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Welcome to the
GetOpenOffice.org
Workbook Series for
StarOffice 8.0 and
OpenOffice.org 2.0

Get started by ensuring you have the files to do the exercises. You can
download the Core Office Suite lab files from www.getopenoffice.org/labfiles.

To read a little about OpenOffice.org or StarOffice, see About
OpenOffice.org and StarOffice on page ix.

Then just start the exercises on page 1.

We hope you enjoy and learn from your GetOpenOftice.org workbook.
Please contact us at training@getopenoffice.org if you have any questions,
comments, or inquiries about other training or training products.
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Starting and Running
OpenOffice.org

This section covers how to start the program, and open and save files.

Starting OpenOffice.org

1 Open a new Writer document by choosing Start > Programs > OpenOffice.org > Text Document or
as directed by your instructor. (If you’d rather open a spreadsheet, choose OpenOffice.org
Spreadsheet instead.)
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3 Type a few words in the document.

Things to do today:
Pick up books

Lunch with Chris
Party at 9:00]
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4 Save the document by choosing File > Save.

5 In the Save window, find the directory where you want to save the document. The directory where your
training lab files are located is fine, create your own directory, or just save in My Documents.

saveas 2|
Save in: IE} openoffice_files j L] EF '

File name: I j Save I
Save as type: IDpenDocument Text [odt] j Cancel |

¥ Autamatic file name extenzion

[~ Save with password

[~ Edit filter, seftings 4

6 Save the file as mynewdocument, or as directed by your instructor.

B 2|
Save in: IE} openoffice_files j L] EF '

File name: Imynewdocument j Save
=l

Save as type: IDpenDocument Text [odt] Cancel

¥ Autamatic file name extenzion
[~ Save with password
[~ Edit filter, seftings

D

7 Click Save. Keep the program open and keep your new document open.
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Creating Another OpenOffice.org File

Once you’ve got a document open, you can create any kind of other document from within the program instead of

using the Start button or another external approach.

1 In OpenOffice.org, choose File > New > Text Document to create a Writer document.
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Edt View Insert Format Table Tools Window Hslp

3 Open... Crrto
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Tip: You can also click on the New icon and choose Text Document to create a new document.
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Choose File > New > Spreadsheet to create a new spreadsheet.
Choose File > New > Drawing to create a new drawing.

Close the new drawing without saving.

a & WO N

Close the new spreadsheet without saving.
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OpenOffice.org and Other Office
Suites

This section covers how to open other documents such as Microsoft Word documents, how to save
OpenOffice.org documents in Word or other Microsoft formats, and conversion tips.

Opening a Microsoft Text Document
1 Be sure you’re in an OpenOffice.org document. It can be any Writer document or any other kind.

2 Choose File > Open. (You can’t typically open a Word document in OpenOffice.org by double-clicking it
unless you set up your operating system to do so.)

=0 Edit Yiew Insert Form:

o
|| Hew 3

Recent Doctiments 3

3 Locate the wordl.doc document in the Essentials folder of your lab files.

Open BE
Look in: Ilﬂ essentials j - £k ER-

3 ) excell s writer2E, sxw

3 excelZ,xls writertemplatel,stw
spreadshest],sxc

spreadshest3, sxc

wordl,doc

E writer2, sxw

wiriterd. s
writerd_readonly, sxw
writerdfinished, sxw

wiriterS. s

Open I
Cancel |

File name: Iword‘l .doc

Files of type: | Al files )

L e L

Wersior: I

[~ Read-only

4  Click Open.
5 The document will appear in OpenOffice.org.

Opening a Microsoft Spreadsheet
1 Be sure you’re in an OpenOffice.org document. It can be any Calc document or any other kind.

2 Choose File > Open. (You can’t open an Excel document in OpenOffice.org by double-clicking it unless you
set up your operating system to do so.)
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3 Locate the labfiles\essentials\excell.xls document.

Open BE
Laak ir: Il’f} eszentialz j & =5 B

|:§°| writer3. sxwm

'3 writerd. s
spreadsheet 1, sxc writerd_readonly, sxw
spreadshest3, sxc writerdfinished, sxw
7 ward1. doc witerS.sxw

7 vword2, doc writer28, sxw

hz. word3.doc writertemplate 1, sty

writer2finished, sxw

File name: Iexcel‘l Lz Open I
Files of type: IAII Files [%.%] j Cancel |

4

4 Click Open.
5 The document will appear in OpenOffice.org.

Saving a Microsoft Text Document as an OpenOffice.org Text
Document

If someone sends you a Word document, and you’re gong to keep it and work on it for a while, it’s a good idea to
save it in OpenOffice.org format. You’ve just been given this excell spreadsheet and told to take a look at it,
check the information, etc.

1 Open the word1l.doc document in your Essentials lab file folder if it’s not already open.
Choose File > Save As.
Click on the file type dropdown list You’ll see several file type options.

savens 2| x|
Save in; Il'f) eszzentials j - I‘j‘ ,

word!.doc
waord2,doc \
word3.doc

OpenDocumnent Text [.odt]

1.0

X 0 Text Document Templabes].
Microzoft Word 97/2000/<P [.doc)
Microzoft Word 95 [ doc)
Microzoft Word B.0 [ doc]
Rich Text Format [.rtf]
Starw/riter 5.0 [sdw]
Vi DEmEmETE Starwfriter 5.0 Template [vor]
My Documents Starwiiter 4.0 [ sdw]
Starwriter 4.0 Template [ vor)
Starwriter 3.0 [sdw]
Starwriter 3.0 Template [vor)
o Comoute Text [.k=t]
iy CmpEn Text Encoded [ tat)
HTML Document [0penOffice. arg WWriter] [html]
AportisDoc (Palm] [ pdb]
DocBook, [ xml]

Fil ; Microzoft \Word 2003 =ML [ xml] &
8 nams Pocket Word [ paw) E
Save as type: kMicrosoft ‘whord 97/2000/:F [.doc) j Cancel

¥ Autamatic file name extenzion

I~ Save with password
[~ Edit filter, seftings
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4 Select the top option in the window, OpenDocument Text.

eht oidt]
Openfiocument Text Template [ ott) &
ooy EE =1 00T L[ et |

OpenOffice.org 1.0 Text Document Template [ stw]
Microgoft Word 57 /20004=P [ doc)

Microsaft Waord 55 [ doc)

Microgoft Word B.0 [.doc)]

5 Click Save to save the document. (Make sure it’s somewhere you can find it again.)

Saving a Microsoft Spreadsheet as an OpenOffice.org Spreadsheet
1 Open the excell.xls document in the Essentials folder of your lab files if it’s not already open.

2 Choose File > Save As.
3 Click in the file type dropdown list You’ll see a few different options.

2%

Save in I@ essentials j = 5 B2

excell.xds
kel xls OpenDacumert Spreadsheet [.ods]
OpenDocument Spreadshest Template [ ots)

OpenOffice.org 1.0 Spreadshest [s#c)
OpenOffice.org 1.0 Spreadsheet Template [ ste)
[rata Interchange Format [.dif)

Teskto o
Desktop P Template [.xl)

Microsoft Excel 95 [xls)
. Microzoft Excel 95 Template [ xlt]

Microsoft Excel 5.0 [xls]

Wy Documents Microsoft Excel 5.0 Template It

My Documents StarCals 5D (5]

StarCale 5.0 Template [var]

StarCalc 4.0 [.sdc)

StarCale: 4.0 Template: [.wor]

StarCale 3.0 [.sde]

StarCalc 3.0 Template [vor)

STLE (slk]

Text CSY [.cav]

HTML Diocument [JpenOffice.ong Calc) [.html)
Microsoft Excel 2003 =ML [ sml) ‘ Save I
Pocket Excel [.pxl

Save as type: \cMicrosollExce\9?f2000.r'><F‘[.xls] ) Cancel |

EE—— "

File name:

[T | Gavewith password

[~ Edit filter settings A

4  Select the top option in the window, OpenDocument Spreadsheet. (You might have to scroll up to see it.)

savens L 2%

Save in I@ essentials j = 5 B2

excell.xds
excel2. xs

OpenOffice.org 1.0 Spreadsheet Template [ ste)
[rata Interchange Format [.dif)

dBASE [.dhi]

Microzoft Excel 97/2000/P [xls]

Microsoft Excel 37/2000/<F Template [xIt]
Microsoft Excel 95 [xls)

Microzoft Excel 95 Template [ xlt]

Microsoft Excel 5.0 [xls]

Microsoft Excel 5.0 Template [ 1]

StarCale: 5.0 [ sdc)

StarCale 5.0 Template [var]

StarCalc 4.0 [.sdc)

StarCale: 4.0 Template: [.wor]

StarCale 3.0 [.sde]

StarCalc 3.0 Template [vor)

STLE (slk]

Text CSY [.cav]

HTML Diocument [JpenOffice.ong Calc) [.html)

File hame Microsoft Excel 2003 <ML [.4mi)

Pocket Excel [.pxl
Save as lype: Microsoft Excel 97/2000/%P [.xls) - Cancel |

[V Automatic file name extension

[ Gavewith password

[~ Edit filter settings A

5 Click Save to save the document. (Make sure you’re in the My Documents directory or somewhere you can
find it again.)
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Saving an OpenOffice.org Document as a Microsoft Document

When you need to send an OpenOffice.org document to a “mixed crowd,” some of who have only Microsoft
Office and some of whom have OpenOffice.org, you’ll need to save your OpenOffice.org document in Microsoft
format. Your boss at Working Knowledge needs you to do this with a couple documents she’ll be sending to the

board of directors.

Saving an OpenOffice.org Document as a Microsoft Document | page 7

1 Open the OpenOffice.org file, spreadsheetl in the Essentials folder of your lab files.

2 Choose File > Save As. You’ll see that you can choose a variety of formats.

Save in: I |25 essentials

Desktop

o

My Documents

»

My Computer

[ =
by
F

x| e ®@ekE-

21|

excell,xls
excelz, xls

File name:

Save as type:

Openlffice.org 1.0 Spreadshest [ zxc)
OpenOifice.org 1.0 Spreadsheet Template [ stc]
[rata Interchange Format [ dif]

dBASE [.dbf)

Microzoft Excel 97/2000/<P [.xlz)
Microzoft Excel 97/2000/<F Template [.xlt)
Microzoft Excel 95 [.xlz]

Microzoft Excel 95 Template [ xlt]

Microzoft Excel 5.0 [=1z)

Microzoft Excel 5.0 Template [.xlt)

StarCalc 5.0 [ 2dc)

StarCalc 5.0 Template [.vor]

StarCalc 4.0 [ 2dc)

StarCalc 4.0 Template [.vor]

StarCalc 3.0 [ 2dc)

StarCalc 3.0 Template [.vor]

STLK. [=lk)

Text CSY [cav)

HTML Document [OpenQffice.arg Cale] [ html)
Microzoft Excel 2003 %ML [ xml]

Pocket Excel ['Dil]

Microzoft Excel 97/2000/<P [.xlz) j

¥ Autamatic file name extenzion
I~ Save with password
[~ Edit filter, seftings

Cancel |

3 Select the Microsoft Excel 97/2000/XP format.
Savens

Save in: I |55 essentials

My Documents

"

My Computer

x| e ®@eE-

excell,xls
excelz, xls

File name:

Save as type:

OpenDocument Spreadsheet [ ods)
OpenDocument Spreadsheet Template [Lotg]
Openlffice.org 1.0 Spreadshest [ zxc)
OpenOifice.org 1.0 Spreadsheet Template [ stc]
[rata Interchange Format [ dif]

EASE [.dbf

Microzoft Excel 97/2000/<F Template [.xlt)
Microzoft Excel 95 [.xlz]

Microzoft Excel 95 Template [ xlt]

Microzoft Excel 5.0 [=1z)

Microzoft Excel 5.0 Template [.xlt)

StarCalc 5.0 [ 2dc)

StarCalc 5.0 Template [.vor]

StarCalc 4.0 [ 2dc)

StarCalc 4.0 Template [.vor]

StarCalc 3.0 [ 2dc)

StarCalc 3.0 Template [.vor]

STLK. [=lk)

Text CSY [cav)

HTML Document [OpenQffice.arg Cale] [ html)
Microzoft Excel 2003 %ML [ xml]

Pocket Excel ['Dil]

Microzoft Excel 97/2000/<P [.xlz) j

¥ Automatic file name extenzion
I~ Save with password
[~ Edit filter, seftings

Cancel |
4

4 Click Save.

5 Note: If you were saving a Writer document as Word, you would choose Microsoft Word 97/200/XP.
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Using the Document Converter

You can quickly create new, current-version OpenOffice.org copies of Microsoft Office documents using the
document converter.

1 Set up directories for the new 2.0 copies. For every directory of old documents, you want another, like
monthlyreports and monthlyreports20.

2 Be sure OpenOffice.org is running. If it isn’t, choose Start > Programs > OpenOffice.org 2.0 >
OpenOffice.org Writer.

Choose File > Wizards > Document Converter.

Select Microsoft Office and all types of documents you want to convert.

Document Converter |

——

This wizards converts documents in the old StarOffice format and Microsoft Office documents to the
new OpenDocument Format.

Select the document kvpe For conversion:
' Staroffice

[V Text documents [V spreadsheets

[v Drawing/presentation docurmenks v Masher documents Formulas
™ Microsaft Office

™ word documents ™ Excel documents

r PowerPoint documents

Flzase note that when converting Micrasaft documents any attached YEA macras lase their functionality,

[V Create log file

Help << Back Text ==

Click Next.

Specify the directory of the old documents, and the new directory that you created. For instance, you’d
specify C:\:reports\monthlyreports in the first field for each type of document, and
C:\:reports\monthlyreports20 in the second field, for each type of document.

Document Converter - Text documents 1[

Templates
W Text termplates

[V Including subdirectoriss

Impork From: IC:'l,reports'l,monthlyreports |
Save bo: IC:'l,reports'l,monthlyreportsZD |
Documents

[V Text documents
[v Including subdirectories

Import from: IC Sreportsimonthlyreports 000 |

Save bo: IC:'l,reports'l,monthlyreport520|

Cancel | Help | << Back I Mext == I

7 Follow the wizard through and convert the documents. You’ll get copies of the original documents; the
originals aren’t affected.
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Fixing Formatting Problems Between Applications

If formatting changes aren’t being saved, go under Tools > Options > Load/Save > General. At the bottom of
the page, you might see that text documents are set up to always save as Word files, or 1.x OpenOffice.org
files. Change the settings so that text documents always save as Writer files, spreadsheets always save as Calc
files, and so on.

Check the page formatting. Choose Format > Page and adjust the page size, margins, and page orientation.
If text formatting is decidedly odd, select and choose Format > Default to remove formatting and start over.

Change the font and/or font size. Select the text and choose a different font and font size from the dropdown
lists at the top left of the toolbar.

If graphics are behaving oddly, right-click on each and choose Anchor > To Page. Then reposition the
graphic. You might also want to slightly shrink the graphic so it will fit better, or increase the size.

For lists, select the list and click the numbering or list icon to turn off all numbering or bullets. Then reapply
the list or bullets by clicking the same icon again.

Adjust the default tabs. Choose Tools > Options > OpenOffice.org Writer > General. Set the tabs slightly
smaller or slightly larger and check the effect.

Adjust the default fonts. Choose Tools > Options > OpenOffice.org Writer > Basic Fonts (Western). Specify
the fonts and font sizes that fit best in your documents.

Check the fonts that are used with your printer and operating system. You might want to set up font
substitution. Choose Tools > Options > General > Fonts, and use the online help to apply the replacement
table. Replace fonts you can’t use with fonts you can.

Choose Tools > Options > OpenOffice.org Writer > Compatibility. If the printer metrics option at the top isn’t
on, select it. Try changing the other settings in the window and see if those items help.
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Getting to Know OpenOffice.org:
Tooltips and Help

Figuring Out What Icons Do

Some of the icons like B I and U are self explanatory; some are harder to figure out. The tooltips are an excellent
way to find your way around OpenOffice.org.

1 Be sure OpenOffice.org is running with a document open. If it isn’t running, choose Start > Programs >
OpenOffice.org 2.0 > OpenOffice.org Writer.

2 Move your mouse over any of the icons in the work area and hold it
there. You’ll see a small tip describing what the icon does. ]:!:[

mu
1
T
1|

0

==

Using the Help b

The online help is, well, helpful, to figure out new topics.

1 In any OpenOffice.org document, press F1 or choose Help > OpenOffice.org Help. The main help window
will appear.

== Openoffice.org Help - Dpen0ffice.org Writer o =] 3}

(OpenCffice.org Writer j « * ﬁ Eﬁ El I%

Contents  Index |Firn:|| Bookmarks |

Search term

. =
, OpenOffice.org Writer
1/2 replacement - H EI p
20 charts selection
30 charts
inserting . . .
selecting Working With OpenOffice.org
iews Writer
50 bext creation _
30 wiew Opencffice org Writer Fes
abbreviation replacement
ahbresiations

absolute hyperlinks

absolute saving of URLs

accents

access rights For database tables

accessibility
Openoffice. org assistive technology
Dpenffice, org features
OpenOffice. org Writer

options
shorbouts ;I =
actinating pliia-ine Getting Help 2
Display el
The Opendifice.org Help dow T
2  Click the Find tab.
== Openoffice.org Help - Dpen0ffice.org Writer o =] 3}
(OpenCffice.org Writer j <j » ﬁ ‘:—:é i}:ﬁ I%
Contents  Index |Firn:|| Bookmarks | ]
General
Search term
Crefir eral settings

documents.

20 charts selection
30 charts
inserting Open a spreadshest document, choose Tools -
selecting Options - OpenOffice.org Calc - General
wigws
50 bext creation
50 view
abbreviation replacement x
ahbresiations Metrics
absolute hyperlinks
absolute saving of URLs .
ccerts Measurement unit
access rights for database tables Crefines the unit of measure in spr
accessibility
Openoffice. org assistive technology
2pencffice, org Features Tab Stops
OpenOffice. org Writer
options

shorbouts LI

actinating pliia-ine
Display |

To access this command...

Defines the tab stops distance.

Upcdate

Wlolmw| <
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3 Let’s say you want to find out how to make text colored. Type colors in the find field.

== Openoffice.org Help - Dpen0ffice.org Writer o =] 3}
IOpenOfﬁce.urg ‘Writer j <: * ﬁ § El I%
Contents  Index |Firn:|| Bookmarks | ]
General

Search term

Ico\ors

color bar —l

adding To access this command...

appearance | Open a spreadsheet docurment, choose Tools -

b:Ckfmunds Options - OpenOffice.org Calc - General
charts

Fill Format

fonts

arid lines

incells

not printing

primary

prinking in grayscale

eral settings for spreads

Metrics

Measurement unit

samples Defines the unit of measure in spreadsheets,
selection
colors in spreadsheets
restriction Tab stops
l head . "
Cz;ﬁngg e Defines the tab stops distance,

highlighting =
-l irane _I Update

Display

A4 (O[] 4

4 In the results that appear, you can see one of the items is fonts. Double-click that one.

5 You’ll see help on the topic of colors and fonts.

== Openoffice.org Help - Dpen0ffice.org Writer o =] 3}
IOpenOfﬁce.urg ‘Writer j <: * ﬁ § El I%
Contents  Index |Fir|\:| I Bookmarks | ]
Font Effects
Search term
[e———— -
Specify the font effects that you want to use, J
colar bar - -
colors To access this command...
adding Choose Format - Character - Font Effects
Appeatance tab
backgrounds Choose Format - Styles and Formatting -
FT‘:“S open context menu and choose Modify/New -
i format Font Effects tab
i lnes Choose Edit - Find & Replace - Format -
:r;wcells Font Effects tab
nat printing Choose Format - Character - Font Effect tab
primary (presentation and drawing docurmerits)
prinking in gravscale Menu Format - Page - Header/Footer - Edit
samples button (spreadshests)
selection
colors in spreadsheets ) . L ) .
restriction The chan to the current selection,
column headers 0 r ntains the curso
displaying the new text that you type,
highlighting = -
ke = . S
Underlining £
[ -
Select the underlining style that you want to apply. ¥

6 Now create a new Writer document or use one that you have open. Type some text, and change the color using
any of the instructions in the Help file.
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Setting the Unit of Measure

Setting up the Ruler’s Unit of Measure in Writer

1 Be sure OpenOffice.org is running with a document open. If it isn’t, choose Start > Programs >
OpenOffice.org 2.0 > OpenOffice.org Writer.

Be sure the ruler is displayed. If it isn’t, choose View > Ruler.

Right-click on the ruler and choose what you want.

+ Inch

Paink

Pica

Specifying Unit of Measure for Formatting Windows in Writer

You already specified the unit of measure for the ruler shown in your files. That unit of measure is independent
from that. You’ll see it in windows like the one shown at right when you do advanced tasks later on with
OpenOffice.org. (To get to the window shown, choose Format > Paragraph.)

Paragraph x|
Borders I Background I
Indents & Spacing | Alignment I Text Flow I Asian Typography I Mumbering I Tabs I Drop Caps I
Indent
Before text 0.00"
After text 0.00"
First line 0.00" |
[~ Automatic |
— |
pacing
Above paragraph IIJ.ID" 3: \
Below paragraph Ig.gg" EJ
Line spacing
ISingIe 'l of I 3:
Register-true
r Ackivate
OF I Cancel Help Reset
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1 Choose Tools > Options > OpenOffice.org Writer > General.

Options - DpenDffice.org Writer - General ﬂ

-

mzmory —I Update
Print Update links when loading Automatically
Paths  plhways I Fields
Calars
Fonks o on request v Charts
Security
Appearance
Accessibility
Java

Load)Save

Language Settings

B OpenCffice, org Writer
Foener 3|

i Never

Settings \

Measurement unit IInch ~ l

Tab stops 0.49" <

Wi

Formatting Aids

arid

Basic Fonts {Western)
Basic Fonts {Asian)
Print

Table

Changes
Compatibility
AutoCaption

OpenCffice.org Writerweb I
Coenoffice, ora Base LI R S e Eol

2 Specify the unit of measure you want for formatting windows.

Options - DpenDffice.org Writer - General ﬂ

OpenCffice.org
Load)Save Update
Language Settings Update links when loading Automatically

OpenCffice,org Writer  Always v Eields
GEneral N =

Wiew ' On request v charts
Formatting Aids
arid
Basic Fonts {Western)
Basic Fonts {Asian)
Prink Measurement unit
Table
Changes Tab stops
Compatibility
AutoCaption

OpenCffice.org Writerweb

OpenCffice.org Base

Charts

Internet

OHEE

" Mever

Settings

Centirmeter
Inch

HHEEH

OF I Cancel Help Back

3 Click OK.
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Turning Off Automatic Formatting

Turning Off Word Completion in Writer

You’ve probably noticed the automatic word completion and other “help” the program gives you. It’s best to turn
all of that off, then turn on only the things you want and need.

1 Be sure OpenOffice.org is running with a document open.
2 Choose Tools > AutoCorrect.
3 The window will look like this. If the Word Completion tab isn’t in front, click on it.

AutoCorrect ﬂ
Replacements and exceptions for language: IEninsh (LUSa) 'l

™ aAppend space
[~ show as tip
™ Callect words

‘Wwhen closing a document, save the list
for laker use in other documents.

Accept with

IEnter j

Min, word length

Max, enkries
500 = Delete Entry |

OF I Cancel Help | Reset |

4 Unmark the Enable Word Completion option.

AutoCorrect ﬂ
Replacements and exceptions for language: IEninsh (USa) 'l

Replace I Exceptions I Options I Custom Quotes  Word Completion |

I™ append space k
I~ show as tip
™ Callect words

= ‘Wwhen closing a document, save the list
for laker use in other documents.

Accept with

IEnter j

Min, word length

Max, enkries
500 = Delete Entry |

OF I Cancel Help | Reset |

5 Click OK to save the changes.

Turning Off Other Automatic Formatting
1 Be sure OpenOffice.org is running with a document open.
2 Choose Tools > AutoCorrect.

3 Click the Options tab of the AutoCorrect window.
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4 Unmark everything in both columns except the top two items. (This window will look different depending

Turning Off Other Automatic Formatting | page 15

on whether you’re using Writer, Calc, or Impress or Draw.)

5 When you’re done, take a look at the options and see if there’s anything that you think would be useful. Ask
your instructor about options you need to know more about. Mark both checkboxes next to anything you

want.

AutoCorrect
Replacements and exceptions for language: IEninsh (USa) 'l

x|

Replace I Exceptions DDtionsl Custom Quotes I ‘word Completion I

E]

L I

Correct Two INitial CApitals
Capitalize First letter of every sentence

Automatic *bold* and _underline_

URL Recognition

Replace 1st.., with 15k,

Replace 1/2 ... with 15 ..,

Replace dashes

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

Ignore double spaces

Apply numbering - symbal; =

Apply border

Create table

Apply Styles

Remaove blank paragraphs

Renlace Custom Stvles

Edit [M]: Replace while modifying existing bext
Edit... |
[T]: AutoFormatfautoCorrect while byping

a1

OF I Cancel | Help

| Reset |

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

URL Recognition

Replace 1st., with 1%st..,

Replace 142 .. with % ...

Replace dashes

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

Apply numbering - symbaol: =

Apply border

Create table

Apply Styles

Remove blank paragraphs

Replace Custom Styles
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Creating a Shortcut in the Automatic Formatting Window

Let’s say that you type a certain word or phrase several times daily. It might be your name, it might be a technical

term, or some word that’s just annoying or labor-intensive to type. You can set up a shortcut to enter the phrase
automatically.

1 Be sure OpenOffice.org is running with a document open.

Choose Tools > AutoCorrect.

Click the Replace tab.
AutoCorrect ﬂ
Replacements and exceptions for language: IEninsh (USa) 'l
Replace | Exceptions I Options I Custom Quotes I ‘word Completion I
Replace With: ¥ Text anly
I(C) I =0
= Delet
® ® _ o |
abotu about
abouta about a
aboutit about it
abscence absence
accesories accessories
accidant accident
accomodate accommadate
accordingto according ko
SCCrOss across
acheive achieve
acheived achieved
acheiving achieving
acn can
acommodate accommadate
acomodate accommodate
tualyl tuall
el gk ;I
OF I Cancel | Help | Reset |

4 In the Replace field, type the shortcut for your word, and in the right-hand With field, type the actual word

you want to appear in the document. For your name, for instance, you’d type your initials in the Replace field
and your name in the With field.

AutoCorrect ﬂ
Replacements and exceptions for language: IEninsh (USa) 'l
Replace | Exceptions I Options I Custom Quotes I Word Completion I

Replace With: ¥ Text onky
Islh ISolveig Laura Haugland Hew

saidhe said he ;I

saidit said it e |
saidt he said the

saidthat said that

saidthe said the

sC supercalifragilisticexpealidocious

scedule schedule

sceduled scheduled

sEance séance

secratary secrebary

secting section

seh she

selectoin selection

sentance sentence _I

separeate separate

sercumstances circumstances

sh Solveig Haugland

heaol hool

heod, s ;I

OF I Cancel | Help | Reset
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5 Click New. The shortcut and phrase will appear.

AutoCorrect ﬂ
Replacements and exceptions for language: IEninsh (USa) 'l

Replace | Exceptions I Options I Custom Quotes I ‘Word Completion I

Replace With: ¥ Text onky

Islh ISolveig Laura Haugland Replace |
5| Laura Haugland

smae same Lt |
smoe S0Mme

SOEM S0Mme

sohw show

soical social

somethign something

someting something

somewaht somewhat

somthing something

somtimes sametimes

sok hat so that

soudn sound

soudns sounds _I

spC supercalifragilisticexpealidocious

speach speech

specificaly specifically

specificaly| specifically LI

OF I Cancel | Help | Reset |

6 Before leaving the window, click the Options tab. Be sure that the top two checkboxes are marked. These
checkboxes mean “Use everything in the Replace tab.”

AutoCorrect ﬂ
Replacements and exceptions for language: IEninsh (USa) 'l

Replace I Exceptions DDtionsl Custom Quotes I ‘word Completion I

E]

I

ahl
Correct Two INitial CApitals

Capitalize First letter of every sentence

Automatic *bold* and _underline_

URL Recognition

Replace 1st.., with 15k,

Replace 1/2 ... with 15 ..,

Replace dashes

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

Ignore double spaces

Apply numbering - symbal; =

Apply border —
Create table

Apply Styles

Remaove blank paragraphs

Renlace Custom Stvles LI

o [M]: Replace while modifying existing text
Edit... |

[T]: AutoFormatfautoCorrect while byping

OF I Cancel Help | Reset |

LA U ([ L I

a1

7 Click OK.
8 In a blank Writer document, type the shortcut you specified, followed by a space.

slh ]

9 The replacement phrase you specified will appear.

Solveig-Laura-Haugland ]
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Troubleshooting

If you have problems with this or other
automatic formatting, check the language
dropdown list in the AutoCorrect window.

Copyright GetOpenOffice.org

AutoCorrect ﬂ
IEninsh (USa) - l

Replacements and exceptions for language:

Be sure that it matches the language chosen in the Tools > Options > Language Settings > Language, and in the

language in the Character Format window.

Options - Language Settings - Languages ll

OpenCffice.org

Lan%uaie Settings

‘Writing Aids

Language of
User interface

Locale setting

[V 5ame as locale setting (. )

JusD § Englsh (Usa)

Ll

General Decimal separataor key
Wi
Formatting Aids Default currency
arid
Basic Fants (Western) Default languages For documents
Print
Table ‘Western
Changes .
&
Compatibility asian
AutoCaption 7L
OpenCffice.org Writerweb -
OpenCffice.org Base
Charts Enhanced language support
Internet = S

[ Enabled for Asian languages

[~ Enabled for complesx text layout

e

I [Maone]
\ ™ For the current document only / |

8% English {USA)

[Maone]

L L L

x

Font |F0nt Effects I Position I Hyperlink I Background I

Font Tvpeface
Bold
Roman Regular

an MT Extra Bold Italic

Trajan

Trebuchet M3 —I Biold Italic

Tunga

TypoUpright BT LI

Language

|'“i°/ English {US4) vl

DiningThe Fort,

The same Font will be used on bath your printer and your screen,

o |

Cancel Help Reset
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Setting Up OpenOffice.org: Icons and

Toolbars

This section covers setup tips that customize OpenOffice.org and make it easier to use.

Making Icons Easier to See

In any program, there are a few tricks that make life a lot easier. Here are the main ones for OpenOffice.org. Do all
of these steps on any computer where you use OpenOffice.org.

1 Be sure OpenOffice.org is running. If it isn’t, choose Start > Programs > OpenOffice.org 2.0 >

OpenOffice.org Writer.

Choose Tools > Options.

Under the OpenOffice.org category, find View. In the window shown, change the Scale to something like
125%. This affects the display size of the content of a document; the stuff you put into it like text and

graphics.

4 Sclect the Large item from the Icon Size list.

Options - DpenDffice.org - Yiew

B OpenCffice.org
User Data

LEra
Memary

Calars
Faonts
Security

Appearance
Accessibility

Java

Load)Save

Language Settings
OpenOffice. org Writer
OpenCffice.org Writerweb
OpenCffice.org Base
Charts

Internet

HEHHEHE

User Interface Restore

[V Editing view

I 100% 3:

Scaling
Icon size ™ Open windaws

1

30 view
[~ Use CpenGl
I~ optimized output

Automatic

IV Use dithering

v Show i i
i lseie e [~ object refresh during interaction

v Show inactive menu items

Fant Lists iz

[V show preview of Fonts

Mouse positioning

[V Show Font history

IND automatic positioning j
Middle mouse button
IAutomatic scrolling j

1

Cancel | Help

5 Click OK to save your changes and close the window.

Seeing All the Icons on a Toolbar

If you increase icon size or shrink your window, you won’t see all the icons at once. Your icon for changing text
color, for instance, might disappear. Here’s how to see the indicators that some icons are hidden, and how to get to

them.

1 Ifyou don’t have a Writer document open, open one you’ve already worked with, or choose File > New >
Text Document to create a new document.

2 Shrink the window to about half its usual size.
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3 Find the set of arrows at the right side of the toolbar.

e _iBix]

RGE LR ¢ oA

e DI BJ U

4  Click the horizontal double arrowhead. You’ll see the names of all the icons that there isn’t currently room to
display on that toolbar.

#8 Untitled2 - OpenDffice.org Writer 10l =|

File Edit Yiew Insert Format Table Tools Window Help

B ecHuz RSRVvE LR - die-o 2@ |
@ IDeFauIt j ITimesNewRoman j |12 j B 1 u |§

lz‘ il;'.t.z;' 3 .

(EE Decrease Indent
-EE Increase Indent
A Font Color
—

ay Highlighting

E: d Col
% ackground Colar

Wisible Buttons 3

Customize Toolbar...

Dock Toolbar

Dock All Toolbars

Lock Toolbar Position

o

A (]

« |
[Page1/1 [ Default 100% =Rt [sto0 mve [ [ |

5 Select the function you want.

Note: You’d normally want to select the text you want to apply the function to first; for instance, if

you want to indent text, you’d select that text, then click on the double arrow, then select the
function you want.

Viewing the OpenOffice.org Toolbars

OpenOffice.org shows you the basic toolbars when you open a new document. Here’s how to show or hide any of
the many others.

1 Ifyoudon’t have a document open, choose File > New to create one.
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2 Choose View > Toolbars. There are a lot of choices, including some pretty specialized ones. The ones you see
will depend on what type of document you have open.

3D-Settings
Align
Bullets and Mumbering
Drawing
Drawing Object Properties
Fontwork,
Form Controls
Form Design
Form Mavigation
W Farmatting
Frame
Insert
Insert Object
Media Playback
OLE-Object
Page Preview
Picture
o Skandard

Standard {Viewing Mode)
Table
Text Object
Tools

% Hyperlink Bar

fix) Formula

Cuskamize. .,

3 Select Bullets and Numbering. That’s the specialized list toolbar. Use this anytime you want to do
complicated indented lists.

Bullets and Mumbering

- 2|1

*
. - =

T & T IYIGE i

4 Click the X in the upper right corner to close it. If there isn’t an X, choose View > Toolbars > Drawing again
to hide the toolbar.

I
I

5 Choose View > Toolbars > Drawing. The Drawing toolbar will appear, probably at the bottom of the work

area.
|/ me ¢ THA®OG O w- [0 f-1<I Rk 1% |
[Page 111 [Default [100% [msrT [=10 [AWE [ [ [

6 Choose View > Toolbars > Drawing again to hide the toolbar.
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Docking and Other Ways of Displaying and Positioning Toolbars
The 2.0 OpenOffice.org interface lets you drag around the toolbars to wherever you want.
Here are some general guidelines to review before beginning the exercises.

e Showing — If you want a toolbar to show, just choose View >
Toolbars > name and it’ll show. (There needs to be a checkmark by
the toolbar for it to be displayed.)

v Farmatking

If it’s floating and showing, just click the X to make it go away.

Bullets and Mumbering
ZIEISle= S IEIT 8 0 PIgE

o= II=

e Floating or docked — The toolbar appears floating or docked on the toolbar. Docked just means it looks like
a normal toolbar and it’s next to the other toolbars

) Bullets and Numbering - X
rloaing ZIEIE e EFIEIT 8 BIER

bocked iy |/ M@LTHAMO @<+ O- S 11 Eik % |

[Page1/1 [ Default 100% [msRT [sTO0 AR [ [

Docking a floating toolbar
1 Drag it to where you want it near the other docked toolbars.

2 A dashed outline of the toolbar will show where it’1l end up.
File Edit View Insert Format Table Tools ‘Window Help

ECcE=R ESNVE XEBS

[u

| —

Picture

|_u”° I o e = ﬂlﬁ%._

3 Release your mouse.
Making a docked toolbar float
1 Locate the vertical dashed line at the left side of the toolbar.

File Edit Mew Insert Format Tgl:ule Tools  ‘Window  Help

2 N ~u E = HBE x
e = = I':lBE
IDeFauIt j ITimes Mew Foman j |12 j

2 Drag it to the work area.
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3 A dashed outline of the toolbar will show where it’1l end up.

4 Release your mouse.

Repositioning a docked toolbar

You can move the toolbar from right to left as you like.

1 Locate the vertical dashed line at the left side of the toolbar.

File Edit Miew Insert Format Table Tools Window  Help

== ~u L [ [EW = AEBC

— =| A= AEBC
ElRZESR viEE b

IDeFauIt j ITimes Mew Foman j |12 j

2 Drag the toolbar where you want it to be.

3 Release your mouse.

Showing More Icons on Your Toolbars

The OpenOffice.org developers put what they think are the most commonly used icons on the toolbars, but those
aren’t the only ones available. You can add others that you like better, and remove the ones there already.

1 Be sure OpenOffice.org is running with a document open. If it isn’t, choose Start > Programs >
OpenOffice.org 2.0 > OpenOffice.org Writer.
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2 Click on the downward-facing arrow on the formatting toolbar and choose Visible Buttons.

@'Untitled3 - DpenDffice.org Writer v Q Styles and Formatting =0

File Edit Wiew Insert Format Table Tools Window Help
\/Q Apply Style

P A N | [N ABC (= P
ECH2ZI28RVELERE ¢ O @& ) HRIET Q@ |
@ IDeFauIt j ITimesNewRoman j |12 j B [ u |§ E v A Font Size A = ay, % . i
+ B Bold
[Z"'i""l"'i"'.tz"";""ﬁ"'l""lq"'l'"is"'i"'iﬁ'\/]ltaﬁc <

- | v U underline
: AL superscript Diock Toolbar
A7 Subscript Dack All Taolbars

15 + (I

Customize Toolbar.

= align Left Lock Toolbar Position

Centered
Align Right
Justified

A Y

Left-To-Right
Right-Tao-Left

Line Spacing: 1.
Line Spacing : 1.5
Line Spacing : 2

Mumbering onjoff
Bullets On/oOFf

Decrease Indent

L

= Incregase Indent
Increase Fonk

Reduce Font

Font Colar

AR

Highlighting

Background Color

Select Al

: =l =
u

. A‘l.) Character
dl.m Paragraph

[]e]w] ]

(|
[Page1/1 [Default 100% |INSRT | STD Hvp [+ | |

3 Alist of all the icons available to put on that toolbar will appear. To add an item, find one without a check
mark next to it and select it.

4 To delete an item, find an item with a check mark next to it and select it.

Creating Your Own Toolbar

There are many features that are not shown on the default toolbars, or that are hard to get to as icons. It’s very
helpful to create your own toolbar with a grouping of icons you use frequently. You can use icons from other
toolbars, or icons that aren’t shown.

In this example, you’re going to create a toolbar for Cale with several printing-related icons. You can also use
the principles in this procedure to simply add an icon to an existing toolbar.

1 Start OpenOffice.org if it’s not already running and create a new spreadsheet. (Choose File > New >
Spreadsheet.)

2 Click on the downward-facing black arrow at the far right side of the work area and choose Customize
Toolbar.

-A-|EEE |

@ Delete Columns

Wisible Buttons 3

Customize Tu:u:ulh.ar". o0

Dock Toolbar

Dock All Toolbars
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3 In the window that appears, you can see all the existing toolbars. You could modify an existing one, but for
now you’re going to create a new one. Click New.

x

Menus I Kevboard Toolbars |Events I

OpenCffice,org Calc Toolbars
Toolbar Mew, ..
Toolbar = |
Toolbar Content
Commands add...
Modify hd |
Save In IOpenOFFice.org Calc j
Description
Specifies whether to show or hide the Styles and Formatting window, which
is where you can assign and organize Styles,

OF I Cancel | Help | Reset |

Note: If you want to add an icon to an existing toolbar, just select it from the Toolbar list and click
Add, rather than creating the new toolbar.

4 In the window that appears, type the name Printing and click OK.

S x|
Toolbar Mame oK I
Printingl
I Cancel |

Save In

IOpenOFFice.org Cale j Help |

5 The Printing toolbar will appear, with no icons in the list.

x

Menus I Kevboard Toolbars |Events I

OpenCffice,org Calc Toolbars

Toolbar Mew, ..
Toolbar = |
Toolbar Content
Commands add...

Modify hd |

lel>

Save In OpenOffice. org Calc j

Description

OF I Cancel Help Reset
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6 Click Add. In the window that appears, you can select any icons you want to add to the new toolbar. It’s a bit
annoying to scroll through all the categories, so when you’re looking for something in the future, expect to
take some time. For now, however, we’ll tell you which icons and categories to look for.

Select the Documents category.

x

To add a command to a toolbar, select the category and then the command.
Then drag the command to where you want it on the desired toolbar,
Alternatively, vou can drag the command ko the Commands list of the
Toolbars tab page in the Customize dialog.

Category Commands
I”tefna'. - Expart as POF :I Add
Application —
Wiew = i Close |
Templates Export Directly as PDF
Edit .
Hel |

Options 5 Print J Help

Print File Directly

ﬁ Prinker Settings

B )
k| Properties =~
4 3

Description
Assigns a style to the current paragraph, selected paragraphs, or to a selected object.

7 You want to add the Export as PDF, Export Directly as PDF, Print, Print File Directly, Printer Settings icons
(and anything else you think would be useful). Select the first and click Add, then click the next one, and so
on.

x

To add a command to a toolbar, select the category and then the command.
Then drag the command to where you want it on the desired toolbar,
Alternatively, vou can drag the command ko the Commands list of the
Toolbars tab page in the Customize dialog.

Cakeqory Commands.
IAH;SI?cn:tlion = Export as PDF il dd
¥§n"1\‘plates %; Export Directly as PDF LI
E)?::Eions 5 Print Llpl
IB:s?eIrE Print File Directly J
n.:ents 'hg.r Printer Settings
EST:SE _ILI rﬂ"‘? Properties _ILI

Description

Assigns a style to the current paragraph, selected paragraphs, or to a selected object.
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8 Now select the View category and find the Page Preview icon. Click Add.

9 Now select the Format category. You’re looking for several icons which aren’t together; I’ve shown them

together here.

Add Commands

To add a command to a toolbar, select the category and then the command.
Then drag the command to where you want it on the desired toolbar,
Alternatively, vou can drag the command ko the Commands list of the
Toolbars tab page in the Customize dialog.

Cateqgary

Commands

Internal
Application

Templates
Edit
Options
BASIC
Insert
Documents
Farmat
Controls

Mlzwinaba

E I —

s

e Window

Mexk Page

Marmal

Page Break Preview

Prewvious Page

Add

Close |
Help |

Description

Displays a preview of the printed page or closes the preview,

v
¥
¥
¥

Define

Edit

L

Remove

Scroll through the list and as you find each, click Add.

Add Commands

To add a command to a toolbar, select the category and then the command.
Then drag the command to where you want it on the desired toolbar,
Alternatively, vou can drag the command ko the Commands list of the
Toolbars tab page in the Customize dialog.

Cakeqory Commands.
Wi ;I — e
Templates
oot Close |
Options Adust Scale
BASIC ) o
Insert | Align Bottom Help |
:Documents Align Center Horizonkally
Controls ) }
Mavigate 1 lign Center vertically
I\?E:lsinn il Align Left -

Al | | [ 4 I | »
Description

Adds the current selection to the defined print areas,
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10 Now click OK. The toolbar is shown in the main definition window.

x

Menus I Kevboard Toolbars |Events I

OpenCffice,org Calc Toolbars
Toolbar IPrinting j

Toolbar Content

Commands I |§ Print y =
2 | Pint File Directhy » Madify v |
I | % Printer Settings 3 4+ |
v Q Page Preview 3
| [ pea ¥
I | Expart as POF

Save In IOpenOFFice.org Calc j

Description
Exports the current document directly as PDF. Mo settings dialog is shown,

OF Cancel Help Reset

11 Click OK. The toolbar should be displayed.
5 \% Iﬂ‘% ._.Q Export as PDF %;

12 Ifitisn’t displayed, choose View > Toolbars > Printing.

"j storebudget_b - OpenDffice.org Calc ;Iglll

File Edit Insert Formatb Tools Data Window Help

= N Mormal ABC m = »
v Page Break Preview |_|Q| V‘ﬁ’g-[’:"| % E‘%vg|%vvv

N (=5 |
I' 3D-Settings E | Mlﬁ | O/ »
: d;; b ) i ¢ - b o | |
. v Formula Bar Align — l B
: L Status Bar Drawing
: 7L Input Method Status Drawing Object Properties
Fonbwork,
Im W Column & Row Headers
Form Controls
‘Walue Highlighting ~ Ctrl+F&
Form Design 5 H 1 ] .
Data Sources F4 Farm MNavigation
] [ Ful Screen Crl+Shift+d Farm Ohject
4 Q Zoom... W Formatting
5 Insert
6 Insert: Cell
7 Insert Object
| & Media Playback
L Page Preview
0 Pick
11 ickure
12
13 W Skandard
14 Texk Formatting
| 15 ] Tools
16 .
—1? % Hyperlink Bar
18 v Formula Bar .
" Iﬂ‘ » | #1[__orking Knowledge Budget st Customize. .. —” . I I 5 '—I

[sheetz (3 [ T8B_Sheetz [100% | sto [+ [ Sum=0
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Tips for Using and Finding Features

This section teaches how to learn the GUI tools you might not have used in other applications, or might not have
used as much.

Right-clicking
Right-clicking on an item will show you most of the things you can do with an item. When in doubt, right-click.
1 Be sure OpenOffice.org is running with a document open. If it isn’t, choose Start > Programs >

OpenOffice.org 2.0 > OpenOffice.org Writer. (The usefulness of the right-click applies across
OpenOffice.org to all types of documents.)

2 Type a few words in the document.
Select the text.
Right-click on the text. You’ll see a menu like this one.

Defaulk Formatting

A Fonk
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Edit Paragraph Style...

& cut
E5 copy
% Paste

Select any of the options, such as Line Spacing. If you get another option, select one of those.
See the effect on the text.
Open the writer3 document, in the Essentials folder of your lab files.

Select the top graphic.
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Right click on it. Select any of the options you see.
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e Alignment Ering Forward

*
Anchor » Send Backward
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& cut

E5 copy
% Paste




page 30 | Tips for Using and Finding Features

Using the Icons With Black Triangles

Copyright GetOpenOffice.org

Usually when you click on an icon, a window comes up or something happens. In OpenOffice.org, some of the
icons across the top in the toolbars, and the icons in the toolbar with a black triangle, give you more options.

Click and hold down the mouse on

any toolbar icon with a black triangle.
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Automatic

Or click on the border at the top of the
menu. Drag the palette a little to one
side, or up or down.
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Sometimes the icon will look like
this when you click on it; there
won’t be a solid border, just a
couple lines.
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A palette of icons will appear. You can
either click on one of the icons.
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The palette will separate and stay
displayed. Then you can click on the
palette items and the palette won’t
disappear.

Symbol Shapes
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But you can still just click on one of
the icons, or drag the double lines
up a bit and the palette will stay, just
like the other palettes.
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1 Create a new text document.

2 Choose View > Toolbars > Drawing and the Drawing toolbar will appear at the bottom of the work area.
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3 Click and hold down the mouse on the Basic Shapes icon.
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4 When the palette of options appears, click and hold down on the double lines on top.
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5 Drag the palette to one side.
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6 Click on the Isosceles Triangle tool.

Basic Shapes - X
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7 Draw a triangle in the document.
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8 Above or below the rectangle, type the text Using the Icons With Extra Options.

Using the lcons With Extra Options

9 Locate the Font Color icon on the formatting toolbar, and click on it
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10 Click on the border at the top and drag the menu bar slightly either left or right.
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Drag the Font Color title bar
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Release the title bar
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11 Now that the color palette is ready, select the text you typed previously (do this before you apply color).

12 Find a color you like in the palette of colors and click on it to apply the color to the selected text.

Using the lcons With Extra Options [Automatic
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Light red







