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About Full Circle

Full Circle is a free,
independent, magazine
dedicated to the Ubuntu family
of Linux operating systems.
Each month, it contains helpful
how-to articles and reader-
submitted stories.

Full Circle also Ffeatures a
companion podcast, the Full
Circle Podcast which covers the
magazine, along with other
news of interest.

Please note: this Special Edition
is provided with absolutely no
warranty whatsoever; neither
the contributors nor Full Circle
Magazine accept any
responsibility or liability for loss
or damage resulting from
readers choosing to apply this
content to theirs or others
computers and equipment.

Full Circle Magazine Specials

Welcome to another 'single-topic special'

In response to the latests calls, we are assembling another of
our serialised articles into dedicated editions.

Here is a straight reprint of the series 'Libre Office', Parts 1-7
from issues #46 through #52; thanks to the efforts of Elmer
Perry.

Please bear in mind the original publication date; current
versions of hardware and software may differ from those
illustrated, so check your hardware and software versions
before attempting to emulate the tutorials in these special
editions. You may have later versions of software installed or
available in your distributions' repositories.

Enjoy!
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http://www.fullcirclemagazine.org/

Forums:
http://ubuntuforums.org/
forumdisplay.php?f=270

IRC: #fullcirclemagazine on
chat.freenode.net

Editorial Team

Editor: Ronnie Tucker
(aka: RonnieTucker)
ronnie@fullcirclemagazine.org

Webmaster: Rob Kerfia
(aka: admin / linuxgeekery-
admin@fullcirclemagazine.org

Editing & Proofreading
Mike Kennedy, David Haas,
Gord Campbell, Robert Orsino

Our thanks go to Canonical and the
many translation teams around the
world.
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| | The articles the Creative Commons Attribution-Share Alike 3.0
SIEERELESSRE Unported license. This means you can adapt, copy, distribute and transmit the articles but only under the following conditions: You
must attribute the work to the original author in some way (at least a name, email or URL) and to this magazine by name ('full circle magazine') and the
URL www.fullcirclemagazine.org (but not attribute the article(s) in any way that suggests that they endorse you or your use of the work). If you alter,
transform, or build upon this work, you must distribute the resulting work under the same, similar or a compatible license.
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HOW-TO

Libre OFffice - Part 1

If you can't wait until April to try LibreOffice in
Ubuntu, you can install it through the PPA. Type the
following three commands in the terminal
(Applications > Accessories > Terminal):

Written by Elmer Perry

makes it a great suite for both the
home and office.

Eile‘gdit View Insert Form

LibreOffice

j

The Document Foundation
n this how-to, | will introduce
you to the LibreOffice suite,
and give you a description of
each of the modules in the

suite. As we go through the series,

| will go into greater detail on each

module of the suite, as well as

ways to share information
between the modules.

New
cerl+O
Recent Documents

Open... sudo add-apt-repository ppa:libreoffice/ppa

sudo apt-get update
Wizards
sudo apt-get install libreoffice
Close
The last command may take a while to complete. On my system, | had
to completely remove OpenOffice before LibreOffice would install
from the PPA. Not sure if this glitch was specific to my machine or if
it is impossible to have both installed using PPAs. If you want to use
both OpenOffice and LibreOffice, your best choice is to install them
manually by downloading them from libreoffice.org and
openoffice.org.

Save As...  Ctrl+Shift+S

Reload
versions...

LibreOffice is slated as the
default office suite for Ubuntu
11.04, and the suite contains
several modules that allow you to
create text documents, &
spreadsheets, presentations, and
drawings. The suite is multi-
platform, and available for Linux,
Windows, and Mac OS. The suite
allows you to save and read
documents in the default Open

Export...

f xpor‘ as P_F.'.. |

Send »

[Editors note: When I installed LibreOffice from the above PPA it
automatically uninstalled my OpenOffice.]

Properties...

document more difficult. You'll
find the Export or Export to PDF in
most of the modules under File >
Export or File > Export to PDF.

One of the most powerful and
useful features of the suite is the
ability to create a PDF file from
the current document. Exporting
to PDF gives you greater control

Digital Signatures...
Templates

Preview in Web Browser

Page Preview

Document Format (ODF), as well
as several versions of Microsoft
Office, rich text format (RTF), and
DocBook. This feature alone

Print...

Printer Settings...

Exit

cerl+P

cerl+Q
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over a finished document. The
recipient can easily change a file in
the ODF or Microsoft Office
format. However, the PDF format
makes tampering with the

12

Start LibreOffice from the
Applications menu: Applications >
Office > LibreOffice. With no
documents open, LibreOffice
displays the Welcome screen. The
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LIBRE OFFICE - PART 1

Welcome screen gives you quick
access to the different modules in
the suite.

N o .
LibreOffice 3

The Document Foundation

F = — N FN i

@ iText Document; ‘_/ Drawing

E Spreadsheet i-é‘ Database

=z ; )

Ia Presentation E Formula

_J Open... v @ Templates...

E &p

Text Document opens the
Writer module. Writer is a full-
featured word processor. You can
write everything from a simple
letter to a novel in Writer. With the
Writer word processor, you can
create layouts for term papers,
technical documents, and product
or software documentation. Writer
sometimes has problems
translating complex layouts from
Microsoft Word's fFormat, but, as a
general rule, you will not have
many problems.

Spreadsheet runs Calc. Calc is
compatible with Microsoft Excel.
Calc allows you to create a

spreadsheet with automatic
calculations and formulas. You can
also use Calc for data collections
to import into other documents.
With Calc, you can add graphs and
charts to display your data and
calculations visually. Tables,
graphs, and charts from Calc are
easily imported into other
LibreOffice documents. Calc gives
you the ability to have more than
one spreadsheet in one document,
allowing you to have monthly,
yearly, or other related
spreadsheets in one document.

Presentation opens Impress.
Impress is LibreOffice's version of
Microsoft's PowerPoint, and holds
up nicely as a replacement for
PowerPoint. Impress has all the
features you would expect from a
presentation program: slide
transitions, object embedding,
sound, text effects, graphics, etc.
I've used Impress for teaching and
seminars, and Impress always gives
me what | need.

Drawing starts the Draw
module. In Draw, you create simple
vector drawings for use in other
documents. You could easily make
a organizational chart or logo in
Draw.

Database opens the Base
module. Use Base to create a
database using several different
engines, depending on what is
installed on your system. Base is
handy fFor importing data into
other documents in the suite. If
you have a need for an inventory
or sales database, you might want
to give Base a try.

Formula runs the Math module.
Have you ever needed to embed a
complex math formula into a
document? Formula is your
answer. Formula gives you the
power to create well-formatted
formulas for use in other
documents. Formula is ideal when
you are creating scientific or
technical documents, and need to
insert a formula or algorithm along
with your text.

(Address
Company
First/Last name/Initials G
Street
City/State/Zip prr——
Country/Region
Title/Position
Tel. (Home/Work)

Fax / E-mail

e

Before we get started with
LibreOffice, let's look at some of
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the options that relate to all the
modules. Open Tools > Options >
LibreOffice > User Data. Here you
enter what personal data you want
to make available to the program.
You can transfer some of the
information entered here into
documents. Some of the
document properties come from
the data in these fields. For
example, the document author is
taken from the name fields. The
program also uses the name fields
for revision authors.

-

Help
™ Tips

(M Help Agent

Open/Save dialogs
Use LibreOffice dialogs

Document status
& Printing sets "document modified" stat

Allow to save document even when thel

Year (two digits)

Interpret as years between

Next, if you are new to
LibreOffice, access Tools > Options
> LibreOffice > General, and check
the Tips and Help Agent. While you
learn LibreOffice, you might want
to turn on extended tips.
Extended tips will show a detailed
pop-up balloon for every item as
you move the mouse over it.
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LIBRE OFFICE - PART 1

Without Extended tips, you get a
two or three word description for
toolbar buttons only. With the
Help Agent on, a help box
occasionally displays in the bottom
right corner. Clicking on the box
will take you to the
documentation page for the
current task. This greatly speeds
up the learning process with
LibreOffice. The Help Agent is
similar to Microsoft's Office
Assistant.

Now, Tools > Options >

fad

format for the document type
under Always Save As drop-down
box.

Under Tools > Options >

Vs

'Default - English (USA)

'Default - English (USA)

M Same as locale setting (. )

Default - USD

[ Load user-specific settings with the document
[ Load printer settings with the document

pve
& Edit document properties before saving

Always create backup copy
[ Ssave AutoRecovery information every hs
[& save URLs relative to file system
[ save URLs relative to internet

efault file format and ODF settings

ODF format version |1.2 Extended (recommd

[ size optimization for ODF form.
Gcument type Always save as
Text document = |ODF Text Document

J

gave/Load > General. Here you can
set the default format for
different document types. If you
need to always save in one of the
Microsoft formats, you can set
LibreOffice to do this
automatically rather than having
to always select the needed
format. Select the document type
from the drop-down box under
Document Type. Select the default

*® Default - English (USA)

.

Default - Chinese (simplified)

Default - Hindi

For the current document only

.

E ,Writing aids
Available language modules
7 Hunspell SpellChecker

User-defined dictionaries

7 standard [All

[ oracle [All]

[ technical [All]

[ soffice [All]

[ IgnoreAllList [All]

Options

<

J/

Minimal number of characters F
Characters before line break: 2
Characters after line break: 2
Hyphenate without inquiry

Hyphenate special regions

If you need to
always save in one
of the Microsofts
formats, you can set
LibreOffice to do
this automatically...

Language Settings > Languages,
you set up your language options.
There is a check box under the
language settings that allow you
to change the options only for the
current document. Language
Settings > Writing Aids sets
options for dictionaries, spell
check, and hyphenation.

Feel free to browse the rest of
the options. We will touch on the
options for each module as we get
to it. Next time, we will begin with
the basics of using the Writer
module.

full circle magazine #46 @ 14

Anything is possible if you
have a tablet.

@
U

-

Except for typing, maybe.

-

by Richard Redei
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Written by Elmer Perry

Libre OFFfice - Part 2

n my last article, | introduced
you to the different modules
of the LibreOffice program.
Today, | want to show you the
basic setup and manual formatting
methods for the Writer module.
The Writer module allows you to
create formatted text-based
documents. You can use Writer
(below) for something as simple as
a letter or journal, or something as
complex as a manuscript or thesis

paper.

First, we will look at the Writer
window. Starting from the top, you
have the menu bar. The menu bar
gives you access to all the
different tools and actions you can
perform on a document. Below the
menu bar sits the standard toolbar.
This gives you quick access to
common commands such as open,

save, and print. Beside the
standard toolbar sits the search
toolbar. Below the standard
toolbar, you find the formatting
toolbar - it displays icons for often-
used formatting tools. The toolbar
is context-sensitive, and will
change when you are working with
elements like drawing objects. If
you have tips turned on, hovering
the mouse pointer over the icons
in the toolbars will show a pop-up
description of what the icon does.
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Rulers

Standard Toolbar

Search Toolbar

| /
|

Formatting Toolbar

Below the formatting toolbar,
and to the left, you have the
horizontal and vertical rulers. The
rulers are guides to help you when
laying out a document. By default
for the English language, the
rulers display in inches. There are
two ways to change the
measurement units of the rulers.
Right-click anywhere on the rulers
(shown left), and Writer displays a
pop-up menu of the different
measurement units. This method
works best when you need the
change just for the current
document. However, if you need a
different measurement unit as the
default, you need to change itin
the Options. Go to Tools > Options
> LibreOffice Writer > View. Here
you can set the defaults for the
vertical and horizontal rulers, or
chose to work without rulers.

Now, we will create a simple
letter, and | will show you how to
manually format the different
paragraphs of the letter. Open
LibreOffice and start a new Writer
document. We will place the
current date at the top of the
document, and align it to the right.

full circle magazine #47 @ 14

Go to Insert > Field > Date. This
will give you the date in the
default date format (MM/DD/YY).
You will notice the date
highlighted in gray. This lets you
know it is a field you have inserted
into the document.

Format

12/31/99
12/31/1999
Dec 31, 99
Dec 31, 1999
31. Dec. 1999 (
31. Dek®mber 1999

Fri, Dec 31, 99

Fri 31/Dec 99
Fri. December 31, 1999 J

o]

N
o
2[

Let's change the formatting of
our date. Double-click the date,
and a dialog window (above) will
display showing the different
options for displaying the date.
Select the one you want and click

|
I

7

J/

We need to right-align our date,
so, find the alignment icons on the
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LIBRE OFFICE - PART 2
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formatting toolbar, and click on
the right-align icon. Our date will
move to the right margin. Use the
End key on your keyboard to move
to the end of the current line, and
press Enter. We don't want to stay
right-aligned for a new paragraph,
so click the left-align icon to move
the start of the paragraph back to
the left. Type in your salutation
and press Enter.

For the body paragraphs of our
letter, we want to indent the First
line of each paragraph. When you
are not concerned with accuracy,
you can apply the indentation
using the horizontal ruler. On the
horizontal ruler, you will notice
two triangles on the left margin
(above left and right), one pointing
up and the other pointing down.

The bottom trlaﬁgle - the one
pointing up - manually adjusts the
left indent for the entire
paragraph. You will note there is
one just like it on the right, which
is used to adjust the right indent
for the paragraph. The top triangle
on the left - the one pointing down
- adjusts the paragraph's first-line
indent. Click on the top triangle
and drag it to about 0.5” (1.27 cm).

If you need more accurate
indents, you can access the
paragraph style dialog (below left)
by double-clicking on the gray part
of the horizontal ruler. You can
also access the paragraph style
dialog by going to Format >
Paragraph. Here you have many
options for fFormatting your
paragraph. Today, we are
C

Indents & Spacing | Alignment Text Flow Outline & Numbering Tabs Drop Caps Borders

¥

Indent

Before text
After text

First line

Automatic

0.00" =

4

0.00"| :

0.50" - ]
7
1

oncerned with only the first line
indent, so change First line to 0.5"
(1.27 cm). Click OK. You will notice
the top triangle (first-line indent,
shown below) has changed to the
position you gave it in the dialog.

PN

PN

Pt e P

P o A Pt it

Now, we can type our
paragraph. Type in your first
paragraph, and press Enter. Notice
that the next paragraph is
indented just like the previous
one. Writer will use this paragraph
style until we tell it to do

differently.

2 : (3)
et mauris. ,EMA §5“1C1tUdl
ondimentum sodales in sit

e e ™ o o o o ot ot Pt ot oo e

_r-w-u-w-uﬂ_f N Tl
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Once we have typed the body
of our letter, we need to add a
signature block, but we don't want
our signature block the same as
the rest of the body paragraphs.
Using either the drag method or
the paragraph style dialog, change
the indent to 3" (7.62 cm). Now,
type in your closing and press
Enter. Rather than typing in your
name, let's use the name field to
insert your name. This will work
only if you filled out the User data
in the options: Insert > Fields >
Author. Your letter is now done,
and you can print and send it.

While manual formatting is
okay on small documents, larger
documents need more control. If
you decide to change the
formatting of paragraphs on a
larger document, going through
each paragraph and changing the
style is tedious. In a larger
document, we will need a way to
change all like paragraphs at once.
Next time, we will talk about using
styles to accomplish this.

j LibreOffice

The Document Foundation
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Written by Elmer Perry

n my last article, | wrote about | ® styles and Formatting |

Cipre Office - Parnt 3

click “title”. Your title will center, style. The “title” style is linked

changing the layout of

paragraphs to format your

document. While this
approach is okay on short
documents, it creates a lot of work
should you decide to change
something in a large document.
This is where the use of styles will
make things easier.

LibreOffice writer has five
different style types: paragraph,
character, frame, page, and list.
You can access all the styles by
clicking on the Styles and
Formatting button on the
formatting toolbar. This will pop
up the Styles and Formatting
window. You can dock the Styles
and Formatting window on the left
by holding down the Ctrl key and
double-clicking the empty space in
the Styles and Formatting window
toolbar.

The styles toolbar (right)has
seven icons. The first five give you
access to the different style types.
In order from the left, they are
paragraph, character, frame, page,
and list. We will concentrate on

T & 1 -
ubt]tle

B

List Styles
Page Styles

Frame Styles

Character Styles
Paragraph styles

Category drop-down box

Chapter Styles = |

paragraph and character styles in
this article.

Open a new text document and
type in a title. Open the Styles and
Formatting window. The
paragraph icon should be selected
by default. At the bottom of the
Styles and Formatting Window is a
drop-down box. Click on the box
and select Chapter Styles. Double-

full circle magazine #48

enlarge, and become bold. Now,
let's change the default styling for
titles. In the Styles and Formatting
window, right-click on the “title”
style and select modify. The dialog
that pops up looks a lot like the
dialog from the last article, but
there are a few new tabs that are
not in the standard paragraph
dialog. The first is the organizer.
The organizer (below) shows you
the name for the style, the next
style to use, and the linked style.
You will see that the next style is
“subtitle”, but we don't want to

use a subtitle, so we will change
this to the “text body” style. This
makes it so that when we hit Enter
to start a new paragraph the next
paragraph will use the “text body”

with the “Heading” style. When
styles are linked, any changes to
the parent style affects the styles
linked to it. As an example, if you
change the text in the “Heading”
to blue, all the styles linked to it
will have blue text as well.

Now, let's format our title
differently from the default. Click
on the Font Effects tab. The Font
Effects (next page, top left) allow
you to change the look of the font,
including color, strike-through,
underline, shadow, and relief. The
dialog shows you how the effects
make your text look. Change the
color to blue, underlining to
Double Wave, and underline color
to blue. Click OK.

.

Outline & Numbering Tabs Drop Caps Background Borders
Organizer | Indents & Spacing = Alignment = TextFlow = Font Font Effects @ Position

Name Subtitle | AutoUpdate
Next Style |Text body =
Linked with |Heading 2l
Category Chapter Styles
Contains

Western text: 14pt + Italic + Centered
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