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Course Overview

About the Course Ubuntu is a community developed Linux-based operating system freely available and suitable for laptor
desktops and servers. This course is based on Ubuntu 8.04 LTS and aims to train new users of Ubuntu how to use key applicz
including mainstream of ce applications, Internet connectivity and browsing, graphics arts tools, multi-media and music.

OBJECTIVES

» The concepts of open source and how they tie in with Ubuntu

* The bene ts of using Ubuntu

» How to customise the look and feel of the Ubuntu desktop

» How to navigate through the le system and search for les

* How to connect to and use the Internet

» How to perform basic word-processing and spreadsheet functions using OpenOf ce.org
* How to Install and play games

* How to add, remove and update applications

» How to view, draw, manipulate and scan images

» How to play, edit and organize music and video les

* Where to seek help on Ubuntu from free and commercial sources

» How to create partitions and dual-boot options

Target Audience and Pre-requisites

This course provides both home and of ce users with hands on training on Ubuntu. No prior knowledge of Ubuntu is require
although computer literacy is assumed and is a pre-requisite. Ubuntu 8.04 LTS must be installed on the computer hard
before starting this course.

The Ubuntu desktop course is designed to be modular. If studied in a classroom in its entirety, it should be completed within
full days. However, topics and lessons can be selected as required and a day's content designed to suit the key learning objec

Sample material for various exercises is available through the ubuntu-desktop-course-resources package. The most current
age is available through the canonical-training PPA (Personal Package Archive) in Launchpad: https://launchpad.net/~canor
training/+archive.

Instructor Notes:
The ubuntu-desktop-course-resource package should be installed on all systems before the course starts. The sample les are
placed in /usr/share/ubuntu-desktop-course. It is recommended to add a link to the directory on the students desktop.
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Student Responsibilities
* Students should arrive on time and stay until the session is dismissed. The instructor should be noti ed if you expect to ar
late.

« Participation in class discussions is strongly encouraged. Even when some topics are already familiar to some, sharing rele
experiences can be very helpful to other people.

 Cell phones and pagers should be placed on silent mode during class.

» Feedback is vital to the improvement of our course development and delivery. All students must complete the course evalue
form at the end of the last day in order to receive a certi cate of completion.

 Please provide any and all feedback regarding this course to: training@canonical.com.

Ubuntu Session Plan

. Duration (in
Session .
minutes)
DAY 1
Welcome and Course Overview 20
Introducing Ubuntu 60
About Open Source
Free Software Movement, Open Source and Linux
About Ubuntu
Software Repositories and Categories
Key Differences between Ubuntu and Microsoft Windows
Lesson Summary
Review Exercise
Exploring the Ubuntu Desktop 75
Ubuntu Desktop Components
Changing the Default Language
Creating a User Account and Fast User Switching
Adding/Removing Applications
Desktop Effects - Compiz Fusion
Lesson Summary
Lab Exercise
Using the Internet 100
Connecting to and Using the Internet
Browsing the Web
Accessing RSS Feeds
Sending and Receiving E-mail Messages
Instant Messaging
Making Phone Calls using Softphones
Review Exercise
Lab Exercise
Using OpenOf ce Applications 180
Introducing the OpenOf ce.org Suite
Using OpenOf ce.org Writer




Ubuntu Desktop Training
11 /360

Using OpenOf ce.org Calc
Using OpenOf ce.org Impress
Using OpenOf ce.org Draw
Using OpenOf ce.org Math
Additional Applications
Lesson Summary

Review Exercise

Lab Exercise

Ubuntu and Games 40
Installing Ubuntu Games
Playing Ubuntu Games
Playing Other Popular Games
Lesson Summary

Lab Exercise

Duration (in
Session minutes)
excl.
exercises
DAY 2
Customising the Desktop and Applications 80
Introduction

Customising the Desktop

The 3D Effects

Working with Files Using Nautilus
Adding and removing applications using Add/Remove and Synaptic Package
Manager

Installing a Single Package File
Software Repositories

Adding New Language Settings
Lesson Summary

Review Exercise

Lab Exercise

Making the Most of Images and Photos 60
Introducing Graphics Applications
The GIMP

Managing Photos with F-Spot
Drawing with Inkscape

Using a Scanner

Lesson Summary

Review Exercise

Lab Exercise

Playing Music and Videos 60
Legal Restrictions

Playing Music Files

Playing and Extracting Audio CDs
Burning Audio CDs

Playing Proprietary Multimedia Formats
Using an iPod
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Playing Music and Videos 60
Creating and Editing Audio Files
Using DVDs

Playing Online Media

Editing Videos

Lesson Summary

Review Exercise

Lab Exercise

Ubuntu: Help and Support 60
Introduction

Free support resources
System documentation
Online Documentation
Community Support
Launchpad

The Fridge

Paid for Commercial Services
Lesson Summary

Review Exercise

Partitioning and Booting - optional 60
What is Partitioning
Creating a Partition
Boot-up Options
Lesson Summary
Review Exercise
Lab Exercise
Course Summary

Instructor Responsibilities

Instructors are:

» Responsible for conducting classes professionally and ensuring that the classroom environment is conducive to learning;
includes adhering to the schedule for start times, breaks, and lunches.

Available during lab sessions to answer questions and assist students in completing the exercises.
« Committed to delivering a positive learning experience for all students.

» Responsible for providing students with a course feedback questionnaire at the end of the course.

Pre-Training Preparation/Checks

» Familiarise yourself with the student pro le and expectations. Some elements of the course may need to be customised.
* Pre-run and check all student and instructor computers and make sure they are functional and running well on Ubuntu.

» Ensure you check the classroom set-up guide, test each lab exercise and troubleshoot problems encountered, if any.

Go through the Instructor Guide and the presentation slides in detail before getting into the classroom.

Students may not be able to answer all the questions based on the content in the presentation slides. Please ensure to co
related topics prior to posing the questions to the students.
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« Itis highly recommended that you teach each topic covered in the training material. However, if you are running short of tin
optional topics are indicated in the Instructor Notes of each lesson.

Instructional Methods

Here are some instructional methods that will be used to teach:

Slides and lecture: Slides will be used to explain concepts and also illustrate the step-by-step procedure to perform each t

» Demonstrations: Instructor will perform live demonstrations of procedures that may be complicated for students, before dc
a hands-on exercise.

» Review questions: Should be interspersed throughout each lesson, to ensure student understanding of key concepts.

 Lab exercises: At regular intervals, students will be performing hands-on lab exercises that replicate the real life scenarios

Instructional Tips/Guidelines

» Use conversational language that is easy to understand and sounds natural to the students.
» Create a comfortable, relaxed environment throughout.

» Be prompt with your responses to student queries. If you are not sure about anything, inform them and get back with y
response the next day.

« Circulate around the room as students complete the exercise and reach out to students struggling with the exercise.

» Use technology (slides, demos, and guided lab exercises) in the most appropriate ways depending on the audience pro le
their comfort with Ubuntu.

» Use presentation slides to stay on topic and avoid getting lost and cover the main points without forgetting anything. Glanc
a speci ¢ point and quickly return attention to the students. Avoid reading out the slide word by word.

» To encourage interactivity, use the lab exercises throughout the lesson.

Lecture Components

Each lecture can be divided in the following components.

Introduction
On the rst day,

1. Welcome the students and introduce yourself followed by students introducing themselves - name, professional bs
ground, and company, expectations and level of experience with Linux OS.

2. Clearly state the purpose and objectives of the training in general terms.

3. Establish the ground rules for breaks.

Context Setting
Use any/all of the following methods:

 Giving out a brief introduction to the topic.
« Explaining why the topic is important from learner's perspective.

 Providing a link from the previous to the current topic.
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Main Body

You could use any or all of the Instructional methods listed above. However, depending on the student pro le and the comple:
of the content piece to be taught, choose any combination of the above mentioned methods. Using a wide range of teaching ¢
and methods is also a good instructional practice as it brings in variety and breaks monotony.

« For complex topics, demonstrate the procedure and then have the students practice the lab exercise. If the topic is fairly sin
put up the slides illustrating the procedure and have the students perform the associated lab simultaneously.

 Explain how and when to use each option on the interface.

Summary

Always summarize key points of the lesson: The lecture can be summarized by:

Asking for questions.

» Asking questions.

Using the Lesson Summary presentation slide, which highlight the main points.

« Reiterating how the topic relates with the learner's job.
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Chapter 1

Introducing Ubuntu

OBJECTIVES

The fundamental concepts of open source.

The link between the Free Software Movement, open source and Linux

How Ubuntu ties in with open source

How Ubuntu is developed

About Ubuntu versions

The key differences between Ubuntu and Microsoft Windows

1.1 About Open Source

Instructor Notes:

The focus of this topic is to help students understand the concept of open source, which is the underlying foundation of Ubuntu.
Brie y explain the dictionary meaning of 'open source' in general and move on to establishing how the open source ideology
developed in the context of Linux. Present this as a story spread over different phases: Free Software Movement, Open Source
Movement initiation and its formal launch. Explain the Ubuntu release schedule, naming convention and Ubuntu promise in
detail.

Ubuntu is a Linux-based open source operating system. The term 'open source' can be de ned as a set of principles and prac
that promotes access to the design and production of goods and knowledge. Open source is generally applied to the source
of software and is available to users with relaxed or no intellectual property restrictions. This enables users to distribute, cri
and modify software content, either individually to meet their speci ¢ requirement or collaboratively to improve the software
Both open source and Linux have transitioned through various phases to reach their present form.

The idea behind openly distributed source code is to encourage the voluntary, collaborative development of software. U
continuously enhance the software, x bugs, develop new features and share it with others.

As a result of collaborative software development which involves a large number of programmers, users receive software
is often better in quality and performance than proprietary alternatives. Users are encouraged to customise the software to
own personal requirements, which in itself is a huge step away from the ‘one size ts all' philosophy.

Open source projects call on the talents of many people with skills other than programming. Many projects involve artis
musicians, user-interface designers and documentation authors to create a complete product.
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1.2 Free Software Movement, Open Source and Linux

There is often confusion between open source, free software and Linux. While all three are inter-linked, there are dist
differences which are made clearer when looking at their evolution.

1.2.1 The Free Software Movement

In the 1960s, it was typical for software to be distributed freely by companies such as IBM and shared amongst users. Softy
was then considered an enabler for the hardware, around which the business model of these corporations was built. Soff
was provided with source code that could be improved and modi ed; this was therefore the very early seeds of open sol
software. However, as hardware became cheaper and pro t margins eroded in the 1970s, manufacturers looked to softwa
provide additional revenue streams.

In September 1983, Richard Matthew Stallman, former programmer at the MIT Arti cial Intelligence Lab launched the GNI
project to create a free UNIX-like operating system (OS). He was concerned with growth in proprietary software and use
inability to access and modify programmes on their computers. Developer constraint, as opposed to freedom was prevalent.
the launch of the GNU project, Stallman started the Free Software Movement and in October 1985, set up the Free Soft
Foundation.

Stallman pioneered the de nition and characteristics of open source software and the concept of copyleft. He is the main au
of several copyleft licenses, including the GNU General Public License (GPL), which is the most widely used free softwe
license.

Nice to Know:
For more information on Richard Stallman and the GNU project, refer to the following URL: http://en.wikipedia.org/wiki/-
Richard_stallman.

By 1991, a number of GNU tools, including the powerful GNU compiler collection (GCC), had been created. However, a fr¢
kernel was not yet available to build a free OS that would use these tools.

1.2.2 The Open Source Movement and Linux
The difference between free software and open source can be de ned as the difference between a social movement (free soft
and a development methodology (open source). Linux refers to the kernel, or the backbones of the open source architecture

In August 1991, Linus Benedict Torvalds, a Finnish second-year student of computer science at the University of Helsinki, stal
working on Minix.
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Figure 1.1: Linus Benedict Torvalds

Nice to Know:
Minix is a UNIX-like OS built with open source code that Prof. Andrew S. Tanenbaum created with the intention to teach his
students the internal processes of an OS.

Linux was initially designed to be a Minix-like operating system that Linus Torvalds could use on his home computer. By mi
September, Torvalds released the rst Linux kernel version 0.01. In 1994, Linux kernel version 1.0 was released under the G
GPL. The free kernel and GNU tools provided a fertile environment for enthusiasts. By staying close to its UNIX roots, Lint
provided a Command Line Interface (CLI) rst; the adaptation of the X Window System made a graphical user interface (GL
available at a later stage.

Nice to Know:
Linux is not owned by any individual or company, not even Linus Torvalds who started Linux. However, Torvalds is heavily
involved in the main kernel development process and owns the trademark, Linux.

Linux open source code:

* |Is available and accessible to everyone

» Can be customised according to an individual's requirements and the platforms used

» Can be freely redistributed in its current or a modi ed form

Initially, Linux was a very technical, hard core open source programming tool. Thousands of developers contributed to

evolution as it became more user friendly. This has resulted in the launch of hundreds of commercial and non-commer
distribution versions, designed for everyday application use which are now available.

In 1998, Jon "maddog" Hall, Larry Augustin, Eric S. Raymond, Bruce Perens et al formally launched the Open Source Movem
They promoted open source software exclusively on the basis of technical excellence.
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Figure 1.2: Founders of the Open Source Movement

The open source movement and the dot.com boom of the late 1990s coincided, resulting in the popularity of Linux and
evolution of many open source friendly companies such as Corel (Corel Linux), Sun Microsystems (OpenOf ce.org) and IB
(OpenAFS). In the early 21st century when the dot.com crash was at its peak, open source was in a prime position as a v
alternative to expensive proprietary software. Its momentum has strengthened since with the availability of many easy to
applications.

As such, what started off as an idea became a passion to revolutionise a patent and license intense industry. With a signi c:
cheaper return on investment and enhanced usability features, Linux is now rooted as a viable option for enterprises and t
users.

1.3 About Ubuntu

Instructor Notes:
The focus of this topic is to make the students understand the origins of Ubuntu, the development cycle, version releases and
the importance of community contributions towards its development.

Ubuntu is a community developed, Linux-based operating system that is perfect for laptops, desktops and servers. It contair
the applications you need - including a Web browser, presentation, document and spreadsheet software, instant messagir
much more.

Nice to Know:
Ubuntu is an African word meaning 'Humanity to others', or 'l am what | am because of who we all are'.

The history of Ubuntu dates back to April 2004 when Mark Shuttleworth formed a group of open source developers to creal
new Linux OS.
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Figure 1.3: Mark Shuttleworth

Based on the principles of time-based releases, a strong Debian foundation, the GNOME desktop, and a commitment to free
this group operated initially under the auspices of http://no-name-yet.com.

In a little over four years, Ubuntu has grown to a community of thousands of members and an estimated user base of ov
million (as at June 2007). Canonical is the commercial sponsor of Ubuntu.

Instructor Notes:

If the students are interested to know more about Mark Shuttleworth, present the following content as a story.

Mark Shuttleworth is an African entrepreneur with a love for technology, innovation, change and space ight. Shuttleworth
studied nance and information technology at the University of Cape Town and went on to found Thawte, a company specialising
in digital certi cates and cryptography. He sold Thawte to the U.S. company VeriSign in 1999 and founded HBD Venture Capital
and the Shuttleworth Foundation. He moved to London in 2001 and began preparing for the First African in Space mission,
training in Star City, Russia and Khazakstan. In April 2002, he became a space traveller as a member of the cosmonaut crew of
Soyuz Mission TM34 to the International Space Station. In early 2004, he founded the Ubuntu project, which aims to produce
a free, high-quality, user friendly OS available for everybody.

1.3.1 The Ubuntu Promise

Instructor Notes:
Stress on the Ubuntu promise because it holds the very essence of the spirit and success of the software.

Ubuntu will always be free of charge, including enterprise releases and security updates.

« Ubuntu comes with full commercial support from Canonical and hundreds of companies around the world.

Ubuntu includes the best translations and accessibility infrastructure that the free software community has to offer.

Ubuntu CDs contain only free software applications; Ubuntu encourages you to use free and open source software, impro
and pass it on.
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1.3.2 Ubuntu Versions

In October 2004, Ubuntu released its rst version. A new version of Ubuntu is released every six months and upgrades to r
releases are free of charge. Users are encouraged to upgrade with each new release in order to enjoy the latest featur:
applications. Its versions are named using the Y.MM (name) scheme, where Y indicates the year and MM refers to the mont
release. The name in brackets is a code name given to the version pre-release.

Each release is supported for 18 months; Long Term Support releases (LTS) are supported for 3 years on the desktop and 5
on the server.

Ubuntu 11.04

Ubuntu 10,10

10.04.1 10.04.4
Ubuntu 9.10
Ubuntu 5.04
Ubuntu 8.10
2.04.1 8.04.4

uountu 80475 - [

- LTS Desktop and Server | Standard Release - Point Release - LTS Server

Figure 1.4: Ubuntu Versions

A brief history of releases:

» Ubuntu 4.10 (Warty Warthog) Ubuntu 4.10 was the rst release of Ubuntu in October 2004; supported until April 2006.

Nice to Know:
The early testing community of version 4.10 was called the Sounder, named after the collective noun for warthogs. The

Sounder mailing list continues today as an open discussion forum for the community.
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« Ubuntu 5.04 (Hoary Hedgehog)Released in April 2005; supported until October 2006.
» Ubuntu 5.10 (Breezy Badger)Released in October 2005; supported until April 2007.

e Ubuntu 6.06 LTS (Dapper Drake) The rst release with Long Term Support (LTS); it was released in June 2006. Long-term
support version refers to guaranteed three years of support on the desktop and ve years on the server. All other release
provided with 18 month support for desktops and servers. The extended support period provides reassurance and mal
easier and more practical for large deployments of Ubuntu. Desktops supported until June 2009; servers supported until
2011.

» Ubuntu 6.10 (Edgy Eft) Released in October 2006. This version guarantees a robust boot process; supported until April 20(

» Ubuntu 7.04 (Feisty Fawn)Released in April 2007. This version introduced signi cant improvements to network roaming;
supported until October 2008.

« Ubuntu 7.10 (Gutsy Gibbon)Released in October 2007. Key features include spectacular visual effects by default, fast us
switching, printer auto-detection and easier desktop le searching and tracking; supported until April 2009.

e Ubuntu 8.04 LTS (Hardy Heron) Released in April 2008. Ubuntu 8.04 LTS forms the second Long Term Support release o
Ubuntu. Desktops will be supported until April 2011; servers supported until April 2013.

» Ubuntu 8.10 (Intrepid Ibex) Released in October 2008. Ubuntu 8.10 includes hundreds of improvements and full 3G suppol
This release will be supported until April 2010.

» Ubuntu 9.04 (Jaunty Jackalope)Releasadin April 2009. Ubuntu 9.04 is the latest cutting edge Ubuntu release, bringing th
Eucalyptus Cloud to the Ubuntu community. This release will be supported until October 2010.

» Ubuntu 9.10 (Karmic Koala) Scheduled for release in October 2009, Ubuntu 9.10 will be the next Ubuntu release. Thi
release will be supported until April 2011.

1.3.3 Ubuntu Derivatives

Ubuntu is also available in several editions such as Ubuntu, Edubuntu, Kubuntu and Xubuntu. Edubuntu is Ubuntu custom
for the school environment. Kubuntu is an of cial derivative of Ubuntu based on the work of the K Desktop project (KDE). KDE
is a powerful graphical desktop environment, combining ease of use and contemporary functionality. Xubuntu is intended
users with less-powerful computers or those who seek a highly ef cient desktop environment on faster systems.

1.3.4 Ubuntu Development and the Community

Ubuntu is a joint collaboration project comprised of Ubuntu community members all around the world. Since its inceptic
in 2004, thousands of contributors have joined the Ubuntu community. These users contribute towards Ubuntu developr
through writing code, advocacy, artwork, translations, testing and documentation (to name just a few). The development pro
of Ubuntu is open and transparent to all, whether you are a novice Ubuntu user or an experienced Ubuntu developer - ever
is welcome to get involved with and improve Ubuntu. Canonical also employs developers to contribute to Ubuntu.

How you can get involvedThe Ubuntu community is made of many individuals and teams who work on different aspects o
Ubuntu. If you are a developer, you can participate in the core development, write new applications, package additional softv
and x bugs. If you are an artist, you can add value to the look and feel and functionality of Ubuntu. You can also provide onli
support, write documentation, assist with training material, join Web forums and the mailing lists of Ubuntu. There are lots
ways to get involved!

Developer ZoneThe developer zone is comprised of developers who create and package software, x bugs and maintain Ubur
They are responsible for ensuring that Ubuntu has a wide catalogue of software and it operates reliably and smoothly. A g
way to get started as a packager is to join MOTU - see https://wiki.ubuntu.com/MOTU/GettingStarted.

Idea PoolIf you have ideas for projects, proposals and enhancements but do not necessarily want to implement them, you
add the ideas into the idea pool available at https://wiki.ubuntu.com/IdeaPool.

Technical Userslf you have the requisite technical skills, you can contribute to the Ubuntu community in the following ways:

 Test the pre-release versions of Ubuntu to help nd bugs before the nal release.
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» Report bugs and help the development team analyse them.

Triage (edit and categorise) bugs to read, assess and sort them before they can be xed.

« Join an e-mail support list or discussion list on the Ubuntu mailing lists.

Join Web forums and respond to requests.

Join the Ubuntu support and discussion Internet Relay Chat (IRC) channel, which is a form of real-time Internet chat.

Non-Technical UsersEven if you do not have technical knowledge of Ubuntu, you can help Ubuntu users through the followin
projects:

Artwork and design

Translation and localisation

Writing and updating documentation and training materials

» Advocacy

Ubuntu Desktop Course DevelopmenPart of Canonical's mission is to enable the widest deployment of Ubuntu on as many
computers and servers, in as many corners of the world as possible. Training is seen as a core enabler for the adoption of Ul
and as such courses are designed to certify Ubuntu professionals, assist partners to deploy Ubuntu and show desktop user:
as yourselves) how to use and get the most out of it. For more information on Ubuntu course availability and certi cations, ple:
refer to http://www.ubuntu.com/training.

As with software development, the community contributes towards the development and enhancement of this desktop course
Ubuntu experts, the community de nes the scope and structure of the training by identifying requirements from the users' r
spective; they also assist the Canonical and third-party content writers in developing content and reviewing it. More informat
on the Ubuntu Training community effort can be found at http://wiki.ubuntu.com/Training.

The entire content development process is in the true spirit of Ubuntu's philosophy and the open source tradition.

1.4 Ubuntu and Microsoft Windows: Key Differences

Open source differs from the proprietary software model in that it:

» Encourages customisation and variation as opposed to a one size ts many approach.
» Relies on a 'services attached' business model rather than per license and seat basis.

* Believes that the bene ts of collaboration and multi-developer contribution outweigh those of controlled project work c
smaller, paid developer teams.

Looking at each element outlined in the table in greater detail:

Associated Costs: The Microsoft Windows OS is proprietary and the overall price increases with added functionality an
applications. The associated price is sometimes a factor of using third party applications and not just a Microsoft decision. V
Ubuntu new release versions and applications are free.

New version releasesThere is only one released version of Ubuntu and therefore features available to home and professio
users are the same. The Home and Professional editions of Microsoft Windows are not the same. For example, Micrc
Windows Professional editions have more security features than Home editions.

Ubuntu's 6 monthly release cycle also makes it very easy for users to have access to all the latest applications. An upgrade
one release to the next is free and fully supported. Microsoft scheduled releases are less frequent and less visible to the pul

Security aspects:Ubuntu is rarely targeted by malware and viruses. The administrative user root is locked by default in Ubun
and only certain tasks are run with administrative privileges. Microsoft Windows provides an environment where people c
access administrative user directly.
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Attribute Ubuntu Microsoft Windows

» Charges per user license and/or for a

Costs  Free of licensing charges wed term

. . ional and Hom
* Same version and features for home and Sdeizirnaste Professional and Home

Versions Released professional users

* Less frequent and less visible release

 Six-monthly fully supported free release schedule

« Enables easy access to administrative

¢ Locked administrative user root user
Security .

< Rarely targeted by malware and virusgse Regularly targeted by malware and

viruses
< Easy to design and personalise e Standard OS with limited options to
L . i personalise
Customisation « Can run different avours of Ubuntu in
parallel « Paid for additional applications

« Easy to upgrade and downgrade
» User data saved in multiple locations
« User data stored in home directory
Data Storage « Dif cult to backup and migrate to
* Easy to migrate and replicate user data  computer

and con guration to another computer

Table 1.1: Key Attributes




Ubuntu Desktop Training
24 | 360

Figure 1.5: Ubuntu Security

Customisation: As you will discover throughout this course, Ubuntu is yours to design and personalise. You can have differe
avours of Ubuntu running parallel; for example, you can install the Kubuntu (KDE) desktop together with Ubuntu (GNOME
and then select the desktop environment you want to use. More than 17,000 packages are available and easily accessible tt
the Internet. As a result, you are not stuck with using one version because it was the rst you installed.

Microsoft Windows is a standard OS with some options for customization. While many applications are available, most :
proprietary software which incur a license fee.

Figure 1.6: Desktop Customisation

Data Storage:User data is often located in multiple locations in Microsoft Windows, which can make backing up and migratin
from one computer to another tricky. Ubuntu saves your user information in one place - the home directory. This makes
migration of data from an old computer to a new one easy, as well as keeping user speci ¢ backup data separate.

1.4.1 |Installation

¢ OS Installation: Both Microsoft Windows and Ubuntu come as pre-installed OSs on computers. However, to install pos
purchase, Ubuntu can be freely downloaded from the Internet or a free CD can be requested. Any Microsoft Windows vers
will need to be purchased.

Ubuntu comes in live-CD mode which means you can use the OS directly from the CD without installing it on a host comput
If you like what you see, install it. If you don't, pass it on to a friend. The live-CD option is also useful for system recovery.

The installation of Microsoft Windows and Ubuntu is easy and conducted by running the installation CD and booting tl
computer. Both installations vary in length according to how powerful your computer is, with an average install taking 20 -
minutes.
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Installation Ubuntu Microsoft Windows

 Freely downloadable from the Internet| ¢« Purchase required

. or using a free CD .
OS Installation « OS must be installed on computer hard

e Can be used directly from the live-CD drive

. L . « Limited selection of software available
* Huge variety of applications available

by default
Software by default U h dd oad
Installation « All freely downloadable from the SETs can purchase and download some
Internet software online, others can only be

manually installed

Table 1.2: Installation Differences

» Software Installation: You can add software on Ubuntu by using the Add/Remove Applications and Synaptic Package Mal
ager. The Add/Remove Applications allows you to search the entire directory of free applications recommended for Ubu
and install the ones you want. In Microsoft Windows, each programme supplies its own installation method. Microsoft Vis
has a Digital Locker feature enables users to purchase software online and download it in a protected manner.
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Figure 1.7: Installing Software Applications

1.4.2 Applications

The table below displays a comparison between Ubuntu and Microsoft Windows applications:
Looking at each element outlined in the table in greater detail:

Networking, Web browsing and E-mail Network setup on both Ubuntu and Microsoft Windows is easy. Web browsing features
are more or less the same on both OSs.

Mozilla Firefox is loaded as the default browser on Ubuntu, and Internet Explorer is the default browser on Vista. You can a
install Firefox on Microsoft Windows.

Evolution is the default e-mail client on Ubuntu. It connects to POP accounts, conventional UNIX mailboxes and Exchan
servers via Outlook Web Access. Evolution also has a built-in Personal Information Manager (PIM) and a calendaring «
appointment system. The Microsoft Windows Mail application in Vista is a rewritten version of Outlook Express, with a strippe
down calendar or appointment application, Microsoft Windows Calendar. An upgrade to Outlook is suggested if you use
calendar often or if you have a full PIM. Ubuntu users enjoy the out-of-the-box mail client setup facility.
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Applications Ubuntu Microsoft Windows

« Internet Explorer Web browser by

 Firefox Web browser by default default

Web browsing and

E-mail . i -mail cli
Evolution e-mail client by default + Outlook e-mail client by default

Word Processing e OpenOf ce.org suite WordPad by default

Includes Audio CD Extractor, Brasero,| ¢ Includes Microsoft Windows Media
Multimedia Rhythmbox, Movie Player and Sound Player 11 (WMP) and Microsoft
Recorder Windows Media Center (WMC)

Image Editing and

Picture _ _ N _
Management < Gimp for image editing * Paint

F-Spot photo manager Picture Gallery application

Table 1.3: Application Based Differences

File Edit Wiew Folder Message Search Help
3 id = ) 9 = + & ta Q ‘ :
New Send / Receive Reply Replyto Al Forward Print Delete Junk Mot Junk Cancel
O Inbox 1total Show: | All Messages = Sear;h:| & subject or Sender conte iin | Current Folder | %
= On This Computer I |[@“ ]Ui Hom - 1 Sull::j.e(r 1 i l
8 inb The Evolution Team <evolution@no... Welcome to Evolution! 14 Mar 5:30 PM |
nbox
i Deleted items
L Drafts
7 Junk
B outbox
[El sent From: The Evolution Team <evolution@novell.com>
< Search Folders To: Evolution Users <evolution@novell.com>
Subject: Welcome to Evolution!
42 Unmatched Date. 14 Maich 2007 12.00.00 +0000 (17.30 /5T)
» The Evolution Team is proud to welcome you to Evolution, a complete system (:*
for managing your communications and personal information. N
Mail ‘
-~ Getting Started
‘ a Contacts ‘ ©On the left of the Evolution window is the side bar, with shorteuts to all your mail folders. Below that, you will find il
et buttons for your calendars, contacts, tasks, mail and memos,
E{I Calendars ‘ For a complete guide to using Evolution, select Table of Contents in the Help menu, or press the F1 kay.
‘ [4 memos ‘ New Features
(e 1 Evolution 2.10 brings you
‘ E Tasks ‘ O Integration with gtk-print
_ © Customizable fetching of IMAP headers -
==

Figure 1.8: Evolution E-mail Client

Word Processing: The OpenOf ce.org suite is installed on Ubuntu by default and provides many features of Microsoft Of ce.
Vista comes with WordPad by default; the full version of Microsoft Word (or Of ce) for Microsoft Windows, is available at an
additional cost.
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Figure 1.9: OpenOf ce.org Writer

Multimedia: Several multimedia programmes are con gured by default on Ubuntu, such as Audio CD Extractor, Brasero Di
Burning, Rhythmbox Music Player, Movie Player and Sound Recorder. Rhythmbox is the default application for playing auc
CDs and organising music and playlists. Rhythmbox is similiar to Microsoft Windows Media Player. You can use Brasero
author audio CDs.

To play the mp3 format on Ubuntu, you need to install a codec pack. This is because Ubuntu is not distributed with mp3 cod
due to licensing restrictions. Playback of mp3 les is enabled by default on some versions of Microsoft Windows.

Vista has two multimedia programmes, Windows Media Player 11 (WMP for short) and Windows Media Center (WMC fc
short). WMP is best for playing music, and WMC is useful if you are using the computer as your core entertainment syste
WMP can contain a large music library. With the index search system of WMP, you can search music numbers by a partic
artist or search for speci c numbers.

Image Editing and Picture Management: With the Picture Gallery application of Microsoft Vista, you can upload thousands
of images and add tags. You can also organise the images quickly and work on them easily because you can tag them witt
click. F-Spot photo manager organises your personal photos on Ubuntu. It integrates seamlessly with popular Web based ir
databases, such as Flickr and Picasa Web.

Ubuntu provides GIMP for image editing which is a powerful Photoshop-like application. Microsoft Windows Vista provide
'Paint' for basic image editing.
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Figure 1.10: GIMP

1.5 Lesson Summary

In this lesson, you learned:

The fundamental concepts of open source

The link between the Free Software Movement, open source and Linux

How Ubuntu ties in with open source

How Ubuntu is developed

The Ubuntu version naming conventions

The key differences between Ubuntu and Microsoft Windows

1.6 Review Exercise

Instructor Notes:
If you are running short of time, administer this exercise when Exploring the Ubuntu Desktop in Chapter 2.

Question: What is meant by the term free software?

Answer: Quoting the Free Software Foundation's 'What is Free Software', the freedoms at the core of free software are de n
as:

The freedom to run the programme, for any purpose.

The freedom to study how the programme works and adapt it to your needs.

The freedom to redistribute copies so you can help others.

The freedom to improve the programme and release your improvements to the public, so that everyone bene ts.
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Question; What is the Ubuntu promise?

Answer: The Ubuntu promise is:

Ubuntu will always be free of charge, including enterprise releases and security updates.

» Ubuntu comes with full commercial support from Canonical and hundreds of companies around the world.

Ubuntu includes the best translations and accessibility infrastructure that the open source community has to offer.

Ubuntu CDs contain only open source applications; Ubuntu encourages you to use free and open source software, imprc
and pass it on.

Question: Match the Ubuntu versions with the years in which they were released.

1)7.04 a) June 2006
2)4.10 b) October 2007
3) 6.06 c) April 2007
4)7.10 d) October 2004
Answer:
1) 7.04 c) April 2007
2)4.10 d) October 2004
3) 6.06 a) June 2006
4)7.10 b) October 2007

Question: List 3 ways in which non-technical users can contribute towards the development of Ubuntu.

Answer: The three ways in which non-technical users can contribute towards Ubuntu development are artwork, translation .
localisation and document solutions.

Question: The default web browser on Ubuntu is

Answer: The default web browser on Ubuntu is Mozilla Firefox.

Question: The default e-mail client on Ubuntu is

Answer: The default e-mail client on Ubuntu is Evolution.
Question: What are the advantages of Ubuntu 6 monthly releases?

Answer: Quicker upgrade and availability of new applications, as well as improved functionality.
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Chapter 2

Exploring the Ubuntu Desktop

OBJECTIVES

« The highlights of Ubuntu desktop

« How to change the default language

* How to create a new user account and take advantage of user switching
« To add and remove applications

« How to enable 3D Desktop effects

Instructor Notes:
All the topics in this lesson are mandatory. To familiarise the students with the basic features of the new desktop, this lesson
should primarily be a hands on session.

This section serves as a quick tour of the Ubuntu desktop. The course will go into more detail in later lessons, but this will g
you a taste of what's ahead.

2.1 Ubuntu Desktop Components

Instructor Notes:
Highlight the fact that unlike other operating systems, Ubuntu comes with a completely clean desktop, by default. Users are
free to add icons and les on the desktop according to their preferences.

GNOME is the default desktop environment for Ubuntu. GNOME (GNU Network Object Model Environment) is an interna
tional effort to build a complete desktop environment—the graphical user interface, which sits on top of a computer operat
system—entirely from free software. This goal includes creating software development frameworks, selecting application s
ware for the desktop and working on the programmes which manage application launching, le handling and window and tz
management. Community members worldwide contribute to the translation and accessibility of the desktop in multiple I
guages. (Referencattp://en.wikipedia.org/wiki/GNOMIJE

Key Desktop Components on UbuntiWhen you start your computer, the rst screen displayed on Ubuntu is the logon screen
where you type your user name and password. The next screen displayed is the Ubuntu desktop. Ubuntu comes with a comp
clean desktop background, free of icons by default.
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Instructor Notes:
Ensure that you browse through each element very quickly because more details will be covered in the subsequent lessons.

Q Applications Places System ege

Wl wed Dec 17, 7:19 PM aif] William Windsor

(5]
| |

i
il

Figure 2.1: Default Ubuntu Desktop

You can arrange icons and les on the desktop to access them quickly. If a CD, hard disk or any other external device is conne
to your computer, Ubuntu automatically displays its icon on the desktop to allow easy access to the device.

Q Applications  Places System C@o

Figure 2.2: Desktop Icons

At the top and bottom of the desktop are two bars, called panels.
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@l wed Dec 17, 7:19 PM gl william windsor

-(2 Applications Places System ‘Ea

Figure 2.3: Desktop Panels

There are three main menus in the left pane of the top panel: Applications, Places and System.

 Applications: This menu contains all the applications installed on your computer such as games, music players, Web brows
and e-mail clients.

Applications Places System e@e
% Accessories L

|lﬂ Games 3
_é Graphics >

@ Internet ]
@ office D

4/’ Programming 3

B sound & video  »

@ Add/Remove...

Figure 2.4: The Application Menu

 Places:This menu provides access to your home directory, external devices and network on your computer.
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Places System QE\Q

I[a Home Folder

E Desktop

i) Documents

-13 Applications

[E5 Music
| Pictures

|5 Videos

g Computer
(% copvD creator
HP

_ FACTORY_IMAGE

i
= Network

ey Connect to Server..

5 Search for Files...

)
@) Recent Documents

Figure 2.5: The Places Menu

Note:
The Home directory is created by default for every user and automatically takes the username. It contains all user-specic
les. In a multi-user system, every user stores personal data in a sub-directory of this directory.

» System: This menu enables you to change the computer settings. You can also access the Ubuntu help system and tur
your computer here.

-;3 Applications  Places System e|£|g
g Preferencas 3

Lol Administration  »
XS

9 Help and Support
€ About GNOME

-!::; About Ubuntu

(¥ qui..

Figure 2.6: The System Menu

By default, there are three shortcut icons next to the menus on the top panel: Mozilla Firefox, Evolution and Help. You can cre
additional shortcuts to any applications and place them here for quick access.

{3 Applicstions Places System| wd wed Dec 17, 723 pm [B] g william Windsor

Figure 2.7: The Shortcut Icons

1. Right-click the blank area of the top panel and cliakd to Panel. TheAdd to Panel dialogue box appears.
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-I: Applications Places System eg\e | Wed Dec 17, 7:27 PM @ off]  William Windsor
— 4k Add to Panel...

& Properties
@ Delete This Panel

['# New Panel

@ Help

@ About Panels

Figure 2.8: Adding a Shortcut Icon

2. TheAdd to Paneldialogue box displays a list of applications available on your computer. Select an application and clic
Add to add it to the blank area of the desktop. If you want to launch the programmes available’mplications menu,
click Application Launcher.

Note:

Alternatively, you can drag an application icon from the Add to Panel dialogue box and drop the icon on the panel to
create a short cut to the application.

Find an item to add to the panel: |

ees. Custom Application Launcher
Jg Create a new launcher

....... Application Launcher...
E Copy a launcher from the applications menu

Address Book Search
4 sSearch for a person in your address book

iE

Battery Charge Monitor
Monitor a laptop's remaining power

.

Brightness Applet
Adjusts Laptop panel brightness

Character Palette
Insert characters

Clipboard Text Encryption
Encrypt, decrypt er sign the clipboard (uses PGP type encryption).

Clock
Get the current time and date

) @ B &

Connect to Server.. =

]

eﬂelp ; Bach | . gglose

Figure 2.9: Adding Application Launchers

3. The applications grouped in a category similar toApglications menu appears. Select an application from the available
list, and clickAdd.
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Find an itemn to add to the panel:

-

&

b 1 . Accessories
e Desktop accessories
. 4| Games
b ekl = |
-~ Games and amusements

b 4° Graphics
~ Graphics applications

Office

a
b ~ % Internet
E%) Programs for Internet access such as web and email
1."!. office Applications

f

Programming
Tools for software development

Sound & Video
Multimedia menu

Add/Remove...
Install and remove applications

b { Preferelnces

Ir]

-

[ @ Back H b Add H ﬁglose

The icon of the selected application will be displayed on the blank area of the top panel.

Figure 2.10: Selecting Applications

Find an itern to add to the panel: [

Desktop accessories

=\ Accessories
L)

” Games
~ L)
|JJ o Games and amusements

AisleRiot Solitaire
Play many different salitaire garnes

w Atomix
Molecule puzzle game
K| Blackjack

Play the casino card game Blackjack

Chess
FPlay the classic two-player beardgame of chess

® Five or More
@ @8 Remove colored balls from the board by forming lines

Four-in-a-Row
Malke lines of the sarme color to win
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Figure 2.11: Adding Application Launchers
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You can change the location of the newly created shortcut icon by right-clicking it and seleictireg Move the icon anywhere
on the top panel and left-click the icon to freeze its location.

WEI
el L

aunch

s Properties

= Remowve From Panel

Mowve

Lock To Panel

Figure 2.12: Moving Shortcut Icons

Next to the blank area on the top panel (where you can create short cuts of the application) is the fast user switch icon. This
shows the current user of your computer. You can click the icon to view other users on the computer and switch to another u

Note:
You will learn more about fast user switching in the Fast User Switching topic of this lesson.

4 Wed Dec 17, 7:53 PM m ifl William Windser

|User Switcher|

~ Charles Windsor

-'_:, Applications Places Systemn @‘; 9

Figure 2.13: The Fast User Switch Icon

The System tray contains the network and sound icons for quick access to network and sound settings. You can check the ne
con guration of the computer and adjust the volume of your computer's speaker.

The current date and time is displayed next to the System tray. If you click the date and time, a calendar is displayed.

The last icon on the top panel shuts down, restarts, hibernates, locks your computer and places it on standby.

i wed Dec 17, 7:35 PM al] William Windsor

Click to view your appeintments and tasks

Figure 2.14: Top Panel Icons

The rsticon on the bottom panel provides quick access to the desktop. If multiple windows are open on your desktop and
would like to minimise all of them together, click this icon. Clicking again will display your windows in their original state,
before you minimised them.
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Figure 2.15: Show the Desktop

Next to the icon used to minimise the windows is a blank area in which the list of open application windows appears, similar
the taskbar in Windows. When you open an application, it's listed on this area for easy access, as shown in the bottom pan

the following screen:

@ - [Documents - File Br... | =» [Chess]

[ [ [

Figure 2.16: Open Applications

The next icon, workspace, enables you to split the windows that are open on your desktop into multiple workspaces. You
then navigate among the workspaces by pressing and holding down the CTRL+ALT keys, and then pressing either the left o
right arrow key. This reduces the clutter on your desktop and eases navigation between windows.

For example, you might have the Firefox window, an OpenOf ce application, a search window and a calculator window open

the desktop.
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usable by people in their local language, and that people should have the
Ireedom to customize and alter their software in whatever way they need.

There are many ways to get help with Ubuntu.

Access Ubuntu's guides and documentation by selecting "Help* frem your
System menu. You can also find help from the oificial Ubuntu documentation
website and the community contributed documentation.
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Figure 2.17: The Workspace Icon

You can move the Firefox window to a separate workspace by pressing and holding down the CTRL+ALT+SHIFT keys a
then pressing the left or the right arrow key. Two workspaces will be displayed in the bottom-right corner of the desktop - o
workspace with the Firefox window and the original workspace with the other windows.




Ubuntu Desktop Training
39/360

Applications Places _System Q W Wed Dec 17, 7:36 PM afl] Wiliam Windser
[ Ha L A Sl R e ) =
Fle Edit \iew History Bookmarks Tools Help
& - & % Q] httpyfstart.ubuntu.comy.04/ [=] [@=]z 3

A5 Most Visited > @@ Getting Started [5] Latest Headlines =

Google | |[search | Get Ubuntu Support

Stumped by a problem? Find out how to gg
Welcome to Ubuntu 8.04 LTS! bl
The Ubuntu project is built on the ideas enshrined in the Ubuntu philosophy: (3o Ubuntu Merchandise =
that software should be available free of charge, that software tools should be Make your friends jealous! Show off the lat
usable by people in their local language, and that people shouid have the Ubuntu gear,

Ireedom to customize and alter their software in whatever way they need.
20 Get Involved with Ubuntu
h Ubuntu is also a community with limitiess
opportunities to join in.

Getting Help with Ubuntu:

There are many ways to get help with Ubuntu.
5 Ubuntu Forums

Access Ubuntu's guides and documentalion by selecling "Help” from your Get help, learn whal's new and join the
System menu. You can also find help from the oificial Ubuntu dacumentation discussions
website and the community contributed documentation. (=]
=i 3]
Done
W

[=1] [@ welcome to Ubuntu .

|E

Figure 2.18: Switching Workspaces
Now, you have two separate workspaces. Notice that the Firefox window has shifted to the original workspace. So, depen

on the task you perform, you can split the windows into different workspaces.

Applications  Places  system @ @ 4 Wed Dec 17, 7:40 PM ] Willam Windsor

= Tracker Search Teol

Search: |

Caleulator Edit View Help

[ (=)= =]
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@ IEWT] = Tracker Search Tool I

Figure 2.19: Splitting Windows into Workspaces

By default, Ubuntu provides two workspaces. If you want to split the windows into more workspaces, you have to add t
workspace to the desktop by right-clicking the workspace icon and then cli€kafgrences The Workspace Switcher Pref-
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erencesdialogue box appears.

s Preferences
© Help

(£ Get Help Online...
3 Translate This Application...
. Report a Problem

ﬂ About

= Remowve From Panel

« Lock To Panel
H o
Figure 2.20: Creating New Workspaces

In theWorkspace Switcher Preferenceslialogue box, type or select the number of workspaces frorNtimeber of workspaces
list and clickClose

Workspaces

Columns: ‘l =
Bows: |1 |7

(0]

Figure 2.21: Workspace Switcher Preferences

The speci ed number of workspaces will be displayed in the bottom-right corner of the desktop.

The last icon in the bottom panel is thiéaste basket It contains the les you deleted from your computer. Right-click the icon
and clickOpento open thelrash window.
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Figure 2.22: The Waste Basket Icon and Menu

You can delete an item permanently from the computer by pressing the DELETE key.

Note:
Alternatively, you can right-click the item and click Delete from Trash to permanently delete it from the computer.

If you want to restore the deleted item to the desktop, drag that item to the desktop fréraghevindow.

Figure 2.23: Deleting Items from Trash

2.2 Changing the Default Language

Ubuntu supports more than 100 languages. You can set the default language of your computer either during the installatic
Ubuntu or at a later stage.

To change the default language during the installation, select the required language when prompted.
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1. OntheSystemmenu, point tAdministration and clickLanguage Support The system prompts you to install language
support if updates are available for your selected language.

Figure 2.24: Con guring Language Support

2. ClickInstall to continue. On completing the updates, temguage Supportdialogue box opens.

Figure 2.25: Installing Language Support Updates

3. In theLanguage Supportdialogue box, from th&upported Languagessection, select the check box for the language
you want to use for support functions in Ubuntu.
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Figure 2.26: Installing Default Language Support

4. Click Apply and then clickOK. Ubuntu downloads and installs the necessary packages on your computer. The langua
you selected will now appear in tfizefault Languagebox.

5. Select the language that you want set as default, and@kck

6. For the changes to take effect, log off and then log on again.

Nice to Know:
You can change the language as many times as you would like and this can depend on your location. For example, changing
the language to Russian may be a nice touch when presenting in Russia during a business trip.

2.3 Creating a User Account and Fast User Switching

Instructor Notes:

Advise students that to understand the concept of fast user switching, they need to have more than one user account on their
computer. Walk the students through creating a new user on their computer, and then move on to the concept of fast user
switching.

You may have multiple users who want to access your system. In this case, there is a risk of data being manipulated or corru
by other users. To prevent this from happening, you can create user accounts for each individual who wants to use your comy
giving each user an individual account with personalised user settings. For example, itis useful to give children their own acco
on the computer to prevent then from changing your settings or accessing unsuitable les and applications..

1. On theSystemmenu, point toAdministration and clickUsers and Groups TheUser settingsdialogue box appears.
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Figure 2.27: Adding/Removing Users

2. In theUser settingsdialogue box, clickAdd User to add a new user account on your computer. W& user account
dialogue box opens.

Figure 2.28: Adding a User

3. Specify the user accounts' basic settings, contact information and password informatioNéwthser accountdialogue
box.
(a) Type the name with which you want to log on to your computer irLibernamebox.
(b) Type your full name in th&®eal namebox.
(c) Select your user type from th&ro le box.
(d) Type your of ce location in theDf ce location box.
(e) Type your work phone number in th'¢ork phone box.
() Type your home phone number in thewme phonebox.
(g) Type the password for your user account inltleer passwordbox.

Note:
This information is for record keeping only, and other users cannot view it.

Click Closeto save the settings.
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Figure 2.29: Con guring New User Account

4. A new user account will be displayed in the User settings dialogue box. This dialogue box displays the new user's f
name and login name. It also tells you the location of the new user account created.
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Figure 2.30: The New User Account

Now, if you click the fast user switch icon, there will be two users displayed and the current user logged on to the computer v
be marked.

Figure 2.31: Switching Users

This feature prevents you from logging off and logging on all the time to switch users. It allows multiple users to switch quick
while staying logged on. By simply clicking the fast user switching icon, a list of the user names appears. Select the user n:
and you will be directed to the logon screen. Type the user name and password, and you will be on a desktop of the new |
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When you switch to another user, the previous user screen is locked by default, so the other person cannot make any p
changes.

2.4 Adding/Removing Applications

Instructor Notes:
Advise students that you will cover this topic in detail while teaching the Customising Ubuntu and Applications lesson of this

course. This topic is just an introduction.
Tell the students that you will cover this topic in detail while teaching the Customising the Desktop and Application lesson

of this course. This topic is just an introduction.

USE THEADD/REMOVE APPLICATIONS WHEN YOU NEED TO

» Use software not provided as a default application on Ubuntu.

 Try an alternative application to the one already installed

Ubuntu contains pre-loaded software that you can easily install on your computer when required. You can install this software
using the Add/Remove application or the Synaptic Package Manager utility of Ubuntu. To access the Add/Remove applicat
on theApplications menu, clickAdd/Remove

Figure 2.32: Launching Add/Remove Applications

To access Synaptic Package Manager, orSygtemmenu, point toAdministration and clickSynaptic Package Manager
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Figure 2.33: Launching Synaptic Package Manager

Synaptic offers an advanced way of installing packages. If you do not nd a software programme in the Add/Remove tool, y
can search for it in Synaptic. It searches all software in the available repositories on Ubuntu.

2.5 Desktop Effects - Compiz Fusion

Instructor Notes:
Advise students that to view desktop effects, computers must have a 3D-enabled graphic card.

Compiz Fusion is a 3D window manager that makes use of 3D accelerated graphics cards found today on many desktop:s
laptops. It provides a number of visual effects that makes the Linux desktop more powerful and intuitive, as well as easier
more fun to use. For example, you can place workspaces on a cube, which enables you to move from one workspace to an
easily.

Compiz Fusion is enabled by default on Ubuntu 8.04 LTS with appropriate graphics cards. It enables the 3D desktop visual eff
that improve the usability and visual appeal of the system. You really have to see and play with this application to appreciate
bene ts.

1. On theSystemmenu, point tdPreferencesand clickAppearance TheAppearance Preferenceslialogue box appears.
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Figure 2.34: Opening the Appearance Preferences Dialogue Box

2. In theAppearance Preferenceglialogue box, there are three pre-con gured levels of special effects settings: No effects
Normal effects and Extra effects. You can select any one of them:

Figure 2.35: Con guring Visual Effects

If you want a simple desktop without any special effects, sélexte If you want a desktop with a balance of attractiveness
and average performance, seldarmal. If you want various desktop effects, such as wobbly windows, desktop cube and man
more, selecExtra. For example, while you are waiting for an update to complete or an e-mail client to import e-mail message
you can turn on the Wobbly effect. The windows will start dancing and displaying the 3D effects. Play with it a little, it's fun!
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2.6 Lesson Summary

In this lesson, you learned that:

Ubuntu utilises the GNOME desktop by default

* You can set the default language of your computer either during the installation of Ubuntu or at a later stage

« Fast user switching enables you to share your computer with other users without sharing your les

* You can install software by using the Add/Remove application or the Synaptic Package Manager utility of Ubuntu

» Compiz Fusion is enabled by default on Ubuntu 8.04 LTS and provides fun, 3D desktop visual effects

2.7 Review Exercise

Question: At the top and bottom of the desktop, you have two bars, called

Answer: At the top and bottom of the desktop, you have two bars, called panels.
Question: Which are the three shortcut icons already present on the top panel?
Answer: Mozilla Firefox, Evolution e-mail client and Ubuntu help.

Question: What is fast user switching?

Answer: Fast user switching is a feature that avoids you having to log off and log on all the time to switch users. It enabl
multiple users to switch quickly while staying

2.8 Lab Exercise

Exercise: You have bank-related information on your computer and want to block others' access to it. Your friend wants to u
your computer for some time. To handle this situation, create a new user account for your friend and use the fast user sw
feature.

1. On theSystemmenu, point toAdministration and clickUsers and Groups TheUser settingsdialogue box opens.
2. In theUser settingsdialogue box, clickAdd User. TheNew user accountdialogue box appears.

3. In the dialogue box, specify the following information:

(a) Type charles in thElsernamebox.
(b) Select Desktop user from tiffro le box.

i. Type charles windsor in theeal namebox.
ii. Type England in théf ce location box.
iii. Type 111111 in thaNork phone box.
iv. Type 99999 in théedHome phonebox.

v. Type password@1 in tHdser passwordbox.
vi. Click Closeto save the settings.

4. Click the fast user switch icon on the top panel. Click charles. The logon screen appears.
5. Type charles in theJsernamebox and password@1 in tliRasswordbox.
6. Your friend can now work on this desktop.

Your friend cannot access your user account because the computer will ask for your password to log on to the account. So,
personal data is safe.
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Chapter 3

Using the Internet

OBJECTIVES

» Connect to the Internet

» Browse the Web

* Use an RSS newsreader

« Send and receive e-mail messages

« Use various tools for instant messaging

* Make phone calls using Softphones

Instructor Notes:
It is recommended to cover all the topics in this lesson. However, if you are running short on time, you can omit the following
optional topics: Using Dial-up, Alternative E-mail Client.

3.1 Connecting to and Using the Internet

The Internet is used by millions of people daily for work and entertainment. Searching for information all over the worlc
corresponding with friends and relatives, participating in discussion forums, reading the news, playing games, has never |
easier... or more accessible.

The means of connecting to the Internet is not always a choice and depends greatly on where you live and/or work and
surrounding infrastructure. The pre-requisites to connect to the Internet are an Internet Service Provider (ISP) subscription &
functional Internet connection in your area. Con guring the Internet connection requires minimal involvement from you. Ubun
supports most connection types. This lesson will cover: Broadband (cable or ASDL), dial-up and direct access through Lc
Area Network (LAN).

Broadband connections are fast and reliable connections that users subscribe to for a monthly fee. Broadband companies
packages with different speed speci cations and bandwidth limits. If you travel and need Internet access, you can purcha
wireless Internet connection. If your computer does not have one pre-installed, you will need to install a wireless card. T
connection is similar to a satellite connection, where data is transmitted through the airwaves.

Dial-up access uses the same lines as your phone connection, except that the parties at the two ends are computers. This is
and cheap connection that uses a phone line to connect to a local server. Your computer dials a phone number that is provid
your ISP and connects to the server. Consequently, you cannot make phone calls while you are connected to the Internet. T
the oldest and slowest means of connecting; carrying out many functions using this mode can be very tedious and frustratin
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3.1.1 Network Manager

The Network Manager on Ubuntu is a simple to use and powerful utility to stay connected with wired and wireless adapters. |
located on the top menubar at the outer right corner. A left-click will reveal if your computer is already connected to a wired
wireless network. In case of a wireless network that is protected by a password, a dialogue will appear and ask for the passv

The password can then be stored in your keyring, where it will automatically be used when needed. However, you may be a
for your keyring password if you have to log out.

Figure 3.1: Network Manager

You can also right-click on Network Manager to enable and disable wireless and wired connections. The connection informa
allows access to the network parameters currently used.

Figure 3.2: Network Manager Connection

If Network Manager does not automatically con gure your network connections, you can fall back to manually con guring then

3.1.2 Using a Cable Connection

1. On theSystemmenu, point ttAdministration and clickNetwork. TheNetwork Settingsdialogue box will be displayed.
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Figure 3.3: Accessing Network Settings

2. Click on theUnlock button and enter your Administrator's password.

3. On theConnectionspage, select the connection to use. Cliioperties. The ethO Propertiesdialogue box will be
displayed.

Figure 3.4: Network Settings

4. Clear theEnable roaming modecheck box to enable the connection.
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Note:

Most broadband providers will use Dynamic Host Control Protocol (DHCP) to provide you with an IP address. If a Static
IP address is required, it will be provided by your network administrator. The following steps are for setting up a static IP
address.

(&) IntheCon guration box, select thétatic IP addressoption.
(b) Type the IP address of your computer in tReaddressbox.
(c) Type the subnetwork (subnet) mask of your computer's IP address 8uthreet maskbox.

Note:
A subnet mask divides a network of IP addresses into groups, which facilitates routing of data.

(d) Type the IP address of your ISP in tBateway addresdox.

Note:
A gateway is a device that connects a user to the Internet. It is provided by the ISP.

Figure 3.5: eth0 Properties

5. Click OK to complete the con guration for the cable connection.
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Figure 3.6: Network Settings

Now, you can connect to the Internet by using the cable.
If your internet provider uses DHCP (Dynamic Host Connection Protocol) you simply need toAeadectatic Con guration
(DHCP) from theCon guration drop down menu.
3.1.3 Using a Wireless Card

Ubuntu automatically detects support for various wireless cards.

1. On theSystemmenu, point tcAdministration and then clickNetwork. The Network Settings dialogue box will be
displayed.

2. If the wireless card on your computer is listed, you can use the same procedure as listddsimgh€able Connection
section to connect to the Internet.

Figure 3.7: Choosing a Wireless Connection

Alternatively, left-click on Network Manager and discover any detected wireless networks in range.
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Nice to Know:
To view the complete list of wireless cards that work with Ubuntu, refer to: https://help.ubuntu.com/community/Wi Docs/-
WirelessCardsSupported.

Some wireless cards are not listed on the Ubuntu Web site because open source drivers for these are not available. Ther
these cards do not work automatically with Ubuntu. If your wireless network card does not have an open source driver, you
make it work by usingqndiswrapper.

Using Ndiswrapper with a Wireless Card Ndiswrapper is a Linux module that allows Ubuntu to use Microsoft Windows
drivers for wireless cards. The utility to con gure ndiswrapper can be installed comfortabAddéremove Applications The
Windows Wireless Driverssetup programme can be foundSgstem Administration.

3.1.4 Using a Dial-up Connection

A dial-up connection uses a modem to connect to the Internet. You can use the ScanModem tool to identify the type of mod
This tool recognises the type of modem-whether it is a Peripheral Component Interconnect (PCI) or a Universal Serial Bus (U
modem.

Nice to Know:
To download the ScanModem tool, refer to: https://help.ubuntu.com/community/DialupModemHowto/ScanModem.

1. Download, con gure and install your modem's driver. If an open source driver is not available, contact your vendor fc
other options.

Note:
To download the open source driver, refer to www.modemdriver.com.

2. CONFIGURE THE DIAL-UP CONNECTION TO YOURISP:

(@) On theSystemmenu, point toAdministration and click Network. The Network Settings dialogue box will be
displayed.

(b) In the Network Settings dialogue box, seledlodem connectionand click Properties. The ppp0 Properties
dialogue box will be displayed.

Figure 3.8: Network Settings

(c) InthepppO Propertiesdialogue box, select thenable this connectioncheck box to activate the connection.
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(d) Specify your ISP's information and your account information, which you can obtain form your ISP.
Type the phone number in tighone numberand the dial pre x in theDial pre x box, which the modem uses to
connect to the server. Type your dial-up account name itugernamebox and the password in thiRasswordbox.
The user name is the one that is registered with your ISP.

(e) Specify the modem setting on the Modem tabbed page. Clidtitiem tab. Type or select the modem port in the
Modem port box. Select the dial type from th2ial type box. You can select the types of phone dial used irtizé
type box. Dial type depends on your phone company and majobesor Pulses If you do not know which dial
type to choose, contact your phone company. Irrespective of the dial type, the modem will make some noise wt
connecting to the ISP server. You can set the volume of this noise by selecting the appropriate volume options fr
the Volume box-it is recommended that you sel€ff or Low.

(f Specify the connection settings. Click tptions tab and select thBet modem as default route to Internetcheck
box to specify the dial-up modem as the default Internet connection. If you use a laptop on a local area netwc
(LAN), clear theSet modem as default route to Internetcheck box. Select this option only if you use a dial-up
connection.
As part of modem connection settings, you need to assign a host name to an IP node to identify it as a TCP
host. You can select your ISP server for this name resolution of hosts, which maps a host name to an IP add
successfully. For this, select thise the Internet service provider nameserversheck box.
If the Internet connection breaks, your modem will automatically try reconnecting to the InterneRiétheif the
connection breaks or fails to startcheck box is selected.

(g) Click OK to complete the dial-up con guration.

Figure 3.9: pppo Properties

Now, you can connect to the Internet using a dial-up connection.

Instructor Notes:

If students need to connect to the Internet with the modem integrated into a mobile phone or con gure Point-to-Point (PPP)
dial-up through a Bluetooth-compatible mobile phone, refer to: https://help.ubuntu.com/community/BluetoothDialup.

To connect to the Internet through a mobile phone over a USB cable, refer to: https://help.ubuntu.com/community/CableDialup.

3.2 Browsing the Web

Mozilla Firefox is the default web browser on Ubuntu. It is open sourced, developed by the Mozilla Corporation and mal
external contributors and is fully compatible with Ubuntu. To open a Firefox Web browser, épfiieations menu, point to
Internet and clickFirefox Web Browser.
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Figure 3.10: Launching Firefox Web Browser

Firefox includes two powerful features that make your online experience more productive - an integrated search system
bookmarking.

Instructor Notes:
Ask students to open this browser and try performing a search.

Integrated SearchThis feature enables you to search for and nd any information. The Search bar comes pre-loaded with sea
engines for Google, Yahoo!, Amazon, eBay, Answers.com and Creative Commons. You can enter a search term in the Se
bar and receive immediate answers from the search engine you choose. You can select a new search engine from the Seat
menu at any time and add search engines from favourite Web sites.
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Figure 3.11:Available Search Engines

Search Suggestion3o further ease your search-related tasks, some search engines such as Google, Yahoo and Answers.cc
Firefox, suggest search terms. Begin typing into the Search bar and a list of suggestions will appear.

For example, if you typ&ing in the Search bar, a list of suggestions to complete your search keyword is displayed. So inste.
of typing the complete term, you can select the required term from the list. This makes the search easy and quick.

The following graphic shows a list of suggestions, when you start typing in the Search bar:

Figure 3.12: List of Suggestions

Bookmarks If you come across an interesting Web site over the Internet and would like to keep it for future reference, witho
trying to remember the URL, create a bookmark. The next time you are online, simply click the link to go to that Web page. Y
can view Web feeds such as news and blog headlines in the bookmarks toolbar or menu. A Web feed or feed is an XML \
page that contains a list of links to other Web pages. You can quickly review the latest headlines from your favourite sites
click to go directly to chapters of interest.

Note:
A Bookmark in Firefox, similar to favourites in Internet Explorer, is a useful browser feature.
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1. Open the Firefox Web browser. On tBeokmarks menu, click orBookmark this page
2. The Bookmarks dialog box will appear. Select a location to save the new bookmark and add any tags (keywords).

3. Click Doneto save your bookmark.

To sort your bookmarks and create new folders, or categories, sigahize Bookmarksfrom theBookmarks menu.

3.3 Using an RSS feed reader

News feeds allow you to see when a Web site has added new content. You can get the latest headlines as soon as it is pub
without having to visit the website. These news feeds are known as RSS or Really Simple Syndication.

3.3.1 Liferea Newsreader

Instructor Notes:
While teaching, demonstrate how to access Liferea.

Liferea is an online RSS feed reader. It is a fast, easy-to-use and easy-to-install news accumulator for GTK/GNOME.

Note:
You can install Liferea on Ubuntu using the Synaptic Package Manager by following the procedure described in Using Alter-
native E-Mail Client section.

The Web sites that offer RSS feeds display an RSS feed symbol next to its URL.

Figure 3.13: Identifying RSS Feed Providing Web Sites

Accessing Liferea
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Note:
You have to search the Web site that offers RSS feeds to access Liferea. Look through the complete list of newsgroups on your
server to search for the group that interests you.

1. Open the Web page that offers RSS feeds.

Figure 3.14: Opening RSS Feed Web Page

2. On this Web page, search for the link that offers RSS feed. Click the link and save the URL of that link. This URL will b
the feed.

Figure 3.15: Searching the Link
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3. Open Liferea. On thApplications menu, point tdnternet and clickLiferea Feed Reader.

Figure 3.16: Launching Liferea Feed Reader

4. To subscribe to the feed, right-click anywhere on the left-pane of the Liferea window, point to New andealcBub-
scription. TheNew Subscriptiondialogue box will be displayed.
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Figure 3.17: Subscribing to RSS Feeds

5. In theNew Subscription dialogue box, paste the URL, which is the feed, and ditk. You will see a new feed in the
Liferea window.

Figure 3.18: Entering Feed Source

The following graphic shows the new feed in Liferea.
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Figure 3.19: Viewing New Feeds

1. Liferea Feed Reader has multiple RSS subscriptions by default.
2. If you do not want a chapter to be deleted after some time, you can ag it and tag it as an important item.
3. You can use the search function to search through the downloaded items to quickly access the information needed.

4. You can also use an online search engine to search for additional news.

Instructor Notes:
The change in feeds properties is required if it needs HTTP authentication or other feed speci c options.

3.4 Sending and Receiving E-Mail Messages

Evolution is the default e-mail client for Ubuntu. It combines mail, calendar and tasks in one powerful application.

3.4.1 Using Evolution Malil

Instructor Notes:
The focus of this section is to con gure Evolution e-mail client with Post Of ce Protocol (POP) as the sending server. If the

students want to learn more, they can refer to: https://help.ubuntu.com/community/EmailClients.
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1. On theApplications menu, point tdnternet and clickEvolution Mail .

Figure 3.20: Launching Evolution Mail

Nice to Know:

The .evolution directory is created in the home directory when you run Evolution for the rst time. It saves its local data
in this directory. Then, it opens a rst-run assistant to help you set up the e-mail accounts. User speci ¢ settings for
evolution are also stored in .gconf/apps/evolution

The Evolution Setup Assistantis displayed and guides you through various steps to enable Evolution to connect to you
e-mail accounts and import les from other applications. Chelward.

Figure 3.21: Con guring New E-mail Account
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2. Evolution offers an integrated backup system. If you migrate your Evolution data from one system to another, use t
dialogue. On thdRestore from backup page, you can restore the backup les such as, e-mails, memos, address bool
personal les and many more from your older version of Evolution.

Figure 3.22: Restoring Evolution

3. Ontheldentity page, type your full name in tHeull Name box and your e-mail address in tkemail Address box. This
is the e-mail address that your ISP provides. Your Evolution account is con gured with this information FGliekrd .
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Figure 3.23: Setting up Account ldentity

Note:
You can skip the information in the Optional Information section. You are required to type the information in the Reply-

To and Organisation boxes, only if you want to include this in the e-mail messages you send. In Reply-To box, you can
type your name, favourite quotes or any other information and, in the Organisation box, type any name such as that of

your organisation, school or college.

4. OntheReceiving E-mailpage, in th&Server Typebox select the type of server your ISP provides. Evolution is compatible
with numerous server types, but POP is commonly used to receive e-mail messages.
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Figure 3.24: Selecting Server Type for Receiving E-Mail

Note:
If you do not know the server information, you should contact your system administrator or ISP.

(a) SelectPOP from the Server Type box to connect to and download mail from POP servers. The Receiving E-mail
page will further prompt you for the con guration information.

Note:
For more information about server types, refer to: https://help.ubuntu.com/community/EmailClients.

(b) Type the receiving e-mail server name in 8&rver box and your account user name in theernamebox. This is
not your login name to your PC but your login name to your ISP's e-mail account.

(c) IntheSecurity section, you can seleEncryption or No encryptionin theUse Secure Connectiobox. Encryption
makes the message unreadable by anyone other than the intended recipient.

(d) SelectPasswordin the Authentication Type box or click Check for Supported Typesto have Evolution check for
supported authentication types. The crossed out authentication types are not supported. Generally, the passwc
the way you authenticate with the server.

Note:
Contact your system administrator or ISP to know about the authentication type supported.

(e) Click Forward.
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Figure 3.25: Providing POP Server Information

5. On theReceiving Optionspage , select the following options, if required:
(a) To automatically check e-mail messages after a particular interval of time, Aeteatatically check for new mail
every check box. Specify the duration of the interval in th@nuteslist.

(b) IntheMessage storagsection, seledteave message on servatheck box, if you want to leave a message on the
server.

(c) SelectDisable support for all POP3 extensiongheck box, if you want to disable POPS3.
(d) Click Forward.
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Figure 3.26: Specifying Mail Checking and Storage Options

6. On the Sending E-mail page, specify the information according to the way you want to send e-mail messages. Selec
outbound mail server in th&erver Typebox.

(a) There are two methods you can use to send e-mail messages, SMTP and Programmes Send Mails. SMTP i
common method that is used to send e-mail messages. S&d® as your outbound mail server type in tBerver
Type box.

(b) Specify the outbound server con guration:
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Figure 3.27: Providing SMTP Server Information

i. Type the host address in tiserverbox. This is the address of the outbound server that your ISP provides.
ii. Specify how you want the server to authenticate. SeBmatver requires authenticationcheck box, if your
server requires authentication. You will be asked to select your authentication typeTiyppidi®ox. You can
also clickCheck for Supported Typesto have evolution check for supported types.
iii. Type the evolution account user name in thisernamebox.

iv. SelectRemember Passwordcheck box, if you want evolution to remember your password. Then, Elick
ward. TheAccount Managementpage is displayed.

7. It is possible for Evolution to access multiple e-mail providers. To differentiate between them, you can give each e-m
provider a name. Type a name for this con guration or your account ifNrae box. You can type any name you prefer
as this is only for your reference. Then, cliekrward.
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Figure 3.28: Providing Account Information

8. On theTimezonepage, select the time zone you are in, either on the map or fro®eleetionlist. Click Forward.

Figure 3.29: Specifying Timezone

9. Con guration is done. Cliclpply to save your settings. The Evolution window will be displayed.
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Figure 3.30: Evolution

Note:
For more information on how to use the Evolution e-mail client, refer to: https://help.ubuntu.com/8.04/internet/C/email.html.

3.4.2 Using an Alternative E-Mail Client

In addition to Evolution, you can use many other e-mail clients, such as Mozilla Thunderbird, Balsa and Pine. If you have be
using the Mozilla Suite, you may prefer to use Thunderbird which is very similar. Try them both and see which you prefe
Mozilla Thunderbird is an e-mail application developed by Mozilla Foundation. It is a free, cross-platform e-mail and nev
application.

Nice to Know:
Mozilla Suite is a cohesive collection of integrated Internet applications, including a Web browser, e-mail and newsgroup client,
Internet Relay Chat (IRC) chat client, address book organizer and Web page creation utility.

The Thunderbird e-mail application is available in the Universe repository and can be installed on your computer from t
Synaptic Package Manager.

1. OntheSystemmenu, point tcAdministration and selecBynaptic Package ManagerTheSynaptic Package Manager
window will be displayed.
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Figure 3.31: Launching Synaptic Package Manager

2. In theSynaptic Package Managedialogue box, you can select the package you need. The left pane lists the categorie
and the right pane lists the packages. You can search for the package by clicking Search and specifying its name. If
do not know the name of the package, select the category in the left pane to Iter the list of packages. You can then se
the check box next to the required package in the right pane.

Nice to Know:
If you want to view the installed and uninstalled packages, click Status. To know the source repository of the package,
click Origin . Click Custom Filters if you want to know whether a package is broken or can be upgraded.

3. Click Search TheFind dialogue box opens. Type the name of the packabenderbird , in the Search eld and click
Search The Mozilla Thunderbird package displays in the right pane oByaptic Package Managewindow.
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Figure 3.32: Searching Thunderbird

Note:
To return to the list of categories after searching the packages using Search, click Sections .

4. Select thévlark for Installation check box to install the package.
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Figure 3.33: Marking Thunderbird for Installation

5. The package that you choose to install may depend on other packages. In this case, you are noti ed about the depende
To continue making the changes required to resolve the dependenciedalick

6. To con rm that you want to make the marked changes, chpkly.

Figure 3.34: Con rming Changes

7. TheSummary dialogue box opens, prompting you for a nal check before making the marked changes A@filk to
continue with the changes.
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This completes the procedure of installing Thunderbird by using Synaptic Package Manager. To access Thunderbird
the Applications menu, point tdnternet and clickMozilla Thunderbird Mail/News .

This displays the Thunderbird window.

Figure 3.35: Launching Mozilla Thunderbird Mail/News
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Figure 3.36: Thunderbird Window

Features of Thunderbird Thunderbird features many enhancements to help you better manage your inbox, send emails &
organise your correspondence.

Some of its key features are:
 Stop Junk Mail If you are tired of spam and annoying advertising in your Inbox, Mozilla Thunderbird provides effective tools

for detecting junk mail. These tools analyse your e-mail message and identify those that are most likely to be junk. Your jt
mail can be automatically deleted or placed in a speci c folder.
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Figure 3.37: Stopping Junk Mail

1. On theTools menu, clickJunk Mail Controls . TheJunk Mail Controls window will be displayed.
2. Click theAdaptive Filter tab. Select th&nable adaptive junk mail detectioncheck box and cliclOK

« Customise your mail You have three column views to access you e-mail messages: Classic, Wide and Vertical view.

Figure 3.38: Customising the E-mail View

« Built-in Spell Checker To check for correct spelling, clicRpell on the toolbar.
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Figure 3.39: Spell Checker

 Security Thunderbird provides enhanced security features, which is equivalent to enterprise and government-grade securi
offers built-in support for Secure/Multipurpose Internet Mail Extensions (S/MIME) secure e-mail message.

» ExtensionsExtensions are powerful tools to help you build a mail client that meets your speci ¢ nheeds. Mozilla Thunderbir
has several features, such as quick search, a smart address book, advanced message ltering and more.

» News ReaderMozilla Thunderbird makes it easier to subscribe to your favourite newsgroups, downloading headers a
messages and of ine support.

Figure 3.40: Thunderbird as a Newsgroup
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» ThemesAs with most elements on Ubuntu, you can personalise the themes to change the look and feel of Mozilla Thunderb
A theme can change the toolbar icons or the complete appearance of an application.

 Cross-Platform Support Thunderbird is used on various platforms, such as Ubuntu, Microsoft Windows, Mac OS X anc
Unix-based operating systems.

3.5 Instant Messaging

E-mail message is not expected to be real-time, which means you can respond to it when time allows. But when 'Immediacy
required, instant messaging (IM) is the way to go. Using IM over the Internet can bring down costs of long distance phone c
when you want to stay in contact with friends. While in of ce, if you want an answer to a simple question, IM facilitates quicl
and easy communication and reduces the amount of e-mail messages sent and received in a day. IM also enables you to \
person using Web-cams or talk over the Internet for free.

The default instant messenger client on Ubuntu is Pidgin, a cross-platform instant messenger that supports various po
IM network protocols. Using Pidgin, you can communicate with people who use America Online (AOL) Instant Messeng
(AIM/ICQ), Gadu-Gadu, GroupWise, IRC, Jabber, MSN, Napster and Yahoo. It allows you to list all your friends in one windov
Pidgin users can log on to multiple accounts on multiple IM networks simultaneously. This means that you can chat with frier
on AlM, talk to a friend on Yahoo Messenger, and sit in an IRC channel, all at the same time. Pidgin supports many featu
of the various networks, such as le transfer, away messages, typing noti cation, and MSN window closing noti cation. A fev
popular features are Buddy Pounces, which give the ability to notify you, send a message, play a sound or run a programme \
a speci ¢ buddy goes away, signs online or returns from idle.

1. On theApplications menu, point tdnternet and clickPidgin Internet Messenger The Accountsdialogue box with a
welcome message will be displayed.

Figure 3.41: Launching Pidgin Internet Messenger

2. Click Add to con gure your any existing e-mail account on Pidgin. Tkad Account dialogue box will be displayed.




Ubuntu Desktop Training
82 /360

Figure 3.42: Adding a New IM Account

3. In theAdd Account dialogue box, select the protocol, which is your e-mail account server name frademdtaeol box.
The protocol is the name of the server you want to use for chat. Type your selected protocol's e-mail |[3anetbie
namebox and the corresponding password. Type your nick name that you would like to be known by while chatting in tt

Local aliasbox. Click Saveto create the account. Tiecountswindow will be displayed.

Figure 3.43: Providing Basic Account Information

4. You can see the newly created account with a check mark indicating that it is activediodtentswindow. Click Close
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Figure 3.44: Viewing Added Accounts

Note:
If you want to add another e-mail account, click Add in the Accounts window and perform steps 1-4.

5. Now, click thePidgin icon on the top panel of the desktop to view Beddy List window for your current account.
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Figure 3.45: Viewing Buddy List

6. To start using Pidgin, on thHeuddies menu, clickNew Instant Message The New Instant Messagewindow will be
displayed.
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Figure 3.46: New Instant Message

7. To interact with other users, type the screen name or alias of the person you would like to chat witkamtneox and
click OK. An IM window will be displayed.

Figure 3.47: Specifying Buddy Name

8. You can use the box at the bottom of the window to type your messages and press Enter to send them. This is how yol
start your conversation.
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Figure 3.48: IM Window

Nice to Know:

You can change the appearance of Pidgin by adding additional features, such as changing its graphical interface and
theme to it. The packages required to do this are Pidgin-gui cations, Pidgin-libnotify and Pidgin-themes. You can install
these packages from Synaptic Package Manager by following the procedure listed in the Using Alternative E-Mail Client
section.

3.6 Making Phone Calls Using Softphones

A softphone is a software programme that is used to make telephone calls over the Internet using a computer instead of
a regular phone. Your service provider may offer computer-to-computer calls for free, but PC-to-phone and phone-to-PC ¢
usually are charged. You need to have the same communication protocol and use a common audio codec to communicate
another person. The audio codec de nes how voice is translated into digital signals. Examples of SIP softphones are Ekiga,
Express Router and many more.

You use a softphone with a headset connected to the computer or with a USB phone. The features of softphone include all stat
telephony features, such as mute, ash, hold and transfer. It also includes new features, such as presence, video, wideband
and many more. The softphone requirements to make voice calls over the Internet are a computer with a microphone and spe
a headset or USB phone, Internet connectivity and an account with an Internet telephony service provider.

Nice to Know:
Skype, Google Talk and Vonage are Internet telephony service providers whose software you would need to install on your
computer. But these three providers are not interoperable, and you cannot place a direct call between them.

The con guration of Ekiga is described below.

3.6.1 Using Ekiga

Ekiga is an open source softphone application for Ubuntu. It is a free Voice over IP (VoIP) and video conferencing applicatit
VoIP routes voice conversations over the Internet or through any other IP-based network. You can use Ekiga to call, send in:
messages and be contacted by other Ekiga users.
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The First Time Con guration Assistant helps you con gure Ekiga. It appears automatically when you open Ekiga for the rs
time.

1. OntheApplications menu, point tdnternet and clickEkiga. TheCon guration Assistant page will be displayed. Click
Forward.

Figure 3.49: Launching Ekiga Softphone

2. OnthePersonal Information page, type your full name in tHelease enter your rst name and your surnamebox. The
name that you specify is used for display purposes when you connect to other audio or video applicatiofrer@iol.

Figure 3.50: Specifying Display Name

3. On theekiga.net Accountpage, type your Ekiga's account user name and password that you use to log in to your existir
Ekiga account. You will get this detail from the ekiga.net free SIP service. Elickvard.
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Figure 3.51: Specifying ekiga.net Account Username and Password

Note:
If you do not have an SIP account, you can click the link Get an ekiga.net SIP account on the page to create an SIP

account on ekiga.net.

4. On theConnection Typepage, select the type of Internet connection you are using on your computer frafletse
choose your connection typéox. This connection type determines the best quality settings that Ekiga will use during
calls. If you do not know the connection type, contact your system administrator. F&lrekard. You can change these

settings later.

Figure 3.52: Selecting Connection Type

5. On theNAT Type page, clickDetect NAT Type. It informs you which Network Address Translation (NAT) type was
detected and automatically con gures Ekiga to transparently cross your router. So, NAT avoids all the problems associc

with reserving IP addresses. CliEbrward.
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Figure 3.53: Selecting NAT Type

Note:
To learn more about NAT, refer to: http://en.wikipedia.org/wiki/Network_address_translation.

6. OntheAudio Manager page, select the audio manager, which is the plug-in, according to the sound card of your comput
The audio manager is a plug-in that manages your audio device and is dependant on the operating system on your com|
Though it is recommended to use ALSA, you should check with your your system administrator to identify the approprie

audio manager for the audio device that you want to use. Then,Ftickard .

Figure 3.54: Selecting Audio Manager

7. Ekiga requires audio output and input devices to play and record sound les. The audio output device is used to play at
and audio input device to record your voice. So, onAbdio Devicespage, select the audio output and input devices. For
example, headset or speakers are the output device and your microphone the audio input device. Nias} Siettings

to check the functionality of audio devices and the ckakward.
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Figure 3.55: Selecting Audio Devices

8. On theVideo Manager page, select the video manager, which is the plug-in used to manage your video devices. You ¢
select Video4Linux to manage Webcams or AVC / DC for Firewire cameras. Etickard.

Figure 3.56: Selecting Video Manager

9. On theVideo Devicespage, select the video input device from Please choose the video input devideox. The video
input device is the device managed by the video manager that will be used to capture video. If you do not want to do vic
conferencing or if you do not have a video device, you may skip this page.

Click Test Settingsto ensure that your video device works with Ekiga. Cliakward.
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Figure 3.57: Selecting Video Devices

10. The con guration of Ekiga is how complete. This window displays a con guration summary of the settings you hav
selected. You can verify your settings here. If you want to make any modi cation, navigate to the required page by usi
Back andNext and make appropriate changes. Cligiply to save the con guration.

Figure 3.58: Account Con guration Summary

The Con guration Assistant will close.

Note:
After installing Ekiga, if you want to modify any con guration, you can run the con guration assistant again by Prefer-
ences on the Edit menu in the Ekiga window.
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Nice to Know:
For more information on Ekiga, refer to http://www.ekiga.org.

The Ekiga window will be displayed. It is the default softphone application available on Ubuntu.

Figure 3.59: Ekiga Window

MAKING CALLS USING EKIGA

From Computer to Computer Using Ekiga, you can call anyone who is registered to the public SIP provider and uses Sl|
software or hardware. You can use the online address book of Ekiga to nd the SIP addresses of other Ekiga users. It |
course possible to call non-Ekiga users, registered to any public SIP provider. To make calls, type the URL address of
user you wish to call in theip: : input box and click the connect icon on the right of the text box. With the default setup,
you can simply typesip:foo to call usefoo@ekiga.net

From Computer to Regular Phones You can use Ekiga with multiple ISPs. There is a charge for this service so you will need
to create an account with the provider rst. After the account is created, you will receive a login and a password by e-mz
Simply enter them in the Ekiga dialogue box, seldse PC-To-Phone servicand you are ready to call regular phones
using Ekiga. With the default setup, you can simply sipe0091112953595 call the real phone number 003210444555,
00 is the international dialling code, 91 is the country code and 1129535955 is the number to call.

From Real Phones to Computer You can also use Ekiga to receive incoming calls from regular phones. For this, you have
to login to PC-To-Phoneaccount and purchase a phone number. Ekiga then rings, when people call you at that pho
number.

Note:
To learn more about making phone calls by using Ekiga, refer to http://www.ekiga.org/index.php?rub=3.

3.6.2 Skype

Skype is another softphone that can be used on Ubuntu to make calls over the Internet. The source code of Skype is proprit
but the software is free to use. Your calls go through distributed servers and not through a central server. To accomplish
Skype uses a decentralized peer-to-peer technologies and its own proprietary communication protocol. Skype uses encr
communication, which means all communications are encrypted from end-to-end so that others cannot listen in. We will not
into detail over Skype communication here.
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3.7 Lesson Summary

In this lesson, you learned that:

* You can connect a computer to the Internet using cable, wireless and dial-up connections.

* Mozilla Firefox is an open source, powerful and secure Web browser. It is available for free and is the default browser
Ubuntu.

« Firefox includes two powerful features that make your online experience better and more productive -integrated search sy
and bookmarking.

« Liferea is an RSS feed reader, which offers useful features to manage your newsgroup subscription.
 Evolution is the default e-mail client for Ubuntu.

« Mozilla Thunderbird is the e-mail application developed by Mozilla Foundation. It is a free, cross-platform e-mail and nev
client.

» The default instant messenger client on Ubuntu is Pidgin. Itis a cross-platform instant messenger that supports multiple poy
IM network protocols.

 Ekiga is the default open source softphone application for Ubuntu.

3.8 Review Exercise

Question: What are the three main ways to connect to the Internet?

Answer: The three main ways to connect to the Internet are through cable, wireless and dial-up connections.
Question: Which tool is used to identify a modem on Ubuntu?

Answer: The ScanModem tool is used to identify a modem on Ubuntu.

Question: Why do you require a bookmark in Firefox?

Answer: Mozilla Firefox uses a bookmark for quick access to saved Web addresses.

Question: What is a feed?

Answer: A feed is an XML Web page that contains a list of links to other Web pages.

Question: Match the following:

1) Evolution a) Web browser

2) Firefox b) Mail client

3) Ekiga ¢) Instant messenger
4) Pidgin d) Phone calls

Answer: 1-b, 2-a, 3-d and 4-c

Question: You can get an SIP address from

Answer: You can get an SIP address frartip://www.ekiga.net

Question; The source code of Skype software is , but the software is to

Answer: The source code of Skype software is proprietary, but the software is free to use.
Question: Which of the following is an RSS feed reader?
A. Ekiga

B. Liferea
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C. Pan

D. Skype
Answer: B. Liferea

Question: Which of the following is proprietary software?
A. Skype
B. Ekiga

C. Liferea

D. Firefox

Answer: A. Skype

3.9

Lab Exercise

Exercise 1You use Liferea as a newsreader on your computer. Recently, you met a friend who informed you about a Web
that offers RSS feed$jtp://www.lifehacker.comNow, you want to con gure Liferea for the latest updates from this Web site.

. Open the following Web sitettp://www.lifehacker.comThis site offers RSS feeds.

. In the left pane, undayndication, click Full content (with ads). Save the URL in théddress bar of Mozilla Firefox.

This URL, http://feeds.gawker.com/lifehacker/fui the feed.

. Open Liferea.
. Right-click in the left pane, point tdew and clickNew Subscription TheNew Subscriptiondialogue box is displayed.

. In theNew Subscriptiondialogue box, type the saved URittp://feeds.gawker.com/lifehacker/falhd click OK.

Exercise 2You want to chat with your friend, who uses Google talk (gtalk). Con gure Pidgin to chat using gtalk.

R

On theApplications menu, point tdnternet and clickPidgin Internet Messenger
On theAccountsmenu, clickAdd/Edit. TheAccountswindow is displayed.
In theAccountswindow, click Add. TheAdd Account window is displayed.

In theAdd Account window, seleckmpp from theProtocol box, type your gtalk e-mail id in thBcreen namebox, your
account password in tHeasswordbox and your nickname in tHeocal alias box. Click Save

You are now connected to the gtalk server.
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Chapter 4

Using OpenOf ce Applications

OBJECTIVES

« Perform basic word-processing functions using OpenOf ce.org Writer.

» Perform basic spreadsheet functions using OpenOf ce.org Calc.

* Create and view multimedia presentations using OpenOf ce.org Impress.
 Perform basic drawing operations using OpenOf ce.org Draw.

« Create and edit formulae using OpenOf ce.org Math.

Instructor Notes:
It is recommended to cover all the topics in this lesson. However, if you are running short on time you can omit the following
optional topics:

* OpenOf ce.org Draw
¢ OpenOf ce.org Math

Students, who are familiar with of ce applications, may want further exposure to these applications. However, ensure to
conclude the lesson within the permitted time span.

4.1 Introducing the OpenOf ce.org Suite

OpenOf ce.org is the default of ce application suite provided with Ubuntu. This is a free, open source of ce software suite the
comprises all the features normally expected in an of ce suite. It is not just a collection of separate software programmes; it
been designed as a complete of ce package, in which all applications have a similar look and feel and common tools.

The OpenOf ce.org suite is available in more than 30 languages and can run on many operating systems, including Lin
Microsoft Windows, Solaris and Mac OS X. It is also compatible with all other major of ce suites, including Microsoft Of ce,
which makes it easy for you to create, open, save and exchange documents with friends and colleagues in Microsoft O
formats.

Another key feature of the OpenOf ce.org suite is that all the applications save in the OpenDocument format, which is the n
international standard for of ce documents. This Extensible Markup Language (XML) based format enables you to access'y
data from any OpenDocument-compliant software.

Nice to Know:
For more information on the history and development of OpenOf ce.org, please visit http://en.wikipedia.org/wiki/Openof ce.org .
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The OpenOf ce.org software suite includes the following applications to help you handle your work effectively:

» OpenOf ce.org Writer

e OpenOf ce.org Calc

» OpenOf ce.org Impress
* OpenOf ce.org Base

* OpenOf ce.org Draw

e OpenOf ce.org Math
To ACCESS THEOPENOFFICE.ORG SUITE

» On theApplications menu, point tdOf ce and then click the OpenOf ce.org application you want.

Figure 4.1: Accessing OpenOf ce.org

4.1.1 OpenOf ce.org Writer

Writer is the word processor of the OpenOf ce.org suite. It provides powerful functions and tools to do anything from writing
small letter to creating an entire book that contains charts, graphics, images, tables and an index. Complex desktop pubilis
tasks, such as creating multicolumn newsletters and brochures are also on hand.

4.1.2 OpenOf ce.org Calc

Calc is a powerful spreadsheet that contains all the tools necessary to calculate, analyse, summarise and present data in th
of reports or charts. It has a wide range of advanced functions such as entering complex formulae, pulling in external data
performing statistical analyses.
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4.1.3 OpenOf ce.org Impress

Impress is a presentation programme designed to create effective multimedia presentations. It provides a range of tools to ¢
presentations with 2D and 3D graphics, clip art, graphics, special effects and animations.

4.1.4 OpenOf ce.org Base
Base is a database programme used to store contact and account information, create and modify tables, forms, queries and r

Accessing data stored in a wide variety of database le formats is also available. Base will not be covered in detail in this coul
For more information on base, please refer to www.openof ce.org/product/base.html

4.1.5 OpenOf ce.org Draw

Draw is a vector graphics editor that provides tools to create anything from simple graphics to dynamic 3D illustrations a
special effects.

4.1.6 OpenOf ce.org Math

You can use Math for creating and editing mathematical equations by using a graphic user interface or by directly typing
formula into the equation editor. The formula created in this manner can then be inserted into other OpenOf ce.org programn
such as Writer, Calc and Impress.

Note:

Using a new OS and especially a new of ce application suite is not as daunting to pick up as you may think. With OpenOf ce,
most of the operations are very intuitive. Think of a new suite as moving to a new house; all your old cutlery, plates and dishes
are in your kitchen cupboards, you just need to get used to the new kitchen arrangement!

4.2 Using OpenOf ce.org Writer

4.2.1 Key Features of OpenOf ce.org Writer

You may already be familiar with many of the features of this application so only a few of them are included here.

Writing OpenOf ce.org Writer offers a variety of useful features to help you create basic text documents as well as long a
complex or multi-part documents that may include components such as bibliographies, reference tables and indexes. Sor
these features are:

 Spellchecker: The spellchecker feature facilitates error-free writing by enabling you to check your entire document, includir
the header, footer, index entries and footnotes, for spelling errors. It even allows you to identify a misspelled word fron
speci ¢ selection of the document, lists suggested words for replacing the misspelled word and provides you the option to
a new word to the existing user dictionary.

» Thesaurus: The thesaurus helps you enhance the quality of your writing and make it more effective by allowing you to nd
more appropriate synonym for a selected word.

» Autocorrect: Autocorrect is a software function that enables you to reduce your typing effort by automatically correctin
common spelling and typing errors. This feature also allows you to automatically apply correct formatting to the text or ins
special characters by recognizing particular character usage.

» Hyphenation: You can use the hyphenation feature to insert hyphens in words that are too long to t at the end of a line.
searches the entire document and suggests hyphenation that you can either accept or reject.
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« Mail merge: The Mail merge feature allows you to create multiple personalised form letters, labels, envelopes, faxes a
e-mail messages by using a form letter template and an address database.

Designing and Structuring OpenOf ce.org enables you to design and structure your text document by using an assortment
features, including:

* Style and Formatting window: The Style and Formatting window is one of the common features available in the OpenOf ce.
org package that can be used consistently in all the applications included in the package. You can use this window to cre
assign and modify styles for paragraphs, lists, individual characters, frames and pages.

« Navigator: Provides you with an outline view of the entire document and allows you to quickly navigate inside the documer
You can also use Navigator to track the objects and elements that are already inserted and to insert new elements int
document.

« Indexes and Tables:Enable you to insert an index, a table of contents or a bibliography reference in your text document. Yc
can also customise the inserted tables and indexes by de ning their structure and appearance.

Desktop PublishingThe following features can help you create professionally styled documents, such as brochures, invitatic
and newsletters:

» Text Frames: Acts as a container for text and graphics and can be placed anywhere in a document. You can also use tt
frames to apply a multi-column layout to your document and render a professional look and style to it.

« Graphics: Allows you to insert a graphic object into your text document from a gallery, a le or any other OpenOf ce.org
application.

« Tables: OpenOf ce.org Writer also enables you to create or insert a table into a text document.

Drawing The drawing functions make it easy for you to create many types of drawings and graphics directly in your te
document. You can use the Drawing bar to add various shapes, lines, text and callouts to a current document.

Drag and Drop This unique feature allows you to drag objects from one location to another in the same document, from o
OpenOf ce document to another and from the Gallery to your OpenOf ce document.

The Help Function This is a complete reference for your Writer.

4.2.2 Performing Basic Word-Processing Tasks

You can perform a number of word-processing tasks, such as writing, editing, formatting, reviewing and printing documer
using OpenOf ce.org Writer. The word processor also allows you to use various templates, apply different styles to your do
ment, control your page layout and insert, edit and create graphics inside your text document. Instructions to perform som
the basic word-processing tasks in Writer are described in the following sections.

Entering and Formatting Text OpenOf ce.org Writer is primarily used for writing and formatting text. You can enter text using
your keyboard and then apply a variety of formats to the text, as per the document's requirements.

1. OntheApplications menu, point tdf ce and then clickOpenof ce.org Word Processor. A blank text document opens.
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Figure 4.2: Launching Writer

2. Depending on what you want to do, you can either create a letter, memo, note or an entire novel from scratch, or you
start with a prede ned template or sample that is suitable for your requirements.
To access the templates and samples, offrileemenu, point tdNew and then clickilemplates and DocumentsAlterna-
tively, you can press SHIFT+CTRL+N. TRHemplates and Documentslialogue box opens.

Figure 4.3: Accessing Templates and Documents

3. You can view the various categories of available templates in the middle column of the Templates and Documents dialo




Ubuntu Desktop Training
100/ 360

box. If you want to use a template to create your document, you can double-click a category. This will display the varic
templates associated with that category. Select a template of your choice and then start working on it.

However, you may also decide to work with the default blank document. To continue working with the blank documer
exit theTemplates and Documentgslialogue box by clickingClosein the top-right corner of the dialogue box.

Figure 4.4: Accessing Templates

Instructor Notes:
If students need to know more about using samples and templates, you can tell them how to use various wizards,
available under the File menu, to create user-de ned templates, such as faxes and letters. These templates can later be

used to create further documents.

4. After you have created the document, you can use the various formatting features provided in Writer to change the
display or emphasise speci ¢ areas in your document. You can use the following options availableFonntiagting
toolbar to perform some of the most common formatting tasks.
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Figure 4.5: The Formatting Toolbar

5. You can use th8tyle and Formatting window to perform a complete document makeover.

To open theStyle and Formatting window, on theFormat menu, clickStyle and Formatting. TheStyle and Formatting
window appears.

Figure 4.6: Accessing Style and Formatting Window

6. You can use this window to select and modify the existing style or create a new style. Clicking one of the icons bel
the title bar of theStyle and Formatting window will display a list of styles in a particular category, such as a list or a
paragraph.
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Figure 4.7: The Style and Formatting Icons

7. By default, when you open ti&tyle and Formatting window, theParagraph Styleicon is selected. All the styles listed
in this category are displayed in ti&yle and Formatting window. You can start restyling individual parts of the current
document by selecting speci ¢ parts of the document and applying an existing style by double-clicking that style.

Figure 4.8: Applying a Style

8. However, if you want to modify an existing style, you can simply right-click that style and ddtetify. This displays a
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new pop-up window. You can rede ne almost all aspects of the selected style using the various options available under
different tabs.

Modify the speci cations of the selected style, and cli@K to apply the changes.

Figure 4.9: Modifying a Style

9. Double-click the modi ed style to re ect the changes in the selected text.

Figure 4.10: Applying the Modi ed Style

10. You can customize all other parts of the document in the same way.
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Instructor Notes:
If the students want to know more about the various formatting options available, you can give them the following infor-

mation:
OpenOf ce.org provides several ways to apply styles. These are:

« Using the Styles and Formatting window.

* Using Fill Format mode.

« Using the Apply Style list on the Formatting bar.
« Assigning styles to shortcut keys.

« Using AutoFormat.

In addition, describe the procedure to create a new style and add it to the Style and Formatting window.

To insert a table in a text document, position the cursor where you want the table to appear and then follow the procec
described below:

1. On theTable menu, point tdnsert and then clickTable. Thelnsert Table dialogue box opens.

Figure 4.11:Inserting a Table

2. You can use the various options present in the dialogue box to specify some of the table properties.

Figure 4.12:Specifying Table Properties
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Nice to Know:
To directly insert a table with the default properties, click the Table icon on the Standard toolbar and select the table size

in the graphic that appears. To create the table, click the cell that you want to be on the last row of the last column.

3. Specify the table properties and cliOK. The table is inserted at the speci ed location in your text document. By default,
Writer creates a table as wide as the page margins, with all the rows having the same height and all the columns having
same width. To adjust the column and rows and customise the table further, right-click the table anthb&dodm the

short-cut menu. Th&able Format dialogue box opens.

Now you can use this dialogue box to de ne ner speci cations for the table such as alignment, column width, text ow.
borders and background.

De ne the table speci cations as per your requirements and preferences, an@#liti apply the changes.

Figure 4.13:Customising the Table Format

4. The de ned speci cations are applied to the table. To arrange the data within one of the table cells into another table, \
can create nested tables. Writer permits you to create as many layers of nested tables as you want.
To create a nested table, click the cell in which you want the nested table to appear, then follow the procedure for inser
a new table. A nested table appears in the speci ed cell within the larger table.
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Figure 4.14.Creating a Nested Table

5. You can now de ne the ner speci cations of the nested table using the Table Format dialogue box and then populate t
table with data.

Figure 4.15:The Nested Table

Inserting Images OpenOf ce.org allows you to import images of various le formats, including the most common le types
such as JPEG, PNG, BMP and GIF. Images can be inserted from a le, the OpenOf ce.org Gallery, a scanner, the Internet,

graphics programme.

1. Position the cursor at the location in the document where you want the picture to be insertedirnSarth@enu, point to
Picture and then click-rom File. Thelnsert Picture dialogue box opens.

2. Toinsertthe le, navigate to the desired le and select it. You can seled®teeiew check box at the bottom of tHasert
Picture dialogue box to preview the selected image in a pane and verify whether you have selected the correct ima

Click Opento insert the image in your document.
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Figure 4.16: Inserting Image

Instructor Notes:

Explain the following:
Selecting the Link check box creates a link of the selected le inside your text document, instead of saving a copy of the

image in your document. As a result, though you'll be able to view the image in the document, when the image is saved,
the document will contain only a reference to that image but not the image itself. Linking an image has the following
advantages and disadvantages:

« It reduces the size of your document when it is saved because the image is not included in it.

« You can edit or modify the image separately without making any changes in the document and can view the modi ed
image the next time you open the document.

« When you wish to send the document to someone, you need to send both the document and the image otherwise, the
receiver will not be able to view the linked image.

3. The image is inserted at the speci ed location in your document. If the image does not t perfectly into your documer
you should resize it.

To resize the image while maintaining its proportions, select the image and then press and hold the SHIFT key. When
select an image, some square points (known as "handles") appear along its perimeter. While holding down the SHIFT |
click and drag one of the handles on the image to modify its size.




Ubuntu Desktop Training
108/ 360

Figure 4.17: Resizing the Inserted Image

Instructor Notes:
Explain the difference between a scaled and an unscaled resize, and emphasise the advantages of the scaled resize

performed above.

4. After you have resized the image, you need to position the image appropriately in the document. You can arrange and ¢
images using the tools on tl&ame toolbar, which appears below thetandard toolbar when you select a graphic for

the rsttime.
Alternatively, you can right-click the image and then select from the available options, sAclaage, Wrap or Anchor,

on the short-cut menu.
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Figure 4.18: Positioning the Inserted Image

5. After you have selected appropriate positioning options for the image, you may obtain a result similar to the followir
screenshot.

Figure 4.19: The Inserted Image

1. On theFile menu, clickPrint. ThePrint dialogue box opens. You can use this dialogue box to specify the printer to be
used (in case you have more than one printer installed on your system), the pages to be printed, and the number of c
to be printed. You can also click thHeroperties button in thePrint dialogue box to de ne the properties of the printer,

such as orientation, the paper tray to be used and the paper size to be printed.
To de ne printer options for the current document, click tDptions button in thePrint dialogue box.
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Figure 4.20:Printing a Document

2. ThePrinter Options dialogue box enables you to select speci ¢ sections from the current document for printing. Fo
example, to save toner or ink, you may not want to print the background and the graphics in the document. You can spe
these details under tl@ontent section by selecting or clearing the appropriate check boxes.

Similarly, you can de ne the required printing options in thegesandNotessection. After specifying the details, click
OK to save your settings.

Figure 4.21:De ning Printer Options

3. You can now start printing the document by clicki@é& on thePrint dialogue box.

Note:
Making changes in the Printer Options dialogue box will only apply to the current document and not change your default

settings permanently.
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Instructor Notes:
If the students want to know about the procedure to select the default print options, provide them the following information:
To select the default print options, On the Tools menu, click Options.

e The OpenOf ce.org - Print dialogue box opens.
« In the left navigation panel, expand OpenOf ce.org Writer and then select Print.

 Select the required options and click OK to apply the changes to the default print settings.

You can save your Writer document in the same way as you save any other document. To save a new text document:

1. On theFile menu, clickSave As TheSavedialogue box opens.

Figure 4.22:Saving the Document

2. Navigate to the directory where you want to save the le, enter the le name andS#iekto save the le at the desired
location.
OpenOf ce.org also allows you to save your document in a number of other le formats, including Microsoft Word, Rict
Text, Star Writer and as an HTML document. This enables you to share your documents with other people who use of
of ce applications, such as Of ce.

If you would like to save your current document as a Word le, select the appropriate type of Word format from th
drop-down menu at the bottom of the dialogue box. Then, Giaketo save the le as a Word document.
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Figure 4.23:Saving in Word Format

4.3 Using OpenOf ce.org Calc

Calc is the spreadsheet component of the OpenOf ce.org of ce software suite. The comprehensive range of advanced funct
included in Calc helps professionals accomplish complex tasks. At the same time, Calc is user-friendly, which makes it easie
new users. This topic will familiarise you with its key features and teach you how to perform some basic spreadsheet functio

Similar to all other applications in the OpenOf ce.org suite, Calc allows you to save spreadsheets in OASIS OpenDocum
(ODF) format. This XML-based format enables you to access your spreadsheets from any OpenDocument-compliant softw
In addition, Calc allows you to save spreadsheets directly as Portable Document Format (PDF) les without using any additio
software.

4.3.1 Key Features of OpenOf ce.org Calc

Calc is a fully featured of ce application that includes all the advanced analysis, charting and decision-making features that \
expect from a high-end spreadsheet. Some of the key features of OpenOf ce.org Calc are:

« Calculation: OpenOf ce.org Calc provides you with over 300 functions for nancial, logical, statistical, mathematical and
banking operations. This enables you to create formulae to perform complex calculations on your data. In addition, C
provides you with Function wizard that guides you interactively through the creation of formulae.

Another feature of OpenOf ce.org Calc is that it allows you to create natural language formulae using words such as sals
costs.

» Scenario Manager: Allows you to perform 'what-if' analyses and view the result of changes made to any factor of the
calculation. For example, when performing a loan calculation, you can change the period of the loan and can view the resul
calculations for the loan-repayment amount or the interest rate.

» Data Pilot: Enables you to compare, combine and arrange large amounts of data. It helps you pull in raw data from corpot
databases, cross-tabulate, summarise and convert the data into meaningful information. You can use Data Pilot to ¢
interactive tables, which allows the data to be frequently arranged, rearranged or summarised according to different poin
view.

« Dynamic Charts: As the name suggests, these charts update automatically as the data in the spreadsheet changes.

» Opening and Saving Microsoft Files:Calc allows you to use your old Microsoft spreadsheets and save your work in Microsoft
Excel or a variety of other formats. This facilitates the easy sharing of data with others using Microsoft or similar applicatior
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4.3.2 Performing Basic Spreadsheet Tasks

Similar to any other spreadsheet application, Calc is used to process numerical information or text in tabular form. It is prima
used for tabulating numerical gures. It also allows you to sort and manipulate data, apply arithmetic, mathematic and statist

functions to data sets and represent the datasets in charts or graphical forms. The following sections describe the instructic
perform some basic spreadsheet tasks in Calc.

To format tables and cells in a Calc spreadsheet:

1. On theApplications menu, point toOf ce and then clickOpenOf ce.org Spreadsheetto open a Calc spreadsheet. A
new Calc window opens.

Figure 4.24:Launching Calc

2. Some of the key components of the main Calc window are described below:

Figure 4.25:The Calc Window

» The Name box contains the cell and the row number, called the cell reference, of the current or active cell.
» The active cell indicates the selected cell currently in use.
» The Function wizard opens the Function Wizard dialogue box.
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» The Sum button allows you to calculate the sum of the numbers in the cells that are above the current cell.

* Clicking the Function button inserts an equals sign into the current cell as well as in the input line, making it ready
accept a formula.

» The sheet tabs at the bottom of the sheet indicate the number of worksheets present in the current spreadsheet
default, a new spreadsheet includes three worksheets.

3. After you have entered the required data in the spreadsheet, you can apply different formatting styles to it by selec
from the wide range of options available in Calc. To apply desired formatting to a selected range of cell&;amrtiie
menu, clickCells. The Format Cells dialogue box opens.

Figure 4.26:Formatting Cells

4. You can use the various options available undeiFtbret, Font EffectsandAlignment tabs to specify various formatting
attributes for the selected text. Similarly, for assigning formatting attributes to numbers, you can select from a number
pre-de ned formats available on tidumberstab page or de ne a hew one based on your preferences.

The Format Cells dialogue box also provides you with options to add smart borders and vibrant backgrounds to yot
spreadsheet. It also allows you to select a background colour, from a spectrum of colours, for your otherwise bland
dull spreadsheet.

De ne the speci cations and clickOK to apply the formatting effects.

Figure 4.27:De ning Formatting Attributes
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5. After you have selected formatting attributes for the selected cell range, you may get a result similar to this one.

Figure 4.28:The Formatted Spreadsheet

6. Calc provides you with another useful feature, caletbformat, which enables you to create attractive and professional
table designs without undergoing the time-consuming process of selecting cell groups and assigning different format
them. The Autoformat feature allows you to quickly apply preset formats to an entire sheet or a selected cell range.
apply Autoformat to a sheet or selected cell range, orFtirenat menu, clickAutoformat .

Figure 4.29:Using Autoformat

7. This displays the AutoFormat dialogue box. To assign a pre-set format to the selected cells, select oneFoomathe
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list and then clickOK to apply the selected format to the selection.

Figure 4.30:Selecting a Format

8. The format of your choice is immediately applied to the selection, and you get an attractive and fully formatted table w
very little effort.

Figure 4.31.The Formatted Table

Entering Values and FormulasA formula is a spreadsheet function, complete with arguments, entered in a cell. All formulae
begin with an equal sign and may contain number, text and, in some cases, other data such as format details. The formulae

also contain arithmetic operators, logic operators or function starts.

The quickest way to enter a formula is to type the formula either in the cell where you want the result to display or in the Ing
Line on the Formula bar. You can also use the Function wizard, which helps you interactively create formulae.

1. In your spreadsheet, select the cell where you want the formula to be inserted. To allow the Function wizard to guide
through the creation and application of a formula, onkbemula bar, click Function Wizard. This opens th&unction

Wizard dialogue box.
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Formulae Description

=SUM(A1:A11) Calculates the sum of the cells A1:A11

—EFFECTIVE(5%:12) Calculates the effective interest for 5% annual nominal interest with 12
payments a year

=B1*B2 Displays the result of the multiplication of B1 and B2

=C4-SUM(C10:C14) Calculates C4 minus the sum of cells C10 to C14

Table 4.1: Calc Formulae

Figure 4.32: Launching Function Wizard

2. You can see the entire range of functions listed inFbactions list box. You can also select one category from the
Category drop-down list to display the functions listed under that category. Find the desired function ffeumndltiens
list, and click to select it. You notice that thainction Wizard dialogue box provides you some information about the
selected function to guide you through your selection. After selecting the funct