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Overview of the New Features
IN OpenOffice.org 1.1
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2 Overview of the New Features in OpenOffice.org 1.1

What's in This Document

This document covers the key things that arein 1.1, with acomplete list in the back. We're
basically putting in al the new procedures we' d have added if we were reprinting the whole book.

We don't cover everything in detail since, for instance, we don’t have alot to say about support for
copy/paste of bitmap graphics on UNIX. And likewisein 1.1 if you right click on a hyperlink, the
right click menu now includes the item “ Open Hyperlink.” We find little to add to that, as well.

Thefull list of features, large and small, isin List of Additionsin Office.org 1.1 on page 52. If you
want to read the list online, you can see the complete list at:

http://www.openoffice.org/dev_docs/source/1.1rc/features.html

Regarding the blank pages in this document Thisdocument was set up to print correctly in
aright/left setup so that if you print it double-sided, you'll have a nice big left margin to hole-
punch and put in a notebook or use the binding of your choice. We're not trying to pad the content,
honest; we're just dyed-in-the-wool double-sided layout people. And we kinda wanted it to look
like the book.

Overview of Selected New Features in OpenOffice.org 1.1

The essence of the changesin 1.1, in our opinion, is that they put in afew things that everyone
wanted, and made alot of small changes that make alot of thing easier.

Some Big Things Everyone Wanted

Print to PDF Just choose File > Export to PDF, and you' ve got an easy way of making a
noneditable, readable-by-anyone, version of your OpenOffice.org file. This rocks.

Export to Flash The Impress viewer from 5.2 is no more but you can export your |mpress
presentations to Flash now.

Macro recorder Macro folks, rejoice. The macro recorder, alittle wonky but present in 5.2, is
back and ready togoin 1.1.

Some Small Stuff That Makes Things Easier

More obvious mail merge printing When you printed amail merge document in 1.0x, you had
to choose File > Form Letter, not File > Print. Now you choose File > Print, and a message pops up
and asks if you want to do it the mail merge way (printing a version for each record in the
connected database). That's areally nice usability change.

Green arrows on every dropdown icon You aso have alot of dropdowniconsin
OpenOffice.org, like the object bars across the top where you click and get another bunch of
selections for color, table borders, etc. Sometimes there was agreen arrow on theicon to indicate a
dropdown, sometimes there wasn’t. We had fun, or tried to, teaching these featuresin training
classes. “It'sachallenge!” we'd say. “Guess which icons have extra dropdown features!” Now, all
that fun is over because there’s a small green arrow on every icon that drops down.

Thisisjust a short selection. The rest of the document lists the new features in each category, and
provides summaries or step-by-step procedures for using them.
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New Procedures

Here are the procedures we wrote up for the features that require more explanation.

Exporting to PDF

Emailing Document as a PDF Attachment

Using XML Import and Export Filters

Creating or Modifying an XML Filter

Using an Existing or New XML or Mobile Device Filter

Testing an XML Filter

Exporting to XHTML (or any other format created through the XML Filters window)
Using Mobile Devices With OpenOffice.org 1.1

Exporting to PDF

Export to PDF means that absolutely anyone can now read your OpenOffice.org documents,
without your having to save them in MS Office format or another format. (Well, they need to have
the free Adobe PDF reader available from www.adobe.com, but that’ s easy to get, and most people
haveit aready.)

1 Open an OpenOffice.org document, such as a Writer document, that you want to print to PDF.

2 Choose File > Export as PDF.

writer] .sxw - OpenOffice.org 1.1.0 [_ (O] x|
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Exportingto PDF 5

3 A window will appear where you can specify what the PDF file name should be and where you
want it to be created.

Export HE
Savein [ documents o SR S Select the dlrectory_where
. you want the PDF file to be
fEfcompanyrepert pdt created
Desktop
My Documents
-
o
My Computer
b Type the file name you
want. Mark the Automatic
Il G |memo [ Saue | File Extension option and
File farmat: IF'DF - Partable Document Format [ pof] | Cancel | you don't have to type PDF.
¥ Autamatic file name extenzion
¥ Selection A

4  Click Save.
5 The PDF options window will appear. Leave the All pages option selected or specify arange.

Leave the All option selected, or to print

a range, specify the page numbers

Pages
& G i | separated by dashes (for a range) or
" Range | T cancel | semicolons (for disconnected pages).
) Selection .
MeoFopions &

Compression Pages
" Screen optimized (smallest file size) Al Export |
" Print optimized & Range 136 JE— |

' Press optimized  Selection

o |

Compression
 Screen optimized (smallest file size)

" Print optimized

' Press optimized

6 Next specify Compression options. If you aren’t concerned about file size, leave the Press
Optimized option selected. If it's more important to make the file small and you’ re not
concerned about print quality, select Screen Optimized. Print Optimized is halfway between
the two.
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Here' s how the options shake out in a more detailed way, from the online help.

Screen optimized

Print optimized

Press optimized

Resolution 600 dpi 1200 dpi 2400 dpi
Compress Text and yes yes yes

Line Art

Bitmap Images

Resampling Average Bicubic Bicubic

Downsampling at
72 dpi

Downsampling at
300 dpi

Downsampling at
300 dpi

Compression Automatic Automatic Automatic
Quality Medium High Maximum
Monochrome Bitmap

Images

Resampling Average Bicubic Bicubic

Downsampling at
300 dpi

Downsampling at
1200 dpi

Downsampling at
1200 dpi

Compression

CCITT Group 4

CCITT Group 4

CCITT Group 4

7  Click Export.

8 Findthe PDF fileand open it; it will open in Adobe PDF reader.
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Emailing Document as a PDF Attachment

If you just want to get a PDF version of your OpenOffice.org document to someone else and you
don't care about having a PDF of it around on your hard disk, use this feature.
First: Email Setup

1 You might want to check, first, what OpenOffice.org thinks your email program is. Choose
Tools > Options > OpenOffice.org > Externa Programs.
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2 Select your email program from the dropdown list. If it isn't there, just leave Default Program.

Options - OpenOffice org - External Programs [ %]

B OpenOffice.org
User Data
General
hemory
Wi

Print

Paths
Colors
Fonts
Security
Appearance
Accessibility
Load/Save
Language Settings
Internet
Text Document
HThL Document
Spreadsheet
Presentation
Drawing
Farmula
Chart
Data Sources

HEHEHEHEHEEARE

This is where you define which service is provided by which program.

Choose a default e-mail program

Program

Khdail 1.2 - 1%

Eath

- Maozilla 1% (Option 1) _l
hozilla 1.x (Option 2

QK I Cancel | Help | Back |

3 InthePathfield, if it's active, specify the path to the executable file for your mail program.

Options - OpenOffice org - External Programs [ %]

B OpenOffice.org
User Data
General
hemory
Wi

Print

Fonts
Security
Appearance
Accessibility
Load/Save
Language Settings
Internet
Text Document
HThL Document
Spreadsheet
Presentation
Drawing
Farmula
Chart
Data Sources

HEHEHEHEHEEARE

This is where you define which service is provided by which program.

Choose a default e-mail program

Frogram INetscape 6t - 7.0 (Option 1) j

Path IC:\Program FilesMetscapesMetscapet Metscp.exe

QK Cancel Help Back

4 Click OK.

Second: Emailing a PDF of a Document

1 Open any OpenOffice.org document; a spreadsheet is shown here.
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2 Choose File > Send > Document as PDF Attachment.

E spreadsheet]4.sxc - OpenDffice.org 1.1.0 [_ (O] x|
[l Edit View Insert Format  Tools Data  Window Help
O Mew rA i
= ; EE
= Cpen.. CtrH+0 g UUU -
AutoPilot 3
= = A 0 $9 U3 000 ﬂ
= + -
Close “lu og A 000 0
B save CErl+5
Y Save As.
Save Al E | F [ & [=
£ Reload
Versions..,
Export... .
Export as POF... Weekly Sales - Frice - nnTotaI‘SiIgs -
[¥ Document as E-mail.. G
) Document as PDF Attachment..,
[@ Properties... 5
: 341 $39.99 $13,636.59 —
Temnplates ' 765 $35.00 $26,775.00
Page Previ
age Preview [<la34] $20.00 $13,300.00
&) Print... Ctri+p
&5 Printer Settings... 2110 $79.89 §16,877.89

3 The PDF options window will appear. It's probably best to select Screen Optimized.

Pages
® o [ oo |
" Range I Cancel |

 Selection

o |

Compression
& Screen optimized (smallest file size):

" Print optimized

" Press optimized

4 Click Export.

5 Your email programwill start, if it hasn’t started already, and you' || see anew email document
from you, with the document in PDF format attached.

& Compose: [no subject] M=l E3
. File Edt Wiew Options  Tools  Window  Help |
W B BY E& e B N
| n Send Address  Attach Security Save A

From: [ Solveig Haugland <training@getopenaffice.org = ‘V] Attachments:
ﬁ spreadsheet14_3.pdf
- To:
o Subject: |
I

@ & 2 Of )  Domelosdingpage ==
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Using XML Import and Export Filters

Note — Thisfeatureis, quite frankly, not for Normal People. Or rather, thisis not afeature you
would use in the course of anormal day of writing reports and sending out helpful reminders to
your customers to pay their hills.

What the Point Is of This Feature

XML iskind of like chocolate sauce; it’s useful in just about anything. However, one of the
advantages of the new XML filtersisthat one of the ones you get for freeis for going between
DocBook and OpenOffice.org. This means you can do alot of complex, powerful XML creationin
DocBook, and then open the documents in OpenOffice.org and have anice WY SIWY G way to
deal with the document.

OpenOffice.org documents are, of course, in acompressed XML format. Unzip any
OpenOffice.org document and you'll get afew .xml files, including content.xml where the content
is kept. For more information, see chapter 5 of the “ OpenOffice.org Resource Kit.”

You can't swing a cat these days, of course, without hitting a program, document, or electric
toothbrush with XML built right in.

Note — If every oncein awhile you think people are alittle too nuts for XML, you' |l appreciate
this. http://www.cafeshops.com/techspeak.6243457

General Overview of XML Filters in 1.1

In 1.1, you can now get hip deep in the XML frenzy with the ability to export and import
documents based on your own XSLTsand DTDs. (Aswell asthe onesincluded in 1.1.)

® XSLTsdefine how the transformation takes place between one document and another. If you
encounter <mybigredheading> in one document, it turns into <fancyheading> in another, for
instance.

e DTDsdefinetherulesfor the content. Your DTD might say that after every <fancyheading> you
must have at least one <fancyparagraph>, for instance.
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You get afew XML import and export filters with OpenOffice.org 1.1, and you can create your

own, aswell.
P4 %ML Filter Settings [_ O[]
Name [Type | Mew,
DocBook File OpenOffice.org Writer - import/export filtel

hicrosoft Waord 2003 XL

Opendffice.org Writer - import filter

KHTHhAL File QpenOffice.arg Writer - export filter

Test X5LTs.. |

XSLT for export

IC:\ Program FilessOpenOffice.orgl.1.0% sharehxsithxhtr

XSLT for impart |

Template for import I

The XML filters that come
with OpenOffice.org 1.1.

Some of the settings that

XML Filter: XHTML File E
General Transformationl
DocType I
DTD I Browse,.,

Browse...
Browse...

Browse...

il

define the filter.

Ok I Cancel |

Hep |

When you bring in a Microsoft Word 2003 XML document, for instance, that Word filter isused to
do the translation. When you export to XHTML by choosing File > Export and selecting XHTML
asthefile format, well, the XHTML filter is used.

Slightly Tricky Thing With Filter Names

Y ou can modify the existing filters as you like, though it's probably a better idea to create new
filtersjust to keep the basics as an emergency backup. The import filters will then show up in the
Open window in the file dropdown list, and the export filters will show up in the Export window in
the file type dropdown list when you' re exporting files of the type the filter is set up for.

The only tricky part is that the name you give afilter that shows up in the main window isn’t the
name that shows up in the dropdown lists. And the field where you put in the name that shows up
in dropdown listsisn’t arequired field. So you can do everything right, but if you don’t put in the
right name, you won't see the filter.
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See the following diagram for more info.

The name in the Filter Name field for
this Import filter is shown in the XML
Filter Settings window. But...

) . P4 %ML Filter Settings [_ T =]
The name in the Filter
Name field for this Export Narne [Type | Bev
3 : . DocBook File OpenOffice.org Writer - import/export filtel
filter is shown in the XML hicrosoft Waord 2003 XL Opendffice.org Writer - import filter

Filter Settings window.
But...

hly readsheet Export Filter
by Mews Writer Import Filter
XHTML File

QpenOffice.arg Calc -

OpenOffice.org Writer - import filter

Test ¥5LTs..
Openoffice.org Writer - export filter Ll
Deletea... |

Save as Package... |
Open Package.., |

XML Filter: My Hew Spreadshee : Export Filter

General Transformationl

Eilter name IMy Mew Spreadsheet Export Filter

Application IOpenOffice.org Calc

XML Filter: My Hew Writer Import Fi ter

Mame of

General Transformationl
file type

Mew spreadsheet export filter

File extension Eilter name I[\dy Mew Writer Import Filter

Application IOpenOffice.org Writer j
Marmne of l—
file tvne Mew Wiriter Import Type

File extension #mil \

Comments

Comments

11

| QK I Cancel Help
File name: report j Save I
File format; Mew spreadsheet expdt filker [.xml) j Cancel |
FDF - Portable Document Format [ pdf]
A 4
Only “Name of File Type” field value shows up when
you choose File > Export and look for the filter in . [ - Open |
the dropdown list.
Files af type: Allfiles 7] = Cancel |
X DocBook, [zimplified] [*.ml] -
Wersion: Microzoft Waord 2003 2ML [* xml] e

Pocket ‘Word [*. paw)
Starwriter 1.0 [ sdw]
Starwriter 2.0 [ sdw]

L

OpenOifice.org 1.0 Spreadsheet (7 zxc)
OpenOffice.org 1.0 Spreadsheet Template [* st ¥

Only the “Name of File Type” field value shows up
when you choose File > Open and dig through the
File Format dropdown list.

Figure 1 How naming works for XML import and export filters
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Creating or Modifying an XML Filter

Y ou know best how your XML filter is going to be used, so we won't hit you over the head with
lots of detail here. Check the online help a so for some supplementary information. Here' s the
basics.

1 Choose Tools> XML Filter Settings.

2  Thefilter settingswindow will appear. The window below shows sample filterswe' ve created;
you'll only see Docbook, Word, and XHTML.

P4 %ML Filter Settings M= B3
Mame [Type | M.,
DocBook File OpenOffice.org Writer - import/export filtel

hicrosoft Waord 2003 XL Opendffice.org Writer - import filter
Tty ¢ Spreadsheet Export Filter QpenOffice.arg Calc - export filter

by Mews Writer Import Filter OpenOffice.org Writer - import filter Tect ¥S5LTs |
¥HTHL File Cpencffice.org Writer - export filter -
Deletea... |

Save as Package... |
Open Package.., |
Help |

LClose |

3 Tomodify afilter, select one and click Edit. To create one, click New.

4 Inthe Genera tab of the XML Filter window, specify the appropriate information.

XML Filter: DocBook File [ %]

L. . General | Transformation
This is the name that shows up in | |

the XML Filter Settings window.

Eilter name IDocBook File
This is the type of OpenOffice.org ——4pplication |openoffice.org Writer [
document the filter works with. If Mame of |D PR———
iy . file type ocBook (simplified)
it's an export filter and you select

Calc here, for instance, the filter File extension urnl /
will show up when you have a
spreadsheet and choose File >
Export, but not from other types of
documents.

Comments

This is the name that shows up in
the File > Open or Export window.

QK I Cancel Help

5 Click the Transformation tab.
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6 Fill inthe appropriate fields, then click OK.

General Transformationl

DocType I—HOASISHDTD DocBook XML V4,1, 24/EN]|

DTD I Browse,., |
XSLT for export IC:\Program Files* OpenOffice.orgl.1.0% sharehxsits doc Browse.., |
XSLT for impart IC:\Program Files* OpenOffice.orgl.1.0% sharehxsits doc Browse.., |

Template for import IC:\Program Files* OpenOffice.orgl.1.0% sharehxsits doc Browsze.., |

QK I Cancell Help |

* DocType— Enter the DOCTY PE of the XML file. For example, the DOCTY PE defined
for the current DocBook XML filter is:

-//OASIS//DTD DocBook XML V4.1.2//EN
Theresulting linein the XML document is:

<IDOCTYPE article PUBLIC "-//OASIS//DTD DocBook XML V4.1.2//EN" "http://www.0asis-open.org/
docbook/xml/4.1.2/docbookx.dtd">

 DTD - If you want, enter the public or system identifier of the DTD (Document Type
Definition) that you want to use. If present, both identifiers are written to the DOCTY PE
declaration in saved XML files. The public identifier is used to detect the filter when you
open afile without specifying afilter.

e XSLT for export —If thisisan export filter, enter the file name of the XSLT stylesheet that
you want to use for exporting.

e XSLT for import — If thisis an import filter, enter the file name of the XSLT stylesheet
that you want to use for importing.

»  Template for import — Enter the name of the template that you want to use for importing.
In the template, styles are defined to display XML tags.

The path to the directory that contains the template must be included in Tools > Options >
OpenOffice.org > Paths. When you open an XML file whose filter uses the template, the
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template opens first. In the template, you can map OpenOffice.org stylesto display XML
tagsin the XML document.

B OpenOffice.arg =
User Data el
General Type * |Path
Mermory AutoText CivPragram FilestOpenOffice.orgl 1.0%shares autat et =]
Wiews Backups CvPrograrm Filess OpenOffice.orgl,1.0%usersbackup
Frint BASIC C:\Program Filest Opendffice.orgl.1.0% sharebasicCsE
External Programs Dictionaries C:Progr: .
Filters aram File
Colors Gallery C:\Program Filest Opendffice.orgl.1.0%
Fants Graphics C\Prograrm Filess OpenoOtfice.orgl. 1.0 shareh gallery
Security lcons CvPrograrm Filess OpenOffice.orgl,1.0% shares configh syl
Appearance hy Documents C:\Documents and Settings Owner Wy Documents
Accessibility Palettes CtyProgramm FilesyOpenoffice.orgl. 1.0%usery config
Load/3ave Plug-ins CivPrograrm Filess OpenOffice.orgl 1.0%users plugin
Language 3ettings Termplates C:\Program Filest Opendffice.orgl.1.0% sharestemplates
Internet Temporary files CHDOCUME~2% Owiner s LOCALS~ 15 Temp
Text Document User Configuration Ci\Program Files\OpenOffice.orgl.1.0Nusers config
HTML Document User-defined dictionaries C:\Program Filesh OpenOffice.orgl. 1.0%userwordbook
B Spreadsheet Writing aids C:vPragram Files\ QpenOffice.orgl.1.0% shareh dict =]
General = 4 3
Wiew
Calculate Default | Edit.. |
Sort Lists
Changes
Grid = oK I Cancel | Help | Barck |

Using an Existing or New XML or Mobile Device Filter

When you want to use an import filter to open a particular file, just choose File > Open as usual.
Select theright file type in the type dropdown list, as well as the file you want.

To export afile using a particular filter, just choose File > Export. Again, select theright filter in
the type dropdown list, and specify the file name.

Testing an XML Filter

Aslikely asit isthat your XML is perfect, it's kind of nice to validate it ahead of time before you
start using it on agrand scale. Here' s how to validate the XSLTs for your filters.

1 Open the document to use to validate the filter.
2 Choose Tools > XML Filter Settings.
3 Select thefilter to test.

P4 %ML Filter Settings M= B3

[Type |
OpenOffice.org Writer - import/export filtel
Opendffice.org Writer - import filter
OpenCffice.org Calc - e

OpenOffice.org Writer - import filter
Openoffice.org Writer - export filter

MName
DocBook File

hicrosoft Waord 2003 XL

Spreadsheet Export Filter
by Mews Writer Import Filter
XHTML File

Test X5LTs.. |
Deletea... |

Save as Package... |
Open Package.., |
Help |

LClose |
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4 Click Test XSLTs.

5 TheTest XML Filter window will appear.

Test XML Filter: DocBook File [ %]
Export

XSLT for export sofftodocbookheadings.xsl

Transform document Erowse.., |

Import
XSLT for impaort docbooktosoffheadings.xs
Template for import DocBookTemplate.stw
Transfarm file I” Display source
Browse... |
Recent File |
LClose Help |

6 Click Current Document.

7  Thefollowing window will appear. Click Validate.

P4 XML Filter output M= E3
Walidate |
<?xml version="1.0" encoding="UTF-8"?> =

<IDOCTYPE article PUBLIC "-//OASIS//DTD DocBook XML V4.1.2//EN" "htt
<article lang="en-Us">

-
1| | 3
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8 With any luck, the window that appears will say No Errors Found.

EXHL Filter output

I[=] E3

1

Mo errors found.

Exporting to XHTML (or any other format created through the

XML Filters window)

Y ou can create an XHTML
format version of any
OpenOffice.org document with
the Export feature. The way the
fileis exported depends on the
settings specified in the XML
Filter Settings window (choose
File> XML Filter Settings).

1 Open the OpenOffice.org
document you want to
export.

N

Choose File > Export.

[ XML Filter Settings

Mame

[Type

DocBook File
Microsoft Word 2003 XhL

HHTWL File

OpenOffice.arg Writer - impaort/expart filte
(QpenOffic riter - imp
Openffic

[_[CIx]

MNew...

Edit..
Test X5LTs..

Delete..
Save a3s Package..
Dpen Package...
Help
Clase

E writer] .sxw - OpenOffice.org 1.1.0 [_ (O] x|
[l Edit View Insert Format  Tools  Window Help
O Mew » -
= Open.. Ctri+0 % g -
AutoPilot 'l _ — =
: I |=]= = =
LClose :
E Save Ctrl+5 . % R . . . ?. ! ;I
B Save & Employees r
Save All
43 Reload d of us with three authors coming to
Versions..,

Export as PDF..
Send

tes
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3 Inthewindow that appears, select XHTML from the file dropdown list.

Export

[ 7]x]
Save in: Il'f) documents j Ll £F E3-
wiriter1.xhtrml
File name; |q3report vI | Save I
File: farmat:
¥ Autamatic file name extenzion
¥ Selection A

4 Inthe same window, specify the file name and where the file should be created.

5 Click Save.

6 When you open the document in TextPad or asimilar editor, it'll look something like this.

. TextPad - [C:\documents\q3report. xhtml] [_ O] x]

File Edit Search VYiew Tools Macros Configure Window Help - ﬁlil
[oeeE8rnd te@|oz =220 [0y @ T E| e |w]
—— i a|x| «?xml version='l.0" encoding='UTF-8'72> =
gareport. xhiml <html >mlns:xalan="http://xml.apache.org/xalan’ xmlns:urlencoder="'http://www.jclark.c
<heads
«l--The CSS5 style header method for setting styles--=»
=style type="text/css'>
al-=
*.000_defaults, *.Tablel, *.TablelA, *.TablelB, *.TablelD, *.TabklelAl, *.Tabl
margin-top:0cm; margin-bottom:Ocm; }
*.Tableld (
width:1.4993in; }
*.TablelB (
width:1.5in; 1}
*.TablelD [
width:1.5007in; }
*.Tablelal {
padding: 0.0382inch; border-left: 0.0007inch solid #000000; border-ri
_—r *.TablelDl [
padding: 0.0382inch; border-width:0.0007in; border-style:solid; borde
ANSI Characters = % . TableldAZ [
33 ! & padding: 0.0382inch; border-left: 0.0007inch solid #000000; border-ri
34 " *.TablelD2 {
35 # padding: 0.0382inch; border-left: 0.0007inch solid #000000; border-ri
36 3 *.P2 {
a7 % text-align:center | important; }
e & %P3 [
ig [ color:#EE££FF; font-family:Haettenschweiler; font-size:22pt; font-wei
*LOTL [
fz ) color:#£E££E£; font-family:Haettenschweiler; font-size:22pt; font-wei
43 +
44 fi--2
15 : </style> =
o hma A
£ = {1« | r
[File: q3report. shtml, 7650 bytes, 214 lines, FC, UTF-5 [ 1 [ v
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Y ou can use OpenOffice.org 1.1 with mobile devices that handle formats like AportisDoc (Palm),
Pocket Word and Pocket Excel.
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Installing the Filters for Mobile Devices
1 Close OpenOffice.org and the Quickstarter.

2 If you'veinstalled ActiveSync in Windows, disconnect your Pocket PC device from
ActiveSync.

3 Start the OpenOffice.org Setup program. If it doesn’t show up when you choose Start >
Programs > OpenOffice.org, then find it in the directory where you installed OpenOffice.org

1.1 as shown.
@ C:\Program Files\OpenOffice orgl.1.0 =] 3
J File Edit View Favorites Took  Help | :,'
—~ »
J Qoack - () - (T | J) search | [ Folders |- H 5 ook HAddless JLmks
Folders gl ——,
i p——— ;I /l help pragram
a 1
12 program S
1) share ”’l share user
1) user !

120 Outlook Express
1) PCFriendly
I3 QuickenFC
12 QuickTime
(20 ReadIRIS
) Real
1) Seagate Software

123 solomen 1 —E Openoffice.arg Setup
(2D Staroffices.0 iﬂz‘v Sharteut

e 1 KB
[C5) Symantec Hh‘
] Synaptics readme.txt THIRDPARTYLICENSEREADME. .,
12 Techzmith Text Document i HTML Document
[ TextPad 4 14KB 166 KB

[P 1ininstall TrFarmatinn

license. bxk
Texk Document
SKE

Opencffice.org 1.1.0
Shortcut
1KB

readme. bl
HTML Document
13KE

‘/J

cJ
ok license, il
LOCK File / HTML Document
1KB IKE

W m [T

4 The main setup window will appear. Select Modify and click Next.

Installation program for OpenOffice.org 1.1.0 [ %]

‘Welcome to the OpenOffice.org 1.1.0 repair mode. This program lets you
modify the current OpenOffice.org 1.1.0 installation. The current
installation iz in the folder:

C:\ Program Files\ OpenOffice.orgl.1.0
' Modify

Mew OpenOffice.org 1.1.0 components can be added or installed
ohes removed.

" Repair

Restores your OpenOffice.org 1.1.0 installation to its original state.

" Remove
Removes the OpenOffice.org 1.1.0 installation.

Cancel |
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5

8

9

The next window lets you choose components to install. Expand the Optional Components

item. If the mobile devices option is aready dark blue, your filters are installed. If not, click it

and it’Il turn blue. (Y ou might have to click abit but you'll get it to turn blue before long.)
Select OpenOffice org 1.1.0 Modules [ %]

Select the modules to be installed.

!, OpenOffice.org Program Modules 33472 KB \rstall these test and
= Q, Optional Components 3412 KB spreadsheet filters if vou
W Quickstarter O KE want import/export
!, ActiveX Control 112 KB support for your Palm
_}l'regttom 328 KE handheld or Packet PLC.
W, Graphics Filters 540 KE Uava required)
!, English (U3} Language Module 63 KB
A 91T Sample Filter 524 KR
=] -.-1|:|t|iIE Device Filters S50 KE
W Palm 20 kB
W Pocket PC 360 KB
) Python-UM 0 Bridge EoE0 KB
Default |

Help | << Back I Modify I Cancel |

Click Modify.

You'll be prompted again to specify whether you want OpenOffice.org to be the default
application for the displayed file formats. This has nothing to do with the mobile device
installation. Most people like to leave al the options unmarked.

Setup Program for OpenOffice.org 1.1.0 [ %]

Select the file types that are to be opened with OpenOfficeorg 1.1.0.
OpenOffice.org 1.1.0 will automatically open the following file types:

File types

[ Microsoft Word Documents

[~ Microsoft Excel Spreadsheets

Default HTML editar

[~ OpenOfficeorg 1.1.0 WriterAtieb

Cancel |

Help |

Click Next.

Theinstall will run fullscreen, fairly quickly.
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10 Theinstall will complete and tell you when it's done. Click Compl ete.

Installation Completed [ %]

The selected modules and components are now installed / deinstalled on
your hard disk.

Click. 'Complete’ to exit the installation program.

Cancel |

Saving OpenOffice.org Documents in a Format For Your
Mobile Device

You just need to select the right format in File > Save As.
1 ChooseFile> Save As.

2 Inthe Save Aswindow, select the format type for your device in the dropdown list.

File name: I j Save I
Save as type: Openlffice.org 1.0 Text Document [ sxw] ﬂ Cancel |

Starw/riter 4.0 [zdw] -
Starwriter 4.0 Template [ vor)

Starwriter 3.0 [sdw]

Starwriter 3.0 Template [vor)

Text [.k=t]

Test Encoded [ txt]

HTML Document [0penOffice. arg WWriter] [ html;
A alm) [.pdb

3 Specify afile name.

4 Click Save.

Synchronizing File Types

To convert Pocket PC formats to and from OpenOffice.org formats, you must first change some
options within ActiveSync. To do this, open the ActiveSync window and open its Options dial og.
Perform the following steps:

1 Open the ActiveSync window.

2 Open the Options dialog box.

3 Select the Rulestab.

4 Click the Conversion Settings button.

5 Click the Device to Desktop tab.
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6 Select Pocket Word Document - Pocket PC and click Edit.
7 Inthedropdown list of available conversions, select OpenOffice.org Writer.
8 Click OK.

9 Repeat steps 4 and 5 for Pocket Excel Workbook, and for this type select OpenOffice.org
Cdlc.

After these steps you can copy documents between OpenOffice.org and your Pocket PC, either by
the ActiveSync software or by the Windows Explorer. The filters will be applied to the document
files automatically.
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New Accessibility Information

Here' s the window (choose Tools > Options) that lets you set up the new accessibility features.

Options - OpenDffice org - Accessibility
B OpenOffice.org X X
User Data Miscellaneous options
General [ Suppart assistive technology tools (program restart required)
hemory ) ;
Wiew [T Use text selection cursor in read-only text documents
Print ™ Use system font for user interface
External Programs
Paths ¥ Allow animated graphics
Colors )
v
Fonts ¥ Allow animated text
Jecurity ¥ Help tips disappear after |4 3: seconds
AEEearance
Options for high contrast appearance
Load/Save E £ e
Language Settings IV Autornatically detect high contrast rmode of operating systern
Internet [” Use automatic font color for screen display
Text Document
HThL Document v Use system colors for page previews
Spreadsheet
Presentation
Drawing
Farmula
Chart
Data Sources
Ok I Cancel | Help | Back |

Here' s the window for setting colors for changes, the grid, and much more. We're pretty excited
about being able to set the grid to a nice bright color. Choose Tools > Options to get to this
window, aswell.Thisis aso wherethe HTML configuration setup has moved to.

Options - OpenOffice.org - Appearance [ %]
B OpenOffice.org
User Data Color scheme
General Scherne [Defaut | Save.. | Delete |
hemory
V'?W Custom colors
Print
External Programs On |User interface elements |COI0r setting |Preview
Paths References 0 - -
Calors II:l Autormatic J -

Fonts Motes background Automatic | T
Securit ID J I—I
m Drawing / Presentation

Accessibility

Load/Save Grid I.Magenta 'l -

Language Settings
Internet Basic Syntax Highlighting

Text Document

HTML Docurment dentifier II:l Automatic 'l -
Spreadshest -
Presentation Comment II:l Automatic 'l - J
Drawing

MNumber ic -
Farmula II:l Autormatic l -

Chart Shrien = ——— | LI

Data Sources
QK I Cancel | Help | Back |

HEHEHEHEHEEARE
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New Draw/Impress Procedures

Here are the new procedures.

e Exporting a Presentation to Flash
@ Running a Presentation From the Command Line

Exporting a Presentation to Flash

If you want to post a presentation online or just distribute it to non OpenOffice.org users,
exporting it to Flash first is a useful option. (Y ou’'ve been able to export it to HTML aswell,
for quite afew versions, but the dynamic stuff like transitions doesn’t survive the export.)

1 Open the presentation you want to export to Flash.

2 Choose File > Export.

E Events This Month - OpenDffice.org 1.1.0

B et view lnsert Format Tools  Slide Show  Window  Help

0) New ' ]
& open. Ctri+o ‘ 8 ‘ EI
. AutaPilot ' olor jl. 0 j ﬂ
& Close
& save CEHE | Bt B o § B f 3o ol B
Save As "E
Saye All :
= Books :
Wersions.., E

Export as PDE...
Send

3 Enter thefile name you want, and select Macromedia Flash as the file type, in the
dropdown list.

File name: Ipresentation_tomanagers j Save I

File format;: Macromedia Flash [SWF] [.awf] ﬂ Cancel |

4

4  Click Save.
5 OpenOffice.org will process for awhile; when it's done, you' Il see the filein the location
where you specified.
Mame = | Size | Tvpe | Date Modified
companyreport,pdf 64 KB Adobe Acrobat Doc...  11/12/2003 4:45 AM
presentation_toboard, sxi 116 KB  OpenOffice.org 1.0.,.  11/12/2003 6:03 AM
presentation_tomanagers, swf 97 KB Shockwave Flash ©...  11/12/2003 6:05 AM
q3repart.<html GKE XHTML File 11/12/2003 5:25 AM
IEwriterl pdf 192 KB Adobe Acrobat Doc...  11/12/2003 4:48 AM

wiiter1.xhtrml KB =HTML File 11122003 5:24 &AM
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Running a Presentation From the Command Line

Note — The help contains an excellent reference to all the command line parameters. See the help
topic titled Starting the OpenOffice.org Software With Parameters. We particularly get akick out
of “headless mode” (allows you to use the application without user interface).

You can start a presentation from the command line now, with this syntax.

1 Under Windows, select Run from the Windows Start menu, or open a Shell under UNIX®
based platforms.

2 Under Windows, type the following text in the Open text field and click OK.
3 Under UNIX based systems, type the following line of text, then press Return:

{install}\program\soffice.exe -start {filename}

Replace {install} with the path to your installation of the OpenOffice.org software (for example,
C:\Program Files\Office, or ~/office).
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New Database Features

Here are the procedures we' ve written up.

e Using the New MySQL Data Source Type
@ Using the Database Report AutoPilot
e Creating a Mail Merge From the Current Document or an Existing Data Source

Using the New MySQL Data Source Type

Creating aMySQL data source follows the same general procedures as setting up a data source for
another database type. Y ou'll probably want to have some pretty solid MySQL documentation too.
However, here’ s what the help says about the syntax for the URL to the database.

e For aJDBC connection, enter the host name, the port number, and the database name using the
form <host>:<3306>/<DBNAME>.

e For an ODBC connection, enter the name of the ODBC data source.

D ata Source Administration [ %]
Mew Data Source | General | My SQL | Tables | Querias I Links |

h Addresses

& Billings Store Custormners R IData source 1

& Books Sold 2007 through :

Connection
& Boulder Store Customers
& Fargo store customers Database Lype
&5 Friends and Famil
5 Gold Customets ¥ i — Data Source Adminigtration [x]
& My new data source B
& Salespeople names and sz

Mew Data Source | General MySQL |Tah\es | Queries | Linksl
4 Data saurce 1 £h Addresses

& Billings Store Customers 8 +
& Books Sold 2001 through ; % iJse evisting MyQDEC data source:
& Boulder Store Customers " Use Connectord3

& Farga store customers
& Friends and Family

Type of connection

Iy SAL IDEC drivet class Icum.mysql.jdbc.Driver

To adjust
! & Gold Customers
& hy new data source EEmEE
& Salespeople names and 52 Data source LURL

dbc: l:odbc:
i Data source 1 IS CULE L -

User name I

I~ Password required

fsystem =l

Character set

q | Ll

Ok I Apply | Cancel | Help |

We' ve aso found that the setup is surprisingly easy. Just download the latest 4.0.15 rel ease of
MySQL and the latest release of MyODBC. Install them just like it says in the documentation.
Create your database as usual; the command line tool works fine. Then just use the data source
window in OpenOffice.org asinstructed above to create a data source to connect to it, and you' Il be
rockin’ and rallin’ (and even insertin’ and deletin’).

If you’'re hooked in Microsoft Access right now and want to switch, take MySQL out for a spin.
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Using the Database Report AutoPilot

The new database report AutoPilot is pretty slick. Instead of rolling your own, you can create a
report with an AutoPilot. It's similar to the AutoPilot for creating aform.

1 Choose File > AutoPilot > Report.

2 The Report AutoPilot window will appear.

Report AutoPilot - Choose Database [ %]
- B - R 2
= Which fields do you want to have in your report?
P—=

Data source Tables or queries

Existing fields Eields in report

Binary fields cannot be displayed in the report.

LCancel | Help | == Back | Ilest == I

3 Select the data source you want to use from the Data Source dropdown list; select and the
table, which is a spreadsheet sheet in this case, in the Tables or Querieslist.

Report AutoPilot - Choose Database [ %]
- B - R 2
= Which fields do you want to have in your report?
P—=
Data source Tables or queries

ISaIespeopIe names and sales figures j

Existing fields

Address] =
Address2

Base Income

City ===
Commission

Country - |
Firstname

Lastname = |
Postalcode LI

Binary fields cannot be displayed in the report.

LCancel Help | == Back | Ilest == I
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4 Usethe arrows to move the fields you want in the report into the Fields In Report list.

Report AutoPilot - Choose Database [ %]

%E Which fields do you want to have in your report?
' =

Data source Tables or queries

ISaIespeopIe names and sales figures j ISheet‘I j

Existing fields Eields in report
Address2

Sales Bonu Q3
Sales Banus Q1
Sales Banus Q2
Sales Banus Q4
Userdefined?
Userdefined?2

L.

L=

Binary fields cannot be displayed in the report.

LCancel Help | == Back | MNext == I

5 Click Next.

6 The next window shows the default labels for the fields. Change any of the labels you want.

Report AutoPilot - Labeling Fields [ %]
= How do you want to label the fields?
' =
Field Label
s
Address] IAddress
Base Income IBase Income
City fcity
Commission ICommission
Country ICountry
Firstname IFirst MName
Lastname Last Mame
| &
LCancel | Help | << Back | MNext == I

7 Click Next.
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8  Grouping might not apply to al reports; grouping is useful for fields where there are multiple
values per record. Each field you insert is a subgroup of the previous; you can insert up to four

fields.

Report AutoPilot - Grouping

oH—=

Field=

Do you want to add grouping levels?

Address 1=
Address 2

Country

First Mame
Lastname
Postalcode
State

Base Income
Sales Banus Q4
Sales Bonu Q3
Sales Banus Q2
Sales Banus Q1

Groupings

Wote: The durnrmy text willl be replaced by data from the database when the report is created,

LCancel

Help

<< Back

| MNext == I

9 Click Next.

10 Choose how you want to sort the report, and for each field to sort in ascending order (A to Z,
lowest to highest) or descending.

Report AutoPilot - Sort Options

According to which fields do you want to sort the data?

Sort by

& Ascending
ILastname j .

" Descending
And then by

" Ascending
IBase Incarme j -

I
And then by

& Ascending
I— undefined - j :

" Descending
And then by

& gscending
I— undefined - j

) Descending

LCancel Help << Back | MNext == I

11 Click Next.
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12 Thelayout window will appear. Select what data layout you want and what formatting you
want. The preview of your choiceswill be displayed in the document in the background.

N Repoit AutoPilot - Choose Layout
15 - ,
: . i = How do you want your report to look?
= | - i |
Al Mowvernber 12, 20 Title of report
ABC
: [sheet
. L
N ™
. Layout of data Layout of headers and footers
ABC | . M
v
ase | - Borders
TR - Compact
- Elegant
ﬂ - Highlighted

- hiodern
- Red & Blug

Orientation Mote: The dummy text will be replaced by data

from the database when the repart is created.

& Landscape i
o

'%'! s Paortrait

LCancel | Help | == Back | Next == I

w0

]

Ut

13 Click Next.

14 Inthefinal window, you choose whether to create a dynamic report (one that will stay linked

to the data) or a static report. Y ou can usually just accept the defaullts.

Report AutoPilot - Save Report [ %]

%E Which type of report do you want?
"

% Dynamic report template

Save as
C:\Program Filesh OpenOffice.orgl.1.0%userstemplatedReport_Salespeople names : |

" Modify report template
' Use report template immediately

A link to the data source will be created automatically,
" Static report

SaVE 35
IC:\Documents and Settingsh Ownershiy Documentss Report_Salespeople names an |

I~ | Ereate link to datahase

LCancel | Help | << Back

15 Click Create. Y ou might be warned that an existing file with the same name exists; overwriteit

if appropriate; otherwise specify a different filename.
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16 Thereport will appear. Depending on your data and the formatting, there might not be enough
room for the data.

[roi_recore_content x| [aiany

363 = @A

]|

EEEE OFE

L=

e m] 4

I [ [z R ”4””5".5“"78
SHEETI1
‘(g\c" : Nowernber 12, 2003
LAS | BAS |ADD |ADD |CIT |COM|COU | FIRS| POS |S4- |S4- |84- |S54- |S574
- E RES |RES |V mMis (N- T TAL-|LES |LES |LES |LES |TE
aBE | & NAM | iN- |5 52 SION|TRY |NA |Go- |Bow |Bo- |Bo- |Bo-
v £ com ME |DE |UQF|NUS |NUS |NUS
AEE E @f |@2 |[oF
T Rober 101 |Apt2 |June USA | Sonja AK]
ts SE67 | 1st au 9982
7=t 9000 1| 3444 7865| 7865 3224
Crow 9012 June UsSA |Allan AR
e 2 au
105th
3445 | Aven 9932
Slue 5600 1| 4586 7766 9055| 5511
harst 1058 Kaliz USA  [Mark MT
on 6778 | W pell 5990
&|Ninth 7800 1| 3442| 3224| 4677 3344
Hans 910 Fargo USA  |Kirste MND
on 1209 |Harris n SE56
i SlonDr 7800 6| 2331| 5511 2999 3224
: Toger 78 Suite |Fargo USA  |Kriste MND
s0h West |309 n
4 b
fpage1/2 [rirst Page 75% [INSRT [STD [Hve & | Nz

17 Theformatting isjust done in atable with standard text formatting, so resize the table as
appropriate, and change the font or font size to make the data fit better.

_Record_Header j I

EEEE T

T& e | O

Nw

Lo |

A0

301

Hid = | RS OE =

PR N R P N

i =

]

SHEETI1

Mowvember 12, 20032

N LAas | BAs
. - £

o AMANT | IN-

: £ comM
: £

A

=

107
1y

DD | ApD
RES | RES

oM| CoV | FIRS

L4k i f ¢
¥ Mis
SION
e

A -
TRY

T
Na
ME

POs | 5A4- | 5A4-
TAL-|LES |LES
co- | Bown | Bo-
DE U @F | NUS
@Ff
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18 Your report will look something like this. Note that styles are created (circled) so you can

modify those styles rather than changing the formatting directly, if you like.

AN o - - -
ITDI_Record_Content j)lHelvetlca-Narro\v\j |1U.E' B i U = = = ‘ £ (£ += -g;| i & = j
= /. ARz e B L L o o o
Jisaa)
=t
Y=
@ ]
; % SHEET1
#| .| |0
E= =
AP November 12, 2003
AEC
]I Last Narme | Base incore | Address | city | Commission | Country | First Name | Postalcode | State
Roberts 96677 | 101 1ststr Juneau 9000 | USA Sonja 0821 | AK
pe | o Crowe 3445590122 105th Juneau UsA Allan AK
e Aenue 5600 el
Iargon 67788 ) 1068W Ninth | Kalispell TE00 | USA Mark 90T | MT
ABC Hanaon 12089 | 910 Harrizon Dr | Fargo 7a00 | USA Kirsten 36565| ND
Togersan 78 West County | Fargo LA Kristen D i
67788 Line Rd SE00 SEER 2
o Johnson 34444142 Main St Ioorhead 2344 | USA Siri SE6E0| MN 3
Clson 77666 445 Ludiow Fargo 1233 USA Jennifer SEECA | ND I
RN | r

Creating a Mail Merge From the Current Document or an
Existing Data Source

In OpenOffice.org 1.0x, doing mail merges was, technically, not hard. It just helped to know how
ahead of time. There were three basic steps.

1

2

3

Create adata source (Tools > Data Sources).

Create a mail merge document (File > AutoPilot > Letter or roll your own by dragging fields
from View > Data Sources onto a document).

Print the mail merge document (File > Form Letter, rather than File > Print).

Thisworks fine and we do it that way. There are two new features/changesin 1.1.

Y ou can still do mail merge the old way. However

;
now, as an alternative, when you choose Data > F——
Mail Merge, a series of windows guides you o o« |
through the process. € From a template Cancel |

Help |

OpenOffice.org 1.1.0 [ %]

2

You just have to choose File >
Print, and a message box prompts
you to make the right choice for
printing a mail merge document.

Your document contains address database fields, Do you want to print a
form letter?

Hep |

We redlly like the second change; it
makes a lot of sense.

Thefirst oneisniceif you've aready got your data source set up, and it’ s niceif you want to set up
adata source for your email address book on the fly. Otherwise stick with the old way.

For more down and dirty info about data sources in general, see the chapters on creating mail
merges, and on creating data sources, in the “ OpenOffice.org Resource Kit”. I1t’s also covered in
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the Comprehensive Writer workbook from GetOpenOffice.org, available through
http://www.cafepress.com/getopenoffice.

Creating a Mail Merge Document the New Way, If You've
Already Got a Data Source Set Up

Thisisfairly slick. Y ou used to do this by viewing the data source (View > Data Sources) and
dragging the fields onto the document. This doesn’t really offer new capabilities but going at it
from the Tools menu lets people find it alot more easily.

1 Open the document that you want to turn into the mail merge document: your holiday letter to
all your friends, or your letter gently asking your customers to pay up. The AutoPilot will take
you from beginning to printing without really wanting to pause along the way so get your
document totally ready to print, just without the data source fields like name or address.

[ S RS R R SRR U R R -

L
Ge‘tOpeuOH‘ice.mg

. Lafayette, Colorado 80026
www.getopenoffice org

The name and address of the
recipient will go here.

- I

. L. Thursday, November 13, 2003
The first name of the recipient

will go here. Dear ,

Thank you so much for your busmess in this past year. We hope you enjoyed our
products, and hope to do business agamn with you next year. Happy Holidays!

Smcerely,

4

-+

e e

The gang at GerOpenOffice.org
“ | 3

2 Choose Tools > Mail Merge.

3 A message will appear. Select Current Document and click OK.

Create

" From a termnplate Cancel

Help

s

Note — If you selected From Template, then you' d go to the template selection window and you'd
select your Big Mail Merge Template document. And then...well, if your system works like ours,
nothing would happen. Y ou'd have to choose Tools > Mail Merge again, and that time select Cur-
rent Document. So it’s best to just have your mail merge document open aready when you start.
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4 The next message will appear. You've already got a data source, so select Existing and click
OK.

Data Source Connection E

" Create new connection Cancel

Fields are used to personlaize form letters, The
fields are placeholders for data from a data source,
such as a database. The fields in the form letter
must be connected to the data source,

Help

s

5 TheFieldswindow will pop up. Leave the Mail Merge Fields item selected.

Fields [ %]
Datahasel

Type Database selection

Any record RoN: dd |
Database Mame «2 Billings Store Customers

Mail rmerge fields «2 Books Sold 2007 through 2003
Mext record #2 Boulder Store Customers
Record number o) Fargo store customers
#2 Friends and Farmnily
= Gold Customers
#2 Salespeople names and sales figures

Condition

Eormat

Record number % Eram database

I ) User-defined IGeneraI 'l
In=sert I LClose | Help |

6 Ontheright side, find your data source you want to use for this mail merge and expand it by
clicking the + signstil you see fields, as shown.

Fields [<]
Datahasel
Type Database selection
Any recard d : =]
Database Mame «2 Billings Store Customers
«= Books Sold 2001 through 2003
Mext recard #2 Boulder Store Customers
Recard number #2 Fargo store customers
#2 Friends and Family
B & Gold Customers

Ml Key Custorners
Firstname
Lastname
Address
City
State —
Postcode
Condition Userdefined] LI

I Earrmat

Record number % Eram database

I ) User-defined IGeneraI 'l
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7 Select afield you want in the mail merge and click Insert.

Fields
Datahasel
Type Database selection
Any record 2 Addresses 1=
Database Mame «2 Billings Store Customers
«= Books Sold 2001 through 2003
MNext record #2 Boulder Store Customers

Record number

Condition

Record nurmber

o) Fargo store customers
#2 Friends and Family
& Gold Customers

= Keﬁ Customers

Lastname
Address

City

State
Postcode
Userdefined?

OIEHEEEHE
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Eormat
% Erorm databizse

) User-defined

IGeneraI 'l

Insert | LClose | Help |

8 You'll seeit show up in the mail merge document. If it didn’t get inserted in the right spot (it
was inserted wherever your cursor was), just cut and paste the field to the right spot. Then add
aspace after that field, or whatever other spacing or punctuation you want, and put your cursor
wherever you want the next field inserted.

4]

mailmergeletter, s j @v = [ | ’E_ib| h | ] EEN @W Dv Dv
Fields
j IThorndaIe j |12 j Datahasel
:Z I Type Database sglection
= = Any record 2 Addresses 1=

GetOp e:uo{'['ic

<Fustname=>

Thursday, November

Dear ,

Database Mame

Mext record
Record number

e

Condition

Record nurmber

o) Billings Store Customers

«= Books Sold 2001 through 2003
«& Boulder Store Customers

o) Fargo store customers

#2 Friends and Family

B & Gold Customers

_EﬁKEﬁ Custormers

Lastname
Address

City

State
Postcode
Userdefined?

Eormat
% Erorm databizse

) User-defined

IGeneraI 'l

LClose | Help |

9 Insert al the other fields you need. Either as you insert the fields or afterwards, insert spaces,
punctuation, and anything €lse you need, in the document.

<Fustname> <Lastname=>

<Address>
<City= <State> <Po

stcode>
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10 When you're doneinserting fields, click Close.

11 The Mail Merge window will appear, whether you’ re ready to print the document or not. This
is a preprinting window where you can choose again which data source to use and in that data
source, which records to use. For instance, you can print to only customers 1-17.

Y ou can cancel out of hereif you want; to get back to it later just choose File > Print and when
prompted to print aform letter, click Yes.

The “ OpenOffice.org Resource Kit” covers more information about this window, including
printing to afile.

Click OK when you're ready to print.

Em 12137 v 2+ B - | Be
& Boulder Store Custgd Firstname | Lastname | Address | City | State | Fostcode | U cancel |
& Fargo store custome _?Jane Roberts 1071 1st Str (Fargo  ND 56367 =

& Friends and Family J | |Mark Crowe 0122 ‘IDS.tr. K.al.ispell MT 59901 Help |
© & Gold Customers | |5tan hdarston 10538 W Nm Billings  MT 57788

T == i e P

0 I 4 Record 1 [af 11 * 21 K0 I 1 2 | »
Records Qutput

= Al ' Printer  File

€ Selected records I Single print jobs

" Erom: I‘I To: I‘I Path ChvDocuments and Settingss Owners k| L. |

GEenerate file narme fram

= Database field IFirstname 'l
) ffanual setting I

12 The normal print window appears. Select your printer and how many pages of the mail merge
document to print. (That is, if it's a three page document, do you print all three pages for every
record in the database, or do you print only the second and third pages, for every record in the
database.) Click OK when you're ready to print.

Printer
MName Properties... |
Status Ready
Type HF Officelet GBSx
Location DoT4_ 001
Comment
[ Brint to file
Print range Copies
Lo Mumber of copies |1 3:
" Pages |1
I~ Collate
1 Selection @l
Options... | QK I Cancel | Help |

If you want to just cancel at this point since you' re not ready to print, then go ahead and do so.
Just save the file as you would any other document.
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13 |If you want to see the values, like Jane Roberts instead of firstname lastname, choose View >
Data Sources. Find your data source in the scrolling list on the left, and expand it til you see

the table. Select the table, and click on the upper left corner of where the datais shown. Then
(thisisthe last step) click the Datato Fieldsicon shown.

Find the data source you used Then click here to Finally, click this icon.
for this document here, and select all the data.
click the + signs til you have

selected the table.

1R
& Friends and Family =l
Bl Gold Customers
&H Links
B Queries J

B [ Tables

TR

k3 4
e | ''''''
[Defautt | [hernaate RN i U ‘ = ==
EE:ZLJLFLFL
B WWW. 5 CTOPETIULIICE. O '
— |
=l -
= [Fane Roberts
@ | 101 1st Str
%> o Fargo ND 56567
= | -
At :
aBc | hrsday, November 13, 2
e | Thursday, N ber 13, 2003
I[ : Dear Jane,

Creating a Data Source and Mail Merge Document All at Once,
the New Way

This starts out suspiciously like the previous procedure, but rapidly gets into a bunch of other

windows. It’ sthe same stuff discussed in the data sources chapter of the “ OpenOffice.org Resource
Kit;” you just come at it from a different angle.

Note — Thisfeatureisfor people who just want to set up mail merges out of their email address
books. It'sfairly easy to do if that’s your goal; it's actually more complicated to do mail merges
thisway if you're doing any other kind of data source. So we say, go away and set up your data

source the normal way if you' re not just trying to get a quick and easy mail merge out of your
email address book.

1 Determine whereyour dataisthat you' re going to turn into a data source. As mentioned above,
this procedureiseasiest if you're just trying to use your email address book.

The data source can also be aplain text file with atab or other separator between each piece of
information; it can be a spreadsheet; it can be amySQL or Oracle database.

If it’sadatabase, you’ re also going to need to know the syntax for connecting to it. Again,
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check out the data sources chapter of the “ OpenOffice.org Resource Kit” for moreinformation
about this.

2 Open the document that you want to turn into the mail merge document.
3 Choose Tools > Mail Merge.
4 A message will appear. Select Current Document and click OK.

Mail Merge E

Create
4 QK |
" From a termnplate Cancel |

Help |

5 The next message will appear. Y ou need to set up a data source, so select Create New
Connection and click OK.

Data Source Connection [ %]
Connect

" Create new connection Cancel

Fields are used to personlaize form letters, The
fields are placeholders for data from a data source,
such as a database. The fields in the form letter
must be connected to the data source,

Help

s

6 Here swhereyou select where your datais. Select the kind of address book you have. (Or if
you really want to use this procedure, select Other External Data Source and we'll tell you

what to do about that too.)

g Welcome to the Address Data Source AutoPilot

Opendffice.org lets you access address data already present in your system. To do this, a
OpenOffice.org data source will be created in which your address data is available in tabular form.

This AutoPilot helps you create the data source,

Please select the type of your external address book:
" Mozilla / Metscape
" LDAP address data
 Qutlook address book
(o Windows system address book

& Other external data source:

Help Cancel == Back I MNext == I Create

7 Click Next.

8 What windows you see next will depend on your address book. Go through the next few steps
and if you get these windows, follow the corresponding instructions.
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* You might seethis, for instance. Make the correct selection and click Next.

Address Data Source AutoFilot [ %]

ﬁ ﬂ Select Table

The external data source you have chosen contains more than one address book.
Please select the one you mainly want to work with:

Collected Addresses

‘Personal Address Book

Help | Cancel | << Back I MNext == I Create |

» If you selected a data source besides address book, you'll most likely see these windows.
Click Settingsfirst. Then in the Create Address Data Source window (which of course
also lets you create non address data source windows) specify the data source type, such as

spreadsheet or even mySQL, and then specify the path to the file or database you're
connecting to.

Click OK when you're done.

Address Data Source AutoFilot [ %]
ﬁ ﬂ Additional Settings
To set up the new data source, additional information is Create Address Data Source [X]
Click the following button to open another dialog in whit General |Tab|es|
information.
Marne IMy data source for mail merges
Connectiaon
Database type ISpreadsheet 'l
Data source URL Isdbc:calc: filew#/C/document s/datasource, sxc

Help Cancel << Back

Ok Apply Cancel Help
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* You might see these windows too. If so, just click Field Assignment in the first window,
and you' Il see the next window. Then select the correct field in the dropdown list that
corresponds to the piece of text next to it.

Address Data Source AutoFilot [ %]

ﬁ ﬂ Field Assignment

To incorporate the address data in your templates, OpenOffice.org has to know which fields

contain which data, Address Data - Field Assignment [}

Address Book Source

For instance, you could have stored the e-mail addresses ina f

or "EM" - or something completely different. Data source IMy new data source j
Click the button below to open another dialog where you can el Table ISheet‘I j
sOurce,

Field assignment

First name IName 'l Last name |<n0ne> 'l ﬂ
There are no fields assigned at this time, (RISt |<n0ne> :Iv D |<n0ne> :Iv

fou can either assign fields now or do so later by first choosing
Street IAddress l ZIP Code

"“File - Template - Address Book Source..." :
<none:
City ICity 'l State Narmne

Address

Help Cancel <= Back Country |<n0ne> 'l Tel: Home City
State
QK I Cancel

9 Finadly, you'll seethiswindow. This part is easy, just enter the name for the data source. Click
Create.

Address Data Source AutoFilot [ %]

ﬁ ﬂ Data Source Name

That was all the information necessary to integrate your address data into Opencffice.org.

Mow, just enter the name under which you want to register the data source in OpenOffice.org.

MName My new data source

Help | Cancel | << Back | Ilest == | Create I

10 And this message appears. Just click OK.

MNow you will be able to access your address data from within OpenOffice.org.
For example, pressing F4 will open the data source view where you can work
with the address data.
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11 And now, finally, you get to the point where you can insert fields into your mail merge
document. Skip to step 5 of Creating a Mail Merge Document the New Way, If You' ve Already
Got a Data Source Set Up, on page 38.

Fields [ %]
Datahasel

Type Database selection

Any record W= Addresses —

o) Billings Store Customers

«= Books Sold 2001 through 2003
«& Boulder Store Customers

o) Fargo store customers

#2 Friends and Family

= Gold Customers

#2 My new data source

Database Mame

Mext record
Record number

IEHEEEHEBRA

B ff sheet1

Iarme:

Address

City

State

ZIP
Condition «2 Salespeople names and sales figures =
I Farrmat

Record number % Eram database

I ) User-defined IGeneraI 'l
Insert I LClose | Help |

Setting Up a Data Source the Old-Fashioned Way

Thisisin the " OpenOffice.org Resource Kit” but we're throwing it in here just to make this
chapter more of a one-stop shopping arrangement. This tells you how to create a data source from
a spreadsheet, which is pretty much the easiest thing to do.

1 Determine what spreadsheet you' re going to use.

2 Choose Tools > Data Sources.

Data Source Administration ﬂ
I Mew Data Source | General |dBase | Tables | Queries | Links |
% Bibliography
=2 Iame [Bibingraphy
Connection
Database type IdBase 'l
Data source URL Isdbc:dbase: file:/4/C:/Program FiIes.-"openoffice}User.-"databE o |

Ok I Apply Cancel Help

3 Click New Data Source.
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7

At this point, you could go do Creating a Mail Merge Document the New Way, If You’ ve Already
Got a Data Source Set Up on page 37, or you could choose File > Mail Merge and create a mail
merge doc that way. Or afew other things. See the mail merge chapter of the “ OpenOffice.org

Type aname for the data source. The example shown ispotential_authors.

Data Source Administration ﬂ

| Mew Data Source | General |Tab|es | Queties | Links |

Eibliography
lﬁj Mame Ipotential_authors
LIOFT

Database type ISpreadsheet 'l

Data source LURL Isdbc:calc: file:/#/ CimailinglistsAzpreadsheet b.sxc

In the dropdown list of the window, select Spreadsheet as the type.

Data Source Administration ﬂ
| Mew Data Source | General |Tab|es | Queties | Links |
Eibliography
&0 Hame Ipotential_authors
= "
( Database type ISpreadsheet 'l
Data source URL Isdbc:calc: file:/A¢Cimailinglistz/spreadsheet M.sxc

In the Database URL field, click the browse icon and specify the name of your spreadsheet.

Data Source Administration ﬂ

| Mew Data Source | General |Tab|es | Queties | Links |

o Biblingraphy

Hame Ipotential_authors

Connection

Database type |Séreadsheet 'l
(Data source URL Isdbc:calc: file:/A¢Cimailinglistz/spreadsheet M.sxc )

Click OK to close the window and save your new data source.

Resource Kit” for more information.
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New Programming and Automation Features

The new features are;

Macro recorder

Crash reporter for collecting crash dump and error information

Integrated Python-UNO bridge allowing creation of UNO components in Python
A new javato native UNO bridge with up to 10 times better performance.
Detection of a misconfigured Javainstallation.

OpenOffice.org ActiveX Control (Windows only).

Additional property pages for OpenOffice.org file types in Windows Explorer.

Here are the two new procedures.

Recording a Macro

This procedure just covers recording a macro, new in 1.1. For information about dealing with
macros and writing them, refer to the appendix of the “OpenOffice.org Resource Kit,” the
OpenOffice.org 1.1 online help, and http://api.openoffice.org/

1 Besure OpenOffice.org is running, and the document where you want to perform the actions
to be recorded is open.

2 Choose Tools > Macro > Record Macro.

Record MacroEd

3 A small window will appear, as shown at right. Stop Recording

4 Perform the actions you want the macro to perform. This can be typing, searching and
replacing, and other actions. We find that it doesn’t complete things like inserting a date field,
though, regardless of whether you use mouse or keyboard navigation.

5 Click Stop Recording.

6 The macro window will appear. Type the name of the macro and click Save. (You can aso
save it within a particular module.)

7 To seethe macro, select it and click Edit.

Using the Error Report Tool

Thisis more of atool for Sun and the OpenOffice.org team than for you, but what helps them
create better software helps you and helps all of us. Wereally don't experience crashes but if you
do, go ahead and use it to send Sun the info about what was happening when the program crashed.
(Wethink it's analogous to that message that you get in Windows XP, “you chose to end a
nonresponsive program, do you want to send a message to Microsoft.”)

Sun won't sell your name to the Telemarketers From Hell association; you can see privacy info at
http://www.sun.com/privacy/
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Starting the Error Report Tool

With most program crashes the Error Report Tool will start automatically. However, if the
program seems to be stuck and the tool does not start automatically, you can start the tool
manually: Go to the {installpathj\program folder and start the crashrep.exe file.

Completing the Report

On the main Error Report Tool dialog, you can enter some additional information that may help
our developers to localize the error. For example, if the error only appears after a change in your
hardware or software environment, or if you clicked on a button, go ahead and include that
information.

Sending the Error Report

Y ou can enter more info about the crash if you want, then click Send. Y ou won't get an answer
from Sun; if you want to chat with someone, they suggest going to the Support Forum.

The error report consists of severa files:

@ Themain file containsinformation about the error type, operating system name and version,
memory usage, and the description that you entered. Y ou can click the Show Report button on
the main dialog of the Error Report Tool to view what will get sent in the main file.

e Inaddition, relevant memory contents and stack traces are gathered by some system standard
tools (dbhhelp.dil on Windows systems, pstack on UNIX systems).
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List of Additions in Office.org 1.1

Thislist istaken directly from the indicated URL.

2003-07-11
http://www.openoffice.org/dev_docs/source/1.1rc/features.html

Enhanced File Format Support

e PDF (Portable Document Format) export

@ Support for mailing a document as PDF

e DocBook/XML import/export

e XHTML export

@ Support for exporting asaflat XML file

@ Support for Macromedia Flash (SWF) export

@ Support for mobile device formats like AportisDoc (Palm), Pocket Word and Pocket Excel
e Example XSLT based filter for Office 2003 XML documents
Accessibility

@ Support for full keyboard navigation and control

@ Support for tracking system color scheme and theme settings

@ Support for accessibility in the help system and documents

e Initia support for Assistive Technologies via Java accessibility APIs

Internationalization

CTL, vertical and bidirectional writing

Support for vertical writing within text documents, text frames and graphic objects
Support for vertical writing in spreadsheet cells (the direction isindividualy selectable)
Support for input, display and editing of scripts using Complex Text Layout (CTL)
Support for RTL layout and text in the OpenOffice.org GUI

Support for BiDi-writing in OpenOffice.org documents

Support for using either Arabic or Hindi numerals

The RTL vs. LTR default text direction is automaticly selected based on locale

Other Internationalization enhancements

Support for various 8-bit Arabic and Hebrew text encodings/ code pages
Support for the KOI8_U encoding

New CTL optionstab in language options dialog

Rescue mode support for BiDi/CTL with X11 fonts

Sequence Input Checking (SIC) for languages like Thai and Hindi

Initial glyph fallback support
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Microsoft Office compatibility enhancements

All components

e Moreaccurate import and export of graphics objects
e Import and export of CIK and CTL documents

e Enhancements to overall stability and accuracy of conversion
Word

e Forms conversion within Word documents

e Improved import of text document layout

Excel

e Support for Data VValidation

e Import/export of graphical details of charts
PowerPoint

@ Even better one-to-one layout of text frames

e Improvementstoimport of WordArt objects
Writer

Enhanced footnote support

Improved hyperlink support for TOCs

Improved keyboard handling in toolboxes

Plain text files are now imported using a non-proportional font
Configurable font for HTML and BASIC source code

Support for drawing objects in headers and footers

Draw/Impress

Alternative language support for spell check on text drawing object

New command line option -start to start the presentation automatically after the document is
loaded

Spreadsheet

Import and export of areasin chartsin Excel files that are formatted with bitmaps, textures or
hatchings

The sum button inserts a sum function or a subtotal function, depending on context

Support for Excel 95 (and older) form controls

Database

Table control viakeyboard navigation in table designer

Added ahility to switch off brackets for bibliography fields

New database type in data source administration dialog — MySQL
Ability to add labels to field names in the report wizard

A data source can now use any character set known to OpenOffice.org
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@ Ul support for user installed database drivers
e Database Report Wizard

Writing Aids

Autodetection of newly installed languages for spellchecker, thesaurus and hyphenator
Integrated support for spell checking English (US and UK) and Italian

Integrated support for hyphenation of Danish, English (UK and US), German and Russian
Initial support for spell checking Hindi

Spell checking uses n-gram scoring for suggestions

Programing and Automation

Macro Recorder

Crash reporter for collecting crash dump and error information

Integrated Python-UNO bridge allowing creation of UNO components in Python
A new javato native UNO bridge with up to 10 times better performance
Detection of a misconfigured Javainstallation

OpenOffice.org ActiveX Control (Windows only)

Additional property pages for OpenOffice.org file types in Windows Explorer

Other Enhancements

@ The splash screen now has a progress bar

e Improved online help content

e Improved configurability of dialogs and toolbars

e Improved URL autocompletion in hyperlink dialog

@ The context menu now contains Open Hyperlink if opened on a URL

@ Locking of user installations against accesses from multiple machines with shared directories

e Command linetoolsand an API for importing configuration datainto the back end

e Document windows are now always created in a cascade to avoid new window completely
overlapping the old one

@ Support for registering add-ons and accessing add-ons via an auto-generated menu

e New FTPfile access component

@ Theregistration dialog will now display instead of address book data source selection on first

run
@ Support for recovering slightly damaged OpenOffice.org files

e New ppd filefor generic postscript printing with type42 font support
@ Support for copy/paste of bitmap graphics on UNIX



