.
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Figure 116: Specifying the border position, line width, and spacing to contents

Columns

Macro

Spacing to contents

0.05cm
0.05cm
0.05crn

0.05crm

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.
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Numbering pages

To automatically number pages:

1) Insert a header or footer, as described in “Creating headers and footers™ on page 104.

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 add 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 page 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

110.

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.

3) On the Text Flow page of the Paragraph dialog box (Figure 84 on page 81), 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.
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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 117).

I S
Insert Break
Tvpe

() Line break: o
) Colurnn break
(%) Page break
Shyle
Def aulk K

i_hange page number:

1 £

Figure 117: 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 118),
select i, ii, iii, ... from the Format drop-down list.

Lawauk settings

Page layouk Right and left e
Format 1,2,3, ...
[ ] reqister-true Ay By

a, b, c, ...

I, II, 110, ...

i, i, i, ...

1,2,3 ...

Mone

Figure 118: Changing format of page numbers
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Problems with restarting page numbering
Restarting page numbering may lead to two problems.

The Statistics page 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 119).

Defaulk Times Mew Roman
Text Farmula frg ™ % @
S 1 Q L 1 L J.2 L 3 L

|
Figure 119: Formula bar

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 120), select Set Reference in
the Type column.
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Fields

Cocument |References | Functions | DocInformation | Wariables | Database

Type

Set Reference
Insert Reference

Marne

LastPage]|

[ Inserk H Close H Help

Figure 120: 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.

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 121), 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 F9.

Chapter 4 Formatting Pages 111



Numbering pages

-,

-
Fields
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Figure 121: Inserting a cross-reference to the last page of a document

Help

[ Insert H Close

Numbering portrait and landscape pages

To create page numbers on portrait and landscape pages in the same place and orientation:

1) Refer to “Portrait headers on landscape pages” on page 105 to create a landscape page
style and landscape header or footer styles. When creating the page style, check the
Use dynamic spacing check box 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 something 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.)
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Tip Do not set a starting page number that is an even number because 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 OpenOftice.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 84 on page 81), 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.

Numbering pages by chapter

Technical documents often include the chapter number with the page number in the header or
footer. For example, 1-1, 1-2, 1-3, ...; 2-1, 2-2, 2-3, ...

To set up this type of page numbering in OOo, you need to do three things:

1) Ensure that your chapter titles are all identified by the same paragraph style, for
example, the Heading1 style.

2) Use Tools > Outline Numbering to tell OOo what paragraph style you are using for
Level 1 in your outline, and specify “1,2,3” in the Number box. (See Figure 122.)

3) Insert the chapter number in your document. To do this:

1) Place the cursor in the header or footer just before the page number you inserted
earlier, and choose Insert > Fields > Other from the menu bar.

2) On the Fields dialog (Figure 123), go to the Document page. Select Chapter in the
Type list, Chapter number in the Format list, and 1 in the Layer box. Click
Insert.

3) Type a hyphen or other punctuation between the chapter number and the page
number.

For more information, see “Choosing paragraph styles for outline levels” and “Including
chapter or section information in page headers” in Chapter 7, “Working with Styles”.
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= Outline Numbering b4
Numbering| Position |
Level Numbering
Paragraph Style 1 Heading 1
2 ; = .
3 Heading 1 | Heading 2
. Number 1, 2,3, ... 2| |Heading 3
6 Character Style [None S ] Heading 4
; Heading 5
9 Heading 6
10 Separator Heading 7
1-10
Before [ l Heading 8
After [ | | Heading 9
Start at [1 }%I Heading 10
[ oK ] [Eormat ] [ Cancel ] [ Help ] [ Reset
Figure 122: Specifying paragraph style and numbering for chapter titles
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Figure 123: Inserting a chapter number field
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Introduction

Introduction

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 = to send the entire document to the default printer
defined for your computer.

Controlling printing

For more control over printing, use File > Print to display the Print dialog box (Figure 124).

-

Print
Printer

Marme HP Laserlek 5L ] Properties. .. ]

Skatus Default printer; Ready
Tvpe HF LaserJet 5L
Location LPT1:

Cornrmenk

] Erirk ko File

Print range Copies
(%) i Murnber of copies 1

() Pages 1 [ [ [

Dptions. .. [ (0.4 l [ Zancel ] [ Help

ﬁ{*

Figure 124. The Print dialog box

On the Print dialog box, 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.
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«  What items to print. Click the Options button to display the Printer Options dialog
box (Figure 125).

Selecting print options for a document

Selections on the Printer Options dialog box (Figure 125) apply to this printing of this
document only. To specify default printing options for Writer, see “Selecting default print
options” on page 118.

Some items of interest on the Printer Options dialog box 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 120.

- In the Notes 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.

Printer Options

Contents Pages Mokes e
Graphics Left pages (%) Mone ki
Tables Right pages () Motes only
Dirawings []reversed () End of document
Conkrols [ ] Brachure () End of page
Background
[ Print black

Other

[] create single print jobs
|:| Paper tray From printer setkings

Fax <Naone = el

Figure 125. Printer Options dialog box
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Selecting default print options

Selections on the Printer Options dialog box 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 box.

Other printer settings are found in Tools > Options > OpenOffice.org > Print, as shown in
Figure 126. 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 ODED?;EIBZ?;Q Reduce prink data
General Settings For (%) Printer () Print ko file
Mermary
View
Print: [ reduce transparency [ reduce gradients
Faths
Colors
Fants
Security
Appearance [ ] Reduce bitmaps [[] Conwert colors ko grayscale
Arcessibility
Java
Online Update

Loadj3ave

Language Settings 200 DPI {default)

CpenCffice.org Writer

CpenCffice.org WriterMiveb

CpenCffice.org Base

Charts Frinker warnings

Inkermet []Paper size Transparency

Prinker

64

HHHHHEHEHEA

|:| Paper arientation

[ ik ] [ Cancel ] [ Help l [ Back,

Figure 126. Printer options for OpenOlffice.org

Printing in black and white on a color printer

You may wish to print documents in black and white on a color printer, to save expensive
color ink or toner. Common uses are for drafts or documents to be photocopied in black and
white. Several choices are available.

To print the current document in black and white or grayscale:
1) Click File > Print to open the Print dialog box (Figure 124).

2) Click Properties to open the properties dialog box for the printer. The available
choices vary from one printer to another, but you should find an option for Color. See
your printer’s help or user manual for more information.

3) The choices for color may include black and white or grayscale. Choose one of these.
Grayscale is best if you have any graphics in the document. Click OK to confirm your
choice and return to the Print dialog box, then click OK again to print the document.
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To set up OOo to print all color text and graphics as grayscale:

1) Click Tools > Options > OpenOffice.org > Print to display the dialog box shown in
Figure 126.

2) Select the Convert colors to grayscale checkbox. Click OK to save the change.
To set up OOo Writer to print all color text as black, and all graphics as grayscale:

1) Click Tools > Options > OpenOffice.org Writer > Print.

2) Under Contents, select the Print black checkbox. Click OK to save the change.

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.

&

The Writer window changes to display the current page and the following page, and
shows the Page Preview toolbar (Figure 127) in place of the Formatting toolbar.

B3 RE | EE ~ 9 E‘% 45% W Q @ [Ej g’l% Close Previem
Figure 127. 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 & to open
the Print dialog box (Figure 124). Choose your options and click OK to print as usual.

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

)

View icon to display the Print Options dialog box (Figure 128).
Print Options

Distribution

Rows 1 E;] Caolurmns z E;]
Margins

Left 4| Right 3]

Top ¢! ottom =
Spacing

Horizontal {51 vertically
Farmat

) Landscape (%) Portrait

Figure 128. Print Options dialog box
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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 box (Figure 124),
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 box (Figure 125),
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 box, 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.

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 box, start with the Envelope tab (Figure 129). 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 123 for details.

3) On the Format tab (Figure 130), 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.
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Envelope
Envelope |Fnrmat || Prinker |
Addressee Database
| » | [v]
Table
| [v]
Database Field

&l m PRREN ¥

Sender

JAS ~
Jae Smikh

[ ] [
Inited States of America -

M 1] m

[ﬂew Dioc, H Insert H Cancel H Help H Reset ]

Figure 129. Choosing addressee and sender information for an envelope
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Figure 130. Choosing positioning and size of elements for an envelope
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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.

In Paragraph, you can choose indenting, alignment, flow, tabs and more.

4) 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.

5) After formatting, select the Printer tab (Figure 131) 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.

Envelope

Envelope | Format | Printer

Envelope arientation

= | EH & ] (] [i]
T

T T T T T
(%) print From kop
() Prink From bottom
Shift right 0.00" -
Shift down 0,00 i

Current prinker

HP LaserJet 5L Setup. ..

Figure 131. 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
box opened.

When the Envelope dialog box 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 box, under Print range, choose Pages and type 1 in the box. Click
OK to print.
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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 (see Chapter 10, “Getting Started with Base” in the
Getting Started guide), 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 the chapter
titled “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 box (Figure 132), 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.

- =y
Envelope
Envelope |Format | Prinker

Addressee Database
A &ddresses V
Table
Sheet1 v
gt | Dakabase Field
< » | 4 | v
Last narne -
First name |
Address 1
v
Sender _ |Address 2 |
Qoofukhors ~ ity W
Jean Hollis wWeber T
PO Box 640 - |:|

Aitlie Beach 4802
"

] 3

[ﬂew Doc. H Insert H Cancel H Help ” Reset ]

Figure 132: Choosing a database and table from which to use addressee details
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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 box will look something like Figure 133.

e My
Envelope
Envelope |Format || Prinker

Addresses Daktabase
<addresses, Sheet1.0.First name > <addresse [ | addresses m
<hAddresses, Sheetl.0.Address 1= il —
«nddresses, Sheet1.0,Ciky >, <Addresses,sh Table
<hddresses, Sheet1,0, Counkry = Shest1 v
™ Dakabase Field

<] B [I] Country v

Sender

Qoofukhors |
Jean Hollis Weber il

PO Box 640 0 []
Airlie Beach 4802

p'us':ralia I | -
v

3 £

[mean:n:. H Insert H Cancel H Help ][ Reset ]

Figure 133: The Envelope dialog box after choosing database fields for addressee

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 box shown in Figure 134 appears.
Click Yes.

=,

OpenCffice.org 2.0

@ ‘four document contains address database Fields, Do wou want ko prink a Form letter?

|:| Do nok shaow warning again

(= JCw ) e ]

Figure 134: Confirmation dialog box for merging database fields
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8) The Mail Merge dialog box (Figure 135) 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 the chapter titled “Using Mail Merge” in this Writer
Guide.

9) Make your selections and then click OK to begin printing.

Mail Merge
: g .| A Al 2| »
: 5 Mo 1 7+ av | ¥ T -
= Addresses A Last name | First name | Address 1 | Address 2 | City | Skake | Postcode
@ Queries | B |fnyone Alan 123 Any Stree Alanskon MSW 2000
=] EE Tables Elze Someons 456 Some Stre Brishane QLD 4000
£ she
[ = N T
| tdl Record |1 |0F 2 ] £ | ¥
Records Qukput
@8 (%) Printer O Fie
[ single print jobs
() Erom: 1 To: 1 C\Documents and Settings) Jean Hollis 4
Last name hatl

Figure 135: Choosing records to use when printing envelopes

Printing labels

To print labels:
1) Choose File > New > Labels on the menu bar. The Labels dialog box opens.

2) On the Labels tab (Figure 136), 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 123.

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 137).

3) Click the Format tab (Figure 137) 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.

4) Click Save to save your new format.

5) On the Options tab (Figure 138), 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.

6) 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 box opened.
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Labels
Labels |Furmat | options |
Inscription
Label text [ address Dratabase
| - | (]
Table
| [v]
Dakabase field
(e] | [
[i] 1l [i]
Farmat
() Continuaus Brand |.Cwery a4 [1“
() sheet Type |[User] [i“
[User]: 3.94" x 3.94" (1 x 1)
I Mew Document ] [ Cancel ] [ Help ] [ Reset ]

Figure 136. Labels dialog box, Labels tab
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Figure 137. Labels dialog box, Format tab

7) 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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Labels
Labels | Farmat [Opktions

Distribute

i) Entire page

(%) gingle label Column 1| = Row 1 =
Prinker

HP LaserJet 5L Sebup...

[ Mew Document l [ Cancel ] [ Help ] [ Reset

Figure 138. Labels dialog box, Options tab

Sending a fax

To send a fax directly from OpenOffice.org, you need a fax modem and a fax driver that
allows applications to communicate with the fax modem.

Sending a fax through the Print dialog box

1) Open the Print dialog box (Figure 124) by choosing File > Print and select the fax
driver in the Name list box.

2) Click OK to open the dialog box for your fax driver, where you can select the fax
recipient.

Adding a Fax icon to the toolbar (advanced)

You can configure OpenOffice.org so that a single click on an icon automatically sends the
current document as a fax.

1) Be sure the fax driver is installed. Consult the documentation for your fax modem for
more information.

2) Choose Tools > Options > OpenOffice.org Writer > Print. The dialog box shown in
Figure 139 opens.
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Options - OpenOffice.org Writer - Print
Opendffice.org
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Figure 139: Setting up OOo for sending faxes

3) Select the fax driver from the Fax list box and click OK.

4) Click the arrow icon at the end of the Standard toolbar. In the drop-down menu,
choose Customize Toolbar. The Toolbars page of the Customize dialog box appears

(Figure 140). Click Add.

~

Customize

Menus | Kevboard |TDD||JEII‘5 |Events

Figure 140: Customizing a toolbar

CpenCFfi 5
|Standard 3 M| [ e, ]
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[ Toolbar - ]
Toolbar Content
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r 3 Mews Docurment Fram Templak

5) On the Add Commands dialog box (Figure 141), select the Documents category, then

select the Send Default Fax command. Click Add and then click Close.

6) On the Toolbars page, click the down arrow button to position the new icon where you

want it. Click OK.

Your toolbar now has a new icon to send the current document as a fax.
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-

Add Commands
To add a command ko a toolbar, select the categary and then the command.
Then drag the command to the Commands lisk of the Toolbars tab page in
the Customize dialog,
Categary Commands.
application | () Print | Add
$'EW t | | Print File Directly
Es:-llz-lp ates [ﬁ_’j Prink opkions page view
Options ,ﬁﬁ Printer Settings I
BASIC W] Properties
Insert {5 Reload
Documents ] save
Farrak =
Controls — &l Save As
Mavigate S E
Table Yersions ™
Drawing - — S
Graphic | £ 4
Description

Figure 141: Adding a command to a toolbar

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.

Quick export to PDF

Click the Export Directly as PDF icon ™ to export the entire document using the default
PDF settings. You are asked to enter the file name 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 file name of the PDF to be created, and then the

PDF Options dialog box opens. This dialog box has four pages. Make your selections, and
then click Export.

General page of PDF Options dialog box

On the General page (Figure 142), 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.
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Pages section
All: Exports the entire document.

Selection: Exports whatever material is selected.

Exporting to PDF

Pages: To export a range of pages, use the format 3-6 (pages 3 to 6). To export single
pages, use the format 7;9;11 (pages 7, 9, and 11). You can also export a combination of
page ranges and single pages, by using a format like 3-6;8;10;12.

PDF Options

-,

General | Initial View | User Inkerface

Range

® al
{:} Pages
(3 gelection
Images
{:} Lossless compression

(%) JFEG compression

[ ] reduce image resolution 300
General

[ ] Tagged POF

|:| Expork nokes

Subrmit Forms in format:

Security

uaality 0%

W

CPI

Export automatically inserted blank pages EDF
HTML
[ Export l [ Cang ML ]

Figure 142: General page of PDF Options dialog box

Images section

Lossless compression: Images are stored without any loss of quality. Tends to make
large files when used with photographs. Recommended for other images.

JPEG compression: Allows for varying degrees of quality. A setting of 90% tends to
work well with photographs (small file size, little perceptible loss).

Reduce image resolution: Lower-DPI (dots per inch) images have lower quality.

Note

EPS images with embedded previews are exported only as previews. EPS images
without embedded previews are exported as empty placeholders.
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General section

Tagged PDF: Includes special tags into the corresponding PDF tags. Some tags that
are exported are table of contents, hyperlinks, and controls. This option can increase
file sizes significantly.

Export notes: Exports notes in Writer and Calc documents as PDF notes. You may not
want this!

Use transition effects: Not available in Writer; in Impress, this option exports slide
transition effects in their respective PDF effects.

Submit forms in format: Choose the format of submitting forms from within the PDF
file. This setting overrides the control’s URL property that you set in the document.
There is only one common setting valid for the whole PDF document: PDF (sends the
whole document), FDF (sends the control contents), HTML, and XML. Most often
you will choose the PDF format.

Export automatically inserted blank pages: If selected, automatically inserted blank
pages are exported to the PDF. This is best if you are printing the PDF double-sided.
For example, books usually have chapters set to always start on an odd-numbered
(right-hand) page. When the previous chapter ends on an odd page, OOo inserts a
blank page between the two odd pages. This option controls whether to export that
blank page.

Initial View page of PDF Options dialog box

On the Initial View page (Figure 143), you can choose how the PDF opens by default in a
PDF viewer. The selections should be self-explanatory.

fam o

PDF Options

izeneral (Initial Yiew | User Interface || Security

Panes

) Bookmarks and page

) Thumbnails and page
Magnification

%) Default

) Fit in window

i) Fit width

) Fit: wisible
Page layout

%) Default

) single page

) Continuous

() Continuous Facing
Figure 143: Initial View page of PDF Options dialog box
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User Interface page of PDF Options dialog box

On the User Interface page (Figure 144), you can choose more settings to control how a PDF
viewer displays the file. Some of these choices are particularly useful when you are creating a
PDF to be used as a presentation or a kiosk-type display.

-,

PDF Options

Gereral | Initial Yiew (User Interface | Security

Window opkions

[ fesize window to initial page:

|:| Center window on screen

[ 2pen in Full screen mode

Display document kitle
Uset inkerface options

[ Hide menubar

[ Hide toolbar

[ Hide window contrals

Figure 144: User Interface page of PDF Options dialog box

Window options section

+ Resize window to initial page. Causes the PDF viewer window to resize to fit the
first page of the PDF.

« Center window on screen. Causes the PDF viewer window to be centered on the
computer screen.

« Open in full screen mode. Causes the PDF viewer to open full-screen instead of in a
smaller window.

- Display document title. Causes the PDF viewer to display the document’s title in the
title bar.

User interface options section
- Hide menubar. Causes the PDF viewer to hide the menu bar.
- Hide toolbar. Causes the PDF viewer to hide the toolbar.

- Hide window controls. Causes the PDF viewer to hide other window controls.
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Security page of PDF Options dialog box

As of OO0 2.0.4, PDF export includes options to encrypt the PDF (so it cannot be opened
without a password) and apply some digital rights management (DRM) features.

-~

PDF Options

-,

Encrypt the POF document

[ Set open password. .. ]

Reskrick permissions

[ Set permission passward, ., ]

Prinking
() Mok permitted
() Low resolution {150 dpi)
(%) High resolution
Changes
() Mok permitted

7 Filling in Form Fields

") Commenting, Filing in Form fields

G} any excepk exkracting pages
Enable copying of conkent

General | Initial Miew | User Interface |Security

() Inserting, deleting, and rotating pages

Enable text access for accessibilicy koaols

[ Export H Cancel ][

Help ]

Figure 145: Security page of PDF Options dialog box

- With an open password set, the PDF can only be opened with the password. Once
opened, there are no restrictions on what the user can do with the document (for

example, print, copy, or change it).

With a permissions password set, the PDF can be opened by anyone, but its

permissions can be restricted. See Figure 145.

«  With both the open password and permission password set, the PDF can only be
opened with the correct password, and its permissions can be restricted.

Note Permissions settings are effective only if the user’s PDF viewer respects the settings.

Figure 146 shows the pop-up dialog box displayed when you click the Set open password

button on the Security page of the PDF Options dialog box.

After you set a password for permissions, the other choices on the Security page (shown in
Figure 145) become available. These selections should be self-explanatory.
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General || Initial Wiews | User Interface |Security

Encrypt the PDF document

[ Set open password, .. ] (Emphy)
Restrict permissions

[ Set nermissinn nasswned | temnt

Set Open Password

0] 4
Password Jr—

Confirm e Cancel

Help

Figure 146: Setting a password to encrypt a PDF

E-mailing Writer documents

OOo provides several ways to quickly and easily send a Writer document as an e-mail
attachment in one of three formats: .ODT (OpenDocument Text, OOo’s default format),
.DOC (Microsoft Word format), or PDF.

To send the current document in .ODT format.

1) Choose File > Send > Document as E-mail. OpenOffice.org opens the e-mail
program specified in Tools > Options > Internet > E-mail. The document is attached.

2) In your e-mail program, enter the recipient, subject and any text you want to add, then
send the e-mail.

File > Send > E-mail as OpenDocument Text has the same effect.

If you choose E-mail as Microsoft Word, OOo first creates a .DOC file and then opens your
e-mail program with the .DOC file attached. Similarly, if you choose E-mail as PDF, OOo
first creates a PDF using your default PDF settings (as when using the Export Directly as
PDF toolbar button) and then opens your email program with the .PDF file attached.

E-mailing a document to several recipients

To e-mail a document to several recipients, you can use the features in your e-mail program
or you can use O0Oo0’s mail merge facilities to extract email addresses from an address book.

You can use O00’s mail merge to send e-mail in two ways:

+ Use the Mail Merge Wizard to create the document and send it. See Chapter 11,
“Using Mail Merge” for details.

+ Create the document in Writer without using the Wizard, then use the Wizard to send
it. This method is described here.

To use the Mail Merge Wizard to send a Writer document:
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1) Click Tools > Mail Merge Wizard. On the first page of the wizard (Figure 147),
select Use the current document and click Next.

Mail Merge Wizard
Steps Select starting document for the mail merge
1. iSelect starting document; Select the decument upen which te 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 147 Select starting document

2) On the next page (Figure 148), select E-mail message and click Next.

Mail Merge Wizard
Steps

Select a document type

1. Select starting document what bype of document do you want to create?

O Lette
3. Select address list (%) E-mail message

4, Create salutation E-Mail Message:

Send e-mail messages to a group of recipients, The e-mail messages can conkain a salutation. The
e-mail messages can be personalized For each recipient,

Figure 148: Choose document type

3) On the next page (Figure 149), click Select Address List. Select the required address

list (even if only one is shown) and then click OK. (If the address list you need is not
shown here, you can click Add to find and add it to the list.)
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Steps Insert address block

1. Select starting document 1. Select the address Ii_st cnnte_:ining the address data Select Address List. .. ]
wou wank to use, This daka is needed to create the

2. Select document type address block.

3, Select address list

4, Create salukation Select Address List

Select an address list, Click 'add..." to select recipients from a different list. If vou do not have an
address list wou can create one by clicking 'Create. ",

6. Edit docurent

7. Personalize docurnent Your recipients are currently selected From:

8, Save, print or send Marne Table
saddress-test address-test
Addresses Create. ..,
Addresses1

Filter...

HII l:b
o
o

Ok ] [ Cancel ] [ Help

Figure 149: Selecting an address list

4) Back on the Select address list page, click Next. On the Create salutation page (Figure
150), deselect the checkbox by This document should contain a salutation.

Mail Merge Wizard

Steps Create a salutation

1. Select starting document [ This dacument shauld contain a @

2. Select document bype

3. Select address lisk Dear Mrs, =Lask Mame>,

Diear Mr, =Lask Mame =,

. Edit document: Gender

7. Personalize document

&. Save, print or send

Figure 150: Deselecting a salutation

5) In the left-hand list, click 8 Save, print or send. OOo displays a “Creating
documents” message and then displays the Save, print or send page of the Wizard.

6) Select Send merged document as E-Mail. The lower part of the page changes to show
e-mail settings choices (see Figure 151).

7) Type a subject for your email and click Send documents. OOo sends the e-mails.
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Mail Merge Wizard I
Steps Save, print or send the document

1. Select starting document Select one of the options belaw:

2. Select document kvpe O Save starting docurnent

3. Select address list © Save merged document

() Print merged document
4, Create salutation

(%) Bend merged document as E-Mail;

E-Mail settings

Ta E-mail Address v Copy to...

Subject

. Edit document
7. Personalize document

&. Save, prink or send —
Send as HTML Message Ed

test-email-message. odt
() 5end all documents
) Erom 1 =

[ Send documents

F igbltlre 151: Sending a document as an email message

Digital signing of documents

To sign a document digitally, you need a personal key, the certificate. A personal key is stored
on your computer as a combination of a private key, which must be kept secret, and a public
key, which you add to your documents when you sign them. You can get a certificate from a
certification authority, which may be a private company or a governmental institution.

When you apply a digital signature to a document, a kind of checksum is computed from the
document’s content plus your personal key. The checksum and your public key are stored
together with the document.

When someone later opens the document on any computer with a recent version of
OpenOffice.org, the program will compute the checksum again and compare it with the
stored checksum. If both are the same, the program will signal that you see the original,
unchanged document. In addition, the program can show you the public key information from
the certificate. You can compare the public key with the public key that is published on the
web site of the certificate authority.

Whenever someone changes something in the document, this change breaks the digital
signature.
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On Windows operating systems, the Windows features of validating a signature are used. On
Solaris and Linux systems, files that are supplied by Thunderbird, Mozilla or Firefox are
used. For a more detailed description of how to get and manage a certificate, and signature
validation, see “Using Digital Signatures” in the OOo Help.

To sign a document:
1) Choose File > Digital Signatures.

2) If you have not saved the document since the last change, a message box appears.
Click Yes to save the file.

3) After saving, you see the Digital Signatures dialog box. Click Add to add a public key
to the document.

4) In the Select Certificate dialog box, select your certificate and click OK.

5) You see again the Digital Signatures dialog box, where you can add more certificates if
you want. Click OK to add the public key to the saved file.

A signed document shows an icon 5 in the status bar. You can double-click the icon to view
the certificate.
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Introduction

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 and 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?

OpenOftice.org (O0o0) 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.

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 OpenOftice.org and styles. She makes all the changes
in two minutes and hands in the paper on time.
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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 152. (Press F'11 to see it.) The Styles and Formatting window is discussed in the next

section.
Frame stiles
| Character styles|
W Seplas %ﬂ. Fefiziedise) E m]
N .
|Paragraph styles % &' 1 o s—{List styles]
Iimentar},r close -
r;e indent
Hanging indent
Heading
Heading 1
Heading 10
Heading 2
Heading 3
Heading 4
Heading 5 -
Automatic =
Figure 152. Styles and Formatting window and the types of styles
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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Using paragraph 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 I in it. Make sure that the cursor remains in that same line.

3) Press the Styles and Formatting icon s located on the Formatting Bar or press the
F11 key. This brings up a window called Styles and Formatting (see Figure 153).

4) Make sure the window is showing the Paragraph Styles section (click on the top-left
icon of the Styles and Formatting window | 1.)).

Current Style
n ﬂ n IO EL OGRS L ESE DETI T CEYO T W I LET,
¥ B 4]
File Edit View/ Insert Format Table Tools Window Help
€ -cHAg | BSKR| VI B-& b - A&H-
M Default ~ | Times New R (v ][] Seyl=s ziglel Felgiziaigle) (off x| U
+ > | Cursor L . -
Complimentary close =
/ Fi line indent
: ing indent
Heading || Paragraph Styles ging
Heading 1
- Heading 10
Styles and Formatting Heading 2
Heading 3 | Styles and Formatting
Heading 4
Heading 5 -
Automatic =

Figure 153. Click on the Styles and Formatting icon i 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 I style.
« Add Heading 1 to the Apply Style menu.

The Apply Style menu is illustrated in Figure 154. It provides direct access to the styles that
are currently in use in the document.
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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 Styles list. The text
acquires the properties of the Heading I style.

Heading 1 added to Apply Styles list
7

File Edit View
£ -=2H=

/Jn':r:;:ju:':i:m grp Seylag o Qo tiflag ey YWedise

Insert Jformat Table Tools Window Help

=4 & [ | V[ ] Seylas zinel Forzizae) [EEY

7 Heading 1

-

Arial

)& O [ =

O ) -

L X

L

(=]

N

| Complimentary close

-

Default

First line indent
Hanging indent

N

Style selected

Heading 10
Heading 2
Heading 3
Heading 4
Heading 5 -

Heading 1

Text with Heading 1 style RTCTIEIC

L1

Figure 154. 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 155.

Title
Subtitle 1
Section 1.1
Section 1.2

Subtitle 2

Figure 155. 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 I 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 I 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 (as shown in Figure 156).

n n Soyl=s zigle] FoiegzinEine) E m

VEDEE -
Complimentary close =
Default

First line indent

Heading 10 New...
Heading 2 | Modify... |

Haadin~ 2

Figure 156. Modifying a style

When the Paragraph Style window opens, choose the Alignment tab, select Center (as
shown in Figure 157), and click OK.

Alignment tab)
[v][+] N Hergrgil Saylas ezl o
Numbering Tabs Drop Caps E
Organizer Indents & Spacing Alignment  Text Flow
Options
Left
Right

»iCenter, Center

lustified

Figure 157. Center Heading 1

Now, everything marked as Heading 1 will be centered (as shown in Figure 158). If you make
another Heading 1 entry, it will be centered as well.
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Title

Subtitle 1

Section 1.1|

Figure 158. Text with the Heading 1 style is centered

Indent Heading 3

On the Styles and Formatting window, right-click on the Heading 3 paragraph style and
choose Modify (as before). When the Paragraph Style window opens, follow the steps below:

1) Click the Indents & Spacing tab.

2) Under the Indent section, set the indentation before the text to 1.50cm (0.6 in), as
shown in Figure 159.

[Indents & Spacing tabl [Indentation]

[v][+] Hrieziepezigil Seglad plbeielieneg 2 B
Numbering Tabs Drop Caps Background Borders
Organizer Indents & Spacing | Alignment Text} Flow Font Font Effects Position

Indent
Before text 1.50cm| 2
After text 0.00cm s>
First line 0.00cm s |

Figure 159. Set indentation

The result should resemble Figure 160.

102345678910 111213 14150 16*

Title|
Subfitle 1
Section 1.1
Section 1.2

Subtitle 2

Section 2.1

Figure 160. The text with Heading 3 style is indented.
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Linked styles

Some OpenOffice.org styles are linked 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 161.

Headiné

Heading 2
Heading 3

Heading 4
Figure 161. Linked styles

i

As an example, suppose you want to change the font of not only Heading I, or Heading 2,
but a/l headings. The easiest way to do that is to take advantage of this /inking. Open the
Styles and Formatting window (press F'//) and select Heading (see Figure 162).

u n Saylas siglel Foginziaiisle) E m
ojcI=liel= o8 -

Complimentary close -
Default

First line indent

g indent

.\'H"eadin'g' 1
Heading 10

Figure 162. Select Heading style.

Open the Paragraph Style dialog box for the Heading style (right-click > Modify) and select
the Font tab. Select a font and click OK (see Figure 163).

Select font Font tab

v Hagzie el an Saglad pleielinne B
Numbering Tabs Drop Caps Background Borders
Organizer Indents & Spacing Alignment | Text Flow @ Font | Font Effects Position

Font Typeface Size

Monotypg Corsiva Italic 14pt
LucidaSanpTypewriter ~| italic i 1l4pt -
Lucidaty pgwriter Bold Italic 15pt
Monotype] Century Schoolbook 16pt
Monotype Corsiva 18pt

New Century Schoolbook 20pt
OpenSymbol 22pt

Palatino hd 24pt hd

Figure 163. 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 164.
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Title
Subtitle 1
Section 1. 1
Section 1.2

Subtitle 2

Section 2. |

Figure 164. 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.

In addition, a PoemHeading 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 behavior 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 e or press F11.

2) Click the Paragraph Styles icon (first from the left).
3) Right-click Default and choose New (see Figure 165).
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Figure 165. Create a new style.

This opens the Paragraph Style 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 I or Text body.
Set (type in the text 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 166.

Oréanizer tab Edited entries|

[» ][] ETAUTAPHIS LY IE, (%]
Numbering Tabs brop|Cap Background Borders Condition
Organizer Indents & Spacing R ligniment Text Flow Font Font Effects Position

Name Poem AutoUpdate

Next Style Poem =
Linked with - None - =
Category Text Styles =

Figure 166. 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 the Center option.
+ On the Font page, select 12pt font-size.

Click OK to save the new Poem style.

Congratulations! You just made your very own style.
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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 167.

Oréanizer tab

Edited entries

Name PoemHeadi
Next Style éPoem
Linked with Heading
Category Text Styles

g

Figure 167. Settings for the PoemHeading style

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.

AutoUpdate

Ak Ak

L1

v Heizieleziun Sayle B
Nurnjbering Tabs Drop faps, Background Borders Condition
Organizer Indents & Spacing Mlignrhent| | Text Flow Font Font Effects Position

Chapter 6 Introduction to Styles

149



Sample poem

Creating custom styles

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 168.

Bk acle o B fiinaee) Y die e

File Edit View

Insert Format Table Tools

Window Help x

The Road Not Taken

Two roads diverged i a yvellow wood
And sorry 1 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 passmgthere
Had worn them really about the same

And both that moming equally lay
In leaves no step had trodden black
Oh, T 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 n a wood
And I took the one lesstraveled by
And that has made all the difference

Robert Frost

Y

A4 G bk 4

A

Figure 168. 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 5em (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:

Name: PoemAuthor
Next style: Default
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).

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 169 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 PoemAuthor style, as described in “First steps” on page 142.
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Figure 169. Indentation and spacing for the PoemAuthor style.

Final result

Organizer | Indents & Spacing | Alignment | Text Flow | Font | Font Effects Position
Indent

Before text 8.00cm s

After text 0.00cm s

Eirst line _ _ 0.00cm : I

, Edited entries —
Automatic
]

Spacing

Above paragraph 0.50cm| :

After all these changes, the poem should look similar to Figure 170.

Egnaels - Og=tiiie=ieiee) Yieizae

File Edit WView

Insert Format Table Tools Window Help

*

The Road Not Taken

Two roads diverged in a yellow wood
And sorry 1 could not travel both

And be one traveler, long 1 stood

And looked down one as far as 1 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 passingthere
Had worn them really about the same

And both that moming equally lay

In leaves no step had trodden black
Oh, T kept the first for another day!
Yet, knowing how way leads onto way
I doubted ifT should ever come back

I shall be tellingzthis with a sigh
Somewhere ages and ages hence
Two roads diverged in a wood

And I took the one less traveled by
And that has made all the difference

Robert Frost

-

M| A

H| @

4

Figure 170. Final result, using three custom styles
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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 171, Styles and Formatting only displays Poem, PoemAuthor, and
PoemHeading.

n n Soylas sl Fogmiziiineg E m
[vJ|[&) & [ (=) " N

.\'Poem.f-\uthor
PoemHeading

Custom style

Custom Styles =

Figure 171. Displaying only 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.

What page style does a page have?
The page style for the current page is displayed on the status bar (Figure 172).

[Current page styld

‘ Page 1/1 Default 100% MNSR1/STD HYF *

Figure 172. The current page style is displayed on the status bar.
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Modifying a page style
Open the Styles and Formatting window and click the Page Styles button [[.

n n Seylasg siglel Fogizisiieg E m
w®OoDE AL -

1 It
Endnote
Envelope Pae Styles

First Page
Footnote
HTML
Index

Left Page
Right Page

All =

Figure 173. Selecting page styles.

Right-click the currently active page style (Figure 173) and select Modify. The resulting
window is shown in Figure 174.

28 HEgETSLY EH U ETA I B
Organizer Page Background Header | Footer Borders Columns | Footnote
Name pefault
Next Style Default o
Custom Styles =

Figure 174. Page properties.

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
175). Choose Mirrored for Page layout in the Layout settings section and set the inner and
outer margins in the Margins section.
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L =y
Page Style: Default
Organizer |Page | Background | Header | Footer || Borders | Columns || Fooknote
Paper Format
Farmat At |
Width z1.00cm
Height 29.70cm B
Orientation (%) Partrait
O Landscape Paper kray [From printer settings] hdl
Margins Layout setkings
Inner 3.00cm L Page layouk Mirraored hdl
Duker Z.00cm L Farmat 1,23 .. bl
Top 2.00cm & [ register-true
.Y
w

Bokkarm 2.00crm

[ a4 l[ Cancel H Help H Reset

Figure 175. 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.

For the title page, we can use the First Page page style that comes with OOo, and for the rest
of the document, we can use the Default page style.

Figure 176 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.

‘,
First )

Page Default

Figure 176. Flow of page styles

See “Inserting a header” on page 158 for instructions on setting up the page header.
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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.

OOo doesn’t have a New Chapter style, so you must create a custom style (see page 147).
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 176, but where the New Chapter style
replaces the First Page style.

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.

@or [Choose Page breakl )

Type
Line brea

OK

ColumpZbreak Cancel
* Page break
Style
%[None]
First Page
Index
Left Page

New Chapter
Right Page -

Figure 177. Choose Page break and select the New Chapter page style.

[Select a page stylelelp

Ak

Figure 178 illustrates the flow of page styles when using page breaks.
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\

DeIauIt

‘,
First )

Page Default

Page break

New )
Chapter

I
Figure 178. Page style flow using page breaks

Example: Inserting a page with special formatting

Sometimes 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.

This concept is illustrated in Figure 179.

| < I

] (]

s = I

o | |

& &

Default| | \"b\ Al Default
P> Page I Q&Q& | ||Page >

I I

Figure 179. 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.
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If you have seen lists in OOo, you might have noticed this gray background. OQo 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 Ctrl+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).
2) Select the Header tab.

3) Under Header, check Header on and click OK (see Figure 180).

n PAgENS LY e o

Organizer | Page | Background Header Footer | Borders
Header

viHeader on—— Turn on header]

¥/ Same content left/right

Figure 180. Turn on page header.

At this point you should see the (empty) header on the current page, as in Figure 181.

[v][o](+] IOUCEIOD: [ J[o][x]
File Edit View Insert Page header }is Window Help X
E-r=Ha |2 BS e & | B - BE- |
bJ |Poem v |12 -~ B I U B

/ -

The Road Not Taken

Two roads diverged in a yellow wood
And sorry 1 could not travel both

And be one traveler, long I stood

And looked down one as far as 1 could
[To where it bent in the undergrowth.

Figure 181. A page with a page header

What s so special about headers? The same text in the header appears on a/l 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].
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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 of it, pointing to it will open
A an OOo dialog box warning about this and asking whether you want to delete the

header or footer for that particular page style.

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 on the header and select Insert > Fields > Page Number (Figure 182).

[+][o][+] i gelE = OO F ez o e Wrien s (- [o][x]
- at Table Tools Window Help x
€l & B S| W= B-|H - BEH -~
~ | |Times New Roman - 12 - B [ U 5

The Road Not Taken

Two roads diverged in a yellow wood
And sorry 1 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 182. 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 157).

« 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.

« 0OOo 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.

These variations are all illustrated in Figure 183.
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[+ ][o][+] IAdditional textl usntiilasore) Ysiisr Page number B

File Edit View Ansert Format Table Tools Window Help x
E€-=d 7 BS RV B-¢| s - &eh-w 2
hJ | Po + | | Arial -1 |14 - Blr u| >
Joe's favourite poems page 2 of 7

[The Road Not Taken

Two roads diverged in a vellow wood Pa oe count

And sorry I could not travel both
Figure 183. 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 numbering: 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 number 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, 1v, ...):
1) Open the page style window for Preface (if not already open) and click the Header
tab. Check Header on under Header.

2) Click the Page tab. Under Layout settings, in the Format drop-down list, set the
format to i, ii, iii, .... (See Figure 184.) Click OK to close the dialog box.

[v] PEyETSLYI ST B A CE! B
Organizer Page Background | Header | Footer Borders | Columns | Footnote
Paper format
Format Letter =
Width 21.59cm | &
Height 27.94cm | %

[Page number formaf

Orientation + Portrait

Landscape Paper tray [From printer settings] =

Margins Layout settings
Left 3.18cm s Page layout Right and left 2
Right 3.18cm s Format i, i, i, . B

Figure 184. Set page number format to Roman numerals.
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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 check box and set the new value to 1. Click OK to
close the dialog box.

These settings are shown in Figure 185.

=,

Insert Break | Choose page brealk]
" [ ox |
0].4
7 Line br
(%) Page break
Skwle
Default v
w3
i_hange page number} Change page
1 ) number to 1

Figure 185. Set the new page number to 1 and the page style to
Default.

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 186).

™
Page 3 /5 Default
Figure 186. 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.
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To allow different content in headers, clear the Same content left/right check box in the
Header area on the Header page of the Page Style dialog box (Figure 187).

-~

Page Style: Default

Organizer | Page | Background |Header ||

Header
Header on

[ 15ame conkent iskkright:

Figure 187. 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, put the document title on the right-hand page only, or make
other changes. Figure 188 shows an example.

Page 2 Cther words here Sample document Page 3

Figure 188. Different content on left and right pages

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:

Key strokes use the custom OOoKeyStroke style. For example, “to set OOo to full
screen, press Control+Shift+J”.

Menu paths use the custom 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?” or “How is this different
from pressing the bold icon to change the font typeface?”’. The following real life event
illustrates the difference.
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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 nof 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 custom
character style (such as OOoKeyStroke or OOoMenuPath) will remove this burden
from you.

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/1) 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 OOo-supplied Strong 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.
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Unset/undo character styles

Sometimes, 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.

« If you 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.

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 double-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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Introduction

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 (O00) 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.

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 185).
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Using the Styles and Formatting window
1) To open the Styles and Formatting window (Figure 189), do any one of the following:

« Click on the ¢ icon located at the left-hand end of the object bar.

+ Choose Format > Styles and Formatting.

« Press Fll.

TIP You can move the Styles and Formatting window to a convenient position on the
screen or dock it to an edge.

2) 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.

3) 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.

Frame Styles List Styles

Page Styles Fill Format Mode

Character Styles /
v AN /

9 \'r‘y:ss ’lmu Py AR o) New Style from

LMoo & s~ Selection

limentary close - Update Style

HEE Load Styles

F ine indent

Hanging indent

Heading

Heading 1

Heading 10

Heading 2

Heading 3

Heading 4

Heading 5 -

-
-

Paragraph Styles —
C

Automatic

Figure 189: Styles and Formatting window for Writer

TIP At the bottom of the Styles and Formatting window is a drop-down list. In Figure
189 it shows Automatic, meaning the list shows only the styles that are applied
automatically by OOo. You can choose to show all styles or other groups, such as

custom styles.
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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 189) and select a style.

2) Click the Fill Format Mode icon @

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.

4) To quit the 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 right-click and mistakenly undo
A actions you want to keep.

Using the Apply Style list

When a style is in use in a document, the style name appears on the Apply Style list (Figure
190) at the left end of the object bar, to the right of the Styles and Formatting icon.

To apply a style from this list, click on the desired style or use the up or 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.

78 Untitled1 - OpenOffice.org Wri

File Edit Wwiew Insert Format Table
&S H = B S

Wi B | arial

Clear formatting
=T

Heading 2
Heading 3
Text body
Heading
Index
Lisk

List 1
More. ..

Figure 190: The Apply Style list
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Assigning styles to shortcut keys

. In OO0 2.0 you can configure shortcut keys to assign styles in your document. Some
New in 2.0>  shortcuts are predefined, such as Ctr/+1 for the Heading I 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 page of the Customize dialog box (Figure 191), choose the shortcut
keys you want to assign a style to. In this example, we have chosen Ctr/+9.

i =1

Customize

Merus |Keyboard | Toolbars | Events

Shorkout keys ) OpenCffice.org

Chrl+4 ~ .
Chr+S Line Spacing: 1.5 © viriter
k46
Chrl+7
Chrl4+5
Ckrl+9 Text body L [ Delete
Chrl+a
Ckrl+6 Bald
Chrl4iC
Chrl+D Diouble Underline
Ckrl+E Centered
krl+F
Chrl+iG o
Funictions
Zakeqgory Function Keys
mumbering [ Table Conkents | Ckrl+9
Flodify | |Table Heading 1
CpenOffice.o Table index 1
Bl Skyles Table index headir
Characte Text
Paragrap: Texk body
Framesty: Texk body indent [ Load... ]
Pagestyle Title .
Murnberiny User Index 1 1 [ 2ave... ]
) ..v. | lzer Tndex 10 ..v.
72 2 | s B [ Reset ]
[ 0K ] [ Cancel ] [ Help ] [ Reset ]

Figure 191. Defining keyboard shortcuts for applying styles

3) In the Functions section at the bottom of the dialog box, scroll down in the Category
list to Styles. Click the + sign to expand the list of styles.

Chapter 7 Working with Styles 169



Applying 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 191 shows some of
0O0o’s predefined paragraph styles.

5) To assign Ctrl+9 to the 7ext Body paragraph 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 OK to close the dialog box.

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/OO0/.

Modifying styles

OpenOffice.org provides several ways to modify styles:
Change a style using the Style dialog box
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 174.

Changing a style using the Style dialog box

To change an existing style using the Style dialog box, right-click on the style in the Styles
and Formatting window and select Modify from the pop-up menu.

The dialog box displayed depends on the type of style selected. Figure 192 shows an example
of the dialog box for a paragraph style. Each style’s dialog box has several tabs. Some
properties on these dialog boxes are described later in this chapter.
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Paragraph Style: OOoTextBody
Numbering Tabs Drop Caps Background Borders
Organizer | Indents & Spacing | Alignment | Text Flow | Font | Font Effects | Position
Indent
Before text 0.64cm|] o
After text 0.00cm 3
First line 0.00cm 3 L
[ Automatic |
L]
Spacing
Above paragraph 0.00cm 3
Below paragraph 0.25cm
Line spacing
Single V
Register-true
[ Activate
[ 0K l ’ Cancel ] [ Help l ’ Reset ] [ Standard l

Figure 192: Example of Paragraph Style dialog box

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 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 193).

Chapter 7 Working with Styles 171



Modifying styles

Styles and Formatting
()| [A) [ [ (= @ ||
CDmEIimentary close e Skyle From Selection
First lime indent Undate Style
Hanging indent Load Styles. ..
| |Heading il |

}Tigure 193. 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 box, 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.

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 174.

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 box.
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 box

Open the Styles and Formatting window (Figure 189). 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 box displayed depends on the type of style selected. Figure 194 shows an example
of a Style dialog box for a new paragraph style. The dialog boxes and choices for defining
new styles are the same as for modifying existing styles.
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TIP An exception to the above rule is conditional styles, which have a different dialog
box. See “Working with conditional paragraph styles” on page 185 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 (mystyle2) 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.

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 2
Linked with mystyle ¥
Category Custom Styles ¥
Contains

Figure 194: Linking a new paragraph style to an existing style
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.

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) Change the formatting of the object (paragraph, frame, etc) to your liking.

2) 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) In the document, select the item to save as a style.

4) In the Styles and Formatting window, click the New Style from Selection icon.

5) In the Create Style dialog box, 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.
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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.

3) In the Create Style dialog box, 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 box

Loading styles from a template or document

Using the Template Management dialog box

To copy or move styles using the Template Management dialog:
1) Click File > Templates > Organize.

2) At the bottom of the Template Management dialog box (Figure 195), choose either
Templates or Documents, as needed. For example, if you are copying styles between
two documents, both entries should say Documents.
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[ fddress Boak, .. ]

Templates v| |D|:u:ument5 [V ]| [ File... ]
Templates
Docurments

Figure 195: Choosing to copy styles from a document, not a template

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 196).

-

I
Template Management
=1 outline-numbering-test e =| autline-numbering-test [ Close l
Es::g Skyles =| sample.odt

| A] OOoEmphasis
| A] 0OoComputerCode

A OOoDefault [ Help ]

A) OOoMenupath

4] OOoKeystroke

4] 0OoChaphumber
A OOoStrongEmphasis
11,) Default

1) OOoTableText

1] OOoFooter

1) OOaComputerCode [v]

[ Commands - ]

[ Address Boak, .. ]

|Du:u:ument5 [v]| |Du:u:uments [v]l [ File. .. ]

Figure 196: 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.
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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 the New Style from Selection icon, and
then on Load Styles (see Figure 193).

3) In the Load Styles dialog box (Figure 197), find and select the template to copy styles
from. Or click on From File and select a document.

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
Tv Templates || Click the note below
Bocks eter
QoG letterz
Presentation Backgrounds letter3
Presentations MDkest2
STC spreadsheet

tesk
ThesisTemplateMaster
Texk |:| Frame |:| Pages |:| Murbering |:| Overwrite

Figure 197: 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 198 appears.

7 =y
OpenOffice.org 2.0
You are deleting an applied Skwle!
Do wou really wank to delete Skyle OOoTextBody?
| ves || Fo |

Figure 198. Deleting an applied style
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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 formatting as manual
A 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 199 appears.

OpenOffice.org 2.0

® Do wou really want to delete Style OOoAbovelist?

[ ves [ Ho |

Figure 199. 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 Text Flow page of the Paragraph Style dialog box.

Automatic page or column breaks

The Options section of the Text Flow page (Figure 200) of the Paragraph Style dialog box
provides settings to control what happens when a paragraph does not fit on the bottom of a

page:
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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.

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
[] Do not split paragraph
[ ] Keep with next paragraph
[ ] orphan contral 2
[] Widow contral 2

Figure 200: 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 that 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 page of the Paragraph Style dialog box:

1) In the 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
Insert Tvpe Page W Position |Before W
With Page Styvle Defaulk W Page number |0 >

Figure 201: 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
202); instead, define your own tab settings, as described in this section.

Settings
Measurement unit Centimeter hd
Tab stops 2, 20cm s

Figure 202: 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 203.

Drefault tab settings at 1 2cm intervals Y
Item»+1 =+ 2 =+ 3 =+ 4 =2 5 3 6 = 7 =2 8 2 9

Same paragraph when default tab settings are changed to Zom intervals: ]

Item = 1 3 2 - 3 - 4 = 3 3 & - 7 = a
3 o

Figure 203: Default tab settings might be different

To avoid this problem, specify all the tab settings for the paragraph, using the 7abs page of
the Paragraph Style dialog box (Figure 204).

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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Figure 204: 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 I 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 1s 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 box, go to the Font tab. In the
Size box, enter the percentage amount followed by the symbol % (see Figure 205). 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 181.
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Paragraph Style: Heading 1

Easkervile Cld Face
Eauhaus 33

Pzl AT i

Figure 205: Selecting a type size based on a percentage
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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
dialog box, languages with installed dictionaries are marked in the Language list by a small

ABC icon (Figure 206). When you check spelling, OOo will use the correct dictionary for

paragraphs with this style.

Language

BELs Erlish (LUSA) v

Endglish (Mew Fealand)

Times e

Endglish (Philippines)
English {South Africa)
English {Trinidad)

8% English (LK)

The same Fonk will be used on both your printer an

A% English (LUSA&)

Endglish (Zimbabwe)

Y

L

Figure 206: 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 page. 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 207).

§

S| P | | w| w
-3 w
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Figure 207: 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 page of the Paragraph Style dialog box (Figure 208), in the Rotation /
scaling section, select 90 degrees. Click OK to save the new style.

Rotation [ scaling
i) 0 degrees @80 degrees! (O 270 degrees

Scale width 100%: =

Figure 208: 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.

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 207. To do this, click the
Bottom button on the Table toolbar (Figure 209).

Table T X
H-|Ilr-m-/0O0-&- i
Eofbottom B =8 B | & Ef >

Figure 209: Aligning text to the bottom of cells
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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 210). It is only available for certain font
types and, for printed documents, only works if your printer supports it.

VA VA

Figure 210: Kerning disabled (left) vs enabled (right).

To turn kerning on, go to the Position page of the Paragraph Style dialog box. In the Spacing
section, select the Pair kerning checkbox (Figure 211).

Default w 0.0pk Pait kerning!

Spacing H

Figure 211: Turning on kerning of letters in a font

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.

OOo’s outline numbering feature is used for more than numbering headings. The paragraph
styles specified on the Outline Numbering dialog box (Figure 212) 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 information in page headers” on page 184.

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
box. 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 box (Figure
212).
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Figure 212: 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.

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, I would click Level 1 and choose OOoHeading1 (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 information in page

headers

In addition to page numbers, headers and footers often include the name or number of the
chapter or section. Because these names and numbers 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 box (Figure 213).

2) On the Document page, select Chapter in the Type list. The Format list now shows

four choices.
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Figure 213: 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 box, Layer 2 displays the most recent heading with
the paragraph style selected for Level 2 in outline numbering, and so on.

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.
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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 > Qutline 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 page and then open the Condition page (Figure 214).
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 Predefined styles (other than 7ext 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, the
A Condition tab no longer appears in the window.

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 214).
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Figure 214: Condition page for paragraph styles

4) Select the Conditional Style checkbox.

5) Select the first condition in the Context list (left side of the dialog box) and select the
style you want for this condition in the right-hand list.

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.
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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.

You can format a frame manually when you select Insert > Frame. The dialog box 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 a border 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.
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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.

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 box or modify
the style in the Styles and Formatting window.

Frame settings are available from the following tabbed pages:

« Type page: 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 page: 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 page: 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.
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« Background page: 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 page: 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.

«  Columns page: sets the number of columns used in the frame. This tab can be ignored
unless the frame is being used for text.

«  Macro page: 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 will need to add at least one frame style.

To apply a style to a frame:
1) Select the frame.
2) Bring up the Styles and Formatting window (for example, by pressing F'11).
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 215).

190

Chapter 7 Working with Styles



Working with frame styles

g:z—gﬂrrange s

Alignment v
Anchor ,
Wrap b
& Frame...
v Caption...
Cut Control+X
= Copy Control+C
@ Paste Contral+Vv

Figure 215: A frame’s right-click menu has positioning options

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 in the Styles and Formatting window
says “List Styles”, but its style dialog box 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:

8 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. However, the following example uses one of the OOo-supplied style
names: List 1.

2) Select List 1, right-click and select Modify. On the Numbering Style dialog box, 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 216).
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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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Figure 216: Designing a list-numbering style

4) On the Position page (Figure 217), 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.

5) Clic