Writer Guide

Chapter 2
Setting up Writer:

Choosing options to suit the way you work

OpenOffice.org



Copyright

This document is Copyright © 2005 by its contributors as listed in the section titled Authors.
You can distribute it and/or modify it under the terms of either the GNU General Public
License, version 2 or later (http://www.gnu.org/licenses/gpl.html), or 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

Jean Hollis Weber
Agnes Belzunce
Daniel Carrera
Janet M. Swisher
Gary Schnabl

Feedback

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

Acknowledgments

An earlier version of much of this material was first published in Taming OpenOffice.org
Writer 1.1, by Jean Hollis Weber, © 2003.

Publication date and software version
Published 05 November 2006. Based on OpenOffice.org 2.0.4.

—
i
r } r J U Authors 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://www.gnu.org/licenses/gpl.html
http://oooauthors.org/en/authors/userguide2/published/

Contents

Contents

(0100 8 <4 s L USSR 1
AUEROTS ...ttt et s ettt e e at e e bt e sat e e bt e sab e e beesate e bt e eabeebeennteeaeann 1
FEEADACK ... ettt ettt ettt e e et e e e e anb e e e naas 1
ACKNOWICAZIMENLS. ......eiiiiiiieciee ettt ettt e st e e ate e e staeeesbeeessseeessseeessseeesseesennsns 1
Publication date and SOftWare VETSION.......ccc.uiiiiiiiiiiieiie e 1
Choosing options that affect all Of OO0..........cccuiiiiiiiiiie e 1
USET DAt OPTIONS. ..eeeutiieeiiieeiieeeiieeeiteesieeesteeeseteeestaeessseessseeesssaeessseeessseessseeassseessseessnssssseeeeens 1
(€S TS 21 0 015 10 4TS UU PP 2
|5 (<] 1o T o 1SRRI 2
Help - EXteNAed tIPS.....vvieeiieeiiiecieeeeeeee ettt ettt e e st e st e e ssaeeessaraeeeeeensnnnees 2

|5 (] (a0 o L PSS USRP 2
HelIp fOrmMatting.......ccccvieiiiiieeiie ettt e e te e e e e e tae e s ta e e e e e e estnaaeeeeeeennnsneees 2
Open/Save dI1al0Z DOXES....cccviiiiiieeiiieeiiieeie et tee et e et eeesere e et e e e taeessbeeesnnnaaaeeeeeennnnseees 3
DOCUMENLE STATUS. ..ttt ettt e st e sab e e st e e s ettt e e e e eeabeeeeae 3

D G W (RO Je BT L) TSRS 3
VIEW OPLIONS. ...veieiiieeiiie ettt e ette e et e eetteesiteeeesaeeestseeeaseeessseeessaeessseeeassaeessseeenssaeesseaassseennssaannssaeenn 4
User INterface — SCAINE.......ccviieiiiiciiicce et e e e et e e e e e e e e eens 4
User Interface — Icon S1Z€ and Styl€........oeevvieieiiieiiiieiee et e e e e e 4
User Interface — Use system font for user interface............cceeveveieecieiiniieeeiiee e 4
Menu — SNOW 1CONS TN TNETIUS. .....eeeutieiieeiieniteeteeeiteesteesiteebeesieeebeesabeesbeesabeebeesateessteenseeneeeeas 5
Font Lists - Show preview Of fONtS........cociiiiiiiiiiiieiecceceeeee et 5
Font Lists - ShOW fONt RISTOTY......uviiiiiiiiciiieeie ettt e e e e 5
3D VIEW — USE OPENGL.....oiiiiiiiiiiiiciiecee ettt e e s e s te e e e raa e e e e e ensnraaaeeas 5
3D view — Use OpenGL — Optimized OUtPUL.........oeeiviieiiieeiiecie e e e 5
3D VIEW — USE AItheTING....couviiieiieiiiie ettt e e stte e e saeeeaaeeesaaeeensnnsees 5
3D view — Object refresh during interaction..........ccceeecveeeriieeiieeerieeeciee e e e e e 6
IMOUSE POSTHIOMING. ... veeeerieeeirieeeiteeesteeetteeesteeessaeeesaeesseeessseeesseeesssaeasssaeessseesnssssseseesssssssens 6
Middle MOUSE DULLON. .......eiiiiiiiieiii ettt st ettt e b e e ee s 6

e R I 0] 01310 S F PP PU PP 7
APPCATANCE OPLIONS. .eveieuiiieeeiieeiieeeeteeeetteesteeesseeesteeessseeassseeasseeassseesssseessssessssesessseesssnssssseeseens 8

Setting up Writer i



Contents

ChooSING OPLIONS TOT WITLET.....eeeiuiiiieiieeciieeciee ettt s et e e st e e bee e saeeesaeeesaeeessneesnsneennseeas 9
(€ e TG 21 0 018 10 4T PP PR 9
Update links When 10ading...........c..oooviiiiiiiieiieeiee et e e e e 9
Update fields and charts automatically...........ccceeciieeiiiieiiiiciieecieeee e 10
SEttINGS — TAD SEOPS...veieiureeeieiieeiiie ettt e ettt e ettt e eteeeereeesbeeestbeeestbeessaeesseeesnsaeessssseeeseessnnsssees 10

Y ST e) 015 10 PSR PRP 10
FOrmatting AidS OPTIONS. ...cccuieiriieeeiieeiiteeeiee ettt e ettt e et e e eteeesteeesbeeessseeesnseesasseesansssssaeaeesannnes 11
(3 T4 0] 075 107 4 1TSS 12
DEfAUIL FONES. ..ottt ettt ettt ettt et e e e eneee 13

e a0 0] 01510 1 F PSP 14
Default table OPtIONS. ...cccuiieeiiiecie et et e et e e e e e et e e et e e sreeessnrbaaeeeeeennnnraaeeens 15
Change traCking OPTIONS. ... ..ccccuiieiiieeeiieeeteeestteesteeestteeeseteeessaeeessaeessaeesseeessseeessseeessseeennsssseees 16
COMPAtIDIIEY OPLIONS. . eeeeiiieeiiieeiiie ettt e etee e ette e e tte e et e e steeessteeesabeeessbeeesseeesseeasseeanssaeessnssnnes 16
Use printer metrics for document formatting............cceeeveeeiiieeiieeniieeecie e 16

Add spacing between paragraphs and tables (in current document)............c.cceevevvveieeeennnn. 17

Add paragraph and table spacing at tops of pages (in current document).............cceeeeeennne. 17

Add paragraph and table spacing at bottom of table cells..........cccceerviieiiiiieiiiiciieeeee, 17

Use as Default BUTTON. .....coouiiiiiiie e e 17
AULOCAPLION OPLIONIS. ..eeeeuiiieeiieeeiieeeitteesiteeesteeesseeessaeessseeessseeessseeassseesssseesssseessssssssseeeessesnsssnes 18
Mail Merge E-mail OPtIONS......cccviiiiiiieiiieeeiie ettt e e et e e aee e saeeeesaaaeeeeeesnnnnsaaeeens 19
ChooSINg [angUAZE SEHINES.....cccuviieiiieeitiieeitieeeieeeeieeeeieeesreeesereeestbeeesaseessaeessseesnseeessaeesssesensssnns 20
Install the requIred dICtIONATIES. ......veeeiiiieeiiie et et eee e e e e ebe e e areeetaaeeeeessnesaaaeens 20
Change some locale and 1anguage SEttINGS.........ccecvieeiiieriiieriieeeeeeeiee e e e e et eeeeeeeeeeeeees 20
ChoOSE SPEIIING OPLIONS. ..cccviiieiiieiiieeeiieeeiteeeteeeeteeeeteeeseteeessaee e sbeeesseeesseeeessnssaseeeesesssnssnees 22
Controlling Writer’s AutoCorrect fUNCHIONS........ccviieriiieeiiiieeiieeeiie et e e e e e e e e e e e e 23

Setting up Writer ii



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
OOo. 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 1) or delete any
existing incorrect information.

Options - OpenOffice.org - User Data

= Opent‘ﬁce.nig Address

General Company | |

Memary

F‘Irehht First)Last name/Initials |Jean Haolis | |Weher HW

Paths Street | |

Celors

Fonts City/State/Zp | | | |

Security

Appearanie Courtry/Region | |

.-J'-\::;smblh:y Title Position | | | |
Loa dof‘lﬁ.-l.!:i Update Tel. {HomeWork) | || |
Language Setiings Fay ] E-mail | | | |

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

Internet

HEEEEEEA

[ OK l l Cancel ] l Help ] [ Back

Figure 1. Filling in User Data
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Choosing options that affect all of OO0

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

Options - OpenOffice.org - General

E OpenCffice.org
User Data Help
: Tps
Mermory .
View [] Extended tips
Print I telp Agent
Paths -
Cclars
Fonts
Security Help formattng Default »
Appearance )
Accessibilizy Open/cave diaogs
Java [ ] Use OpenCffice.org dialogs
Online Update
Load/Save Document status
Language Settings [1Printing sets "document nodified” status
OpenCffice.org Writer o
OpenGffice.org Writer/\Web Year (tvo digits)
OpenQffice.org Base ' =
Charts Interpret as years between 1931 & | and 2029
Internet
[ Ok l [ Cancel ] [ Help ] [ Back

Figure 2. Setting General options for OpenOlffice.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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Choosing options that affect all of OO0

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 OpenOffice.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.
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Choosing options that affect all of OO0

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 3), set the options to suit your personal
preferences. Some options are described below.

Options - OpenOffice.org - View E]

= OPEES:T Ezgg User Interface : : 3D view

General Scaling 100% 4| [JuseOpenGL

e [ G|

Icon size and style
3 : : = e

S Smal v | |Automatic v Usg dithering o .

Paths ! L . [[] obiect refresh during interaction

Colors Use system font for user interface

Fants

Security Menu

Appearance

AEEESSih”It\«‘ Show icons in menus

Java 5

Online Update F°"Et|"§ﬁﬁ.. Mouse
B Load/Save show e

5 Mouse positionin
Language Settings Show font history - - =
Openogte .org Writer Mo automatic positioning
OpenOffice.org Writer/Web -
OpenOffice.org Base ﬁddh mouse button
Charts Automatic serolling v
Internet { J
L ok J[ cenee J[  Hep  |[  Bak |

Figure 3. Choosing View options for the OpenOffice.org applications

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.

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.
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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 4, 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 4, Right). The fonts you will see listed are those that are
installed on your system.

[imes Mew Bomar K |'||:| j E : U ||g| =

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

L 4 Arial 5ir@a:m | .
] . . I -Anal alternative

a4 buial Aemative | 2CTev D . Arial Alkernative Symbal

2 Anial Alemative Symbol [ e I u:.D &rial Black

= Arial Marrow

ﬁhrlal Elack Arial Marrow Special G1

A Arial Marrow &gl Marow Special G2

£ Arial Nanow Special G1 120T evad - Arial Rounded MT Bold ~

Figure 4. (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.

3D view - Use OpenGL

Specifies that all 3D graphics from OpenOffice.org Draw and OpenOftice.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.

Setting up Writer 5


vnd.sun.star.help://shared/text/shared/00/00000005.xhp?Language=en-US&System=WIN&UseDB=no&DbPAR=swriter#opengl

Choosing options that affect all of OO0

3D view - Object refresh during interaction

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

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

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

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

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

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

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

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 5), 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

B OpenOffice.or
" User Datag Reduce print data
General Settings for (%) Printer ) Print to file
Mermary §
View Printer
i Reduce transparency Reduce gradients
Paths
Colors () Automatically (%) Gradient stripes 64 |
Fonts () Mo transparency () Intermediate calor
Security
:DDEEfE!FE: Reduce bitmaps ] Conyert colars to grayscale
cressibil
Java () High print quality
Online Update ) :
Load/Save () Mormal print quality
Language Settings () Resolution 200 DPI (default)
OpenOffice.org Writer -
OpenOffice.org Writer/Web Include transparent objects
OpenOffice.org Base ) )
Charts Printer warnings
Internet Paper size
Paper orientation
I oK ] [ Cancel ] [ Help ] [ Back

Figure 5. 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 12). 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 6), 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.
pEElser Beatcgg Color scheme
General Scheme |0pen0fﬁce.nrg v | l Save... l
Mermory
Wiew
Print Custom colors
Paths On |User interface elements | Color setting |Preview |
Colors Document background . A
Fonts [ Automatic + |—|
Securi [ Text boundaries [ Automatic +
Accessibility Application background [ Automatic |+ -
Java
Orline Update Object boundaries [ Automatic
Load/Save )
Language Settings [ Table boundaries [ automatic +
OpenOffice.org Writer Font col -
OpenOffice.org WriterWeb ont cofor [ Automatic v -
OpenOffice.org Baze ek
e Pnstec i Speel
Ao bnmalloharl . . s ¥
I 0K ] ’ Cancel l [ Help l ’ Back l

Figure 6. 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 7).

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

Openoﬁlce;nrg Vriter o) Always Fields

View (® On request Charts
Formatting Aids _
Grid () Never
Basic Fonts (Western)
Print
Table Measurement unit Centimeter A4
Changes
Compatibility Tab stops 2.20cm 5
AutoCaption
Mail Merge E-mail

OpenOffice.org Writer/VWeb

OpenOffice.org Base

Charts

Internet

Settings

HEHEBH

o I o [ s J[ mm

Figure 7. 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 11).

Choose OpenOffice.org Writer > View on the Options dialog box (Figure 8).

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
Langquage Settings [ Guides while moving Harizontal scrollbar
B OpenOffice.org Writer
P General g Simple handles [¥] Vertical scrollbar
e [1 Large handles Ruler
Formatting Aids
Grid Display Horizontal ruler Centimeter |+
Basic Fonts (WWestern)
P?i?tc onts (Western) [+ Graphics and ohjects [ Vertical ruler Centimeter | v
Table Tables [ smuoth scroll
Changes
Compatibility Drawings and controls
AutoCaption ]
Mail Merge E-mail L1 Eeld codes
OpenOffice.org Writer/VWeb Motes
OpenOffice.org Base
Charts
Internet
I 0K l l Cancel ] l Help ] [ Back

Figure 8. 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.

Choosing options for Writer

On the OpenOffice.org Writer — Formatting Aids page (Figure 9), select the required

checkboxes.

Options - OpenOffice.org Writer - Formatting Aids

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

=]

HEEHE

Display of
Paragraph end
Custom hyphens
[ spaces
Men-breaking spaces
Tabs

Direct cursor
[ pirect cursor

Insert

) Faragraph alignment

) Left paragraph margin

() Tabs

[ Breaks (Z) Tabs and spaces
[ Hidden text Cursor in protected areas
[ Fields: Hidden text Enable
Fields: Hidden paragraphs
[ oK l [ Cancel l l Help l [ Back

Figure 9. 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.

Setting up Writer
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Grid options

Specifying “snap to grid” can be very helpful when you are trying to align several objects

Choosing options for Writer

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 10), 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

E

Basic Fonts (Western)

Print

Table

Changes

Compatibility

AutoCaption

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

OEHBHBH

HEEBH

Grid
[ snap to grid
[ visible grid
Resolution
Horizontal
Vertical

|l Synchronize axes

Subdivision

Horizontal

Vertical

point(s)
)

~
-
~
-

point(s

ok ||

o] |

Help

) [_sm

Figure 10. 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 11). 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 11. Choosing default fonts
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Print options

On the OpenOffice.org Writer — Print page (Figure 12), 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 5).

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 5),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 12.

Options - OpenOffice.org Writer - Print

=

HEHEBH

OpenOffice.org

Load/Save Contents Fages Notes
Language Settings Graphics [+ Left pages (@ None
OpenOffice.org Writer —
P General : Tables Right pages {_) Notes only
View Drawings [] Reversed ) End of document
Formatting Aids _
Grid Controls [ Brochure {_) 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= ~
[ oK l l Cancel l l Help l l Back

Figure 12. Choosing Print options for Writer
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Default table options

On the OpenOffice.org Writer — Table page (Figure 13), 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

OpenOffice.org )
Load/Save Default Input in tables
Language Settings Heading [[] Humber recognition
B OpenOffice.org Writer

General Repeat on each page

View [ bo 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 %

AutoCaption

Mail Merge E-mail Column 0.50em 3 Column 2.50cm %
OpenOffice.org Writer/VWeb Behavior of rows/col
OpenOffice.org Base & Tmr SHEIESCOIIE
Charts () Fixed Changes affect the adjacent area only
Internet

) Fixed, proportional Changes affect the entire table
1®) Variable Changes affect the table size
[ oK l [ Cancel l l Help l [ Back

Figure 13. Choosing default Table options

Setting up Writer 15



Choosing options for Writer

Change tracking options

If you plan to use the change-tracking feature of Writer, use the OpenOffice.org Writer —
Changes page (Figure 14) 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
T Opegfnfg::l.org e Aftributes Underlined b
[nsert
» Color By auther hd —_—

Formatting Aids
Grid
Basic Fonts (VWestern)

Print Attributes Strikethrough hd
Table _ Delete

Deletions

Color By author A4
Compatibility
AutoCaption Changed attributes
Mail Merge E-mail e
Aftributes Bold hd
OpenOffice.org Writer/Web - -
OpenOffice.org Base Color By author 3 Attl lbllteg
Charts -
Internet Lines changed
Mark Left margin b | ===
Color W clack v = =
[ OK ] l Cancel ] l Help ] ’ Back

Figure 14. 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
15). 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

I Do not add leading (extra space) between lines of text

View
Formatting Aids
Grid

E'?iﬂtc Fonts (Western) 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 15. 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 OpenOffice.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 16), 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
OpenOffice.org Writer/Web
OpenOffice.org Base
Charts
Internet

HEEBH

Load/Save Add captions automatically Sapioy
Language Settings when inserting: Category
B OpenOffice.org Writer -
General I Openoffice.org Viriter Table Numbering Arabic (12 32) v
View I Openoffice.org Vriter 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 Numbering captions by chapter
Changes I Openoffice.org Formula Level 1 v
Compatibility I Other OLE Objects
m Separator

Category and frame format

Character style None v

] Apply border and shadow

Figure 1:

[ oK

/|

Cancel l l Help l ’ Back

Figure 16. 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.

Setting up Writer

18



Choosing options for Writer

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 17) 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 17: 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 18), 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 19. 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

g

HHBEEH

Dpendffice.org
Load/3ave

Lan-:juaie Settings

Wriking Aids
OpenCffice.arg Writer
OpenOffice.arg Wriker 'Web
Dpendffice.org Base
Charts
Inkernet

Language of

User interface

Locale setting

Decimal separator key
Default currency

Default languages For documents

Western

Enhanced language support

["1Enabled for asian languages

[1Enabled for complex text layout (CTL)

Choosing language settings

(English (LI5A) v
|English (Australia) w |
Same as locale setking { . )

|P.UD $ English {Australia) W |
|“\°/ English (LK) w |
| [Mone] |
| [Miane] |
[1For the current document only

I [o]4 Cancel l [ Help l l Back

Figure 18. Choosing language options

Options - Language Settings - Languages

B H HHEH

Opendffice.arg
Load)3ave

Laniuaie Settings

Writing Aids

Searching in Japanese

Asian Layouk

Zomplex Text Lavouk
DpenOffice.org Wiriter
DpenOffice.org Wiriter ieb
OpenOffice.org Base
Charts
Internet

Language of

User interface |English (L5a) v |
Locale setting |English (Australia) v |
Decimal separator key Same as locale setking § . )
Default currency |.0.UD $ English {Australia) w |
Default languages For documents
Weskern |'“’$f English (LK) w |
fsian | [Mone] v |
cIL | [Mone] v |
] Eor the current document only
Enhanced language support
Enabled For Asian languages
Enabled For comples: tewt layouk (CTL)
I I Zancel l [ Help l ’ Back,

Figure 19. Extra language setting choices when enhanced language support options are
selected

Setting up Writer

21



Choosing language settings

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 20),
choose the settings that are useful for you. Some considerations:

- 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.

Options - Language Settings - Writing Aids

Opendffice.arg

Load/Save Wititing aids
B Language Settings fvailable language modules
Languages

||7 OpenCffice.org MySpell SpellChecker
: . [+ &LTLinx LibHRj Hyphenator

Dpendffice.org Wiiter ]

OpenGffice, arg Writer/\Web v OpenCffice.org Mew Thesaurus

Edi...

DpenOffice. B
cﬁaernts Irearg Base User-defined dictionaries

B H M [H

Internet [ soffice [Al
v sum [al]
¥ TgnaredlLisk [All] Edit...

W

i t

Delete

Options

N Check uppercase waords 3
N Check words with numbers
~ Check capitalization
v Check special regions -
— ] S Py Ry | P —
I ol's ] ’ Zancel l [ Help l ’ Back,

Figure 20. 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 21.

AutoCorrect

%)

|Eru;||ish (Australia) |

Replace | Exceptions |Dptiuns | Cuskom Quotes || Ward Completion

(]

Ise replacement table

Correct TWi'o INitial Capitals

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

URL Recognition

Replace 1sk,,, with 175k,

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 Skvles

Remowve blank paragraphs

Reolace Custom Skvles

11T
I O O

171

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

[ Ik H Cancel H Help H Reset ]

Figure 21. The AutoCorrect dialog box in Writer, showing the five tabs and some of the
choices on the Options tab
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