4 Open Office Tools

UNIT SPECIFICS

In this unit, learners will learn and practice different open-source programs of Apache Open Office (AOO)
software. Unit includes AOO’s Writer program used for basic word processing tasks, CALC program for
manipulating tabular data in form of spreadsheets and Impress program for presentation preparation.
Adequate practice of these programs will surely enhance basic software skills of learners.

RATIONALE

It is well known that IT systems are used for information display to advanced data processing and research
tasks. But if we look at the uses happening around us, it is being used in abundance in office suite tasks
like word processing tasks, calculation tasks, presentation tasks, etc. Therefore, it is necessary to study
such software in use for these office suite functions.

OpenOftice is an open-source software suite that can runs on several hardware architectures and
various operating systems such as Microsoft Windows, Mac OS X, Linux, and Sun Solaris. OpenOffice
includes various tools e.g., Writer (word processor), Calc (spreadsheet), Impress (presentations), drawing
application (draw), a formula editor (math), and a database management application (base). All these
components are well integrated and commonly referred as OpenOffice tools.

PRE-REQUISITES

- Fundamental knowledge of computer systems.
- Basic knowledge of working with Windows or Unix OS environments.

UNIT OUTCOMES

Learners will be able to:

U4-01: Install OpenOffice software and define features of its programs i.e., Writer, Calc, and Impress.
U4-02: Use Writer interface and perform word processing tasks.

U4-03: Use Calc interface and perform calculative tasks of spreadsheet programs.

U4-04: Use Impress interface and prepare impactful presentations.

Table 4.1: Mapping of Unit Outcomes with the Course Outcomes

. EXPECTED MAPPING WITH COURSE OUTCOMES
oUt“'t'4 (1- Weak Correlation; 2- Medium correlation; 3- Strong Correlation)
utcome
CO-1 CO-2 CO-3 CO-4 CO-5 CO-6 CO-7

U4-01 2 2 1 1 2 3 1
U4-02 2 1 1 1 3 3 1
U4-03 2 1 1 1 1 3 1
U4-04 2 1 1 1 3 3 1
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4.1

INSTALLATION OF OPENOFFICE

The mission of OpenOffice developers is to create an office suite software community that will
run on all major platforms. We can leverage the various programs of OpenOffice by installing the
sollware on our computer system. To inslall OpenQ(Tice, il is recommended Lo go through the system
requirements. Depending on the hardware and operating system of our computer system, we should
download and install the package from the OpenOffice project’s home page. The following steps describe
Lhe process Lo inslall Apache OpenOffice (AGO):

1.

First of all, we need to download the current version from the OpenOffice website ie.,
https://www.openoffice.org/download/index, html
On the above webpage, we have to choose appropriate options for the operating systems,
langunage, and version of the OpenOffice package to be downloaded. Other than varions
international languages, Apache CGpenQffice is also available in Hindi and Tamil languages.
Click on the ‘Download full installation’ button. A full installation file, sized about 135 MB
will be downloaded (see Fig. 4.1).

Download Apache OpenOffice

(Fosted by SourceForge.net - A trusted website)

Select your favorite operating system, language and version: _

| Windows 32-bit (x86) (EXE) v || Engish [US] v|| 4110 @

e | pownioad language pack |

| important hints for Winad«ls 32-bit (x86) (EXE) |

Fig. 4.1: Download Apache CpenCifice
Start the installation with the downleaded file in the previous step. As depicted in Fig.
4.2{a) an installation wizard will appear to guide the installation process. By clicking Next,
we will be shown a window Lo choose Lhe inslallalion location. Click on the Install button.
The installation process will begin and show some installing information via intermediate
screens,
£3 CpenOffice 4.7.10 Setup ks 3 OpenOffice 4.1.10 Setup e [
N Choase Ingtall Location |
Welcome to OpenOffice 4.1.10 Choase the foldr in which to instal OpenOffice 4.1.10. & Office
v Setup
. - Setup val nstall L)paro;:eﬁ;a!. i} i1 the "nllnwng folder. To n;tsl in a differant folder, dick
\ = W 2llz fic Browse and slect an er. Click Install o start the installation,
]. I ]Oﬁlce _‘-Se:{:l_lpcjulgud wou through the instsllztion of OpenCffice

Itis recommended that you dose all ather applicabions
before startng Setup. This wil maks It passible to update
relevant system files without having to reboot your
computer.

Click Mext ta continue. Destination Folder

eskiopOpendffic en-Us) Installation & 1 Browse. ..

/ reacre e

Fig. 4.2: Installation Wizard Screens (a) Welcome Screen (b} Install Location

4. Next, a ‘Customer Information” form will be presented to take complete customer Information.

Alter (illing the form click on Nexl and then another window will be presented Lo choose selup
type. Click Next, after setup type selection. {see Fig. 4.3)
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15 OpenOffice 21,10 - Installztion Wizard % | f OpenOffice 41,10 - Installation Wizard ®
Customer Information e . . Setup Type 9 . X
Please enter your nformation. OpenOffice Choose the setup type that best suits your needs. OpenOffice
Lisar Name: Please select a setup type.
[Prashant
Qreprization: The main wilbe installed, ded for mast
|erragye] users,

‘?% Choose which program features you want instaled and where they
g

Instal this anplication for: wil be installed, Recommended for sdvanosd ussrs.

(®) Anyone who usec this computer (all users)
() Oty for me {Lenove)

OpenOifice 4.1.10 OpenOffice 4.1.10
< Reck Hexl > L Canced < Back Hexl = Cance
Fig. 4.3: Installation Wizard Screens (a} Customer Information (b} Setup Type Selection
5. The window depicted in Fig. 4.4(a) will be shown. Click on the Install button to begin the
installation process. After some time, the OpenOffice installation completed wizard appears
then Click on Tinish. (See Tig. 4.4(b})

ﬁ QpenDiice 4,110 - lnstallation Wizard w _ﬁ OpenDifice 2,110 - Installation Wizard
Installation Wizard Completed

Ready to Install the Program
e OpenOffice

The wizard is ready to begin instalation, e

Click Install to begin the instalation. I The Installation Wizard has successfuly instaled OpenOffice
If you want to review or change any of your instalation settings, dick Back. Click Cance] to OpenOI | |Ce EL O S s
exit the wirard.

[#] create a startink en desictop

/ APACHE

OpnOffice 4.1.10
Cancel

Fig. 4.4: Installation Wizard Screens {a) Begin Installation {b) Finish Installation
6. Now, we will have a start link on desktop, We can open the OpenOffice4 by double-clicking the
link. Initial screen wilh all the OpenCOffice programs will be shown as depicled in Tig. 4.5.
5 Opend e

Gike Zdi. Vew Tour Woduw  Help

&3 OpenOffice s

1= lstboare 12 vravang
‘i-g sprezdsheet @ Datzbaze
‘i—E Preszntation ﬁ Formula
g Cpen. - E‘ lermplates..
il X

Fig. 4.5: OpenOffice Start Center
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The Advantages of OpenOffice

OpenOffice software possesses several benefits over other office suite counterparts. Some of these are:

1.
2.

10.

No licensing fees: It's free software. Anvone can use and distribute it without any charges.
Open source: Source code is openly available. Users can distribule, copy and modifly the
software as per the AOO’s Open-source licenses.

Cross-platform: The soltware can be inslalled in several hardware archileclures and under
multiple operating systems.

Extensive language support: Tts user interface is available in more than 40 languages including
Hindi, Tamil, etc. It also supports spelling, hyphenalion, and thesaurus dictionaries in over 70
languages.

Consistent inlerlace: Provides user inlerfaces wilh a similar look and feel for betler
administration.

Integration: AOQs components are integrated e.g,, spelling checker is used consistently across
the suite. Drawing tools available in Writer are also usable in Cale, Impress and Draw.
Granularity: AOQO options can be set at the component level or even document level.

File compalibilily: In addilion Lo its nalive OpenDocument formats, AQQ includes PDE and
Flash export capabilities, as well as support for opening and saving files in many common
formats including Microsoft Office, HTML, XML, etc. Tt also includes the ability to import
and edit some PDF files.

No vendor lock-in: Supports Open Document format i.e., an XML, it can be opened in any
lexl edilor.

Community support: Worldwide community to fix the software issues and software
enhancement.

4.2 OPENOFFICE WRITER

The writer is the word processor component of Apache OpenOffice {AQO). Tt is a free alternative to
Windows MS Word. The writer has all features we expect from a modern, fully equipped word processor.
Using writer, we can create documents such as reports, letters, create complete books with contents,
diagrams, indexes, agendas, minutes, or carrying out more complex tasks such as mail merges. It provides
Lthe usual fealures of a word processor: enter and edit lexl, spelling checl, Lthesaurus, hyphenalion,
autocorrect, find and replace, automatic generation of tables of contents and indexes, mail merge, and
others. In addition, the Writer provides these important features:

-
L]
L]

-

4.21

Templales and slyles

Page-layout methods, including frames, columns, and tables

Embedding or linking of graphics, spreadsheets, and other objects

Built-in drawing tools

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

[Database integration, including a bibliography database

Export to PDF including bookmarks

Parts of Writer Interface

‘The Writer interface is depicted in Fig. 4.6. Features of the Writer interface are described below.
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Title Bar

It is situated at the top of the Wriler window and shows Lhe (ile name ol Lhe currenl documenl. Tig 4.6

shows the Title Bar on top having Chapterd_Wirtre_Interface.odt as the file name.

Menu Bar

The menu bar is just below the Litle bar having various menus. When a menu is clicked il dropdowns

and displays several commands. We will discuss one by one each such menu.

Menu Bar Title Bar Standard Toolbar
£l Chapged Viritre_Interface.odt - OpenOffice Writer - u] ®
File Esit " Yiew Irsert Format Table Tools Window Help r x
2-B-d=s 2 Ra® Y G- |- @E-» H2EEICQ Q. ~|& ¢ §
Bd |Default Tirmes Hew Roman ~[ 112 B/ U ====]|iS =4 A-% -5 - } Properlies Pane
":_:41 R I TR s B T T & Properties x| =
Hello Leatnegs, = Teact =
Tirnes Mew Roman | |12 -
o w
4 B 7 U-m M ﬁ i
: Formatting Toolbar BE N- A- -
-_ ®
: Ruler Faragraph
Selection Side Bar—— ._ _ . »E -
Mode Indent
d Insert Unsaved
Page Number Status Bar | . -
: Mode Changes A <
- = - Zoom
= L] Cfmtrols
< > v
Page 1/1 Cefault Englich (USA) INSRT |STD * @ 0% |

Fig. 4.6: OpenOffice Writer Interface

File Menu contains commands which apply to the entire document such as Open, Close, Save
As, Digilal Signature, Prinl, and Export as PDL Dropdewn menu with various commands is
depicted in Fig. 4.7(a).

Ldit Menu contains commands which apply to the entire document such as Undo, Repeat,
Auto Lext, Find and Replace. 1t also contains commands to cut, copy and paste the contents of
your document. The Dropdown menu with various commands is depicted in Fig. 4.7(b).
View Menu contains commands which conlrel the display of documents such as print layoud,
web layout, Fullscreen view, Zoom control, etc. It also can show/hide various toolbars on the
main window. The Dropdown menu with various commands is depicted in Fig. 4.8(a).
Insert Menu contains commands for inserting elements into header, footers, and
pictures in the decument. Tt also has commands to insert manual breaks, special
characlers, sections, hyperlinks, bookmarks, and cross-reference. Trames, objecls,
Movies, and sound can also be inserted with corresponding commands. The Dropdown
menu with various commands is depicted in Fig. 4.8(b).

Format Menu contains formatting layout commands for our documents using Styles,
Formatting, Paragraph, Bullets, and Numbering options. The Dropdown menu with various
commands is depictled in Fig. 4.9(a).

Table Menu contains commands about manipulation of table structure e.g., insert, delete,
merge, split, select. In addition, it also contains content formatting commands like AutoFormat,
Autofit, sorting, etc. The Dropdown menu with various commands is depicted in Fig. 4.9(b).
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Eile Edit Yiew [nsert Format Table Jools Window Help Edit

E] New 3 E Text Document Ctrl+N

E Open.. Ctrl+0 @ Spreadsheet
Recent Documents v a Presentation

[ Wizards v {£ Drawing

N @ Database

B Close
Save Ctrl+S @ HTML Document ﬁ

B savehs. Ctri+Shiftss E AML Form Document
Save All ﬁ Master Document
Reload E Formula I_EI
Versions... 2 Labels

B Export... % Business Cards
Export as PDF... ] Templates and Documents ]
Send 3 Q:f

@] Properties... ~
Digital Signatures... @
Templates »
Preview in Web Browser

[S  Page Preview

£l Print.. Ctrl+P

View |nsert Format Table Tools
Unde: Typing: 'India’ Ctri+Z

Can't Restore Ctrl+Y

Repeat: Typing: ‘India’ Ctrl+Shift+Y

Cut Cirl+X

Copy Ctrl+C

Paste Ctrl+V

Paste Special... Ctrl+Shift+V

Select Text Ctrl+Shift+|

Selection Mode v
Select All Ctrl+ A

Changes »
Compare Document...

Find & Replace... Ctri+F

AutoText... Ctrl+F3

Exchange Database...

Fields...

Footnote/Endnote...

Index Entry...

Biblicgraphy Entry...

Hyperlink...

Fig. 4.7: Writer Interface Menus (a) File Menu (b) Edit Menu

View |nsert Format Table Tools Window Help

Print Layout

Web Layout

Toolbars
Status Bar

Input Method Status

v |

~  Ruler
v Text Boundaries
= Field Shadings Ctrl+F8
C= Field Names Ctri+F9
§ Monprinting Characters Ctrl+F10
¥ Hidden Paragraphs

Comments
@ Data Sources F4
@ Navigator ES
~  Sidebar
B Full Screen Ctrl+Shift+)
Q Zoom...

C

«® B

v

B

12 B

“

\ 3D-Settings

Align

Bullets and Numbering
Drawing

Drawing Object Properties
Eind

Fontwork

Form Controls

Form Design

Form Navigation
Formatting

Frame

Ingert

Media Playback
OLE-Object

Picture

Standard

Standard (Viewing Mode)
Table

Text Object

Tools

Hyperlink Bar

Formula

&
y ¥

Insert Format Table Tools

Manual Break...

Fields 3
Special Character...
Formatting Mark 3

7

section...

@ 0

Hyperlink

Header v
Footer 3
Footnote/Endnote,..
Caption...

Bookmark...
Cross-reference...
Comment Ctr+Alt+C
Script...

Indexes and Tables

il %

Envelope...

Frame...

Table... Ctrl+F12
Horigontal Ruler...
Picture b
Movie and Sound
Object v

Floating Frame

%)

File...

Fig. 4.8: Writer Interface Menus {(a) View Menu (b) Insert Menu
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7. ’lools Menu containg various utility functions like Spelling and Grammar, Mail Merge Wizard,
AutoCorrect, and Options. The Dropdown menu with various commands is depicted in Fig. 4.9(c).

8. Window Menu conlains various commands Lo control the display of various opened writer
windows. The new window command opens another window whereas the close command
closes the current document, A list of opened documents can also be presented to switch
between the documents.

9. Help Menu contains link to open the AQO help file. Update options check for any available
updale lor the sollware. IL also gives informalion aboul the version and license informalion of
the program.

Farmat Table Tools Window } | Table Tools Window Help Tools Window Help
Default Formatting Ctrl+M Insert > % Spelling and Grammar... F7
@@ Character... Delete ¢ Language '
<l Paragraph... Select i Word Count
8% Bullets and Numbering... &5 Merge Cells Outline Numbering...
Page... &5 Split Cells Line Numbering...
Change Case » Protect Cells Footnotes/Endnotes...
Columns... Merge Table
Sections. Split Table Solley
44 Media Player
% Styles and Formatting F11 (X, AutoFormat...
AutoCorrect Autofit Bibliography Database
Anchor Heading rows repeat Mail Merge Wizard...
Wrap Convert
[p¢  Alignment A gont Sost
e . ‘ S Calculate Ctrl++
Elip . Jx Formula F2 Update b
Group , Number Format... e ,
Object v | Teble Boundaries Extension Manager...
rame/Object. [#d Table Properties.., XML Filter Settings...
ure. AutoCorrect Options...
Customize...
Options...

Fig. 4.9: Writer Interface Menus (a} Format Menu (b} Table Menu (c) Teols Menu
Toolbars

As per mobilily of oolbars, the wriler supporls several loolbars ie., docked, [loaling, and tear-oll loolbar.
A docked toolbar is fixed by default but it can be moved to different locations. The standard toolbar
as depicted in Fig. 4.6 s a docked toolbar. The standard toolbar is also available in Calc, Tmpress and
Draw programs ol AQQ. Floaling Loolbars are context-sensilive. IL appears as per the currenl curser
position or selection. For example, when the cursor resides in a table then it will show controls about
the table whereas, in the case of a bulleted list, it will show controls about bullets and numbering. The
second toolbar at the top i.e., the formatting toolbar is an example floating toolbar in AOO. 'lear-off
toolbars can be opened via a triangle on toolbar icons as shown in Fig. 4.10. We may hide or move
various oolbars as lisled below:
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« lo display or hide toolbars, choose Tovlbar learsofl oy v %
View — Toolbars, then click on the and Float et s
name of a loolbar in Lhe list as shown in EeoNeee EeNeee
Fig. 4.8(a). CALMVOF| GALVOD
»  To move a docked Loolbar, place the _ - -
mouse pointer over the toolbar handle, e @a Owowyeoan
hold down the left mouse button, drag 9 ¥ O 89 ¥ O
the toolbar to the new location, and then _ -
release the mouse button. R % FRATEE e &
»  To move a lloaling toolbar, click on ils I
title bar and drag it to a new location. Triangleon  Point Cursor
toolbar icons  here & Drag
Right-cﬁck {context) menus Fig. 4.10: An Example of Tear-off Toolbar

Users can right-click on a paragraph, graphic, or other objects to open a context menu. Tt is the fastest
and easiesl way (o reach a lunclion of the right-clicked objecl. Il you're not sure where in Lhe menus or
toolbars a function is located, you can often find it by right-clicking.

Rulers

Rulers are used Lo conlrel and see page margins, paragraph indenls, and various alignmenl of wriler
objects. It can be shown or hidden via ruler check mark in view menu as depicted in Fig. 4.8(a). 'lo
enable the vertical ruler, navigate to Tools — Options — OpenOffice.org Writer — View and select
Verlical ruler.

Status bar

The Writer status bar is located at the bottom of the workspace. Tt provides information about the
documenl and convenienl ways Lo quickly change some documenl lealures. It is shown at Lhe bollom
of Fig. 4.6. It contains page number, page style, language, writer mode, file save status, digital signature,
document view layont, page zoom controls, etc,

4.2.2 Starting a Document =
g A 3

=)
. , Spreadsheet
There are many ways to open a fresh text document in AOQ - S

Writer.
I. Via Operating system Menu:

';'_6, Presentation
‘E, Drawing
i@ Database

«  We can open any AOO program by using the i) Formula
operating system menu. To do so, open the ] From Template...
application by selecling Slart — Programs — T

Writer or “lmpress, Cal &Draw”. : :

. . . . v Load OpenOffice During System Start-Up

+  Alternatively, you may just hit the windows key/

search button on the bottom right corner of
windowsl0 and simply type “writer”; it will show an ¢

icon for the OpenOiTice Wriler App; On Clicking Lhe 2:56 PM

) . I A b B

icon, we will have a new document opened. k21 X

Exit Quickstarter

Fig. 4.11: Open New Document
via Quick Starter
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2. Via QuickStarter: We can use this method to open a fresh decument. For the purpose we have

4.2.3 Opening a Document
An already crealed documenl can be opened in several ways.

1. Via QuickStarter: Open QuickStarter by the method

to enable this feature one time by Tools Menu — Options — OpenOffice - Memory —
OpenOffice QuickStarter. We can use QuickStarter icon at bottom right side of taskbar as depicted
in Tig. 4.11.

Via Start Center: Open Start Center by clicking on the OpenOffice icon (either on desktop
shorteut icon or by Start — Programs — OpenOffice App). Now we can open a new document
with the start center option “lext Document” (see Fig. 4.5) or by lemplates.. — New
Documenl.

Via File Menu: Il a document is opened and we want anolher Lo open, Lhen the option of
the File menu — New — Text Document {Shortcut Key Ctrl + N) can be used.
{See Fig. 4.7)

Ch\UsersiLenovo'DesktopiUntitled 1.odt

1
i i . 2: ChUsers\Lenovo' Desktopwebsites bet
shown in Fig. 4.11 and then click on the open R e P e

document. It will show an open dialog box to browse & DA Pras...\Chapter2 8luly 9 PM_OSyster

lor the desired file Lo be open. Clear List

2. Via Start Center: Open Start Center by clicking on Fig. 4.12: Cpen Document with

the OpenOffice icon (either on the deskrop shortcut Start Center

icon or by Start — Programs — Open{HTice App).

o Click on the Open... icon, shown in the start center. See Fig. 4.12

«  We can open from a list of recent documents as shown in Fig. 4.12.

« 'The document can also be open from the menu option File — Open (shortcut key Ctrl +
0)

= Recenl Documents list of the File menu

The above methods are also applicable if one document is opened and we want another to open.

H =] Gavem A ]
4.2.4 Saving a Document B
A @ s This™C » Dosktos v D Scarc Dasktos
A newly crealed documenl can be saved in _ ]
4 Urganze = Iewto dar T e
IMany ways. .
yways. | . _.
»  Select Tile — Save {See Tig. 4.7(a)) B 20Uzt R: Kl K al R-
+ Select File — Save As B MCE2R AWSH c qre  Dakor
i . =| Docamarts w Officz363 Frogrammi forznsc & . Ba.cb_P. .
»  Click on the Save Tcon (floppy icon} e o T .
on the standard toolbar. Savccztyps 02 s ocut o (o 3

When we apply any of the above actions, UpenU-ice org ANIL 1 lex: Docu men:_ep e Latw] “stw)
- H -1 T Microzofz Word 93 (doc] (*.doz r\?
a save as dialog box will open. We have to e e

provide the name of the [ile, ils Lype, and the  |» Haeromes  [oh oot (e

location where we want to save the file. We EIVE Decument DpenOthce Watse (htm) (-hirm
. . Mo R Loaml (%er1-1)
can save a dOCUI‘I‘Iﬂﬂt M various supported Micrasof: Ward 2003 XML (xrl) (*xm ]
- . Un form Jfice Formaz 2 Tast [uct) [ uct]
formals. (See Flg. 4.13) Un fied Uthize | or-aat bt fuos] (".dosl

) T Tect Soenment o) 7 ot
Short cut ke) Ctrl + § CDF Teet Zocument Template ( ot *.2tt)

Cpen2¥ice org XML 1.0 Tex: Documens: (zow] [ sxwl

Fig. 4.13: Save as Dialog Box
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4.2.5 Closing a Document OpenOffice 2110 X
A document can be closed in many ways. 2B The document "Untitled 1.0dt" has been modified.
«  Select File —» Close Do you want to save your changes?
»  Cross Icon al right most of Menu Bar i Discard Cancel

If our document is not saved after the last
modificalion Lthen il will alert us and display a Dialog
Box as shown in Fig. 4.14. Click on save to save the modifications. Select Discard if do not want to save
the last modifications and select cancel if you want to work on the document again.

Fig. 4.14: Document Modified Dialog box

4.2.6 Printing a Document

1. Quick Printing: Thisoption  pin. X
can be utilized to quickly Generel OperOTfive Wiiter Fege Layuul Oplivns
¢ 8.500n (_=tter]
send a document to your i)

Fax
HP | as=rlet Fro M2O1-MPN2 PCA
M crosall 2rinl e POF @

defaull printer. Click on the
“Print File Directly (Default
printer name)” icon on the
standard toolbar.

# Detzig

1100

Rangeand copies

T ] @) All prges Mumber of cepizs |1 B
2. Controlled Printing: It is a (OPeges 17 e

customized printing option. : Colete Tl el

We can sel paramelers [or L Pin e pay= i

; " pe : Peint

printing. To execute this Coenemen's [Nene (dozamzn: or

command, select File — 1142 '

Prinl or Kevboard shorleul _

‘ Llelp Prin: Canze

Ctrl + P will open a print X

dialog box as shown in Fig, Fig. 4.15: Print Dialog Box
4.15. We have to provide our printing preferences like page range to be print, printer name, number
of copies, order of printing, page setup, quality of printing, layout {pages per sheet), etc. Then
click on the Print button.

4.2.7 Selection, Cutting, and Pasting in a Document

Selection, Cul, and Pasle operation in the AQQ Writer applicalion is the same as in olher applicalions
of a computer system, We can use mouse, keyboard, menu commands to perform these operations.
Text can be copied within the document or between various other documents.

‘lo cut or copy (with text selected) you can use:

»  Keyboard shortcuts: Control + X (cut) or Control + C {copy)

+  Menu selections: Edit — Cut or Edit — Copy

+  Contextual menus: Right-click text selection and choose Cut or Copy

= Icon sources: Cul or Copy

Pasting text places, the cut or copied text in the document. When pasting text, the formatting result
depends on Lhe source and how you paste il. To pasle and relain original formatling use:

« Keyboard shortcut: Control + V

+  Menu selection: Lidit — Paste

+  Contextual menu: Right-click and choose Paste

+ Tcon Source: Paste
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4.2.8 Character Formatting

We can apply many formats at the character level using the command buttons on the Formatting toolbar.
The Formatting toolbar is shown below (Fig. 4.16) as a floating toolbar, customized to show only the
icons for character formatting.

@ | Default % | Timas Mew Roman ~il |12 ~| B

| | |' r

Ui BilE A-8-& -
[T LT [T ]
1 2 3 4 ] T 8 9 1

a— ~

Fig. 4.16: Formatting Toolbar Showing lecons for Character Formatting

L. Styles and Formatting window 2. Apply Style 3. Font Name

4. Tonl Size 5. Bold 6. Ilalic

7. Undetline 8. Superscript 9. Subscript

10, Increase Font 11. Reduce Font 12.Font Color

13. Highlighting 14 Background Color 15 Characler Formal dialog

4.2.9 Paragraph Formatting

You can apply many formats to paragraphs using the buttons on the Formatting toolbar. The Formatting
toolbar is shown below (Tig. 4.17) as a [loating loclbar, customized (o show only the bultons for
paragraph formatting.

Formatting <

¥
Defalt hd il

5
| |
2

1

iZ 8T €= =

1
g 10 11 12 12 14

co— | [l
a—
~— [
=— i

4 &

Fig. 4.17: Formatting Toolbar Showing lcons for Paragraph Formatting

Styles and Formatting window 2.  Apply Style 3. Align Left
Cenlered 5. Align Right 6. Juslified
. Line Spacing: 1 8. Line Spacing: 1.5 9. Line Spacing: 2
10, Numbering On/Off 11. Bullets On/Off 12. Decrease Indent
13. Increase Indent 14. Paragraph Format dialog

4.2.10 Finding and Replacing of Text

The wriler program supports Lhe (acilily 1o ind  [foga peplace %
a specilic lext and replace it with olher Lexl with
. . noqs . Search f .
its “TFind & Replace” dialog box. The dialog box e Find
. + Indi ~
can be opened via the standard toolbar’s s Find Al
binocular icon or Cirl + T Keys or Edit Menu —
Find & Replace command (see Tig. 4.18). Replace with =
The Tind & Replace dialog can be utilized for Bharat b —
. . Eplace All
various search lasks as described below:
»  [lind and replace words and phrases Match case N
s Use wildcards and regular expressions to W riseny
fine-tune a search
Help Close

« Find and replace specific formatting
« Find and replace paragraph styles Fig. 4.18: Find & Replace Dialog Box
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The Find & Replace process is performed as:

1. Type the text vou want to find in the Search for box.
2. Type the new text in the Replace with box.

3. You can select various options such as matching the case, matching whole words only, or doing

a search for similar words.

4. When you have set up your search, click Find. To replace text, click Replace instead.

421

Spelling and Grammar Checking

The Writer provides a spelling and grammar checking facility, accessed via Tools — Spelling (See Fig.
4.9(c)) and Grammar or I7 shorleut Kev or by clicking on icons on the standard toolbar as described

in the table.

Table 4.2: Spelling and Grammar Checking

ABL
R

AutoSpellcheck

P@
Spelling and
Grammar dialog

« Dictionary language can be
changed on the Spelling and
Grammar dialog box.

+ By default, a Grammar checker is
not available but that can be
installed as an extension. Navigate
lo Tools — Language
— More Dictionaries Online

+  Youcan add a word to a dictionary.
Click Add in the Spelling and
Grammar dialog box and pick the
dictionary Lo add il Lo.

4212 AutoCorrect

The wrilers AuloCorrectl [unction has a
long list of common misspellings and
typing errors, which it corrects
automatically. For example, “abotu” will be
changed Lo “aboul” Selecl Tools —
AutoCorrect Options to open the
AutoCorrect dialog box (See Fig. 4.9(c)).
‘There you can define what strings of text
are correcled and how. To slop the Wriler
from replacing a specific spelling, go to the
Replace tab, highlight the word pair and
click Dyelete. (See Fig. 4.20)

AutoSpellcheck checks each word as it is typed and displays a wavy red line
under any misspelled words. Once the word is correcied, the line disappears.
To perform a separate spelling check on the document {or a text selection},
click the Spelling and Grammar button. This checks the document or selection
and opens the Spelling dialog box if any misspelled words are found.
Soclling: Englisk (US4 <4
Terzlanguagz % Engisn (USL) w
Het in cichionany
bvery ndrvicua, by nature, seks last ng peace anc oleazurz and des rec - gnune Onee
sustainec reliz® from pan and sufferngs
lgrore &1
v Acd =
Suggestions
" Lhange!
SCCE [:‘;_
B Crznge All
zebs o AutoComact
L=lp Opricns.. Clgse
Fig. 4.19: Spelling Checking
AutoCorrect x
Replacements and exceptions for language: English (USA) ~
Replace Exceptions Options Localized Options Word Completion
Replace With:
about
3/4 £ - Delete
abouta about a
acommodate accommodate
acomodate accommodate
actualyl actually
addii.:inal add!t!onal »
QK Cancel Help Reset

Fig. 4.20: AutoCorrect Options
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4.3 OPENOFFICE CALC

Calc is the spreadsheet component of Apache OpenOffice. It contains most of the features found in
spreadsheets. Spreadsheets allow us to organize, analyze and store data in tabular form. In spreadsheet
we cant manipulate this dala Lo produce certain results. Cale is similar to Microsofl Excel and capable
of opening and saving various spreadsheet file formats. Other features provided by Calc include:

s Calc consists of several individual sheets, each sheet of cells arranged in rows and columns.

« Functions, which can be used to create formulas to perform complex calculations on data

»  Database functions, to arrange, store, and filter data

»  Dynamic charts; a wide range ol 2D and 3D charls

s Macros, for recording and executing repetitive tasks

«  Ability to open, edil, and save Microsofll Excel spreadsheels

s Import and export of spreadsheets in multiple formats, including HTML, CSV, PDE, etc.

4.3.1 Introduction to Spreadsheet, Sheets, and Cells

In Calc, we create [iles Lhal are called spreadsheels, consisls of several separale sheels. Each sheel
containing cells arranged in rows and columns. A specific cell is identified by its row number and
column letter. Fach spreadsheet can have many sheets, and each sheet has a large number of
individual cells. In Cale, each sheet can have a maximum of 1,048,576 rows and a maximum of
1024 columns.

4.3.2 Parts of CALC Interface

The CALC interface is depicled in Tig. 4.21. Fealures of the CALC interface are described below. The
menu bar, title bar, formatting toolbar, and standard toolbar have the same functionality as we discussed
in the AQOC Writer’s Interface in section 4,1. A new toolbar i.e., Formula bar is elaborated below.

Menu Bar Title Bar Formatting Standard

& Cal-ilntcrfacc.ods OpenOffice Ealc* Toolbar Toolbar = (] X
File Edit View Inset Format Tools Data Window Help
B-EB-I> R BEER ¥ SR D BUlhy REEEQA @ | F vl T
® | Arial v B JF U =s===s Jb % %% % % ez ez O - Q. - & "B

D5 Properties x E'
: ZL\J ]l ° | = [~ | @ Text -

7 . o

2 Nme Arial | (10 v
E Function Button o
2 Box Button Formula B/ U-wm RIS \
B — Bar
Ec Function a-
— - Column &
8 Wizard &l Alignment
| 9 A Headers e = b
-1 Active Cell : ==== =
| 2 g——— Row Headers Side teftindent: (] wrep text
| :i Ba'r Opt =2 ] Merge cells
.T Sheet tabs Status bar Text prientation:
I :_5, l l . — 0 degrees 7
[ 18 v | S W el
4] 4 [ |11 Sheet1 (Sheet? [Sheets / < | i’ i
| _SheEt 173 Default STD Sum:_'.\ ) (=] & ® 100 %

Fig. 4.21: OpenOffice CALC Interface
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Formula bar

‘The formula bar is shown in Fig. 4.21, below the formatting toolbar. 1t consists of various controls which
are annotated with dark background color in Fig. 4.21. The Name box holds the address of the currently
selectled cell which is D5 in our case. The TFunclion Wizard is used Lo view or insert available inbuilt
functions. It also shows the parameter list and syntax of the functions. Clicking the Sum button inserts
a formula into the current cell that totals the numbers in the cells above the current cell. Clicking the
Function butlon inserts an equal (=) sign into the selecled cell and the Inpul line, Lhereby enabling Lhe
cell to accept a formula.

Individual cells

The main section of the screen displays Lhe cells in the form ol a grid, with each cell being at Lhe
intersection of a column and a row. At the top of the columns and at the left end of the rows are a
series of gray boxes containing letters and numbers. These are the column and row headers. The columns
start at A and go on to the right, and the rows start at 1 and go down. An active cell is depicted in Fig.
4.21.

Sheet tabs

At the bottom of the grid of cells are the sheet tabs. T'hese tabs enable access to each individual sheet,
with the visible (active) sheet having a white tab. Clicking on another sheet tab displays that sheet, and
its tab turns white. You can also selecl mulliple sheel labs al once by holding down the Conlrol key
while you click the names. Sheet tabs are shown in the bottom left corner of Fig. 4.21.

4.3.3 Starting, Opening, Saving, and Closing a Document

Starting of CALC documenl can be Via Crperaling system Menu, Via QuickSlarter, and Via Slart Cenler.
‘The process is already illustrated on pages number 105 & 106. An already created CALC document
can be opened Via QuickStarter or Via Start Center as discussed on page 106, Similarly, saving and
closing ol a documenl also follow the AQQ standard procedure as we discussed during the Wriler
component.

4.3.4 Freezing/Unfreezing Rows and Columns

Freezing locks, several rows al Lhe Lop of a spreadsheel or several Window Help

columns on the left of a spreadsheet or both. Then when scrolling New Window

around within the sheet, any frozen columns and rows remain in [ Close Window Crl+ W
o

view. ol

Freeze

Freezing a row and a column
&  Hello.ods - OpenOffice Calc

1. Click into the cell that is immediately below the row you want Untitled 1.odt - OpenOffice Writer
frozen and immediately to the right of the column you want . g. 4.22: Freezing Rows and
to be frozen. Columns

2. Choose Window — Ireeze. A dark line appears, indicaling
where the freeze is put.

Unfreezing

¢ 2€ TOWS O COLUITNS, ()5 INCLOW ' £E. cnec c v 1 ze wi aoved.
To unlreeze rows or columns, choose Window — Ireeze. The checkmark by Treeze will be removed
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4.3.5 Creating a Chart

Calc supports a variety of charts and graphs to present numeric data efficiently and conveniently. Using
Calc, you can customize charts and graphs to a considerable extent. Many of these options enable you
Lo present your informalion in Lhe besl and clearesl manner. To understand it practically we recreate a
chart which was presented in unit 1 ie., percentage share of the browser market (See Fig. 1.3). 'The
step-by-step process will help us for easier understanding.

1. Insert dala into the CALC which is Lo be graphically presented.

2. Select the data to be included in Chart/Graph formation.

3. Either press Lhe Chart icon on standard loolbar (See Tig. 4.21) or Click on Insert — Charl oplion.

4. It will show a Chart Wizard with the default formation of the chart as per the given data. Chart

Wizard is depicted in Fig. 4.23. Now with chart wizard, we can customize our chart.

=)
Zil= Edit View Insert “ormat Tools Window  Hela
B-BEB-H= B S B s
| R |F;‘|l||=l5:|:_li;-u :m E = AR QJE =
4 - C | D E | F | G | 4 | | ) | K | L
1 |Crowser Market Shar v .
Z_[Chrome 63.68
I |safari 2.75 8C
4 |Edge 8.1
= |Firefox 7 T
&_|Opera 2.3 BC Crart Wzard
:.Other 3.5
3 5C Steps Choosc a chart type
q
o .
o B Ror
= 30 1. Daza Range @ Pe I-I.| q
13 o 3. Data Series & Area
4 4 Chart Eements 2% Line Normal
13 1 |5 X (Seatte)
15 . *2 Butble 13D Luuk
b | 0 Eﬁ . Shape
13 Chome  Safar &1 Stock _
13 m Column and Line Cylinder
el r Conc
21 Pyramic
22
23

Fig. 4.23: Creating Chart with Chart Wizard

The Chart Wizard has three main parts: a list of steps involved in setting up the chart, a list of chart
types, and the options for each chart type. Chart wizard includes four steps to draw a powerful chart.
1. Choasing a charl lype: A variely of charl Lypes are provided, we can selecl any ol them by
clicking the icon of the chart type. A preview will be shown to us for better selection.

2. Data Range: We can manually reselect the data range (it any error in the previous selection),
3. Data Series: We can fine-tune the data that we want to include in the chart.
4. Chart elements: With the chart elements page, we can give title, subtitle, legends to our chart.

4.3.6 Creating Formulas

In CALC, we can enter formulas in two ways, either directly into the cell itself or at the input line.
Lither way, we need to start a formula with one of the following symbols: =, + or -, Starting with anything
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else causes the formula to be treated as if it were text. Hach cell on the worksheet can be used as a data
holder or a place for data calculations. Entering data is accomplished simply by typing in the cell and
moving Lo the nexl cell or pressing Enler. With formulas, the equals sign indicates Lhal Lhe cell will be

used for a calculation.

Table 4.3: Common Ways to Enter Formulas in CALC

Formula Description
=A1+10 Displays the contents of cell A1 plus 10.
=A1"16% Displays 16% of the contents of A1,
=A17A2 Displays the result of the multiplication of A1 and A2.
=ROUND({A1;1} Displays the contents of cell A1 rounded to one decimal place.

Calculates the effective interest for 8% annual nominal interest with

SEFRECTIVEESTZ) 12 payments a year.

=B8-SUM(B10:B14) Calculates B8 minus the sum of the cells B10 fo B14.
=SUM(B8;SUM{B10:B14)) Calculates the sum of cells B10 to B14 and adds the value to BS.
=SUM{B1:B&5536)} Sums all numbers in column B.

=AVERAGE({BloodSugar)

BloodSugar.

Displays the average of a named range defined under the name

Displays the results of a conditional analysis of data from two sources.

=IF{C31>140; "HIGH"; "OK") If the contents of C31 is greater than 140, then HIGH is displayed,

otherwise OK is displayed.

4.4 OPENOFFICE IMPRESS

Iimpress is Apache OpenOffice’s slide show (presentations) program.
Impress creates presentations in the ODP formal, which can be opened
by other presentation software or can be exported in different
presentation formats. We can create slides that contain different
elemenls, including Lexl, bulleled and numbered lisls, Lables, charls,
clip art, and a wide range of graphic objects. Impress also includes a
spelling checker, a thesanrus, prepackaged text styles, and attractive
background styles.

441 Creating new Presentation

Firstly, start the impress in one of the following ways:

+ If no component of AOO is open, from the Start Center: click
on the Presentation icon.

»  [rom Lhe syslem menu or lhe AQQ Quickslarter.

« From any open component of AOQ: click the triangle to the
right of the new icon on the main toolbar and select
Presentation from the drop-down menu, or choose File —
New — Presentation from the menu bar.

=) Text Document
i) Spreadsheet

J[E]

=) Drawing
i Database
7| Formula

iZ) From Template...

Open Document...

v Load OpenOffice During Systen

Exit Quickstarter

3 e
I @ =

3401
30-Jul

Fig. 4.24: Starting impress

from Quickstarter
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When you start Impress for the first time, the Presentation Wizard (see Fig. 4.25 & Fig. 4.26) is

shown,
1. Under Type, choose one of the oplions:
+ Empty presentation creates a blank presentation.
« Trom lemplale uses a lemplale design already created as the basis [or a new presentalion.
The wizard changes to show a list of available templates. Choose the template you want.
« Open existing presentation continues work on a previously created presentation. The wizard
changes to show a list of existing presentations. Choose the one you want.

2. Click Next, Fig. 4.25(b) shows the Presentation Wizard step 2 as it appears if you selected Empty
presenlalion at step 1. Il you selected From lemplale, an example slide is shown in the Preview
box.

&5 Presentation Wizard — ks &5 Presentation Wizard — X
1. 2 BV eso
5= Seecte side desgn

Help

(YAl

(®) Empty presentation
() Eram zerrplate

() Cpen existing presentaticn

[ Proview

Do not show this wzard again
D ]

Cancel LCreate

Fresentatior Bacegrounds -

< Original= -
Black and While
Elue Border

Elue Lines and Cradients

Seech en outpul medium

@) Screen

() Cyeshead sheet () Slide
- - b Proview

) Paper

Help Cercel << Back LCreate

Fig. 4.25: Presentation Wizard (a) Type Selection (b) Design & Output Medium Selection

Choose a design under Select a slide
design. The slide design section gives you
two main choices: Presentation
Backgrounds and Presentalions. Each one
has a list of choices for slide designs. If
you want to use one of these other than
<Original>, click it o selecl it

The types of Presentation Backgrounds
are shown in Fig. 4.25(b). When you click
an item, a preview of the slide design
appears in the Preview window,
<Original> is an empty background.
Click an itemn to see a preview of the slide
design in the Preview window,

2engp=tation Wirard

raesrgrre

wiect a chd=transhion

Sffect Wope iy e

e TR
Selel Ure o sy Laliun Lype

; Lefaul:

Aol

el Canicel <« Back [ Lizale

Fig. 4.26: Transition and Presentation Type
Selection in Presentation Wizard

Select how the presentation will be used under Select an output medium.

Click Next, The Presentation Wizard step 3 appears as shown in Fig, 4,26, Select the desired
speed lor Lhe lransition between Lhe dillerent slides in Lhe presenlalion [rom the Speed
drop-down menu. We have chosen “Fast speed” with “Wipe Right” effect as shown in

Fig, 4.26.

Click Create. A new presentation is created.
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4.4.2 Parts of IMPRESS Interface

‘The main Impress window (Fig. 4.27) has three parts: the Slides pane, Workspace, and 'l'asks pane.
Additionally, several toolbars can be displayed or hidden during the creation of a presentation.

Line and Filling Taolbar Mcnu Bar Standard Toolbar Presentation Toolbar

B Impres{ Interface.odp - OpenOffice Impress I [

File Edit Yiew |nsent Format Jools Slide Show Window Help y 1 =
B-Er = g BE YR @ @O O - =

i ﬂ'il‘ i = || (000" 2] [N Grays [~ | @ |color v | Blueclassic~ | & Properties Pane
Shdes * || Mormal Qutfine Notes Handout Slide Sorter Properties =

1

H Layouts

l Click to add title — —
L= |

Workspace | == —

/ Click to add text N — — :ﬁ.
| .
L | Tasks | ®

Slides Pane Pane
(:_'
N Slide = = == ¥
Position Number | | | ]
. - Zoom In/Out
/S EeT L9 @0 -FB-P-i- K2 ORE]Y be-8- & 1
311253710 7 0,00 % 0.00 Slide 1/ 1 | Default o —e— @ 3%

Fig. 4.27: Open Office IMPRESS Interface

Slides Pane

The Slides pane contains thumbnail pictures of the slides in your presentation, Clicking a slide in this
pane selects il and places il in the Workspace. When a slide is in the Workspace, you can apply Lo it
any changes desired. Several addilional operalions can be performed on one or more slides
simultaneously in the Slides pane:

« Add new slides to the presentation.

+  Mark a slide as hidden, delete a slide from the presentation if it is no longer needed.

+  Rename a slide, duplicate a slide or move it to a different position in the presentation,

*

ll

Tasks Pane

‘The lasks pane has several sections. 'Lo expand the section you wish to use, Bropertics

. . L . : . *  MasterP
click on the right-pointing triangle to the left of the caption as shown in e e

Custom Animation

Fig. 4.28. Only one section at a time can be selected. side Trameiion
1. Master Pages: Here you define the page style for your presentation, Styles and Formatting
2. Layoul: The pre-packaged layouls are shown here. You can choose Galleny
the one you wanl, use it as il is, or modify il lo vour requirements. Blavigator
3. Custom Animation: A variety of animations for selected elements %”dt“k_ ;
ustomization 3

of a slide are listed. Animation can be added to a slide, and it can

also be changed or removed later. Fig. 4.28: Opening Task
Pane Section
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4. Slide Transition: We can select transition type, its speed (slow, medium, fast), choose between
an automatic or manual transition, and choose how long the selected slide will be shown.

Workspace

The Workspace has five tabs: Normal, Outline, Notes, Handout, and Slide Sorter. These five tabs are
called View bullons. The Workspace below the View bullons changes depending on the chosen view.

L. Normal view: Normal view is the main view for working with individual slides. Use this view
Lo format and design and Lo add texl, graphics, and animation eflects.

2. Outline view: The outline view contains all the slides of the presentation in their numbered
sequence. Tt shows topic titles, bulleted lists, and numbered lists for each slide in outline format.
Only the text contained in the default text boxes in each slide is shown.

3. Notes view: Use the Notes view to add notes to a slide.

a.  Click the Notes tab in Lhe Workspace.
b. Select the slide to which you want to add notes.
¢. In Lhe Lext box below the slide, click en the words Click Lo add noles, and begin Lyping.

4. Handout view: The handout view is for setting up the layout of your slide for a printed handout.
Click the Handout tab in the workspace, then choose Layouts in the Tasks pane, We can choose
to print 1, 2, 3, 4, 6, or 9 slides per page.

5. Slide Sorter view: Slide Sorter view contains all of the slide thumbnails, Use this view to work
wilh a group ol slides or with only one slide.
Toolbars

Many toolbars can be used during slide creation; they can be displayed or hidden by clicking View —
Toolbars and selecling [rom the menu.

Status bar

The Status bar, located at the bottom of the Impress window, contains information that you may find
uselul when working on a presenlalion.

Navigator

The Navigator displays all objects contained in a document. It provides another convenient way to move
around a decument and find items in it. To display the Navigalor, click its icon on the Standard Loolbar,
choose View — Navigator on the menu bar, or press Ctrl+Shift+E5.

4.4.3 Formatting a Presentation

A new presentalion only conlains one emply slide. In Lhis seclion, we will starl adding new slides and
preparing them for the intended contents.

Presentation T X
Inserting slides %islide [slide Design (3 slide Show
This can be done in a variely ol ways: Fig. 4.29: Presentation Toolbar

o Insert — Slide.
» Right-click on the present slide, and select Slide — New Slide from the pop-up menn,
«  Click the Slide icon in the Presentation toolbar.
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Sometimes, rather than starting from a new slide, you want to duplicate a slide you have already inserted.
To do so select the slide you want to duplicate from the Slides pane and then choose Tnsert — Duplicate Slide.

Selecting a layout

In the 'lasks pane, select the Layout drawer to display the available layouts. 'The Layouts differ in the
number of elements a slide will contain, from a blank slide to a slide with six contents boxes and a title,
To select or change the layoul, place the slide in the work area and select the desired layoul (rom Lhe
layout drawer in the Task Pane. Several layouts contain one or more content boxes. {Sce Fig. 4.30(a}).
Fach of these boxes can be configured to contain one of the following elements: Text, Media clip, Picture,
Charl, or Table. You can choose Lhe Lype of conlent by clicking on Lhe icen thal is displayed in Lhe
middle of the contents box as shown in Fig. 4.30(b). If instead, you intend to use the contents box for
text, just click anywhere on the box to get a cursor.

=l Layouts

Title Slidle

= | ‘ Insert Table Insert Chart
— f—

‘ ‘ Insert Picture E :

| | | | Zhcturs :

Fig. 4.30: Presentation (a} Slide Layout Options {b) Insert Content Type

Insert Movie

Modifying the slide elements

Our slide contains elements as per our chosen layout slide; We may remove unneeded elements and add
objects (such as pictures), as well as insert text. To add any pictures or objects to the slide. follow these steps:

1. 'l'o add pictures from graphic files to places other than the clipart frame:

a. Tnsert — Picture — From File, The Insert Picture dialog box opens.

b. Browse to the graphic file. To see a preview of the picture, check Preview at the bottom of
the Tnsert picture dialog box. Select a picture and click Open.

¢. Move the picture to its location.

d. Resize Lhe piclure, il necessary.

2. To add text to a slide that contains a text frame, click on Click te add an cutline in the text
frame and Lhen lype vour texl. The Qulline styles are automalically applied Lo the text as you
insert it. You can change the outline level of each paragraph as well as its position within the
text by using the arrow buttons on the Text Formatting toolbar

3. 'lo remove any element on the slide that is not required, click the element to select it. The green
handles show that it is selected; press the Delete key to remove it.

4.4.4 Applying an Animation Effect

In Normal view, display the desired slide. Select the text or object you want to animate. An object such
as a graphic or an entire text box will have green handles around it when selected. In the Tasks pane,
choose Cuslom Animation (see Tig. 4.31}. Click Add. The Cuslom Animation dialog box (Tig. 4.32)
appears. Choose an effect from one of the pages of this dialog box, and choose the speed or duration of
that effect.
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To choose the animation to be applied when the object is placed on
the screen, use an effect from the Entrance page, for example, Fly In or
Dissolve In. Use the Emphasis page to apply a basic effect, such as
changing the font color, or to add special effects such as blinking text.
To choose the effect to be applied when the object is leaving the screen,
use the Exit page. If you want the object to move along a line or curve,
select an animation from the Motion Paths page.

Click QK o save Lhe eflect and relurn o the Cuslom Animation page
on the lask pane. Here you can choose how to start the animation, change
the speed, and apply some additional properties to the selected effect.

Starting an animation effect

You have Lhree choices (or slarling an animation effect:
s On click—the animation does not start until you click the mouse.
s With previous—the animation runs at the same time as the
previous animalion.
s After previous—the animation runs as soon as the previous
animation ends.

4.4.5 Running the Slide Show

To run the slide show, do one of the following:
«  Click Slide Show — Slide Show on Lhe main
ment bar.

Custom Animation

Modify affact
Add Change...
Remove

Effect Box

Start

On click ~

Direction

In ™~

Speed

Very fast ~

Change order: f

Play Slide Show

Autornatic preview

Fig. 4.31: Custom Animation

Custom Animation

»  Click the Slide Show button on the Presentation
toolbar or the Slide Sorter toolbar.
» DPress F5 or F9,

Entrance Emphasis Exit Motion Paths Misc Effects

If the slide transition is Automatically after x seconds, | | Box
let the slide show run by itself. If the slide transition is Checkerhoard

bd

Circle
On mouse clicl, do one of the following Lo move [rom
one slide to the next.

Fig. 4.32: Custom Animation Dialog Box

= Use the arrow keys on the keyboard lo go Lo the next slide or Lo go back Lo Lhe previous one.

« Click the mouse button to advance to the next slide.

= Press the Spacebar on the keyboard Lo advance o Lhe nexl slide.

When you advance past the last slide, the message Click to exit presentation...appears, Click the
mouse or press any key Lo exil the presentation. To exil the slide show al any time including at the end,

press the Hsc key.

| Interesting Facts |

*  Worldwide over 1700 companies are using OpenOffice,

*  (Ofall the customers that are using OpenOffice, 25% are small (<50 employees), 34% are medinm sized

and 37% are large (> 1000 emplovees}.

¢ LibreQOllice is a forked varianl of OpenCllice, lhe Document Foundalion ('I'DF) uses source code of

OpenOffice.org 3.3b in 2010
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4.4.6 Printing a Presentation

Impress provides many options for
printing a presentation: with multiple
slides on one page, with a single slide

Print

General OpenOffice Impress Page Layout Options

Printer

Canon MF230 Series UFRII LT ~

Fax

HP Laserfet Pro M201-M202 PCL &
Microsoft Print to PDF

2.50in (Letter

per page, with notes, as an outline, with
date and time, with page name, and 4
more. For more control over printing
a presentation, choose File — Print
to display the Print dialog as shown
in Fig. 4.33. The General tab is used
to select the printer and its related
properties. Range and copies are also
given in this tab. What we want to print
is selected from the dropdown box
under Print option. We may choose
slides, Handouts, Notes, or Outline.
OpenOffice Impress tab is used to include slide-specific contents (slide name, date & time, etc.), color,
size for the printing. The left pane is showing preview with two slides, it is configured in the Page
Layout tab by pages per sheet set to 2. The options tab can be used for the “print to file” command.

W

- i i
Al Ld 7 Details

Range and copies

Propertjes...

11.00 in

(@) All slides Mumber of copies |1 =
() Slides 12 Ty Ty

() Selection =] R

[ Print in rewerse page order

Slicles

Help Cancel

Fig. 4.33: Open Office Impress Print Dialog

VIDEO RESOURCES

OF ,l0)
- o TYPE: Video Resources Title: Apache OpenOffice Writer
EsiE
Egﬁ TYPE: Video Resources Title: Apache OpenOffice CALC
=7
ElirRE

Bﬁ TYPE: Video Resources Title: Apache OpenOffice Impress
@
ElfemE
et TYPE: Video Resources Title: Multilingual Videos on Computer Literacy & AOO
iop

SUMMARY

1. Apache OpenOffice (AOO) is free open-source software that can be downloaded from the official
website www.openoffice.org.

2. The writer is a word processor component of AOQ. It has extensive support for all common file
formats and by default uses the ODF format.
3. OpenOffice Writer views a large document using the Writer preview interface and tools.

4. Calc is the spreadsheet component of AOO for performing numerical and analytical tasks.
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11.

Q2.

Q3.

Q4.

Q6.

Q7.

Q8.

Q9.

In CALC we can combine formulas and functions to create a simple spreadsheet application.
Impress is used to create a powerful presentation with predefined slide layouts.

We can run a slideshow with F9 or F5. Keyboard arrow keys and mouse used for navigation.
Workspace view of Tmipress is used to format the presentation.

Workspaces view bullons provide the [acility o view slides in various views.

Impress can integrate various media types ie., audio, video, picture, text, charts, etc.

Custom animation and transitions provide dynamic look & feel for an impressive presenlalion.

EXERCISES

Objective Questions

Keys to Moves the current paragraph up.

A, Ctrl + PgUp B. Ctrl+Alt+UpArrow
C. Alt+PgUP D, Alt+Home+UpArrow
Which ameng the following file extensions are not compatible with OpenOffice writer?
A, csy B. sxw
C. doc D xt
Which of the following is a shortcut key to Redo any operation in the writer ?
A, Cul+R B. Ctrl+Y
C. Ctl+X D Ctrl+2
Apache Openoffice spreadsheet file has an extension of -
A Lodl B. .ods
C. odg D, Lodp
What kind of Program is OpenOffice Tmpress?
A, Spreadsheet B. Word processing
C. Presentation D, Nomne of these
The spreadsheel program ol Apache OpenOffice is known as
A. Draw B. Wriler
C. Tmpress D. Calc
When we select the ‘save as’ option in CALC which information will ask in the dialog box?
A, File Name B. The location where the file is to be saved
C. Both(A) & (B) . None of these
The cell in CALC which is currently selected is known as
A, Master Cell B.  Source Cell
C.  Active Cell D. Base Cell
The number of rows in OpenOffice CALC
A, 1024 B. 32676
C. 1056728 D. 1048576
Q10. Thumbnail piclures of slides are presenled by
A, Workspace B. Task pane
C. Slide pane [). None of these

Ql1. What is a shortcut command for spelling checking in AOO?

A F7 B. Fo
C. To D. I2
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Ql2.

Q13.

Ql4.

Q15.

Q1.
Q2.
Q3.
Q4.
Q5.

Qo.

Which section is available in the Task pane?

A, Master pages B. Layout

(.. Table design D. Al of these
In AQQ Slide can be deleled by

A, Tdit — delete slide B. select the slide and press the delete key
C. Both above D. None of these
What is the default formatting command in AQO?

A Crl+B B. Ctl+M

Co Cul+Q D. Cil+T
Which menu is used o hide slides in AQQO Impress?

A. Format B. Tools

C. View D. Slide Show

Subjective Questions

What are the advantages of using OpenOffice software?
Lixplain the main parts of the Writer interface.

Explain the main parts of the CALC inlerlace.

Explain the main parts of the Impress interface.

Creale a resume in the AOQ Wriler inlerface with different logical sections for your personal,
academic, and professional details.

Create a chart as shown in unit one’s Fig, 1.3, Data is as under,

Browser Chrome Safari Edge Firefox Opera Other
Market Share % £8.68 9.75 8.1 7.18 25 3.82

Prepare a presentation in AQQ Impress o look like below.

What is Child Labour?

The International Labour Organisation defines
cluld labour as any work that deprives chuldren ol
their clildhood, their potential. their dignity and one
that is harmfil _to  the physical and  miental
development of the child

f -
% ‘! @ Fq‘ )

I; &

E

L
ANSWERS
A. Obijective Questions
QN. |1 | 2 | 3|4 5|6 | 7|8 10 | 11 |12 |13 | 14 | 15

Option B A B B C D c c D C A D c B D
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B. Hints for Subjective Questions

Al. Hxplain various advantages of using open-source OpenOffice software i.c., No licensing fees,
Open source, Cross-platform, Extensive language support, Consistent user interface, Integration,
Granularity, File compatibility, No vendor lock-in, and Community support.

A2, Tixplain Writer interface’s title bar, various menus residing in the menu bar, standard and
formatting toolbar, status bar, etc, (Refer Fig. 4.6)

A3, Explain the CALC interfaces litle bar, menu bar, slandard toolbar, lformula bar, sheel Labs, slalus
bar, etc. (Reler Tig. 4.21).

A4, Inaddition to the title bar, standard toolbar, formatting bar also explain lmpress interface’s various
panes i.e., slide pane, workspace pane, tasks pane. (Refer Fig. 4.27)

A5. Create a new Writer document and input vour details in logical and chronological order. Use
different text formatting options of the standard toolbar and formatting toolbar to present content
in an effective way. Use of table and picture is also suggested.

A6, Creale a new spreadsheel document in CALC. Input and select the given dala. Selecl Insert —
Chart option. A chart wizard window will be shown as in Fig. 4.23. Select appropriate options
for chart type, legends, etc.

A7. Create a new presentation as discussed in section 4.3. Then select slide layout “Title and 2 content
layout” from the tasks pane. Use the Text tool of the drawing toolbar to insert a text placeholder
for definition. Use different slide formatting options for title and content formatting. Insert two
pictures of your choice as explained in Fig, 4.30.

KNOW MORE

1. Some functionalities which are not natively available in OpenOffice software are provided

by means of various Hxtensions. These can be downloaded from the below URL:
https://extensions.openoffice.org/

2. Spelling and Grammar can be checked against multiple languages by installing concerning language

dictionaries.

Applications

+ The AOO Writer made typing of words and other documents in easier way. It can be used to type

almost every kind of content e.g., writing works, official documents or letter typing. Tt is also
used Lo save our writlen document, which can serve as record keeping dalabase.

«  The AOO CALC is generally used for storing numerical data in tabular form and manipulating it

with various predefined formulas. It can be utilized in preparing ledger balance, maintaining
accounts, receipt or invoice generation etc.

»  The AOQ Impress software can design creative and engaging presentation by adding the texts,

graphics, video and images. The presentations can be used to showcase company’s portfolio or
sample in front of a client. Nowadays it is widely used for developing e-Learning resources for
educalional institutions.
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PRACTICALS

Experiment 4.1: Open Office Tools

Practical Statement

Explore features of Open Office lools, create documents using Lhese lealures, do il multiple limes.

Practical Significance

The spread of informalion lechnology has ensured Lhe compuler has its place in every ollice. Word
processing, mathematical work, and presentation work have an important role in the daily computer tasks
of an office. In this practical, we will see the Writer, Impress, Calc component of Apache’s OpenOffice
Software suite.

Relevant Theory

Various components of Apache Open Office (AOQ) Tools like Writer, Impress, Calc have been explained
in delail in unil 4. In the unil, we have also learned the description of inlerfaces of these components and
how to create documents in them, Specific functions of each component and process to use them are also
learned.

Practical Qutcomes (PrQ)

The learners will be proficient in working AOQ tools and:
PrO1: creating a general office proforma in the Writer component of AOQ.
Pr(2: creating a receipt proforma in the CALC component of AOO.
Pr(33: crealing a presentalion in the Impress component o AQQ.

Practical Setup (Work Situation)

In this practical, sludenls should be provided with Lhe diflferent scenarios Lo work on and lel them choose
the AOG component of their choice.

Scenario 1: Suppose youare working in the education department and assigned to create a proforma
to collect the teacher’s profile. Fields for data collection with a sample proforma are provided as in
Fig. 4.34.

Scenario 2: Considering yoursell as an employee ol a service provider company, prepare Lthe receipt
proforma given to you. Calculations should be done automatically in the electronic version {softcopy) of
the proforma. The sample receipt, given to your customer should be as depicted in Fig. 4.35.

Scenario 3: Assuming yourself a government official, prepare an informative presentation on the
Start-up India campaign. The sample tlemplale is depicled in Tig. 4.36.

Resources Required

1. A compuler syslem i.e., PC/Laplop.
2. Installed Apache OpenQffice sollware.
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Employee’s code
Name of Lhe leacher
Mate ot hirth
Designation
School's address

TEACHER'S PROFILE

Academic/Professional Qualifications:

L-LMSE Coade Now

Slale/UT

District
Block

Academic Qualifications:

Examination

University/ Board

Year

Subjects

Craduation

Post-Craduation

Ph.TD.

Professional Gual

ifications:

D.RdLM.TLRA /Ty,

B.Ed./Equivalent

M.Ed.

Experience:

Txperience

Period

Tolal

From

To

Yar

Months

Teaching

Administrative

Olher

Achievements/Awards (if any):

1.

2.

Signature of Teacher

Fig. 4.34: A Template Froforma for Teacher's Profile
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Precautions

1. Back up and save your working document periodically to protect it from data loss.
2. Analyze page size, page layout, slide layout as per proforma/slide being created.

Shyam Techno Services RECEIPT

[Street Address]

[City, 5T ZIP]

Phone: 8001234567 INVOICE # DATE
20215 10-08-21

BILLTO CUSTOMER ID TERMS
[Mame] 564 Due Upch Receipt
[Company Name]

[Street Address]
[City, ST ZIP]
[Phane]

[Email Address]

DESCRIPTION oTY UNIT PRICE AMOUNT
Service Fee 1 200.00 200.00
Labor: S hours at 200 % /hr 5 200.00 1,000.00
Parts 1 1,750.00 1,750.00

Thank you far your business!  SUBTOTAL 2,950.00
G5T 18.000%
TAX 531.00
TOTAL INR 3,481.00
If you have any questions about this invaice, please contact
[Mame, Phone, email@address.com]

Fig. 4.35: A Template Proforma for Receipt

Suggested Procedure

{a) Proforma for Teacher's Profile
The sample proforma depicted in Fig, 4.34 should be created in Writer program for quick formatting and
provided layout, although it can be created in other components as well.

1. Open a new Writer document (refer to unit 4, section 4.1)



Open Office Tools | 147

k=]

Go to the format — page — page tab, choose paper size, margins, etc.

Type the top 7 rows and format the rows to look like in the given proforma, using the basic
formatting command available in the formatting toolbar.

Create a table having 4 columns and 9 rows to accommodate content provided in proforma for
academic/ prolessional qualificalion. To do go Lo Insert — Table or press Clrl+I12.

Merge columns of row 1 and row 6 by selecting their cell — right-click — Cells —» Merge. Adjust
the size of columns by dragging the borders.

Apply text formatting commands like center, background color, font size, and type as specified in
the given proforima.

Creale anolher Lable for Experience details via the (ellowing sleps similar Lo steps 4 Lo 6.
Create a numbered list for collecting experience details. Type underscore three times and then
press Enter to insert a line as given in proforma.

(b} Proforma for Receipt

The sample proforma depicted in Fig. 4.35 should be created in CALC program for quick formatting,
layout, and calculation needs. There may be different ways to prepare such document. One sequence of
sleps is mentioned below.

1.
2.
3.

8.

Open a new CALC document.

Go to the format — page — page tab, choose paper size, margins, etc.

As depicted, content has a maximum of 4 columns of data so all text layout can be adjusted in 4
columns.

Merge first 3 cells ol row 1 and Lype name of Lhe company i.e., Shyam Techno Services. Merging
can be done via the Merge cells command provided on the Formatting toolbar.

Insert and merge other content as per the given layout.

Apply various text formatting commands e.g., Font type, size, background color, alignment of
text to make our document identical to the given proforma {as much as possible). You may use
“Format Paintbrush” & for quicker (ormaltling.

To present numbers wilh decimal [raclions: Righl-click on cell - Tormal Cells — Number —
Options, set decimal places to 2.

Apply formulas for calculating Amount, Subtotal, Tax & Total. (refer to unit 4, Table 4.3)

(c}) Presentation on Start-up India campaign

By looking at both the slide we have to develop the slide. First Slide is having one image (right upper
corner) and 5 lexl sections wilh different formatling, numbering styles. Slide 2 is having six lex( segments
for infographics and one for the heading of the slide, The slide is also having some numbering on the left
upper corner of text segments. We may follow the below steps to create our presentation to look like the
given template.

1.

2.
3
4

(%3]

Open a new Impress presentation with Presentation Wizard (refer to unit 4, section 4.3)

Select blank layoul [rom Tasks pane.

Insert Text with Text icon from text toolbar or drawing toolbar or by pressing the F2 key,
Similarly, insert other text segments and input desired data on them, Apply formatting options
like background color, font size, font color, font style, numbering.

Find the Start-up India logo on a search engine, insert and place it on right upper corner.
Inserl a new slide by righl click en the Slides pane and then click New Slide.
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7.
8.
8.

1.

11

12.
13.

Tnsert a text segment for heading and apply formatting options as given in the template.

Insert another text segment and type the text for the first information, Apply text formatting,

Select the text box and fill it with color by Properties pane — Area — Fill drop down to color

and choose the desired color.

To inserl numbering with a circle; create a circle with help of an ellipse icon. Double click Lo

insert the nimbering value, Fill it with the desired color as in the previous step,

Select text box and circle shape and recreate another text segment with numbering by copying &

pasting. Make desired changes as per the second information box of the slide.
place the segments by drag and drop or by keyboard navigational keys.
Repeal step 11, for Lhe nexl lour text segments and numbering.

Start-up India #stqrtupin_clzl_' a

India ranks 3rd globally in terms of the number of start-

ups.
19,000 technology-enabled start-ups. Dominated by

Features of the Scheme: o Internet and financial services start-ups.
o Simple Compliance Regime based on Self-certification World's youngest start-up nation ~ 12% founders less
o legal support & fast-tracking patent examination at than 35 years in age.

Teduced costs. Bengalura ranks 15th globally in Start-up Ecosystem
o Relaxed norms of public procurement for start-ups Ranking for 2015.
o Faster Exit. Number of start-ups with Series A round funding in 2014
o Fund support through a corpus of US$ 1.5Bn. was 46 while it increased to 114 in 2015.
o Credit guarantee support ~ US$ T5Mn per year for 4

years (ending in 2020) Venture Capitalists (VC) operating in India:
o Tax exemption for 3 years. 2 Early VCs: Seedfund, Accel, Kae Capital, and Venture East.
o Start-Up Fests & Annual Incubator Challenge 2 lLate VCs: Helion, Sequoia, Matrix.

Need for speedy
implementation of

policies and initiatives
announced

Cyber security- mitigating
internal threats and
building cyber security as

a business segment

Rapid changes in skill
demand; Re-skilling
current workforce

Slide 1

Slide 2

Fig. 4.36: A Template- Presentation Slides
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Practical Related Questions

L S

Which text formatting commands have you used to create the teacher proforma?

How do you set the spacing between two lines to "double"?

What would you change in the receipt proforma to give a discount? and how?

How to change the background and layout of the entire slide?

Suggested Learning Resources

Enriched online help and documentation files developed by OpenOffice.org,

Suggested Assessment Scheme

The given performance indicators should serve as a guideline for assessment regarding process and product
related marks.

Performance Indicators Weightage | Marks Awarded
Process Related: .......... Marks* (.......... %)
1. Explanaticn of practical compenents i.e., section 1.210 1.7 15
2. Procedure adoption and step-by-step explanation 15
3. Viva voce 25
Process Related: .......... Marks* {.......... %)
4. Preparation of Writer document with proper text formatting, 15
coloring and alignment of text boxes, tables.
5, Preparation of CALC document with proper formatting, 15
alighment of text hoxes, and formula creation.
B. Preparation of Impress document with proper text 15
formatting, alignment of {ext boxes, images, eic.
Total 100%

* Marks and percentlage weighlage [or product and process assessment will be decided by Lhe

teacher.
Name of the Student:..........c.ooiiiiiiirir e Signature of Teacher
Marks Awarded with date
Process Related Product Related Total
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