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8 Lesson One

Lesson Objectives
In this lesson, you will learn the following:

1 Become acquainted with some of the new features available in OpenOffice.
org 3.0.

2 Learn about the accessibility features available within the OpenQffice.org
suite of applications and how to customize them.

3 Learn how to install OpenOffice.org 3.x on Microsoft Windews; Linux and
Mac OS X platforms.

4 How to Set OpenOffice.org to Automatically OpenMicrosoft Office
Generated Files.

Overview

The release of OpenOffice.org 3.0 has been one of the most anticipated software
packages among open source-advocates and corporate information system
specialists. OpenOffice.org3.0 not-only’has made many advances in terms of
features and capabilities over previous versions, but its convenient licensing terms
has brought it to the attention.of corporate IT departments, small businesses and
individuals alike. This bookhas been created to provide users in academia a
hands-on approach to learning the fundamentals of one of the most popular office
productivity suites:

Before proceeding with the hands-on exercises related to document creation and
formatting, we‘must first discuss the various features and installation process of
OpenOffice.org="Upon completion of this lesson, you will become familiar with the
new features found in OpenOffice.org, including accessibility features for users
with-physical and visual impairments. The system requirements for computers to
meet.in order to use OpenOffice.org will also be discussed, along with instructions
for completing the installation of OpenOffice.org on a Microsoft Windows-based or
Linux-based computer workstation.
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Lesson Structure

This book was created to give students, faculty and administrators an introduction
to OpenOffice.org 3.x and its capabilities as an office productivity suite in

an academic and business environment. Individuals, who are learning the
fundamentals of using an office productivity suite, or those who have had prior
experience with other office applications and wish to become acquainted with
OpenOffice.org, will gain much from the hands-on exercises and step-by-step
instruction provided in this book.

However, this doesn’t mean that individuals who are not pursuing an education
would not benefit from this book. This book was not only created to provide
hands-on experience with using OpenOffice.org,but has also’'been designed
to teach the fundamental concepts of formatting and‘editing documents often
created by individuals both in an academic and corporate environment. The
concepts could not only apply to OpenOfficesorg, butto other office productivity
suites as well. What makes OpenOffice.org unique to other office productivity
suites is that its licensing terms and cross-platform support provides students,
educational institutions, individuals and corporate enterprises a full-featured, low
cost alternative to performing the fundamental tasks necessary for document
creation.

This book comprise ten unigue hands-on lessons to assist users to become
familiar with the fundamentals of creating various documents with OpenOffice.
org 3.x. These lessons walk readers step-by-step through the process of creating
a variety of documents using the four core applications within the OpenOffice.

org suite: Writer (word processing application), Calc (spreadsheet application),
Impress (presentation application) and Base (database application). Each

lesson not only provides step-by-step instruction for the creation and formatting
of documents, but also provides information regarding additional resources that
readers may consult to further their conceptual knowledge related to the tasks
discussed within. These lessons include:

® Lesson One — Overview and Installation of OpenOffice.org 3
® Lesson Two — Creating a Resume Using Writer
® Lesson Three — Formatting a Research Paper Using Writer

® Lesson Four — Creating a Brochure Using Writer
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* Lesson Five — Creating a Basic Spreadsheet for Calculating Household
Expenses Using Calc

* Lesson Six — Creating a Balance Sheet Using Calc
* Lesson Seven — Creating a Cash Flow Statement Using Calc

* Lesson Eight — Creating a Basic Educational Slide Presentation Using
Impress

* Lesson Nine — Creating a Bulk Mailing List Using Base and Writer
* Lesson Ten — Analyzing North Atlantic Hurricane'Data Using Base

Following the ten lessons, several appendices can be found to provide a quick
reference for each of the four core applications within OpenOffice.org 3.x. These
quick reference guides are suitable to seek guidance regarding performing
specific tasks, or to consult regarding tasks not covered within the hands-on
exercises.

New Features Available in‘OpenOffice.org 3.x

OpenOffice.org 3.x contains.many new features over its predecessor. Users of
OpenOffice.org 2.x will notice a.number of enhancements both in usability and
added features. Users who are familiar with other office productivity suites will
find that compatibility. with other formatted documents to be seamless, while
providing the vast majority of tools and features they are accustomed to. Among
the new features found in OpenOffice.org 3.x are:

* Native Support for the Mac OS X Operating System - OpenOffice.org
fully supports the native Aqua interface for Mac OS X. This means users of
OpenOffice.org on the Macintosh OS X platform no longer have to rely on
the X11 environment to operate the office productivity suite.

* Support for the Microsoft Office 2007 File Format — Beginning with
version 3.0, OpenOffice.org supports importing and exporting of files in the
Microsoft Office Open XML file format. This includes Word 2007 (.docx),
Excel 2007 (.xIsx) and PowerPoint 2007 (.pptx) formats.
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* Support for Microsoft Visual Basic Macros — Calc will support the
execution of VBA macros from Excel files.

® Start Center — When launching OpenOffice.org 3.0, users are presented
with the Start Center that allows the selection of an application within‘the
office productivity suite without having to click the File | New menu.

®* PDF/A-1 Support — OpenOffice.org now supports the popular PDF/A
format for creating read-only files.

® Calc Columns Support — the new version of Calc how supports a
maximum number of columns of 1024, up from 256 inthe previous version.

* View Multiple Pages in Writer — OpenOQffice.org 3.0 allows Writer users
to view pages with single-page, two-page side-by-<side and book layout
options.

* Improved Notes — The new version of Notes in OpenOffice.org 3.0
provides additional formatting,/spell checking and accessibility features
while displaying notes within the margins.

* Enhanced Grammar Checker Integration — With OpenOffice.org version
3.1 and higher, the grammar checker framework has been extended so
that extensions like LanguageTool can now be accessed from the Tools
| Spelling and‘Grammar menu option. Note that OpenOffice.org has a
grammar checking framework, but a grammar checker extension needs to
be downloaded and installed for functionality to exist.

* Enhanced Monitor Support for Impress — The Impress presentation
application supports multiple monitors.

For additional information regarding all the new features available within
OpenOffice.org 3.0, obtain the OpenOffice.org 3.0 Feature Guide at the

OpenOffice.org website. The web address is http://marketing.openoffice.
org/3.0/featurelistbeta.html.

About the OpenDocument File Format

The OpenDocument format (ODF) is a vendor-neutral format for exchanging
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editable office-related documents, including word processing, spreadsheets,

and presentation files. Moreover, ODF is an open format, meaning that
companies and developers, regardless of whether their software is open

source or proprietary, can incorporate the format into their software and view

the specifications for further development. This makes the format increasingly
attractive for users and software developers alike, as it assures that documents
saved in the format can be edited and accessed by many different applications,
regardless of whether the application that was used originally in the creation of the
document is available in the future.

Beginning with version 2.x.x, OpenOffice.org has provided native support for
the XML-based OpenDocument file format and is the default format for creating
and saving files within the office productivity suite. This includes the Writer
word processing application, the Calc spreadsheet application, the Impress
presentation application and the Base database application.

For more information regarding the OpenDocument format, visit the OASIS
consortium website at http://www.oasis-open.org/homel/index.php.

Accessibility Features

OpenOffice.org 3.0 provides a number of features that are available to help
individuals that are physically orvisually impaired in using the office productivity
suite. These features include support for external devices and applications for
use by individuals with physical or visual impairments, access to all functions via
the keyboard, improved readability of screen contents, zooming of the on-screen
user interface for menus, icons and documents and more.

For detailed information regarding accessibility features available within the
OpenOffice.org suite of applications, including a list of supported devices and
applications, view the documentation available by selecting the Help menu and
use the search term accessibility. Accessibility features can be customized
within OpenOffice.org by clicking the Tools menu and selecting Options from the
menu list.

OpenOffice.org 3.0 System Requirements

This training book assumes you have fundamental knowledge of operating your
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computer and the operating system. The fundamental knowledge you should
have before proceeding with this book includes using the mouse and keyboard,
launching applications and using standard menus and commands. If you need
to review these techniques, see the printed or electronic documentation included
with your system or enroll in a basic computer course through your local school,
community college or community parks and recreation department.

System Requirements for Installing and Operating OpenOffice.org 3.0 for the
Windows operating system include:

*  Windows 2000 (Service Pack 4 or higher), Windows XP, Windows 2003
128 MB Random Access Memory (RAM)
200 MB available hard drive space
CD-ROM
Monitor that displays a minimum 256 colors and 800x600 pixels.

System Requirements for Installing and Operating OpenOffice.org 3.0 for the
Linux operating system include:

* Linux kernel version 2.2.13 or higher, glibe2 version 2.3.0 or higher
128 MB Random Access Memory (RAM)
200 MB available hard drive space
CD-ROM
Graphic interface environment that displays a minimum 256 colors and
800x600 pixels (Gnome 3.0 or higher required for use of the OpenOffice.
org Assistive Technology Tools).

System Requirementsfor Installing and Operating OpenOffice.org 3.0 for the
Macintosh OS X operating system include:
* Intel-based Macintosh
Mac OS 10.4 or higher
128 MB'Random Access Memory (RAM)
200 MB available hard drive space
CD-ROM

Installing OpenOffice.org 3.0 for Windows

Before proceeding to the rest of the material covered in this book, your computer
must have a copy of OpenOffice.org 3.0 installed on it. Below you will find step-
by-step instruction to installing OpenOffice.org 3.0 on a Microsoft Windows-based
computer. To utilize all of the features OpenOffice.org has to offer, however,
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your computer must have Java Runtime Environment (JRE) version 1.5 or higher
installed. Fortunately, if you select to perform a Complete Install during the
installation process, OpenOffice.org 3.0 will automatically install the JRE for you.

To install OpenOffice.org 3.0 on a Windows-based computer that meets the
minimum system requirements, follow these steps:

1 Using a web browser, go to http://download.openoffice.org/.. When
the web page appears, click on the Installation Sets link for OpenOffice.
org 3.x.x. Using the popup menus that appear, select the appropriate
version of OpenOffice.org for your operating system. After completing the
selection, the software will begin downloading. Once the software has
completed downloading, find the location where you selected to save the
Setup installer file and double-click it to begin the installation process.

2 After double-clicking the installation setup file, a window will appear
prompting for the preparation of the installation'process. Click the NEXT
button to continue the installation.

S 000-dev 3.0 Installation Prepar... .-— O] E|

Thank you for downloading OOo-dey
30

A
mmﬂlﬂ Tt ez skt fie mn? B urpacked and copesd Ex g
hard Sell 0 reganibion for the retaleton. After that, the

BETA i charw ok alisbor vl st mutrrnatic sy

E ;" —E' Chch. Wand” b confrum.

B &

3 After progressing from the welcome window, the installer wizard will
ask you to specify a location as to where you would like to unpack the
necessary installation files. You may choose whichever location you
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prefer, but typically the ideal location would be within the Program Files
folder located on the main hard drive (C:). Specify the location you wish to
unpack the installation files using the BROWSE button provided and click
the UNPACK button.

Salet Faldes
Salect e Foider i sehich s e ungascied Fles

The O 3.0 st il Pt wll Rt ngeipchone] nad s i 50 e st o 1
s wn ] g By ape N0y R it erend Holder, cick Tepey’ b select wrother Toldes

Sty el B
Cr\Program Flssiopeoifics.org L0}

e requred: 17500

Spaie avallabie: 168 2GR

r-a;»lumllc,;-w

4 After the installation files have completely unpacked, a window will appear
to welcome youto the.installation program. Click the NEXT button to
continue the installation.

' 00o-dev 3.0 Beta - Installation Wizard
Welcome to the Installation Wizard for
00o-dev 3.0 Beta

The Irstallation Wizard will irstall ©O0co-desr 3.0 Beta on your
computer. To conbirue, click Mext

Build contributed in codlaboration with e community by Sun
Microsysterns, Inc. For oreds, see
hittpe /fwww openoffice. orgfwelcome foredits Hitm|
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5 The next window will ask whether to perform an installation of OpenOffice.
org for use by all users of the computer workstation or for individual use
by the installer of the application only. In most circumstances, you would
want to select the All Users option by clicking on the appropriate radio
button provided. You may also type your contact information related tothe
installation of the software. If you would like to skip the contact information
portion of this step, simply leave the provided text fields blank;:click the
NEXT button and no information will be entered into them.

Customer Information

Plaage enter your information. OpenOfficecr

Llear Plame

Qrgenization

[rstall this application for
1 Arwone whio uses this compotes [all Lsers)

L 0nly for ma ()

[k || met> | [ ol

6 In the next step, choose “Complete Installation” to install all of the software
features that accompany OpenOffice.org version 3.0 by clicking on the
radio button provided:=Then click the NEXT button.

Setup Type
ighoose e sebun bype that best suits your needs wlﬂlu'g

Flease select 8 sabhup bype

= Al program festires will be installed. (Requires the most disk
’% space,

= Chooee which program features. you want installed and where
,’JIS ey will be rstalled. Recommended for advanced isers.

| <Back Pt = | | coarcel
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7 In the next step, a window will appear to ask what file types to automatically
open with OpenOffice.org. OpenOffice.org will automatically open
Microsoft Word, Excel and PowerPoint applications if you wish the
application to do so. If you do not own a licensed copy of Microsoft Office,
this can be useful. Place a checkmark next to each selection that you
wish OpenOffice.org to automatically open on your computer./ If you wish
Microsoft Office or another application to be the primary application for
opening these file types, leave the selections unchecked. Then click the
NEXT button.

Fila Typse —
= . L
Set O0o-dev to be e default application for these file bpes WICE

O0o-dey 3,0 Bata can be set as fhe default sppiiation Boopen the following file bpes
This mears, for instance, that If you dadble@lid: cmboe of these files, D0o-dev 30
Barta will opan it, not the progam halbpens Tew

[0 Merosolt Word Doadments
O MecrossftBicel Sprgadsheats,

[ Migrcsoft PowerPaint Fresentations

IF youlBre St ryingalt DOo-dev 3.0 Beta, you probebly don't want this o happen, so
bl e bt urchichoad

8 The next window will indicate that the installation of OpenOffice.org is
ready to begin. To do so, click the INSTALL button. The Installation Wizard
will begin the installation process. The installation process is performed in
two primary stages. The first stage is the installation of the Java Runtime
Environment (JRE), which is necessary to utilize all of the features
OpenOffice.org has to offer. The second stage is the installation of the
OpenOffice.org program itself. Both stages of the installation should not
require any additional interaction by the user.
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Ready to Install the Program
The wizard ks ready to begin irstallation
Click Install to begin the irstallation

IF wos want bo review or change any of your installation settings, clid: Badd, Click Cancel
o et e wizand
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Installing ODo-dev 3.0 Beta ==
——
The program features ywou selected ane being installed wkﬁﬂ'g

A Plogsa wait while e Installation Wizard installs ODordey 300 Bata. This
f=T may take several minutes

Stabus

T T O

Installation Wizard Completed

Thee Irstallation Wizard has successhully irstalled OCo-dey
3.0 Beta. Click Finésh to exdt the wizard.
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After the installation is complete, you can find the OpenOffice.org suite of
applications by clicking on the START button on your desktop, then choose

the PROGRAMS option, and then select the OpenOffice.org 3.0 folder for all
applications that are included with the software suite. When launching the
OpenOffice.org application for the first time, a Registration Wizard will appear
and ask you to enter your full name, select an online application update process
and register the software. Everything within the Registration Wizard is voluntary.
If you do not wish to enable any of these options, simply leave the appropriate
text fields blank, select the appropriate radio buttons and checkboxes, and click
the NEXT button to advance through the wizard. Once you have completed this
wizard, the OpenOffice.org application is ready for use.

Installing OpenOffice.org 3.0 for Linux

Unlike the Microsoft Windows and Apple Macintosh.computing platforms, a
version of Microsoft Office does not exist for-kinux. Therefore, many Linux users
have found OpenOffice.org to be a viable substitute for their office productivity
needs. Not only can OpenOffice.org produce complex word processing and
spreadsheet documents, but it can also open and save documents in the various
Microsoft Office formats. Such flexibility allows OpenOffice.org users to share
files and communicate ideas with Microsoft Office users.

Because OpenOffice.org/is an open source application suite and a favorite among
many Linux users, the OpenOffice.org suite is very often included with most Linux
operating system distributions. So when the installation of Linux on a computer
system is complete, often OpenOffice.org has been installed within the process
as well. This.makes it.convenient for new users of the Linux operating system,

as each Linux distribution has its own peculiarities regarding the installation of
applications.

Therefore, this book does not contain step-by-step instruction to installing
OpenOffice.org on the Linux platform. However, if your computer workstation
does not have OpenOffice.org 3.0 already installed, the official OpenOffice.org
Setup Guide can provide assistance. The Setup Guide provides step-by-step
instructions for RPM-based, Debian-based, Gentoo-based and Slackware-based
installations, depending upon which method you need to use for the particular
Linux distribution your computer workstation has installed. To download the
official OpenOffice.org Setup Guide, see the Additional Resources section at the
end of this lesson.
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Installing OpenOffice.org 3.0 for Mac OS X

With the introduction of version 3.0, OpenOffice.org fully supports the native Aqua
interface for Mac OS X. This means users of OpenOffice.org on the Macintosh
OS X platform no longer have to rely on the X11 environment to operate the office
productivity suite. To install OpenOffice.org 3.0 on a Macintosh-based computer
that meets the minimum system requirements, follow these steps:

1 Using a web browser, go to http://[porting.openoffice.org/macl/index.
html. When the web page appears, click on the appropriate link to
download the OpenOffice.org 3.x.x installer for Mac OS X. After completing
the selection, the software disk image will‘begin. downloading.

2 Once the software has completed downloading, find the location where you
selected to save the disk image (typically the Desktop) and double-click the
image to begin the installation process.

3 Once the disk image has opened«{(mounted), simply drag the OpenOffice.
org application icon into your computer’s Applications folder. If you are
currently logged in as a standard.user, the Mac OS X operating system will
prompt you to enter your system’s Administrator username and password
to complete the installation:..Once the OpenOffice.org application has
completed its copying process into the Applications folder, the installation
process is over.._You.can then launch the OpenOffice.org application,
complete its setup wizard and begin using the application.

Installing'OpenOffice.org Extensions

OpenQffice.org has already proven to be a powerful, feature-rich, yet flexible
office productivity suite. However, with the release of version 3.0, OpenOffice.
org is providing even greater flexibility and features through enhancements in its
Extensions framework. OpenOffice.org Extensions are simply tools developed by
third-party developers that provide additional functionality to the office productivity
suite. This may include not only specific functionality, such as the ability to edit a
Portable Document Format (PDF) file, but may also include image galleries and
document templates as well.

Before selecting and installing extensions, you must first understand the two
basic categories of extensions and how you plan to utilize them on your computer
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workstation. The two categories of extensions include:

* User Extensions — User extensions are those that are installed and are
only available to the user who initiated the installation process. User
extensions are installed within the ‘My Extensions’ directory folder, and
Administrative Write privileges to the OpenOffice.org installation directory is
not needed to install and maintain them.

* Shared Extensions — Shared extensions are those that are installed for
intended use by all users of a computer workstation. Shared extensions
are installed within the ‘OpenOffice.org Extensions’ directory folder, and
Administrative Write privileges to the OpenOffice.org installation directory is
needed to install and maintain them.

After deciding the appropriate level (user or shared) for the work environment
you wish to utilize the extension in, you can then proceed with the installation of
an extension. OpenOffice.org provides three easy ways to install an extension.
These installation methods include:

* Open File Method — You can install an extension by downloading the
extension file (*.oxt) from the Internet to your computer, then double-
clicking the extension file‘icon ‘on your computer.

* Hyperlink Method — You can also initiate the installation of an extension
simply by clicking the hyperlink to an extension found on a webpage. The
hyperlink must be linking directly to the extension file (*.oxt) hosted on the
web for the installation‘to be successful.

* Extension Manager Method — Within the OpenOffice.org application, you
may click therTools menu and then select the Extensions Manager menu
option to perform an installation of an extension. For details regarding
how to perform an installation using this method, follow the step-by-step
instructions provided next.

Installing Extensions Using the Extension Manager Method

To install extensions using the OpenOffice.org Extensions Manager, whether
they are intended for an individual user or for shared use among multiple users,
follow the steps below. Extensions of interest may include a gramamr checker
for use within Writer for a specific language, a book report template, a document
language translator and more.
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1 Go to the OpenOffice.org Online Extension Repository at
extensions.services.openoffice.orgl| and select the extension you wish
to install. You may also install an extension from any webpage where a
hyperlink is provided with a direct link to a hosted extension file (*.oxt).
Once you have selected the extension you wish to install, click the?!GET
IT button located on the repository’s Extension product page toinitiate
the downloading process for the extension. You may also download an
extension by clicking your computer’s right mouse button.on.a hyperlink
and selecting Download File from the contextual menu that appears.
Macintosh users who have a one-button mouse caninitiate the same
process by holding down the CONTROL button on the keyboard and click
their mouse button on a webpage’s hyperlink. (HINT: If your operating
system provides you with an option for selecting where you wish the file
to be downloaded and stored on your computer, select the Desktop for
easiest access later in the installation process.)

2 Within the OpenOffice.org application, click on the Tools menu and select
the Extensions Manager menu option that appears.
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When the Extensions Manager window appears, select to perform a User
Extension installation or a Shared Extension installation by single-clicking
the appropriate directory. Remember, you would select the ‘OpenOffice.org
Extension’ directory to perform a Shared Extension installation and the ‘My
Extensions’ directory to perform an installation of an extension for use by
only the user who initiates the installation process.

8oe % Extension Manager ¢ |

Browse extensions

Extension [version [staws | Bad_ |

B ) My Extensions

N

Close I Help 1

Once you have selected the appropriate directory to perform a specific
installation type, click the ADD button located within the Extensions
Manager window.

When the Add Extensions window appears, use the file browser navigation
buttons located in the upper-right corner of the window to locate the
extension file (*.oxt) you downloaded. Once you have located the
extension file, single-click it within the window. Then click the OPEN button
tobegin the installation.

Title Type Size Date modified

B+ eTOK-2.0.91.0xt OpenOffice.org Extens 779 KB 04/02/2008, 04:26:46

File name: eTOK-2.0.91.0xt =] Open
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6 When the installation is complete, you should be automatically returned
to the Extension Manager window. To double-check to make sure the
installation successfully completed, double-click the directory you selected
for installation in Step #3. When the directory list collapses, the extension
should appear in the directory’s content list. If the ENABLE button
located on the right side of the window is greyed out, this signifies that the
installation is successful and is ready for use.

8eme N Extension Manager

Browse extensions

Extension |'l.l'erslan |Stml; [ Add... i

E = My Extensions

= & OpenOffice.org Extensions I
B |p@ eTOK-2.0.91.0xt 2.0.9¥%  Enabled i

mpre extensions here.,

I Close | Help I
7 In some instances, you may need to shut down the OpenOffice.org

application and relaunch it for an extension to become available for use.
If you have problems accessing the functionality of an extension that has
been installed, perform this operation. You can double-check to see if

an extension is enabled at this point simply by returning to the Extension
Manager and see if the ENABLE button is greyed out within its window.
Many extensions also install a guide within the OpenOffice.org Help menu
that can assist you with the use of the extension as well.

Adjusting the Page View

To adjust the view of the document you are working in, click on the View menu
and select Zoom from the menu list. You may also select to Zoom by clicking on
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the magnifying glass icon within the Standard toolbar located just beneath the
main application menu.

How to Set OpenOffice.org to Automatically Open
Microsoft Office Generated Files Using Windows

If you did not choose during the installation of OpenOffice.org to have the software
automatically open Microsoft Office formatted documents, you may select to do so
by following these steps:

1 Close all OpenOffice.org applications and return‘to your.desktop.

2 Click on the Windows operating system Start button and select Control
Panel from the list that appears. Then choose Add or Remove Programs
from the submenu that appears, followed by the OpenOffice.org 3.0 list
option, then click Install/Uninstall.

3 In the window that appears, click the NEXT button, select the Modify option
and click NEXT until the wizard prompts you to select the file types you
wish OpenOffice.org to-automatically open for you.

4 Select or deselect the file types you wish OpenOffice.org to automatically
open for you. Click NEXT until it prompts you to click Install to complete
the setup. Clicking the Install button will make the necessary changes
to automatically open‘the file types you selected. You should not need
to have the'installation CD inserted into your computer’s CD-ROM to
complete this process.

INGOTs Certifications

International Grades in Office Technologies (INGOTSs) is a platform and
application-independent certification created and administered by the Learning
Machine, Ltd. in the United Kingdom. INGOTs academies, which are schools and
organizations approved to offer training and perform certification assessments,
are located throughout the world, including Europe, the United States and the
Western Pacific region. INGOTs provide a motivating progression route from
complete beginner to professional level expertise in commonly used productivity
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tools found in the modern workplace, such as word processing, presenting and
searching for information.

What makes INGOTs unique compared to other certification programs is that the
certification is not dependent upon a user utilizing a specific office productivity
suite or operating system. Rather, users are assessed for being awarded a
certification based upon successfully demonstrating their ability to perform certain
tasks by using the office productivity suite of their choice. Currently, there are
four levels of INGOTs certification — Bronze, Silver, Gold and Platinum.=For
specific information regarding each certification level, including Frequently Asked
Questions (FAQs) and Assessment Criteria, download the Assessor Handbook at
http:lltheingots.orglguidesl handbook-en-2007-02-20.pdi].

Benefits of INGOTs Certification

INGOTs certifications have many benefits for users, employers and educational
institutions. For a student or user, receiving an INGOTs certificate demonstrates
to prospective employers that they are proficient at using office productivity
applications to perform tasks demanded in today’s modern office environment.
For employers, an individual holding a specific INGOTs certificate provides a way
to determine the skill set.of prospective employees utilizing a certificate program
developed by an independent third-party. Moreover, educational institutions

and training companies can add value to their services by incorporating INGOTs
into their office productivity curriculum, as well as helping seek instructors with
appropriate credentials.

How to Find an INGOTs Academy

For.mare information about INGOTs, including locating an academy in your

area or for the criteria for an institution to become an academy, visit the INGOTs
website at http://lwww.theingots.org or email at the appropriate address located
at http://www.theingots.org/contact.

Additional Resources

The Official OpenOffice.org Installation Setup Guide (English)
http://documentation.openoffice.org/setup_quide2/2.x/en/SETUP_GUIDE.pdf



http://theingots.org/guides/ handbook-en-2007-02-20.pdf
http://www.theingots.org/contact
http://documentation.openoffice.org/setup_guide2/2.x/en/SETUP_GUIDE.pdf
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Frequently Asked Questions Regarding OpenOffice.org Licensing
http://www.openoffice.org/FAQs/fag-licensing.html

Complete Guide to New Features Within OpenOffice.org 3.0
http://marketing.openoffice.org/3.0/featurelistbeta.html

OASIS Website
http://www.oasis-open.org/home/index.phg

Information Regarding OpenDocument via Wikipedia
http://en.wikipedia.org/wiki/OpenDocument

Review Questions

1 What is the maximum number of columns Calc supports in the newest
version of OpenOffice.org?

2 What are the enhanced features available in the version of Notes within
OpenOffice.org 3.0?

3 What is the purpose of the Start Center in OpenOffice.org?
4 (True or False) Detailed:information regarding accessibility features
available within OpenOffice.org can be found by selecting the Help menu

and use the.search term accessibility.

5 (True or.False) OpenOffice.org has the capability to automatically open
Microsoft QOffice generated files.


http://www.openoffice.org/FAQs/faq-licensing.html
http://marketing.openoffice.org/3.0/featurelistbeta.html
http://www.oasis-open.org/home/index.php
http://en.wikipedia.org/wiki/OpenDocument
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Lesson Objectives

In this lesson, you will learn the following:

1 The three common types of resumes and their advantages /
disadvantages.

2 How to insert and format text within the OpenOffice.org Writer word
processing application.

3 Learn how to save an OpenOffice.org document using the most commonly
supported file formats.

4 How to check a Writer document for spelling errors.

Overview

At the heart of the OpenOffice.org office'productivity suite is a full-featured word
processing application called Writer. 'Writer is a very capable word processing
application that has virtually-all of the features students, faculty and enterprises
need to create even the most complex documents for print or electronic
distribution. Included with Writer are features and capabilities unavailable in many
of the popular word-processor applications, including PDF export capabilities and
the Math equation editor.

In this lesson,you will become acquainted with using Writer to create and format
a resume. Upon‘completion of this lesson, you will have learned the three
fundamental types of resumes, how to use Writer to insert and format text to
create a winning resume, how to use Writer’s built-in spell check tool to search for
potential spelling errors, how to save and print a Writer document and more.

Types of Resumes

There are three common types of resumes: chronological, modified chronological
and functional. Each one has its advantages and disadvantages. In case you
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are not familiar with the differences in the style and purpose of these types of
resumes, let’s review each one so you can decide which style best meets your
needs when you later develop your own resume.

Chronological — This type of resume is most suitable for individuals

who already have substantial work experience in the field in which.they
are seeking employment. Chronological resumes focuses the reader’s
attention on prior work experience, including the company and dates

of prior employment, significant responsibilities the job. candidate was
entrusted with in their position and career accomplishments.“While
professional skills, education and other relevant information are presented
in the resume, chronological resumes focus primarily on prior work history
and experience.

Modified Chronological — This type of resume is nearly identical to a
chronological resume with the exception of the work experience section.
In a modified chronological resume, the work experience section allows
individuals to focus on prior employment that is most relevant to the
position they are seeking rather than strictly adhering to listing their
employment history in reverse chronological order by date.

Functional — This type of resume is most suitable for individuals who have
relevant skills for the position they are seeking but lack work experience

in the related/career field. However, functional resumes are also suitable
for individuals who wish to minimize repeating employment descriptions
under several job listings, or who have so many employability skills that

it could take three pages or more to complete a resume. While work
experience, education and other relevant information are presented in
resume, functional resumes focus the reader’s attention on the candidate’s
qualifications and relevant skills rather than employment history.

In this'lesson, we will first learn the fundamentals of creating a resume by
formatting an existing functional resume. As stated above, a functional resume
will highlight someone’s relevant qualifications for a position despite having little or
no work experience in a career field. While this lesson will not describe step-by-
step how to create a chronological or modified chronological resume, the concepts
of developing a resume using OpenOffice.org is the same for those styles of
resumes. For additional information regarding these three types of resumes,

see the section “Preparing Your Own Resume” that can be found later in this
lesson.
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Getting Started

The fastest and least troublesome way to prepare any word processing document
is to input the document text first, then format the document afterwards.
Therefore, we will begin this lesson by entering in the text and information‘needed
for our resume.

Before we do so, we need to open the Lesson Two file that is available for use
with this book. To open the file, follow these steps:

1

If you have not already downloaded the lessonfiles for thisbook,

use a web browser to go to http://documentation.o oenoffice.org,1
konceptualguide/OpenOfficeOrg3LessonFiles.zig: This will provide a
direct link for your browser to begin an automatic download of the lesson
files. If a dialog window appears asking where you would like to save the
file to be downloaded, select your computer workstation’s desktop and
begin downloading the file.

When the file appears on.your computer’s desktop, double-click the file
icon to unzip its contents and.access the files associated with each lesson.
Double-click the Lesson Files folder icon that contains the available lesson
files, locate the Lesson 02 folder and double-click on it to access the file for
this lesson. When you have opened the folder, double-click the file named
lesson_02_start.odt to open the file.

When the file’has been opened, it is suggested that you make the line
numbers viewable for the document. This will aid you in following the
directions to correctly format the document. To view the line numbers

for the document, click on the Tools menu and select Line Numbering
from the menu options that appear. When the Line Numbering selection
window appears, click in the checkbox “Show Numbering” to activate line
numbering. Also, in the Interval selection box located under the View
selection area, change the interval to 1. Then click the OK button to view
the line numbers within the file.


http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip

Creating a Resume Using Writer 33

Eile Edit Mew jnsert Format Table Tools Window Help
precBe@asr vEIXhR -6 AE- v ROAMIA D]
i bJ |Default =] |etstream VeraSenf x| 12 ®| B [ u.Il- igisEE A-V-2-

-2 ERERY] doacanesefan EERFLE - ‘E

e e

John Quincy Doe

Post Office Box 123

Spruce Pine, North Carolina 28777
Phone: (828) 555-1212
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Experience and Skills

Inserting Text

Now that we have opened the lesson file, we will begin by inserting additional
text within John Q. Doe’s resume. John has already provided a lot of information
within his resume. However, he has yet to enter information regarding his
computer skills as well as his email address within his heading at the top of the
document. We will assist him by entering the information within the document.

1 Place your pointer at.the ' beginning of line 5 within the resume. When you
move the pointer within the editing area of a word processing document,
the pointer transforms itself into an I-bar. An I-bar symbolizes that text
within the area is available for editing. Click once to place a cursor at the
beginning of the line.
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John Quincy Doe

Post Office Box 123

Spruce Pine, North Carolina 28777
FPhone: (828) 555-1212

Experience and Skills
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Business Experlence. Over two years business experience in sales and
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2 Inline 5 of the resume, we are going to add John’s email address.
Formatting the text the same way as the rest of his resume header, add his
email address jqgdoe@hisisp.con to the resume header as shown below.
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John Quincy Doe

Post Office Box 123

Spruce Pine, North Carolina 28777
Phone: (828) 555-1212

Email: jgdoe@hisisp.com|

Experience and Skills

Business Experience. Over two years business@xperience in sales and
management. Expereince includes:
& providing customer service in a retail emvironment.

1
i
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12 ¢ performing business transactions amd deposits in a face-pace environment.
}i— e supervised over three (3}.employees in a managerial capacity.
15 Marketing Experience. Over one year marketing experience in performing
" 16 marketing dutes and developing marketing strategies. Experience includes:
- 17 e assisted sénior management in developing marketing strategies for
18 wholesale and retail businesses.
19 o nerformed market research analvsis duties in develoning a marketing nlan.

3 Now that John’s email address has been added to his header, we will now
add information about'his computer skills within the resume. The first
section of the resume describes John’s professional experience and skills.
Place your pointer at the beginning of line 22 within the resume. The
pointer will transform itself into an I-bar again. At this point, click once to
place a cursor at the beginning of the line.

4 ~Now that we have a flashing cursor at the beginning of line 22, we can
begin entering text that details John’s computer experience. John’s
computer experience includes three (3) years proficient use of Windows,
Linux and Macintosh operating systems. His experience also includes
proficient use of the Microsoft Office, OpenOffice.org and AppleWorks
office suites, as well as proficient use of the QuickBooks accounting
software application. Formatting this information similar to his business
and marketing experience, begin typing the information within the
resume. When you enter text into a word processor, the application will


mailto:jqdoe@hisisp.com

Creating a Resume Using Writer 35

automatically shift the text down one line when you reach the end of the
right-hand margin. Therefore, you only need to press the ENTER or
RETURN key on your keyboard when you wish to begin a new paragraph
or list. When completed, the text should look similar to the image shown
on the next page.
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management. Expereince includes:
o providing customer service in a retail environment.
e performing business transactions and deposits in a face-pace environment.
o supervised over three (3) employeés in amanagerial capacity.

Marketing Experience. Over one year marketing experience in performing
marketing dutes and developing marketing strategies. Experience includes:
e assisted senior management in developing marketing strategies for
wholesale and retail businesses.
o performed market research analysis duties in developing a marketing plan.
o drafted a marketing plan for whelesale fruit and vegetable distribution.

Computer Experience. Overthree years computer experience with the following
operating systems and applications:

proficient with the Windows, Linux and Macintosh operating systems.

Proficient with the Microsoft Office, OpenOffice.org and Apple Works office
suites.

Proficient withthe Quickbooks accounting application.

|
HonorsgAwards, Citations, Publications

5 Now thatyou have entered the text as show above, you may notice that
the first'character of lines 25 and 27 has been capitalized. OpenOffice.
org automatically did this because it was recognizing that the previous line
ended with a period, and that the ENTER or RETURN key was pressed to
begin a new line item or paragraph. Because the previous line items begin
in lowercased characters, we will manually edit the first characters in lines
25 and 27 to change them to lower-case characters. Place the pointer at
the beginning of line 25. When the I-bar appears, hold down the left mouse
button and drag the I-bar over the first character in the line to select it.
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o~ 11 o providing customer service in a retail environment.
12 & performing business transactions and deposits in a face-pace environment.
13 & supervised over three (3) employees in a managerial capacity. I
14
15 Marketing Experience. Over one year marketing experience in performing

- 16 marketing dutes and developing marketing strategies. Experience includes:
17 & assisted senior management in developing marketing strategies for I
18 wholesale and retail businesses.

19 & performed market research analysis duties in developing a marketing plan.
20 e drafted a marketing plan for wholesale fruit and vegetable distribution:

22 Computer Experience. Over three years computer experience with the following
23 operating systems and applications:
24 proficient with the Windows, Linux and Macintosh@perating systems.
25 ficient with the Microsoft Office, OpenOfficed@ry and AppleWorks office
- 26 suites.
27  Proficient with the Quickbooks accounting application.
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6 When the text you wish to edit has been selected, you may begin typing
the information you wish to change In this case, press the P key on your
keyboard to enter the lower-case character into the document.

7 Next, place the pointer.at the beginning of line 27. When the I-bar appears,
hold down the left mouse button and drag the I-bar over the first character
in the line to select it. Then press the P key on your keyboard to enter the
lower-case character into the document. The first characters for lines 25
and 27 have now been edited.
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10 management. Expereince includes:

Lx & providing customer service in a retail environment.
12 & performing business transactions and deposits in a face-pace environment,
E " e supervised overthree (3) employees in a managerial capacity.

15 Marketing Experience. Over one year marketing experience in performing

16 marketing dutes and developing marketing strategies. Experience includes:

17 & assisted senior management in developing marketing strategies for

18 wholesale and retail businesses.

19 » performed market research analysis duties in developing a marketing plan,
20 & drafted a marketing plan for wholesale fruit and vegetable distribution.

21

22  Computer Experience. Over three years computer experience with the following
23 operating systems and applications:

24 proficient with the Windows, Linux and Macintosh operating systems.

25 proficient with the Microsoft Office, OpenOffice.org and AppleWorks office

26 suites.

27 proficient with the Quijckbooks accounting application,

28
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Bulleting and Numbering Text

Next, we need to change the computer experience lists to bulleted lists. To doso,
perform the following steps:

1 Using your mouse, place the pointer at the beginning of line.24.. Holding
down the left mouse button, drag over lines 24 through 27 to select the text
list.
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10 management. Expereince includes:
i 11 e providing customer service in a retail environment.
12 e performing business transactions and deposits in a face-pace environment.
13 o supervised over three (3pemployees in a managerial capacity.
14
15 Marketing Experience. Over one year marketing experience in performing
" 16 marketing dutes and developing marketing strategies. Experience includes:
17 e assisted senior management in developing marketing strategies for
18 wholesaleand retail businesses.
19 ¢ performed market research analysis duties in developing a marketing plan.
20 o drafted a marketing plan for wholesale fruit and vegetable distribution.
i 21
22 Computer Experience. Over three years computer experience with the following
23
24
25
w 26
27
28
29 "Honors, Awards, Citations, Publications
30

2 Click on the Format menu and select Bullets and Numbering from the menu
option that appears.

3 Within the window that appears, you have numerous bullet and numbering
format options available to you that are sorted within tabs that are
presented along the top. Click on the Bullets tab, which presents the
various bullet formats. Select the large bullet format from the options
available.



38 Lesson Two

800 X! Bullets and Numbering
Bullets | Numbering type | Outline | Graphics | Position | Options |
Selection
. & |
. & [ |
. & |
4

-> > X v
> > X v
4 ” X v

1ﬂ]ml|ﬁeﬁ:|ﬂem|

4 Click the OK button to complete the selection. The computer experience
list should now be formatted as a bulleted list as shown below. Click your
pointer anywhere within theediting area to deselect the text.
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. pmvidmg customer service in a retail environment.

12 o performing business transactions and deposits in a face-pace environment.
13 o supervised over three (3) employees in a managerial capacity.
14

15 Marketing Experience. Over one }em malketing experience in perfﬂrming

[ : 17 e assisted senior management in developing marketing strategies for
18 wholesale and retail businesses.
19 e performed market research analysis duties in developing a marketing plan.

20 e drafted a marketing plan for wholesale fruit and vegetable distribution.

22 Computer Experience. Over three years computer experience with the following
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Cut, Copy and Paste

Whenever a resume is created, the generally accepted method of formatting your
work history and education is by listing it in reverse-chronological order. That

is, the first listing under such a section should begin with the most recent'school
attended or job held. Then list the next most recent school attended or job held,
and so on.

As you notice in John’s resume, he has listed his education experience correctly
by beginning with his most recent school attended (Mayland Community College)
followed by the next most recent school attended (Mitchell High School).
However, his work history is not correctly formatted. His'most recent job held, an
internship with Autumn Harvest, is listed third rather than at the beginning. Rather
than retyping the text at the beginning of the Work Experience section, we will cut
and paste the listing to move it to the beginning of the 'section. To do so, perform
the following steps:

1 Using your mouse, place the pointer.at the beginning of line 54. Holding
down the left mouse button,.drag over lines 53 through 59 to select the text
that will be moved.
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( 49" Hometown Movie Rental, Spruce Pine, North Carolina.

50 Responsibilities included assisting customers with movie rental selection, cashier

51 duties, maintaining a clean shopping environment for customers, and more.

52 September 2003-August 2004,
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60

61 Lifeguard

62 Town of Bakersville, Bakersville, North Carolina.

63 Performed lifequard duites at the Bakersville Municiple Pool. May 2003
m 64 September 2003,

RE
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2 To eliminate the text to reinsert in another location in the document, click

the Edit menu and choose the Cut menu option.

Using your mouse, place the pointer at the beginning of line 40. Click the
left mouse button once. When you do so, you will see a cursor flashing
indicating that the document is ready to be edited. In the Edit menu, choose
the Paste menu option. The text referring to John’s internship.will. now

be placed at the beginning. Press the ENTER or RETURN.key on your
keyboard to insert a line space between the internship and shift manager
employment listings.
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32 Responsibilities include maintianing the financial account and records fort]
33 chapter, receive all money, present the chapter's financial records at all ch
34 meetings, and more.

35

36 First Place Winner, North'Carolina Community College Art Contest, March
37 Won the award for the photograph “Autumn Leaves”.

38

39 Work History

40

41 Internship

42  Autumn Harvest, In¢y Bakersville, North Carolina.

43  Assisted in develaping a marketing plan for fresh fruit and vegetable sales t
44 regional grocery supermarkets. Duties included market research Q&ﬂl’l&iﬁlé-
45 creating a income statement and cash flow projections, drafting the market
46 plan, and more. May 2005-August 2005.

47

48 Shift Magane|

Locate line 60 in the document. You will notice that when you cut the text
referring to the internship, an additional line was left where the text was
originally located. To eliminate this additional line, place the pointer at the
beginning of line 60. Click the left mouse button once. When the flashing
cursor appears at the beginning of line 60, press the DELETE key once on
your keyboard and the additional line will be eliminated.
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Text Alignment

Next, we are going to align the resume heading so that it is in the center of the
first page. To do so, follow these steps:

1 Using your mouse, place the pointer at the beginning of line 1. Holding
down the left mouse button, drag over lines 1 through 5 to select the text
that will be aligned.

Eile Edit View [nsert Fgrmat Table Tools Window Help

BreclaZEisAVEL D0 - 85 BALWRITA D |

| bJ [Defaut =] [itstream Vera Serif  ¥] ID_E B J U EE 2 mGiF s =ie  A-2-0-
O S TR BRI I S\ S I

= =

2 Click on the Format.menu and select Paragraph from the menu options that
appear.

3 Click on the Alignment tab in the window that appears. Select the center
alignment by clicking on the radio button next to your desired selection.

T —_— —_—

Background |
Indents’& Spacing ~ Alignment | Text Flow | Numbering | Tabs | Drop Caps | Borders |
Options
| ClLeft
\ " Right
¥ & center —
| € Justified —
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4 Click the OK button to complete the selection.

You may also change the paragraph alignment by using the appropriate alignment
buttons located within the Formatting toolbar, as seen below.

|Eu Edit View |nsert Format Table Tools Window Help . l 4B
BreBe s vEEiva-¢iv-0- 8- RoBmIXO R

i p.,,J |Defautt =] |pitstream veraSenf x| 1z =] B J U !@! =T :x._!&f‘wg'

|E| [ ....... x .... ;}; ..... ;""‘ ..... ;"';.""L"L.""Ls ......... 6;)_[

- 1 John Quincy Doe
: 2 Post Office Box 123
- 3 Spruce Pine, North Carolina 28777
: 4 Phone: (828) 555-1212
| 5 Email: jqdoe@hisisp.conl
N 6
' 7 Experience and Skills
8
9 Business Experience. Over two years business experience in sales and
: 10 management. Expereince includes:
o 11 e providing cu‘:atomr service i a retail environment. .

Formatting Text

Now that the text for John’s resume has been entered, lists positioned in the
correct order and the resume header aligned, we can now begin formatting the
text. First, we.need tobold some of the text within the resume, including the
header and section titles. To do so, perform the following steps:

1 Using your mouse, place the pointer at the beginning of line 1. Holding
down the left mouse button, drag over lines 1 through 5 to select the text
that will be formatted in bold font.

2 Holding down the CONTROL (CTRL) key on your keyboard, use your left
mouse button to select lines 7, 29, 39, 66 and 74 only. As you will notice,
holding down your CONTROL (CTRL) key allows you to select text in
different areas of a document at the same time.
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3 Click on the Format menu and select Character from the menu options that
appear.

4 If it is not already selected, click the Font tab within the window that
appears. Select the Bold font style within the window list. Click the OK
button to complete the selection.

Font | Font Effects | mMrﬁik] Background |

Eont Typeface Size
Bitstream-Vera Serif Eold
= —
Bitstream Charter «| [Reqular
Bitstream Vera Sans
Bitstream Vera Sans Mono Italic N
Bold Italic 15
Charter 16
urier 18
' Canriar 10 Pitch :l N :I
‘ Language

[" English (UsA) =]

| Fynerience and SkilleHonar<.

You may also change the font style by using the appropriate Font Style buttons
located within the Formatting toolbar, as seen and the next page.
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File Edit View [nsert Format Table Tools Window Help
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1 ohn Quincy Doe
2 Post Office Box 123
3 Spruce Pine, North Carolina 28777
4 Phone: (828) 555-1212
5 Email: jgdoe@hisisp.con
- 6
FExperience and Skills
8
9 Business Experience. Over two years business experience in sales and
10 management. Expersince includes:
o 11 ¢ providing customer service in agetail environment.
12 e performing business transactions and deposits in a face-pace environment.
13 # supervised over three (3) employees in a managerial capacity.
14
15 Marketing Experience. Over one year marketing experience in performing
‘“ 16 marketing dutes and developing marketing strategies. Experience includes:
17 e assisted senior management in developing marketing strategies for

Next, we are going to create’hanging.indents for the text located below each
primary section of the resume. This will allow the section titles to stand out in
the resume and make for easier reading. To create the hanging indents, perform
these steps:

5 Using yourmouse, place the pointer at the beginning of line 9. Holding
down the left mouse button, drag over lines 9 through 27 to select the text
that will be indented.

6 Holding down the CONTROL (CTRL) key on your keyboard, use your left
mouse button to select lines 31 through 37, 41 through 64, 68 through 72,
and line 76. Again, holding down your CONTROL (CTRL) key allows you
to select text in different areas of a document at the same time.
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7 Locate the ruler within the OpenOffice.org application. The ruler is located
between the toolbar and the document area. If the ruler is not visible, go to
the View menu and'select Ruler from the menu list. Then drag the bottom-
left triangle within the ruler to the 1.0” location. This will create the indent
for the text selected.

Window Help
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1 John Quincy Doe

2 Post Office Box 123

3 Spruce Pine, North Carolina 28777

4 Phone: (828) 555-1212

5 Email: jqdoe@hisisp.com

6

7 Experience and Skills

8

9 Business Experience. Over two years business experience in sales
10 and management. Expereince includes:
11 # providing customer service in a retail environment.
12 o performing business transactions and deposits in a face-pace
13 environment.
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Checking Document Spelling

You may have already noticed that John’s resume contains a few spelling and/or
grammatical errors. It is very important that a resume contain no errors. One of
the primary reasons prospective employers throw out a resume is due to mistakes
contained within them.

OpenOffice.org, like Microsoft Office and many other office productivity suites;
contains a spelling tool to reduce or eliminate spelling errors made within your
documents. To spell check John’s resume, follow these steps:

1 If you wish to spell check a specific word or sentence, select the text you
wish to spell check. Otherwise, proceed to Step #2.

2 Go to the Tools menu and select Spellcheck from the menu options
that appear. You may also press the F7 key.on your keyboard to begin
checking for spelling errors.

3 If any potential spelling errors appear;;OpenOffice.org will indicate the
potential error and give you a list of possible suggestions to correct the
spelling.

4 If you see a spelling:suggestion that would correct the error, select it from
the Suggestions list and click the CHANGE button.

5 If you believe that the word in question is spelled correctly, you can click
the IGNORE'ONCE button to proceed to the next potential spelling error. If
the word in question is spelled correctly and you use it often when creating
documents, you may click the ADD button to add it to the Spellcheck’s
dictionary.

When you have completed checking for potential spelling errors, click the CLOSE
button to exit and return to the document.

Saving the Document

Now that the resume has been completed, the document file needs to be saved
like any other word processing document. OpenOffice.org supports over 20 file
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formats for opening and saving word processing documents, including Microsoft
Word. To save the document to your computer’s hard drive or removable disk,
follow these steps:

1 Click on the File menu and choose Save As from the menu options that
appear.

2 Awindow will appear and prompt you to choose a location to.save‘your
document. Choose the location you want to save a documentto in the
Save In popup field.

3 In the field File Name, type the name you would like to/save the file as.

4 Inthe Save As Type popup menu, select the file format you wish to save
the document as, including the OpenDocument Text (.odt) or Microsoft
Word (.doc) file format.

fUsers/gabe/Desktop gl il QI

Title e |size |Date modified
[ Stuff Folder 10/04/2005, 19:05:48

File pame: wesson_ﬁll j Save
File \? |E:penD-:n:ument Text (.odt) _:_I Cancel

Help

,I_ Save with password + Automatic file name extension
5 Click the button SAVE to complete the operation.

(NOTE: If you are given a window prompt that warns you about saving the
document as a Microsoft Word file, click the YES button. The OpenOffice.org
development team has gone to great lengths to help ensure that your document
saved in the Word format will open properly with Microsoft Word. However,
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because the programming code utilized to create the Word file format is
proprietary and not available to the OpenOffice.org team to view for ensuring full
compatibility with Microsoft Word, not all of your document’s formatting may open
up 100% correctly when it is opened using the Microsoft Word application.)

Exporting the Document in the PDF Format

One of the many useful features OpenOffice.org has built-in to the office suite

is the ability to export documents as a Portable Document Format (PDF) file.
OpenOffice.org documents, saved as a PDF file, is a convenient way to share
read-only documents to other users that have a PDF reader application installed
on their computer. However, OpenOffice.org cannot edita document that has
been saved as a PDF file. Therefore, if you wish to save a document for editing at
a later date, save the document in its Native OpenDocument file format.

To save a document as a read-only PDF file, follow these steps:

1 Click on the File menu and choese Export As PDF from the menu options
that appear.

2 When the Export As PDF‘'window appears, OpenOffice.org will provide you
with some additional.optionsfor you to select. Among these options are
the page range and image compression quality. If you choose Lossless
Compression, the file will be exported in the highest quality possible but the
file size willLbe larger. Sending large file sizes via email, for example, will
result in longer receiving and download times. You also have the option to
select JPEG compression to decrease the file size and, therefore, reduce
the amount of time it takes to upload and download a file. OpenOffice.
org allows'you to use the popup menu provided to select the compression
quality on a scale from 1% to 100%, with 1% being the lowest quality. After
you have selected your additional export options, click the EXPORT button.

3 A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save In popup field.

4 In the field File Name, type the name you would like to save the file as.
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5

In the File Format popup menu, make sure Portable Document Format
(PDF) is selected.

Printing the Document

If you are creating a resume, odds are you will sooner or later need to print it on
quality bond paper to distribute to prospective employers. To print the document
within OpenOffice.org Writer, follow these steps:

1

With the file open within OpenOffice.org, click on the File menu and select
Print from the menu options that appear. -You may also hold down the
CONTROL (CTRL) key and press P on the keyboard to prompt for the Print
window.

If you have more than one printer that your. computer can send print jobs to,
select the printer you wish to send the document to in the Printer selection
area.

In the Print Range selection area, use the radio buttons to select which
pages you wish.o printzulf you choose the Pages option, enter the page
range you wish to print (example: 1-5 will print pages one through 5; 1,2,5
will print pages‘one, two and five). If you choose the Selection option,
OpenOffice.orgwill only print the text you have selected (highlighted) within
your document.

In the Copies selection area, enter the number of copies you wish to print
of the document.

If you wish to customize the print job, click on the OPTIONS button and
select or deselect the print options you wish to choose. If you do not want
to customize any print settings, skip to Step #6.
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6 Once you have completed specifying your print settings, click the OK
button to begin printing.

Preparing Your Own/Resume

Now that you have learned how to format a resume using OpenOffice.org, you
can create your own resume if you wish to do so. Before you begin creating
your own resume, you may want to organize some of the information that will be
needed to complete.it. Information that you will need to have within your resume

includes:

* Experience and Skills — Make a list of professional skills and experience
you possess that employers would have an interest in. This would include
computer skills, business-related tasks and other specific skills related
to the position you are applying for. For computer skills, you will want to
list computer applications you are proficient in, such as the OpenOffice.
org office suite or various operating systems such as Linux, Windows® or
Macintosh® OS X.

* Work History — You will need to list employers that you have previously
worked for, beginning with the most recent. Information that will be
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presented in the resume includes job title, employer’s name and location,
the beginning and ending date of employment (month and year is usually
sufficient) and a brief description of your duties while employed. If you
have held positions with many employers in your career, you may want to
narrow your list of employers to three (3) or four (4) where the duties you
performed are most relevant to the position you are seeking. Typically, a
resume should be no longer than two (2) pages in length

® Education and Training — Make a list of the educational institutions you
attended, as well as any additional training you received, and'sort by the
most recent institutions you attended followed by those that enhance your
employability for the position you are seeking. For.example, let’s say
you have a high school diploma, a two-year Associates degree from a
community college in Network Administration and.received a certification
for successfully passing the Linux+ Certification'exam. When you list the
education and training you have received, you would list it in the following
order: two-year Associates degree, high school diploma and finally the
successfully completion of thecertification exam.

* Finally, if you have received any honors or awards, you may list them on
your resume as well. This.would include being elected as an officer for
a school club, articles that you had written and were published, awards
received, and being a member of a volunteer or civic organization.

Once you have organized the information above, you are ready to proceed with
creating your resume. If you need additional information regarding preparing

a resume, the University of Waterloo Career Services Division has detailed
information online about the three types of resumes above and how to prepare

a resume. Their website is http://www.cdm.uwaterloo.cal, and resume
information can be found under Networks and Contacts located in the menu of the
left side of the homepage.

Additional Resources

The Riley Guide: Resumes and Cover Letters
http://www.rileyguide.com/letters.html|
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University of Waterloo Career Development eManual: Resumes

http://www.cdm.uwaterloo.ca/step4 2.asd

Alec’s Career Advice

http://www.alec.co.uk/

OpenOffice.org User Guides: Writer

http://documentation.openoffice.org/

Review Questions

1

Which key would you press on your keyboard 10 allow you:to select text
within different areas of a document at the same time?

Which primary menu item would you select within OpenOffice.org to
change font styles and types, as well as to insert bulleted and numbered
lists?

Approximately how many file formats does OpenOffice.org support for
opening and saving wordsprocessing documents?

(True or False) Text can be formatted in bold type by either selecting the
Format | Charactermenu option or by pressing the Bold format button
located in the Formatting toolbar.

(True or False) Documents exported in the Portable Document Format
(PDF) file type can be edited later with OpenOffice.org.


http://www.cdm.uwaterloo.ca/step4_2.asp
http://www.alec.co.uk/
http://documentation.openoffice.org
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Lesson Objectives

In this lesson, you will learn the following:

1 How to display nonprinting characters and line numbers to aid.in formatting
documents.

2 How to create headers to automatically number pages within:the upper
corner of each page within a document.

3 How to insert page and section numbers within.a document.

4 How to sort paragraphs in alphanumerical order.

Overview

In the previous lesson, you learned how to use Writer to create a winning

resume. Another task students often utilize a word processor for is to complete a
research paper assignment. Research papers can often be very detailed, lengthy
documents that require complex formatting. Writer has all of the capabilities to
successfully complete the creation of a research paper. Moreover, the licensing
terms for the open source word processor application provide students a full-
featured, low cost.solution to complete their assignments at school or home.

In this lesson;you will'learn how to use Writer to perform the fundamental tasks

of formatting a‘research paper. While this lesson will refer to the MLA writing

style regarding.the proper formatting of a research paper, the skills learned in this
lesson.can also be applied for preparing research papers in the APA style, as well
as other research paper styles. Upon completion of this lesson, you will have
learned how to use Writer to display nonprinting characters and line numbers,
insert headers for page numbering, formatting hanging indents, inserting footnotes
and more.
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Getting Started

Before we do so, we need to open the Lesson Three file that is available for use
with this book. To open the file, follow these steps:

1 If you have not already downloaded the lesson files for this:book,
use a web browser to go to http://documentation.o oenoffice.org.{
kconceptualguide/OpenOfficeOrg3LessonFiles.zig.“This\will provide a
direct link for your browser to begin an automatic download of the lesson
files. If a dialog window appears asking where you would like to save the
file to be downloaded, select your computer workstation’s desktop and
begin downloading the file.

2 When the file appears on your computer’s desktop, double-click the file
icon to unzip its contents and access the files associated with each lesson.
Double-click the Lesson Files folder icon that contains the available lesson
files, locate the Lesson 03 folder and double-click on it to access the file for
this lesson. When you have opened the folder, double-click the file named
lesson_03_start.odt to open the file.

Display Nonprinting Characters and Line Numbers

When the lesson file is open, it will be helpful when completing this lesson to
display nonprinting characters and to make line numbers viewable. This will

aid you in following the directions to correctly format the document. To display
nonprinting characters and view the line numbers for the document, follow these
steps:

1. Click on the Tools menu and select Line Numbering from the menu options
that appear.

2 When the Line Numbering selection window appears, click in the checkbox
“Show Numbering” to activate line numbering. Also, in the Interval
selection box located under the View selection area, change the interval to
1. Then click the OK button to view the line numbers within the file.

3 To display nonprinting characters, such as paragraph marks and line


http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip

56 Lesson Three

spacing, click on the View menu and select Nonprinting Characters from
the menu options that appear. You could also hold down the CONTROL
(CTRL) key on your keyboard while pressing the F10 key to activate
viewing nonprinting characters as well.

Formatting Text

One of the first thing that needs to be done to format this research:paper in
accordance with the MLA writing style is to format the text properly. This would
include double-spacing each line, selecting 12-point font.size for all text within the
document and format paragraph indents. To properly format the text within this
research paper, follow these steps:

1 Click the Edit menu and choose Select All from the menu options that
appear.
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2. Click the Format menu and choose Character from the menu options that
appear.

3 Click on the Font tab in the window that appears. Select the Bitstream
Vera Serif font, regular typeface and 12-point font size. Then click the OK
button.
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ant| Font Effects | Position | Hyperlink | Background |

Font Typeface Size
|Bitstream Vera Serif |Reqular |12

Bitstream Charter - 10 ‘I
Bitstream Vera Sans Bold 10.5
Bitstream Vera Sans Mono Italic 11 ._I
Bitstream Vera Senf Bold Italic 12

Charter 13

Courier 14

Canriar 10 Ptch :I 18 ;I

Language

|“J’/ English (USA) _:]

Bitstream Vera Serif

The same font will be used on both your printer and your screen.

4 With the entire documentremaining selected, click the Format menu and
choose Paragraphfrom the menu options that appear.
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5 Click on the Indents & Spacing tab in the window appears. In the
Indent selection area, use the First Line selection field to configure each
paragraph to indent the first line by 0.5”. In the Line Spacing selection
area, select Double from the popup menu provided. In the Register-Tr
selection area, place a checkmark within the checkbox provided to activa
the feature. Then click the OK button. L 2

- o e
@he document do not need to be formatted with a paragraph

Afew lin
indent. % d include the cover page, the works cited page as well as
ion h

ings. To format these areas, follow these steps:

Using your mouse, place the pointer at the beginning of line 1. Holding
down the left mouse button, drag over lines 1 through 23 to select the cover
page text.
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7 Holding down the CONTROL (CTRL) key on your keyboard, use your left
mouse button to select lines 54, 111, 193, 240, 315, 355, 449 and 524
through 556 only. As you will notice, holding down your CONTROL (CTRL)
key allows you to select text in‘different.areas of a document at the same
time.

8 Click on the Format menu and choose Paragraph from the menu options
that appear.

9 Click on the Indents & Spacing tab in the window appears. In the
Indent selection area, use the First Line selection field to configure each
paragraph to indent the first line by 0.0”. Then click the OK button.

_ Background |
indents & Spacing | Alignment | Text Flow | Numbering | Tabs | Drop Caps | Borders |

Indent-._ =

Before text |r:J oo" :|
After text |0 oo* :l

Eirst line [000T ]| [me—
I" Automatic —
Specng —

Above paragraph | - |
Below paragraph | o |
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Text Alignment

Next, we need to change the text alignment for the cover page and section
headings from left alignment to center alignment. To do so, follow these steps:

1 Using your mouse, place the pointer at the beginning of line 1’ (o] @
down the left mouse button, drag over lines 1 through 23 to e cover
page text.

3 Click on the Format menu and choose from the menu options

area, choose the Cente tion by clicking your mouse button
en click the OK button.

that appear. Q
4 Click on the Alignment tab i in @p appears. In the Options selection
ded
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Inserting a Header for Page Numbering

For large documents, such as this research paper, it is helpful for readers to refer
back to certain sections by having page numbers printed on each page. While
you could manually number each page yourself, an easier method isto have the
word processor insert page numbers automatically. For this document, we will
insert a header and place the page number within it. To do_so, follow these steps:

1 Click the Insert menu, select Header from the menu options that appear
and select Default from the submenu options that appear.
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2 When the option.is selected, you will notice that the word processor places
a separate text area at the top of each page within the document. If you
had selected Footer from the Insert menu, the text area would have been
placed.at the bottom of each page. When you type text within a header or
footer, the text appears on each page of the document. In this exercise,
type Online Learning Method. Because you are typing within the header
area, the text is automatically formatted in bold.

24 Online - Learning - Method -]

503 Leaming more about-myself:as-well-as-the-learning- methods: has been

504 enjoyable-and-enlightening. - During the-semester, [ have come-away-with-a
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3 Press the SPACE BAR key three times to place some space between the
text and where the page number will be positioned. Then click the Insert
menu, select Fields from the menu options that appear and select Page
Number from the submenu options that appear. When doing so, the field
that is inserted into the header automatically numbers each page within.the
document.
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4 Finally, we need to change the alignment of the text within the header from
center to right alignment. To do so, click the Format menu and choose
Paragraph from the menu options that appear.

5 Click on the Alignment tab in the window appears. In the Options selection
area, choose the Right alignment option by clicking your mouse button
within the radio button provided. Then click the OK button.
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Inserting Footnotes

Footnotes, used for embedding explanatory notes within a research paper
formatted in the MLA documentation style, are considered optional. The research
paper we are formatting for this exercise does not need a footnote. However, if
you ever need to include a footnote within a research paper in the future, you may
do so using Writer by following these steps:

1 Place your cursor within the page you wish the footnote to.appear. For
this example, place your cursor at the end of the sentence in line 482 by
clicking at the location with your left mouse button.

Eile Edit Yiew [nsert Fgrmat Table Tools \indow Help S & *

BrecNc@is3 vE XS ¢ 6o sm- o anEa o |
J' u =-:__-!.__.

i hJ |Body =] |ptsream vera Serd = |12 ='! i -
=] [ ......... ! ? }_ - 2. + i . 4 e E +

23 Online - Learning -Method 23

481 oftenproduces alove-hate relationship-among instructors-and-negative

482 learning experiences-among students --(Pratt-et-al,-1998,-p.-60).}1

483 Onlipe-learning,.-on-the-other-hand,-is-very much-a-learner-centric

2 Go to the Insert menu and select Footnote from the menu options that

appear.
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love-hate-relationship-among instructors-and-negative
hces-among-students - (Pratt-et-al,- 1998, p.-60).}1

ning, onthe-other hand, is-very much-a-learner-centric
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3 In the Insert Footnote window that appears, select Automatic within the
Numbering selection area for the footnotes to be listed numerically at the
bottom of the page.

4 Select Footnote within the Type selection area.

e o X! Insert Footnote

Numbering =
+ Automatic ‘J(E

L LA LTI LER PR TERR S

" Character |_ é Sci

Type
* Footnote O
" Endnote

5 Click the OK button to complete the operation. A superscript will be
placed at the end of the sentence in line 482 and the footnote will appear
at the bottom of the page. You can then type notes you wish to add. To
immediately remove the footnote, click on the Edit menu and choose Undo:
Insert Footnote from the menu options that appear.

Inserting Page Breaks

Within the research paper, we need to be assured that the cover page and the
works cited page are both on a separate page from the rest of the document.
Rather than using the ENTER or RETURN key on the keyboard to place spaces
and move those sections to their respective pages, we can insert page breaks at
the end of the cover page and the beginning of the works cited page. That way,
whenever you add text or make formatting changes to the body of the document,
the cover page and works cited page would remain on its own individual page. To
insert page breaks within this document, follow these steps:
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1 Place your cursor at the beginning on line 8 within the document. Press
the DELETE key on your keyboard three (3) times to remove some of the
empty lines within the cover page.

2 Place the cursor at the beginning of line 21 by clicking at the beginning. of
the line with your left mouse button.

mmﬂumww-xmmwuw S T 2 g
B eZasR PE XL -¢ e AF- v ﬂ&ﬁlﬂm@!
.;,, ]Bod;.' 5] [prsvesmvennsed 312 3] B 7 U [E]= a-mqr A-v-2-0
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14 ‘Instructional-Strategies In Education
B 15 Instructor: Tammy-Weisler,- PhD- 9
16 1
~ 17 1
18 1
19 Seplember 22,2005
i 20 0

3 Go to the Insert menu and select Manual Break from the menu options that
appear.
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4 When the Manual Break window appears, click on the Page Break radio

button within the Type selection area.

If you are creating the page break for a specific purpose, you may select
one of the formatting options from the Style popup menu. If you wish to
have a standard page break, as we want for this exercise, leave the popup
menu selected None.

- NSNS X! Insert Break

Type
" Line break K

" Column break “Vcancel

(* Page break =
e
sy ) Eme

I Change paw‘:
5|7

A

6 When you have selected the formatting options you wish the new page to

have, click the OK button to complete the operation. A page break is then
placed at the end of line 21. A page break is represented with a blue line
running across the document editing area.

Place your cursor at the beginning on line 522 within the document. Press
the ENTER or RETURN key on your keyboard three (3) times to remove
the Works Cited heading down three lines onto the next page.
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Eile Edit View [nsert Fgrmat Tgble Tools Window Help x
BrcBoF s vEXRR-¢ h-e- - NeamE @[
i bJ |Body =] |ptstream veraSenf ¥ |12 x| B [f U E@; m(iEicdiE= A-W-40- ]
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‘ }
E 25 Online - Learning - Method 251

523 1
B 524 q

525 Works: Cited

526 1
5 527 9

528 Butler.David-W.-Selecting A Quality® Distance LCeamina Proarmam.-(2004).

8 Place the cursor at the beginning ofline 523. Then go to the Insert menu
and select Manual Break from:the menu options that appear.

9 When the Manual Break window appears, click on the Page Break radio
button within the Type selection area.

10 If you are creating the page break for a specific purpose, you may select
one of the formatting options from the Style popup menu. If you wish to
have a standard page break, as we want for this exercise, leave the popup
menu selected None.

11 When you have selected the formatting options you wish the new page to
have, click the OK button to complete the operation. A page break is then
placed at the end of line 523.

(NOTE: Instead of selecting the Insert menu, you can also create a new page

break by holding down the CONTROL (CTRL) key and press the Enter key on the
keyboard.)

Creating Hanging Indents

Now that the works cited page has been formatted with a page break, the text
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within the section needs to be formatted with a hanging indent. A hanging indent
is formatted the opposite of a normal paragraph indent; the first line is left aligned
while the second and subsequent lines are indented. To format the Works Cited

section with hanging indents, follow these steps:

1 Using your mouse, place the pointer at the beginning of line 529. Helding
down the left mouse button, drag over lines 529 through 558 to select the
works cited text.

2 Locate the ruler at the top of the text editing area. On the left:side of the
ruler, you will the Hanging Indent marker. The Hanging Indent marker
looks much like an hourglass.

Eile Edit Wiew |nsert Fgrmat Tgble Tools Window Help =
B-sHe 2N VE LD e-- & v B cdEo @ )

i bJ [Body =] [pitstream veraserif =] [12 x| B J U IE‘I AMiTcEE A-Y-2-1

L 2 ] ril=l]

3 : 4

= SEC I Cranting Postsecondary Institutions: 2000-2001 .-~ Washington- D.C. USA,

United-States Department: of Education, National Center-for Education

Statistics - NCES-2003-017.~(pp.-1-95).-9

360 1

3 Place your pointer at the bottom-half of the Hanging Indent marker.
Holding down your left mouse button, drag the Hanging Indent marker
within the ruler to the 0.5” mark. When doing so, the top-half of the
Hanging Indent marker also drags to the 0.5” mark. To reposition the
top-half of the Hanging Indent marker to the 0.0” mark, place your pointer
on the top-half of the marker and drag it back to the 0.0” position. When
completed, 0.5” hanging indents are created for the Works Cited section.
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Sorting Paragraphs

According to the MLA documentation style, the works listed within the Works
Cited section need to be listed in alphabetical order. Rather than cutting and
pasting the works into the correct.order, we can select paragraphs and sort them

in alphabetical order. While our Works Cited section is still selected from creating
the hanging indents, we.can easily sort the works in the correct order. To sort

paragraphs in alphabetical order, follow these steps:

1 With the Works Cited section selected, click the Tools menu and select Sort

from the menu options that appear.
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2 When the Sort window appears, select Key 1 by clicking within the
checkbox provided. This indicates the first sort order you are specifying for
the selected text.

3 For the Key Type, select Alphanumeric within the popup menu provided:.

4 Finally, choose Ascending Order within the Sort Criteria selection area by
clicking within the radio button provided. Once the appropriate selection
criteria have been specified, click the OK button.

Sort criteria

Column  Key type Order \ oK
FEEFTJE Il ﬂ Iﬁlphanumeric :I Oy E I [ Sl
C Des
; el
|_Kaya {1 =] |alphanumeric | @ _Ascend Help
' Descending
[ Key3 1 = ic 4 cending
Descending
Direction
" Columns
& Rows |_
Language - _,

Using Word-Count

Often times when receiving a research paper assignment, the instructor will
provide a list of requirements that the final paper must meet. One of the most
common requirements specified for a research paper if for it to have a minimum
number of words. OpenOffice.org Writer has a word count feature that can assist
users in determining the number of words contained within a document.

To use the word count feature, simply click the Tools menu and select Word
Count from the menu options that appear. The word count feature will display
the number of words within a document or selected text, as well as the number of
characters typed within the document. To close the Word Count window, simply
click the OK button.
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Checking Document Spelling

One of the most important steps in completing a research paper is to check the
document for grammatical and spelling errors. Although OpenOffice.org currently
does not have a grammar check tool, you can speed up the process of checking
for document errors within Writer by utilizing the Spellcheck tool. To check for
spelling errors within this research paper, follow these steps:

1 If you wish to spell check a specific word or sentence,select the text you
wish to spell check. Otherwise, proceed to Step #2.

2 Go to the Tools menu and select Spellcheck from the.menu options
that appear. You may also press the F7 key.on your keyboard to begin
checking for spelling errors.

3 If any potential spelling errors appear, OpenOffice.org will indicate the
potential error and give you a list'of possible suggestions to correct the
spelling.

4 If you see a spellingssuggestion that would correct the error, select it from
the Suggestionsdist and.clickthe CHANGE button.

5 |If you believe that.the.word in question is spelled correctly, you can click
the IGNORE'ONCE button to proceed to the next potential spelling error. If
the word in question is spelled correctly and you use it often when creating
documents, you may click the ADD button to add it to the Spellcheck’s
dictionary.

When you have completed checking for potential spelling errors, click the CLOSE
button toexit and return to the document.

Saving the Document

Now that the research paper has been completed, it is time to save the document.
To save the document to your computer’s hard drive or removable disk, follow
these steps:
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1 Click on the File menu and choose Save As from the menu options that
appear.

2 A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save In popup field.

3 In the field File Name, type the name you would like to save the file as:

4 In the Save As Type popup menu, select the file format you wish to save
the document as, including the OpenDocument Text (.odt) or Microsoft
Word (.doc) file format.

800 % Save as
/Users/gabe/Desktop V ;I ﬂ QI
Title [Type |si »[Date modified
) Stuff Folder 11/09/2005, 08:21.22

File name: |Iessnn_03 H Save
File type: |OpenDnc ument Text (.odt) j Cancel

Help
[C Save wrﬁmu@ I+ Automatic file name extension

5 Click the button SAVE to complete the operation.

(NOTE: If you are given a window prompt that warns you about saving the
document as a Microsoft Word file, click the YES button. The OpenOffice.org
development team has gone to great lengths to help ensure that your document
saved in the Word format will open properly with Microsoft Word. However,
because the programming code utilized to create the Word file format is
proprietary and not available to the OpenOffice.org team to view for ensuring full
compatibility with Microsoft Word, not all of your document’s formatting may open
up 100% correctly when it is opened using the Microsoft Word application.)
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Exporting the Document in the PDF Format

As mentioned in the previous lesson regarding creating a resume, one of the
many useful features OpenOffice.org has built-in to the office suite is the ability. to
export documents as a Portable Document Format (PDF) file. Saving a research
paper as a PDF file has a number of possible advantages, including being able to
share the document as read-only, making it difficult for others to'alter the contents
within the paper. Moreover, a research paper saved in the PDE format could be
read by anyone who has one of a number of free PDF reader. applications, as
opposed to saving the document in a format that requires a specific-application

to read it. Remember, however, OpenOffice.org cannot edit a.document that has
been saved as a PDF file. Therefore, if you wish.to save a document for editing at
a later date, save the document in its Native OpenDocument file format.

To save a document as a read-only PDF file, follow these steps:

1 Click on the File menu and choose Export As PDF from the menu options
that appear.

2 When the Export As PDF window appears, OpenOffice.org will provide you
with some additional options for you to select. Among these options are
the page range and.image compression quality. If you choose Lossless
Compression, the file will be exported in the highest quality possible but the
file size will be larger. Sending large file sizes via email, for example, will
result in longer receiving and download times. You also have the option to
select JPEG compression to decrease the file size and, therefore, reduce
the amount.of time it takes to upload and download a file. OpenOffice.
org allows you to use the popup menu provided to select the compression
quality on a scale from 1% to 100%, with 1% being the lowest quality. After
you have selected your additional export options, click the EXPORT button.

3 A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save In popup field.

4 In the field File Name, type the name you would like to save the file as.

5 In the File Format popup menu, make sure Portable Document Format
(PDF) is selected.
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Printing the Document

The final step in completing a research paper assignment is to print the document.
To print the document within OpenOffice.org Writer, follow these steps:

1

With the file open within OpenOffice.org, click on the File menu and'select
Print from the menu options that appear. You may also hold down the
CONTROL (CTRL) key and press P on the keyboard to prompt for.the Print
window.

If you have more than one printer that your computer can send print jobs to,
select the printer you wish to send the document to in the Printer selection
area.

In the Print Range selection area, use:the radio buttons to select which
pages you wish to print. If you choose the Pages option, enter the page
range you wish to print (example: 1-5will print pages one through 5; 1,2,5
will print pages one, two and five). [If you choose the Selection option,
OpenOffice.org will only print the'text you have selected (highlighted) within
your document.

In the Copies selection area, enter the number of copies you wish to print
of the document.

If you wish to customize the print job, click on the OPTIONS button and
select or deselect the print options you wish to choose. If you do not want
to customize‘any print settings, skip to Step #6.
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6 Once you have completed specifying your print settings, click the OK
button to begin printing.

Additional Resources

Writing a Thesis with OpenOffice.org

http://documentation.openoffice.org/HOW_TO/word_processing/How to_Write_a_|
Thesis_in_00o0.pd

I. Lee: How to Write Footnotes and Endnotes in MLA Style
http://www.aresearchguide.com/7footnot.htmi

Purdue University Online Writing Lab: Using Modern Language Association (MLA)
Format

http://owl.english.purdue.edu/handouts/research/r_mla.html

Review Questions

1 Which primary menu item would you select within OpenOffice.org to make
nonprinting charaeters visible when editing a document?

2 What is the name of the separate text area at the top of each page that is
often used to insert page number fields within a research paper?

3 What type of document formatting option allows you to embed explanatory
notes within a research paper, where the notes are placed at the bottom of
the page?

4 (True or False) A page break is represented with a blue line running across
the document editing area.

5 (True or False) Paragraphs can be sorted into alphabetical order without
having to use the cut-and-paste method.


http://documentation.openoffice.org/HOW_TO/word_processing/How_to_Write_a_Thesis_in_OOo.pdf
http://documentation.openoffice.org/HOW_TO/word_processing/How_to_Write_a_Thesis_in_OOo.pdf
http://www.aresearchguide.com/7footnot.html
http://owl.english.purdue.edu/handouts/research/r_mla.html
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Lesson Objectives

In this lesson, you will learn the following:

1 How to change the page size and orientation for an OpenOffice.org Writer
document.

2 How to add and format columns within a Writer document.
3 How to insert and format graphics within a Writer document.

4 The advantages and disadvantages of exporting a. dogument as a Portable
Document Format (PDF) file.

Overview

In the last two lessons, we haveilearned how Writer has a vast array of features
that allow users to create the most.complex text documents. However, Writer can
create much more than text documents. Writer has the features and capabilities
to create documents with elaborate’layouts and graphics, including newsletters,
brochures, web pages and much more.

In this lesson, youwill become acquainted with Writer’s formatting capabilities
to create a travel brochure. Upon completing this lesson, you will have learned
the fundamentals in.creating complex layouts, including formatting text columns,
adjusting page‘orientation and margins, elaborately formatting text and inserting
high resolution.graphics.

Getting Started

Before we do so, we need to open the Lesson Four file that is available for use
with this book. To open the file, follow these steps:

1 If you have not already downloaded the lesson files for this book,
use a web browser to go to http://documentation.openoffice.org,1



http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip

[Creating a Brochure Using Writer| E

kconceptualguide/OpenOfficeOrg3LessonFiles.zig. This will provide a
direct link for your browser to begin an automatic download of the lesson
files. If a dialog window appears asking where you would like to save the
file to be downloaded, select your computer workstation’s desktop and
begin downloading the file.

2 When the file appears on your computer’s desktop, double-click the file
icon to unzip its contents and access the files associated with each’lesson.
Double-click the Lesson Files folder icon that contains_the available lesson
files, locate the Lesson 04 folder and double-click on it to access the file for
this lesson. When you have opened the folder, double-click the file named
lesson_04_start.odt to open the file.

Changing Page Size and.Orientation

Once you have opened the lesson file,.you will notice that much of the text for this
brochure has already been provided. Like virtually any other text document, it is
easier to enter the text within the.document first before proceeding with adjusting
the formatting of the document.' To create this brochure, we will need to adjust the
page size, margins and.orientation.so that, when printed, the pages can be folded
properly for distribution.

To change the page'size, margins and orientation, follow these steps:

1 Click on.the Format menu and select Page from the menu options that
appear.

2 When'the Page Style window appears, click on the Page tab at the top of
the.window (if it isn’t already selected).

“Brganizer Page | Background | Header | Footer | Borders | Columns | Footnote |

Paper format
Format
Width B.50" > |

Height 1100 =
Onentation & Portrait
 Landscape Paper tray [[From printer settings] x|

[T BN I mummuilk o s



http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
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3

6

Using the Format popup menu, select the predefined paper size you will
print your document on. For this brochure, select Letter. When you select
an option, the width and height will automatically change to format itself

to the predefined paper format. Because the paper size format Letter
was chosen, the width and height was automatically formatted 8.5” and
11.0” respectively. If this had been another type of document and yourhad
wished to select a custom paper size, you could have utilized the Width
and Height menus to enter the appropriate page size.

In the Margins selection area, specify your page margins for your document
by entering the appropriate measurements. For this brochure, enter 0.79”
for the left, right, top and bottom margins.

Because a tri-fold brochure is being created, the page orientation also
needs to be adjusted. Using the Orientation radio buttons located within the
Paper Format selection area, select Landscape.

7 o B Y
‘ Organizer Page | Background | Header | Fogter | Borders | Columns | Footnote |

Paper format -
Eormat
Width
Height
Orientation © Po
& Lan Paper tray [[From printer settings] =
Harglns - Layout settings
079" : | Page layout [Right and left =]
Format [1.2.3... [~ |
m ™ Register-true
{Q {J T I'leferr_lnu:e Style J

| (o] 4 I Eancel] Help | Reset |

In the Layout selection area, you have the option to select the register-true
format feature. When you select this feature, it can make pages easier

to read by preventing gray shadows from appearing between the lines of
text. This could be a useful feature if your document will be printed on

the front and back of pages, such as this brochure. To select this feature,
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click inside the checkbox. When a checkmark appears within the box, the
feature is enabled. In the Reference Style popup menu located beneath
the Register-True checkbox, select Text Body from the options provided.

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

Eormat ILetIer - I
Width |1 1.00° 3:

Height [850° =
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7 Once you have selectedyour page style formatting options, click the OK
button to complete the selection.
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iThe Blue Ridge Parkway is history waiting to be discovered! Although the Blue Rid
rl.maril]y as a scenic byway, it is also a cross-section of Appalachian mountain history:
00 miles along the crest of the Blue Ridge mountains through Neorth Carolin
encompasses some of the oldest settlements of both pre-historic and early Europea
possible to trace much of the 200-year-plus history of Appalachian culture simply by
open and attuned to what remnants are lef.

The Trail Cabin is a 19th-century log cabins illustrating the occasional isolated exis
resident. The Trail Cabin is especially notable for its spectacular location, and the
called one of the finest examples of cabins along the Parkwaihy landscape architect £
Puckett Cabin is associated with stories of Mrs. Orleana Hawks Puckett, a busy mount
late 19th century. The Jesse Brown Farmstead consists of a cabin, spring house, and
Springs Baptist Church.

By the 20th century, the Blune Ridge was viewed as a desirable location for men of weall
the Moses H. Cone and Julian Price Memorial Parks are examples of this. The Cone est:
of-the-century manor house and 24 miles of carriage roads. The most obvious moderr
landscape is of course the Parkway itself, conceived and designed 60 years ago as a sce
econsamvalnr af tha natural and histarical treasnres af the Rlns Ridos. Tadae it iz the
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Adding Columns

After changing the page size and orientation of the document, the next thing that
needs to be done is to format the text within columns. This brochure will be a tris
fold, which will result in three columns of text formatted between folds. Therefore,
we need to add three columns to this document.

To create columns for this document, follow these steps:

1 Click on the Format menu and select Columns from the menu options that
appear.

2 Within the Settings selection area, you may click on one-of the predefined
column formats available to you or enter the number of columns you wish
your document to have. For this brochure;select the predefined three (3)
column format or enter (3) into the Columns.format field.

800 X Colanns v
- \J
I = M =
§uumr:5 = |E= == Cancel |
|3 -| === L —
Help
Width and spacing

&pply to
Column L] 2 : ‘ll _
B’ %Y =l E [Page Style: De'7]

Wit 3
o = [0 o
Width

5=

Sepanmr line
» nﬂ it l b [ (L8 :
A

If you want to customize the width and spacing of the columns within

your document or add a separator line, utilize the fields available within
the appropriate selection areas. For this brochure, enter 0.10” within the
spacing selection field and press the TAB key on your keyboard. You
should notice the column width for each of the three columns change from
3.14” to 3.08".

Spacing
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Formatting Text (changing font type, size,
alignment and style)

The next step in completing the brochure is to format the text. For a brochure, the
text needs to be very legible and easy on the eyes when reading. To accomplish
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this, we will choose a font that is legible when reading, increase the size of some
of the text so that certain points catches the readers attention and bold the text
throughout the brochure to make it easy on the eyes when reading.

To format the text within the brochure, follow these steps:

1 With the brochure document open, click on the Edit menu andichoose
Select All from the menu options that appear. When doing s, the text.in
the entire document is selected.

2 Next, click on the Format menu and select Character from the menu
options that appear.

3 Ifitis not already selected, click the Font tab within the window that
appears. Select the Bitstream Vera Serif fant within'the Font window list.
In the Typeface selection area, choose the Bold font style. In the Size
selection area, select size 12. Once_you have made these selections, click
the OK button.

Font | Font Effects | Position | Hyperlinld'BNMd |

0
Font A eface Size
[Bitstream Vera Serif [Bold |10
Bitstream Charter a
Bitstream Vera Sans .

Bitstream Vera Sans Mono Italic 11 _I
Bitstream Vera Senf Bold Italic 12
Charter 13
Courier 14
Cauriar 10 Bte b :I 15 :I
v Language
{*¥ English (USA) |
p ’J
|/| The Blue Ridge Parkway

4 Now that the main body of text has been formatted, a few lines of text need
some additional formatting. Look at column two of the brochure document.
Using your mouse, select the text What’s waiting for you to discover.
Within the Formatting toolbar located just above the ruler at the top of the
document, locate the Font Size popup menu and select 24. The size of the
selected text will be formatted accordingly.
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File Edit Wiew Insert Format Table Tools Window Help
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The Blue Ridge Parkway is history National Park system. 7
waiting to be discovered! Although the
Blue Ridge Parkway is seen primarily as
a scenic byway, it is also a cross-section
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through North Carclina and Virginia, it {98 vou to
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seltlements of both pre-historic and early
European settlement. It is possible to
trace much of the 200-year-plus history

5 With the text still selected from Step #4, locate the Paragraph Alignment
buttons within the Formatting toolbar. Click the Centered alignment button
and the text will be centered within the column it appears in. This will
format the heading for our inside bulleted list.

Eile Edit View Insert Format Table Jools MW I:l':
BrecBaldEs A PRl -0 85 v REAMTQ D |

i &) [Body =] [eisreamakerasedt =] 22 =] [B]/ U E[E]|m m Fimsa A-Y-4-
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The  Blae Ridge Parkway is history National Park system.
waiting to be discovered! Although the
IB]‘.' Ridge Parkway is seen primarily as
a scenic byway, it is also a cross-section
of Appalachian mountain history.
iﬁtrel.chlng almost 5300 miles along the
crest of the Blue Ridge mountains
: through North Carclina and Virginia, it
[- encompasses some of the oldest

What's waiting

for you to

settlements of both pre-historic and early
European settlement. It is possible to
trace much of the 200-year-plus history

6 Below the heading that we just formatted, you will find a text list containing
four points. This needs some additional formatting. To select the text,
place your mouse pointer at the beginning of the first point. Holding down
the left mouse button, drag over the next nine lines to select for editing.
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After selecting the text, locate the Font Size popup menu within the
Formatting toolbar and select 46 from the size options provided. While
the text is still selected,docate the Paragraph Alignment buttons within the
Formatting toolbar and click'the Left alignment button.
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8 Because the text we formatted in Step #7 will be a list located within the
inside of the brochure, it would be helpful to format the text as a bulleted
list. With the text remaining selected, click on the Format menu and
choose Bullets and Numbering from the menu options that appear. When
the window appears, select the Bullets tab. A number of bullet formats will
be presented. For this brochure, select the second arrow format:lecated
on the lower row within the options provided. Then click the OK button to
complete the formatting.

Bullets | Numbering type | Outline | Graphics | Position | optiunﬁi ( \»

Selection y s {"“
. ® * |
. L * u
. ® . |
> v
> v
> v

9 The final text remaining to be formatted is that which will appear on the
front of the brochure. Below the bulleted list we just formatted, you will find
the text that will appear on the cover of the brochure. Using your mouse,
select the text The Blue Ridge Parkway. After selecting the text, locate
the Font Size popup menu within the Formatting toolbar and select 36
from the size options provided. While the text is still selected, locate the
Paragraph Alignment buttons within the Formatting toolbar and click the
Centered alignment button.

10 Finally, use your left mouse button select the last line of text History
Waiting To Be Discovered! . After selecting the text, locate the Font Size
popup menu within the Formatting toolbar and select 18 from the size
options provided. While the text is still selected, locate the Paragraph
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Alignment buttons within the Formatting toolbar and click the Centered
alignment button.
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Inserting and Formatting Graphics

All of the text that will be present in the brochure has been formatted. The
brochure may look anything but desirable at this point. However, the brochure will
take shape as we begin with the last major process of completing the formatting of
the brochure: inserting and formatting images within the document.

When you accessed the file associated with this lesson, you may have noticed an
extra folder labeled “Images” within the lesson folder. Inside the folder contains
four images that we will insert into the brochure. Upon completing the insertion
of these images within the brochure, the document should be near completion for
saving.

To insert the images within the brochure, follow these steps:

1 The first image that will be inserted into the brochure will be placed at the
beginning of the first paragraph that currently appears within the document.
Using your mouse, place the pointer in front of the first character of the
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paragraph. When the I-bar appears, click your left mouse button and

a cursor will be flashing in front of the paragraph. Press the ENTER or
RETURN key on the keyboard to insert and additional line in front of the
first paragraph, allowing space to insert the first image.

2 In the center of your keyboard, located to the left of the numeriekeypad,
find the arrow keys and press the key that points up. This will position the
cursor into the front of the first, empty line you just created.

=] [Bitstream verasert ¥ [10 =] [B]/ UV = =

The Blue Ridge Parkway s history National Park system.

waiting to be discovered! ARlthough the

Blue Ridge Parkway is seen primarily as

a scenic byway, it is also a cross-section Hist

: of Appalachian _mountain _history. | YATTa - #le varad#ieer

| the most visited site in the United States I

3 Click on the Insert menu, select Picture from the menu options that appear
and then select From File within the submenu options that appear.
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4 When the Insert Picture window appears, use the navigation buttons
located in the upper-right corner of the window to locate the image files
associated with this lesson. These photos can be found in the Lesson
04 folder, which is contained within the downloadable Lesson Files folder
associated with this book. Once you have located the images, use your
mouse to click on the image file lesson_04_image01.jpg to select it. If you
wish to see a preview of the image within the Insert Picture window, make
sure the Preview checkbox is selected by clicking within it. Toinsertiit
within the brochure, click the OPEN button.

(NOTE: The LINK checkbox located within the Name and Type selection
area allows you to place an image within the brochure without actually
embedding the image into the document file. When a checkmark appears
within the box provided, this means the Link formatting option is selected.
This method allows you to reduce thefile size of the document. However,
if you send a document to another user and want the images to be included
properly, you must either embed the images within the document itself by
deselecting the Link option or by exporting the entire document as a PDF
file.)

‘®on 1! ture
UsersigabeTaxthook DevelopmentOpenOfficaiOp e Book/_ fimage Files J :lgl

sson 04 _imagedlipg Graphi 7 : I. 111 3 KB 10/05/2005, 1627 5¢
sson_04_magedl jpg  Graphics [jpgl 2751 KB 10M05/2005, 16:24:32
< lesson_04_image03jpg Graphies(pg) 2414 KB 10/05/2005. 16:26:11
. lesson_04_imagedd jpg  Graphics (igg) 175.7 KB 10/05/2005, 16:25:29

File pame les<on_04 image0l jpg = | Dpen |
Style: Graphics __‘_"] Cancel I
File : farmats (* bmp,* daf;* emf,* eps;* gf » jpg.* =
p = pi*.dx ps* gt ipg. ipE] Help I
7\! Freview|

5 . Next, we are going to insert the second image into the brochure. The
second image will be placed below the second paragraph. If there is
an empty line at the top of the second column (or before the second
paragraph), place your mouse button at the beginning of the empty line.
When the I-bar appears, click your left mouse button and a cursor will be
flashing in front of the paragraph. Press the DELETE key on the keyboard
to remove the empty line.

ol
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File Edit View [nsert Format Table Tools Window Help
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6 Using your mouse, place the pointer.at therempty line located beneath the
second paragraph. When the d-bar appears, click your left mouse button
and a cursor will be flashing in front of the paragraph.
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7 Click on the Insert menu, select Picture from the menu options that appear
and then select From File within the submenu options that appear. When
the Insert Picture window appears, use the navigation buttons located
in the upper-right corner of the window to again locate the image files
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associated with this lesson. Once you have located the images, use your
mouse to click on the image file lesson_04_image02.jpg to select it. To
insert it within the brochure, click the OPEN button.

e6n N Insert picture
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8 The third image that will be inserted into the brochure will be placed

at the beginning of the third paragraph that currently appears within

the document. Using your mouse, place the pointer in front of the first
character of the third paragraph. When the I-bar appears, click your left
mouse button and a cursor will be flashing in front of the paragraph. Press
the ENTER or RETURN key'on the keyboard to insert and additional line in
front of the third paragraph, allowing space to insert the third image.

9 In the center of your/keyboard, located to the left of the numeric keypad,

find the arrow keys and press the key that points up. This will position the
cursor into‘the front of the empty line you just created.
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10 Click on the Insert menu, select Picture from the menu options that appear
and then select From File within the submenu options that appear. When
the Insert Picture window appears, use the navigation buttons located
in the upper-right corner of the window to again locate the image files
associated with this lesson. Once you have located the images;use your
mouse to click on the image file lesson_04_image03.jpg to select it. To
insert it within the brochure, click the OPEN button. When completed, the
first page of the brochure should look similar to below.
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11 The final image that will be placed into the brochure will be located in the
third column on the second page, in between the brochure title The Blue
Ridge Parkway and the tag line History Waiting To Be Discovered!.
Before we can insert the image, however, we need to position the
brochure title and tag line within the third column. Locate the first line of
the brochure title, within the first column of the second page. Using your
mouse, place the pointer in front of the first character. When the I-bar
appears, click your left mouse button and a cursor will be flashing in front of
the text.
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Deautilil scenery
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12 Press down on the ENTER or RETURN key on the keyboard. Continue to
hold down the key to insert additional lines in front of brochure title. When
the beginning of the brochure title reaches the second line of the third
column, release the key. Thebrochure title is now in its proper position.
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13 Three additional lines needs to be added between the brochure title and
the tag line to allow space for the image, as well as to center the image
between them. To do so, use your mouse to place the pointer in front of
the first word of the tagline (History). When the |-bar appears, click your left
mouse button and a cursor will be flashing in front of the text. Press the
ENTER or RETURN key three (3) times to place the appropriatesnumber of
lines between the title and tag line.

14 In the center of your keyboard, located to the left of the numerie keypad,
find the arrow keys and press the key that points up:two (2) times. This will
position the cursor in the center of the title and tag line.
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15 Click on the Insert menu, select Picture from the menu options that appear
and then select From File within the submenu options that appear. When
the Insert Picture window appears, use the navigation buttons located
in the upper-right corner of the window to again locate the image files
associated with this lesson. Once you have located the images, use your
mouse to click on the image file lesson_04_image04.jpg to select it.-To
insert it within the brochure, click the OPEN button. When completed, the
second page of the brochure should look similar to the illustration.on the
following page.
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16 Finally, we are going to add a shadow effect to each of the images inserted
into the brochure. To add a drop shadow to an image, click once on an
image using the left mouse button to select it. Then click on the Format
menu and select Picture from the menu options that appear. When the
Picture window appears, click the Borders tab and select the Bottom-Right
shadow position located in the Shadow Style selection area. Click the OK
button, and repeat the process for each image within the brochure. The
image formatting will then be complete.
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Type | Options | Wrap | Hyperlink | Picture | Crop Borders | Background | Macro |

Line arrangement Line Spacing to :ontants
Default Style Left
=] ) - - None - =l | aight ﬁ|
User-defined 0.50 pt ﬁ\
e 100 pt :
— 2 50 pt Bottom q a
4,00 pt o W
oo n R \
Color
(I Black
Shadow style l
Position Distance hy
O = [m] m]| (] |CI.D?" : ] | Gray =]

Exporting the Document in the PDF Format

Finally, we are going to save the brochure as a Portable Document Format

(PDF) document. The PDFEfile format is one of the preferred formats among
graphic artists and commercial printers. When sending documents to a printer

to be mass-produced, like a brochure for example, PDF files retain the original
formatting much better when transferred to other computers. Therefore, the
formatting you see when you save a file on your computer in PDF format is what
a graphic artist. or commercial printer sees on their computer. However, when a
file is saved'in the PDF format, it is saved as read-only and cannot be edited later.
Therefore, if you wish to edit a document later, you need to save a copy of the file
in another format, such as the OpenDocument (.odt) format.

To save a document as a read-only PDF file, follow these steps:

1 Click on the File menu and choose Export As PDF from the menu options
that appear.

2 When the Export As PDF window appears, OpenOffice.org will provide you
with some additional options for you to select. Among these options are
the page range and image compression quality. If you choose Lossless
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Compression, the file will be exported in the highest quality possible but the
file size will be larger. Sending large file sizes via email, for example, will
result in longer receiving and download times. You also have the option to
select JPEG compression to decrease the file size and, therefore, reduce
the amount of time it takes to upload and download a file. OpenOffice.

org allows you to use the popup menu provided to select the compression
quality on a scale from 1% to 100%, with 1% being the lowest.quality. After
you have selected your additional export options, click the EXPORT button.

3 Awindow will appear and prompt you to choose a location to 'save‘your
document. Choose the location you want to save a document to in the
Save In popup field.

4 In the field File Name, type the name you would like to'save the file as.

5 In the File Format popup menu, make sure Portable Document Format
(PDF) is selected. Then click the SAVE button.

Additional Resources

OpenOffice.org Templates: Tri=Fold Brochure
http://documentation.openoffice.org/Samples_Templates/User/template/trifold |
brochure.st

OpenOffice.org Writer. Guide: Working with Graphics

http://documentation.openoffice.org/manuals/oooauthors2/0208 WG
WorkingWithGraphics:pdf

OpenOffice.org.Getting Started Guide: Using Fontwork
httg://documentation.openoffice.org/manuaIs/oooauthorsZ/O116684
UsingFontWork.pd{

OpenOffice.org Getting Started Guide: Working with the Gallery

httg://documentation.ogenoffice.org/manuaIs/oooauthorsZ/O114684
WorkingWithTheGallery.pdf



http://documentation.openoffice.org/Samples_Templates/User/template/trifold_brochure.stw
http://documentation.openoffice.org/Samples_Templates/User/template/trifold_brochure.stw
http://documentation.openoffice.org/manuals/oooauthors2/0208WG-WorkingWithGraphics.pdf
http://documentation.openoffice.org/manuals/oooauthors2/0208WG-WorkingWithGraphics.pdf
http://documentation.openoffice.org/manuals/oooauthors2/0116GS-UsingFontWork.pdf
http://documentation.openoffice.org/manuals/oooauthors2/0116GS-UsingFontWork.pdf
http://documentation.openoffice.org/manuals/oooauthors2/0114GS-WorkingWithTheGallery.pdf
http://documentation.openoffice.org/manuals/oooauthors2/0114GS-WorkingWithTheGallery.pdf
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Review Questions

1

2

Which page orientation would you normally select to create a brochure?

What is the name of the format feature that makes pages easier to read by
preventing gray shadows from appearing between the lines of text?

What menu would you select to create columns within a Writer. document?

(True or False) The PDF file format is one of the preferred formats among
graphic artists and commercial printers.

(True or False) You can utilize the arrow keys located in the center of the
keyboard to move the cursor within a word proeessing document.
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Lesson Objectives

In this lesson, you will learn the following:

1 How to create a monthly household expense spreadsheet using the
OpenOffice.org Calc spreadsheet application.

2 How to insert text and numbers within spreadsheet cells.

3 How to use the SUM function to quickly add values contained within a
specified range of cells.

4 Learn how to create charts using data contained within.a Calc worksheet.

Overview

The OpenOffice.org office productivity suite.contains an easy-to-use, full-featured
spreadsheet application called Calc./ Calc has all of the fundamental features
found in other major spreadsheet applications, plus features unavailable in any
other application similar to it. .In_the next three lessons, we will learn how to use
Calc to create both basic and more complex spreadsheet documents.

In this lesson, you will become acquainted with using Calc by creating a basic
spreadsheet document for calculating household expenses on a monthly basis.
Upon completion/of this lesson, you will have learned the basics of entering text
and numbers within cells, how to add values contained within a worksheet quickly
and easily, how to.create a bar graph that visually represents the data present
within the'Calc spreadsheet document and more.

Getting Started

Before we do so, we need to open the Lesson Five file that is available for use
with this book. To open the file, follow these steps:

1 If you have not already downloaded the lesson files for this book,
use a web browser to go to http://documentation.openoffice.org,1



http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
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kconceptualguide/OpenOfficeOrg3LessonFiles.zig. This will provide a
direct link for your browser to begin an automatic download of the lesson
files. If a dialog window appears asking where you would like to save the
file to be downloaded, select your computer workstation’s desktop and
begin downloading the file.

When the file appears on your computer’s desktop, double-click the file
icon to unzip its contents and access the files associated with each’lesson.
Double-click the Lesson Files folder icon that contains_the available lesson
files, locate the Lesson 05 folder and double-click on it to access the file for
this lesson. When you have opened the folder, double-click the file named
lesson_05_start.ods to open the file.

Renaming the Worksheet

The first thing we are going to do is rename the worksheet we are working in. By
default, Calc automatically creates three (3) worksheets when you create a new
spreadsheet document. However;you can delete worksheets or add additional
worksheets within a Calc spreadsheet document, if desired. These default
spreadsheets are automatically named Sheet1, Sheet2 and Sheet3. While this
naming scheme may not.be a problem when working with basic worksheets,

it can cause confusion when working with larger, more complex spreadsheet
documents.

To rename the worksheet we will be working with, follow these steps:

1 Select the worksheet that is to be renamed by clicking on the worksheet

tab’located just above the Status Bar.

&

. @ seta [sheets 7 11|
et 1 [ Default 100% [sto [ [


http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
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2 Click the Format menu, select Sheet from the menu options that appear

and select Rename from the submenu options that appear.
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3 When the Rename Sheet window appears, type the name Budget. This
will become the name of the worksheet.

4 Click the OK to complete the operation.

[100% | [sTo [* []
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Entering Text and Numbers Within Cells

Spreadsheet document layouts are organized by columns (labeled alphabetically)
and rows (labeled numerically). The intersection of a row and column within the
spreadsheet creates a cell. Cells are identified by their column and row location
within the spreadsheet. For example, cell A1 is located within the spreadsheet
where column A intersects with row 1.

File Edit View [nsert Format Tools Data Window Help
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Before any formatting or calculations are performed within a spreadsheet, often
you must first:select the cells associated with the operation you are trying to
perform. To select an individual cell, simply click on the cell location with the left
mouse button. To select multiple cells, hold down the left mouse button while
selecting the range of cells.

To enter text and numbers within spreadsheet cells, simply select a cell and begin
typing. The text and numbers will appear within the Formula Bar located just
above the spreadsheet layout. Press the TAB key on the keyboard to select the
cell in the next column, or press the ENTER or RETURN key to select the cell in
the next row.

For this lesson, we are creating a spreadsheet that will help keep track of monthly
household expenses. Only a couple of expenses have been recorded so far,
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and only six months are currently entered into the spreadsheet. Therefore, we
need to complete the spreadsheet by entering the remaining months and related
household expenses. To do so, follow these steps:

1 Select cell H1 within the Budget worksheet. Once the cell has been
selected, type July for the month that will be entered into the cell. Then
press the TAB key on your keyboard.

[Eille Edit Miew Insert Format Tools Data Window Help
:n cHa[Z 28R VEIL LR -¢ w-- &N Qv WIGHE @ §
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2 When you pressed the TAB key, you noticed that July was entered into cell
H1 and Calc automatically proceeded to select cell 11 in the next column.
With cell |1 automatically selected for you, type August and press the
TAB key. Repeat this process for each month of the year. When you
have reached the month of December, it should be entered into cell M1.

In cell N1, type TOTAL in capital letters. If any of the words appear to get
chopped off within the cell, it will be okay, as we will format the text and
cells later.
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3 Next, select cell A5 within the Budget worksheet. Once the cell has been
selected, type Insurance for the type of expense that will be entered into
the cell. Then press the ENTER or RETURN key on your keyboard.
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4 When you pressed the ENTER or RETURN key, you noticed that
Insurance was entered into cell A5 and Calc automatically proceeded to
select A6 in the next row. With A6 automatically selected for you, type
Phone and press the ENTER or RETURN key. Then in cells A7, A8 and
A9, type Electric, Cable and Food respectively. In cell A10, type TOTAL
in capital letters. Again, if any of the words appear to get chopped off
within the cell, it will be okay, as we will format the text and cells later.

| Elle Edit Miew w"nlt Tools Data Window Help
jnu&m@n o VE L LR v BUL A RoBAMI
lsutstrmwrlsani o0 B /U EEamE %L D EE 00

| | fmxf |;I‘GTA-L

[ ] [ -] (S FR Couey o S VR [ - ] [ - ] | [

19 january February | March april May June July August
Fent 650 650 650 650 650 650
Car Paymer 45625 456.25 456.25 456.25 456.25 456.25

Insurance
Phone
Electnc
Cable
Food
ToTAL

Ll B

11

13
14
15
16




108 Lesson Five
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5 Now that we have created the rows and columns, we now need to provide

the worksheet some data to calculate. As you have noticed, the rent and
car payment amounts have already/been entered for months January
through June. Since those amounts will not change for the remainder of
the year, enter 650.00 and 456.25 for the remainder of the year. When
you enter 650.00, the decimal place will be dropped because the cells are
currently formatted that way.“We will be changing this format later in the
lesson. Be sure not to enter any data within the TOTAL column, as it will
be used later to calculate the yearly total for each household expense.
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Next, we need to enter payment amounts for the other expenses.
Beginning with cell BS, enter 100.00 for cells BS, C5, D5, E5, F5, G5, H5,
15, J5, K5 and M5 to reflect the amounts paid each month for insurance.

For the phone service expenses, enter the following amounts within the
respective cells associated with the months the expenses werefincurred:
42.25 (cell B6), 48.46 (cell C6), 46.18 (cell D6), 52.75 (cell E6), 45.52 (cell
F6), 47.10 (cell G6), 49.19 (cell H6), 56.98 (cell 16), 54.14.(cell J6);55.10
(cell K6), 58.55 (cell L6) and 60.17 (cell M6).
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For the electric service expenses, enter the following amounts within the
respective cells associated with the months the expenses were incurred:
178.18 (cell B7), 188.72 (cell C7), 165.12 (cell D7), 117.32 (cell E7), 128.98
(cell F7), 145.22 (cell G7), 176.54 (cell H7), 195.47 (cell 17), 168.65 (cell
J7),125.05 (cell K7), 145.34 (cell L7) and 162.27 (cell M7).

Beginning in cell B8, enter 48.15 for cells B8, C8, D8, ES8, F8, G8, H8, I8,
J8, K8 and M8 to reflect the amounts paid each month for cable television
service.
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10 Lastly, for the food expenses, enter the following @amounts within the
respective cells associated with the months the expenses were incurred:

225.15 (cell B9), 200.25 (cell C9), 182.56 (cell D9), 176.98 (cell E9), 215.48

(cell F9), 202.33 (cell G9), 199.87 (cell H9), 204-47 (cell 19), 164.77 (cell
J9), 214.22 (cell K9), 210.99 (cell L9) and 223.57 (cell M9).
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Using SUM to Add Values Within a Worksheet

Now that we have completed entering the text and values needed for the
spreadsheet, we are ready to begin totaling up our expenses for each month and
expense category. To do this, we will use the SUM function button located in
the Function Bar. The SUM function button is similar to the AUTOSUM function
button in Microsoft Excel. Using the SUM function button in Calc, you can
automatically add the numbers in the cell range you select. The SUM function
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cannot be used to subtract, multiply or divide values within a selected cell range.
To add the expenses to receive a total for each month and category, follow these
steps:

1 Using your mouse, select the cell B10.

2 Click the SUM function button located in the Function Bar: When you click
the button, Calc automatically suggests a cell range. In this step;Calc
automatically selects cell range B3 through B9, which is the cell range we
wish to add the expenses of. If Calc had incorrectly chose the cell range
you wish to add, you could simply hold down.your left mouse button and
drag over the desired cell range to make the appropriate selection. Once
the desired cell range has been selected, press the ENTER or RETURN
key and Calc adds the values within the cell range selected. The results
are then produced within the cell originally selected.
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3 Repeat Step #1 by selecting, one at a time, each of the following cells:
C10, D10, E10, F10, G10, H10, 110, J10, K10, L10, M10, N3, N4, N5,
NG, N7, N8, N9 and N10. After selecting an individual cell, follow the
instructions in Step #2 to obtain the results for the appropriate cell range.
When you reach cell N3 and click the SUM function button, Calc should
automatically select cell range B3 through M3 (represented in the formula
as B3:M3). This is the correct cell range to add the total yearly expense for
rent. When you have completed adding the cell ranges specified above;
the spreadsheet should look like the illustration below.
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Formatting Text and Numbers Within Cells

As we have been adding the expenses for each month and category, you have
noticed that not all of the values are formatted the same. For instance, all of the
figures represented in this household expense worksheet are dollar amounts.
When we typically write a dollar amount on paper, we write it with a dollar sign in
front of the value, and cents are represented two decimal places behind the dollar
amount. Currently, however, the amounts represented for the rent do not contain
the cents amount. Nor do any of the values within the spreadsheet have the
dollar sign placed in front of them.

In the following steps, we will format the cells so that the values contained within
are represented in U.S. dollar amounts. We will also adjust the width of the cells
within the spreadsheet so that characters and values within the cells are not
chopped off. To perform these formatting changes, follow these steps:
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1 Beginning on cell B3, hold down your left mouse button and drag over all
of the numeric values contained within the worksheet to select them for
editing.
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2 Click on the Format menu and sélect Cells from the menu options that
appear.

3 When the Format Cells window appears, click on the Numbers tab located
at the top of the window.

4 In the Category selection area, select Currency.

5 Once a category has been selected, select a format type located within the
Format selection area. By default, Calc will choose -$1,234.00. The minus
(-) sign.represented in front of the dollar amount represents a negative
amount,as«s a standard format spreadsheet applications use if a dollar
amounts happens to be negative. This format type is acceptable, and
should be selected if it isn’t already.
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6 Click the OK button to complete the operation.
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7 If you look carefully at cell N10, you will notice that the dollar value has
disappeared and has been replaced by pound signs (###). This is because
the cell isn’t wide enough to display: all of the characters of the value that
is currently there. Therefore, we need to adjust the column width for the
worksheet. To do so, go to the Edit menu and choose Select All from
the menu options that appear. This will select all of the cells within the

worksheet.
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8 Click on the Format menu, select Columns from the menu options that
appear and select Optimal Width from the submenu options that appear.

Eile Edit View Insert |G Tools Data Window Help ®
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Sheet
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Page
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«  Alignment

Arrange

9 When the Optimal Column Width window appears, it automatically detects
that an additional 0.1” needs to be added to the width of each column.
Click the OK buttonto complete the operation. When the column width
has been adjusted, all of the characters and values within the worksheet
should appear correctly, including cell N10. Click on any cell within the
spreadsheet to deselect the cells.
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Adding a Bar Graph Within a Spreadsheet

To create a bar graph within a Calc spreadsheet document, follow these steps:

1 Using your mouse, select the column range N3 through N9. After selecting
the column range, hold down the CONTROL (CTRL) key on your keyboard
and select the column range A3 through A9. By selecting column range A3
through A9, the bar graph, when completed, will contain a legend that will
properly label each bar with the associated expense amount.
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2 Go to the Insertmenu and select Chart from the menu options that appear.

3 When theAutoFormat Chart window appears, the selection made in Step
#1'should appear in the range field. If the selection is correct, make sure
the checkbox ‘First Column as label” is selected. Then click the NEXT
button at the bottom of the window. If the selection is not correct, click
the Shrink button located next to the range field to enter back into the
worksheet and select the appropriate cells containing the data to appear
within the chart.
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4 In the next window to appear, se e appropriate Chart Type. Use the
scroll bar located on the right S|de indow to view all of the available
selections, including the bar g select the Rows from the Data
Series radio button located be Chart Type selections, and click the
checkbox Show Text Ele eview to view how the chart will be
labeled. The cI|c

ton.

Main Title

@

5 The next window will allow you to choose from a selection of variant chart
formats for the bar graph. For this lesson, select the first variant displayed
(if it isn’t already selected) and click the NEXT button.
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6 In the Display selection area that appears in the next window, type
Household Expenses as the chart title within the text field provided. Make
sure the checkboxes are selected for both the Chart Title and Legend.
Select the checkboxes for both the X Axis and Y Axis titles. In the text
fields provided, type Expenses for the X Axis and Amount ($) for the'Y
Axis. Make sure the radio button for formatting the data seriesiin rows is

selected.

Household Expansss: ¥ Chart title Household Expenses )
= ¥ Legend O
bl s
P& Bamss
|5 EEE i s
Bl E:EEE M X axis |Expenses

[EE L o]
Fiveais Y axis Nﬂmmgm
s I Z axis [ s title
: = Show text elements in Data series | o  columns

preview

| N7
: Help l Cancel %‘ﬂﬂ Back | Next >> | [ create

7 Click the CREATE button to complete the operation. The completed chart
should appear within‘the worksheet. Once the chart appears within the
spreadsheet, click any cell to deselect the cells that were used to create
the chart. "Then you can move the chart to another location within the
worksheet by placing your pointer in the middle of the chart, hold down
your left mouse button and drag it to the desired location. You may also
enlarge or reduce the size of the chart by placing your pointer on top of
one of the green boxes on the corners of the chart, hold down your mouse
button and drag the corner of the box until the chart reaches the desired
size.
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Saving a Spreadsheet Document

Now that the spreadsheet has been completed, the document file needs to be
saved like any other spreadsheet document. OpenOffice.org supports over 20
file formats for opening and saving spreadsheet documents, including Microsoft
Excel. To save the document to your computer’s hard drive or removable disk,

follow these steps:

1 Click/on.the File menu and choose Save As from the menu options that

appear.

2 Awindow will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the

Save In popup field.

3 In the field File Name, type the name you would like to save the file as.

4 In the Save As Type popup menu, select the file format you wish to save
the document as, including the OpenDocument Spreadsheet (.ods) or

Microsoft Excel (.xIs) file format.
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5 Click the button SAVE to complete the operation.

(NOTE: If you are given a window prompt that warns you about saving the
document as a Microsoft Excel file, click the YES button. The OpenOffice.org
development team has gone to great lengths to help ensure that your document
saved in the Excel format will open properly with Microsoft Excel. However,
because the programming code utilized to create the Excel file format.is
proprietary and not available to the OpenOffice.org team to view for ensuring.full
compatibility with Microsoft Excel, not all of your document’s formatting may open
up 100% correctly when it is opened using the Microsoft Excel application:)

Printing a Calc Spreadsheet Document

Printing a Calc spreadsheet document is very similar to printing a Writer word
processing document. However, because spreadsheets can be very long in width,
often you will need to customize the orientation and scaling print configuration
options before sending the document to the printer. To print a spreadsheet
document within OpenOffice.org Calc,follow. these steps:

1 With the file open within OpenOffice.org, click on the File menu and select
Print from the menu options that appear. You may also hold down the
Control (CTRL) key.and press P on the keyboard to prompt for the Print
window.

2 If you have.mere than one printer that your computer can send print jobs to,
select the printer you wish to send the document to in the Printer selection
area.

3 In the Print Range selection area, use the radio buttons to select which
pages you wish to print. If you choose the Pages option, enter the page
range you wish to print (example: 1-5 will print pages one through 5; 1,2,5
will print pages one, two and five). If you choose the Selection option,
OpenOffice.org will only print the text you have selected (highlighted) within
your document.

4 In the Copies selection area, enter the number of copies you wish to print
of the document.
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5 If you wish to customize the print job, click on the OPTIONS button and
select or deselect the print options you wish to choose. If you do not want
to customize any print settings, skip to Step #6.

i Printer

{  Hame Generic Printer
Status Default printer
Type SGENPRT
Location

Comment
[ Print to file

Print range
& all
{ Pages
" Selection

: Options... |

6 When printing spreadsheets, you will often need to change the page
orientation to Landscape and scale the page to less that 100% so that all of
the columns that contain/data on a worksheet will be printed on the same
sheet of paper. You may also want to consider printing the worksheets on
8.5" x 14” US Legal size paper if there are many columns containing data
within the worksheet. To configure the options, click on the PROPERTIES
button within the print window and configure the appropriate selections
using the popup menus provided.

-

Paper | Device|

Papersi w US Legal
i ti [Landscape
I
"

ex [Simplex

Paper tray |

i Ll Ll e

v Scale [75%
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7 Once you have completed specifying your print settings, click the OK
button to begin printing.

Additional Resources

OpenOffice.org: Getting Started with Calc
httg://documentation.ogenoffice.org/manuals/oooauthors2/0107GS-|
GettingStartedWithCalc.pdf

OpenOffice.org: Entering, Editing and Formatting Data
http://documentation.openoffice.org/manuals/oooauthors2/0302CG
F nterEditFormatData.pd{

OpenOffice.org: Creating Charts and Graphs
httg://documentation.ogenofﬁce.org/manuals/oooauthor32/0304CG-|
CreatingChartsAndGraphs.pdf

Janice Holm Lloyd — N.C. Cooperative Extension Service: Budgeting for Home
Ownership
http://www.ces.ncsu.edu/depts/fcs/housing/pubs/fcs432.pdf

Review Questions

1 By default, how manyworksheets does a Calc spreadsheet document
contain when you create a new document?

2 Columns are labeled while rows are labeled within
the'layout of a spreadsheet document.

3 What'do the pound signs (###) within a cell indicate?

4 (True or False) Because spreadsheets can be very long in width, often
you will need to customize the orientation and scaling print configuration
options before sending the document to the printer.

5 (True or False) The SUM function can be used to add, subtract, multiply
and divide values within a selected cell range.


http://documentation.openoffice.org/manuals/oooauthors2/0107GS-GettingStartedWithCalc.pdf
http://documentation.openoffice.org/manuals/oooauthors2/0107GS-GettingStartedWithCalc.pdf
http://documentation.openoffice.org/manuals/oooauthors2/0302CG-EnterEditFormatData.pdf
http://documentation.openoffice.org/manuals/oooauthors2/0302CG-EnterEditFormatData.pdf
http://documentation.openoffice.org/manuals/oooauthors2/0304CG-CreatingChartsAndGraphs.pdf
http://documentation.openoffice.org/manuals/oooauthors2/0304CG-CreatingChartsAndGraphs.pdf
http://www.ces.ncsu.edu/depts/fcs/housing/pubs/fcs432.pdf

Creating a Balance Sheet Using Calc
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Lesson Objectives

In this lesson, you will learn the following:

1 How to create a balance sheet and why they are important for.monitoring
the financial status of an individual or business.

2 How to resize cells using the mouse pointer.
3 How to add worksheets to a spreadsheet document.
4 How to add values among worksheets.

5 How to use the SUM function to add values.among multiple cells
throughout a worksheet.

Overview

In the last lesson, we learned how to 'use Calc to create a basic spreadsheet

for calculating monthly household expenses. Using Calc can help keep track

of where money is being'spenti'each month and where money could be saved

or expenditures eliminated.»However, Calc has the ability to create even more
complex spreadsheet.documents, including calculating financial data for business
plans, creating business reports and more.

In this lesson,you will become acquainted with features within Calc to create

a balance sheet. Upon completion of this lesson, you will have learned to
fundamentals of creating more complex formulas. This includes creating formulas
manually to calculate values listed throughout a worksheet, and even among
multiple worksheets. Ending the lesson will include instruction regarding how to
understand and analyze the data contained within a balance sheet.

Getting Started

Before we do so, we need to open the Lesson Six file that is available for use with
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this book. To open the file, follow these steps:

1

If you have not already downloaded the lesson files for this book,

use a web browser to go to http://documentation.o 3enoffice.org,1
kconceptualguide/OpenOfficeOrg3LessonFiles.zig. This will provide a
direct link for your browser to begin an automatic download of the:lesson
files. If a dialog window appears asking where you would like to save the
file to be downloaded, select your computer workstation’s.desktop-and
begin downloading the file.

When the file appears on your computer’s desktop, double-click the file
icon to unzip its contents and access the files associated with each lesson.
Double-click the Lesson Files folder icon'that.contains the available lesson
files, locate the Lesson 06 folder and double-click'on it to access the file for
this lesson. When you have opened the folder, double-click the file named
lesson_06_start.ods to open the file.

Entering Text and Numbers Within Cells

The first thing we need.to for this lesson is to enter the remaining text and values
needed to complete the personal balance sheet. If you are unfamiliar with
selecting cells within a.Calc spreadsheet document, you will need to refer to the
section in Lesson 6 titled “Entering Text and Numbers Within Cells”. You may also
refer to the sections ‘Selecting a Cell” and “Entering Text and Numbers” located
within Appendix.B.

To enter-the remaining text and numbers needed to complete the personal
balance sheet in this lesson, follow these steps:

1. With the lesson file lesson_06_start.ods open, select the personal balance

sheet by clicking on the worksheet tab labeled Personal located above the
status bar.

Select cell B8. Once the cell has been selected, type Furniture for the type
of current asset that will be entered into the cell. Then press the ENTER or
RETURN key on your keyboard.


http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
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3 When you pressed the ENTER or RETURN key, you noticed that Furniture
was entered into cell B8 and Calc automatically proceeded to select B9 in
the next row. With B9 automatically. selected for you, type Jewelry and
press the ENTER or RETURN key. 'Then in cells B15, B16, B24, B31 and
B32, type Rental Property, Automobiles, Credit Card Balances, Rental
Property Loan and Automobile Loan Balance respectively.
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4 Now that we have created the column that describes each type of asset
or liability contained within the personal balance sheet, we now need to
provide the worksheet some data to calculate. Enter the following amounts
within the respective cells associated with the type of asset or liability:
300.00 (cell D6), 5000.00 (cell D7), 2500.00 (cell D8), 750.00 (cellD9),
550.00 (cell D10), 211000.00 (cell D14), 125000.00 (cell D15),.42000.00
(cell D16), 10000.00 (cell D17), 4200.00 (cell D24), 500000 (cell D25),
1500.00 (cell D26), 205000.00 (cell D30), 118000.00 (cell. D31),:15000.00
(cell D32) and 15000.00 (cell D33).
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Formatting Cells

As we have been entering the dollar amounts for the assets and liabilities, you
have noticed that the values are not formatted properly. For instance, all of the
figures represented in this personal balance sheet are dollar amounts. When we
typically write a dollar amount on paper, we write it with a dollar sign in front of the
value, and cents are represented two decimal places behind the dollar amount.
Currently, however, the amounts represented do not contain the cents amount.
Nor do any of the values within the spreadsheet have the dollar sign placed in
front of them.

In the following steps, we will format the cells so that the values contained within
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are represented in U.S. dollar amounts. We will also format some of the cells so
that they contain lines that signify where a subtotal is present for a specific asset
or liability. This is often done to help in identifying the subtotals within a balance
sheet. To perform these formatting changes, follow these steps:

1 Using your left mouse button, click on column label D located at the top
of the worksheet. Doing so will select the entire column, but will leave all
remaining columns within the worksheet unselected.
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2 Click on the Format menu and select Cells from the menu options that
appear.

3 When the Format Cells window appears, click on the Numbers tab located
at the top of the window.

4 In the Category selection area, select Currency.

5 Once a category has been selected, select a format type located within the
Format selection area. By default, Calc will choose -$1,234.00. The minus



Creating a Balance Sheet Using Calc 129

(-) sign represented in front of the dollar amount represents a negative
amount, as is a standard format spreadsheet applications use if a dollar
amounts happens to be negative. This format type is acceptable, and
should be selected if it isn’t already.

- A 4
Numbers | Font | Font Effects | Alignment | Borders | Background | Cell Proteetion |,
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6 Click the OK button'to complete the operation.
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7 Next, we are going to format some of the cells so that they contain lines
that signify where a subtotal is present for a specific asset or liability. To do
so, select cell D10.
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8 Click on the Format menu and select Cells from the menu options that
appear.

9 When the Format Cells window appears, click on the Borders tab located at
the top of the window.

10 In the Line Arrangement selection area, select the border arrangement
by clicking on the second default arrangements provided. Customize the
border arrangement by double-clicking with your left mouse button on the
top, left and right borders until they are deleted using the User-Defined
configuration area provided.

11 In the Line selection area, select the 1.00pt border thickness using the
Styles selections and choose the Black border color using the Color popup
menu.
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Numbers | Font | Font Effects | Alignment Borders | Background | Cell Protection |
Line arrangement Line Spacing to contents
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12 In the Spacing To Contents area, select the appropriate border spacing for
each side of the selected cells{(optional).

13 Once all formatting selections have been made, click the OK button to
complete the operation.

14 Repeat steps #7 through #13 for cells D17, D26 and D33. After doing so,
cell formatting for the personal balance sheet will be complete.
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Resizing Cells Using the Mouse Pointer

If you look carefully at cells D14, D15, D30 and D31, you will notice that the dollar

value has disappeared and has been replaced by pound signs (###). This is

because the cell isn’t wide enough to display all of the characters of the value that

is currently there.

In Lesson 5, you may recall that we utilized the Format menu to increase the:width

of the columns so that text and numeric values would display properly.. Not.only
can you utilize the Format menu to adjust the width of columns and the height of
rows, but you can also use your mouse pointer within the column and row label
area within a worksheet to make adjustments as well. -To do so, follow these
steps:

1 Place your mouse pointer at the top of the worksheet within the column
label area along the border between two.columns. In this example, place
your mouse pointer within the column.label area where column D and E
border each other.
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2 When you place your mouse pointer where column D and E border each
other, your mouse pointer transforms into a line with two arrows pointing
left and right. When it does, hold down the left mouse button and drag it to
the right to increase the width of the column. If the width of the column had
needed to be decreased, you would have dragged the mouse to the left.
When the column has been adjusted to the desired width, release the left
mouse button.
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3 7o perform a similar task to adjust the height of a row, place the mouse
pointer in the row area on the left side of the worksheet and perform a
similar operation by dragging the mouse up or down.

Creating Formulas Using the SUM Function

Now that our personal balance sheet has been formatted and values provided for
the various asset and liability entries, we are now ready to use the SUM function
to enable the worksheet to automatically calculate the values for us. To do so,
follow these steps:
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1 Using your mouse, select cell D11.

2 Click the SUM function button located in the Function Bar. When you
click the button, Calc automatically suggests a cell range. In this step,
Calc automatically selects cell range D6 through D10, which is the cell
range we wish to calculate the total current assets. If Calc had incorrectly
chose the cell range you wish to add, you could simply hold down your left
mouse button and drag over the desired cell range to make the appropriate
selection. Once the desired cell range has been selected, press the
ENTER or RETURN key and Calc adds the values within:the cell'range
selected. The results are then produced within cell D14.
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3 Select cell D18. Then click the SUM function button located in the Function
Bar. When doing so, cells D14 through D17 should be selected, which
is the cell range we wish to select to calculate the total long-term assets.
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Press the ENTER or RETURN key and Calc adds the values within the cell
range selected. The results are then produced within cell D18.
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4 Next, we need to calculate the total assets that are presented within the
personal balance sheet. We do so by adding together the total current
assets and total longterm assets. Because the cells we need to add are
not adjacent to one another within the worksheet, we will need to create
the formula manually to obtain the correct result. To do so, select cell D20.
Then proceedwith Step #5.

5 After selecting cell D20, type =sum followed by a beginning parenthesis.
To type a beginning parenthesis, hold down the SHIFT key and press nine
(9) within the main keyboard area (not within the numeric keypad area).
After doing so, use your left mouse button to click cell D11. When doing
so, the cell is entered into the formula. Then type the plus “+” sign, and
then use the left mouse button to click cell D18 to enter the cell into the
formula. End the formula by typing an ending parenthesis. To type an
ending parenthesis, hold down the SHIFT key and press zero (0) within
the main keyboard area (not within the numeric keypad area). When
completed, the formula should read:

=sum(D11+D18)

Press the ENTER or RETURN key. The values contained within cells D11
and D18 will be added, and the result will be produced within cell D20.
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6 Select cell D27. Then click the SUM function button located in the Function
Bar. When doing so, cells D24 through D26 should be selected, which
is the cell range we wish'to select to calculate the total current liabilities.
Press the ENTER orARETURN key and Calc adds the values within the cell
range selected. The results are then produced within cell D27.
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7 Select cell D34. Then click the SUM function button located in the Function
Bar. When doing so, cells D30 through D33 should be selected, which is
the cell range we wish to select to calculate the total long-term liabilities.
Press the ENTER or RETURN key and Calc adds the values within the cell
range selected. The results are then produced within cell D34.
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8 Next, we need 0 calculate the total equity, often referred to as an
individuals net worth within a personal balance sheet. We do so by
subtracting the total assets from the total of current and long-term liabilities.
Again, because the cells we need to add are not adjacent to one another
within the'worksheet, we will need to create the formula manually to obtain
the correct result. To do so, select cell D36. Then proceed with Step #9.

9 After selecting cell D36, type = followed by a beginning parenthesis.
Because we will be subtracting some values within the formula, we cannot
use the SUM function and obtain the correct value. To type a beginning
parenthesis, hold down the SHIFT key and press nine (9) within the main
keyboard area (not within the numeric keypad area). After doing so,
use your left mouse button to click cell D20. When doing so, the cell is

entered into the formula. Then type the minus

sign, followed by another

beginning parenthesis. Use the left mouse button to click cell D27 to enter
the cell into the formula. Type the plus “+” sign, then use the left mouse
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button to click cell D34. End the formula by typing two ending parentheses.
To type the ending parentheses, hold down the SHIFT key and press the
zero (0) key twice within the main keyboard area (not within the numeric
keypad area). When completed, the formula should read:

=(D20-(D27+D34))

Press the ENTER or RETURN key. The values contained within the
formula will be calculated, and the result will be produced within cell. D36.
Like when calculating the result using standard arithmetie, Calc adds the
values D27 and D34 first, then subtracts the total value from the value
contained within cell D20.
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10 Finally, we need to calculate the total liabilities and equity. We do so by
adding together the total current liabilities, total long-term liabilities and
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equity (net worth). To do so, select cell D38. Then proceed with Step #11.

11 After selecting cell D38, type =sum followed by a beginning parenthesis.
To type a beginning parenthesis, hold down the SHIFT key and press
nine (9) within the main keyboard area (not within the numeric keypad
area). After doing so, use your left mouse button to click cell D27.. When
doing so, the cell is entered into the formula. Then type the plus “+” sign,
and then use the left mouse button to click cell D34 to enter the cell into
the formula, followed by typing another plus “+” sign.” Use the left mouse
button to click cell D36 to enter the cell into the formula. End'the formula
by typing an ending parenthesis. To type an ending parenthesis, hold down
the SHIFT key and press zero (0) within the'main keyboard area (not within
the numeric keypad area). When completed, the formula should read:

=sum(D27+D34+D36)

Press the ENTER or RETURN key. The values contained within cells D27,
D34 and D36 will be added, and the result will be produced within cell D38.
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Adding Values Among Worksheets

Not only can you calculate values within an individual worksheet, but you can
also calculate values contained within multiple worksheets as well. In this simple
example, we will calculate the total amount of cash present in both the personal
balance sheet and the opening business balance sheet. To do so, follow these
steps:

1 Select the personal balance sheet by clicking on the worksheet tab labeled
Personal located above the status bar.

2 Select cell B42 and type Total Personal and Business Cash. Then press
the ENTER or RETURN key on your keyboard.

3 Next, select cell D42. Then type =sum followed by a beginning
parenthesis. To type a beginning parenthesis; hold down the SHIFT key
and press nine (9) within the main keyboard area (not within the numeric
keypad area). After doing so, use your left mouse button to click cell D6.
When doing so, the cell is enterediinto.the formula. Then type the plus “+”
sign.

4 Select the opening business balance sheet by clicking on the worksheet
tab labeled Business:located above the status bar. Within the Business
worksheet, use your lefttmouse button to click cell D6. When doing so,
the cell is entered into.the formula. End the formula by typing an ending
parenthesis«To type an ending parenthesis, hold down the SHIFT key
and press zero (0) within the main keyboard area (not within the numeric
keypad-area).-When completed, the formula should read:

=sum(D6+Business.D6)

Press the ENTER or RETURN key. The values contained within cell D6
of the Personal worksheet and cell D6 of the Business worksheet will be
added, and the result will be produced within cell D42 of the Personal
worksheet.
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Adding Worksheets to a Spreadsheet Document

When opening this Calcspreadsheet lesson file, you will notice that two
worksheets are present.. These worksheets are labeled Personal and Business.
However, additional worksheets can be created within this or any Calc
spreadsheet document.. To create a new worksheet within a Calc spreadsheet
document, follow these steps:

1 Click'the Insert menu and select Sheet from the menu options that appear.

2 (In.the Position selection area, choose whether the new worksheet should
be positioned before or after the current worksheet by selecting the
appropriate radio button.

3 In the Sheet selection area, select the number of worksheets to be added
by using the selection field provided. If only one new worksheet is to be
created, type the name the new worksheet should be labeled as using the
Name text field provided. In this example, select to create one (1) new
worksheet and enter your first name as the worksheet name.

4 Click OK to complete the operation. The new worksheet should appear
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within the worksheet list located just above the Status Bar at the bottom of
the spreadsheet window.

Exporting a Spreadsheet as a Portable Document
Format (PDF) File

Like the Writer word processing application bundled with OpenOffice.org, Calc
has the ability to export spreadsheet documents as a Portable DocumentFormat
(PDF) file. As you recall, saving a document as a PDF file is a'convenient way

to share read-only documents to other users that have a PDF reader application
installed on their computer. However, OpenOffice.org cannot edit'a document
that has been saved as a PDF file. Therefore, if you wish to save a document for
editing at a later date, save the document in its Native OpenDocument file format.

To save a document as a read-only PDF file, follow'these steps:

1 Click on the File menu and choose Export As PDF from the menu options
that appear.

2 When the Export As PDF window appears, OpenOffice.org will provide you
with some additional options for you to select. Among these options are
the page range and image compression quality. If you choose Lossless
Compression, the file will be exported in the highest quality possible but the
file size will be larger.“Sending large file sizes via email, for example, will
result in longer receiving and download times. You also have the option to
select JPEG compression to decrease the file size and, therefore, reduce
the amount of'time it takes to upload and download a file. OpenOffice.
org allows you to use the popup menu provided to select the compression
quality on a scale from 1% to 100%, with 1% being the lowest quality. After
you have selected your additional export options, click the EXPORT button.

3 A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save In popup field.

4 In the field File Name, type the name you would like to save the file as.
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5 In the File Format popup menu, make sure Portable Document Format
(PDF) is selected.

Understanding the Data Contained Within the
Personal Balance Sheet

The personal balance sheet is complete. However, you may now be asking
yourself, “Why would | need to create a balance sheet for myself?” or “What is
the value of maintaining a personal balance sheet?” To answer these questions,
let me first explain what a balance sheet is and why it is formatted the way it

is. Then we will examine the personal balancesheet.completed in this lesson

to understand what the document is telling us. By doing.so, this will hopefully
develop an appreciation of how a personal balance sheet can help in analyzing
the present financial status of an individual or family and, therefore, help in
determining strategies to improve the financial'status in the future.

Simply put, a personal balance sheet is a way for yourself or lenders to determine
what your personal net worth is/ Networth, or can be referred to as equity, is
calculated by adding up thewalue of all of the property a person or family owns
and subtracting all of the money owed to lenders or individuals. Property that

an individual or family owns are classified as assets, and are listed within the top
half of a balance sheet::Money owed to lenders or individuals is called a liability.
Liabilities, or the amount owed to multiple lenders or individuals, are listed within
the bottom half of a balance sheet.

Assets and liabilities can be divided into subcategories. If you look at the
personal balance sheet completed for this lesson, the assets are divided into
two subcategories: current assets and long-term assets. Current assets refer
to propertythat can be sold and converted to cash quickly, usually within one
(1) year or less. Cash is the most basic asset an individual can have, and is
often listed first within the assets category. Sometimes cash is referred to as a
liquid asset, because it is an asset that doesn’t have to be converted to money.
Long-term assets refer to property that, while could be sold to convert to money,
cannot be done so as quickly or easily. Real estate and automobiles are the
most common types of long-term assets an individual may own. While technically
a house or automobile could be sold and converted to money within a (1) year
period, it is traditionally listed as a long-term asset because many individuals
finance the purchases of such assets for more than a year.
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Like the assets listed within the personal balance sheet, the liabilities are also
divided into two subcategories: current liabilities and long-term liabilities. Current
liabilities represent money that is owed to lenders or individuals which is due for
payment-in-full within one (1) year. Again, you will note that some types of debt,
such as credit card payments, may not be due for payment-in-full within one

(1) year because payment plans may extend beyond that time. However, most
lenders regard it as a current liability because such a liability needs.to be paid

as quickly as possible to reduce the amount of money being paid in‘interest to
finance the debt. Long-term liabilities represent money that is owed to lenders
and individuals to be paid off in installments over a term greater than one (1) year.
For example, a home mortgage is often paid off over a thirty-year (30) period,

or an automobile for a four (4) year period or longer.-While'a lender may not
require an individual to divide the assets and liabilities into subcategories within a
personal balance sheet submitted with a loan application; ittmay help an individual
to do so to identify which liabilities need to be established as a priority for paying
off, or which assets could be sold quickly to turn tocash.

The document is called a balance sheet because the amount of assets an
individual or family has listed in the top half of the document must balance with
the total calculated for the liabilities and equity in the bottom half of the document.
If you look at the completed.personal balance sheet for this lesson, you will note
that the Total Assets and the Total Liabilities and Equity balance to $367,100.00.
If the Total Assets and Total -Liabilities and Equity do not balance when preparing
a personal balance sheet, each section should be analyzed to determine where
the calculation error is. Preparing a personal balance sheet with the Calc
spreadsheet application, however, can help you significantly reduce errors. By
creating formulas in‘their proper location within the spreadsheet, Calc can keep
track of the calculations for you.

Forexample, select cell D31 within the completed personal balance sheet and
change the liability value for the rental property to $122,000.00. Watch what
happens to the Equity (Net Worth) value and the Total Liabilities and Equity value.
The Total Liabilities and Equity remains at $367,100.00, as it should because

the Total Assets remain at the same figure. The formulas we had created within
Calc for this exercise was designed to do this. However, because this individual’s
liabilities increased and their assets remained unchanged, their net worth had

to decrease. In fact, after changing the amount owed on the rental property,

this individual now has a negative net worth of $600.00. This means that this
individual now owes more money than they have in assets. The house and rental
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property are all worth more (see the value listed in the assets section) than they
owe to the lenders for the respective property (as listed in the liabilities section).
This individual could have a nice home, drive a decent car and have a large
screen television in the living room. Yet, if they had to sell everything they own,
they still wouldn’t have enough money to pay off their debts in full.

How can this happen? For young people, it is not uncommon for them to have a
negative net worth because they have yet to accumulate enough assets, or they
have not accumulated enough equity in the assets they own for them to be worth
more than they owe. Moreover, some assets can be more of a liability than they
are worth. Automobiles are a prime example of this. In terms of money spent,
automobiles are one of the most significant purchases an. individual can make.
Yet, they depreciate in value worse than any other asset an‘individual can own. It
is not uncommon to purchase a car and have it lose its value up to 30% as soon
as it is driven off the car lot. Examining the personal balance sheet completed for
this lesson, you will note that the asset value listed for this individual’s automobile
is $12,000.00 (cell D16), yet this individual stillowes the auto finance company
$15000.00 (cell D32) for the automobile.

Other liabilities that can negatively affectan individual’s net worth are credit card
loans and consumer loans=:Consumer debt refers to those owed for purchases
such as furniture, appliances,-and electronics where credit is obtained through
in-store financing, check cashing businesses or consumer credit lenders. Debt
incurred through suchrloans are often for purchasing items that are considered
consumable, which have little or no value to a lender. Electronics, such as
computers or televisionsfor example, are usually not accepted as assets of value
by lenders on‘aipersonal balance sheet because they lose their value very quickly
after purchase: Therefore, as collateral for a loan, it is worthless to a lender
because they could not sell off such property at an auction and obtain nearly the
amount of money that it cost when it was new. Yet, when an individual purchases
these items'new on credit, the money that was loaned for purchasing such items
still has to be repaid. Moreover, credit card loans and consumer loans usually
carry with it higher interest rates, which can further negatively affect an individual’s
finances.

So why would you need to prepare and maintain a personal balance sheet?

Let’'s use purchasing a home as an example. When you apply for a mortgage
loan at a bank to obtain financing to buy a new house, the bank is likely to ask
that you present to them a copy of your personal balance sheet along with the
application. Just as we did with the personal balance sheet completed for this
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lesson, examining a personal balance sheet is to assist the banker in determining
how much equity (and what kind) you have accumulated to offer as collateral

for the loan. Collateral is money, or assets that can be sold and converted to
money, that the bank can seize in the event an individual defaults on repaying

a loan. The greater an individual’s net worth, the less of a credit risk they are to
lenders. Increased equity means that, in the event that an individual defaulis.on
a loan, there is an increased chance of being able to sell the assets and recoup
the money owed on a loan. Moreover, greater equity means that an individual -has
a chance to turn that equity into money to keep their payments to lenders current
in the event of loss of income, such as due to an iliness, an injury atwork:or loss
of employment. Other reasons for a personal balance sheet to be presented to

a lender include purchasing commercial or rental property and seeking a loan to
start a small business.

Working With Business Balance Sheets

A business balance sheet is very similar ta a personal balance sheet. It's purpose
is the same, except that assets and liabilities declared on a business balance
sheet are often different than that declared on an individual’s balance sheet. If
you look at the business balance sheet provided in the lesson file, you will note
that a number of assets and liabilities listed are exclusively related to a business’
operations. These include inventory, accounts receivables, accounts payables
and more. However, the method of calculating assets, liabilities and equity

for a business is the same-as for an individual. If you wish, you can utilize the
business balance sheet provided in the lesson file to further practice using Calc
for formatting worksheets and performing calculations.

Additional'Resources

OpenOffice.org: Description of Functions
httg://documentation.ogenofﬁce.org/manuals/oooauthor32/0314CG-|
DescriptionOfFunctions.pdf

OpenOffice.org: Template for Creating Balance Sheets
http://documentation.openoffice.org/Samples Templates/User/template
balancesheet.std



http://documentation.openoffice.org/manuals/oooauthors2/0314CG-DescriptionOfFunctions.pdf
http://documentation.openoffice.org/manuals/oooauthors2/0314CG-DescriptionOfFunctions.pdf
http://documentation.openoffice.org/Samples_Templates/User/template/balancesheet.stc
http://documentation.openoffice.org/Samples_Templates/User/template/balancesheet.stc
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U.S. Small Business Administration: Balance Sheets
http://www.sba.gov/managing/financing/balsheet.htm|

James Hartsfield — N.C. Cooperative Extension Service: Understanding Financial
Risk
http://www.ces.ncsu.edu/sampson/pubs/farm_man/UndstandFinRisk.html

Review Questions

1 What menu would you select to add a new worksheet within a Calc
spreadsheet document?

2 When subtracting values among cells, does the.SUM function need to be
utilized? Why?

3 What type of image compression would need to be selected to export a
PDF file in the highest quality possible?

4 (True or False) Cells'ean be resized by utilizing either the mouse pointer
within the column and row label area or by selecting the View menu.

5 (True or False) Like the Writer word processing application bundled with
OpenOffice.org; Calc has the ability to export spreadsheet documents as a
Portable Document Format (PDF) file.


http://www.sba.gov/managing/financing/balsheet.html
http://www.ces.ncsu.edu/sampson/pubs/farm_man/UndstandFinRisk.html
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Lesson Objectives

In this lesson, you will learn the following:

1 How to create a cash flow statement and how to interpret the data
contained within.

2 How to add font styles to text contained within a spreadsheet document.

3 How to create formulas to add, subtract and multiply values within a
worksheet.

Overview

In the last two lessons, we have used Calc to create a personal worksheet for
tracking personal monthly household expenses and a personal balance sheet.
In this lesson, we will learn how to create a cash flow statement, often used by
businesses to keep track of incoming revenues and outgoing expenditures at a
given point in time. Upon completion of this lesson, you will have learned how
to format text with font styles within'a Calc worksheet, how to create formulas
for multiplying data contained within.the document and how to interpret the data
within the completed cash flow statement.

Getting Started

Before we do so, we need to open the Lesson Seven file that is available for use
with.this book..To open the file, follow these steps:

1" If you have not already downloaded the lesson files for this book,
use a web browser to go to http://documentation.o oenoffice.org,1
konceptualguide/OpenOfficeOrg3LessonFiles.zig. This will provide a
direct link for your browser to begin an automatic download of the lesson
files. If a dialog window appears asking where you would like to save the
file to be downloaded, select your computer workstation’s desktop and
begin downloading the file.



http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
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2 When the file appears on your computer’s desktop, double-click the file
icon to unzip its contents and access the files associated with each lesson.
Double-click the Lesson Files folder icon that contains the available lesson
files, locate the Lesson 07 folder and double-click on it to access thefile for
this lesson. When you have opened the folder, double-click the file named
lesson_07_start.ods to open the file.

Applying Font Styles to Text Contained Within a
Spreadsheet Document

Like the Writer word processing application, Calc provides a wide array of
formatting options for text contained within a spreadsheet document. In fact,
many of the menu and toolbar options that are available within Writer are the
same within Calc as well.

In this lesson, we need to apply the Bold font style to some of the text within the
cash flow statement. To do so, follow these steps:

1 Using your left mouse button, click on row label 3 located on the left side
of the worksheet. Doing so will select the entire row, but will leave all
remaining rows within the worksheet unselected.

2 To apply the Bold font style to the selected text, you can simply click the
BOLD button located within the Formatting toolbar. If the Formatting
toolbar is not visible, you can make it so by clicking on the View menu,
select the Toolbars menu option and then select Formatting from the
submenu options that appear.
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3 Repeat Steps #1 and #2 for row 4 within the worksheet. Applying the
necessary font styles for this worksheet will then be complete.

You can also format font styles by clicking on the Format menu located at the top
of the Calc application window and selecting the Cells menu option.
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Creating Formulas to Add, Subtract and Multiply
Values

We are now ready to begin to perform our calculations for the cash flow
statement. Much of the information you need to perform the calculations has
already been provided, while some of the basic calculations have already been
performed. For each month, however, we need to perform additional calculations
for three items: Total Cash Disbursements, Income Taxes and Net Change In
Cash.

First, we are going to perform the calculations for the Total Cash Disbursements
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for each month. Total cash disbursements are calculated by simply adding
together the cash disbursement values together to receive a total. To do so,
follow these steps:

1 Using your mouse, select cell C27, which is the where the Total Cash
Disbursements for Month Two (2) should be presented.

2 Click the SUM function button located in the Function Bar. Whenwyou click
the button, Calc automatically suggests a cell range. In this step, Calc
automatically selects cell range C17 through C26, which are the cash
disbursement amounts we wish to add for Month Two (2). If Calc had
incorrectly chose the cell range you wish to'add, you could simply hold
down your left mouse button and drag over the desired cell range to make
the appropriate selection. Once the desired cell range has been selected,
press the ENTER or RETURN key and Calc adds the values within the
cell range selected. The results are then produced within the cell originally
selected.
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3 Repeat Step #1 by selecting, one at a time, each of the following cells:
D27, E27, F27, G27, H27, 127, J27 /K27, L27 and M27. After selecting an
individual cell, follow the instructions.in Step #2 to obtain the results for
the appropriate month. When you have completed adding the cell ranges
specified above, the spreadsheet should look like the illustration on the
following page.
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Next, we are going to perform the calculations for the Income Taxes that are

to be paid for each month. The income taxes are calculated by multiplying the
Total Operating Profit (Before Taxes) by the appropriate income tax rate. In

this example, the income tax rate is 35% for federal, state and local taxes.' Be
aware that the Total Operating Profit is usually found on an income statement
(also referred to as a Profit And Loss Statement or P&L Statement) and not on a
cash flow statement. However, it has been listed on the worksheet.to provide the
necessary information to calculate the income tax payable for each month. To
calculate the Income Taxes for each month, follow these steps:

4 Using your mouse, select cell C28, which is'the where the Income Taxes
for Month Two (2) should be presented.

5 After selecting cell C28, type the equal sign (=) followed by a beginning
parenthesis. To type a beginning parenthesis, hold down the SHIFT key
and press nine (9) within the main keyboard area (not within the numeric
keypad area). After doing so, use your left mouse button to click the
cell that contains the value for Total Operating Profit Before Taxes for
the respective month. For Month Two (2), this value is displayed within
cell C37. When doing so, the cell is entered into the formula. Then
type the asterisk “*” sign, which represents the multiplication sign within
spreadsheet applications. Then type 0.35 to tell Calc to multiply the Total
Operating Profit Before Taxes for Month Two (2) by 35%. End the formula
by typing an ending parenthesis. To type an ending parenthesis, hold down
the SHIFT key and press zero (0) within the main keyboard area (not within
the numeric keypad area). When completed, the formula should read:

=(C37*0.35)
Press the ENTER or RETURN key. The values will be added, and the

amount of income tax to be paid for Month Two (2) will be calculated, with
the result displayed within cell C28.
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6 Repeat Step #4 by selecting, one at a time, each of the following cells:
D28, E28, F28, G28, H28, 128, J28, K28, L28 and M28. After selecting an
individual cell, follow thesinstructions in Step #5 to obtain the results for
the appropriate month. WWhenyou have completed adding the cell ranges
specified above, the spreadsheet should look like the illustration below.
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Finally, we are going to perform the calculations for the Net Change In Cash for
each month. The net change in cash is calculated by subtracting the Total Cash
Disbursements After Taxes from the Total Cash Receipts for the respective month.
To calculate the Net Change In Cash for each month, follow these steps:

7 Using your mouse, select cell C31, which is the where the Net Change In

u%ilrlnh‘m:l Cash Flow Statement I EH

Cash for Month Two (2) should be presented.

After selecting cell C31, type the equal sign (=) followed by.a beginning
parenthesis. To type a beginning parenthesis, hold down.the SHIFT key
and press nine (9) within the main keyboard area/(not within the numeric
keypad area). After doing so, use your leftmouse button to click the cell
that contains the value for Total Cash Receipts for the respective month.
For Month Two (2), this value is displayed within cell C14. When doing so,
the cell is entered into the formula. Then type the minus “-” sign, and then
use the left mouse button to click cell that contains the value for Total Cash
Disbursements After Taxes for the respective month. For Month Two (2),
the value is displayed within cell C29. End the formula by typing an ending
parenthesis. To type an ending parenthesis, hold down the SHIFT key

and press zero (0) within'the main keyboard area (not within the numeric
keypad area). When completed, the formula should read:

=(C14-C29)

Press the ENTER or RETURN key. The value contained within cells C29
will be subtracted from the value contained within cell C14, and the result
will be produced within cell C31.
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9 Repeat Step #7 by selecting, one at a time, each of the following cells:
D31, E31, F31, G31, H31, 131, J31, K31, L31 and M31. After selecting an
individual cell, follow the instructions in Step #8 to obtain the results for
the appropriate month. When you have completed adding the cell ranges
specified above, the spreadsheet should look like the illustration on the
following page.
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Analyzing the Final Data Contained Within the
Cash Flow Statement

The'cash flow'statement is now complete. The cash flow statement is a very
important tool for businesses, as it provides information regarding the actual cash
position in any given period of time. This financial tool may not be crucial for a
business that operates on a cash and carry basis, because it is easy to determine
how much cash is available by looking at its bank statement or the amount of cash
secured in the business’ safe. However, for start-up businesses and businesses
that sell on credit, a cash flow statement is crucial in determining how much
money is needed and available to start or operate the business.

Like the completed cash flow statement in this lesson demonstrates, a business
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can be making a profit and still lack the cash needed to pay its monthly bills. If
you look at cell N33, you will note that the Ending Cash Position for the year
increased to $14695.28, up from a Starting Cash Position of $6,000.00. This
could mean that the business actually made money in its first year, which is
unusual for many start-up businesses.

However, if you carefully analyze the cash flow statement, it reveals a very serious
problem for months eight (8) and nine (9). If you look at the Ending CashPosition
for those months (cells 133 and J33, respectively), they show a negative cash
position. This means that if this business were actually operating during those
months, they would not have enough money to pay theirimmediate bills. This
could result in the business having to close its doors if additional funds were not
available.

If this were a preliminary cash flow statement used forplanning a start-up
business, the business owner could resolve this potential problem by adding, at
minimum, an additional $583.55 to the initial Starting Cash Position in month one
(1) to cover the shortfalls for months eight(8) and nine (9). Or, if the business
owner was confident that their sales forecast prior to these months would be
higher than, then the increased sales could cover for the shortfall.

Moreover, the business ‘owner:could decide to open the business in month

eight (8) or nine (9) with astarting cash position of $6,000.00. Looking at the
completed cash flow_statement for this lesson, you will note that the Net Change
In Cash for months two'(2) through eight (8) were all negative. This means that
the business was using.more cash to pay its bills than it was receiving in sales.
By opening infmonths eight (8) or nine (9), it would allow the business to open
its doors just priorto the big shopping season and increase its cash position
significantly before entering the slower sales period of months two (2) through
eight (8)./This scenario could stabilize the financial position of the business
greatly until'it could establish itself and make sales and market share gains in the
second and third year.

As you have seen, there is rarely one answer to the questions or problems that
arise when analyzing a business’ financial position. However, by developing the
fundamental financial statements with a spreadsheet application such as Calc,
a business’ management team can identify the potential issues more clearly. By
doing so, it can assist in solving problems before they arise.
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Additional Resources

U.S. Small Business Administration: Preparing Your Cash Flow Statement
http://www.sba.gov/test/wbc/docs/finance/cashflow.html|

Credit Research Foundation: The Trade Creditor’s Guide to the Statement.of
Cash Flows
http://www.crfonline.org/orc/cro/cro-10.html

Review Questions

1 Font styles can be applied to text within a Calc spreadsheet document by
utilizing the toolbar or the menu.

2 How would the value 25% be represented within a Calc spreadsheet
document?

3 What symbol represents multiplication within a spreadsheet formula?

4 (True or False) Toolbars can be made visible or hidden by utilizing the View
menu.

5 (True or False) Many of the menu and toolbar options that are available for
formatting text within Writer are the same within Calc as well.


http://www.sba.gov/test/wbc/docs/finance/cashflow.html
http://www.crfonline.org/orc/cro/cro-10.html

LESSON
8 Creating a Basic Educational Slide

Presentation Using Impress
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Lesson Objectives

In this lesson, you will learn the following:

1 How to create an educational slide presentation using the OpenOffice.org
Impress presentation application.

2 How to create a slide within an Impress document and insert text within
textboxes provided.

3 How to format slides within an Impress document, including inserting
numbered lists and changing slide background colors.

4 How to insert graphics and clipart within:slides.

5 How to save, view and print an Impress slide presentation document.

Overview

The OpenOffice.org officesproductivity suite contains a slide presentation
application called Impress. /Impress has all of the fundamental features found in
the other major presentationsapplications, plus features unavailable in any other
application similarto'it. In this lesson, you will become acquainted with using
Impress by creating'a basic educational slide presentation related to the topic
of experiential learning. Upon completion of this lesson, you will have learned
the fundamentals of creating slides within an Impress document, entering and
formatting text'within slides, how to insert images within slides, how to view and
print an Impress slide document and much more.

Getting Started

Before we do so, we need to open the Lesson Eight file that is available for use
with this book. To open the file, follow these steps:
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1 If you have not already downloaded the lesson files for this book,
use a web browser to go to http://documentation.o 3enoffice.org,1
kconceptualguide/OpenOfficeOrg3LessonFiles.zig. This will provide a
direct link for your browser to begin an automatic download of the lesson
files. If a dialog window appears asking where you would like to save the
file to be downloaded, select your computer workstation’s desktop.and
begin downloading the file.

2 When the file appears on your computer’s desktop, double-click the file
icon to unzip its contents and access the files associated with each lesson.
Double-click the Lesson Files folder icon that contains the available lesson
files, locate the Lesson 08 folder and double-click'on it to access the file for
this lesson. When you have opened the‘folder, double-click the file named
lesson_08_start.odp to open the file.

Creating a New Presentation Document

For this lesson, a file has already been ereated for you to begin working on.
However, if you were creating your own presentation project, you would need to
start with opening OpenOffice.organd creating a new Impress document. To do
so, follow these steps:

1 With an OpenOffice.org document already open, such as this example
with the Lesson.08 file, click on the File menu, select New from the menu
options-that appear and select Presentation from the submenu that
appears:

2 'When you do so, a Presentation Wizard will appear. Select the appropriate
Presentation Type by clicking on the radio buttons provided. Follow the on-
screen instruction that the wizard provides in creating a new presentation
document.

To remove the new document from the screen, click on the File menu and select
Close from the menu options that appear. If a dialogue window appears asking
whether you wish to save the document, press the DISCARD button to delete the
file without saving it.

For directions regarding creating a new Impress document without OpenOffice.


http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
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org already launched and running, refer to Appendix C for directions for creating a
new document within Windows and Linux-based operating systems.

Creating a New Slide

The first thing that needs to be done for this presentation is to add a couple of new
slides. The lesson_08_start file currently contains thirteen (13) slides; while the
completed presentation will contain fifteen (15) slides. To add.theadditional slides
to the presentation, follow these steps:

1 With the lesson_08_start file open, scroll down-the list of slides viewable
within the Slide Pane located on the left side of the Impress application
window. [f the Slide Pane is not viewable, simply click on the View menu
at the top of the application window and select Slide Pane from the menu
options that appear.
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2 Locate slide #13 and select it by clicking on the icon once with your left
mouse button.
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3 Click on the Insert. menu and select Slide from the menu options that

appear. A new.slide is created after slide #13.

With slide #14 already selected within the Slide Pane, locate the Task Pane
on the right side of the Impress application window. If the Task Pane is not
viewable, simply click the View menu at the top of the application window
and select Task Pane from the menu options that appear.

5 Within the Task Pane, there are four Page options to choose from: Master

Pages, Layouts, Custom Animation and Slide Transition. Select the
Layouts page by clicking on the label Layouts with your left mouse button.
When the Layouts page appears, select the Title Only layout, which is

the third layout in the left-hand column. (Note: If you position your mouse
pointer over each option within the Layout page, the pointer will indicate
which layout option the icon represents.)
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|Slides %

7 Now that the appropriate title has been entered into the textbox, the title
needs to be repositioned into the center of the slide. To do so, place
the pointer on the border of the textbox, not on the green resizing boxes
positioned along the textbox border. When doing so, the pointer transforms
itself into a target symbol, indicating that repositioning the textbox ¢an
be performed. Holding down the left mouse button, drag the textboxand
center it within the slide layout. After doing so, release the left mouse
button and click within the blank area of the slide layout.to deselect'the
textbox.
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8 Next, we need toradd our final slide to the presentation. With slide #14
already selected, click on the Insert menu and select Slide from the menu
options‘that appear. A new slide is created after slide #14.

9 With slide #15 already selected within the Slide Pane, locate the Task Pane
on the right side of the Impress application window.

10In the Layouts page within the Task Pane on the right side of the
application window, select the Title Only layout again.

11 Click in the textbox provided with the slide layout. The textbox is the area
indicated labeled Click To Add Text. When you do so, a cursor appears
indicating that you can begin typing the appropriate text. For this slide
(slide #15), type Questions and Answers within the textbox.
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12 Like the previous slide created, the title needs to be repositioned into the
center of the slide. To do so, place the pointer on the border of the textbox,
not on the green resizing boxes positioned along the textbox border. When
doing so, the pointer transforms itself into a target symbol, indicating that
repositioning the textbox can be performed. Holding down the left mouse
button, drag the textbox and center it within the slide layout. After doing
so, release the left mouse button and click within the blank area of the slide
layout to deselect the textbox.
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Inserting and Formatting Text

The two additional slides for the presentation have now been created. Next,
the text within each slide needs to be formatted to improve the presentation’s
appearance and readability. As you have learned in the previous section,
inserting text within a slide is as simple as clicking within a provided textbox and
typing when the cursor appears.

Formatting text within an Impress document is very similar to formatting a
Writer word processing document or a Microsoft PowerPoint slide presentation.
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Moreover, many of the formatting options available in word processing
applications are also available within Impress. For this lesson, we will make
several formatting changes to the titles of each slide, as well as add a shadow
effect to the text within each slide to improve the readability of the slide when
presented on paper or overhead screen.

To properly format the text within each slide in the lesson file, follow these steps:

1 With the presentation file open, select the first slide within:the Slide Pane
located on the left side of the Impress application window.

2 In the editing window located in the center.of the application window, select
the title textbox by clicking on it once with your left mouse button. With the
textbox selected and the cursor visible, select the‘text within the textbox by
holding down your left mouse button and dragging over the text to highlight
it. This is the same method as selecting text within Writer or other word
processing applications.
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3 For the text contained within the title area of the slide, the following
formatting attributes will need to be applied: Bitstream Vera Sans font type,
48 point font size, bold typeface and text shadow effect applied. Click on
the Format menu located at the top of the Impress application window and
select Character from the menu options that appear.

4 When the Character window appears, click the Font tab located at the
top of the window. Select the appropriate font type size and typeface as
specified in Step #3.

Font | Font Effects | Position |
]

Font

|Bitstream Vera Sans

Avant Garde Gothic
Bitstream Charter

Bitstream Vera Sans Mono
Bitstream Vera Serif

Bookman
“hartar

5 Next, click on the Font Effects tab at the top of the Character window. To
add a shadow effect to the text selected, click within the Shadow checkbox
provided. Then click the OK button to apply the formatting options to the
selected text.
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6 To apply the shadow effect to the text within the body text of the slide,
select the text within the body textbox. Then click on the Format menu,
select the Character menu option that appears and click on the Font Effects
tab at the top of the Character window when it appears on the screen:

Click within the Shadow checkbox provided to enable text shadowing and
click the OK button to apply the formatting option.
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7. 'Repeat steps one (1) through six (6) for each of the remaining slides within
the'lesson file. Upon completion, all of the text within the presentation
document will be properly formatted.

While selecting the Character menu option provides you with the most
comprehensive selection of text formatting options, the most common format
options are also available within the Standard toolbar located above the editing
area. Do so by simply selecting the text to be formatted within the editing window
and click on the appropriate format button or popup menu located in the toolbar.
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Inserting Bullet and Numbering Lists

When selecting the appropriate slide layout from the Layouts page within the
Task Pane, the text within the Body textbox will automatically bullet the text when
typing. Therefore, having to manually select to bullet the text is unnecessary.
However, there may be times where you may want to reformat the body text from
a bulleted list to a numbered list. While we will want to leave the appropriate body
text within the final document of this lesson as bulleted lists, here is.an example of
how you could transform a bulleted list into a numbered list:

1 With the presentation file open, select the second.slide within the Slide
Pane located on the left side of the Impress application ‘window.

2 Select the text within the body textbox. Then click.onthe Format menu,
select the Bullets and Numbering menu option that appears and click on

the Numbering Type tab at the top of the Bullets and Numbering window
when it appears on the screen.
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3 Select the appropriate numbering format within the selection area provided.
Click the OK button to apply the formatting option.
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Changing Slide Background Color or Pattern

Now that the text within the slide presentation has been formatted properly, the
next thing to doris to change the background color for each slide from white to
turquoise to'imprave the appearance of the presentation. To change the slide
background color for this presentation, follow these steps:

1. With the presentation file open, select the first slide within the Slide Pane
located on the left side of the Impress application window.

2 Click on the Format menu and select Page from the menu options that
appear.
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5 Click the OK button to complete the selection. A dialog box will appear
asking whether the selection made should be applied to all slides within
the Impress document or to apply to the current slide only. Click the YES
button to apply the color selection to all slides within the presentation:
Each slide within the presentation will now have a Turquoise background.
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Inserting Graphics and Clip Art

Often, users will add graphics and clip art to help convey the message they are
presenting in.their presentation. In this lesson, we will add a couple of images to
our(presentation for such a purpose. To do so, follow these steps:

1 "With the presentation file open, select slide #7 within the Slide Pane
located on the left side of the Impress application window.

2 To insert an image into the slide, we will need to change the Layout page
selected for the slide. With slide #7 selected within the Slide Pane, select
the Title, Clipart Left, Text page in the Layouts page within the Tasks Pane.
This the fifth layout listed in the left-hand column.
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Within the editing arearlocated in the center of the Impress application
window, double-click on the graphics box that has been placed on the
left-hand side of the slide. When doing so, an Insert Picture window will
appeatr.

When the Insert Picture window appears, use the navigation buttons
located in the upper-right corner of the window to locate the image files
associated with this lesson. These photos can be found in the Lesson 08
folder, which is contained within the Lesson Files folder associated with this
book. Once you have located the images, use your mouse to click on the
image file lesson_08_image01.jpg to select it. If you wish to see a preview
of the image within the Insert Picture window, make sure the Preview
checkbox is selected by clicking within it. To insert it within the brochure,
click the OPEN button.
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5 Next, we are going to insert an image into slide #10. To do so, select slide
#10 within the Slide Pane located on the'left side of the Impress application
window.

6 Again, to insert an image into the slide, we will need to change the Layout
page selected for the slide. With slide #10 selected within the Slide Pane,
select the Title, Clipart Left, Text page in the Layouts page within the Tasks
Pane. This the fifth layout listed in the left-hand column.
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7 Within the editing area located in the center of the Impress application
window, double-click on the graphics box that has been placed on the
left-hand side of the slide. When doing so, an Insert Picture window will
appear.

8 When the Insert Picture window appears, use the navigation buttons
located in the upper-right corner of the window to locate the image
files associated with this lesson. Again, these photos can be found in
the Lesson 08 folder, which is contained within the Lesson Files folder
associated with this book. Once you have located the images, use your
mouse to click on the image file lesson_08_image02.jpg to select it. If you
wish to see a preview of the image within the Insert Picture window, make
sure the Preview checkbox is selected by clicking within it. To insert it
within the brochure, click the OPEN button. The insertion of graphics within
the presentation document is completed.
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Using Spellcheck

Like a word processing document, you can use the OpenOffice.org spell

check tool to check for spelling errors for words contained within an Impress
presentation document. Potential spelling errors are indicated where words are
underlined in red. To use the OpenOffice.org spell check feature to check for
errors within the document for this lesson, follow these steps:

1

In the Slide Pane, select the first slide in the presentation by clicking on the
icon with your left mouse button. This will allow the spellecheck tool to begin
looking for spelling errors at the beginning of the document rather than in
the middle or end of the document.

Go to the Tools menu and select Spellcheck from the menu that appears.
You may also press the F7 key on your keyboard to begin checking for
spelling errors.

If any potential spelling errors @appear, OpenOffice.org will indicate the
potential error and give you alist.of possible suggestions to correct the
spelling.

If you see a spelling suggestion that would correct the error, select it from
the Suggestionsilist and click the CHANGE button.

If you believe that'the word in question is spelled correctly, you can click
the IGNORE ONCE button to proceed to the next potential spelling error. If
the word in question is spelled correctly and you use it often when creating
documents, you may click the ADD button to add it to the Spellcheck
dictionary.

When you have completed checking for potential spelling errors, click the
CLOSE button to exit and return to the document.

Saving the Document

Now that the slide presentation has been completed, the document file needs
to be saved like any other presentation document. OpenOffice.org supports a
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number of file formats for opening and saving spreadsheet documents, including
the native OpenDocument and Microsoft PowerPoint formats. To save the
document to your computer’s hard drive or removable disk, follow these steps:

1 Click on the File menu and choose Save As from the menu options that
appear.

2 Awindow will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save In popup field.

3 In the field File Name, type the name you would'like to save the file as.

4 In the Save As Type popup menu, select the file format you wish to save
the document as, including the OpenDocument Presentation (.odp) or
Microsoft PowerPoint (.ppt) file format.

eoo | Save as

Msersjgabe Desktop/Lesson 08

11/07/2005, 14:38:15

File pame: lesson_08 =l Save
Fi VF‘ OpenDocument Presentation (.odp) ﬂ Cancel
Help I
e with password ¥ Automatic file name extension
" Edit filter settings

5 Click the button SAVE to complete the operation.
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(NOTE: If you are given a window prompt that warns you about saving the
document as a Microsoft PowerPoint file, click the YES button. The OpenOffice.
org development team has gone to great lengths to help ensure that your
document saved in the PowerPoint format will open properly with Microsoft
PowerPoint. However, because the programming code utilized to create the
PowerPoint file format is proprietary and not available to the OpenOffice.org.team
to view for ensuring full compatibility with Microsoft PowerPoint,.not all of your
document’s formatting may open up 100% correctly when it is.opened using the
Microsoft PowerPoint application.)

Exporting a File as a Macromedia Flash Document

If you wish to have a slide presentation embedded within a website, or simply
would like to send a slide presentation to someone who doesn’t have either
OpenOffice.org or Microsoft Office loaded.on their computer, you could save
the presentation as a Macromedia Flash.document. Macromedia Flash is used
extensively for multimedia in website' development and most web browsers
already have the plug-ins preloaded to.display Flash content. Even if you
didn’t want to embed your presentation within a website, you could export a
slide presentation as a Macromedia Flash document and anyone could view
the presentation by simply opening it using the free Macromedia Flash Player.
However, OpenOffice.org cannot edit a document that has been saved as a
Macromedia Flash file. Therefore, if you wish to save a document for editing at a
later date, save the document in its Native OpenDocument file format.

To save a document in the Macromedia Flash format, follow these steps:

1 (Click on the File menu and choose Export from the menu options that
appear.

2 A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save In popup field.

3 In the field File Name, type the name you would like to save the file as.

4 In the Save As Type popup menu, select the Macromedia Flash (*.swf) file
format.
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5 Click the button SAVE to complete the operation.

Viewing Slide Show

To view a slide show within the Impress application, click on the Slide Show menu
and select Slide Show from the menu options that appear or simply press.the F5
key on the keyboard. To exit a slideshow, press the ESC key on the keyboard to
return to the Impress editing window.

Printing a Slide Presentation

Impress provides a number of options for users to print their slide presentations.
For most educational and business presentations where slides need to be printed,
users either wish to print their slides for a specific page size or need to print the
slide presentation in a standard handout format. To print the Lesson 09 Impress
slide presentation for a specific page size, follow these steps:

1 Ifitisn’t already, open the completed Lesson 08 Impress presentation.

2 Click on the Format menu, select Page from the menu options that appear
and then select Page from the submenu options that appear.

3 In the Layout Settings selection area, click the Fit Object To Paper Format
checkbox.

4 |n the Paper Format selection area, select one of the format options
provided.

5. Click the OK button to complete the operation. Each slide selected is
scaled to fit the printed page.
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To print the Lesson 08 Impress slide presentation in the standard handout format,
follow these steps:

6 |Ifitisn’t already, open the completed Lesson 08 Impress presentation.

7 Click on the View menu and select Handout Page from the menu list that
appears.
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8 Click on the Print button located within the Standard menu bar at the top of
the Impress application window. You may also hold down the COMMAND
(38) key and press P on the keyboard to prompt for the Print window, or
click on the File menu and select Print from the menu options that appear:

Additional Resources

Martha C. Sammons: Using Computer Slide Presentations in the College
Classroom
http:/horizon.unc.edu/projects/monograph/CD/Language. Music/Sammons.asg

Ten Slide Design Tips for Producing Powerful and Effective Presentations
http:/articles.techrepublic.com.com/5100-22_11-6117178.htm|

Presentation-Pointers.com
http://www. presentation—pointers.com/index.asg

OpenOffice.org: How to Create a New.dmpress Document Using a Template
http://documentation.openoffice.org/HOW TO/imQressj
NewlmpressUsingTemplate_revised.pd

OpenOffice.org: How to Insert Notes in a Presentation
http://documentation.openoffice.ora/HOW_TO/impress/HowTolnsertNotes.pdf

Review Questions

1 What are two methods in which you can format text within an Impress
presentation document?

2 What menu option would you select to change the color or background of a
slide?

3 What would you need to do to view an Impress document as a slide show?

4 (True or False) Spelicheck is a feature that is not available within the
Impress application.


http://horizon.unc.edu/projects/monograph/CD/Language_Music/Sammons.asp
http://articles.techrepublic.com.com/5100-22_11-6117178.html
http://www.presentation-pointers.com/index.asp
http://documentation.openoffice.org/HOW_TO/impress/NewImpressUsingTemplate_revised.pdf
http://documentation.openoffice.org/HOW_TO/impress/NewImpressUsingTemplate_revised.pdf
http://documentation.openoffice.org/HOW_TO/impress/HowToInsertNotes.pdf
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5 (True or False) Bulleted lists can be converted to numbered lists within a
slide, if desired.
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Lesson Objectives

In this lesson, you will learn the following:

1 How to create and save a database using the new OpenOffice.org Base
database application.

2 How to add, edit and delete records within a database table.
3 How to sort data within a table.

4 How to register a database within OpenOffice.org for use by other
applications within the suite.

5 How to use Writer to create mailing labels from records within a Base
database document.

Overview

In previous versions of OpenQOffice.org, database files created with other
applications could be accessed, edited and utilized for document creation within
Writer and Calc. Moreover, a Calc spreadsheet document could be utilized

as a spreadsheet table foruse within Writer. However, prior to version two,
OpenOffice.org did not have an application with a Graphic User Interface (GUI)
similar to Microsoft Access or FileMaker Pro to easily create database files.

One of the major new features that can be found in version two of OpenOffice.org
is a database application called Base. While the current version of Base may not
have all of the features of a mature database application such as Microsoft Access
or FileMaker Pro, Base has all of the fundamental features to create common
business database documents, including the ability to create tables, forms, reports
and queries. In this lesson, you will become acquainted with using Base by
creating a bulk mail mailing list. Upon completion of this lesson, you will have
learned the fundamentals of creating tables within a Base document, adding and
deleting records within tables, how to sort records within a table and much more.
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Getting Started

Before we do so, we need to open the Lesson Nine file that is available for use
with this book. To open the file, follow these steps:

1

If you have not already downloaded the lesson files for this book,

use a web browser to go to http://documentation.o 3enoffice.org,{
kconceptualguide/OpenOfficeOrg3LessonFiles.zig. This will provide a
direct link for your browser to begin an automatic download. of the lesson
files. If a dialog window appears asking where you would like to save the
file to be downloaded, select your computer workstation’s desktop and
begin downloading the file.

When the file appears on your computer’s desktop, double-click the file
icon to unzip its contents and access the files associated with each lesson.
Double-click the Lesson Files folder.icon that contains the available lesson
files, locate the Lesson 09 folder-and double-click on it to access the file for
this lesson. When you have opened the folder, double-click the file named
lesson_09_start.odb to open the file.

For this exercise; you need:to'save this file to your computer’s hard drive,
a network storage drive or a readable/writable removable storage device,
such as a floppy.disk. To do so, click on the File menu and select Save As
from the menu options that appear. Select the location where the database
should be saved. In this example, use lesson_09_work as the filename
for the saved document. Moreover, select the file type OpenDocument
Database. <Then click the SAVE button.

Creating a New Database

For this lesson, a file has already been created for you to begin working on.
However, if you were creating your own database project, you would need to start
with opening OpenOffice.org and creating a new Base document. To do so, follow
these steps:

1 Start the Base application from the Start Menu. Or within OpenOffice.org,

go to the File menu, select New from the menu options that appear and
select Database from the submenu options that appear.


http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
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Desc

2 When the Database Wizard window a ,'select the Create A New

Database radio button and click th tton located at the bottom of
the window.

3 In the next window, sele database registered by clicking on
the YES radio button: \ ne same window, click both checkboxes
available to have the software open the database for editing and have the

table wizard assis ng the necessary tables for the new database.
Then click the FlI button located at the bottom of the window.

1. Select data
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4 When the Save As window appears, select the location where the
database should be saved. In this example, use my_sample_database
as the filename for the saved document. Moreover, select the file type
OpenDocument Database. Then click the SAVE button.

. -
Title [Type [size |Date modified £~ "
. b 4
File name: |my_sample_database = Save
. —
File type: |GpenDncument Database j Gancel

oY |

5 After the application has saved the database, the Table Wizard window will
appear. Inthe Category selection area, select whether the database will
be used for business or personal purposes by clicking on one of the radio
buttons provided. Depending on the category selected, the Sample Table
popup menu ‘will provide a list of possible databases to create. For this

example, choose'the Business category and select MailingList from the
Sample Tables popup menu.

Select fields for your table

This wizard helps ;uu to create a table for your database. After selecting a
table category and a sample table, choose the fields you want to include in
your table. You can include fields from more than one sample table.
il Category
% Business " Personal
Sample tables
MailingList
Available fields Selected fields
Address i =
Birthdate —’
City = I
CountryOrRegion

1L

Datejoned . I
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6 When a sample table has been selected, a list of available fields associated
with the type of table will appear in lower half of the window. In the
Available Fields selection area, click on a field to add to the table and
click the SINGLE RIGHT ARROW button. The field will then appear in the
Selected Fields selection area. Repeat the process for each field to be
added to the table. For this example, select the following fields from.the
Available Fields selection area: Prefix, FirstName, LastName, Address,
City, StateorProvince and PostalCode. When all appropriate fields have
been selected to appear in the table, use the UP and DOWN- arrow buttons
to change the order in which the fields will appear within the table."Then
click the NEXT button located at the bottom of the window.

800 |X| Table Wizard
Select fields for your table V
. Select fields This wizard helps cgrau raate a table for your database. After selec
table category and a sa choose the fields you want to incl
2. Set types and formats your table. You can | e fields from more than one sample table.
3. Set primary key Category
4. Create table ( Busine " Personal

StateOrProvince

N &
@x w < Back | | Next> Finish Cani

&£ N

7 In the next window to appear in the Table Wizard, click on a field within
the Selected Fields selection area. In the Field Information selection
area, various formatting selections can be assigned to each field. Make
the appropriate format options for the selected field. Then repeat the
process for each field available in the Selected Fields selection area. For
this example, all field information selections can remain at their default
configurations. Then click the NEXT button.
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1. Select fields

2_Settypes and formats |
3. Set primary key
4. Create table

the checkbox available to have Base
create a primary keyfor % e and select the Automatically Add A

Primary Key rad en click the NEXT button.

T i

FirstName
LastName
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9 In the next window, type a name to identify the table being created using
the text field provided. For this example, type the name MailingList if it
doesn’t already appear within the text field. Moreover, select the Insert
Data Immediately radio button. Then click the FINISH button to create the
table for the database.

To remove the new table editing window from the screen, click on the:File
menu and select Close from the menu options that appear. Repeat.thée same
process for the main window for the document my_sample_database.. You may

then delete the my_sample_database file from your computer and return-to the
lesson_09_work file.

800 | Table Wizard & y
Steps Create table V
Select fields What do you want to name your table?

|MailingList

1
2. Settypes and formats
3

-~

tered all the information needed to create

Set primary key

Adding and Deleting a Field within a Table

When creating a new Base document, as performed previously, you had an
opportunity to create a table and add fields to the table while completing the
document creation process. However, users can add and delete fields after the
table creation process has taken place. In the following exercise, you will create
a new field to an existing table and then remove it from the table when completed.
To add and delete a field within a database table, follow these steps:
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1 With the lesson_09_work file open, click on the Tables icon located on the
left side of the document window within the Database Pane.

2 In the Tables pane located at the bottom-right of the window, select the
MailingList Table to be edited by single-clicking on the icon.

File Edit \few Isert Tools Window Help ®
T ENEY HEE L ET
I Create Table in Design View Description .
M Use Wizard to Create Table E;e:!; aa;ié:.I: gg'!:pe:ﬂ:;m the feldnames and properties.
(=] Create View type
]
Queries
) V 4 -
-
Forms mlainglist | None =
H I
Beports
(Ebsdded dts W o

3 Click-on'the Edit menu at the top of the application window and select Edit
from the menu options that appear.

4 When the Table Design window appears, click within the first available field
underneath the Field Name column. Type a field name that best describes
the information that will be entered into the field. When creating field
names, be sure they do not contain any spaces. For example, a field name
labeled Date Acquired should be typed as DateAcquired. In this example,
type Organization for the new field name. When completing the Field
Name, press the Tab key on the keyboard to proceed to format the Field

Type.
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Ele Edt Yew Iools Wmdow Help
iH IR X BB e |

[ Fiekd Hame | Field Type [ Descrption |
[ nteger | INTEGER ] =

MHarme Text [ VARCHAR |

Address Tewt [ VARCHAR | - j

City Text [ VARCHAR |

State Text [ VARCHAR | A

ZipCode Text [ VARCHAR |

Organization]  Text [ VARCHAR | \

p AN RENNAGRER2ANENE:

£
Field Propertes. v [

5 When tabbing to the Field Type column, a popup menu will appear to
enable selection of the type of data.the new field will contain. Select the
appropriate field type, and make any additional configurations needed
associated with the field within'the Field Properties selection area located
at the bottom of the Table'Design window. In this example, the Field Type
will remain Text [VARCHARY];'which means variable character text, and the
Field Properties will remain attheir default configurations. Then press the
Tab key on the keyboard to proceed to the Description column.

Ele Edt View Tecls Windew Help v
PR X B e

| Descrpbon |1

In!zqqr i
Hame Textf VARCHAR |
Address (Text [ VARCHART)
City Text{ VARCHAR |
State Tadt [ VARDHAR ) T
ZipCode | Tekt.L VARCHAR |

= [T

Field Propertes
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6 In the Description column, type a description for the new field being created

(optional).
Ele Edt View Tools Window Help B
HIE X RE e |
[ Feldhame | FeidType | Descrption
] integar | INTEGER y D . E
Hame Text [ VARCHAR |
Address Text [ VARCHAR |
ity Text [ VARCHAR |
State Text [ VARCHAR )
ZipCode Text [ VARCHAR |
Orgamizabon  Text [ VARCHAR | A person's affiliated organization should be entered mto this field)

LTI LI ]

T

|

7 To save the changes made to the table, click the File menu and select
Save from the menu options that appear. The process for adding the field
Organization tothe table has been completed. To double-check to make
sure the field has been added to the table, minimize the Table Design
window you are currently working in, return to the main document window,
and double-click on the MailingList table. The table should contain the
Organization field.

Eile Edt View Ic' Vatdow  Help
e P FRIR TR AR Rk A0 N |
[5] = Address 1 City [ State | ZFipCode | Organization |
p [T [Mr. Maimice Sealy & Blue Fadge Rd Raleigh NC 27612
2 |Ms Eheri Hon B4478 Stockton St San Francisco Ca G4108

s, Ka[u (Hauffman 300 M. Main St Dryden NY 13053
Mr_ Ere Van Buren P.O. Box 97728 Mt diry NC 27030
s, Anna Panella PO, Box 4448 Burgaw NC 28475

3

‘-I
S
& JMr Sean Concord 101 5 Maple 5t Burlengton VT 05406
7 ‘Ms. Suzanne Paisley 12455 Bay St Savannah GA 3401
B
g

Ms, Tara Hennesay P.O. Box 97745 Ashewlle NC 28816
Ms. Victona Lychak 12554 Maan 5t Maagra Falls. Ontaro (=] L2E 1T&
10 Mr, Michael Ponoma PO, Box 10002 Greace NY 14515
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8 To remove the organization field from the table, return to the Table Design
window that you minimized in step #7. If you mistakenly closed the Table
Design window, simply repeat steps #1 through #3 in this exercise to return
to it. Once you have returned to the Table Design window, select the field
by clicking in the grey cell located to the left of the field you wish to delete.
In this example, click in the grey cell located just to the left of the field-name
Organization. When doing so, the entire row for the Organization field
will be selected and a green arrow will appear within the grey cell.to the
immediate left of the field selected.

Ele Edt View Tools Window Help
id A KRS e |

FiddWame | FldType | Descrption S v [
g0 integer | INTEGER | ]
Marmie Text | VARCHAR |
Address Text | VARCHAR |
ity Toxt | VARCHAR |
State Text | VARCHAR | ]

1

Text | VARCHAR
Text | VARCHAR

[IHRONEANREGTN

. > v B
L4 rieldproperties
Entry required o -
Length for
Default vakie N &,
Format example rﬂ._-— x
"iv _|
PS A' |

9 Once the organization field has been selected within the Table Design
window, click on the Edit menu and select Cut from the menu options that
appear. The Organization field will disappear from the table. For this
change to take place permanently, click on the File menu and select Save
from the menu options that appear.
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Ele B wew Icols wedow Help
{H B &G e

Fietd Hame | Fiald Type | Dascrpticn I
integer | INTEGER |
Marme Text [ VARTHAR |
Address Text [ VARCHAR |
City Taxt [ VARCHAR | )
Text [ VARCHAR | —
Text [ VARCHAR |

Text [ WARCHAR

AN RENRONG-

i "r:l
T R

P O\b |

Add, Edit and Delete Records Within a Table

Once a table has been created, records can be entered into it. A record is simply
data that is entered and saved within a table. Data entered within a record is
associated with each other. For example, if you create a Base document to build
a mailing list, the data you enter for a person’s name, address, city, state and zip
code are associated with each other and, therefore, are entered within the same
record.

In this exercise, we will open the table that has been created within the

lesson_09 work file and add additional records to the fictitious mailing list. Once
those records have been added, you will also learn how to edit and delete records
within a table. To add, edit and delete records within a table, follow these steps:

1 With the lesson_09_work file already open, click on the Tables icon located
on the left side of the document window within the Database Pane.
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2

In the Tables pane located at the bottom-right of the window, open the
MailingList Table to enter records by double-clicking on the icon.

When the MailingList table window appears, you will notice there are
already ten (10) records entered into the table. An empty record exists
below the tenth to allow you to begin entering a new record. Within.the
empty record, place your mouse button on the ID field and click your left
mouse button. This will allow you to select the ID field for entering. text-and
numbers, much like selecting a cell within a Calc spreadsheet to enter data.
When the empty ID field has been selected, type the numbereleven (11)
to uniquely identify the new record being entered. . For/each .new record
entered into the table, give it a unique identity by consecutively numbering
each one. To advance to a new field within the record for entering data,
simply press the TAB key on your keyboard like you would for advancing to
the next column’s cell within a spreadsheet. Beginning with record eleven
(11), enter the following addresses:

Ms. Latasha Hutchinson 14778 Sunset Ave. Clinton NC |28328
Mr. Raymond Bavaria 15654 Cayuga St. Ithaca NY [14850
Mr. Johnny Hillandale P.O: Box 124457 Starkville MS | 39759
Ms. Maria Cozumel 204 Hwy. 24 W. Kenansville NC |28349
Mr. Thomas Shippman 24547 Pacifica Ave. | Berkeley CA | 94701
Ms. Kyle Montague 27440 Franklin St. Chapel Hill NC |27514
Mr. Adrian Macon P.O.Box 61445 Cherokee NC |28719
Ms. Elizabeth Yorkshire P.O. Box 9115 Kingston, Ontario CN | K7L4W
Ms. Kelli Harrels 81157 Lumina Ave. | Wrightsville Beach NC |[28480
Mr. Marcos Jameson 81559 Rt. 12 E Cape Vincent NY 13618
Mr. John Doe 123 Main St. Anytown NC [12345

4 Once you have entered the additional records, the table should contain

a total of twenty-one (21) records. To save the records entered, click the
SAVE CURRENT RECORD button located directly beneath the File menu
within the MailingList table window.
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View Tools Window Help
Xb@pRe-l s hlixy v ¥ 51
| Namea | Addrass | State | ZpCode |

1 Mr. Maurce Sealy & Blue Fadge Rg Raleigh HC 27612
2 Ms. Sheri Hon B4478 Stockion St San Francisco CA 94108

3 Ms. Kayla Hauffman 300 N. Main 5t Dryden NY 13053
4 Mr, Eric Van Buren PO, Box 97728 ME Airy HC 27030
[ ] Ms. Anna Panella FO. Box 84448 Burgaw L= 28425
6 Mr, Sean Concord 101 S, Maple St Burlington T 05406
[ 7 Ms. Suzanne Paisley 12455 Bay 5 Savannah GA alaol
E= 8 Ms. Tara Hennesey PO, Box 97745 Ashevilie HC 2BE16
e Ms. Victona Lychak 12554 Maan 5t Niagra Falls, Ontane N LZE 176
o Mr. Michael Ponoma PO, Box 10002 Gresce NY 14515
[l Ms, Latasha Hutchenson 14778 Sunset Ave Clinton HC 28128

12 Mir. Rayrmond Bavana 15654 Cayuga 5L haca MY 14850 :1
13 M, johnay Hillandale PO, Box 124457 Starkwille MS 35759

14  'Ms. Maria Cozumel 204 Hwy, 24 W. Kenansville NC EX I
15 Mr Thomas Shipprman 24547 Pacihca Ave Barkeley CA S4700 _|

16 Ms. Kyle Montague 27440 Franklin 5t Chaped Hill NC Z_ﬁﬂ__
[ 17 M, Adrian Macen PO, Box 61445 Cherokes HG (28719
| 118  Ms Ehzabeth Yorkshre PO, Box 9115 Kingston, Ontario +¢h' KiLaw |
= e Ms. Kelh Harrels B1157 Luming Ave Wightswlle Beach £ HC 2B48D
[ 120 Mr Marcos jamesan #1556 At 12E Cape Vincent Y 136187
[C#]21  mr john Doe 123 Main 5¢ Amvytown Hef 12345

5 Once arecord has been added to a table; the data within it can be edited
later if needed. Selecting data'within a database record for editing is the
same as selecting a cell within a spreadsheet. Simply click within the
field that you wish to editithe data for. For example, place your mouse
pointer on top of the City field for record number twenty-one (21) and click
your left mousedbutton:“The data “Anytown” is selected, and you can now
begin typing “Charlotte” to change the name of the city. Remember to
click the SAVE'CURRENT RECORD button located directly beneath the
File menu to permanently save the changes.

Eile Edit Miew Tools Wndow Help
LIEREY o AR I TS as )
D | | Address | St | ZipCode |
) Mr, Mauricg Sealy & Blue Ridge Rd Ralaigh e 27612
2 Mz Sheri Hon B4478 Stockton St San Francisco ch, 94108
[ E) iﬁ:. Kdiyla Hauffman 300 N. Main 52 Dryden Y 13053
a4 MrdEnc Vam Buren FO.Bax 97728 Mt Airy NC 27030
=8 Arna Parella PO Box 84448 Burgaw NC 28425
P& mr Sean concord 101 5. Maple St Burlington vT 05404
7 Ms. Suzanne Paisley 12455 Bay 5t Savannah GA 31401
] jgs Tara Hennesey P.O. Box 97745 Ashaville NC 286816
o Ms. Victosia Lychak 12554 Main 5t Niagra Falls, Omario fa L2E 1T6
10 Mr. Michael Ponoma PO, Box 10002 Greeca NY 14515
11 Ms. Latasha Hulchenson 14778 Sunset Ave chirton NC 28328
12 Mr Raymond Bavana 156354 Cayuga 5t Ithaca NY 14850
[ 13 Mr. johnny Hillandale PO Box 124457 Starkwille M5 39759
[ ji4  Ms Mara Cozumel 204 Hwy, 24 W Eananswile NC 28348
15 Mr. Thomas Shippman 24547 Pacifica Ave Berkeley ca 4701
[ 16 Ms Kyle Montague 27440 Frankhn 52 Chage! Hill NC 27514
[Eay17 Mr. Adrian Macon PO Box 61445 Cherokee NC 28719
18 M. Ehzabeth Yorkshiré rO. Box $115 Kingston. Ontano N ETL 4W
19 Ms. Kelli Hamels B1157 Lumina fAve wnghtswille Beach NC 28480
[ 120 Mr Marcos jameson B1559 Rt 12E Cape Vincent NY 13618
#1021  Mr john Doe 123 Main 5t Charlotte] NC 12345
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6 To delete a record that has been entered into a table, right-click within
the grey cell located to the left of the record you wish to delete and select
Delete Rows from the contextual menu that appears. To delete record
number twenty-one (21), right-click your mouse in the grey cell to the left
of ID number twenty-one (21) and select Delete Rows from the contextual
menu that appears. When the dialogue window appears to ask whether
you want to delete the selected data, click the YES button. Then click the
SAVE CURRENT RECORD button located directly beneath the File menu
to permanently save the changes.

Eile Edit View Tools Window Help
N I W T Ak A1
] ame | Address | Gy [ Sute ) Zocage | Wb
1 Mr. Maunce Sealy 6 Blue Ridge Ad Ralesgh NC 27612
: 2 Ms. Shen Hon B447TH Stockton 5t San Francisco ca, G4108 ]
3 Ms. Kayla Hauffman 300 N Main 5t Dryden NT 13053
g Mr. Eric Van Buren PO, Box 97728 Mt Airy N (7030
_5 M%. Anna Panella PO Box B444B Eurq:w NC :22-1?5
5] Mr. Sean Concord 101 5. Maple 5t Burfington VT 05406
7 Ms. Suzanne Paisley 12455 Bay 5t Savannah GA at4p1
B M=, Tara Hennesey PO, Bax 97745 Ashewnlia NC ZBELA
] Ms. Victoria Lychak 12554 Main 5t Niagra Falls, Ontanio | CN L2E 176
10 Me. Michael Ponoma PO, Bax 10002 Griece HY 14515
711 [Ms Latasha Hutchenson 14778 Sunset Ave Chirton NC 28328
[ 12 Mr Raymond Bavaria 15654 Cayuga 51 tthaca IN¢ 14850
13 Mr. Jahnny Hilandale PO Box 124457 Smarkwlle M5 39759
[T |14 Ms Maria Cozumel 204 Hwy 24 W Kenansville NE 28349
[ 5 Mr. Thomas Shippman 24547 Pacifica Ave _er ca Q4701
(S 16 Ms. Kyle Montague 27440 Frankhn St (Chape! Wil NC 27514
17 Mr. Adrian Macon PO, Box 61445 Cherokoed NC 8719
[ |18  Ms Ehzabeth Yorkshire 'P.O. Box 9115 Ringston, Dntare CN K7L 4w
[ 1% Ms Kelh Harrels 81157 Lumad Ave Wrights¥ille Beach NE 28480
20 Mr, Marcos jameson B155% AL 12E Cape Vincent NY 13618
31 B |k [ 123 Main 5t hariotte [ 12 34"
Table Format
Bow Height.
Save Record

Sorting Data Within a Table

If this were an actual mailing list to be used to send mail, it would be a small
enough list to simply print on one sheet of adhesive labels, apply the labels to
envelopes and drop the envelopes in the mail. But if a mailing list database table
contained five hundred (500) records, then it would take as much as twenty-five
(25) sheets of standard-sized adhesive labels to print all of them. Moreover,
sending a five hundred (500) person mailing might require doing so via bulk
mailing, which in turn would require sorting the envelopes by zip code.

Rather than applying the labels onto envelopes and then sorting them by hand,
the process could be simplified significantly by sorting the records via zip code
within the Base application before printing the labels. Therefore, the mailing
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addresses would already be sorted in the correct order when printed onto the
labels. The labels could be applied onto envelopes in the order in which they
appear on the label sheets, eliminating the need to sort the envelopes afterwards.

To sort the records within the MailingList table by zip code, follow these steps:

1 With the lesson_09_work file already open, click on the Tables icon located
on the left side of the document window within the Database Pane:

2 In the Tables pane located at the bottom-right of the window, open the
MailingList Table to enter records by double-clicking on the icon.

3 Using your left mouse button, single-click.on the ZipCode field label located
at the top of the MailingList table window. When doing so, the entire
column of zip codes for each record will be selected.

File Edit Wiew Tools Window Help :
M2 X a®is R e8Iy oy ¥R

D ] Wame ] Addiess I I T
e [l Mr. Maunce Sealy & Blue Ridge Rd (Ralzig X NC 2
2 Ms. Sheri Hon B4478 Stockton 5t San Frangisco CA
[ 3 Ms, Kayla Hauffman 300 N, Mam St Dryden | NY
s Mr Eric Van Bwren  P.O. Box 97728 ik iy NC
=T 5 Ms. Anna Panella PO Box B4448 __;Bl.!'ghi NC
] Mr. Sean Concord 101 5. Mapbe 5t Burlington WT
[—7 Ms. Suzanne Paisley 12455 BaySt |Savannah GA
B Mg, Tara Hennesey PO Ba B7745 Ashawlle NC
=l Ms, Victona Lychak 12554 Main 51 Hiagra Falls, Ontario cH
[ {10 Mr Michael Ponoma PO BOX 10002 Greace i
11 Ms. Latasha Hulchenso 14778 SURSet Ave Clintan NC
[T |12 Mr. Raymond Bavaria 15654 Cayuga st rhaca w
13 Mr. |olinny Hillandale RO Box 124457 Starkwille M5
[ |14 Ms. Maria Cozumel 304 Hiy. 24 W Kenansville N
(=l 15 Mr. Thomas Shippman 34587 Pacdica Ave Berkeley CA
[ |16  Ms Kyle Montague 270 Faanklin St Chapel Hill NC
[ (17 Mr Adrian Macon PO Box 61445 Cherokee NC
18 Ms. Eizabeth ¥arkshire PO Box 9115 Kingston, Oniang CH
{19 Ms. Kell Harrels 81157 Lumina Ave Winghtswille Beach NE
[ |20 Mr Marcos jafvesofl| B1559 Az 12E Cape Vincent NY
1

4 To sort the records by zip code, click the SORT ASCENDING button
located within the Table Data View toolbar at the top of the window. When
doing so, the records are sorted by zip code in numerical order and then by
alphabetical order. When the labels are printed, the addresses will print in
the order in which they appear on the screen.
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ans %/ besson 09 _work: MailingList
Eile Edit Wiew Tools Window Help
M X R® s Re- iy ¥
[ Marme | Address | | State
L |? Mr. Maurice Sealy 6 Blue Ridge A Raleigh NC
F M%. Shen Hon 284478 Stockton St San Francisco CA
[ Ms. Kayla Hauffman 300 N Main St Dryden Y
4 Mr Enc Van Buren PO Box 97728 ME fary NC
[ 5 Mz, Anna Panella PO Box B4448 Burgaw NC
i Mr. Sean Concord 101 5. Maple 5t Burlington v
7 M=, Suzanne Parsley 12455 Bay 5t Savannah GA
I~ |e Ms. Tara Hennesey  P.O. Box 97745 Ashaville NC
=ik Ms. Victoria Lychak 12554 Main 5t HWiagra Falls, Ontario cH
10 Mr. Michae| Ponsma P.O. Box 10002 Greece NY
[T 11 Ms. Latasha Hutchenso 14778 Sunset Ave Clinton NC
L 12 Mr. Raymond Bavana 15654 Cawgi St Rhaca NY
E=i 13 Mr. johnny Hillandale PO Box 124457 Starkwlle MS
14 M=%, Mana Cozumal 204 Hwy. 24 W Kenanswlla NC
[ |15 Mr. Thomas Shippman 24547 Pacifica Ave Berkeley ca
[ 16 s Kybe Montague 27440 Frankdin 5t Chap-el Hil N
17 Mr Adrisn Macaon PO Box 61445 Cherakes NC
[ {18 |Ms. Elizabeth Yorkshire P.O. Box 9115 Kingstan, Gntario CH
19 Ms, K&l Harrels 81157 Lismina Ave Wnghtswlle Beach NC
[ |20 Mr Marcos jameson  BIS59 Rt 12E Cape Vincent v

At this time, the records within the table should remain sorted. However, if you
ever wanted the records to reappear in their original order, you could do so by
sorting the ID records in ascending-orderthe same way you sorted the records by
Zip code.

Registering a Database Within OpenOffice.org

Before we can use Writer to create mailing labels from the database records, the
database document we are working in must be registered within OpenOffice.org.
If a database‘document is not registered within OpenOffice.org, then the Label
Wizard will not be able to identify the correct database to extract the records from.
If yourhad created the original database yourself using the Database Wizard, you
could have specified to have the database automatically registered. Because

you didn’t create the original file, however, you must perform the simple task of
registering the database manually.

To manually register the database within OpenOffice.org, follow these steps:

1 With the lesson_09_work file already open, click on the Tools menu and
select Options from the menu options that appear.
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2 When the OpenOffice.org User Data window appears, click on the plus
“+” icon located next to the OpenOffice.org Base option located on the
left side. When doing so, a list of options will appear related to the Base
application.

AN

i T \v
B OpenOifice.or
" e Address + £ 2
General |
Memory Lompany | o
Vit FirstLast pame/initials [ P o & |
Print -
Paths Street [
Colors _ D
Fonts Gity/State/Zip [ “—“ [
Secunty i 2 = L 8
Appearance Country/Region |
Accessibili . o S
Java ¥ Title/Position I r
B Load/Save I_L-
B Langua?fe Seftings Tel. (Home/Work) K |
B OpenOffice.org Base Fax / E-mail | —
Connechons S
Databases
B Charts
B Internet
VN

=] DpﬂﬂDHlﬁl org

oDEHE

BE

3 Select Databases from the OpenOffice.org Base options that appear by
clicking on the label. When doing so, the list of databases that are already
registered within OpenOffice.org will appear in the Registered Databases
selection area on theright side of the window. To register the lesson_09
work database document, click the NEW button, then click the BROWSE
button in the Create Database Link dialogue window and locate the lesson
file. After locating the file, select it and press the OPEN button. You will
then be reverted back to Create Database Link dialogue window, where
you can press the OK button to register the database.

User Data ey
FGeneral i
Mamory esson 09 work UsersigabeTextbook Development'OpenOffice/Opans
| :.:: my_sample_database Msersigabe/Desktopflesson 09/my_sample_database.c
<Pri
Paths
Colors
Fonts
Securty
Appearance
Accessibility
Java
Load/Save
Langua?fe Sethngs
OpenOifice.org Base
Connections

istered databases
egisterad name

Charts
Internet i | | -1.]

| Few | 1 Delete | Edit |




206 Lesson Nine

4 To complete the registration, click the OK button within the OpenOffice.org
User Data window.

Using Writer to Create Mailing Labels from
Database Records

Now that the address records have been entered into the databasetable and the
document registered within OpenOffice.org, we are ready for creating the'mailing
labels. Unlike Microsoft Access, OpenOffice.org Base doesn’t have a Form
Wizard for creating mailing labels. Instead, OpenOfficeiorg relies on a wizard
within Writer to complete the process of creating mailing labels, which ultimately
produces the same result. To create mailing labels from address records within a
Base document, follow these steps:

1 From any application within OpenOffice.org, including Base or Writer, click
on the File menu, select New from the menu options that appear and select
Labels from the submenu options that appear.

“Eﬂ Wiew Insert Tools Wndow
i IextD

.7 Open. Control+O [, Spreadsheet
Recent Docyments
Wizards "

£} Close

M swe Conkrol+5

[ save as
Sayw Al

Help

Description

[ Export :
e Bigsiness Cards

}_I - Bysmes:
- Fﬂpluluduuumm

'i'_Jn

freports

=4 Ext




Creating a Bulk Mailing List Using Base and Writer 207

2 A Labels window should now appear on the screen. At the top of the
Labels window, there should be three tabs present: Labels, Format and
Options. If it isn’t already selected, click on the Labels tab. Within the
selection areas provided, select the following Label configurations:

Place a check within the Addresses checkbox

Select the lesson_09_work document within'the Databases
popup menu

Select MailingList within the Tables pepup menu

Select the SHEET radio button

Select Avery Letter Size within the Brand popup menu

For this sample exercise, select 5261 Address within the
Type popup menu. If this were an actual mailing list you were
utilizing to prepare a mailing, you would select the type of
labels you or your office have purchased.

800 FLabels,
Labels | Format | Options | - )
Inscription f ™=
Label text Tm}iﬁv Database
= |lesson_09_work |
Table
|MailingList |
Database field
= EEE] =l
2]
o
at
" ntinuous Brand [avery Letter Size =l
|» = Sheet Type 5261 Address

5261 Address: 4.00" x 1.00" (2 x 10)

New Document Cancel I Help | Reset
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3 Continuing within the Labels tab window, select Name from the Database
Field popup menu and press the LEFT ARROW button to place the field
within the Inscription window. Then press the ENTER or RETURN key on
your keyboard to move the cursor to the next line within the window.

W Addres:

<lesson_09_work.MailingList 0 Nan = lesson_09_work o 3

ase Field popup menu and press
) e field on the second line within the
the ENTER or RETURN key on your
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5 Select City from the Database Field popup menu and press the LEFT
ARROW button to place the field on the third line within the Inscription
window. Type a comma (,) immediately following the City field and press
the SPACE BAR key once on the keyboard. Then select State from the
Database Field popup menu and press the LEFT ARROW button'to place
the field behind the City field. Press the SPACE BAR key:twice on the
keyboard. Finally, select ZipCode from the Database Field popup-menu
and press the LEFT ARROW button to place the field behind the State field.
Then press the ENTER or RETURN key on your keyboard to'move the
cursor to the next line within the window. The format displayed within the
Inscription window indicates how the address information will be printed on

the labels.
Labels | Format | Options | ‘ v
Inscription
Label text IV Address Qaiahase
<lesson_09_work MailingList. 0.Nan = |I955cm 09_work j
<lesson_09_work MailingList.0.Ade
<lesson_09 work MailingList.0. City Table
|Mall|ngIJ5t j
Database field
= - I |2ipC0de j
;I_I /
Format

C NW Brand |avery Letter Size |

6 Click on the Options tab at the top of the Labels window. When the
selection areas appear within the Options tab, select the ENTIRE PAGE
radio button and place a check within the Synchronize Contents checkbox.
This will format the labels to print on an entire sheet of labels, as you would
purchase from an office supply store. Moreover, the Synchronize Contents
option means that the data will automatically sync with the data contained
within the MailingList table. Finally, if you wish to setup the labels to print
on a printer other than what is specified in the window, click the SETUP
button and configure accordingly.
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7 Press the NEW DOCUMENT 0 in the Labels window. Writer will
then create a template that wi % at a sheet of labels as specified in the

previous selections.
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8 Within the Writer label template window, click the File menu and select
Print from the menu options that appear. A dialogue window will appear
stating that the document contains address data fields and asks whether
you wish to print a form letter. Click the YES button.

9 When the Mail Merge window appears, you should notice some of the
addresses within the database document are viewable. Make sure the ALL
radio button is selected to print all of the addresses within the database.
Also, make sure the PRINTER radio button is selected.

0.0 Mail Merge
8 . et - =
HH&H“#&H#’F';LJ'EVJ x#-wﬁﬂ o
SR on oo N L N W ) —
@ [§ Queries o [ Mr. Sean Concord 101 5. Mapla 5t Burlington -
B (= Tables 3 Ms. Kayla Hauffman 300 N. Main St Dryden [
“-':I Mailin 20  Mr.Marcos Jameson B1559 Rt 12E Cape Vincent Hel
i i dgl lll:l Mr. Michael Ponema _ P.O. Box 10002 Greace
& my_sample_da Mr. Raymond Bavaria 115654 Cayuga St Ithaca >
B Y 3 s s 43 R .
Records - Output
Al * »  Fjla
C -EI-I|I=I|:II|']"|I'_!1T|:1'-: T F-‘bi
" Erom: |1 Jo: E1 ‘ | ers/gabe/Deskt : !
Coagrate file name from
) ' Databasa feld | H
& Manual setbng [Ie55un_09_end

N

10 If you wish to print the addresses on actual mailing labels, make sure that
your printer is loaded with the correct type of sheet labels, as selected in
Step #2.In this case, the labels we chose for this exercise were Avery
5261 labels. Otherwise, click the OK button and the addresses will print
on the regular paper presently loaded in the printer. The addresses should
then print in the format presented in the Writer template. You will notice
that when the addresses are printed, they are done so in ascending order
by zip code, making it easier to prepare for bulk mailing.

Additional Resources

OpenOffice.org: Base Discussion Forum
http://www.oooforum.orgf



http://www.oooforum.org/
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General Information Regarding Databases via Wikipedia
http://en.wikipedia.org/wiki/Databasd

Review Questions

1 For changes to tables and records to remain permanent within Base, what
do you need to do prior to closing the document or application?

2 What is a database record?

3 What does a computer user have to do beforethey.can utilize the data
contained within a Base database document for use in.a Writer document?

4 (True or False) Unlike Microsoft Access, OpenOffice.org Base doesn’t have
a Form Wizard for creating mailing labels.

5 (True or False) Users cannot add and delete fields after the table creation
process has taken place.


http://en.wikipedia.org/wiki/Database

LESSON
1 0 Analyzing North Atlantic Hurricane Data

Using Base
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Lesson Objectives

In this lesson, you will learn the following:
1 How to create, run and save a query using Base.
2 How to perform comparisons among records using queries.
3 How to sort query data results.
4 How to specify field properties within table records.

5 How to create and print reports.

Overview

In the previous lesson, you learned how:to useBase in conjunction with Writer to
create labels for a bulk mailing list. Base has the capability to do much more than
create basic tables and produce mailing.labels. Base also has the capability to
create queries, perform comparisons among records, create forms and reports,
and more. Moreover, Base can also import from and export to other database
applications, including Microsoft Access and FileMaker Pro.

In this lesson, you will become acquainted with additional features and capabilities
within Base. Using a Base file containing tables and records related to North
Atlantic hurricanes, you will learn about the strongest and costliest hurricanes to
strike the United States / North Atlantic region by using Base as a way to analyze
and.compare available data. Upon completion of this lesson, you will have
learned how to use Base to create and run queries, perform record comparisons,
how 10 create and print reports, how to specify field properties within table records
and more.

Getting Started

Before we do so, we need to open the Lesson Ten file that is available for use with
this book. To open the file, follow these steps:
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1 If you have not already downloaded the lesson files for this book,
use a web browser to go to http://documentation.o 3enoffice.org,1
kconceptualguide/OpenOfficeOrg3LessonFiles.zig. This will provide.a
direct link for your browser to begin an automatic download of the fesson
files. If a dialog window appears asking where you would like to'save the
file to be downloaded, select your computer workstation’s desktop and
begin downloading the file.

2 When the file appears on your computer’s desktop, double-click the file
icon to unzip its contents and access the files associated with each lesson.
Double-click the Lesson Files folder icon that contains the available lesson
files, locate the Lesson 10 folder and double-click on it to access the file for
this lesson. When you have opened the folder, double-click the file named
lesson_10_start.odb to open the file.

3 For this exercise, you need to save this file to your computer’s hard drive,
a network storage drive or a readable/writable removable storage device,
such as a floppy disk. To do.so;,.click on the File menu and select Save As
from the menu options that appear. Select the location where the database
should be saved.<In this example, use lesson_10_work as the filename
for the saved document.” Moreover, select the file type OpenDocument
Database. Then click the SAVE button.

How to Create and Run a Query Using the Query
Design View

In our previous lesson, we created mailing labels utilizing a table that contained
twenty records. When working with databases at school or in the workplace,

you may often be entering and analyzing hundreds, even thousands, of records.
However, searching or analyzing data by glancing through a table can be a time
consuming and cumbersome task when that many records are involved. A much
better method of searching and analyzing the data contained within table records
is by utilizing queries. A query can be thought of as simply a subset, or filtered
set, of records from a table that was created by specifying certain criteria to obtain
a desired result.


http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
http://documentation.openoffice.org/conceptualguide/OpenOfficeOrg3LessonFiles.zip
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Before a query can be performed, a new database document must be created
and contain at least one table with records entered into it. For this lesson, a file
has already been created for you to begin working on which contains two tables:
Costliest Ranking and Intensity Ranking. We will use these tables to learn to
create a simple query. To do so, follow these steps:

1 With the lesson_10_work.odb file open, click on the Queries icon located
on the left side of the document window within the Database Pane.

2 In the Tasks pane located at the top of the window, single-click Create
Query in Design View to launch the Design View window.

a8ana A lesson_10_work ~ OpenOffice.org Base
File Edt View [nsert Tools Window Help

B @ @ i .

a f e

[5 create Query in Design View... Description

rxgl Use Wizard to Create Query Lreate 3 query by specifying the filters, input tables, field
names, and properties for sorting or grouping

syl Create Query in SOL View,

Beports Ména =

3./When the Query Design View window appears, the Add Table or Query
window will also appear. Using the radio buttons available within the
window, tables or queries that have been created within the database file
are listed for availability to perform a query. For this example, select the
Intensity Ranking table by single-clicking its icon among the list and click
the ADD button. Once the Intensity Ranking table appears within the
Query Design View window, click the CLOSE button within the Add Table or
Query window.
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2XaEa

Eile Edit

% Queryl - OpenOffice.org Base: Query Design
View |nsert Tools Window Help

‘@ [ oo W @ [0 [&HE
Intensity Ranking . ann % Add Table or Query

-

v ID

4

& Tables  Queries [dd|

Rank [ i Rankin i
Hurncane = Eﬂlli."st _.;I“e_ _|
Year [ ntEnsicy Ft.'|rlb:||||_j

Cateaorv _I

Help

The next step in creating a query is to select which fields to utilize to run
the query. To do so, utilize the first Field popup menu provided within the
lower pane of the window to select the appropriate field name. This can be
accomplished by simply:using the mouse pointer to click within the field. In
this example, select the Intensity Ranking.Hurricane field.

m.,.,enea a»@];y n[rrx.

Intensity Ranking

7D

Rank
Hurricane
Year
Cateaorv _E

Field
Alias
Table

Sort

Visible

[

Intensity Ranking.*
Intensity Ranking.1D
Intensity Ranking.Rank

Intensity Ranking Hurmcane
Intensity Ranking.Year
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5 After selecting the Intensity Ranking.Hurricane field, select the table that
is associated with the field from Step #5 by using the Table popup menu
provided within the same column. In this case, the table selected should
be the Intensity Ranking table.

File Edit View |[nsert Tools Window Help

‘| [#]

o B @23 .0 REBEY .

Intensity Ranking

! 1D
Rank
Hurricane
Year
Cateaorv _'J

Field Hurricane

Alias
Table

Sort (no table) '
Visible Intensity Ranking N = - - = -

Function
Criterion |
or |
Or

At this point, we could execute the run command to create a basic query.
However, the results'would not be meaningful, as the query would only contain a
list of hurricanes. Therefore, to make this query produce some useful results, we
will continuewith  the:creation of the query by selecting the Year field to display
the year the hurricane struck the Unites States coast. Moreover, we will enter a
criterion to have'the query only display hurricanes that reached an intensity of
Category 4 strength or greater based upon the Saffir-Simpson scale. To complete
this.query, continue with the following steps:

6 To achieve the desired query results listed above, we will need to select a
second field and third field for our query. Under the second column within
the lower pane of the Query Design View window, select the Intensity
Ranking.Year field within the available Field popup menu. Under the third
column, select the Intensity Ranking.Category field.
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‘| [#] 2

230 REEY .

7ID

Intensity Ranking

Rank
Hurricane
Year
cateaorv )

Field

Alias

Table

Sort

Visible
Function
Critenion

or

Hurricane
Intensity Ranl

~

Year

| I
I [~ .
Intensity Ranking.*
Intensity Ranking D
Intensity Ranking. Rank
Intensity Ranking Hurricane
Intensity Ranking.Year r
Intensity Ranking.Category

Intensity RankinguMinimum Pressure (mb)
Intensity Ranking Minimum Pressure (in)

7 Next, select the tables associated with each field by using the Table popup
menu provided under the‘respective columns. In this case, the Intensity
Ranking table should be selected for both the second and third column

Table fields.
@ [ 0.0 WA B .1 [BET .
Intensity Ranking
71D
Rank
Hurricane
Year
cateaorv
AL |
_
S— 1 T |
Field Hurricane Year Category
Alias
Table Intensity Ranl Intensity Ran! [[IERETEY ~
Sort {no table)
Visible "] F Intensity Ranking |lad C r
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8 For this query, we want all of the fields that have been selected to be visible
when the query results appear. To make sure this occurs, each column
should have a checkmark within the Visible field. This signifies that we are
selecting to have the field within the respective column to appear in the
results when we execute the Run Query command. If any of the Visible
fields do not have a checkmark, use your left mouse button to click within
the appropriate checkboxes provided to have a checkbox appear.

File Edit View Insert Tools Window Help

‘@ (2] e W ®¥E .0 REBEY .

Intensity Ranking

* ra—
¥ ID

Rank

Hurricane

Year

Cateaorv ll

Field Hurricane Year [LCategory
Alias '

Table Intensity Ranl Intensity Raﬁfm

] ) atl o

Visbie | @ p @ W r r
Function

Criterion N 4

| AN

or | [

Or
Or

I l 297

9 When the query results appear, we want the results to be sorted by a
hurricane’s intensity and in descending order. This will result in Category 5
storms appearing at the top of the list, followed by Category 4 storms. To
sort the results of the query in this manner, select Descending from the
Sort field popup menu in the third column provided.
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rﬁ o6 N Queryl - O_Hnﬂmce.urg Base: Query Design
Eile Edit View Insert Tools Window Help

LN oo @ as.nBEEY .

Intensity Ranking

TID
Rank
Hurricane
Year
Cateaorv :J

i l >E
Field  |Hurricane Year lcategury | l I =
Alias
Table  |Intensity Ranl Intensity Ranl intensity Ranl
Sot | desc cndin |2
Visible | ~ I~ (not sorted) \ = I r
‘Function | | ascending
Criterion | \

— V )

Or
Or
Or

10 Finally,.we need to enter criteria regarding of data to display for the
guery results. Specifically, we need only Category 4 and 5 storms to
appear within the query results. To make sure this occurs, we will utilize
comparison operators within the query. Comparison operators that are
supported within Base include > (greater than), < (less than), >= (greater
than or equal to), <= (less than or equal to) and NOT (not equal to).

To do so, take your left mouse button and single-click within the Criterion
field located within the third column. When the cursor appears, type >=4
within the field. This comparison operator specifies that only hurricanes
with an intensity of greater than or equal to Category 4 will appear within
the query results.
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_E D (&) N Queryl - Op_enﬂfﬁce.urg Base: Query Design
File Edit View Insert Tools Window Help

BRI X0 e HER.iD
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Intensity Ranking
: A
71D
Rank
Hurricane
Year
Cateaorv ll
I I A
Field Hurricane Year Category =
Alias
Table Intensity Ranl Intensity Ranl Intensity Ranl
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Visible W v | | K r =

Function
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or | . o
Or

| | Ry

How to'Run a Query

Prior to running a query, you may wish to execute the Distinct Values command
to omit any duplicate entries that may appear within the query results as a result
of the criteria selected. To execute the Distinct Values command, simply click the
Edit menu and select Distinct Values from the menu options that appear.

Once criteria have been selected to perform a query, the RUN command must be
executed to produce its results. To do so, click on the Edit menu and select Run
Query from the menu options that appear. Queries can also be ran by clicking
on the Run Query button located within the Query Design toolbar at the top of
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the application window. If the toolbar is not visible, it can be made to appear by
clicking on the View menu, select Toolbars from the menu options and selecting
Query Design from the submenu options that appear.

File R[4 View Insert Tools Window Help

' | ﬁ Undo: Edit Column Description | : = ﬂ 5

f By Paste Control+V

¥ Dpistinct Values

— [# dear Query

gt Run Query

Field  |Hurricane Year Categary
Alias | = N
errmnsit'g.nI Ranl Intensity Ra Intensity Ranl
Sort 7 'deseending

Eile Edit View Insert 4Todls
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Intensity Ranking
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Rank
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Year
Cateaorv 7l
.I*.I:
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Table Intensity Ranl Intensity Ranl Intensity Ranl
Sart Aecrandina
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Changing the Format of Data Appearing Within a
Query Result

When the query results appear, you will notice that only records where a hurricane
had an intensity equal to or greater than Category 4 strength appear within'the
results. You will also notice that the dates that appear within the Year column
contain decimal values. We can change the format of the date to exclude decimal
values and present the year in its proper form. To do so, follow these steps:

1 Within the upper pane of the Query Design View window where the query
results appeared, right-click on the column label Year and select Column
Format from the contextual menu options thatappear.

B o6 ! Queryl - OpenOffice.org BaseyQuery Design.
Elhe Edit View [Insert Iuols Window Heip

'@ [=] R oe [§ &3
: _j'_.. Hﬂu

Hurricane

p |Andrew -5
Unnamed (FloipEE Cnlumn Width...
Camille y N =]
Audrey Hide Culm‘nns

Unnamed (GalgEER eI 4
Unnamed (NotNEEFIGLL 4

Record |1 | of [<[v[m]a]

Intancitvy Ran Iﬂ'nrll bt
Field Hurmicane Year Category )
Alias
Table Intensity Ranl Intensity Ranl intensity Ranl
Sort descending
Visible ™ I~ 3 r r r
Function
Criterion =4

2 When the Field Format window appears, enter 0 within the Decimal Places
located under the Options selection area.
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Br‘"‘nﬁ

Format | Alignment |

%/ Field Format

Category Format Language
Al General English (USA) |
User-defined

-1234.12

-1.234

-1,234.12

-1,234.12

-1234.1235
Scientific hd s
Options " . % n

Decimal places 0| z I ™ Negative numbersired

Leading zeroes

Format code

1 - I I Thousands separator

o

oK | Canr_ell Help | Reset |

3 Click the OK button.. When the Query Design View window returns, the
year for each/query result should now be in their correct format.

How to Save a Query

Once a query has been ran, a query can be saved so that the results can be
accessed later. To save a new query within a database file, follow these steps:

1 To save the query performed, click the File menu and select Save As from
the menu options that appear.

2 When selecting the Save As menu option, a window will appear prompting
a Query Name to be entered. Enter Lesson Ten 01 for the query name
and click the OK button. The query has now been saved. (NOTE: For the
purposes of this lesson, do not close the query results window at this time.
We will utilize this query for our next exercise associated with this lesson.)
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Making Changes to a Query

Once a query has been ran, you can make corrections or changes to the query

if you do so before closing the Query Design window, which displays the query
results. This makes it a much more efficient way to make corrections or changes,
as opposed to closing the Query Design window and starting over with‘a new
query. In our next exercise, we will make changes to our existing query by.
entering new query criteria and using compound criteria to produce query results.
Afterward, we will save the query results for this exercise.and learn how to clear
the query design without closing the entire Query Design View window.

Entering Query Criteria

To begin this next exercise, we will begin making changes to the existing query
results by entering new query criteria. To do se,; we will need to add a new table,
as well as change the tables and fields'selected for the query. To perform these
tasks, follow these steps:

1 Within the Lesson Ten 01 Query Design View results window, click on the
Insert menu andsselect:Add Table or Query from the menu options that
appear.

806

_Eilé -Eq-:lit giew-m Tools Window Help

& %k ) B=[EE Y .

Al Lesson Ten 01

— @™ Add Table or Query F7 |
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2 When the Add Table or Query window appears, use the radio buttons
available within the window to select the Costliest Ranking table. To do
so, single-click its icon among the list and click the ADD button. Once the
Costliest Ranking table appears within the Query Design View window,
click the CLOSE button within the Add Table or Query window.

Eile Edit View |nsert Tools Window Help

BE e ve ¢E . EHEEEY -
¥ fv ¥

By Mo & i ® o
Hurricane Category |
p |Andrew  BEREP S
Unnamed (Floi 5
Camille 5
Audrey 4
Unnamed (GalpEhE] a - &
e o0y _
Unnamed (NoJEEPIN © O O \ Add Table or Query . &
) T @ Tables C Queries Add | |
mfCostliest Ranking | Close. |
Intensity Ranking M Intensity Ranking -
*
71D Help |

3 The next step is to select different tables to utilize for the new query. To
do so, utilize the first‘Table popup menu provided within the lower pane of
the window to select the appropriate table. This can be accomplished by
simply using the mouse pointer to click within the field. In this example,
select the Costliest.Ranking table.

_—

Intensity Ranking|  Costliest Ranking

L] L]

T ID D1
Rank Rank
Hurricane Hurricane
Year Year

Cateaorv _'J Cateaorv LJ

Field Hurricane Year Category
Alias

Table | LT~ intensity Ranl Intensity Ranl

Sort | (no table) descending
Visible . . - v = = - _
Function | Intensity Ranking

Criterion == 4
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4 After selecting the Costliest Ranking table, select the appropriate field that
is associated with the table from Step #3 by using the Field popup menu
provided within the same column. In this case, the field selected should be
the Hurricane field.

File Edit View Insert Tools Window Help
B2 i an v ¥E &, 0 BEFY .
: B ot HH

Hurricane | Category |

AT i N

b |Andrew 1992
Unnamed (FlopEEE
Carnille 1969

Audrey 1957
Unnamed (GalpERE
Unnamed (NorpRER

Record |1 [of 15 * LI Imle]

& b oWV

Intensity Ranking Costliest Ranking

- -

T ID D1
Rank Rank
Hurricane Hurricane
Year Year

Cateaorv ﬂ Cateaorv ll
|
Field [+ vear Category

Alias Costliest Ranking.*

Table D1
Sort | Rank

RanlIntensity Ranl
descending
Visible |
Function |
Criterion |
Or
Or

5 Next, we will need to change the tables associated with the second and
third columns within our query. Under the second and third columns within
the lower pane of the Query Design View window, select the Costliest
Ranking table within the available Table popup menus.

6 Select the appropriate field associated with each table by using the Table
popup menu provided under the respective columns. In this case, the Year
field should be selected from the second column Field popup menu while
Category should be selected for the third column Field popup menu.
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806 . Lesson Ten 01
File Edit View Insert Tools Window Help

BZihe se I .0 FEEY .
: ~ -

Ha Mo P uih .
Hurricane Category |
» |Andrew 1992 B
Unnamed (FlolpEEERENE 5
Camille 1969 5
Audrey 1957 4
Unnamed (GalpENER 4
Unnamed (NorgEEk 4
Record |1 | of ’ [ «Tw]m]a]
Intensity Ranking| Costliest Ranking
* w
TID D1
Rank Rank
Hurricane Hurricane
Year Year
Cateaorv Lj Cateaorv LJ
l l | K ! ] [
Field Hurricane Year Category] j
Alias
Table Costliest Ranl Costliest Ranl Costliest Ranl
Sort ‘descending
Visible [~ [ =] r r - =
Function
Criterion == 4
Or
Or
Or

7 For this query;we will not have the query results sorted by category.
Therefore, using your left mouse button, click on the Sort field located
within the third column and select (not sorted) from the popup menu
provided. This will disable sorting the query by category.

8 . Now that the fields and tables associated with the query have been
changed, we will add an additional field to be included within the query. In
the fourth column provided, select the field Costliest Ranking.Damage
from the Field popup menu provided. Underneath the same column,
select Costliest Ranking from the Table popup menu. Finally, choose
Descending from the Sort popup menu within the same column to specify
that the query results be sorted by damage estimated in descending order.
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Eile Edit View [nsert Tools Window Help

‘| [~ ve IHE .0 REEEY .
Y H ﬂ"‘ 1. ':'4'. fi x o ’

Hurricane | Category |

¢ |Andrew
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Camille
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Record [L [of 15+ Lol [m]a]

da fa W oWR WA

Intensity Ranking Costliest Ranking

[[n] D1

Rank Rank

Hurric ane Hurficane

Year Year

cateaory 7| lcateaorv 2l

Field Hurricane Year Category Damage ]

Alias

Table Costliest Ranl Costliest Ranl Costliest Ranl Costliest Ranl

Sor |

Visible [ [ -~ ra‘ = I r I
Function

Cntenon ==4

9 Like the first query we created earlier, we want all of the fields that have
been selected to be visible when the query results appear. To make sure
this occurs, each-column should have a checkmark within the Visible field.
This signifies that we are selecting to have the field within the respective
column-to appear in the results when we execute the Run Query command.
If any ofithe Visible fields do not have a checkmark, use your left mouse
button to click within the appropriate checkboxes provided to have a
checkbox appear.

Using Compound Criteria Within Queries

Base, as with many database applications, support the use of compound criteria
within queries. Compound criterion typically involves two types: AND criterion and
OR criterion. With AND criterion, each criterion selected for their respected fields
must be true for the results to appear within the completed compound criteria
query. With OR criterion, any true result for each individual criterion will appear
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within the completed compound criteria query.

Now that the tables and fields for the query have been changed, we now need to
specify new criteria for the query prior to running it again. For this query, we will
actually utilize AND criterion to produce our desired results. Afterward, we willirun
the query we designed again to view its results. To do so, follow these steps:

1 First, we need to change the query criteria for the Category field.
Specifically, we want all storms with an intensity of Category 11 strength
or greater to appear within the query results. To do so, take your left
mouse button and single-click within the Criterion field located within the
third column. When the cursor appears, type >=1 within the field. This
comparison operator specifies that only hurricanes with an'intensity of
greater than or equal to Category 1 (minimal hurricanestrength) will appear
within the query results.

File Edit View |nsert Tools Window Help

8 [Z] oo [N @3 | i .
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Hurricane | Category |
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Visible ¥ v W = r r
Function
Criterion == 1
Oor
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2 Next, we need to specify that our query results produce a list of hurricanes
that are at least a Category 1 in intensity and caused at least U.S. $3 billion
($3,000,000,000) in property damage. To do this, single-click within the
Criterion field located within the fourth column. When the cursor appears,
type >=3000000000 within the field. This comparison operator specifies
that only hurricanes with an intensity of greater than or equal to-Category
1 (minimal hurricane strength) will appear within the query results. (NOTE:
When entering numerical values, be sure to type the numbers without
any additional characters included. For example, if the criterion to query
includes $2,000, then the numerical value should be typed as2000 within
the Criterion field.)

Hurricane ‘ Category |
b |Unnamed (Floi 5
Camille m ] j
Andrew 5
Unnamed (Ne\ gl 4
Unnamed (No Rkl 4
Unnamed (LakfEFERIN 4 =)
Record L | of 11 * [y InTS]
Costliest Ranking Intensity Ranking —
o1 —| ' i ﬂ
Rank Rank -
% -
Field Year Category Darnage | =
Alias \
Table Costliest Ranl Costliest Ranl Costliest Ranl
Sot | (4
Visible v W W r r r
Function |
Criterion >=1 >= 3000000C

3 Prior to running a query, you may wish to execute the Distinct Values
command to omit any duplicate entries that may appear within the query
results as a result of the criteria selected. To execute the Distinct Values
command, simply click the Edit menu and select Distinct Values from the
menu options that appear.

Once criteria have been selected to perform a query, the RUN command
must be executed to produce its results. To do so, click on the Edit menu
and select Run Query from the menu options that appear. Queries can
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also be ran by clicking on the Run Query button located within the Query
Design toolbar at the top of the application window. [f the toolbar is not
visible, it can be made to appear by clicking on the View menu, select
Toolbars from the menu options and selecting Query Design from the
submenu options that appear.

B 0 () N Queryl - Dpenﬂfﬁ?ce org Base: Query Design £ SN
Fnre Edit View [nsert Iunls Window Help

| [ x vo [ @3, B RBET.
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Hurricane | Year | Category | Damage |
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Sort 4 dexendlnd
Visible ~ | ¥ W r I r
e y &
Criterion | =1 >= 30000000
e N & S
Or PF K J

Saving the Second Query

Once the second query has been ran, it can be saved so that the results can be
accessed later. To save the second query within the database file, follow these
steps:

1 To save the query performed, click the File menu and select Save As from
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the menu options that appear.

2 When selecting the Save As menu option, a window will appear prompting
a Query Name to be entered. Enter Lesson Ten 02 for the query name
and click the OK button. The query has now been saved. (NOTE:For the
purposes of this lesson, do not close the query results window_ atthis time.)

F-Nzlz %/ Lesson Ten 01
Eile Edit View [nsert Tools Window Help
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3 When returningto the main database file window, click on the Queries icon
located on the left side of the window within the Database pane. When
doing s0, the query that was saved should appear within the Queries pane
in the lower portion of the window. The query can be viewed by double-
clicking its icon within the window.

Clearing the Query Design

If a user wishes to make corrections or changes to criteria selected prior to or
after running a query, they can clear the Query Design View window as opposed
to closing it and restarting. To clear the Query Design View window, follow these
steps:
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1 Click the Edit menu and select Clear Query from the menu options that
appear. All tables and criteria selected will be cleared from the Query
Design View window. However, the window will not be closed to allow the
user to add new tables or queries and select new criteria.

2 The Query Design View window can also be cleared by clicking on the

Clear Query button located within the Query Design toolbar at'the top of the
application window. If the toolbar is not visible, it can be made,to appear
by clicking on the View menu, select Toolbars from the menu options.and

selecting Query Design from the submenu options that appear.
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3 To close the Query Design View window for this exercise, click the File
menu and select Close from the menu options that appear.

Examining the Results of the Queries

As mentioned at the beginning of this lesson, a query provides a simpler way of
analyzing data contained within database records by allowing users to specify
certain criteria to obtain a subset, or filtered set, of desired results.. To provide
an example of using databases for real-world use, you will utilize the queries
just created to answer the following questions regarding the hurricane statistics
found within this lesson’s database file. When answering these questions, you
might also find it useful to create new queries to further assist in answering the
questions.

1) From 1851 to 2004, how many Category 5 hurricanes have made landfall
in the United States?

2) Of those Category 5 hurricanes that made landfall in the United States,
which years did they make landfall and how many years apart were there
between storms?

3) Of the Top 10 costliest storms in the United States, as identified in the
Lesson Ten 02 query results, how many are considered to be strong or
intense hurricanes? (Strong or intense hurricanes are those classified as
Category 3,4 or 5 based upon the Saffir-Simpson scale.)

4) (Of the Top 10 costliest storms in the United States, as identified in the
Lesson Ten 02 query results, how many made landfall between 1990 and
20047

5) Based upon the query results performed, do you think there may be a
correlation between the rise of the Industrial Revolution, global warming
and the number of catastrophic hurricanes (Category 5) to form in the
Atlantic Ocean and strike the United States? Why? (HINT: You may want
to refer to the Additional Resources section for web links to documents that
can help you answer this question. However, there is not a specific answer
to this question.)
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6)

7)

The records within this lesson’s database table(s) contain intensity data
regarding hurricanes that made landfall in the United States from 1851 to
2004. Are there other intense hurricanes that made a significant impact to
the United States after 20047 If so, what was the name of the hurricane,
where did it make landfall, and what impact did it have to the area affected
by the storm and the United States as a whole? (HINT: You may want:to
refer to the Additional Resources section for web links to documents that
can help you answer this question.)

In October 1998, Hurricane Mitch made landfall in the Central American
country of Honduras. Mitch became one of the deadliest hurricanes to
strike the Western Hemisphere in over two centuries, with an estimated
death toll of 11,000 people. At landfall in Honduras, Mitch'was a Category
2 storm with sustained winds of 100 miles per hour (85knots) and a
minimum central pressure of approximately 987 millibars (mb). How does
the storm’s category and minimum central pressure compare to strong
hurricanes that have made landfall in the United States? If the wind speed
of the storm was not the primary cause of loss of life, what was? (HINT:
Refer to the following webpage to help answer the question - http://www.
nhc.noaa.gov/1998mitch.html.)

How to Specify Field Properties Within Tables

Earlier when we ran the queries we created, you noticed the dates that appear
within the Year column contained decimal values. We were able change the
format of the date to_exclude decimal values and present the year in its proper
form within the Query Design View window. However, we could have also
changed the format prior to running the query by opening the table associated
with the query and entering field property specifications. That way, the data
would have appeared in its correct format immediately after running the query. To
specify field properties within a Base, follow these steps:

1

2

In the Database pane located on the left side of the window, click on the
Tables icon.

In the Tables pane located at the bottom-right of the window, select the
Intensity Ranking table by single-clicking on the icon.
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Ei#e- Edit View |nsert Tools Window Help
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)

3 Click on the Edit menu at the e application window and select Edit
from the menu options that appear. You can also select the edit command
by right-clicking s & and select Edit from the contextual menu

that appears.
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4 When the Table Design window appears, left-click within the gray area to
the left of the field name Year to select the entire row.

ene [\ Intensity Ranking - OpenOffice.org Base: Table Design
File Edit View Tools ﬂandnw Help
N X B 5
Field Name | Field Type | Description i
g |ID Integer [ INTEGER ] e O
Rank Number [ NUMERIC ]  Numeric ranking of most intense hurricanes)in the US
Hurricane Text [ VARCHAR ] Mame of hurricane

|Number [ NUMERIC |

: Number [ NUMERIC ]
imum Press Number [ NUMERIC ]
um Press Decimal [ DECIMAL ]

Year hurricane struck the US

Intensity of hurricane based upon the Saﬁir-Smeson scal
Minimum pressure measured in millibars [mb}

Minimum pressure measumd in | mches (in)

Field Properties

Entry required Mo - |
5 In the Field Properties selection area located at the bottom of the Table
Design window, change the Decimal Places field properties to 0 and the
Length field properties to 4 utilizing the selection fields provided.
Field Name | Field | Description |
7 [ID Integer [ INTEGER ]
Rank Number [ NUMERIC ] Numeric ranking of most intense hurricanes in the Us
Hurricane Textd VAF-‘.CHAH ] Name of hurricane
Nl e -
Category / _[Nurrher [ NUMERIC ]  Intensity of hurricane based upon the Saffir-Simpson scal

Minimum Press MNumber [ NUMERIC ]
Hnm@m Prass Decimal [ DECIMAL ]

Entry required No -
Length |4
Decimal places |ﬂ

Minimum pressure measured in millibars (mb)
Minimum pressure measured in inches (in)

by> OO

Field Properties

Specify the number of
decimal places
permitted in this field.

Nafanlt valie
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6 To exit the Table Design window, click on the Window menu at the top of
the window and select Close Window from the menu options that appear
or simply press CTRL+W on the keyboard to return to the main Base
application window. When closing the window, a prompt window may
appear asking whether to save the changes being made to the.table. Click
the YES button to do so and the window will close.

How to Create and Print a Report

Like many other database applications, Base has the ability to create and print
reports. Areport can be thought of as simply a text document that presents the
current data within the database, or the data selected at'the time of printing. Base
provides a wizard that walks users step-by-step through the process of creating a
report. For this exercise, we will utilize the records within our database to create a
basic report. To create a new report using the Report Wizard, follow these steps:

1 In the Database pane located.on.the left side of the window, click on the
Reports icon.

2 In the Tasks pane located at the top of the window, left-click Use Wizard To
Create Report.to.launch the Report Wizard.

Eile Edit YWiew |nsert Tools \Windew Help

[ . n
g-sd = ha .
L2738
- | iEe Wizard to Create Report...| Description
-j T The wizard will quede you through the steps necessary to
Tiil.-.lu.g, croate a report.,
e
Queries

=

Forms
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3 When the Report Wizard window appears, the first step will be to select
the fields from an existing table to include in the report. In the Tables or
Queries popup menu, select the Intensity Ranking table from the popup
menu provided.

4 After the table has been selected, fields that contain records to be
presented in the report need to also be selected. Using the selection area
provided, single-click the Hurricane field and click the right arrow button
in the middle of the window to specify that the field be included in the
report creation process. After doing so, also select the Year and Minimum
Pressure (mb) fields to be included in the report creation process. Then
click the NEXT button.

enn % Report Wizard v y .

Stops Which fields do you want to have in your report?

Tables or queries

2. Labeling fields [Table: Intensity Ranking j

3. Grouping Available fields Eields in report

4. sort options CHNNN [furcane

5. Choose layout Categary Minimum Pressure (mb)

6. Create report

Minimum Pressure find

|
|

[ 1 [¥ ]

i

Binary fields cannot be displayed in the report.

Help 1 | Mext = | Einish | Cancel |

5

6

In'the next step of the Report Wizard, you can customize the field labels by
entering the labels into the text fields provided (optional). For this example,
we will leave the field labels as they are. Then click the NEXT button.

In this step of the Report Wizard, you can customize the group levels using
the selection area provided (optional). Records are grouped based upon
the values in the selected fields. Up to four fields can be grouped in a
report. For this example, we will leave the group levels as they are. Then
click the NEXT button.
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7 Next, you can customize the sort order of the fields using the selection area
provided (optional). For this example, we will select to sort the data by
Minimum Pressure (mb) and in ascending order. Using the popup menu
and radio buttons provided, make the appropriate selection. Then click the

NEXT button.
s
e . Report Wizard Vo Q.
Steps According to which fields do you want to sort the data?
1. Field selection Snit by B WA N
; # Asgendin
2. Labeing ks z
3. Grouping ~pescending
Then by & | )
el
Ascendin
I- undefined - naing

5. Choose layout " Degcending

6. Create report ) > 4

I ndefined J

L‘"

o

8 In this step of the Report/Wizard, you can select the layout in which the
report data will be presented. If the report should not possess a custom
layout, you would make sure Default is selected for the header and footer
layout, as well as the data layout. For this example, we will choose
Modern for the data layout and Worldmap for the header / footer layout.
We will also select Portrait for the page orientation. Make the appropriate
layout selectionand click the NEXT button.

Steps How do you want your report to look?
1. Field selection Layout of data Layout of headers and footers
) Outline - Borders ~|  [Bubbles
2. \@belg@hieids Outline - Compact Cinema
3. Grouping Outline - Elegant Controlling
Outline - Highlighted Default
3. Sort options Drafting
Outline - Red & Blue Finances
. Choose layout Outline, indented - Borders Flipchart
Outline, indented - Compact Formal with Company Logo
6. Create report Outline, indented - Elegant Generic
Outline, indented - Highlighted screenbeans
Outline, indented - Modemn Worldmap
Outline, indented - Red & Blue  —
Orientation Note: The durnmy text will be

replaced by data from the
I database when the report is
& Portrait L created.

 Landscape

L7
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9 In the final step of the Report Wizard, select a title to save a report as
by entering a title into the text field provided. For this example, we will
title the report as Intensity Ranking 1851-2004. Also, select to create a
static report or a dynamic report by clicking the appropriate radio button
provided. A static report is where the data in the report will not change,«and
a dynamic report is where the data in the report may change periodically
based upon the data entered into the corresponding table. For this
example, we will select Static Report. Then click the FINISH button:to
complete the process of creating a report.

Staps Decide how you want to proceed

1. Field selection Title of report
|rnt|r_rn'.;it:.,-I Ranking 1851-2004

2. Labeling fields

3. Grouping What kind of report do you want to create?
@ Static report]
" Dynamic report

4. Sort options

5. Choose layout

.

«

Help = Back Einish Cancel
| | | |

10 To print a copy of the report generated, click on the File menu and select
Print from the'menu options that appear. To print one copy of the entire
report, Simply press the OK button and the report will begin to print.
Otherwise, use the Page Range and Copies selection area to customize
the print configuration before clicking the OK button.

Additional Resources

Drew Jensen — OpenOffice.org Base Discussion Forum: Beginners Base Tutorial
http://www.oooforum.org/forum/viewtopic.phtml?t=2506(



http://www.oooforum.org/forum/viewtopic.phtml?t=25060
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The OpenOffice.org Documentation Project
http://ooodocs.sourceforge.netf

National Oceanic and Atmospheric Administration (NOAA) — National Hurricane
Center
http://www.nhc.noaa.gov/

JetStream — An Online School for Weather: Introduction to Tropical Weather
http://www.srh.noaa.gov/srh/jetstream/tropics/tropics_intro.htm

The Deadliest Atlantic Tropical Cyclones, 1492-1996
http://www.nhc.noaa.gov/pastdeadly.shtmi

National Hurricane Center Monthly Weather Reviews; 1872-2002
http://www.aoml.noaa.gov/general/lib/lib1/nhclib/mwreviews/mwreviews.htmi

National Hurricane / Tropical PredictionCenter Library
http://www.aoml.noaa.gov/general/lib/lib1/nhclib/index.htm

Summary of Hurricane Katrina
http://lwf.ncdc.noaa.gov/oa/climate/research/2005/katrina.html#impacts

Links to Reference Material Regarding Hurricane Katrina
http://www.srh.noaa.gov/lix/Katrina_overview.html|

Review Questions

1 What are two methods to change the format of data presented within query
results?

2. Within Base, which command should a computer user execute prior to
running a query to eliminate duplicate entries?

3 What is a query?

4 (True or False) If a user wishes to make corrections or changes to criteria
selected prior to or after running a query, they must close the Query Design
View window it and start over by creating a new query.


http://ooodocs.sourceforge.net/
http://www.nhc.noaa.gov/
http://www.srh.noaa.gov/srh/jetstream/tropics/tropics_intro.htm
http://www.nhc.noaa.gov/pastdeadly.shtml
http://www.aoml.noaa.gov/general/lib/lib1/nhclib/mwreviews/mwreviews.html
http://www.aoml.noaa.gov/general/lib/lib1/nhclib/index.htm
http://lwf.ncdc.noaa.gov/oa/climate/research/2005/katrina.html#impacts
http://www.srh.noaa.gov/lix/Katrina_overview.html
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5 (True or False) Within Base, a user can create a report either using the
Report Wizard or by utilizing the Report Design View window.
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Appendix A
Quick Guide to Creating and Editing
Writer Documents

Section One: Overview of Writer

Starting Writer

To launch the Writer application within the Microsoft Windows operating system,
follow these steps:

1. Beginning at the desktop, click on the Start button located in the lower-left
corner of the screen, and select Programs or All Program from the menu
list that appears.

2. Select the OpenOffice.org 3.0 application folderthat appears, and select
Writer from the applications options/that appear.

To launch the Writer application within a Linux-based operating system, follow
these steps:

1. Beginning at the desktop, click on the Start button located in the lower-left
corner of the screen, and select Office Productivity from the menu list that
appears.

2. Select the OpenOffice.org 3.0 Writer application icon from the list that
appears, and the Writer application will launch and present a blank
document,

Displaying Toolbars

Writer contains many toolbars to assist in formatting and editing your documents.
Sometimes you may need to view certain toolbars to assist you with creating your
documents, while other toolbars may need to hidden from view to prevent from
getting in your way and free up screen space for other tools. To view or hide a
toolbar within Writer, follow these steps:
1. Click the View menu and select Toolbars from the menu list. A list of
available toolbars will appear.
2. Select a toolbar to appear within Writer by simply clicking on the
appropriate toolbar within the list. If a toolbar within the list has a
checkmark beside it, this means that the toolbar is already visible within the
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Writer application.

3. If you wish to hide a toolbar from view within Writer, simply click on it
from the list. Toolbars listed that do not have a checkmark beside them
indicates that the toolbar is hidden from view within Writer.

Adjusting Page View

To adjust the view of the document you are working in, click on the View.menu
and select Zoom from the menu list. You may also select to Zoom by clicking on
the magnifying glass icon within the Standard toolbar located just beneath the
main application menu.

Using the Navigator

The Navigator allows a user to quickly view objects that are within a document.
The Navigator displays “categories”, or the various contents within the Navigator
window. Within each category contains the objects that are present in the
document.

To view and utilize the Navigator while creating and editing Writer documents,
follow these steps:

1. To open the Navigator window, click on the Edit menu and select Navigator
from the menu list.” You may also view the Navigator window by pressing
the F5 key at.the top of your keyboard.

2. If you see a “+’icon located next to a category within the Navigator, that
indicates that there is at least one object within the document related to that
particular category. Click the “+” sign to expand the list to view the objects
relatedto the category. To quickly jump to the location in your document
where the object is placed, double-click on the object listed in the Navigator
window.

Viewing Nonprinting Characters

To view nonprinting characters, such as line spacing or paragraph indentation
indicators, click on the View menu and select Nonprinting Characters from the
menu list. You may also view nonprinting characters by pressing the CTRL+F10
keys simultaneously on your keyboard.
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Viewing and Editing the Styles and Formatting Organizer

The Styles and Formatting Organizer allows you to quickly select pre-defined
formatting options to include in your documents simply by double-clicking on
a style option listed within the Organizer. To view and edit the Openoffice.org
Formatting Styles Organizer, follow these steps:

1. To view the organizer, click the Format menu and select Styles.and
Formatting or simply press the F11 key at the top of your keyboard. A
window will appear displaying by default the various paragraph styles
available.

2. When the Organizer window is open, you will notice a small palette within
the window. You can view other formatting styles as well by clicking on
the appropriate button. From left-to-right, thestyle options you may view
include Paragraph, Character, Frame, Page and List styles. In the popup
menu located at the bottom of the Styles Organizer window, be sure the
menu has the option All Styles selected.to view all of your available options
for each style.

3. You can also create or modify formatting styles based upon existing
styles by right-clicking on a style listed within the Organizer and select the
appropriate command from the contextual menu that appears. You may
also delete custom styles'you created from the Organizer by right-clicking
on it within the list.

How to Set OpenOffice.org to Automatically Open Microsoft
Office Generated Files Using Windows

If you did not choose during the installation of OpenOffice.org to have the software
automatically open Microsoft Office formatted documents, you may select to do so
by following‘these steps:

1. Close all OpenOffice.org applications and return to your desktop.

2. Click onthe Windows operating system Start button and select Control
Panel from the list that appears. Then choose Add or Remove Programs
from the submenu that appears, followed by the OpenOffice.org 3.0 list
option, then click Install/Uninstall.

3. In the window that appears, click the NEXT button, select the Modify option
and click NEXT until the wizard prompts you to select the file types you
wish OpenOffice.org to automatically open for you.

4. Select or deselect the file types you wish OpenOffice.org to automatically
open for you. Click NEXT until it prompts you to click Install to complete
the setup. Clicking the Install button will make the necessary changes



Quick Guide to Creating and Editing Writer Documents 251

to automatically open the file types you selected. You should not need
to have the installation CD inserted into your computer’s CD-ROM to
complete this process.

Installing OpenOffice.org Extensions

To install extensions using the OpenOffice.org Extensions Manager, whether they
are intended for an individual user or for shared use among multiple .users, follow
these steps:

1. Go to the OpenOffice.org Online Extension Repository at
extensions.services.openoffice.org| and select the extension you wish
to install. You may also install an extension from any webpage where a
hyperlink is provided with a direct link to a-hosted extension file (*.oxt).
Once you have selected the extension you wish to install, click the GET
IT button located on the repository’s Extension product page to initiate
the downloading process for the extension. You may also download an
extension by clicking your computer’s right mouse button on a hyperlink
and selecting Download File from the contextual menu that appears.
Macintosh users who have.a. one-button mouse can initiate the same
process by holding down the CONTROL button on the keyboard and click
their mouse button on a webpage’s hyperlink. (HINT: If your operating
system provides youwith an option for selecting where you wish the file
to be downloaded and stored on your computer, select the Desktop for
easiest access later in'the installation process.)

2. Within the OpenOffice.org application, click on the Tools menu and select
the Extensions Manager menu option that appears.

3. When the Extensions Manager window appears, select to perform a User
Extension installation or a Shared Extension installation by single-clicking
the appropriate directory. Remember, you would select the ‘OpenOffice.org
Extension’ directory to perform a Shared Extension installation and the ‘My
Extensions’ directory to perform an installation of an extension for use by
only the user who initiates the installation process.

4. Once you have selected the appropriate directory to perform a specific
installation type, click the ADD button located within the Extensions
Manager window.

5. When the Add Extensions window appears, use the file browser navigation
buttons located in the upper-right corner of the window to locate the
extension file (*.oxt) you downloaded. Once you have located the
extension file, single-click it within the window. Then click the OPEN button
to begin the installation.
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6.

When the installation is complete, you should be automatically returned
to the Extension Manager window. To double-check to make sure the
installation successfully completed, double-click the directory you selected
for installation in Step #3. When the directory list collapses, the extension
should appear in the directory’s content list. If the ENABLE button
located on the right side of the window is greyed out, this signifies that.the
installation is successful and is ready for use.

In some instances, you may need to shut down the OpenOffice.org
application and relaunch it for an extension to become available for use.

If you have problems accessing the functionality of an extension that has
been installed, perform this operation. You can double<check to see if

an extension is enabled at this point simply by returning to the Extension
Manager and see if the ENABLE button is greyed out within its window.
Many extensions also install a guide within the OpenOffice.org Help menu
that can assist you with the use of the extension as well.

Section Two: Formatting Text and Paragraphs

Selecting and Moving Text

There are a number of ways you can select text for editing or relocating to another
area of your document. Below are a few tips for doing so:

1.

To select text for formatting or relocating to another area of your document,
hold down your left mouse button while dragging the I-bar over the text you
wish to select.

To select textthat exists in locations not adjacent to one another, hold down
the left. mouse button while dragging the I-bar over the first selection of
text. ‘Afterward, hold down the Command key (the key located next to your
spacebar key that has the Microsoft Windows icon on it) and select the next
set.of text. Only the text that was highlighted with the I-bar will be included
with your selection.

To move the text you selected to another location, press your left mouse
button on the text you selected, drag the mouse to the location you wish to
move the text to, and release the mouse button.

To copy the text you selected to another location (leaving the selected text
in its present location), hold down the Control (CTRL) key while pressing
the left mouse button on the text you selected, drag the mouse to the
location you wish to copy the text to, and release the mouse button.
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Changing the Font Type

To change the font type of the text within your document, follow these steps:
1. Select the text you wish to change the font type. If you starting with asblank
document, proceed with Step #2.
2. Click on the Format menu and select Character from the menudlist.
3. Ifitis not already selected, click the Font tab within the window that
appears. Select the Font within the window list. Click the OK button to
complete the selection.

You may also change the font type by using the Font Name popup menu located
within the Formatting toolbar.

Changing the Font Size

To change the font size of the text within your document, follow these steps:
1. Select the text you wish to change the font'size. If you starting with a blank
document, proceed with Step #2.
2. Click on the Format menu and select Character from the menu list.
3. Ifitis not already selected, click the Font tab within the window that
appears. Select the font'size within the window list. Click the OK button to
complete the selection.

You may also change the font size by using the Font Size popup menu located
within the Formatting toolbar.

Changingthe Font Style (including Bold, Italicize, and Underline)

To change the font style of the text within your document, follow these steps:
1. ‘Select the text you wish to change the font style. If you starting with a
blank document, proceed with Step #2.
2. Click on the Format menu and select Character from the menu list.
3. Ifitis not already selected, click the Font tab within the window that
appears. Select the font style within the window list. Click the OK button to
complete the selection.

You may also change the font style by using the appropriate Font Style buttons
located within the Formatting toolbar.
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Changing the Font Color

To change the font color of the text within your document, follow these steps:
1. Select the text you wish to change the font color. If you starting with a
blank document, proceed with Step #2.
2. Click on the Format menu and select Character from the menu list.
3. Click the Font Effects tab within the window that appears. Select the font
color within the Font color popup menu. Click the OK button to complete
the selection.

You may also change the font color by using the Font Color popup.menu located
within the Formatting toolbar.

Changing and Rotating Text Position

There are a couple of different ways you can ¢hange or rotate the position of
text within a document. To change and rotate test utilizing your standard menu
options, follow these steps:
1. Select the text you wish to change the font position. If you starting with a
blank document, proceed with'Step #2.
2. Click on the Format menuand select Character from the menu list.
3. Click the Position tab'within‘the window that appears. Select the font
rotation and scaling options within the window list. Click the OK button to
complete the selection.

You can also rotate text by creating a text object using the Drawing toolbar options
within Writer. To use this method of rotating text, follow these steps:

1. Click on theView menu and select Toolbars from the menu list. Select
Drawing fromthe list that appears to have the Drawing toolbar become
visible:

2. Within the Drawing toolbar, click the icon represented by a bold “T” to
select the Text tool. When you move your pointer inside the page area
of your document, your pointer will transform into a target sight. Hold
down the left mouse button and drag to create a text box to enter text into.
Release the left mouse button once you have created the appropriate sized
text box.

3. Inside the text box, a cursor will be flashing. Begin typing the text you wish
to rotate. When you have completed move your pointer inside the text box
until it transforms into a bold target sign. Then click your left mouse button.
The text box will be surrounded by small boxes around its border.
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4.

Select the Rotate button within the Drawing Objects toolbar that appears
above your document’s ruler. The small boxes that surrounded the border
of your text box will transform into red oval icons. Place your pointer

on one of the oval located on the corner of the textbox. The pointer will
transform into the rotation icon. Hold down the left mouse button and drag
the text box into the direction you wish to rotate. When you have.rotated
the text to the position desired, release the left mouse button.| Click your
pointer outside of the text box to deselect it.

Wrapping Text Around Objects

To wrap text around objects, follow these steps:

1.
2.

Select the object you wish to wrap text around:

Click on the Format menu and select Wrap from the menu list. Select

the wrap type from the list that appears. The current wrapping style is
indicated with a checkmark.

To specify wrapping properties you wish torhave, select the object, click on
the Format menu and select Object from the menu list, and click on Text
Attributes option that appears.  Select the properties you wish to have, and
then click the OK button.

To change the wrapping contour of a graphic, right-click on the graphic,
choose Wrap from the contextual menu that appears, then select the Edit
option. Use the tools available to change the contour and click the OK
button.

Paragraph Alignment

To change the'paragraph alignment within your document, follow these steps:

1.

SEN

4.

Select the text or paragraph you wish to change the alignment. If you are
starting off with a blank document or a new paragraph, proceed with Step
#2.

Click on the Format menu and select Paragraph from the menu list.

Click on the Alignment tab in the window that appears. Select the
alignment style (left, right, center or justified) by clicking on the radio button
next to your desired selection.

Click the OK button to complete the selection.

You may also change the paragraph alignment by using the appropriate alignment
buttons located within the Formatting toolbar.
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Creating Paragraph Indents

To create first-line paragraph indents within your document, follow these steps:

1. Select the paragraph you wish to change the first line paragraph indent: If
you are starting off with a blank document or a new paragraph, proceed
with Step #2.

Click on the Format menu and select Paragraph from the menu list.

Click on the Indents and Spacing tab in the window that appears.

Under your indents option, you will find a popup menu that will allow you
to select the appropriate indention spacing. To select the spacing, click on
the little arrows to the right of the popup menu. You may also click in the
checkbox next to Automatic to set your first line indent to 0.20” by default.
5. Click the OK button to complete the selection.

nall N

You may also change the paragraph indent by utilizing the ruler located between
the toolbar and the document area. Simply drag thetop-left triangle within the
ruler to the new indent location. If the ruleris not visible, go to the View menu
and select Ruler from the menu list. Furthermore, you may create a first-line
paragraph indent by utilizing the Styles and Formatting Organizer. To view the
Styles and Formatting Organizer; click on the Format menu and select Styles and
Formatting from the menu list or simply press the F11 key on your keyboard.

Creating Hanging Indents

To create hanging paragraph‘indents within your document (where the second
and subsequent lines of a paragraph are indented), follow these steps:

1. Select the paragraph you wish to change the hanging paragraph indent. If
you are starting off with a blank document or a new paragraph, proceed
with Step #2.

2. Click on'the Format menu and select Styles and Formatting from the menu
list, or simply press the F11 key on your keyboard to view the Styles and
Formatting Organizer.

3. Click on the Paragraph styles button (the first button in the upper-left
corner of the organizer window) to view your paragraph formatting options.
Double-click Hanging Indent from the list within the window to automatically
create a hanging indent in your document.

4. You may close the Styles and Formatting Organizer window by clicking the
Close button in the upper-right corner of the Organizer window (the button
marked with an “X”).
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You may also change the hanging paragraph indent by utilizing the ruler located
between the toolbar and the document area. Simply drag the bottom-left triangle
within the ruler to the new hanging indent location. Adjust your first-line paragraph
indent by dragging the top-left triangle within the ruler. If the ruler is not visible, go
to the View menu and select Ruler from the menu list.

Sorting Paragraphs

To sort paragraphs within your document, follow these steps:

1. Select the paragraphs you wish to sort in your document. “If you would like
to sort all paragraphs within the document,go to the Edit menu and choose
Select All from the menu list that appears.

Click on the Tools menu and select Sort from the menu list that appears.
Select the sort criteria utilizing the options that.appear in the Sort window.
In the Separator area, select whether Tabs or Characters will be utilized in
the paragraph sorting criteria.

4. Click the OK button to complete the selection.

@™

Inserting Tables

To insert a table within‘your.document, follow these steps:

1. Place your cursor at the location in your document you wish to insert a
table by clicking yourleft mouse button once at the location.

2. Click on the Table menu, select the Insert menu option and select Table
from the submenu that appears. You may also hold down the Control
(CTRL) key and press F12 to have the menu selection appear.

3. In the window that appears, select the number of columns and rows you
wish thetable to contain utilizing the popup menus presented. Select any
other formatting options you wish the table to have utilizing the selections
presented to you within the window.

4. Click the OK button to complete the selection.

Inserting Frames

To create a frame (or border) around a paragraph within your document, follow
these steps:
1. Place your cursor within the paragraph you wish to create a frame around
by clicking your left mouse button once within the paragraph.
2. Click on the Format menu and select Paragraph from the menu list.
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7.

Click on the Borders tab in the window that appears.

Within your Line Arrangements selection area, choose the appropriate
border arrangement to be placed around your paragraph. (Note: The first
selection within Line Arrangements does not set a border around your
paragraph.)

Within the Line selection area, choose the appropriate style (thickness).of
the line that will appear as your border frame. You also may select a color
by using the Color popup menu available.

Continue to make any other appropriate border formatting selections using
the options presented to you, including border position, shadow style and
more.

Click the OK button to complete the selection.

Inserting Bullet and Numbering Lists

To insert bullet or numbered lists within your document, follow these steps:

1.

3

5.

Select the paragraph you wish transforminto abulleted or numbered list.
If you are starting off with a blank document or a new paragraph, proceed
with Step #2.

Click on the Format menu and'select Bullets and Numbering from the menu
that appears.

Within the window that appears, you have numerous bullet and numbering
format options available to you that are sorted within tabs that are
presented along the'top. Click on the tab that presents the bulleted or
numbered format you wish to select to view your options.

Click on the bulleted'orrnumbered list option within the Selection area to
specify your desired format type.

Click the OK/button to complete the selection.

You may alsocreate a bulleted or numbered list by utilizing the Styles and
Formatting Organizer. To view the Styles and Formatting Organizer, click on

the Format menu and select Styles and Formatting from the menu list or simply
press the F11 key on your keyboard. Then click on the Character Styles button
(the'second icon from the left at the top of the Organizer) to view your bulleted or
numbered list format option.
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Section Three: Formatting Pages

Selecting Page Size

To select the appropriate page size for your document, follow these steps:

1. Click on the Format menu and select Page from the menu that'appears.

2. When the Page Style window appears, click on the Page tab at the top of
the window (if it isn’t already selected).

3. Using the Format popup menu, select the predefined paper size you will
print your document on. When you select an option, the width and height
will automatically change to format itself to the predefined paper format. If
you wish to select a custom paper size, utilize the Width and Height menus
to enter the appropriate page size.

4. In the Margins selection area, specify your page margins for your document
by entering the appropriate measurements.

5. In the Layout selection area, you have the option to select the register-true
feature format feature. When you select this feature, it can make pages
easier to read by preventing gray shadows from appearing between the
lines of text. This could be.a useful feature if your document will be printed
on the front and back of pages, such as a book or newsletter. To select this
feature, click inside the checkbox. When a checkmark appears within the
box, the feature'is enabled.

6. Once you have selectedyour page style formatting options, click the OK
button to complete the selection.

Inserting Headers

Headers.are areas located within the top page margins that are added to your
page style and allow you to add text and/or graphics within the area. Typical uses
for headers.include chapter titles and page numbers. To insert a header into your
document, simply click on the Insert menu, select Header from the menu that
appears, and select the header type from the submenu that appears.

You may also create a header by utilizing the Styles and Formatting Organizer. To
view the Styles and Formatting Organizer, click on the Format menu and select
Styles and Formatting from the menu list or simply press the F11 key on your
keyboard. Then click on the Paragraph Styles button (the first icon from the left at
the top of the Organizer) and double-click on Header within the list available.
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Inserting Footers

Footers are areas located within the bottom page margins that are added to your
page style and allow you to add text and/or graphics within the area. Typical uses
for headers include chapter titles, page numbers and endnotes. To insert a footer
into your document, simply click on the Insert menu, select Footer from the.menu
that appears, and select the footer type from the submenu that appears.

You may also create a footer by utilizing the Styles and Formatting Organizer. To
view the Styles and Formatting Organizer, click on the Format menu.and select
Styles and Formatting from the menu list or simply press the F11 key on your
keyboard. Then click on the Paragraph Styles button (the firsticon from the left at
the top of the Organizer) and double-click on Footerwithin‘the list available.

Adjusting Page Margins

To adjust the page margins for your document, follow these steps:

1. Click on the Format menu and select Page from the menu that appears.

2. When the Page Style window appears, click on the Page tab at the top of
the window (if it isn’t already selected).

3. In the Margins selection‘area, specify your page margins for your document
by entering the appropriate measurements.

4. Once you have selected your page style formatting options, click the OK
button to complete the selection.

Adding Page Columns

If you are creating@ manuscript or a newsletter, you may wish to have your text
formatted within multiple columns on your page layout. OpenOffice.org allows
for greatflexibility in creating multiple columns within your document. To create
columns, follow these steps:

1. Click.on the Format menu and select Page from the menu that appears.

2. When the Page Style window appears, click on the Columns tab at the top
of the window.

3. Within the Settings selection area, you may click on one of the predefined
column formats available to you or enter the number of columns you wish
your document to have.

4. If you want to customize the width and spacing of the columns within your
document or add a separator line, utilize the fields available within the
appropriate selection areas.



Quick Guide to Creating and Editing Writer Documents 261

5. Click the OK button to complete the selection.

Using the Organizer to Format Pages

The Styles and Formatting Organizer allows you to quickly select pre-defined
formatting options to include in your documents simply by double-clicking.on
a style option listed within the Organizer. To view and edit the Openoffice.org
Formatting Styles Organizer, follow these steps:

1. To view the organizer, click the Format menu and select Styles .and
Formatting or simply press the F11 key at the top of your keyboard. A
window will appear displaying by default the various paragraph styles
available.

2. When the Organizer window is open, you will notice a small toolbar within
the window. You can view other formatting styles.as well by clicking on the
appropriate button. Click on the Page Styles button (the fourth button in
the upper-left corner of the organizer window) to view your page formatting
options. Double-click on the appropriate style to make your format
selection.

3. You can also create or modify formatting styles based upon existing
styles by right-clicking on‘a style listed within the Organizer and select the
appropriate command from the contextual menu that appears. You may
also delete custom styles you created from the Organizer by right-clicking
on it within the list.

Section Four: Inserting Clip Art and Graphics

Supported Graphic File Types

OpenOffice:org supports a wide array of file types for graphics files to be
imported into Writer. If you have a graphic file you wish to import into your Writer
document, chances are OpenOffice.org supports it. Supported graphic file types
for importing into a Writer document include:

* Windows Bitmap (*.bmp)

e AutoCAD Interchange Format (*.dxf)

* Enhanced Metafile (*.emf)

* Encapsulated PostScript (*.eps)

e Graphics Interchange Format (*.gif)

* Joint Photographic Experts Group (*.jpg or *jpeg)
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0S/2 Metafile (*.met)

Portable Bitmap (*.pbm)

Kodak Photo CD (*.pcd)

Macintosh Picture Format (*.pct or *.pict)
Zsoft Paintbrush (*.pcx)

Portable Graymap (*.pgm)

Portable Network Graphic (*.png)
Portable Pixelmap (*.ppm)

Adobe Photoshop (*.psd)

Sun Raster Image (*.ras)

StarWriter Graphics Format (*.sgf)
StarDraw 2.0 (*.sgv)

StarView Metafile (*.svm)

Truevision Targa (*.tga)

Tagged Image File Format (*.tif or *.tiff)
Windows Metafile (*.wmf)

X Bitmap (*.xbm)

X PixMap (*.xpm)

Inserting a Graphic or Clip Art

To insert a graphic or clip art image“into your Writer document, follow these steps:
1. Click on the Insert menu'and select the Picture menu option that appears.
2. When you select the Picture menu option, a submenu will appear allowing

you to choose an image file or retrieve a picture from a scanner. Select the
appropriate option.

3. If you selected to insert a picture from an image file, locate the file using
Insert Picture window that appears. Click once on the file displayed to
select'the appropriate image to insert.

4. Atthe bottom of the Insert Picture window, OpenOffice.org gives you the
option to'link the file rather than embedding the image into the document.
If you have an image that is being used in a number of places throughout
the document, you can choose to link the image to reduce the file size of
your document. If you ever move the image to another location, however,
you will need to re-link the image for it to appear in the document. If you
wish to link the image, click within the checkbox located next to the Link
selection.

5. Click OK to complete your selection.
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Adjusting a Graphic Image Location

If you wish to adjust the location of your graphic image, follow these steps:

1.

Click once within the graphic image with your left mouse button. Smali
boxes will appear around the edge of the image when it has been properly
selected.

. Move your pointer within the graphic area. The pointer will transform into a

black target icon. Holding down your left mouse button.on the image, drag
the image. Once you have the image in your desired location, release the
mouse button.

If you wish to center the graphic within the page, select the.image as
detailed in Step #1. Then click the Center Horizontal tool within the
Formatting toolbar located above your document’s ruler. The image should
then center itself within the page.

Resizing a Graphic Image

If you wish to resize an image or graphic within your document, follow these steps:

1.

Click once within the graphic image with your left mouse button. Small
boxes will appear around the edge of the image when it has been properly
selected.

To proportionally resize the graphic, place your pointer on one of the small
boxes located one the corner of the image. Your pointer will transform into
a black bar with arrows on each end of it. Hold down the left mouse button
and begin to 'drag either outward or inward to make your graphic larger or
smaller, respectively. When you have resized it to the desired width and
height, release the left mouse button.

If you know the exact width and height you wish your graphic to be,

you may also resize an image by right-clicking on the image and select
Graphics from the contextual menu that appears.

Section Five: Saving and Printing a Document

Supported File Types for Saving

OpenOffice.org can open and save documents formatted in a wide array of file
types. Although it might not be their primary office suite, many users have found
OpenOffice.org to be a useful tool for opening and saving files not supported
through their primary applications. Writer supports the following file formats:
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Hypertext Markup Language Documents (*.htm or *.html)
OpenOffice.org 3.0 Native OpenDocument Text (*.odt)
OpenOffice.org 3.0 Native OpenDocument Text Template (*.ott)
OpenOffice.org 1.0 Text Document (*.sxw)

Microsoft Word 6.0/95/97/2000/XP/2007 Documents (*.doc, *.docx)
Microsoft Word 2003 XML Documents (*.xml)

Palm AportisDoc Documents (*.pdb)

Pocket Word Documents (*.psw)

Portable Document Format Documents (*.pdf)

Rich Text Format (*.rtf)

StarWriter 3.0/4.0/5.0 Text Documents (*.sdw)

StarWriter 3.0/4.0/5.0 Text Templates (*.vor)

Text Files (*.txt)

Saving a File as a Native Writer Document

To save a document in the native Writer 3.0 OpenDocument format, follow these
steps:
1. Click on the File menu and choose Save As from the menu list.
2. A window will appear and prompt you to choose a location to save your
document. Choose thedocation you want to save a document to in the
Save In popup field.
3. In the field File Name, type the name you would like to save the file as.
4. In the Save As Type popup menu, select the OpenDocument Text (.odt) file
format.
5. Click the button SAVEto complete the operation.

Saving a File as a Microsoft Word Document

To save ardocument in the Microsoft Word format, follow these steps:

1. Click onthe File menu and choose Save As from the menu list.

2. <A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save In popup field.

In the field File Name, type the name you would like to save the file as.
In the Save As Type popup menu, select the appropriate Microsoft Word
(*.doc) file format.

5. Click the button SAVE to complete the operation.

B w
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Exporting a File as a Portable Document Format (PDF) Document

One of the many useful features OpenOffice.org has built-in to the office suite is
the ability to export documents as a Portable Document Format (PDF) file. -To
save a document as a read-only PDF file, follow these steps:
1. Click on the File menu and choose Export As PDF from the menulist.
2. A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to.in‘the
Save In popup field.
3. Inthe field File Name, type the name you would like to save the file as.
4. In the File Format popup menu, make sure Portable Document Format
(PDF) is selected.
5. Click the button SAVE to complete the operation.

(NOTE: OpenOffice.org documents saved as a PDF file is a convenient way to
share read-only documents to other users that have a PDF reader application
installed on their computer. However, OpenOffice.org cannot edit a document
that has been saved as a PDF file. To save a document for editing at a later date,
save the document in its Native OpenDocument file format.)

Exporting a File as aWeb Page (HTML) Document

To save a document in the Hypertext Markup Language (HTML) format, follow
these steps:
1. Click on the File menu and choose Save As from the menu list.
2. Awindow will appear and prompt you to choose a location to save your
document: Choose the location you want to save a document to in the
Save In'popup field.
3. Anthe field File Name, type the name you would like to save the file as.
4. ‘In‘the Save As Type popup menu, select the HTML (*.htm or *.html) file
format.
5. Click the button SAVE to complete the operation.

Printing A Document

To print a document within any OpenOffice.org application, follow these steps:

1. Click on the File menu and select Print from the menu that appears. You
may also hold down the Control (CTRL) key and press P on the keyboard
to prompt for the Print window.

2. If you have more than one printer that your computer can send print jobs to,
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select the printer you wish to send the document to in the Printer selection
area.

In the Print Range selection area, use the radio buttons to select which
pages you wish to print. If you choose the Pages option, enter the page
range you wish to print (example: 1-5 will print pages one through 5; 1,2,5
will print pages one, two and five). If you choose the Selection option;
OpenOffice.org will only print the text you have selected (highlighted) within
your document.

In the Copies selection area, enter the number of copies youwish to print
of the document.

If you wish to customize the print job, click on the OPTIONS button and
select or deselect the print options you wish to choose.  If yourdo not want
to customize any print settings, skip to Step #6.

Once you have completed specifying your print settings; click the OK
button to begin printing.

Section Six: Correcting Document Errors

Using Cut, Copy and Paste

Using Cut, Copy and Paste is.one of the most fundamental operations you will
perform to correct document errors.<You may also use these commands to
transfer text or graphics from one document into another. If you are unfamiliar
with using these operations, use these steps to assist in determining which to use
when correcting document errors:

1.
2.

3.

Highlight the text you want to cut or copy.

To eliminate text to reinsert in another location in the document, click the
Edit menu and choose the Cut menu option.

To duplicate text in another part of the document, click the Edit menu and
choose the Copy menu option.

4. Place the cursor at the location you want the text to appear.
N

In the Edit menu, choose the Paste menu option.

Deleting Text

To permanently delete text from your document, follow these steps:

1.
2.

Highlight the text you want to permanently delete.
Press the Delete key on your keyboard to permanently remove the text
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from your document.

Using Undo

If you make the mistake of deleting something you didn’t wish to do or make a
formatting error, immediately go to the Edit menu and choose Undo from:the
menu list that appears to go back to the document’s previous state before the
error was made. You can continue to select the Undo menu command multiple
times to continue to go back to each previous step.

Using Spelling and Grammar Check

With the latest version of OpenOffice.org, not only does Writer have the ability to
spellcheck documents but can also check for grammatical errors as well when an
appropriate extension is installed.

To download and install the grammar checker extension for your appropriate
language, go to the official Openoffice.org Extension site at http://extensions|
|services.openoffice.org,1 and search for “grammar check”. For step-by-step
instructions for downloading and installing an extension, see the section Installing
OpenOffice.org Extensions within Lesson One in this book or Section One:
Overview of Writer within this appendix.

When spell and grammar check is enabled (which it is by default when you install
the application), possible spelling errors within a document are underlined in red,
while possible grammatical errors are underlined in blue.

To use the OpenOffice.org spell and grammar check feature, follow these steps:

1. Af you wish to spell check a specific word or sentence, select the text you
wish to spell check. Otherwise, proceed to Step #2.

2. Goto the Tools menu and select Spelling and Grammar from the menu
that appears. You may also press the F7 key on your keyboard to begin
checking for spelling errors.

3. If any potential spelling or grammatical errors appear, OpenOffice.org will
indicate the potential error and give you a list of possible suggestions to
correct it.

4. If you see a spelling or grammatical suggestion that would correct the error,
select it from the Suggestions list and click the CHANGE button.

5. If you believe that the word or sentence in question is correct, you can click
the IGNORE ONCE button to proceed to the next potential spelling error. If
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the word in question is spelled correctly and you use it often when creating
documents, you may click the ADD button to add it to the Spellcheck
dictionary.

6. When you have completed checking for potential errors, click the CLOSE
button to exit and return to the document.

Using the Thesaurus

To use the OpenOffice.org thesaurus feature, follow these steps:

1. Select the text you wish to look up using the thesaurus.

2. Go to the Tools menu, select Language from the menu‘that appears and
choose Thesaurus from the submenu. You mayalso hold down the Control
(CTRL) key on your keyboard and press F7 ta launch the thesaurus.

3. The thesaurus window will appear and will provide youwith the meaning
and a list of synonyms for the word you selected. If you wish to replace the
word with a synonym, select the wordfrom the list of synonyms and click
the OK button.

Using AutoCorrect

AutoCorrect is enabled by default. However, AutoCorrect can be enabled or
disabled at any time. To enable ordisable a specific AutoCorrect feature, go to
the Tools menu and select AutoCorrect from the menu that appears. Once the
AutoCorrect window appears, click on the tab related to the specific feature you
wish to enable or disable and select the appropriate options.

Using AutoFormat

Like AutoCorrect, the AutoFormat features are enabled by default. However,
AutoFormat may also be enabled or disabled at any time. To enable or disable
the AutoFormat feature, click on the Format menu, select AutoFormat from the
menu that appears, and select While Typing from the submenu that appears. A
checkmark will appear next to the submenu option when the feature is enabled.
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Section Seven: Beyond The Basics

Inserting Notes

To insert a note within a Writer document, follow these steps:
1. Place the cursor where you wish the note to be positioned within the
document.
2. Go to the Insert menu and select Note from the menu that appears.
3. When the Note window appears, type the note you wish toiinsert into the
document utilizing the textbox provided.
4. Click the OK button to complete the operation.

When you have completed preparing the note, a yellow rectangle will appear
where your cursor was placed within the document.. To.read the note, double-click
on the yellow box.

Creating Footnotes

To insert a footnote within a Writerdocument, follow these steps:

1. Place your cursor within the page you wish the footnote to appear.

2. Go to the Insert menu and select Footnote from the menu that appears.

3. In the Insert Footnote window that appears, select Automatic within the
Numbering selection.area for the footnotes to be listed numerically at the
bottom of the'page.

Select Footnote within the Type selection area.
Click the OK button to complete the operation. The footnote will appear at
the bottom of the current page.

o~

Creating Endnotes

To insert an endnote within a Writer document, follow these steps:

1. Place your cursor within the document you wish the endnote to appear.

2. Go to the Insert menu and select Footnote from the menu that appears.

3. In the Insert Footnote window that appears, select Automatic within the
Numbering selection area for the endnote to be listed with roman numerals
at the bottom of the page.

Select Endnote within the Type selection area.
Click the OK button to complete the operation. The endnote will appear at
the end of the document.

Sl
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Insert Bibliography Entries

To store bibliography within the OpenOffice.org Bibliography Database, follow
these steps:
1. Go to the Tools menu and select Bibliography Database from the menu<that
appears.
2. When the Bibliography Database window appears, go to the Insert menu
and select Record from the menu that appears.
3. In the Short Name field provided in the lower half of the window, enter a
short name that best describes the bibliography entry you are entering.
This will be entered as the Identifier within the database.
4. After entering the Short Name, complete the remaining data fields in the
lower half of the window that is appropriate for your-bibliography entry.
5. After you have completed entering data into the remaining data fields, close
the Bibliography Database window. Your data will'automatically be saved
into the database.

To insert a bibliography entry into your Writer document, follow these steps:

1. Place your cursor within the document you wish the bibliography entry to
appear.

2. Go to the Insert menu, select Indexes and Tables from the menu that
appears and then select Bibliography Entry from the submenu that
appears.

3. In the Insert Bibliography Entry window that appears, click the radio button
next to the Entry selection From Bibliography Database.

4. In the Short Name popup menu, select the Bibliography entry you wish to
insert into the ' document.

5. Click the INSERT button for the bibliography entry to appear within
the document:“Then click the CLOSE button to close out the Insert
Bibliography Entry window.

Indexes and Entries

To create a user-defined index and add entries to it, follow these steps:
1. Select a word or multiple words within your Writer document that you want
to add into your index.
2. Go to the Insert menu, select Indexes and Tables from the menu that
appears and select Entry from the submenu that appears.
3. Click the button located next to the Index popup menu to create a new
user-defined index.
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4. Type a name to identify the new user-defined index and click the OK
button.

5. When you are returned to the Insert Index Entry window, click the INSERT
button to add the word(s) to the new user-defined index. Click the CLOSE
button to return to the Writer document.

To insert a user-defined index into a Writer document, follow these steps:

1. Place your cursor within the document you wish the index to. appear.

2. Go to the Insert menu, select Indexes and Tables from the menu that
appears and then select Index and Tables from the submenu.that appears.

3. When the Insert Index/Table window appears, click'on.the Index/Table tab
at the top of the window if it is not already selected.

4. Click on the Type popup menu and select the user-defined index you
created.

5. Select any additional formatting options you wish your index to have by
utilizing the options available within the tabs located at the top of the
window.

6. When you have selected the formatting options you wish the new index to
have, click the OK button to complete the operation.

Line Numbering

To enable line numbering within'a document, follow these steps:
1. Go to the Tools'menuand select Line Numbering from the menu that
appears.
2. Click within the'Show Numbering checkbox to enable line numbering.
3. Selectany view styles you wish line numbering to have.
4. Once you have selected the viewing options you wish your line numbering
to have,click the OK button to complete the operation.

Outline' Numbering

To create a specific numbering format for outlines you are creating, follow these
steps:
1. Go to the Tools menu and select Outline Numbering from the menu that
appears.
2. When the Outline Numbering window appears, click on the Numbering tab
at the top of the window if it isn’t already selected.
3. Within the Numbering selection area, click on the Paragraph Style popup
menu and select the style you wish the outline to have. If you wish to
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create a standard outline, select Default within the popup menu.

4. Click on the Number popup menu and select the numbering style you wish

the outline to have.

Select any additional formatting styles you wish the outline to have.

When you have selected the formatting option you wish the outline to have,

click the FORMAT button and select Save As.

7. In the Format selection area within the Save As window that appears, type
a name that best describes the outline format you are creating and click-the
OK button.

o o

When you want to use a custom Outline Numbering style, go to the Tools menu,
select Outline Numbering from the menu that appears and select the style from
the Paragraph Style popup menu.

Creating a Page Break

To create a new, basic page within a Writer document; follow these steps:

1. Place the cursor in the document where youwish the new section to begin.

2. Go to the Insert menu and select Manual Break from the menu that
appears.

3. When the Manual Break'window appears, click on the Page Break radio
button within the Type selection area.

4. If you are creating the page break for a specific purpose, you may select
one of the formatting options from the Style popup menu. If you wish to
have a standard page break, leave the popup menu selected None.

5. When you have selected the formatting options you wish the new page to
have, click.the OK button to complete the operation.

You can also'createra new page break by holding down the Control (CTRL) key
and press the/Enter key on the keyboard.

Creating a Section Break

To create a new, basic section within a Writer document, follow these steps:

1. Place the cursor in the document where you wish the new section to begin.

2. Go to the Insert menu and select Section from the menu that appears.

3. When the Section window appears, go to the New Section selection area
and type a name in the field that best describes the contents of the new
section.

4. Select any formatting options you wish the section to have by clicking on
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5.

the appropriate tabs that are displayed at the top of the window.
When you have selected the formatting options you wish the new section to
have, click the INSERT button to complete the operation.

Creating Bookmarks and Hyperlinks

OpenOffice.org provides great flexibility in embedding hyperlinks for web pages or
to target other sections of a Writer document. If you wish to embed a hyperlink to
target a specific section of your document, you must first create a bookmark within
the document for the hyperlink to target and then create the hyperlink.

To create a bookmark within a Writer document, follow these steps:

1.

Place your cursor in your document where you wish the hidden bookmark
to be placed.

2. Go to the Insert menu and select Bookmark from the menu that appears.
3.

When the Insert Bookmark window appears, type a name in the first text
field that best describes the contents or position of the bookmark. (NOTE:
the bookmark name must not contain any spaces.)

Click the OK button to complete the insertion of the hidden bookmark within
the document.

To create a hyperlink to send areader to a bookmarked section within a Writer
document, follow these steps:

1.
2.
3.

4.

Select the text'you wish to embed the hyperlink into.

Go to the Insert‘menu and select Hyperlink from the menu that appears.
When the Hyperlink window appears, click on the Document button located
on the'left side of the window.

In the Target In Document selection area, click the Target button located to
the rightof the Target text field.

When the Target In Document window appears, click the “+” icon located
nextto the item Bookmarks. The bookmarks you have embedded within
your Writer document will appear in a list.

Select the bookmark you wish to link to and click the APPLY button. Click
the CLOSE button to close the Target In Document window.

The Hyperlink window will now indicate the bookmark you selected as the
target. Click the APPLY button within the Hyperlink window to complete
the hyperlink operation. The click the CLOSE button to close the Hyperlink
window. [f the hyperlink was successfully created, the text you selected in
Step #1 should be blue in color and underlined.
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To create a hyperlink to send a reader to an Internet destination, such as a
webpage or FTP address, follow these steps:

1. Select the text you wish to embed the hyperlink into.

2. Go to the Insert menu and select Hyperlink from the menu that appears.

3. When the Hyperlink window appears, click on the Internet button located on
the left side of the window.

4. In the Hyperlink Type selection area, choose the appropriate hyperlink type
by clicking the radio button next to the selection. For example, if you.are
going to create a hyperlink to link your readers to a website, select Web.

5. In the Target text field, type the full address of the webpage you wish to link
to. (NOTE: To ensure that the hyperlink will refer readers to.a webpage
properly, begin all addresses with the referrer http://)

6. Click the APPLY button within the Hyperlink windowto complete the
hyperlink operation. The click the CLOSE buttonto close the Hyperlink
window. If the hyperlink was successfully created, the text you selected in
Step #1 should be blue in color and underlined.

Creating a Mail Merge

With OpenOffice.org 3.0, creating a mail merge is much simpler than with the
older version. OpenOffice.org-3.0 now includes a Mail Merge Wizard that walks
users through step-by-step in creating a mail merge. To create a mail merge, go
to the Tools menu and select Mail Merge Wizard from the menu that appears.
Follow the on-screen instructions to complete the mail merge.

Importing a Calc Spreadsheet as an OLE Object

Importing a Calc'spreadsheet as an OLE Object into a Writer document not only
allows you to place the spreadsheet contents within a text document, but also
allows you to-edit'the spreadsheet directly within the text document as well. To
import a Calc spreadsheet as an OLE object, follow these steps:

1..Open both the Writer document you wish to import a spreadsheet into and
the Calc spreadsheet you will be exporting data from.

2. Within the Calc spreadsheet, select the spreadsheet area to want to place
within the Writer document.

3. Place your pointer within the selected area of the Calc Spreadsheet, hold
down the left mouse button and drag the selected spreadsheet area into
the Writer text document. Once the cursor appears at the location you wish
to place the spreadsheet, release the mouse button. The spreadsheet in
now inserted as an OLE object into the Writer document.
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4. To edit the Calc spreadsheet directly within the Writer document, double-
click the spreadsheet. If you need to have the menu commands available
to edit the spreadsheet, right-click on the spreadsheet and choose Edit
from the contextual menu that appears.

About Macros

OpenOffice.org Writer cannot run the same macro code that Microsoft Office
utilizes. This is because OpenOffice.org Writer uses Basic code for its macros,
while Microsoft Office uses Visual Basic for Applications (VBA) for its macros.
While OpenOffice.org Basic and VBA share many similarities; objects and
methods within each scripting language are different. In‘addition to Basic,
OpenOffice.org also supports JavaScript and BeanShell for scripting macros.

To utilize the macros created in one application within-another, you must edit the
macros. OpenOffice.org can load macros that are contained within Microsoft
Office documents. You can then view and edit the macro code within the
OpenOffice.org Basic editor.
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Appendix B
Quick Guide to Creating and Editing
Calc Documents

Section One: Overview of Calc

Starting Calc

To launch the Calc application within the Microsoft Windows operating system,
follow these steps:

1. Beginning at the desktop, click on the Start button located in the lower-left
corner of the screen, and select Programs or All Program from the menu
list that appears.

2. Select the OpenOffice.org 3.0 application folderthat appears, and select
Calc from the applications options that appear.

To launch the Calc application within@a Linux-based operating system, follow these
steps:

1. Beginning at the desktop, click on the Start button located in the lower-left
corner of the screen, and select Office Productivity from the menu list that
appears.

2. Select the OpenOffice.org 3.0 Calc application icon from the list that
appears, and the Cale-application will launch and present a blank
spreadsheet.

Displaying Toolbars

Calc contains many toolbars to assist in formatting and editing your spreadsheets.
Sometimes you may need to view certain toolbars to assist you with creating your
spreadsheets, while other toolbars may need to hidden from view to prevent from
getting in your way and free up screen space for other tools. To view or hide a
toolbar within Calc, follow these steps:
1. Click the View menu and select Toolbars from the menu list. A list of
available toolbars will appear.
2. Select a toolbar to appear within Calc by simply clicking on the appropriate
toolbar within the list. If a toolbar within the list has a checkmark beside it,
this means that the toolbar is already visible within the Calc application.
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3. If you wish to hide a toolbar from view within Calc, simply click on it
from the list. Toolbars listed that do not have a checkmark beside them
indicates that the toolbar is hidden from view within Calc.

Formula Bar

If the Calc formula bar is not visible when you open a Calc document, you may
make it so by going to the View menu and select Formula Bar from the:menu that
appears. A checkmark should appear next to the menu option‘when the formula
bar is visible. If you wish to hide the formula bar from view.within Calc, simply
click on it from the list. When the menu option does not have.a checkmark beside
it, this indicates that the formula bar is hidden from view within Calc.

Status Bar

If the Calc status bar, located at the bottom of the Calc application window, is not
visible when you open a Calc document, you may make it so by going to the View
menu and select Status Bar from the/menu that appears. A checkmark should
appear next to the menu option when the status bar is visible. If you wish to hide
the status bar from view within Calc, simply click on it from the list. When the
menu option does not have a checkmark beside it, this indicates that the status
bar is hidden from view within Calc.

Adjusting Page View

To adjust the view of the document you are working in, click on the View menu
and select Zoom from the menu list. You may also select to Zoom by clicking on
the magnifying glass icon within the Standard toolbar located just beneath the
main application menu.

Value Highlighting

Whenever you create a formula for a cell to calculate, Calc can automatically
highlight the value within the spreadsheet for easier viewing. To utilize this
feature, go to the View menu and select Value Highlighting from the menu

that appears. A checkmark should appear next to the menu option when value
highlighting is enabled. If you wish to disable this feature within Calc, simply click
on it from the list. When the menu option does not have a checkmark beside it,
this indicates that value highlighting is disabled within Calc.
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Using the Navigator

The Navigator allows a user to quickly view objects that are within a document.
The Navigator displays “categories”, or the various contents within the Navigator
window. Within each category contains the objects that are present in the
document.

To view and utilize the Navigator while creating and editing Calc spreadsheets;
follow these steps:

1. To open the Navigator window, click on the Edit menu and select Navigator
from the menu list. You may also view the Navigator window by pressing
the F5 key at the top of your keyboard.

2. If you see a “+” icon located next to a category within the Navigator, that
indicates that there is at least one object within the document related to that
particular category. Click the “+” sign to expand the list to view the objects
related to the category. To quickly jump to the location in your document
where the object is placed, double-click on theobject listed in the Navigator
window.

Viewing and Editing the Styles and Formatting Organizer

The Styles and Formatting Organizer allows you to quickly select pre-defined
formatting options to include in your documents simply by double-clicking on
a style option listed within'the Organizer. To view and edit the Openoffice.org
Formatting Styles Organizer, follow these steps:

1. To view the organizer;click the Format menu and select Styles and
Formatting'or simply press the F11 key at the top of your keyboard. A
window will appear displaying by default the various paragraph styles
available.

2. When the Organizer window is open, you will notice a small palette within
the window. You can view other formatting styles as well by clicking on
the appropriate button. From left-to-right, the style options you may view
include Cells and Page styles. In the popup menu located at the bottom
of the Styles Organizer window, be sure the menu has the option All Styles
selected to view all of your available options for each style.

3. You can also create or modify formatting styles based upon existing
styles by right-clicking on a style listed within the Organizer and select the
appropriate command from the contextual menu that appears. You may
also delete custom styles you created from the Organizer by right-clicking
on it within the list.
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How to Set OpenOffice.org to Automatically Open Microsoft
Office Generated Files Using Windows

If you did not choose during the installation of OpenOffice.org to have the software
automatically open Microsoft Office formatted documents, you may select.to do so
by following these steps:

1. Close all OpenOffice.org applications and return to your desktop.

2. Click on the Windows operating system Start button and select Control
Panel from the list that appears. Then choose Add or Remove Programs
from the submenu that appears, followed by the QpenOffice.org 3.0 list
option, then click Install/Uninstall.

3. In the window that appears, click the NEXT button, select the Modify option
and click NEXT until the wizard prompts you to select the file types you
wish OpenOffice.org to automatically open foryou.

4. Select or deselect the file types you wish OpenOffice.org to automatically
open for you. Click NEXT until it prompts you to click Install to complete
the setup. Clicking the Install button will make the necessary changes
to automatically open the file types you selected. You should not need
to have the installation CD inserted into your computer’s CD-ROM to
complete this process.

Section Two: Calc Basics

Selecting aWorksheet

The worksheets-are available for viewing at the bottom of the spreadsheet layout
window, justiabove the Status Bar. To select a specific worksheet for viewing or
editing, simply click the tab labeled with appropriate worksheet name with the left
mouse button.

Creating a New Worksheet

When opening a new Calc spreadsheet, OpenOffice.org automatically displays
three worksheets. These worksheets are labeled Sheet1, Sheet2 and Sheet3.
However, additional worksheets can be created within the Calc spreadsheet
document. To create a new worksheet within a Calc spreadsheet document,
follow these steps:
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1.
2.

Click the Insert menu and select Sheet from the menu list that appears.

In the Position selection area, choose whether the new worksheet should
be positioned before or after the current worksheet by selecting the
appropriate radio button.

In the Sheet selection area, select the number of worksheets to be added
by using the selection field provided. If only one new worksheet is to.be
created, type the name the new worksheet should be labeled as using the
Name text field provided.

. Click OK to complete the operation. The new worksheet should appear

within the worksheet list located just above the Status Bar at the bottom of
the spreadsheet window.

Renaming a Worksheet

To rename a worksheet from the default name to another, follow these steps:

1.

2.

3.

3

Select the worksheet that is to be renamed by clicking on the worksheet
tab located just above the Status Bar.

Click the Format menu, select Sheet from the menu options and select
Rename from the submenu that appears.

When the Rename Sheet window appears, type the name the worksheet
should be renamed as.

Click the OK to complete the operation.

Selecting a Cell

Spreadsheet document layouts are organized by columns (labeled alphabetically)
and rows (labeled numerically). The intersection of a row and column within the
spreadsheet creates a cell. Cells are identified by their column and row location
within the spreadsheet. For example, cell A1 is located within the spreadsheet
where column A intersects with row 1.

Before any formatting or calculations are performed within a spreadsheet, often
you must first select the cells associated with the operation you are trying to
perform. To select an individual cell, simply click on the cell location with the left
mouse button. To select multiple cells, hold down the left mouse button while
selecting the range of cells.
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Entering Text and Numbers

To enter text and numbers within spreadsheet cells, simply select a cell and begin
typing. The text and numbers will appear within the Formula Bar located just
above the spreadsheet layout. Press the Enter key and the text and numbers are
entered into the appropriate cell.

Sorting Data

To perform a basic data sort within a Calc worksheet, follow these steps:

1. Select the column or row of cells that contain the data to be sorted.

2. Click the Data menu and select Sort from the menu options that appear.

3. Ifitis not already selected, click the Sort'Criteria tab within the Sort window
that appears.

4. Select the criteria the data should be sorted as‘using the available popup
menus and radio buttons.

5. Click the Options tab at the top of the Sortmenu and select any appropriate
sort options (optional).

6. Click the OK button to complete the operation.

Section Three: Formatting Text

Changing the Font Type

To change the-font type of the text within the cells of your Calc spreadsheet
document, follow these steps:

1. Select thetext you wish to change the font position by clicking within the
cell that contains the text you wish to format and selecting the appropriate
text within the formula bar.

Click on the Format menu and select Cells from the menu list.

If it is not already selected, click the Font tab within the window that
appears. Select the Font within the window list. Click the OK button to
complete the selection.

w B3

You may also change the font type by using the Font Name popup menu located
within the Formatting toolbar.
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Changing the Font Size

To change the font size of the text within the cells of your Calc spreadsheet
document, follow these steps:

1. Select the text you wish to change the font position by clicking within the
cell that contains the text you wish to format and selecting the appropriate
text within the formula bar.

Click on the Format menu and select Cells from the menu list.

If it is not already selected, click the Font tab within the window: that
appears. Select the font size within the window list. Click the OK:button to
complete the selection.

wnN

You may also change the font size by using the FontSize popup menu located
within the Formatting toolbar.

Changing the Font Style (including Bold, Italicize, and Underline)

To change the font style of the text within the cells of your Calc spreadsheet
document, follow these steps:

1. Select the text you wish to change the font position by clicking within the
cell that contains the text you wish to format and selecting the appropriate
text within the formula bar.

Click on the Format menu and select Cells from the menu list.

3. Ifitis not already selected, click the Font tab within the window that
appears. Select thefont style within the window list. Click the OK button to
complete the selection:

N

You may also change the font style by using the appropriate Font Style buttons
located within the Formatting toolbar.

Changing the Font Color

To change the font color of the text the cells of your Calc spreadsheet document,
follow these steps:

1. Select the text you wish to change the font position by clicking within the
cell that contains the text you wish to format and selecting the appropriate
text within the formula bar.

Click on the Format menu and select Cells from the menu list.
3. Click the Font Effects tab within the window that appears. Select the font
color within the Font color popup menu. Click the OK button to complete

N
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the selection.

You may also change the font color by using the Font Color popup menu located
within the Formatting toolbar.

Changing Text Position

To change the font position of the text within the cells of your Calc spreadsheet
document, follow these steps:

1. Select the text you wish to change the font position by clicking within the
cell that contains the text you wish to format and selecting the appropriate
text within the formula bar.

Click on the Format menu and select Cells from the menu list.

Click the Font Position tab within the window that.appears. Select the font
position and scaling options within the window list. Click the OK button to
complete the selection.

@ N

Section Four: Formatting Cells

Changing the Width of Columns

To change the width of a.column within a Calc spreadsheet document, follow
these steps:

1. Select the cells that are to be formatted.

2. Click on the Format menu, select Columns from the menu that appears and
select Width from the submenu that appears.

3. In the Column Width window that appears, select the value within the
window.and enter in the new column width using either the numeric keypad
on.the computer keyboard or by clicking on the arrows to the right of the
Width selection field.

4. Click OK to complete the operation.

Changing the Height of Rows

To change the height of a row within a Calc spreadsheet document, follow these
steps:
1. Select the cells that are to be formatted.
2. Click on the Format menu, select Row from the menu that appears and
select Height from the submenu that appears.
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3.

3

In the Row Height window that appears, select the value within the window
and enter in the new row height using either the numeric keypad on the
computer keyboard or by clicking on the arrows to the right of the Height
selection field.

Click OK to complete the operation.

Cell Borders

To format borders for cells within a Calc spreadsheet document, follow.these

steps:
1.
2.
3.

3

Select the cells that are to be formatted.

Click on the Format menu and select Cells fromthe menu that appears.
When the Format Cells window appears, click on the Borders tab located at
the top of the window.

In the Line Arrangement selection area, select the border arrangement

by clicking on one of the default arrangements provided. Border
arrangements can also be customized by utilizing the User-Defined
configuration area provided (optional).

In the Line selection area, select the border thickness using the Styles
selections and choose the border color using the Color popup menu.

In the Spacing To Contents area, select the appropriate border spacing for
each side of the selected cells (optional).

Once all formatting selections have been made, click the OK button to
complete the operation.

Cell Colors

To format cell colors within a Calc spreadsheet document, follow these steps:

1.
2.
3.
4.

5.

Select the cells that are to be formatted.

Click on the Format menu and select Cells from the menu that appears.
When the Format Cells window appears, click on the Background tab
located at the top of the window.

In the tab window that appears, click on the appropriate color from the
selections provided.

Click the OK button to complete the operation.

Adding a Drop Shadow to a Cell

To format drop shadows for cells within a Calc spreadsheet document, follow
these steps:
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Select the cells that are to be formatted.

Click on the Format menu and select Cells from the menu that appears.
When the Format Cells window appears, click on the Borders tab located at
the top of the window.

. In the Shadow Style selection area, select the shadow position by clicking

on one of the selections provided.

Select the distance the shadow extends from the cell by entering the
appropriate measurements within the configuration box located to the right
of the shadow position area (optional).

Using the Color popup menu located within the Shadow: Style'selection
area, select the shadow color. By default, the color will be gray.

. Once all drop shadow format selections have been made, click the OK

button to complete the operation.

Number Formatting Within Cells

To change the number formatting for cells within‘a Calc spreadsheet document,
follow these steps:

1.
2.
3.

4.

Select the cells that are to be formatted.

Click on the Format menu and select Cells from the menu that appears.
When the Format Cells window appears, click on the Numbers tab located
at the top of theiwindow.

In the Category selection area, select the type of numbers that are to be
presented in the 'selected cells.

Once a category has been selected, select a format type located within the
Format selection-area.

Within'the Language selection area, if the numbers to appear within the
cells‘are to be formatted to a language other than the default language
when OpenOffice.org was installed, select the language type using the
popup menu provided (optional).

In'the Options selection area, select the decimal places, leading zeros,
negative numbering format and thousands separator options provided
where appropriate.

Once all number formatting selections have been made, click the OK
button to complete the operation.

Changing Text Alignment Within Cells

To change the text alignment within Calc spreadsheet cells, follow these steps:

1.

Select the cells that are to be formatted.
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Click on the Format menu and select Cells from the menu that appears.

When the Format Cells window appears, click on the Alignment tab located

at the top of the window.

4. In the Text Alignment selection area, select the appropriate horizontal and/
or vertical text alignment using the popup menus provided.

5. If text within the selected cells needs to be rotated, use the options within
the Text Orientation and Properties selection areas to do so (optional).

6. Once all alignment selections have been made, click the OK button to

complete the operation.

wnN

Text alignment within cells may also be performed utilizing the‘alignment buttons
within the Formatting toolbar located above the Formula Bar.

Section Five: Formatting Spreadsheets

Selecting Page Size

To select the appropriate page size for-a:Calc spreadsheet document, follow these
steps:

1. Click on the Format menu and select Page from the menu that appears.

2. When the Page Style window appears, click on the Page tab at the top of
the window (if it isn’t already selected).

3. Using the Format popup.menu, select the predefined paper size you will
print your document on.. When you select an option, the width and height
will automatically change to format itself to the predefined paper format. If
you wish to select a custom paper size, utilize the Width and Height menus
to enter.the appropriate page size.

4. In the Margins selection area, specify your page margins for your document
by entering the appropriate measurements.

5. Inthe Layout selection area, select the appropriate page layout, format and
table alignment for the document.

6. Once you have selected your page style formatting options, click the OK
button to complete the selection.

Adjusting Page Margins

To adjust the page margins for a Calc spreadsheet document, follow these steps:
1. Click on the Format menu and select Page from the menu that appears.
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2. When the Page Style window appears, click on the Page tab at the top of
the window (if it isn’t already selected).

3. In the Margins selection area, specify the page margins for the document
by entering the appropriate measurements.

4. Once you have selected your page style formatting options, click the OK
button to complete the selection.

Using the Organizer to Format Pages

The Styles and Formatting Organizer allows you to quickly select pre-defined
formatting options to include in your documents simply by double-clicking on
a style option listed within the Organizer. To view.and edit the' Openoffice.org
Formatting Styles Organizer, follow these steps:

1. To view the organizer, click the Format menu and.select Styles and
Formatting or simply press the F11 key at the top of your keyboard. A
palette will appear displaying by default the various cell styles available.

2. When the Organizer palette is open, youwill notice a small toolbar within
the window. You can view other formatting styles as well by clicking on the
appropriate button. Click on the Page Styles button (the second button in
the upper-left corner of the organizer window) to view your page formatting
options. Double-click.-on'the appropriate style to make your format
selection.

3. You can also create or modify formatting styles based upon existing
styles by right=clicking on a style listed within the Organizer and select the
appropriate command from the contextual menu that appears. You may
also delete custom styles you created from the Organizer by right-clicking
on it within the list.

Section Six: Inserting Clip Art and Graphics

Supported Graphic File Types

OpenOffice.org supports a wide array of file types for graphics files to be imported
into Calc. If you have a graphic file you wish to import into your document,
chances are OpenOffice.org supports it. Supported graphic file types for
importing into a Calc document include:

* Windows Bitmap (*.bmp)

e AutoCAD Interchange Format (*.dxf)
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Enhanced Metafile (*.emf)
Encapsulated PostScript (*.eps)
Graphics Interchange Format (*.gif)
Joint Photographic Experts Group (*.jpg or *jpeg)
0S/2 Metafile (*.met)

Portable Bitmap (*.pbm)

Kodak Photo CD (*.pcd)

Macintosh Picture Format (*.pct or *.pict)
Zsoft Paintbrush (*.pcx)

Portable Graymap (*.pgm)

Portable Network Graphic (*.png)
Portable Pixelmap (*.ppm)

Adobe Photoshop (*.psd)

Sun Raster Image (*.ras)

StarWriter Graphics Format (*.sgf)
StarDraw 2.0 (*.sgv)

StarView Metafile (*.svm)

Truevision Targa (*.tga)

Tagged Image File Format (*.tif or *.iff)
Windows Metafile (*.wmf)

X Bitmap (*.xbm)

X PixMap (*.xpm)

Inserting a Graphic orClip Art

To insert a graphic or clip artsimage into your Calc spreadsheet document, follow
these steps:

1.

2.

3.

4.

Click on thednsert menu, select the Picture menu option and select From
File from the submenu that appears.

Locate the file using the Insert Picture window that appears. Click once on
the file displayed to select the appropriate image to insert.

At the bottom of the Insert Picture window, OpenOffice.org gives you the
option to link the file rather than embedding the image into the document.
If you have an image that is being used in a number of places throughout
the document, you can choose to link the image to reduce the file size of
your document. If you ever move the image to another location, however,
you will need to re-link the image for it to appear in the document. If you
wish to link the image, click within the checkbox located next to the Link
selection.

Click OK to complete your selection.
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Adjusting a Graphic Image Location

If you wish to adjust the location of your graphic image within a Calc spreadsheet
document, follow these steps:

1. Click once within the graphic image with your left mouse button:=Small
boxes will appear around the edge of the image when it has been properly
selected.

2. Move your pointer within the graphic area. The pointer will transform into a
black target icon. Holding down your left mouse button on the image, drag
the image. Once you have the image in your desired location, release the
mouse button.

Resizing a Graphic Image

If you wish to resize an image or graphic within your Calc spreadsheet document,
follow these steps:

1. Click once within the graphic image with your left mouse button. Small
boxes will appear around the edge of the image when it has been properly
selected.

2. To proportionally resize the graphic, place your pointer on one of the small
boxes located one the corner of the image. Your pointer will transform into
a black bar with arrows on each end of it. Hold down the left mouse button
and begin to drag either outward or inward to make your graphic larger or
smaller, respectively. When you have resized it to the desired width and
height, release the left mouse button.

If you know the exact width and height you wish your graphic to be, you may also

resize an image by right-clicking on the image and select Position And Size from
the contextual menu that appears.

Section Seven: Creating Charts From Calc
Spreadsheet Data

Adding a 3-D Pie Chart To A Spreadsheet

To create a 3-D pie chart within a Calc spreadsheet document, follow these steps:
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1. Select the text and data that is to appear within the chart.

2. Go to the Insert menu and select Chart from the menu options that appear.

3. When the AutoFormat Chart window appears, the selection made in Step
#1 should appear in the range field. If the selection is correct, click the
NEXT button at the bottom of the window. If the selection is not correct;
click the Shrink button located next to the range field to enter back into.the
worksheet and select the appropriate cells containing the data:to appear
within the chart.

4. In the next window to appear, select the appropriate Chart Type. Use the
scroll bar located on the right side of the window to view all of the.available
selections, including the 3-D pie chart. Also select the appropriate Data
Series options using the radio buttons below the.Chart Type selections, and
click the checkbox Show Text Elements In Preview to view how the chart
will be labeled. The click the NEXT button.

5. In the Display selection area that appears in the next'window, type a Chart
Title within the text field provided. Make sure the checkboxes are selected
for both the Chart Title and Legend.

6. Click the CREATE button to complete the operation. The completed chart
should appear within the worksheet.

Adding A Bar Graph To A'Spreadsheet

To create a bar graph within a Calc spreadsheet document, follow these steps:

1. Select the text and.data that'is to appear within the chart.

2. Go to the Insert menu and select Chart from the menu options that appear.

3. When the AutoFormat:Chart window appears, the selection made in Step
#1 should appear in the range field. If the selection is correct, click the
NEXT button'at the bottom of the window. If the selection is not correct,
click the Shrink button located next to the range field to enter back into the
worksheet'and select the appropriate cells containing the data to appear
within the chart.

4. An the next window to appear, select the appropriate Chart Type. Use the
scroll bar located on the right side of the window to view all of the available
selections, including the bar graph. Also select the appropriate Data Series
options using the radio buttons below the Chart Type selections, and click
the checkbox Show Text Elements In Preview to view how the chart will be
labeled. The click the NEXT button.

5. In the Display selection area that appears in the next window, type a Chart
Title within the text field provided. Make sure the checkboxes are selected
for both the Chart Title and Legend.
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6.

Click the CREATE button to complete the operation. The completed chart
should appear within the worksheet.

Adding a Line Graph To A Spreadsheet

To create a line graph within a Calc spreadsheet document, follow these:steps:

1.
2.
3.

Select the text and data that is to appear within the chart:

Go to the Insert menu and select Chart from the menu options that‘appear.
When the AutoFormat Chart window appears, the séelection made in Step
#1 should appear in the range field. If the selectionis correct, click the
NEXT button at the bottom of the window. If the selection'is not correct,
click the Shrink button located next to the range field to enter back into the
worksheet and select the appropriate cells containing the data to appear
within the chart.

In the next window to appear, select the appropriate Chart Type. Use the
scroll bar located on the right side of the window to view all of the available
selections, including the line graph. Also select the appropriate Data Series
options using the radio buttons below the Chart Type selections, and click
the checkbox Show Text Elements In Preview to view how the chart will be
labeled. The click the NEXT button.

In the Display selection area that appears in the next window, type a Chart
Title within the text field'provided. Make sure the checkboxes are selected
for both the Chart Title and Legend.

Click the CREATE button to complete the operation. The completed chart
should appear within the worksheet.

Section Eight: Formulas and Performing
Calculations

Entering Formulas

Formulas can be created by typing the formula within the cell that will contain
the final value, or by typing the formula within the field provided within the
Formula Bar located just above the spreadsheet area. Formulas usually begin
with an equal (=) sign and selected cells and cell ranges are contained within
parentheses. Formulas can be created to perform a wide array of calculations,
including adding, subtracting, multiplying, dividing, averaging and much more.
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Using The SUM Function

The SUM function within Calc allows you to add the numbers contained within
multiple cells selected throughout a worksheet. You can also select a range of
cells to allow the SUM function to total the values contained within the range.
The following are examples of formulas containing the SUM function:

=sum(A1...A4) This formula calculates the total for cell range A1 through.A4.
=sum(A1+B2) This formula calculates the total for cells’A1and B2

Using The AVG (Average) Function

The AVG function within Calc allows you to average values contained within
multiple cells selected throughout a worksheet. You can alsoselect a range

of cells to allow the AVG function to calculate the average among the values
contained within the range. The following are.examples of formulas containing
the AVG function:

=avg(A1...A4) This formula calculates the average for the values contained
within cell range A1 through A4.
=avg(A1+B2) This formula calculates the average for the values contained within
cells A1 and B2

Using The MAX (Maximum) Function

The MAX function within Calc allows you to extract the maximum value contained
within multiple cells selected throughout a worksheet. You can also select a range
of cells to allow the' MAX function to extract the maximum value contained within
the range. /The following are examples of formulas containing the MAX function:

=max(A1...A4) This formula displays the largest value contained within cell
range A1 through A4.
=max(A1+B2) This formula displays the largest value contained within cells A1
and B2

Using The MIN (Minimum) Function

The MIN function within Calc allows you to extract the minimum value contained
within multiple cells selected throughout a worksheet. You can also select a range
of cells to allow the MIN function to extract the minimum value contained within
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the range. The following are examples of formulas containing the MIN function:

=min(A1...A4) This formula displays the smallest value contained within cell
range A1 through A4.
=min(A1+B2) This formula displays the smallest value contained within«cells A1
and B2

Calculating Values Among Multiple Worksheets

Not only can you calculate values within an individual worksheet, but you can

also calculate values contained within multiple worksheets as.well. To calculate
values within multiple worksheets, simply select the appropriate cell within another
worksheet to present it within the formula you create:

Using The Function Wizard

The Calc spreadsheet application contains a comprehensive Function Wizard

that can assist a user in creating a formula by using a graphic interface to point-
and-click their way through the process. The Function Wizard displays over 300
functions that a user can select/to perform a calculation. To start the Function
Wizard, click on the Insert menu and choose Function from the menu options that
appear. You may also‘hold. down the CONTROL (CTRL) key and press F2 to start
the Function Wizard, or press the Function button located within the Function Bar.

Section Nine: Saving a Document

Supported File Types for Saving

OpenOffice.org can open and save documents formatted in a wide array of file
types.. Although it might not be their primary office suite, many users have found
OpenOffice.org to be a useful tool for opening and saving files not supported
through their primary applications. Calc supports the following file formats:

* Data Interchange Format (*.dif)

e dBase (*.dbf)

* Hypertext Markup Language Documents (*.htm or *.html)

* OpenOffice.org 3.0 Native OpenDocument Spreadsheet (*.ods)

* OpenOffice.org 3.0 Native OpenDocument Spreadsheet Template (*.ots)

*  OpenOffice.org 1.0 Spreadsheet Document (*.sxc)
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Microsoft Excel 5.0/95/97/2000/XP/2007 Documents (*.xls, *.xIsx)
Microsoft Excel 2003 XML Documents (*.xml)

Pocket Excel Documents (*.pxl)

Portable Document Format Documents (*.pdf)

StarCalc 3.0/4.0/5.0 Text Documents (*.sdc)

StarCalc 3.0/4.0/5.0 Text Templates (*.vor)

SYLK (*.slk)

Text CSV (*.csv)

Saving a File as a Native Calc Document

To save a document in the native Calc 3.0 OpenDocument format, follow these

steps:
1.
2.

3.
4

5.

Click on the File menu and choose Save As from the menu list.

A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save In popup field.

In the field File Name, type the name you would like to save the file as.

. Inthe Save As Type popup menu, select the OpenDocument Spreadsheet

(.ods) file format.
Click the button SAVE to'complete the operation.

Saving a File as a Microsoft Excel Document

To save a spreadsheet in the Microsoft Excel format, follow these steps:

1.
2.

3
4.

5.

Click on the File menu'and choose Save As from the menu list.

A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save’ln popup field.

. Inthe field File Name, type the name you would like to save the file as.

In the Save As Type popup menu, select the appropriate Microsoft Excel
(*.xls) file format.
Click the button SAVE to complete the operation.

Exporting a File as a Portable Document Format (PDF) Document

One of the many useful features OpenOffice.org has built-in to the office suite is
the ability to export documents as a Portable Document Format (PDF) file. To
save a spreadsheet as a read-only PDF file, follow these steps:

1.

Click on the File menu and choose Export As PDF from the menu list.
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2. A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save In popup field.

3. In the field File Name, type the name you would like to save the file as.:

4. In the File Format popup menu, make sure Portable Document Format
(PDF) is selected.

5. Click the button SAVE to complete the operation.

(NOTE: OpenOffice.org documents saved as a PDF file is a convenient way to
share read-only documents to other users that have a PDFE reader application
installed on their computer. However, OpenOffice.org cannot edit. a document
that has been saved as a PDF file. To save a document for editing at a later date,
save the document in its Native OpenDocument file format.)

Exporting a File as a Web Page (HTML) Document

To save a document in the Hypertext Markup Language (HTML) format, follow
these steps:
1. Click on the File menu and choose Save As from the menu list.
2. A window will appear and prompt you to choose a location to save your
document. Choose'the location you want to save a document to in the
Save In popup field.
3. In the field File Name, type the name you would like to save the file as.
4. In the Save As'Type popup menu, select the HTML (*.htm or *.html) file
format.
5. Click the button'SAVE to complete the operation.

Section_Ten: Printing A Document

Using Cut, Copy and Paste

Using Cut, Copy and Paste is one of the most fundamental operations you will
perform to correct document errors. You may also use these commands to
transfer text or graphics from one document into another. If you are unfamiliar
with using these operations, use these steps to assist in determining which to use
when correcting document errors:
1. Select the text you want to cut or copy by clicking on the appropriate cell
and selecting the text within the Formula Bar.
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2. To eliminate text to reinsert in another location in the document, click the
Edit menu and choose the Cut menu option.

3. To duplicate text in another part of the document, click the Edit menu and
choose the Copy menu option.

4. Click on the cell you want the text to appear.

5. In the Edit menu, choose the Paste menu option.

Deleting Text

To permanently delete text from your Calc spreadsheet document, follow:these
steps:
1. Select the cell that contains the text you want topermanently delete.
2. Press the Delete key on your keyboard to permanently remove the text
from the selected cell.

Using Undo

If you make the mistake of deleting something you didn’t wish to do or make a
formatting error, immediately go to the Edit menu and choose Undo from the
menu list that appears to go back to the document’s previous state before the
error was made. You can continue to select the Undo menu command multiple
times to continue to go back to each previous step.

Using Spellcheck

To use the OpenOffice.org spell check feature, follow these steps:

1. To spell check a specific word or sentence within a cell, select the text you
wish to spell check by clicking on the appropriate cell and selecting the text
within the Formula Bar.

2. Go'to the Tools menu and select Spellcheck from the menu that appears.
You may also press the F7 key on your keyboard to begin checking for
spelling errors.

3. If any potential spelling errors appear, OpenOffice.org will indicate the
potential error and give you a list of possible suggestions to correct the
spelling.

4. If you see a spelling suggestion that would correct the error, select it from
the Suggestions list and click the CHANGE button.

5. If you believe that the word in question is spelled correctly, you can click
the IGNORE ONCE button to proceed to the next potential spelling error. If
the word in question is spelled correctly and you use it often when creating
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documents, you may click the ADD button to add it to the Spellcheck
dictionary.

6. When you have completed checking for potential spelling errors, click the
CLOSE button to exit and return to the document.

Using AutoCorrect

AutoCorrect is enabled by default. However, AutoCorrect can'be enabled or
disabled at any time. To enable or disable a specific AutoCorrect feature, go to
the Tools menu and select AutoCorrect from the menu that.appears:” Once the
AutoCorrect window appears, click on the tab related to the specific feature you
wish to enable or disable and select the appropriate options.

Section Eleven: Beyond The Basics

Importing Calc Spreadsheets into Writer Documents

Importing a Calc spreadsheet as/an:OLE-Object into a Writer document not only
allows you to place the spreadsheet contents within a text document, but also
allows you to edit the spreadsheet.directly within the text document as well. To
import a Calc spreadsheetas an OLE object, follow these steps:

1. Open both the Writer.document you wish to import a spreadsheet into and
the Calc spreadsheet you will be exporting data from.

2. Within the Calc spreadsheet, select the spreadsheet area to want to place
within_the Writer document.

3. Place yoaurgpointer within the selected area of the Calc Spreadsheet, hold
down the left mouse button and drag the selected spreadsheet area into
the'Writer text document. Once the cursor appears at the location you wish
to place the spreadsheet, release the mouse button. The spreadsheet in
now inserted as an OLE object into the Writer document.

4. To edit the Calc spreadsheet directly within the Writer document, double-
click the spreadsheet. If you need to have the menu commands available
to edit the spreadsheet, right-click on the spreadsheet and choose Edit
from the contextual menu that appears.

About Macros

In the latest version, Calc does provide some limited ability to run Microsoft Excel
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Visual Basic scripts. In order to do so, you may need to enable this feature by
clicking on the Tools | Options | Load/Save | VBA Properties menu.

Otherwise, in many cases, OpenOffice.org cannot execute the same macro code
that Microsoft Office utilizes. This is because OpenOffice.org uses Basic code:for
its macros, while Microsoft Office uses Visual Basic for Applications (VBA) for.its
macros. While OpenOffice.org Basic and VBA share many similarities, objects
and methods within each scripting language are different. In addition to.Basic,
OpenOffice.org also supports JavaScript and BeanShell for scripting macros.

To utilize the macros created in one application within another;'you must edit the
macros. OpenOffice.org can load macros that are contained within Microsoft
Office documents. You can then view and edit the macro code within the
OpenOffice.org Basic editor.
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Appendix C
Quick Guide to Creating and Editing
Impress Presentations

Section One: Overview of Impress

Starting Impress

To launch the Impress application within the Microsoft Windows operating system,
follow these steps:

1. Beginning at the desktop, click on the Start button located in the lower-left
corner of the screen, and select Programs or All Program from the menu
list that appears.

2. Select the OpenOffice.org 3.0 application folderthat appears, and select
Impress from the applications options that appear.

3. Each time Impress is launched either from the Start Menu or from the New
menu within OpenOffice.org, a Presentation Wizard will appear. Select the
appropriate PresentationType by clicking on the radio buttons provided.
Follow the on-screendinstruction that the wizard provides in creating a new
presentation document.

To launch the Impress application within a Linux-based operating system, follow
these steps:

1. Beginning at the desktop, click on the Start button located in the lower-left
corner of the'screen, and select Office Productivity from the menu list that
appears.

2. Select.the OpenOffice.org 3.0 Impress application icon from the list that
appears,and the Impress application will launch.

3. <Each time Impress is launched either from the Start Menu or from the File
menu within OpenOffice.org, a Presentation Wizard will appear. Select the
appropriate Presentation Type by clicking on the radio buttons provided.
Follow the on-screen instruction that the wizard provides in creating a new
presentation document.

Displaying Toolbars

Impress contains many toolbars to assist in formatting and editing your slide
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presentations. Sometimes you may need to view certain toolbars to assist you
with creating your slides, while other toolbars may need to hidden from view to
prevent from getting in your way and free up screen space for other tools. To view
or hide a toolbar within Impress, follow these steps:

1. Click the View menu and select Toolbars from the menu list. A listof
available toolbars will appear.

2. Select a toolbar to appear within Impress by simply clicking on the
appropriate toolbar within the list. If a toolbar within the listhas a
checkmark beside it, this means that the toolbar is already. visible within the
Impress application.

3. If you wish to hide a toolbar from view within Impress, simply click on it
from the list. Toolbars listed that do not have a checkmark beside them
indicates that the toolbar is hidden from view within Impress.

Task Pane

The task pane within Impress allows you to perform a number of formatting
options without accessing the standard application menus. Formatting options
available through the task pane include Master Pages, Layouts, Custom
Animation and Slide Transitions: If the Impress task pane is not visible when you
open an Impress document; you may make it so by going to the View menu and
select Task Pane fromthe menu that appears. A checkmark should appear next
to the menu option when the task pane is visible. If you wish to hide the task pane
from view within Impress, simply click on it from the list. When the menu option
does not have a checkmark beside it, this indicates that the task pane is hidden
from view within Impress:

Status Bar

If the Impress status bar, located at the bottom of the Impress application window,
is not visible when you open an Impress document, you may make it so by

going to the View menu and select Status Bar from the menu that appears. A
checkmark should appear next to the menu option when the status bar is visible.
If you wish to hide the status bar from view within Impress, simply click on it

from the list. When the menu option does not have a checkmark beside it, this
indicates that the status bar is hidden from view within Impress.

Adjusting Page View

To adjust the view of the document you are working in, click on the View menu
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and select Zoom from the menu list. You may also select to Zoom by clicking on
the magnifying glass icon within the Standard toolbar located just beneath the
main application menu.

Choosing a Slide Layout

To select a slide layout for an Impress slide presentation, follow these steps:

1. In the Slides pane located on the left side of the presentation editing
window, select the slide that the layout will be applied to. “If a new Impress
presentation has been created, skip to Step #2.

Go to the View menu and select Task Pane from the menu that appears.

3. Click on the triangle located next to the Layouts selection within the task
pane. A preview list of various slide layouts will appear.

4. Select the appropriate slide layout by clicking once on the slide preview
option. When the dialog window appears asking whether to continue with
the selection, click the YES button. The operation is now complete.

N

Creating a New Slide

To create a new slide within an Impress presentation document, click on the Insert
menu and select Slide from the menu that appears. You may also create a new
slide by using the Slide button located in the Standard toolbar within Impress.

Deleting a Slide

To delete a slide from an Impress presentation document, right-click on the slide
within the Slide Pane that is to be removed from the presentation. Then select
Delete Slide from the contextual menu that appears. If the Slide Pane, located on
the left-hand side of the Impress application window, is not visible, you can make
it so by clicking on the View menu at the top of the application window and select
the Slide Pane menu option.

Using the Navigator

The Navigator allows a user to quickly view objects that are within a document.
The Navigator displays “categories”, or the various contents within the Navigator
window. Within each category contains the objects that are present in the
document.
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To view and utilize the Navigator while creating and editing Impress documents,
follow these steps:

1. To open the Navigator window, click on the Edit menu and select Navigator
from the menu list. You may also view the Navigator window by pressing
the F5 key at the top of your keyboard.

2. If you see a “+” icon located next to a category within the Navigator, that
indicates that there is at least one object within the document related to that
particular category. Click the “+” sign to expand the list.to view the.objects
related to the category. To quickly jump to the location in your document
where the object is placed, double-click on the object listed in‘the Navigator
window.

Viewing and Editing the Styles and Formatting Organizer

The Styles and Formatting Organizer allows you to quickly select pre-defined
formatting options to include in your documents simply by double-clicking on
a style option listed within the Organizer. To viewrand edit the Openoffice.org
Formatting Styles Organizer, follow these steps:

1. To view the organizer, click the Format menu and select Styles and
Formatting or simply press the F11 key at the top of your keyboard. A
palette will appear.displaying by default the various paragraph styles
available.

2. When the Organizer palette is open, you will notice a small toolbar within
the window. You can view other formatting styles as well by clicking on
the appropriate button. From left-to-right, the style options you may view
include Graphics:and Presentation styles. In the popup menu located
at thebottom of the Styles Organizer window, be sure the menu has the
option All Styles selected to view all of your available options for each style.

3. You canwalso create or modify formatting styles based upon existing
styles by right-clicking on a style listed within the Organizer and select the
appropriate command from the contextual menu that appears. You may
also delete custom styles you created from the Organizer by right-clicking
on it within the list.

How to Set OpenOffice.org to Automatically Open Microsoft
Office Generated Files Using Windows

If you did not choose during the installation of OpenOffice.org to have the software
automatically open Microsoft Office formatted documents, you may select to do so
by following these steps:
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1. Close all OpenOffice.org applications and return to your desktop.

2. Click on the Windows operating system Start button and select Control
Panel from the list that appears. Then choose Add or Remove Programs
from the submenu that appears, followed by the OpenOffice.org 3.0 list
option, then click Install/Uninstall.

3. In the window that appears, click the NEXT button, select the Modify.option
and click NEXT until the wizard prompts you to select the file types you
wish OpenOffice.org to automatically open for you.

4. Select or deselect the file types you wish OpenOffice.orgto automatically
open for you. Click NEXT until it prompts you to click Install'to complete
the setup. Clicking the Install button will make the necessary changes
to automatically open the file types you selected: You should not need
to have the installation CD inserted into your computer’'s CD-ROM to
complete this process.

Section Two: Impress Basics

Inserting Text

To insert text into a slide, simply click within one of the pre-defined text boxes
created within the selected layout. A cursor will appear to allow text to be entered.

Changing the Font Type

To change the font.type of the text within your slide presentation, follow these
steps:

1. Select.the text you wish to change the font type.

2. Click on‘the Format menu and select Character from the menu list.

3. Ifitis' notalready selected, click the Font tab within the window that
appears. Select the Font within the window list. Click the OK button to
complete the selection.

You may also change the font type by using the Font Name popup menu located
within'the Formatting toolbar.

Changing the Font Size

To change the font size of the text within your slide presentation, follow these
steps:
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Select the text you wish to change the font size.

Click on the Format menu and select Character from the menu list.

If it is not already selected, click the Font tab within the window that
appears. Select the font size within the window list. Click the OK butten to
complete the selection.

Nl e

You may also change the font size by using the Font Size popup menu located
within the Formatting toolbar.

Changing the Font Style (including Bold, Italicize, and:Underline)

To change the font style of the text within your slide presentation, follow these
steps:
1. Select the text you wish to change the font style.
2. Click on the Format menu and select Character from the menu list.
3. Ifitis not already selected, click the Font tab within the window that
appears. Select the font style within the window list. Click the OK button to
complete the selection.

You may also change the font style by using the appropriate Font Style buttons
located within the Formatting toolbar.

Changing the Font Color

To change the font color of the text within your slide presentation, follow these
steps:
1. Select the text you wish to change the font color.
2. Click'on the Format menu and select Character from the menu list.
3. Click the'Font Effects tab within the window that appears. Select the font
color within the Font color popup menu. Click the OK button to complete
the selection.

You may also change the font color by using the Font Color popup menu located
within the Formatting toolbar.

Changing Text Alignment

To change the text alignment within your slide presentation, follow these steps:
1. Select the text or paragraph you wish to change the alignment.
2. Click on the Format menu and select Paragraph from the menu list.
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3.

3

Click on the Alignment tab in the window that appears. Select the
alignment style (left, right, center or justified) by clicking on the radio button
next to your desired selection.

Click the OK button to complete the selection.

You may also change the paragraph alignment by using the appropriate alignment
buttons located within the Formatting toolbar.

Changing Slide Background Color and Pattern

To change the color or background pattern of an Impress slide presentation, follow
these steps:

1.
2.

3.

Click on the Format menu and select Page fram the menu that appears.
When the Page Setup window appears, click on the Background tab
located at the top of the window.

Impress provides several formats to change the color or pattern of a slide
presentation, including applying a solid background color, applying a pre-
defined gradient pattern, applying a‘hatching pattern in combination with
a solid background color and applying a bitmap image as a background
pattern. Select the appropriatée color or pattern by utilizing the popup
menus and/or radio buttons provided and defining the selection.

Click the OK button to complete the selection. A dialog box will appear
asking whether the selection made should be applied to all slides within the
Impress document.orto apply to the current slide only. Make a selection
and Impress will foarmat the presentation accordingly.

Inserting Bullet and Numbering Lists

To insert bullet or numbered lists within your slide presentation, follow these steps:

1.
2.

3.

Select the text box that will be formatted with a bulleted or numbered list.
Click on'the Format menu and select Bullets and Numbering from the menu
thatappears.

Within the window that appears, you have numerous bullet and numbering
format options available to you that are sorted within tabs that are
presented along the top. Click on the tab that presents the bulleted or
numbered format you wish to select to view your options.

Click on the bulleted or numbered list option within the Selection area to
specify your desired format type.

Click the OK button to complete the selection.
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You may also create a bulleted or numbered list by utilizing the Styles and
Formatting Organizer. To view the Styles and Formatting Organizer, click on

the Format menu and select Styles and Formatting from the menu list or simply
press the F11 key on your keyboard. Then click on the Character Styles button
(the second icon from the left at the top of the Organizer) to view your bulleted or
numbered list format option.

Section Three: Inserting Clip Art, Graphics and
Charts

Supported Graphic File Types

OpenOffice.org supports a wide array of file types for graphics files to be imported
into Impress. If you have a graphic file you wish to import into your Impress
document, chances are OpenOffice.org supportsiit. Supported graphic file types
for importing into an Impress document include:
* Windows Bitmap (*.bmp)
AutoCAD Interchange Format (*.dxf)
Enhanced Metafile(*:emf)
Encapsulated PostScript(*.eps)
Graphics Interchange Format (*.gif)
Joint Photographic Experts Group (*.jpg or *jpeg)
0S/2 Metafile (*.met)
Portable Bitmap:(*.pbm)
KodakPhoto CD (*.pcd)
Macintosh Picture Format (*.pct or *.pict)
Zsoft Paintbrush (*.pcx)
Portable Graymap (*.pgm)
Portable Network Graphic (*.png)
Portable Pixelmap (*.ppm)
Adobe Photoshop (*.psd)
Sun Raster Image (*.ras)
StarWriter Graphics Format (*.sgf)
StarDraw 2.0 (*.sgv)
StarView Metafile (*.svm)
Truevision Targa (*.tga)
Tagged Image File Format (*.tif or *.tiff)
Windows Metafile (*.wmf)
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* X Bitmap (*.xbm)
e X PixMap (*.xpm)

Inserting a Graphic or Clip Art

To insert a graphic or clip art image into your Impress slide presentation, follow
these steps:

1. Click on the Insert menu and select the Picture menu option'that appears.

2. When you select the Picture menu option, a submenu will'appear allowing
you to choose an image file or retrieve a picture from a scanner. Select the
appropriate option.

3. If you selected to insert a picture from an imagefile, locate the file using
Insert Picture window that appears. Click once on the file displayed to
select the appropriate image to insert.

4. At the bottom of the Insert Picture window, OpenOffice.org gives you the
option to link the file rather than embedding the image into the document.
If you have an image that is being used in.a number of places throughout
the document, you can choose to link the image to reduce the file size of
your document. If you ever move the image to another location, however,
you will need to re-link the image for it to appear in the document. If you
wish to link the image, click within the checkbox located next to the Link
selection.

5. Click OK to complete your selection.

Adjusting a Graphic Image Location

If you wish to adjust the location of your graphic image, follow these steps:

1. Click once within the graphic image with your left mouse button. Small
boxes will appear around the edge of the image when it has been properly
selected.

2. Move your pointer within the graphic area. The pointer will transform into a
black target icon. Holding down your left mouse button on the image, drag
the image. Once you have the image in your desired location, release the
mouse button.

3. If you wish to center the graphic within the page, select the image as
detailed in Step #1. Then click the Center Horizontal tool within the
Formatting toolbar located above your document’s ruler. The image should
then center itself within the page.

Resizing a Graphic Image
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If you wish to resize an image or graphic within your slide presentation, follow
these steps:

1.

Click once within the graphic image with your left mouse button. Small
boxes will appear around the edge of the image when it has been properly
selected.

. To proportionally resize the graphic, place your pointer on.one of the small

boxes located one the corner of the image. Your pointer will.transform into
a black bar with arrows on each end of it. Hold down the left mouse button
and begin to drag either outward or inward to make your graphic larger or
smaller, respectively. When you have resized it to'the desired width and
height, release the left mouse button.

If you know the exact width and height you wish yourgraphic to be,

you may also resize an image by right-clicking on.the image and select
Graphics from the contextual menu that appears.

Inserting a Chart

If you wish to insert a chart into an Impress presentation, follow these steps:

1.

Click on the Insert menuand select the Chart menu option that appears.

2. A pre-defined chartwill appear within the slide presentation. To change the

data to appear within.the chart, click on the Edit menu and select the Chart
Data menu optionthat appears. You may also change the data by clicking
on the CHART'DATA button located at the top of the chart editing window.
To change the type of chart, click on the Format menu and select the Chart
Type menu option‘'that appears. You may also change the chart type by
clicking on the CHART TYPE button located at the top of the chart editing
window:

To exit out of the chart editing window, click on the Window menu and
select New from the menu option that appears.

Section Four: Saving and Printing a Presentation
Document

Supported File Types for Saving

OpenOffice.org can open and save documents formatted in a wide array of file
types. Although it might not be their primary office suite, many users have found
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OpenOffice.org to be a useful tool for opening and saving files not supported
through their primary applications. Writer supports the following file formats:
Microsoft PowerPoint 97/2000/XP/2007 Presentation (*.ppt, *.pptx)
Microsoft PowerPoint 97/2000/XP Presentation Templates (*.ppt)
OpenOffice.org 3.0 Native OpenDocument Drawing (*.odg)
OpenOffice.org 3.0 Native OpenDocument Presentation (*.odp)
OpenOffice.org 3.0 Native OpenDocument Template (*.otp)
OpenOffice.org 1.0 Native Presentation (*.sxi)

OpenOffice.org 1.0 Native Presentation Template (*.sti)
OpenOffice.org 1.0 Drawing

StarDraw 5.0 Drawing (*.sda)

StarDraw 3.0 Drawing (*.sdd)

Starlmpress 4.0/5.0 Presentation (*.sdd)

Starlmpress 4.0/5.0 Template (*.vor)

Saving a File as a Native Impress Presentation

To save a document in the native Impress 3.0 OpenDocument format, follow these
steps:
1. Click on the File menu and choose Save As from the menu list.
2. A window will appear andprompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save In popup field.
3. In the field File Name, type the name you would like to save the file as.
4. In the Save As Typepopup menu, select the OpenDocument Presentation
(.odp) file format.
5. Click the button SAVE to complete the operation.

Saving a File asa Microsoft PowerPoint Document

Tosave a document in the Microsoft PowerPoint format, follow these steps:
1..Click.on the File menu and choose Save As from the menu list.

2. A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save In popup field.

In the field File Name, type the name you would like to save the file as.
In the Save As Type popup menu, select the appropriate Microsoft
PowerPoint (*.ppt) file format.

5. Click the button SAVE to complete the operation.

B w
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Exporting a File as a Macromedia Flash Document

To save a document in the Macromedia Flash format, follow these steps:

1. Click on the File menu and choose Export from the menu list.

2. A window will appear and prompt you to choose a location to save«wour
document. Choose the location you want to save a document torin the
Save In popup field.

3. In the field File Name, type the name you would like to save thefile'as.

4. In the Save As Type popup menu, select the Macromedia Flash (*.swf) file
format.

5. Click the button SAVE to complete the operation.

Exporting a File as a Portable Document Format (PDF) Document

One of the many useful features OpenOffice.org has built-in to the office suite is
the ability to export documents as a Portable Document Format (PDF) file. To
save a document as a read-only PDF file, follow these steps:
1. Click on the File menu and select Export As PDF from the menu list that
appears.
2. A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
Save In popup field.
3. In the field File Name, type the name you would like to save the file as.
4. In the File Format popup menu, make sure Portable Document Format
(PDF) is selected.
5. Click the button'SAVE to complete the operation.

(NOTE: OpenOffice.org documents saved as a PDF file is a convenient way to
share read-only'documents to other users that have a PDF reader application
installedon their computer. However, OpenOffice.org cannot edit a document
that has been saved as a PDF file. To save a document for editing at a later date,
save the document in its Native OpenDocument file format.)

Exporting a File as a Web Page (HTML) Document

To save a document in the Hypertext Markup Language (HTML) format, follow
these steps:
1. Click on the File menu and select Export from the menu list that appears.
2. A window will appear and prompt you to choose a location to save your
document. Choose the location you want to save a document to in the
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5.

Save In popup field.
3. In the field File Name, type the name you would like to save the file as.
4.

In the Save As Type popup menu, select the HTML (*.htm or *.html) file

format.
Click the button SAVE to complete the operation.

Printing a Slide Presentation to Fit a Specific Page Size

To print an Impress slides to fit a specific page size, follow these steps:

1.
2.

3.

4.

5.

If it isn’t already, open the Impress presentation that is to:be printed.

Click on the Format menu, select Page from the menuthat appears and
then select Page from the submenu that appears.

In the Layout Settings selection area, click the Fit Object To Paper Format
checkbox.

In the Paper Format selection area, select one of the format options
provided.

Click the OK button to complete the operation.Each slide selected is
scaled to fit the printed page.

Printing a Slide Presentation for Handouts

To print Impress slides for use as'handouts, follow these steps:

1.
2.

3.

If it isn’t already, open the Impress presentation that is to be printed.

Click on the View menu and select Handout Page from the menu list that
appears.

Click on the Print button located within the Standard menu bar at the top

of the Impress application window. You may also hold down the Control
(CTRL) keyand press P on the keyboard to prompt for the Print window, or
click on the File menu and select Print from the menu that appears.

Section Five: Correcting Presentation Document
Errors

Using Cut, Copy and Paste

Using Cut, Copy and Paste is one of the most fundamental operations you will
perform to correct document errors. You may also use these commands to



Quick Guide to Creating and Editing Impress Documents 315

transfer text or graphics from one document into another. If you are unfamiliar
with using these operations, use these steps to assist in determining which to use
when correcting document errors:
1. Highlight the text you want to cut or copy.
2. To eliminate text to reinsert in another location in the document, click the
Edit menu and choose the Cut menu option.
3. To duplicate text in another part of the document, click the Edit menu and
choose the Copy menu option.
4. Place the cursor at the location you want the text to appear.
5. In the Edit menu, choose the Paste menu option.

Deleting Text

To permanently delete text from your presentation, follow these steps:
1. Highlight the text you want to permanently delete.
2. Press the Delete key on your keyboard to permanently remove the text
from your document.

Using Undo

If you make the mistake of deleting something you didn’t wish to do or make a
formatting error, immediately go to the Edit menu and choose Undo from the
menu list that appears to go back to the document’s previous state before the
error was made. You can continue to select the Undo menu command multiple
times to continue to'go back to each previous step.

Using Spellcheck

To use'the OpenOffice.org spell check feature, follow these steps:

1. If'you wish to spell check a specific word or sentence, select the text you
wish to spell check. Otherwise, proceed to Step #2.

2. Go to the Tools menu and select Spellcheck from the menu that appears.
You may also press the F7 key on your keyboard to begin checking for
spelling errors.

3. If any potential spelling errors appear, OpenOffice.org will indicate the
potential error and give you a list of possible suggestions to correct the
spelling.

4. If you see a spelling suggestion that would correct the error, select it from
the Suggestions list and click the CHANGE button.

5. If you believe that the word in question is spelled correctly, you can click
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the IGNORE ONCE button to proceed to the next potential spelling error. If
the word in question is spelled correctly and you use it often when creating
documents, you may click the ADD button to add it to the Spellcheck
dictionary.

6. When you have completed checking for potential spelling errors, click the
CLOSE button to exit and return to the document.

Using AutoCorrect

AutoCorrect is enabled by default. However, AutoCorrect can be enabled or
disabled at any time. To enable or disable a specific AutoCorrect feature, go to
the Tools menu and select AutoCorrect from the menu.that appears.” Once the
AutoCorrect window appears, click on the tab related to the specific feature you
wish to enable or disable and select the appropriate options.

Using AutoFormat

Like AutoCorrect, the AutoFormat features are enabled by default. However,
AutoFormat may also be enabled or disabled at'any time. To enable or disable
the AutoFormat feature, click on the Format menu, select AutoFormat from the
menu that appears, and select'While Typing from the submenu that appears. A
checkmark will appear nextto the submenu option when the feature is enabled.

Section Six: Viewing Impress Slide Presentations

Viewing Slide Show

To view a slide'show within the Impress application, click on the Slide Show menu
andsselect Slide:Show from the menu options that appear or simply press the F5
key on.the keyboard. To exit a slideshow, press the ESC key on the keyboard to
return to the Impress editing window.

Configuring Slide Show Settings

To configure the Impress settings for viewing slide shows, follow these steps:
1. Click on the Slide Show menu and select Slide Show Settings from the
menu options that appear.
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2. When the Slide Show Settings window appears, select the appropriate
configuration options.

3. When you have completed selecting the appropriate configuration options,
click the OK button to complete the operation.

Adding Slide Transitions

To select slide transitions for an Impress presentation, follow these steps:

1. Click on the Slide Show menu and select Slide Transition from the menu
options that appear.

2. The Slide Transition configuration options will appearin the Task Pane
located within the Impress editing window. .Configure the slide transitions
by selecting from the appropriate options presented.

3. To apply the configuration to all slides within'the presentation, click the
APPLY TO ALL SLIDES button within the Task Pane. Otherwise, the slide
transition configurations selected will apply only to the current slide being
edited.
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Appendix D
Quick Guide to Creating and Editing Base Data-
bases

Section One: Overview of Base

Starting Base

To launch the Base application within the Microsoft Windows eperating system,
follow these steps:

1. Beginning at the desktop, click on the Start button located in the lower-left
corner of the screen, and select Programs or All Program from the menu
list that appears.

2. Select the OpenOffice.org 3.0 application folder that appears, and select
Base from the applications options that appear:

3. Each time Base is launched either fromthe Start Menu or from the New
menu within OpenOffice.org, a Database Wizard will appear. Select the
appropriate Database Type by clickingon the radio buttons provided.
Follow the on-screen instruction that the wizard provides in creating a new
database or connecting to an.existing network database.

To launch the Base application within a Linux-based operating system, follow
these steps:

1. Beginning at the desktop, click on the Start button located in the lower-left
corner of the'screen, and select Office Productivity from the menu list that
appears.

2. Select'the OpenOffice.org 3.0 Base application icon from the list that
appears, and the application will launch.

3. Each time'Base is launched either from the Start Menu or from the File
menu within OpenOffice.org, a Database Wizard will appear. Select the
appropriate Database Type by clicking on the radio buttons provided.
Follow the on-screen instruction that the wizard provides in creating a new
database or connecting to an existing network database.

Displaying Toolbars

Base contains many toolbars to assist in formatting and editing your database.
Sometimes you may need to view certain toolbars to assist you with creating your
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database, while other toolbars may need to hidden from view to prevent from
getting in your way and free up screen space for other tools. To view or hide a
toolbar within Base, follow these steps:

1. Click the View menu and select Toolbars from the menu list. A list of
available toolbars will appear.

2. Select a toolbar to appear within Base by simply clicking on the.appropriate
toolbar within the list. If a toolbar within the list has a checkmark beside it,
this means that the toolbar is already visible within the Impress application.

3. If you wish to hide a toolbar from view within Base, simply.click.on it
from the list. Toolbars listed that do not have a checkmark beside them
indicates that the toolbar is hidden from view within Base.

Status Bar

If the Impress status bar, located at the bottom of the Impress application window,
is not visible when you open an Impress document, you may make it so by

going to the View menu and select Status Bar from the menu that appears. A
checkmark should appear next to the‘'menu option when the status bar is visible.
If you wish to hide the status bar from view within Impress, simply click on it

from the list. When the menu option does not have a checkmark beside it, this
indicates that the status baris hidden from view within Impress.

Adjusting Page View

To adjust the view of the document you are working in, click on the View menu
and select Zoom from the menu list. You may also select to Zoom by clicking on
the magnifying glass icon within the Standard toolbar located just beneath the
main application menu.

Using the Navigator

The Navigator allows a user to quickly view objects that are within a document.
The Navigator displays “categories”, or the various contents within the Navigator
window. Within each category contains the objects that are present in the
document.

To view and utilize the Navigator while creating and editing Impress documents,
follow these steps:
1. To open the Navigator window, click on the Edit menu and select Navigator
from the menu list. You may also view the Navigator window by pressing
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the F5 key at the top of your keyboard.

2. If you see a “+” icon located next to a category within the Navigator, that
indicates that there is at least one object within the document related to that
particular category. Click the “+” sign to expand the list to view the objects
related to the category. To quickly jump to the location in your document
where the object is placed, double-click on the object listed in the Navigator
window.

Viewing and Editing the Styles and Formatting Organizer

The Styles and Formatting Organizer allows you to quickly select pre-defined
formatting options to include in your documents simply.by double-clicking on
a style option listed within the Organizer. To view and edit'the Openoffice.org
Formatting Styles Organizer, follow these steps:

1. To view the organizer, click the Format menu and select Styles and
Formatting or simply press the F11 key.at the top of your keyboard. A
palette will appear displaying by default the various paragraph styles
available.

2. When the Organizer palette is open, . you will notice a small toolbar within
the window. You can view other formatting styles as well by clicking on
the appropriate button. .From left-to-right, the style options you may view
include Graphics and Presentation styles. In the popup menu located
at the bottom of the Styles Organizer window, be sure the menu has the
option All Styles selected toview all of your available options for each style.

3. You can also create or modify formatting styles based upon existing
styles by right-clicking-on a style listed within the Organizer and select the
appropriate’command from the contextual menu that appears. You may
also delete custom styles you created from the Organizer by right-clicking
on it within thelist.

Registering a Database File

Before database records can be utilized with other applications within the
OpenOffice.org office suite, the database document must be registered. If a
database file is not registered within OpenOffice.org, then other applications within
the suite will not be able to identify the correct database to extract the records
from.

If a database is created using the Database Wizard, then the wizard can
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automatically register the database upon request during the creation process.
However, Base databases can also be registered manually quickly and easily. To
manually register a Base database file within OpenOffice.org, follow these steps:

1.

2.

With the database file already open, click on the Tools menu and select
Options from the menu options that appear.

When the OpenOffice.org User Data window appears, click on the plus

“+” icon located next to the OpenOffice.org Base option located on the

left side. When doing so, a list of options will appear related.to the Base
application.

Select Databases from the OpenOffice.org Base options that-appear by
clicking on the label. When doing so, the list of databases that are already
registered within OpenOffice.org will appear’in the Registered Databases
selection area on the right side of the window. <To register the database
document, click the NEW button, then click the BROWSE button in the
Create Database Link dialogue window and locate the database file.

After locating the file, select it and press the OPEN button. The Create
Database Link dialogue window will reappear, where the OK button can be
pressed to register the database.

. To complete the registration, click the OK button within the OpenOffice.org

User Data window.

Section Two: Working With Tables

Creating a New Database

To create a new Base database, follow these steps:

1.

Start the Base application from the Start Menu. Or within OpenOffice.org,
go.to the File menu, select New from the menu options that appear and
select Database from the submenu that appears.

When the Database Wizard window appears, select the Create A New
Database radio button and click the NEXT button located at the bottom of
the window.

In the next window, select to have the database registered by clicking on
the Yes radio button. Within the same window, click both checkboxes
available to have the software open the database for editing and have the
table wizard assist with creating the necessary tables for the new database.
Then click the FINISH button located at the bottom of the window.

When the Save As window appears, select the location where the database
should be saved. Moreover, select the file type and file name for the
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database. Then click the SAVE button.

After the application has saved the database, the Table Wizard window will
appear. In the Category selection area, select whether the database will
be used for business or personal purposes by clicking on one of the radio
buttons provided. Depending on the category selected, the Sample Table
popup menu will provide a list of possible databases to create. Select.the
type of database to be created from the Sample Table popup menu.

When a sample table has been selected, a list of available fields associated
with the type of table will appear in lower half of the window. <In.the
Available Fields selection area, click on a field to add to the table:and click
the RIGHT ARROW button. The field will then appear in"the Selected
Fields selection area. Repeat the process for each field to be'added to
the table. When all appropriate fields have been selectedto appear in the
table, use the UP and DOWN arrow buttons to change the order in which
the fields will appear within the table. Then click the NEXT button located
at the bottom of the window.

In the next window to appear in the Table Wizard, click on a field within
the Selected Fields selection area. An the Field Information selection area,
various formatting selections can be assigned to each field. Make the
appropriate format options for the selected field. The repeat the process
for each field available inithe Selected Fields selection area. Then click the
NEXT button.

In the next window to appear, select the checkbox available to have Base
create a primary key-for the table and select the Automatically Add A
Primary Key radio button. Then click the NEXT button.

In the next window, type a name to identify the table being created using
the text field'provided. Moreover, select the Insert Data Immediately radio
button. Then'click the FINISH button to create the table for the database.

Creating a Table Using the Table Wizard

To create anew table within a database file, follow these steps:

1.

2.

3.

In the Database pane located on the left side of the window, click on the
Tables icon.

In the Tasks pane located at the top of the window, double-click Use Wizard
To Create Table to launch the Table Wizard.

In the Category selection area, select whether the database will be used
for business or personal purposes by clicking on one of the radio buttons
provided. Depending on the category selected, the Sample Table popup
menu will provide a list of possible databases to create. Select the type of
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database to be created from the Sample Table popup menu.

. When a sample table has been selected, a list of available fields associated

with the type of table will appear in lower half of the window. In the
Available Fields selection area, click on a field to add to the table and-¢lick
the RIGHT ARROW button. The field will then appear in the Selected

Fields selection area. Repeat the process for each field to be added to
the table. When all appropriate fields have been selected to appear in the
table, use the UP and DOWN arrow buttons to change ithe ‘@rder.in-which
the fields will appear within the table. Then click the'NEXT button located
at the bottom of the window.

In the next window to appear in the Table Wizard; click on:a field within
the Selected Fields selection area. In the Field Information selection area,
various formatting selections can be assigned.to each field. Make the
appropriate format options for the selected field. The repeat the process
for each field available in the Selected Fields selection area. Then click the
NEXT button.

In the next window to appear, select the checkbox available to have Base
create a primary key for the table and select the Automatically Add A
Primary Key radio button. Then click the NEXT button.

. In the next window, type a name to identify the table being created using

the text field provided. Moreover, select the Insert Data Immediately radio
button. Then click the FINISH button to create the table for the database.

Creating a Table Using the Table Design View

To create a new table within a database file using the Design View, follow these

steps:
1.

2.

3.

In the Database pane located on the left side of the window, click on the
Tables icon.

In'the Tasks pane located at the top of the window, single-click Create
Table in Design View to launch the Design View window.

When the Table Design View window appears, click within the first available
field underneath the Field Name column. Type a field name that best
describes the information that will be entered into the field. When creating
field names, be sure they do not contain any spaces. For example, a

field name labeled Date Acquired should be typed as DateAquired. When
completing the Field Name, press the Tab key on the keyboard to proceed
to format the Field Type.

When tabbing to the Field Type column, a popup menu will appear to
enable selection of the type of data the new field will contain. Select the
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appropriate field type, and make any additional configurations needed
associated with the field within the Field Properties selection area located
at the bottom of the Table Design window. Then press the Tab key on the
keyboard to proceed to the Description column.

In the Description column, type a description for the new field being created
(optional).

Repeat steps 3 through 5 for each new field to be created. When
completing the new field entries, click on the Window menu at the top.of
the Table Design window and select Close Window from the menu options
that appear or simply press CTRL+W on the keyboard to return to.the main
Base application window. When closing the window, a prompt window may
appear asking whether to save the changes being made to the table. Click
the YES button to do so and the window will close.

Adding a New Field to a Table

To add a new field to an existing table, follow these steps:

1.

2.

3.

In the Database pane located on the left side of the window, click on the
Tables icon.

In the Tables pane located at the bottom-right of the window, select the
Table to be edited by single-clicking on the icon.

Click on the Edit menu at the'top of the application window and select Edit
from the menu options that appear.

When the Table Design window appears, click within the first available field
underneath the Field'Name column. Type a field name that best describes
the information that will'be entered into the field. When creating field
names, besure they do not contain any spaces. For example, a field name
labeled Date'Acquired should be typed as DateAquired. When completing
the Field Name, press the Tab key on the keyboard to proceed to format
the Field Type.

When tabbing to the Field Type column, a popup menu will appear to
enable selection of the type of data the new field will contain. Select the
appropriate field type, and make any additional configurations needed
associated with the field within the Field Properties selection area located
at the bottom of the Table Design window. Then press the Tab key on the
keyboard to proceed to the Description column.

In the Description column, type a description for the new field being created
(optional).

Repeat steps 4 through 6 for each new field to be created. When
completing the new field entries, click on the Window menu at the top of
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the Table Design window and select Close Window from the menu options
that appear or simply press CTRL+W on the keyboard to return to the main
Base application window.

Changing the Length of a Field

To change the length of a field to add or reduce the number of characters that can
be entered, follow these steps:

1.

2.

3.

In the Database pane located on the left side of the window, click on the
Tables icon.

In the Tables pane located at the bottom-right of the window, select the
Table to be edited by single-clicking on the.icon.

Click on the Edit menu at the top of the application window and select Edit
from the menu options that appear.

When the Table Design window appears, click within the gray area to the
left of the Field Name that is to be formatted to select the entire row.

In the Field Properties selection area located at the bottom of the Table
Design window, select the data currently in the Length text field and enter
the value for the new field length. If the data within the Length text field is
grey, this symbolizes that the data length is pre-defined by the Field Type
selected and cannot'be changed without selecting another Field Type.

To exit the Table' Designiwindow, click on the Window menu at the top of
the window and select Close Window from the menu options that appear
or simply press CTRL+W on the keyboard to return to the main Base
application window.

Saving a Table

To save additional changes made to a table within the Table Design window, click
on the'File menu and select Save from the menu options that appear. A table can
also be saved by pressing CTRL+S on the keyboard or by clicking on the Save
button located within the Table Design toolbar.

Adding Records to a Table

To add records to an existing table, follow these steps:

1.

2.

In the Database pane located on the left side of the window, click on the
Tables icon.

In the Tables pane located at the bottom-right of the window, open the
Table that records will be added to by double-clicking on the icon.



328

Appendix D

3.

When the Table window appears, press the Tab key to automatically create
a Record ID and begin entering a new record. Each time a new record

is created, another record line is created to allow another record to be
entered following the current one.

. To exit the Table window, click on the Window menu at the top of the

window and select Close Window from the menu options that appear
or simply press CTRL+W on the keyboard to return to the main Base
application window.

Editing Records Within a Table

To edit records within an existing table, follow these steps:

1.

2.

3.

3

In the Database pane located on the left side of the:window, click on the
Tables icon.

In the Tables pane located at the bottom-right of the window, open the
Table that records will be added to by ‘double-clicking on the icon.

When the Table window appears, select the record field that is to be edited.
Once the record field has been selected, editing can be performed.

To exit the Table window, click on the Window menu at the top of the
window and select Close Window from the menu options that appear

or simply press CTRL+W-on the keyboard to return to the main Base
application window.

Sorting Records

To sort records within a table; follow these steps:

1.

2.

3.

Within an open-database file, click on the Tables icon located on the left
side of the document window within the Database pane.

In the Tables pane located on the bottom-right of the window, open the
desired table for record sorting by double-clicking on its icon.

Using the left mouse button, click on the appropriate field label for the
records to be sorted. When doing so, the entire column for the field will be
selected.

To sort the records for the selected field, click either the SORT
ASCENDING or SORT DESCENDING buttons located within the Table
Data View toolbar at the top of the window. For example, if a user wishes
to sort the records within the field labeled “LastName” in alphabetical order
from A to Z, they would choose to sort in ascending order. If a user wishes
to sort from Z to A, they would choose to sort in descending order. When
doing so, the records are sorted accordingly.
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Specifying Field Properties

After a table has been created, a user can specify that certain fields containing
data have specific properties attributed to them. Examples include a specific field
must contain an entry (the field cannot be left blank), that a field containa default
value in the event of many entries containing the same value, that a field should
contain no more than a certain number of characters, that the!data appearing
within the field possess a specific format and more.

To specify field properties within a Base table, follow these steps:

1.

2.

3.

In the Database pane located on the left side of the window, click on the
Tables icon.

In the Tables pane located at the bottom-right of the window, select the
Table to be edited by single-clicking on the icon:.

Click on the Edit menu at the top“of the application window and select

Edit from the menu options that appear. Auser can also select the edit
command by right-clicking on the table icon and select Edit from the
contextual menu that appears.

When the Table Design window appears, click within the gray area to the
left of the Field Name that.is to be formatted to select the entire row.

In the Field Properties selection area located at the bottom of the Table
Design window, specify the appropriate field properties utilizing the options
provided.

To exit the Table Design window, click on the Window menu at the top of
the window and:select Close Window from the menu options that appear
or simply press CTRL+W on the keyboard to return to the main Base
application'window. When closing the window, a prompt window may
appear asking whether to save the changes being made to the table. Click
the YES button to do so and the window will close.

Deleting Records

To delete a record within a table, follow these steps:

1.

2.

In the Database pane located on the left side of the window, click on the
Tables icon.

In the Tables pane located at the bottom-right of the window, open the
Table that records will be added to by double-clicking on the icon.

3. When the Table window appears, right-click within the gray area to the

left of the record and select Delete Rows from the contextual menu that
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appears. The record will then be deleted from the table.

. To exit the Table window, click on the Window menu at the top of the

window and select Close Window from the menu options that appear
or simply press CTRL+W on the keyboard to return to the main Base
application window.

Section Three: Working With Queries

Creating a Query Using The Query Wizard

To create a new query within a database file, follow these steps:

1.

2.

3.

In the Database pane located on the left side of the window; click on the
Queries icon.

In the Tasks pane located at the top of the window; double-click Use Wizard
To Create Query to launch the Query Wizard.

When the Query Wizard window appears, the first step will be to select the
fields from an existing table to include-in the query. In the Tables popup
menu, select a table and then select the appropriate fields. Then click the
NEXT button.

In the second step of the Query Wizard, select which fields the query is to
sort using the Sorting Order selection areas provided. Then click the NEXT
button.

In the third step of the QueryWizard, select the search conditions for the
query using the Search Conditions selection area provided. Then click the
NEXT button.

In the fourth step of the Query Wizard, a summary will be presented based
upon the search.conditions selected in the previous step (optional). If

the summary does not reflect the search conditions that are desired, click
the BACK button to return to the Search Conditions selection screen.
Otherwise, click the NEXT button to proceed to Step #5 of the Query
Wizard.

In the fifth step of the Query Wizard, specify the groupings for the query
using the Grouping selection area provided (optional). Then click the
NEXT button.

In the sixth step of the Query Wizard, select the grouping conditions for the
query using the Grouping Conditions selection area provided (optional).
Then click the NEXT button.

In the seventh step of the Query Wizard, assign an alias to the fields
selected for the query using the alias textbox provided (optional). Then
click the NEXT button.
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10.In the eighth and final step of the Query Wizard, an overview of the query

specifications is given. A name can be given for the query by utilizing the
Query Name textbox provided. Moreover, select how to proceed with the
creation of the query by selecting the radio buttons provided. To complete
the creation of the query, click the FINISH button.

Creating a Query Using the Query Design View

To create a new query within a database file using the Design View, follow these

steps:
1.

2.

3.

In the Database pane located on the left side of the window, click on the
Queries icon.

In the Tasks pane located at the top of the window, single-click Create
Query in Design View to launch the Design View window.

When the Query Design View window, appears; the Add Table or Query
window will also appear. Using the radio buttons available within the
window, tables or queries that have beencreated within the database file
are listed for availability to perform a query. To select a table or query,
single-click among those listed and click the ADD button. If a query may
be performed among multiple tables or queries, repeat the selection
procedure. Once-all desired tables or queries have been selected, click
the CLOSE button within.the Add Table or Query window. The Query
Design View window will be available, and the tables or queries previously
selected will be available within the upper pane.

In the fourth step of the creating a query, select which fields to utilize to

run the query by:using the first Field popup menu provided within the lower
pane of the window. A popup menu can be made available within any field
in the lower pane by simply by using the mouse pointer to click within the
desired field.

In‘the fifth step of creating a query, select the table that is associated with
thefield from Step #4 by using the Table popup menu provided within the
same column.

In the sixth step, select the sort criteria for the query using the Sort popup
menu provided within the same column (optional).

If statistical calculations are desired for the query, the seventh step of
creating a query is to select the function for the calculation desired by using
the Function popup menu provided within the same column (optional).
Functions supported within Base include Average, Count, Maximum,
Minimum, Sum and Group. Depending upon the function selected, criterion
may also need to be selected by entering the appropriate values within
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the Criterion field provided within the same column. For example, if the
desired value to query from the records are all of those within the table
fields selected with a value of 5 or greater, then select Minimum from the
Function popup menu and enter 5 within the Criterion filed provided.

8. If multiple fields are desired for selection to perform a query, repeat steps
#4 through #7 above using the additional columns provided within the
lower pane of the Design View window. [f the additional fields:should
appear when the query is created, select the appropriate fields by usingthe
computer’s mouse and clicking within the appropriate Visible‘checkboxes.

9. To complete the creation of the query, run the query by clicking on.the
Edit menu and selecting Run Query from the menu options:that.appear.
Queries can also be ran by clicking on the Run Query button located within
the Query Design toolbar at the top of the application window. If the toolbar
is not visible, it can be made to appear by clicking on the View menu, select
Toolbars from the menu options and selecting QueryDesign from the
submenu options that appear.

10. To save the query performed, click the File menu and select Save As
from the menu options that appear. /\When doing so, a window will appear
prompting a Query Name to be entered. Enter an appropriate query name
and click the OK button. When'returning to the main database file window,
click on the Queries icondocated on the left side of the window within the
Database pane. When doing so, the query that was saved should appear
within the Queries pane.in the'lower portion of the window.

Using the Query Design'View Window

An alternative to using the Query Wizard to create a query is to utilize the Query
Design View'window:"While both methods of creating a query can provide the
same results,the use of the Query design view can provide more flexibility during
thequery creation process. To use the Query Design View window to create a
query,ssee the instructions for “Creating a Query Using the Query Design View”
available in this appendix.

Selecting Fields for a Query
In order to create a query using the Query Design View, one must first select one

or more tables so that fields are available for querying. When creating a new
query using the Query Design View, the application will automatically ask for
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tables or queries to be selected for use in creating a new query. However, before
a query has been saved or cleared, fields within other tables can be selected to
perform a new query.

To select fields for creating a query using the query design view, follow these
steps:

1. Within the Query Design View window, click the Insert menu and select Add
Table or Query from the menu options that appear.

2. When the Add Table or Query window appears, click'the radio buttons
available within the window to view a list of tables or queries:that have
been created within the database file that are available for performing a
query.

3. To select a table or query, single-click among those listed and click the ADD
button. If a query may be performed among multiple tables or queries,
repeat the selection procedure.

4. Once all desired tables or queries have been selected, click the CLOSE
button within the Add Table or Query. window. The Query Design View
window will be available, and the tables or queries previously selected will
be available within the upper pane.

Running a Query

Once criteria have been selected to perform a query, the RUN command must be
executed to produce its results. To run a new query within a database file, follow
these steps:
1. Usingthe Query Design View, enter the desired criteria for the query. This
includes selecting desired fields, sort criteria, functions and more.
2. Once the'desired criteria for a query has been selected, run the query
by clicking on the Edit menu and selecting Run Query from the menu
options that appear. Queries can also be ran by clicking on the Run Query
button located within the Query Design toolbar at the top of the application
window. If the toolbar is not visible, it can be made to appear by clicking on
the View menu, select Toolbars from the menu options and selecting Query
Design from the submenu options that appear.

Saving a Query

Once a query has been ran, a query can be saved so that the results can be
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accessed later. To save a new query within a database file, follow these steps:

1. To save the query performed, click the File menu and select Save As from
the menu options that appear.

2. When selecting the Save As menu option, a window will appear prompting
a Query Name to be entered. Enter an appropriate query name and click
the OK button. The query has now been saved.

3. When returning to the main database file window, click on the Queries icon
located on the left side of the window within the Database pane: \When
doing so, the query that was saved should appear within the Queries pane
in the lower portion of the window. The query can be viewed by double-
clicking its icon within the window.

Printing the Results of a Query

At the time of the printing of this book, queries cannot be printed using Base. If a
situation arises where records from a database needs to be available in print form,
consider creating a report. While reports cannot perform statistical calculations

or detailed criteria selected for querying, data selected for the creation of a report
can be sorted and grouped. For more information regarding the creation of a
report within Base, see the instructions for “Creating a Report Using the Report
Wizard” available in this appendix.

Closing a Query

To close a query that has been created, follow these steps:

1. Within the query window, click the File menu and select Close from the
menu options that appear.

2. If theqquery has not been saved, the Base application may display a prompt
window asking whether to save the changes made to the query. If the
query is to be saved so that its results can be viewed later, click the YES
button to proceed in naming the query and saving it before it is closed. If
the query should not be saved, click the NO button and the query is closed.

Clearing the Query Design

If a user wishes to make corrections or changes to criteria selected prior to or
after running a query, they can clear the Query Design View window as opposed
to closing it and restarting. To clear the Query Design View window, click the
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Edit menu and select Clear Query from the menu options that appear. The Query
Design View window can also be cleared by clicking on the Clear Query button
located within the Query Design toolbar at the top of the application window. If
the toolbar is not visible, it can be made to appear by clicking on the View menu,
select Toolbars from the menu options and selecting Query Design from the
submenu options that appear.

Deleting a Query

Once a query has been created and saved, it can be deleted from the list of
queries appearing in the main database file window. To delete a saved query from
a database file, follow these steps:

1. Within the main database file window (the window that appears when first
opening the file), click on the Queries icon located on the left side of the
window within the Database pane.. When doing so, the query that was
saved should appear within the Queries pane in the lower portion of the
window.

2. Select the query that is to be deleted by single-clicking it within the Queries
pane.

3. To delete the selected query, click the Edit menu and select Delete from the
menu options that appear. Deleting a query can also be accomplished by
right-clicking on the query and selecting Delete from the contextual menu
that appears.

Including All Fields in a Query

When creating a query where all fields need to be included, a user could
individually select each field using the multiple Field popup menus provided within
the lower pane of the Query Design View window. However, a user could choose
to include all fields within a query by simply selecting the field name containing the
asterisk from the first available Field popup menu.

To include all fields in a query, follow these steps:

1. Begin the process of creating a new query by selecting fields for the query.
(See the instructions “Selecting Fields for a Query” within this appendix for
details regarding this process, if needed.)

2. Once a list of fields are available for querying, use the first Field popup
menu provided within the lower pane of the window to select the field name
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that contains an asterisk (*) in its name. This selection is usually the first
to appear in within the popup menu. A popup menu can be made available
within any field in the lower pane by simply by using the mouse pointer to
click within the desired field.

3. Complete the query by selecting the desired criteria. When completed,«un
the query. All the fields available for selection should be included in_the
query results.

Entering Criteria

When a user creates a query, they are usually doing so'to view. records that fulfill
certain criteria. Criteria can be included in a query by entering text or numerical
values within the Criterion field located under the field name to which it applies.
When entering numerical values, be sure to type the numbers without any
additional characters included. For example; if the criterion to query includes
$2,000, then the numerical value should be typed as2000 within the Criterion
field.

Using Comparison Operators Within Queries

A number of comparison operators are supported within the Base database
application. Supported comparison operators include > (greater than), < (less
than), >= (greater than or equal to), <= (less than or equal to) and NOT (not equal
to).

To utilize these comparison operators within a query, simply type the appropriate
comparison/operator'within a Criterion field in addition to the desired text or
numericalvalue for the criterion. For example, if the desired criterion for a field is
to be all'records that is greater than three, type >3 within the appropriate Criterion
field.

Using Compound Criteria Within Queries

Base, as with many database applications, support the use of compound criteria
within queries. Compound criterion typically involves two types: AND criterion and
OR criterion. With AND criterion, each criterion selected for their respected fields
must be true for the results to appear within the completed compound criteria
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query. With OR criterion, any true result for each individual criterion will appear
within the completed compound criteria query.

To enter compound criteria within queries using AND criterion, follow these steps:

1.

Begin the process of creating a new query by selecting at least twao fields
for the query. (See the instructions “Selecting Fields for a Query” within
this appendix for details regarding this process, if needed.)

For each field selected for a query, enter the desired criterion within the
appropriate Criterion field. Each criterion may include text, numerical
values or comparison operators.

When completing the selection of desired criteria,run the query. The query
should only include results that are true for each criterion selected.

To enter compound criteria within queries using OR criterion, follow these steps:

1.

Begin the process of creating a new query by selecting at least two fields
for the query. (See the instructions “Selecting Fields for a Query” within
this appendix for details regarding this process, if needed.)

For the first field selected for a«query, enter the desired criterion within the
appropriate Criterion field. The criterion may include text, numerical values
or comparison operators.

For any of the additional fields selected for a query, enter the desired
criterion within the OR field located under the same column as its
associated field.

. When completing.the selection of desired criteria, run the query. The query

should include all results that are true for any of the criterion selected.

Using Wildcards for Queries

When ‘entering a criterion for a query, regular expressions can be used. However,
Base also'supports the use of wildcards when entering criteria as well. Wildcards
are characters that are used in substitute of regular characters to either broaden
or narrow query results. Two wildcard expressions are supported within Base: “?”
and “*”.

The “?” wildcard is used to substitute for exactly one arbitrary character. For
example, typing “Ho?se” would return House and Horse. The “*” wildcard is used
to substitute zero or more characters. For example, typing “B*t” will return all
record entries starting with a “B” and ending in a “t”, such as Bat or Boot.
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Selecting Criteria for a Field to Not Appear in the Query Result

Occasionally, a query may need to be created where the criteria selected for a
particular field should not appear in the results. If selected criteria should not
appear in the results when a query is ran, a user may specify this output by
utilizing the Visible checkboxes within the lower pane of the Query Design View
window. To make a criterion visible or invisible within the results of.a query, use
the mouse pointer to click within the appropriate checkbox. If a checkbox'is
empty, this indicates that the criterion for the selected field will not appearin the
results when a query is run.

Sorting Data in a Query

When creating queries, one of the options a user has is to select whether to sort
the results of a query in ascending or descending order. For example, if a user
wishes to sort the query results of last names in alphabetical order from Ato Z,
they would choose to sort in ascending order. If a user wishes to sort a query
from Z to A, they would choose to sort in descending order.

To select the sort criteria foria query, use the Sort popup menu provided within
the lower pane of the Query Design View window. More than one field can be
selected for sorting, depending upon the query results the user wishes to create.
If multiple fields are selected for sorting, fields located nearest to the left side

of the window are sorted first.” Therefore, users should select the fields of most
importance for querying beginning on the left side of the Query Design View
window.

Omitting Duplicates Using the Distinct Values Command
Depending upon the number of fields and the criteria selected when creating a
query, duplicate entries may appear within the query results. If duplicate results
occur and the user wishes to omit all duplicates from the query results, the user
may do so by executing the Distinct Values command.

To execute the Distinct Values command within Base, follow these steps:

1. Begin the process of creating a new query, if have not already done so.
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(See the instructions “Selecting Fields for a Query” within this appendix for
details regarding this process, if needed.)

Click the Edit menu and select Distinct Values from the menu options

that appear. Users can also execute the Distinct Values command by
right-clicking within the row label area of the Query Design View window
(the gray area on the left side of the lower window pane that contains the
name of each query selection option) and select Distinct Values from the
contextual menu that appears.

Once the desired criteria for a query has been selected-and the Distinct
Values command has been executed, run the query by clicking on the

Edit menu and selecting Run Query from the menu options that appear.
Queries can also be ran by clicking on the Run Query button located within
the Query Design toolbar at the top of the application'window. If the toolbar
is not visible, it can be made to appear by clicking.on the View menu, select
Toolbars from the menu options and selecting Query Design from the
submenu options that appear.

Section Four: Working With Reports and Forms

Creating a Report Using the Report Wizard

To create a new report using the Report Wizard, follow these steps:

1.

2.

3.

In the Database pane located on the left side of the window, click on the
Reports icon;

In the Tasks pane located at the top of the window, single-click Use Wizard
To Create Report to launch the Report Wizard.

When the Report Wizard window appears, the first step will be to select
the fields from an existing table to include in the report. In the Tables or
Queries popup menu, select the table or query data will be selected from
and then select the appropriate fields. Then click the NEXT button.

In the next step of the Report Wizard, customize the field labels by entering
the labels into the text fields provided (optional). Then click the NEXT
button.

In the third step of the Report Wizard, customize the group levels using the
selection area provided (optional). Records are grouped based upon the
values in the selected fields. Up to four fields can be grouped in a report.
Once fields have been selected for grouping, click the NEXT button.

In the fourth step of the Report Wizard, customize the sort order of the
fields using the selection area provided. Then click the NEXT button.

In the fifth step of the Report Wizard, select the layout in which the report
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data will be presented (optional). Make sure Default is selected for the
header and footer layout, as well as the data layout, if the report should not
possess a custom layout. Make the appropriate layout selection and click
the NEXT button.

In the final step of the Report Wizard, select a title to save a report as

by entering a title into the text field provided. Also, select to create a

static report or a dynamic report by clicking the appropriate radio button
provided. A static report is where the data in the report will not change, and
a dynamic report is where the data in the report may change-periodically
based upon the data entered into the corresponding table. Then elick the
FINISH button to complete the process of creating a report.

Printing a Report

To print a report that has already been created, follow these steps:

1.

Within the report window, click on the File menu and select Print from the
menu options that appear. Or press CTRL+P"on the keyboard to prompt
the Print window to appear.

To print one copy of the entire report, simply press the OK button and the
report will begin to print. Otherwise; use the Page Range and Copies
selection area to customize the print configuration before clicking the OK
button.

Creating a Form Using The Form Wizard

To create a form using the Form Wizard, follow these steps:

1.

2.

3.

In the Database pane located on the left side of the window, click on the
Forms icon.

In the Tasks pane located at the top of the window, single-click Use Wizard
ToCreate Form to launch the Form Wizard.

When the Form Wizard window appears, the first step will be to select the
fields. from an existing table to include in the form. In the Tables or Queries
popup menu, select the table or query data will be selected from and then
select the appropriate fields. Then click the NEXT button.

In the next step of the Form Wizard, select whether to add a subform or to
continue with the primary form creation. Then click the NEXT button.

If the creation of a subform was not selected in the step above, skip to Step
#7 below. If the creation of a subform was selected in the step above, the
third step of the Form Wizard is to select the fields from another existing
table to include in the form. In the Tables or Queries popup menu, select



Quick Guide to Creating and Editing Base Databases 341

the table or query data will be selected from and then select the appropriate
fields. Then click the NEXT button.

. In the fourth step of the Form Wizard, select the appropriate fields to join

between the subform field and the main subform field using the popup
menus presented. Then click the NEXT button.

. In the fifth step of the Form Wizard, customize the arrangement.of the

forms using the Label Placement and Arrangement selection areas
provided (optional). Then click the NEXT button.

. In the sixth step of the Form Wizard, select the data‘entry. mode using the

selection area provided. Then click the NEXT button.

. In the seventh step of the Form Wizard, select the‘appropriate styles to be

applied to the form utilizing the selection areas provided.” Then click the
NEXT button.

10.In the final step of the Form Wizard, select a name'to save the form as by

entering a form name into the text field provided. Then, using the radio
buttons provided, select how to proceed after the form has been created.
Click the FINISH button to complete theprocess of creating a form.

Printing a Form

To print a form that has already been created, follow these steps:

1.

Within the form window; click on the File menu and select Print from the
menu options that appear. Or press CTRL+P on the keyboard to prompt
the Print window to appear.

To print one copy of the entire form, simply press the OK button and the
report will begin:to print. Otherwise, use the Page Range and Copies
selection area to customize the print configuration before clicking the OK
button.

Section Five: Saving a Database File

Saving a File as a Native Base Database Document

Currently, the only file type supported for saving a Base database file is the
native OpenDocument format. To save a document in the native Base 3.0
OpenDocument format, follow these steps:

1.

Click on the File menu and choose Save As from the menu list.

2. A window will appear and prompt you to choose a location to save your

document. Choose the location you want to save a document to in the
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Save In popup field.

In the field File Name, type the name you would like to save the file as.
In the Save As Type popup menu, select the OpenDocument Database
(.odb) file format.

5. Click the button SAVE to complete the operation.

W

Section Six: Correcting Database Document Errors

Using Cut, Copy and Paste

Using Cut, Copy and Paste is one of the most fundamental.operations you will
perform to correct document errors. You may also use these commands to
transfer text or graphics from one document into another.. If you are unfamiliar
with using these operations, use these steps_to assist in determining which to use
when correcting document errors:

1. Highlight the text you want to cut or copy.

2. To eliminate text to reinsert in another location in the document, click the

Edit menu and choose the Cut.menu option.
3. To duplicate text in another part of the document, click the Edit menu and
choose the Copy menu option.

4. Place the cursor at the location you want the text to appear.
5. In the Edit menu, choose the Paste menu option.

Deleting Text

To permanently delete text from your database, follow these steps:
1. Highlight.the text you want to permanently delete.
2. Press the Delete key on your keyboard to permanently remove the text
from your.document.

Using Undo

If you make the mistake of deleting something you didn’t wish to do or make a
formatting error, immediately go to the Edit menu and choose Undo from the
menu list that appears to go back to the document’s previous state before the
error was made. You can continue to select the Undo menu command multiple
times to continue to go back to each previous step.
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Section Seven: Importing Into and Exporting From
Base

Unlike many database applications, Base (as of version 3.0) does not-have Import
or Export commands that allow you to easily exchange records between other
database applications such as Access or FileMaker Pro. However, database
records from other applications can be imported into and exported from Base
using a workaround technique. In either situation, a spreadsheet file'will be
utilized to exchange data between Base and another database application.

Importing Records Into Base

To import records from another database application into Base, follow these steps:

1.

Using the database application that currently contains the database

tables and records to be imported into Base, use the application’s Export
command to export the records into a spreadsheet file. Fore example, if
the records to be imported into Base are currently stored in a Microsoft
Access file, use Access’ Export command to export the records from a
selected table as a'Excel spreadsheet file.

Next, a new Base database file needs to be created. Start the Base
application from the Start Menu. Or within OpenOffice.org, go to the File
menu, select New from the menu options that appear and select Database
from the submenu that appears.

When the Database Wizard window appears, select the Create A New
Database radio button and click the NEXT button located at the bottom of
the window.

In the next window, select to have the database registered by clicking on
the Yes radio button. Within the same window, click the checkbox available
to have the software open the database for editing. Then click the FINISH
button located at the bottom of the window.

When the Save As window appears, select the location where the database
should be saved. Moreover, select the file type and file name for the
database. Then click the SAVE button.

Next, open the spreadsheet file created in Step #1 that contains the
records to be imported into Base. When the spreadsheet file opens, select
the cells that contain the data to be imported. The Select All command
should not be used when performing this task.

With the spreadsheet cells selected that contain the records to be imported
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into Base, click the Edit menu and select Copy from the menu options that
appear.

Now switch over to the database document created at the end of Step #5.
With the database file open, single-click on the Tables icon located on the
left side of the window in the Database pane.

Within the Tables pane located in the lower portion of the database window
file, click the right mouse button and select Paste from the contextual menu
that appears. When doing so, the Copy Table window will appear.

10. Within the Copy Table window, type a name for the new table using the text

field provided. Under the Options area of the window, leave the Definition
and Data radio button selected. Also, click the checkbox provided to have
Base create a primary key for the field name ID. Then click the CREATE
button.

11. Open the new table created by double-clicking its‘icon with the left mouse

button. When the table opens, the records selected from the spreadsheet
file should appear.

Exporting Records From Base

To export records from Base for usage within another database application, follow
these steps:

1.

Make sure the database file‘in.which records will be exported from is
registered within OpenOffice.org. (See the instructions “Registering a
Database File” within'this appendix for details regarding this process, if
needed.)

Create a new Calc spreadsheet document by clicking the File menu, select
New from the menu options that appear and select Spreadsheet from the
submenu options that appear.

When'the new Calc spreadsheet document appears, click the View menu
and select'Data Sources from the menu options that appear. Data Sources
can alsobe viewed by pressing the F4 key on the computer keyboard.
Just.above the Calc worksheet area on the left is a window that will appear
listing all registered databases. Next to the database in which records

will be exported from, click the “+” icon next to it. Then click the “+” icon
next to the Tables icon to view all tables contained within the database file
selected. Select the table in which records will be exported from by single-
clicking its icon with the left mouse button.

Once a database table has been selected, the records contained within
that table will appear to the right of the registered database list. The
records are now available for copying to the worksheet. The easiest way
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to do so is by clicking on the empty record label box located to the upper-
left corner of the record area. Then, holding the left mouse button down,
drag the pointer down to cell A1 within the worksheet area. The pointer
when placed above cell A1 will transform itself to include a “+” icon below
the end of itself. This indicates that the data can now be placed within the
worksheet. To do so, simply release the left mouse button and.the records
will now copy into the Calc worksheet.

With the records copied into the spreadsheet document, go to the File
menu and select Save As from the menu options that appear.

. A 'window will appear asking to choose a location to save the.document.

Choose the location to save a document to in the Save In popup field.

In the field File Name, type the name to save the file as.

In the Save As Type popup menu, select.the file format to save the
document in a format that is supported by the database application in
which the records will be copied into. For example, if the records are to be
imported into a Microsoft Access‘database file, select the Microsoft Excel
(.xlIs) file format.

10. Click the button SAVE to complete in saving the spreadsheet file.
11. Once the records are saved within a spreadsheet file, most database

applications support importing those records by selecting the file using the
Import command. For example, the records saved within a file formatted
as a Microsoft Excel (.xls) document can be imported into Microsoft Access
by using its Import Wizard. Use the application’s Help menu to view
documentation-regarding importing data from a spreadsheet file.
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Answers to Review Questions for Each Lesson

Lesson One

1.

Q: What is the maximum number of columns Calc supports in the newest
version of OpenOffice.org?

A: 1024

Q: What are the enhanced features available in the version of Notes within
OpenOffice.org 3.0?

A: The new version of Notes in OpenOffice.org.3.0 provides additional
formatting, spell checking and accessibility features while displaying notes
within the margins.

Q:What is the purpose of the Start Center in OpenOffice.org?

A: The Start Center allows the selection of an application within the office
productivity suite without having to click the File | New menu.

Q: (True or False) Detailed information regarding accessibility features
available within OpenOffice.org can be found by selecting the Help menu
and use the search term accessibility.

A: True:

Q: (True or False) OpenOffice.org has the capability to automatically open
Microsoft Office generated files.

A: True.

Lesson Two

1.

Q: Which key would you press on your keyboard to allow you to select text



Answers to Review Questions for Each Lesson 349

within different areas of a document as the same time?

A: Control (Ctrl) key.

. Q: Which primary menu item would you select within OpenOffice.org to

change font styles and types, as well as to insert bulleted and numbered
lists?

A: Format menu.

Q: Approximately how many file formats does OpenOffice.org support for
opening and saving word processing documents?

A: OpenOffice.org supports over 20 file formats for'opening and saving
word processing documents.

. Q: (True or False) Text can be formatted:in bold type by either selecting

the Format | Character menu option or by pressing the Bold format button
located in the Formatting toolbar.

A: True.

Q: (True or False) Documents exported in the Portable Document Format
(PDF) file type-can be edited later with OpenOffice.org.

A: False.

Lesson Three

1.

Q:*Which primary menu item would you select within OpenOffice.org to
make nonprinting characters visible when editing a document?

A: View menu.

Q: What is the name of the separate text area at the top of each page that
is often used to insert page number fields within a research paper?

A: Header.
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Q: What type of document formatting option allows you to embed
explanatory notes within a research paper, where the notes are placed at
the bottom of the page?

A: Footnotes.

. Q: (True or False) A page break is represented with a blue line.running

across the document editing area.
A: True.

Q: (True or False) Paragraphs can be sorted into‘alphabetical order without
having to use the cut-and-paste method.

A: True.

Lesson Four

1.

Q: Which page orientation would you normally select to create a brochure?
A: Landscape.

Q: What is the name of the format feature that makes pages easier to read
by preventing gray shadows from appearing between the lines of text?

A: Register-True.

Q: What menu'would you select to create columns within a Writer
document?

A: Format.

Q: (True or False) The PDF file format is one of the preferred formats
among graphic artists and commercial printers.

A: True.

Q: (True or False) You can utilize the arrow keys located in the center of
the keyboard to move the cursor within a word processing document.
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A: True.

Lesson Five

1. Q: By default, how many worksheets does a Calc spreadsheet document
contain when you create a new document?

A: Three (3).

2. Q: Columns are labeled while rows are labeled
within the layout of a spreadsheet document.

A: Columns are labeled alphabetically, while rows are labeled numerically.
3. Q: What do the pound signs (###) within‘a'cell indicate?

A: This is an indication that the width of the cell isn’t wide enough to display
all of the characters of the value that is currently there.

4. Q: (True or False) Because spreadsheets can be very long in width, often
you will need to customize the orientation and scaling print configuration
options before'sending the document to the printer.

A: True.

5. Q: (True or False) The SUM function can be used to add, subtract, multiply
and divide values within a selected cell range.

A: False.

Lesson Six

1. Q: What menu would you select to add a new worksheet within a Calc
spreadsheet document?

A: Insert.
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. Q: When subtracting values among cells, does the SUM function need to

be utilized? Why?

A: No, because the SUM functioned is utilized only for adding values
among cells.

Q: What type of image compression would need to be selected to export a
PDF file in the highest quality possible?

A: Lossless Compression.

. Q: (True or False) Cells can be resized by utilizing either the mouse pointer

within the column and row label area or by selecting'the View menu.

A: False.

Q: (True or False) Like the Writer word processing application bundled with
OpenOffice.org, Calc has the ability.to export spreadsheet documents as a

Portable Document Format (PDF) file.

A: True.

Lesson Seven

1.

4.

Q: Font styles can berapplied to text within a Calc spreadsheet document
by utilizingthe toolbar or the menu.

A: Formatting; Format.

Q: How'would the value 25% be represented within a Calc spreadsheet
document?

A: 0.25
Q: What symbol represents multiplication within a spreadsheet formula?
A: The asterisk “*” symbol.

Q: (True or False) Toolbars can be made visible or hidden by utilizing the
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View menu.
A: True.

Q: (True or False) Many of the menu and toolbar options that are available
for formatting text within Writer are the same within Calc as well:

A: True.

Lesson Eight

1.

Q: What are two methods in which you can format text within an Impress
presentation document?

A: By either selecting the Character menu option from the Format menu or
by utilizing the Standard toolbar located above the editing area.

Q: What menu option would you select to change the color or background
of a slide?

A: Click the Format menu and select the Page menu option.

Q: What wouldyou need to do to view an Impress document as a slide
show?

A: Either select the Slide Show option within the Slide Show menu or press
the F5 key 'while the Impress document is open.

Q: (True or False) Spellcheck is a feature that is not available within the
Impress application.

A: False.

Q: (True or False) Bulleted lists can be converted to numbered lists within a
slide, if desired.

A: True.
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Lesson Nine

1.

Q: For changes to tables and records to remain permanent within Base,
what do you need to do prior to closing the document or application?

A: Click the File menu and select Save, or click the SAVE button within:the
toolbar.

. Q: What is a database record?

A: Arecord is simply data that is entered and saved within a table.

Q: What does a computer user have to do before they can utilize the data
contained within a Base database document for use in.a Writer document?

A: The Base database document must be registered within the OpenOffice.
org office productivity suite.

. Q: (True or False) Unlike Microsoft Access, OpenOffice.org Base doesn’t

have a Form Wizard for creating mailing labels.
A: True.

Q: (True or False) Users cannot add and delete fields after the table
creation process has'taken place.

A: False.

Lesson-Ten

1.

Q: What are two methods to change the format of data presented within
query results?

A: Change the format within the Query Design View window and specifying
field properties within the corresponding table.

Q: Within Base, which command should a computer user execute prior to
running a query to eliminate duplicate entries?
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A: Distinct Values command.
. Q: What is a query?
A: A query can be thought of as simply a subset, or filtered set, of records

from a table that was created by specifying certain criteria to obtain a
desired result.

. Q: (True or False) If a user wishes to make corrections or.changes to
criteria selected prior to or after running a query, they must close the Query
Design View window it and start over by creating a'new query.

A: False.

. Q: (True or False) Within Base, a user can create a report either using the
Report Wizard or by utilizing the Report Design View window.

A: False.
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