Writer Guide

Chapter 1

Introducing Writer
The Word Processor Component of OpenOlffice.org

OpenOffice.org



Copyright

This document is Copyright © 2005-2008 by its contributors as listed in the section titled Authors.
You can distribute it and/or modify it under the terms of either the GNU General Public License,
version 3 or later (http://www.gnu.org/licenses/gpl.html), or the Creative Commons Attribution
License, version 3.0 (http://creativecommons.org/licenses/by/3.0/) or later.

All trademarks within this guide belong to their legitimate owners.

Authors

Agnes Belzunce
Daniel Carrera
Laurent Duperval
Peter Kupfer

Carol Roberts
Gary Schnabl
Janet M. Swisher
Jean Hollis Weber
Linda Worthington

Feedback

Please direct any comments or suggestions about this document to:
authors@user-faq.openoffice.org

Publication date and software version
Published 20 May 2008. Based on OpenOffice.org 2.3.1.

—
i
r } r J UAuthors You can download an editable version of this document from
http://oooauthors.org/en/authors/userguide2/published/


mailto:authors@user-faq.openoffice.org
http://creativecommons.org/licenses/by/3.0/
http://www.gnu.org/licenses/gpl.html
http://oooauthors.org/en/authors/userguide2/published/

Contents

Contents

L070] 0) 7 6 1o 1L TS OO O OO OO OO OO O OO OO PP PP PP PP i

F N D111 10) R RUURPPPPP i
FEEADACK. ...ttt ettt ettt et et ettt ettt et e et e e eb e e et e e enees i
Publication date and SOTtWATE VEISION. .....ccc.iivuiiiiieiiiiieie ettt ettt et e e i
LT B S 1< oSO SRRRPRRR 1
STATEING WIILET....eeuveiiiieeiieetieetteestee ettt este e st eesbeessbeesssaeesseeassaeassseessseesseeassaesssaesssaeassseassseassseessnsseesssnsssees 1
Starting from the SYSTEM MENUL......ccc.eiiiuiiiiiie ettt ettt e et e et e e sateesateesabeeeabbeeeeas 1
WANAOWS. ...ttt ettt et e eb et e bt e e a bt e sab e e e ab e e sa bt e eabe e e bt e e eaeeesabeesmbeesabeeeabeeennen 2
LINUX/GINOME.......oiiiiee ettt ettt e et e et e et e et t e e s abeesnbeesnseesnbeesnseeenseeesaeenneens 3
LANUX/KDE. ...ttt ettt e et e e bt e e at e e s ab e e sateesabeeeabeeebeeesnneeeseanneneas 4

IMIAC O Xttt ettt et et ettt e e sttt sttt e bt e bt e nh et e st e st e e sabeeeabeeee s 5
Starting from an exXiSting dOCUMENL...........c.eieiiierieeriterieeeieeeieeeieeeeeeeeeesteeesereesbeessseesnseesnseeanseeanseess 6
FOT WINAOWS USETS. ....eeteetieiieitieetie et te et et et ce st et et e st esteesaeesseesseessea st enseesseeaseenseanseasseesnneeeanseeesand 6
Using the Quickstarter UNder WINAOWS.........cccuuiieiiirieeiiierieesieesreeereesreesteeesseeeeaeessseessseessseeessssssnees 6
USINg the QUICKSTAItET 100N ... eiettieitieiiee ettt ettt ettt ettt et e et e et e e bt e e bt e e sateesabeesbeeeeeenneeees 7
Disabling the QUICKSIATTET.........iiiiciiiieiiiiee ettt ettt ee e ertee e e str e e e seaee e eeraeeesaraeeesssseeeenssaaaaaaeens 7
Reactivating the QUICKSTATTET. .......covuiiriiiiiiiiiieieee e 7
Using the Quickstarter UNAer LINUX........ooouiiiiiiiiiiiiie ettt e e s e eee e e e s 7
Preloading OO0 under LINUX/KDE..........cccoiiiiiiiiiiieccieesiee sttt ste e sre e e s s e esraae e e e snennes 7
Starting from the cOmMMANd lINE.........cceeviiiiiiiiiiieiieree ettt e ete e s e e e e e e e e nnnaeeees 7
The WITEET INEETTACE. ..cc.utiiiiiiiitie ettt ettt ettt e st e st e s b e sabe e e et s ebeeenbeeenateesaeee 9
IMIBIIUS. ...ttt ettt ettt et e b ettt e bt e e bt e e e a e ea e e a bt e b et ea b et e bt e ebe e e bt e ebbeenate e e e eabnee 9
TOOIDATS. ...ttt ettt e ettt e bt e e bt e e e a bt e e a bt e e e bt e eabee e bt e e bt e e st e e eateeenbeeeabeeenbeteeeean 10

2l (T 1T 4Tl oo ) LT SRR 10
Long-click buttons and tear-off toOIDArs.........ccc.eeviiriiiiiiiiiieeeeeeeeee e 10
Displaying or hiding tOOIDATS. .........eoiuiiiiiiiiie ettt e e e e ee e 11
IMOVINE LOOIDATS. ... eeetiieiieeiiieteesttesteeeteeeteeestteesteeessteeseseessseessseesssaessseesssaeasssessssssssseessssssseeesnnns 11
Docking/floating windows and tOOIDATS..........c.ceccuiieriieiriiieie ettt ettt et eeteesaeeeeneeesesnnreeeens 11
RULETS. ..ttt e h e st e st e st e s b et ettt e b et e bee e s eabbaeeeeeeanbeeeeeean 12
Changing AOCUIMENT VIEWS......cuueerueririreerireerreesreesseesreesseesseesseeassssessssassssessseessseessseessseessseesssessssessssssanes 12
USING the NAVIZALOT ...ttt ettt ettt ettt ettt e st e s bt e st e e s bt e ebee e beeesbeeesbeeesmbeesnbeesnbeesnbeesnreeeas 13

Introducing Writer i



Contents

Arranging chapters USing the NaVIZALOT.........cc.vervieiiiieierieeiie e eseeesrtesreesreesreeesseeassseessseesssssnseeeeans 15
Creating @ NEW QOCUIMIENE . .........ii ittt ettt ettt ettt e et e eteeebee e bt e e beeebeeebeeeateeeaeeesaeeesabeesnsaeaeesanbeeeaesanns 15
Creating a blank dOCUMENL............oeiiiiiiiieeciie ettt eeree et e e et e e e e taeeestbeeeseseeeensseeeseessnsnnnes 15
Creating a document from a temMPIate.........c.eeviiriiriinienieeee e 16
Opening an eXiSting AOCUMENL. ... ....cuiiiiuitiititeitie ettt et et e et e et e ebeeebteesbeeesbteesseeesateesabtteeesennneeeeeeannns 17
SAVING @ AOCUIMENL. ... .eiiviieiieitieetie et et e steesbtesteesteeeseeassaeessseesssaessseessseesssessssseasssesssssssseesssssssseeesnnns 17
Saving as a Microsoft Word dOCUMENL...........cceiviiiriiieiiieeie ettt e st etee et e e aee s e 17
Printing @ dOCUMENL...........uiiiiiiiie it e eeeee et ee ettt e et e e et e e et eeesstaeeesstaeeeessseeeessseesasssaeeassseaesssseeeenssenes 18
QUICK PIINEINE...eeitiiiiie ettt ettt rt e e st e st e e s teeeteeestaeestbeesebaessseesssaessseeasseeassseassseesseesssssssseesssnssssseesnns 18
Controlling printing using the Print dialog DOX..........coiiiiiiiiiiiiii e 19
Previewing pages before PriNtiNg..........ccccueeeiriiiieeiirieeeciieeesreeeesireeesereeeesereeeeseraeesssseeessreaaeeaaaseaesans 19
EXPOTtING 10 PDF ..ottt ettt st st sttt st st 20
QUICK eXPOTt 10 PDF ... .ottt ettt e st e st e e bt e ebeeeanee e ean 20
Controlling PDF content and qUALILY..........ccueiriieriieriiieiiierieeeieesieeeieeeteeesneesereeseseessseessseesnsseeessssnes 20
L€ 1T Y e 1 1S] o TP 20
ClOSING @ AOCUIMENL. .. .vviiuiiieireesiteeiteesteeeteesreeebeeesseeeteeesteeessseessseessseessseessseessseesssesssssessssesssseessssssseeessns 21
CLOSING WIILRT. ... veeieieeiiieeiieetteette ettt ettt esteestbeessbeessseeessaeassaeassseessseesssaesssaesssaesssaessseeassaesssssssseesssssssseesnns 21

Introducing Writer ii



What is Writer?

What is Writer?

Writer is the word processor component of OpenOffice.org (O0Oo). In addition to the usual features
of a word processor (spell checking, thesaurus, hyphenation, autocorrect, find and replace, automatic
generation of tables of contents and indexes, mail merge, and others), Writer provides these
important features:

« Templates and styles

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

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

+  Built-in drawing tools

« Master documents—to group a collection of documents into a single document
« Change tracking during revisions

« Database integration, including a bibliography database

« Export to PDF, including bookmarks

« And many more

Styles are central to using Writer. Styles enable you to easily format your document consistently and
to change the format with minimal effort. Often, when you format your document in Writer, you are
using styles whether you realize it or not. A style is a named set of formatting options. Writer defines
several types of styles, for different types of elements: characters, paragraphs, pages, frames, and
lists. The use of styles is described in more detail in other chapters in this guide, including Chapter 6
(Introduction to Styles) and Chapter 7 (Working with Styles).

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

Starting Writer

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

+ From the system menu
« From an existing document

«  From the command line

Starting from the system menu

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

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

Windows

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

% Windows Update

Programs
I_‘:A Documenks

ODF Wiewer
E» Settings b

bt
W

ACcessories
_=| OpenOffice.org 2.1
OpenDocument Yiewer

-

CpenOffice.org Base

-

Cpendffice.org Calc

v vy w

)

CpenOffice.org Draw

Cpendffice.org Impress
CpenOffice.org Math

Search

Cpenoffice. org Writer

Help and Support:

Run...

Log OFf Jean Hollis Weber...

Windows XP Professional

Turn OFF Compuker, .,

“astart ™ g :
Figure 1. Starting Writer from the Windows XP Start menu
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Starting Writer

Linux/GNOME

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

LTI cins 5
% Accessories ¥
@ Games ¥
@ Graphics ¥
@3 Internet ¥
.f:.& Office L4 ;’ Address Manager
@ Preferences ¥ 31 Dia Diagrams
ﬁ Programming ¥ \3;) K.Organizer
@ Sound & Video ¥ @ OpenOffice.org Calc

Q System Settings ¥ ng OpenOffice.org Draw
% System Tools ¥ cgﬂ OpenOffice.org Impress

% File Erowser "@ OpenOffice.org Math
ﬁ Help @ OpenOffice.org Writer
% Network Servers ﬁl Froject Planner

| [« The GIMP | Layers, Channels,

Figure 2. Starting Writer from the GNOME Applications menu

Fedora/Red Hat Enterprise Linux comes with OpenOffice.org installed. On the GNOME desktop,
0OO0o can be found under Main Menu > Office. If you have installed a newer version of OOo, you
will find it under Main Menu > Office > More Office Applications.

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

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

&= Graphics
&) Intemet

E% Preferences ¥ & Dia Diagrams

| Actions
2 Run Command...

® Lock Session
7] Logout...

‘a5 @

7 Address Manager

8 Programming ¥ E: Kontact

[ Sound & Video ¥ & KOrganizer

£h System Settings * & OpenOffice.org Calc

38 System Tools ¥ ¥ OpenOffice.org Draw
& Control Center 5 OpenOffice.org Impress
€4 Find Files “z| OpenOffice.org Math
& Help & OpenOffice.org Writer
@ Home = Project Planner

Figure 3. Starting OOo from KDE start menu

Starting Writer

Some Linux distributions install OpenOffice.org in the Office submenu. Mandrake is such a
distribution. In this case, to launch Writer, choose Office > Word processors > OpenOffice.org

Writer. Figure 4 illustrates the OOo menu with Math selected.
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3 ﬂ AddressBooks 3
3 Eﬁ? Graphs r
@ Configuration v [43] Presentations b
ﬁ Documentation 3 EZ] Spreadsheets 3
i) Multimedia » || Tasks management

M Networking 3 Time management
| Office

(74 Amusement
Ed| Applications

I

B Terminals

-@ Home

Recent Docurments 3

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

5ol EEIER vecme

Wordprocessars *| B OpenoOffice.org Math

OpenOffice.org Writer

Figure 4: Starting OOo from Mandrake's KDE menu

Mac 0OS X

Go to the folder where you installed OpenOffice.org. You should see its icon in the Applications

folder (Figure 5). To start Writer, double-click the OpenOffice.org icon.

gy Applications -
B« > ez =mjf -] Q |
ﬁ Network ey ==

I =i i \."‘:; f'r:k

|| . Macintosh HD : ]
| OmniGraffle OmniCutliner
| [ Desktop ;
’?‘ jean 0 :
‘?’-{ Appll:a.ﬂﬂﬂs H Opera [ ‘l
: ' Documents E
| ﬁ Mavies \-lll- J |
| & Music Pesiyioa QuickBooks NUE 5.0 { |
i = Pictures 4 |
ST 69 items. 13.19 GB available //Jé

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

To open the other components (Draw, Calc, Impress, Base), go to the File menu of the Writer

window and select the component you want. See Figure 6.

Introducing Writer



Starting Writer
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Figure 6: Opening different OOo components on the Mac

=

Templates and Documents

Starting from an existing document

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

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

For Windows users

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

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

You can use another method to open *.doc files in OOo and save in the *.doc format from OOo. See
“Opening an existing document” on page 17 for more information.

Using the Quickstarter under Windows

The Quickstarter is an icon that is placed in the Windows system tray during system startup. It
indicates that OpenOffice.org has been loaded and is ready to use. (The Quickstarter loads library

* DLL files required by OOo, thus shortening the startup time for OOo components by about half.) If
the Quickstarter is disabled, see “Reactivating the Quickstarter” on page 7 if you want to enable it.

Introducing Writer 6



Starting Writer

Using the Quickstarter icon

Right-click the Quickstarter icon in the system tray to open a pop-up menu from which you can
open a new document, open the Templates and Documents dialog box, or choose an existing
document to open. (See Figure 7.) You can also double-click the Quickstarter icon to display the
Templates and Documents dialog box.

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

E""' Database

== From Template

’T'f;.u Open Document

v Load OpenOffice.org During System Start-Up

Exit Quickskarker

Figure 7: Quickstarter pop-up menu

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

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

Reactivating the Quickstarter

If the Quickstarter has been disabled, you can reactivate it by selecting the Load OpenOffice.org
during system start-up checkbox in Tools > Options > OpenOffice.org > Memory.

Using the Quickstarter under Linux

Some installations of OpenOffice.org under Linux have a Quickstarter that looks and acts like the
one described above for Windows (the checkbox on the Memory page is labeled Enable systray
quickstarter).

Preloading OO0 under Linux/KDE

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

Starting from the command line

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

Note Most users will never need to do this.

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

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

soffice -writer
or
swriter

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

soffice -7

Below is a list of some of the more popular options.

Option Description

-help Get a complete list of options.

-nologo Do not show the startup screen.

-show <odp-file> Start presentation immediately.

-view <documents ...> Open documents in viewer (read-only) mode.

-minimized Start OOo minimized.

-norestore Suppress restart/restore after fatal errors.

-invisible No startup screen, no default document and no Ul
This is useful for third-party applications that use
functionality provided by OOo.

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

oowriter

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

The Writer interface

The main Writer workspace is shown in Figure 8.

r?, Untitled1 - OpenOffice.org Writer g@w

File Edit %w Insert Format Table Tools Window Help

T E o = >
BrleslalRE8 R V= ®-& .
Jhy' Defalilt w || |centSchbook BT vy 12 v| B 7 U A A; }:
A
Menu bar | | Standard toolbar | | Formatting tool bar |

Status bar
£ >
Page 1/1 Default 100%5 INSET 51D

[dElm <

Figure 8: The main Writer workspace in Print Layout view

Menus

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

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

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

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

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

- Format contains commands for formatting the layout of your document, such as Styles and
Formatting, Paragraph, and Bullets and Numbering.

« Table shows all commands to insert and edit a table in a text document.
+ Tools contains functions such as Spellcheck, Customize, and Options.
«  Window contains commands for the display window.

- Help contains links to the Help file, What’s This?, and information about the program. See
“Getting help” on page 20.
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The Writer interface

Toolbars

Writer has several types of toolbars: docked, floating, and tear-off. Docked toolbars can be moved to
different locations or made to float, and floating toolbars can be docked.

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

The second toolbar across the top (default location) is called the Formatting toolbar. It is a context-
sensitive bar which shows the relevant tools in response to the cursor’s current position or selection.
For example, when the cursor is on a graphic, the Formatting bar provides tools for formatting
graphics; when the cursor is in text, the tools are for formatting text.
Standard toolbar
Formatting toolbar

File Edit ‘Wew Insert Format Table Tools window Help

B SRl = 88 Q| = v MoBEETQ @,
M Diefault | |Times Mew Roman ~ = = iE i <= = i - A . g < |
|._ T R S R L O I e

Figure 9. Writer toolbars

Floating toolbars

Writer includes several additional context-sensitive toolbars, whose defaults appear as floating
toolbars in response to the cursor’s current position or selection. For example, when the cursor is in a
table, a floating 7able toolbar appears, and when the cursor is in a numbered or bullet list, the Bullets
and Numbering toolbar appears. You can dock these toolbars to the top, bottom, or side of the

window, if you wish (see “Moving toolbars” on page 11).

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

Figure 10 shows the Paste submenu.

Figure 11 shows a tear-off toolbar from the Drawing toolbar.

@I M @ o - .;% BH - =
OpenOffice, org Writer
DDE link
HTML {HyperText Markup Language)
= Formatted text [RTF]
Unformatted bext

Figure 10. Example of a submenu

The tear-off toolbars can be floating or docked along an edge of the screen or in one of the existing
toolbar areas. To move a floating tear-off toolbar, drag it by the title bar. See “Moving toolbars”

below.

10
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Click here and drag Toolbar tears off and floats
— p» Flowchart - x
ODOO0<C o000 ODo<$ o0 8
U O O G Rl s RN |
O O O EINEREE Cuadn® e
> © A RN X < AW BB
o ] L QB oo
0O-O - % - X & -0« %<&

Figure 11: Example of a tear-off toolbar

Displaying or hiding toolbars

To display or hide toolbars, choose View > Toolbars, then click on the name of a toolbar in the list.
An active toolbar shows a check mark beside its name. Tear-off toolbars are not listed in the View
menu.

Moving toolbars
To move a docked toolbar, place the mouse pointer over the toolbar handle, hold down the left mouse
button, drag the toolbar to the new location, and then release the mouse button (Figure 12.

To move a floating toolbar, click on its title bar and drag it to a new location. Figure 13 shows an
example.
Handle of docked toolbar

B

£ Untitled1 - OpenOffice.org Writer

File Edit Wiew Insert Formakt Table Tools  window  Help

v E5 — =

2 - H = SRV

JL:,J Defaulk V Tirnes Mew Roman V
N T - Y

|||_ 1 X 1 2,003 415

Figure 12: Moving a docked toolbar
Title bar of floating toolbar

Bullets and Numbering * X
= BT & fr W GE R
Figure 13: Moving a floating toolbar

I
I

Docking/floating windows and toolbars

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

To dock a window, do one of the following: a - BT
+ Click on the title bar of the floating window and 16 Fik + 18- 1 -
drag it to the side until you see the outline of a box = '
appear in the main window (see Figure 14) and then :
release the window. This method depends on your .
system’s window manager settings, so it may not | |[A) [ [ (5 <
work for you. Default
. First line indent
« Hold down the Control key and double-click on a Hanging indent
vacant part of the floating window to dock it in its Heading
last position. If that does not work, try double- EE:S::E i !
clicking without using the Control key. Heading 2
To undock a window, hold down the Control key and HE:S::S X
double-click on a vacant part of the docked window. Heading 5
Headina A
Note The Styles and Formatting window can oo
also be docked or undocked by using (oF I
Control+ double-click on the gray area ik
next to the icons at the top of the window. e

Figure 14: Docking a window

Rulers

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

Guides View
[ ] Guides while moving Horizontal scrollbar
Simple handles Vertical scrollbar
[ ] Large handles Ruler
Display Horizontal ruler inch w
Graphics and objects Vertical ruler inch hd
Tables [ ] smooth scrall
Drawings and controls
[ ]Field codes
Motes

Figure 15. Turn on the vertical ruler using Tools > Options > OpenOffice.org Writer > View

Changing document views

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

foom
Zoom Fackor
G' Entire Page
() Page Width Cancel
() optirnal
() 200 %

I

Help

() Yariable 100%:

Figure 16. Selecting a zoom factor
- Entire Page: Displays the entire page on the screen (text may be too small to read).

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

Optimal: Resizes the display to fit the width of the text in the document.
« 200%: Displays the document at two times its actual size.
« 150%: Displays the document at one and a half times its actual size.
100%: Displays the document at its actual size.
+  75%: Displays the document at 75% of its actual size.
* 50%: Displays the document at half of its actual size.

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

Using the Navigator

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

Navigator

File Edt ‘ew Insert Format Table Toolks Window Help
B-eulas 2S8R V= @ - & ¢ AE-v ReoeB=ETQA @,
Figure 17. Navigator toolbar icon

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

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

Introducing Writer 13



Using the Navigator
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Figure 18. The Navigator

Note The Navigator looks somewhat different in a master document. For more
information, see Chapter 13 (Working with Master Documents).

The Navigator helps you to reach objects quickly. Double-click the object in the Navigator to jump
directly to that object’s position in the document, as shown in Figure 19.

Mavigator X

S
I | ¢ |53 |

= E Headings
Cverview
Copyright and krademark information
Feedback
Acknowledgments
Modifications and updates

The Workp Iace General Introduction

1
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»
i

-

=
1l

The main comp onents of the Draw interface have the ag The Toolbars
e (i (o [Ty The Standard Bar _§
e ER | ES %| L@ = --|.H.I| +Eaagivss P-4 The Object Bar
W % :| 3-’ :| k] 'i"'-‘ Doy The Main Toolbar
IR I e The Calar Bar

§ |¥ ::

The Option Bar
[ Tables
[ Tesxt Frame .

|intro_draw.s><w (active) w

Figure 19. Using the Navigator to jump quickly to a heading
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Arranging chapters using the Navigator
You can arrange chapters and move headings in the document by using the Navigator.
1) Click the Content View icon to expand the headings, if necessary.

2) Click on the heading in question.

3) Drag the heading to a new location on the Navigator or click the heading in the Navigator list,
and then click Promote Level, Demote Level, Promote Chapter, or Demote Chapter.

Promote Chapter
O H 1 - -

- £ 3 h
PR|le FEE

/]

- 4

il @

Demote Chapter

=

Haadngs

——
OIarview
[ Demote Level

Copyright and trademark informakion

Feadhadk:

acknowledaments

Modifications and updates Promaote Level
The Warlplace
General Introduction

The Standard Bar

The Ciojeck Bar

The Man Toobar

The Calor Bar

The Ciption Bar

inkro_drawve, s (ackive) v

Figure 20. Reorganizing with the Navigator

Creating a new document

Creating a blank document

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

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

« Use File > New > Text Document. The reg‘ult is the same as pressing the Control+N keys.

« Click the New button on the main toolbar ‘—: .
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Creating a document from a template

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

A new OpenOffice.org installation does not contain many templates. It is possible for you to add new
templates to your installation and use them for new documents. This is explained in Chapter 10
(Working with Templates). Many more templates can be downloaded from
http://extensions.services.openoffice.org/ and other websites.

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

The example shown in Figure 21 uses a template called “Book” in the My Templates folder. Select it,
then click the Open button. A new document is created based on the formats defined in the template.

-

Templates and Documents - My Templates
« =) = g
L Titl A
- [ i 2e
ﬁ' > i =, Book | Book
|
Mew Document Size:
182.5kB
................. - Date:
[ | 12/03/2005, 05:43:25
.......... Templates | Type:

OpenDocument Text Template

@ Modified on:

22/10f2007, 17:36:51
My Documents

Printed on:
16/03/2005, 02:26:34

@ Printed by:

Samples Daniel Carrera

Crganise. .. ] [ Edit ] [ Cpen l [ Cancel ] [ Help

Figure 21. Creating a document from a template
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Opening an existing document

Opening an existing document

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

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

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

understands.

3) Select the file you want, and then click Open.

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

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

Saving a document

There are three ways to save a document in Writer:

+ Press Control+S.

« Select File > Save.

+ Click the Save button on the main toolbar.
You also can tell Writer to save your document automatically at regular intervals. To enable this, you
must configure OpenOffice.org to save all documents automatically.

1) Select Tools > Options. The Options window appears.

2) Select Load/Save > General.

3) Click on Save AutoRecovery information every. This enables the box to set the interval.
The default value is 30 minutes. Enter the value you want by typing it or by pressing the up or

down arrow keys.

Saving as a Microsoft Word document

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

document as a Microsoft Word file:

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

document.
2) Then click File > Save As. The Save As dialog box (Figure 22) appears.

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

4) Click Save.
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Saving a document

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

Tip To have OOo save documents by default in the Microsoft Word file format, go to
Tools > Options > Load/Save > General. In the section named Default file format,
under Document type, select Text document, then under Always save as, select your
preferred file format.

-

Save as -\
D:'\Document FilesMicrosoft Office

Title Type |Size
[0 Auto Save Folder
(2 Family Folder
[0 Graphic Images Folder
[0 Miscellaneous Falder
[0 outlook Faolder
[ Templates Folder

File name: chapter_template_v2

¥ Sawve
File type: OpenDocument Text {.odt) m

OpenDocument Text {Lodt) ~ _
OpenDocument Text Template (Lott) ml
) OpenQffice.org 1.0 Text Document ( sxw)

[ ] save with passwo OpenOffice.org 1.0 Text Document Template {stw)

Microsoft Word 97/2000,%P {.doc)

Microsaft Waord 95 (.doc)

Microsoft Word 6.0 {.doc)

Rich Text Format (.rif)

StarWriter 5.0 [ sdw)

StarWriter 5.0 Template {wvar) b

Figure 22. Saving a file in Microsoft Word format

Printing a document

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

Quick printing

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

For more control over printing, use File > Print to display the Print dialog box (Figure 23).

-

Print

Printer

Marne HP Laserlefk 5L il Properties. .. ]

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

Cornrmenk

[ Print ta File

Print range Copies
(OF 1 Murnber of copies 1

) Pages 1 | | |

opkions. ., Ik ] [ Cancel ] [ Help

4

Figure 23. The Print dialog box

On the Print dialog box, you can choose:

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

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

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

+ Selection is the highlighted part of a page or pages.

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

Previewing pages before printing

The normal page view in Writer shows what each page will look like when printed, but it shows only
one page at a time. If you are designing a document to be printed double-sided, you may want to see
what facing pages look like. OOo provides a way to do this in Page Preview. For more information,
see Chapter 5 (Printing, Faxing, Exporting, and E-mailing).

3

The Writer window changes to display the current page and the following page and shows the
Page Preview toolbar (Figure 24) in place of the Formatting toolbar.

1) Click File > Page Preview, or click the Page Preview button
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EJ LA BE -0 | &) 45w | SL ) B LS §5) | Close Preview
Figure 24. Page Preview toolbar

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

(facing pages).
lﬁ .

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

&

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

to display the Print Options dialog box.

Exporting to PDF

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

Quick export to PDF

—h
Click the Export Directly as PDF icon ™ to export the entire document using the default PDF
settings. You are asked to enter the file name and location for the PDF file, but you do not get a
chance to choose a page range, the image compression, or other options.

Controlling PDF content and quality

For more control over the content and quality of the resulting PDF, use File > Export as PDF. The
PDF Options dialog box opens. This dialog box has four pages (General, Initial View, User Interface,
and Security). Here you can choose which pages to include in the PDF, the type of compression to
use for images (which affects the quality of images in the PDF), and other options.

Make your selections, and then click Export. Then you are asked to enter the location and file name
of the PDF to be created, and click Save to export the file.

For more information, see Chapter 5 (Printing, Faxing, Exporting, and E-mailing).

Getting help

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

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

Note The extended tips option in OOo 2.x cannot be accessed from the Help menu as it
was in OOo 1.x. Tips and extended tips can be turned on or off from Tools > Options
> OpenOffice.org > General. What's This? help is a new feature in OOo 2.0.
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OpenOffice.org Help F1
What's This?

Suppork
Reqistrakion. ..

About OpenOffice.org

Figure 25. The Help menu

Closing a document

To close a document, click File > Close.

You can also close a document by clicking on the Close icon on the document window. In Windows
XP, this button looks like the red X shown in Figure 26.

If more than one OOo window is open, each window looks like the sample shown on the left in
Figure 26. Closing this window leaves the other OO0 windows open.

If only one OOo window is open, it looks like the sample shown on the right in Figure 26. Notice the
small black X below the large red X. Clicking the small X closes the document but leaves OOo open.
Clicking the large red X closes OOo completely.

X
Figure 26. Close icons in Windows XP

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

« Save: The document is saved and then closed.
+ Discard: The document is closed, and all modifications since the last save are lost.

« Cancel: Nothing happens, and you return to the document.

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

Closing Writer

To close Writer completely, click File > Exit, or close the last open document as described in
“Closing a document” on page 21.

If all the documents have been saved, Writer closes immediately. If any documents have been
modified but not saved, a warning message appears. Follow the procedure in “Closing a document”
to save or discard your changes.
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