section “How to download files” at the beginning of this book). The PDF is completely

Index
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Index

Note that you can download the PDF file for this book from www.hentzenwerke.com (see the

searchable and will provide additional keyword lookup capabilities not practical in an index.

Special Characters
* (asterisk), specifying font sizes, 242
$ (dollar sign)

for absolute reference, 125
cell formats, 130

= (equal sign), entering formulas in Calc, 124—125

3D areas graph, 167
3D bars graph, 167

3D columns graph, 167
3D lines graph, 167

3D View dialog, 182

A

absolute reference, 125

Accept or Reject dialog, 4041
Accept with drop-down list, 71
Add/Remove Programs applet, 16
Add Tables dialog, 260

Address Data Source AutoPilot, 49
Addresses data source, 110, 253
Adobe Acrobat, 91-92

Advanced Options dialog, Paper Size, 116

after-effects, 201, 202
aggregation, of subtotals, 150
alignment

graphics, 98

margins, 83

table columns, 100-102

text, 81
Alignment button, 232
All Axis Grids dialog, 176177
Allow blanks check box, 151
Allow drop-down list, 151, 154
alphabetic characters, in fields, 255
AND conditions

combining conditions with, 263

in pivot tables, 160

in records, 258
Andrew’s Macro Document, 291, 295
angle brackets, indicating mail merge

documents, 111

Animation Effects button, 201

animation, text, 224
Append space, 71
Apply Filter button, 112

Arabic numbers, for page numbers, 94, 95

Area dialog, 222
Area tab, Data Series dialog, 178-179
areas graph, 167

arguments page, in Functions AutoPilot, 126-127

Arrange toolbar, 227
artwork, 295. See also graphics
Assign button, 199
asterisk (*), specifying font sizes, {
attributes

fonts, 242

text, 223
Attributes button, 39
AutoCorrect dialog, 4146, 71, 72
AutoFilter option, 148
AutoFormat Chart dialog, 163, 164, 170
Automatic Effects button, 201
Automatic Transition button, 199, 200
AutoPilot Combo Box, 278, 279
AutoPilot controls, 282
AutoPilot Group Element, 277
AutoPilot menu, 4849, 60
AutoPilots On/Off button, 276278, 277
AutoSpellcheck, 4748
Available buttons list, 287
AVERAGE(), 128, 158
axes, in graphs, 164, 174-176
Axes Title On/Off button, 172
Axis dialog, 174-175, 176
axis title, graph, 170-171

B

background color

in drawings, 230

for graphs, 177-178

for tables, 107-108
Background color property, 276
bars graph, 167
Basic fonts page, 70
BASIC Macros, 287
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Bibliography data source, 253
binding edge, 83
borders
for graph titles, 171
for tables, 104105
boundary conditions, formulas, 239-240
Breaks section, Text Flow tab of Paragraph
Style dialog, 248
bullet symbols, 85
bulleted lists, 83-86
Bullets On/Off button, 83
buttons
with arrows, 35-36
creating data entry forms, 264-266
definition, 6
Function toolbar, 68
Visible Buttons, 31-33

Cc

Calc. See also data manipulation

automatic correction and formatting
options, 4246
cell formats, 130-132
centering a heading above multiple columns,
136-137

changing the number of worksheets, 138—139
column widths, 135-136
comments, 41
conditional formatting, 133-135
copying or moving cell contents, 137
creating new spreadsheets, 123
currency converter, 49
drawings, 232
editing data, 123
entering a series of numbers, 123-124
entering data, 123
features, 121-123
file extension, 22
format codes, 131
formulas, 122, 124128
navigating, 36, 37
opening, 121
previewing output, 142
printing spreadsheets, 139-142
registered data sources, 271
revision marks, 3941
Search for Styles check box, 39
styles, 53
switching rows and columns, 137-138
text orientation, 132—-133

CD-ROM Project page, 911

Cell Attributes dialog, 130-131
cell formats, setting, 130-132
cell style, 53
Change Style to Invisible check box, 174
Character button, for bullet symbols, 85
Character dialog, 73, 75-76, 224
Character set property, 276
character sets, specifying, 146
character style, 53
characters
anchoring graphics, 98
formatting, 73, 75-76
nonprinting, 81
Characters tab, 175, 180
chart area, 177
Chart Area dialog, 177-178
chart floor, 177
Chart Floor dialog, 178-179
Chart Type dialog, 169, 170
chart wall, 177
Chart Wall dialog, 177, 178-179
ChartDocument service, 290
charts. See also graphs
stacked bar chart, 166
stock chart, 167
XY chart, 167
Check Box control, 275
checkboxes, 6
clip art, 197-198. See also graphics
code page, 144
Collect words check box, 71
colors
background color
in drawings, 230
in graphs, 177-178
in tables, 107-108
in charts, 178
data colors in graphs, 178-179
of objects, 222
option buttons, 276278
in presentations, 201
selecting, 222-223
text, 223
column letters, Calc, 123
Column Optimal Width shortcut menu, 135-136
Column Width dialog, 101-102, 135-136
column widths
in Cale, 135-136
in tables, 100-102
columns
adding, 105-108
behavior, 102



graph, 167

in graphs, 165

setting, 101

switching with rows, 137-138
Columns tab, 106
combining fields, 157
Combo Box control, 275
combo boxes, 278-280
Comma check box, 144
Command window, Math, 236-238
Commands drop-down list, 63
comments, in Calc, 41
comparing documents, 42
computing totals and subtotals, 150—151
Conditional Formatting dialog, 134
Configuration dialog, 30, 287
configuring OpenOffice.org, 27-29
Connector button, 198
Content drop-down list, 282
Contents check box, Printer Options dialog, 195
Convert dialog, 228
converted files, 25-26, 49
Copy sort results to check box, 147
copying

cell contents, 137

styles, 62—63

value of cell, 137
correction options, 42—46
Create Style dialog, 58-59
Criteria tab, 151-152, 154
Criterion section, 261-263
CSV (comma-separated value), 144
curly quotes, 45
currency converter, 49
Currency Field control, 275
cursors, 5
curves, in drawings, 228-229
custom error message, 153
custom fonts, 241
Custom installation, 12, 1617
custom keystrokes, 29-31
Custom Quotes page, 45, 46
custom shapes, 229
Custom Slide Shows dialog, 205
Customize Buttons dialog, 33
Customize Toolbars dialog, 33, 287
customized forms, 273-274
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D

data. See also inserting data
associating with fields, 283
filtering, 147-148, 160-161
importing, 143-144
inserting, 93-94, 109117
sorting, 146—147, 257
subsets, 260
data colors, in graphs, 178-179
data entry forms, creating, 264-266, 273-274
Data Field dialog, 158
data items, displaying values for, 179-180
data management, OOo limitations, 253
data manipulation. See also Calc; imported data
computing totals and subtotals for groups of
records, 150151
pivot tables
creating, 154-159
manipulating, 159-161
restricting data to valid values, 151
Data Point dialog, 180
Data Series dialog, 178—-179, 180
Data Source Administration dialog
definition, 253
features, 253-254
for mail merge documents, 110, 112
Data Source view window, 111
data sources. See also forms
adding data to, 256-257
attaching to forms, 282283
creating, 255-257
defining subsets, 260
definition, 253
filtering, 261-263
for mail merge, 110
modifying, 257
queries, 260-261
registered, 271
Data Sources dialog, 148
Data Sources view window, 110
Data Sources window
adding data to, 257
controls, 265
filtering data, 258
Links section, 271
for mail merge, 112, 113
viewing available data sources, 256
Data tab, 282
data types, 110
database bar, 257
database, definition, 143
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Database Field page, 278, 280
database tables, 143
DataPilot, 155, 156
date and time, inserting, 93-94
Date and Time option, 196
Date Field control, 275
dates, stored as numeric values, 131
dBase data, importing, 144
dBase database, 255
decimal fields, 255
decimal tabs, 80
decompressing files, 11
Default Filter button, 112, 258
Default Filter dialog, 258
Default style, 54
Default Value check box, 135-136
Default value property, 276
Define Custom Slide Show dialog, 205
Define Names dialog, 128-129
Delete Record button, 265
depth, of objects, 227
Design Mode On/Off button, 284
Desktop service, 290
diagrams. See Draw
dialog boxes, 5
dictionaries, with the Spelling engine, 48
dictionary download page, 294-295
Display check box, 173
Do not split paragraph check box, 79
Do not split table check box, 103
docking
Navigator and Stylist, 34
toolbars, 33-35
Document Converter, 49
documents. See also Calc; Draw; HTML Editor;
Impress; master documents; styles;
templates; Writer
adding formulas to, 243-244
automatic correction and formatting options,
42-46
comparing, 42
converting, 49
creating, 69, 269
defaults
behavior, 69
folder, 22
save formats, 25
definition, 5
formatting text, 7275
incorporating into master documents, 250
macros available, 288
OO Extras, 295

PDF format, 91-92
printing, 89-91
sharing, 40
statistical information, 88—89
storing macros, 286
tracking changes, 39-41
Documents and Settings hierarchy, 16
dollar sign ($)
for absolute reference, 125
cell formats, 130
Download Central page, 9—11
downloading
OpenOffice.org, 9-10
themes, 49
Drag Mode, 38
Draw
components, 218-220, 221
creating drawings, 218
editing objects, 221
features, 217-218, 229-232
file extension, 22
Graphics Styles, 221-222
styles, 53, 56
Draw Object bar, 187
drawing package. See HTML Editor
Drawing View, 187, 189, 197, 201, 203
DrawingDocument service, 290
drawings. See also Draw; graphics
adding to presentations, 198
exporting, 233
file extensions, 233
drop-down lists, 6
Drop-down property, 281
During System Start-Up check box, 18

E

e-mail link, specifying, 215

Edit Chart Type button, 169

Edit Comment button, 131

Edit Data button, 257

Edit Modules page, 48

Edit Points button, 228

editing
chart colors, 178-179
editing Calc spreadsheet, 123
formatting for presentations, 206-207
formulas, 244
graphs, 168—180
HTML Editor, 213
macros, 289
master documents, 249-250



objects, 228

styles, 57-59

sub-documents, 249

tables, 99

templates, 62

text, 221

using revision marks, 3941
Effects drop-down list, 201
Effects window, 201, 202
empty records, 257
Enable check box, 95
Enabled property, 276
Envelope dialog, 113-114
envelopes, 82, 113-117

equal sign (=), entering formulas in Calc, 124-125

Error Alert tab, 152—153

Euro Converter, 49

events, 283-284

Events tab, 284

Existing slides button, 205-206
Export as PDF dialog, 91-92
exporting drawings, 233
External Data dialog, 145
extracting files, 10

Extras page, 199, 201
eyeballing column widths, 100

F

Fade Object with Color button, 201
FAQ's (frequently asked questions), 294
Favorites category, 200
Favorites group, 199
Field drop-down list, 260
Field Link page, 281
Field Selection page, 280
fields. See also records
associating data with, 283
combining, 157
computing totals, 155
in data entry forms, 264-266
in data sources, 255
in database tables, 143
for mail merge documents, 110
in pivot tables, 157
removing, 267
searching, 259
sorting, 257, 269
special characters in, 267
types of, 256
with unique values, 147-148

Fields window, 93-94. See also inserting data

Index

file conversion, 25-26
file extensions
for drawings, 233
for imported text or dBase data, 144
for OpenOffice.org applications, 22
for templates, 60
for Writer documents, 265
File-Open dialog, 185
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File option button, for mail merge documents, 112

File Selection control, 275
file storage, 21-23
filename, inserting, 94
files. See also documents
decompressing, 11
extracting, 10
graphics, 49-51
reading, 23
sharing, 24-25
sound files, 51
fill character, 80-81
Filter dialog, 112, 160
Filter page, 41
filtering
data, 147148, 160-161
data sources, 261-263
records, 258
filters, operators in, 262
Find & Replace dialog, 38-39
Find Record button, 259
finding
records, 258
tabs, 39
First line setting, 77
First Page style, 96, 248
Fit to size check box, 102
fixed setting, table columns, 101
fixed text, 273-274
focus
for cells in ranges, 153
definition, 5
folders
creating, 13
default for documents, 22
for templates, 63
font attributes, specifying, 39
Font Effects tab, 175, 180
fonts
custom, 241
default, 70-71
in Draw, 223-224
in Math, 240-241
resetting defaults, 70
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selecting, 70
sizes, 241-242
Fonts dialog, 240-241
Fonts Sizes dialog, 241-242
footers. See page headers and footers
Form AutoPilot, 49, 264-266, 273-274
Form Functions toolbar, 273-274, 282, 284
Form Letter dialog, 111, 112, 113
Form Properties dialog, 282, 283
Format button, 39
Format Cells dialog, 133, 174
format codes, 131
Format drop-down list, 82
Format menu
changing axes, 174
editing styles, 57
Graphics dialog, 97-98
Number/Bullets dialog, 83—84
printing options, 140
styles, 55
Formatted Field control, 275
formatting data, 129-130
formatting images, 199
formatting options, 42—46. See also styles; Stylist
formatting text, 7275
forms. See also data sources
controls
available, 274-275
events associated with, 283-284
options, 284-285
creating, 265
customized, 273-274, 276282
for data entry, 273-274
data entry forms, 264-266
passwords, 284
Formula Bar
Calc, 122
editing Calc spreadsheet, 123
formula editor. See Math
FormulaProperties service, 290
formulas. See also Calc; Formula Bar; Math
adding to documents, 243-244
creating, 235
editing, 244
extra space in, 243
macros in, 286
in Math, 235
operands, 238
specifying, 236240
in spreadsheets, 122, 124-128, 129
frame style, 53
Free Software, 3

From Template check box, 121, 185
front matter, 247
Function toolbar
buttons, 68
Calc, 122-123
Export Directly as PDF button, 92
features, 187
Gallery button, 197-198
HTML Editor, 212
in IDE, 289
New button, 35, 61
opening Impress, 185
PDF button, 91-92
Stylist button, 54
functions
applied to fields in pivot tables, 158
in formulas, 125-128
specifying ranges and multiple values for, 128
Functions AutoPilot, 126—-127
fx (function button), 127-128

G

Gallery, 49-51, 197-198, 229
global spacing, Math, 242-243
grammar, checking, 4748
graph titles, turning off, 172
graphics
adding, 97-98
adding to presentations, 197
anchoring, 97-98
organizing, 49-51
style, 53
Graphics dialog, 97-98
Graphics style, 98
Graphics Styles, 221-222
Graphics tab, 83
graphs. See also Calc
changing
axes, 174-176
axis title, 170-171
background color, 177-178
data colors, 178-179
grid lines, 176-177
legends, 172-174
main title, 170-171
size, 168, 169
strategies, 168—169
text for multiple titles, 171-172
type, 169-170
creating, 163—-166
displaying values for data items, 179-180



previewing, 164

rotating, 180-182

types of, 165, 167
green check mark (accept), 123
green sizing handles, 169
grid lines, 164, 176-177, 229, 230-231
Grid page, 229
Grids dialog, 176
Group Box control, 275, 277
Group by drop-down list, 150
grouping data, 150—151
Grouping page, 268
groups, of option buttons, 276-278

H

Handout View, 187, 195
headers. See page headers and footers
heading styles, 109
Height spinner, 82
Help agent, 47
Help system, 293-294
Help text property, 276
highlighting text, 5
horizontal grid lines, 176, 230
Horizontal ruler check box, 70
horizontal rulers, 187
HTML Editor. See also Writer
editing options, 213
features, 211-212
hyperlinks, 213-215
navigating, 37
search and replace function, 39
starting, 211
styles, 53
HTML Source, 213
hyperlinks, 213-215
hyphenation rules, 48

Icons button, 287

icons, types of, 7

IDE, displaying Macro dialog, 288
Image Button control, 275

Image Control, 275

images, formatting, 199. See also graphics

importing data
from a database, 144
limiting the data displayed, 147-150
sorting and, 146
into spreadsheets, 143—144
Impress

Index

drawing buttons, 198
drawings, 232
features, 185-187
file extension, 22
Live Mode, 206
navigating, 36
opening, 185
Outline View, 190-192
presentations
adding notes to, 192
controlling appearance of, 203
creating, 187
printing, 194-196
running, 193
templates, 60, 188—189
transition effects, 199-200, 201
slides
creating, 187-188
showing selective, 205-206
viewing, 189-192, 190-191
speaker's notes, 204-205
styles, 53, 204
indentation, 77-78
Indents & Spacing tab, 78
Input Help tab, 153-154
Insert as Hyperlink setting, 38
Insert Graphics dialog, 198
Insert Object button, Main toolbar, 163
Insert OLE Object dialog, 243244
Insert Points button, 228
Insert Section dialog, 106—-107
Insert Slide dialog, 188
Insert Snap Point/Line dialog, 231
Insert Table dialog, 99
inserting data
date and time, 93-94
envelopes, 113-117
mail merge documents, 109-113
page numbers, 94
path and filename, 94
installing OpenOffice.org, 11-15, 295
invalid values, 52
irregular tables, 103—-104

J
Java Setup page, 14

K

keyboard cursor, 5
Keyboard page, 30
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keyboard shortcuts
creating, 29-31
predefined, 76
for styles, 56
for subscripts and superscripts, 76
viewing fields, 94

L

Label field control, 275
Label field property, 276
Label property, 276
Label tab, 175
labels, adding to graphs, 164
Language Settings, 48
layout
pages, 82-83
reports, 270
Writer, 68
leading, before paragraphs, 78
left-aligned text, 81
left margin, 83
Left to right sorting, 147
Legend dialog, 172
Legend On/Off button, 173
legends, in graphs
adding, 164, 165
changing, 172-174
Length text box, 256
light bulb window, 46-47
Line Arrangement option buttons, 104
Line Color drop-down list, 222-223
Line dialog, 223
line styles, for tables, 104
Line tab, 174
lines, around objects, 222-223
lines graph, 167
Linked With drop-down list, 58
Links section, 271
Links, updating in sub-documents, 249
Linux
downloading OpenOffice.org, 10
installing OpenOffice.org, 11-15
List Box control, 275
list boxes, 6, 280-282
List page, 41
lists. See also margin settings
bulleted, 83-86
within lists, 84-85
numbered, 8688
Live Mode, Impress, 206
local installation, 15

Macro dialog, 285-286, 288, 289
macro language, 287
macros
applying styles, 56
assigning keystrokes to, 287
creating, 285-286, 287
editing, 289
running, 286287
Mail and News dialog, 215
mail merge, 109-113
main title, graph, 170-171
Main toolbar
Alignment button, 232
Automatic Effects button, 201
Calc, 123
Connector button, 198
Draw components, 218-220
drawing choices, 203
Edit Chart Type button, 169
features, 68
HTML Editor, 212
HTML Source, 213
Impress, 187
Insert Object button, 163
Legend On/Off button, 173
Outline View, 190-192
Show Form Functions button, 273

Show/Hide Axis Description(s) button, 176

Text button, 198

Text objects, 220221
manipulating data. See data manipulation
manual page breaks, 95
Manual Transition, 200

margin settings, 77-78, 82—83. See also lists
master documents. See also sub-documents

adding sub-documents to, 246247

adding text in between or after sub-documents,

247-248
considerations, 245-246
creating, 246
editing, 249-250
features, 245
file extension, 22
front matter, 247
headers and footers, 247
incorporating existing documents, 250
styles, 250
Text section, 249

Master View, 203
Math



features, 235

file extension, 22

fonts, 240-241

opening, 235

Selection window, 236-238

spacing between elements, 242-243
Memory page, 19, 39
merging table cells, 103
Microsoft Office, 4
Min. word length spinner, 71
Minimum installation, 12
Mirrored for Page layout, 83
Modify button, 287
Modify Data Range dialog, 170
Modify Slide Layout dialog, 189

More button, on Standard Filter dialog, 150

mouse cursor, 5
Move Down buttons, 287
Move Points button, 228
Move Up buttons, 287
moving
formulas, 244
graph titles, 171
graphs, 169
templates, 63
toolbars, 33-35
worksheets within a workbook, 139
multiple queries, 260
multiple users, 14-15

N

Name property, 276
naming
fields, 110
libraries and modules, 288
macros, 285
ranges, 128-129
tables, 99
worksheets, 139
Nautilus graphical shell file manager, 11

Navigator. See also master documents; Stylist;

Writer
displaying slides, 196
docking, 34
features, 36-38
with Impress, 185-186
sub-document features, 247
Text section, 247
toggle button, 37, 246
Update button, 249
viewing headings, 108—-109

Index

visible in Slide Show dialog, 206
Negative numbers red check box, 133
net graph, 167

networks, installing OpenOffice.org, 14—15

New Data Source, 253

New Record button, 265

New Snap Object dialog, 231
New Table Design button, 255
newspaper-style columns, 105
Next Record button, 265

Next Style drop-down list, 58, 96
non-breaking spaces, 76
nonprinting characters, 81
Notes View, Impress, 192
Number/Bullets dialog, 83—-84
numbered lists, 86—88
numbered paragraphs, 86
Numbering/Bullets dialog, 85, 86
numbering formats, 85
Numbering On/Off button, 86
numbering style, 53
Numbering type tab, 86
numeric format, 130

numeric values, entering, 6
Numerical Field control, 275

(o)

Object Invisible button, 201
object model, 290-291
Object Properties dialog, 171, 172, 178
objects. See also Draw
adding to drawings, 221
colors, 222
creating, 291
depth, 227
editing, 228
lines around, 222-223
overlapping, 226-227
rotating, 225-226
Text objects, 220221
OLE Object dialog, 232
online help, 294
Online Layout view, 96

000 (OpenOffice.org). See also documents

automating, 291-292

AutoPilot menu, 48-49

availability, 4

BASIC Macros, 287

changing installation options, 16—17
components, 17-18

configuring, 27-29
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considerations, 4
data types, 110
definition, 3
downloading, 9
features, 34
file conversion, 25-26
file extensions, 22
file storage, 21-23
Gallery, 49-51
historical perspectives, 3
installing, 11-15, 295
interface, 27
newsgroups, 294
object model, 290-291
online help, 294
QuickStarter, 18-19
reading files, 23
reinstalling, 17
removing, 17
resources, 293-295
settings, 26
sharing files, 24-25
template extensions, 22
uninstalling, 25-26
versions, 5
Open dialog, 23, 60
Open source software, 3
operands, specifying, 238
operators
adding to formulas, 237-238
boundary conditions, 239-240
in filters, 262
Option Button control, 275
option buttons, creating, 276278
option groups, 6
Options button, 90
Options dialog
background color, 107-108
changing fonts, 70
Draw dialog, 217
Drawing section, 229
Load/Save section, 25
Memory page, 19, 39
Paths page, 21
QuickStarter, 18-19
rows/columns behavior, 102
setting column widths, 101
Spreadsheet section, 141
Text Document section, 70, 71

working environment settings, 27-29

Writer section, 70-71

Options tab
bullet symbols, 85
sorting data, 146-147
OR conditions
combining conditions with, 263
in pivot tables, 160
in records, 258
Order page, Effects window, 202
Order property, 276
Organizer page, 58
Orientation option buttons, 82
orphans, 78-79
Outline Numbering dialog, 108
Outline tab, 85
Outline View, Impress, 190192

Output section, Form Letter dialog, 112

overlapping objects, 226227
P

Page and Position drop-down list, 248

page breaks
in Calc, 141
controlling, 103
manual, 95
Page breaks check box, 141
Page Format dialog, 105
page headers and footers
adding, 95-96
for Calc output, 140-141
changing, 97
for master documents, 247
Page name check box, 196
page numbers, 94-95
page style, 53

Page Style dialog, 81-83, 95-96, 106, 140

pages
adding, 95
formatting, 74-75, 81-82
layout, 82-83
printing, 90

paper
for envelopes, 114
size and orientation, 81-82

Paper Size, Advanced Options dialog, 116

paragraph breaks, 39
Paragraph dialog
alignment, 81
indentation, 77-78
opening, 73-74
page numbers and, 95
tabs, 80



paragraph style, 53
Paragraph Style dialog, 57, 248
Paragraph Style drop-down list, 109
paragraphs. See also lists; margin settings
aligning, 81
formatting, 73
indentation, 77-78
numbered, 86
positioning, 78-79
styles, 75
white space between, 78
parallel columns, 105
passwords, for forms, 284
path, inserting, 94
Paths page, 21-23
Pattern Field control, 275
PDF format, 91-92
PDF Options dialog, 92
pentagons, 228
pictures. See graphics
pies graph, 167
Pitonyak, Andrew, 291, 295
Pivot point settings, 226
pivot tables
creating, 154—159
fields, 157
manipulating, 159-161

placeholders, for mail merge documents, 110

polygons, 228
Position and Size dialog, 169, 182, 226
Position drop-down list, 95
Position option buttons, 173
Position tab, Legend dialog, 173
predefined formats, 131
predefined keyboard shortcuts, 76
predefined styles, 54
Presentation AutoPilot, 60, 185-187
presentation package. See Impress
presentation style, 53
Presentation toolbar, 187, 188, 189
PresentationDocument service, 290
previewing output, Calc, 142
Print dialog, 89, 195
Print Style dialog, 140
Printer Options dialog, 90-91, 194-196
Printer Setup dialog, 115
Printer tab, Envelope dialog, 116
printing
envelopes, 114-117
presentations, 194—196
spreadsheets, 139-142
printing documents, 89-91

Index

program code, availability, 3
Properties button, 115
Properties dialog, 8889, 275, 276

punctuation
in numbered lists, 86
spaces, 71
Push Button control, 275
Q
queries

data sources, 260261
for mail merge documents, 113
multiple, 260
sorting results, 263
viewing results, 263
Query Designer, 260, 261, 263-264
QuickStarter
creating new documents, 61
features, 18-19
for Impress, 185
From Template check box, 59-60
for Writer, 67
quotation marks
automatic correction, 43
customizing, 45

R

ranges
in charts, 164
naming, 128-129
printing, 141
specifying, 128
reading files, 23
rearranging data in pivot tables, 160
Record Search dialog, 259
records. See also fields
empty, 257
filtering, 258
finding, 258
limiting in mail merges, 112-113
managing, 265
rectangles, 228
rectangles, drawing, 219
red "X" (cancel), 123
Reference edge option button, 133
registered data sources, 271
Regular expressions check box, 39
reinstalling OpenOffice.org, 17
relative reference, 125
Remove Filter/Sort button, 112, 257
Remove option, 17
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removing OpenOffice.org, 17, 25-26
Repeat heading check box, 103
Replace page, 43
Report AutoPilot, 267, 268, 270, 271
resizing

columns, 101-102

graphs, 169

text, 223
Resolution settings, 229
restoring normal printing, 141
Reverse toolbar, 227
revision marks, 39-41
right-aligned text, 81
right margin, 83
Roman numerals, for page numbers, 94, 95
rotating

3D graphs, 180-182

objects, 225-226
rotation angles, in Calc, 133
Rotation tab, Position and Size dialog, 182
row numbers, Calc, 123
rows

behavior, 102

in graphs, 165

setting, 101

switching with columns, 137-138
Ruler, 70, 71, 101-102

S

Save As dialog, 24
Save button, 260
Save Record button, 265
saving
mail merge documents, 111
XML files, 26
Scale tab, 174—175
search and replace function, 38-39
Search for Styles check box, 39
search strings, 39
sections, inserting, 106107
Select Data Source dialog, 155
Select Installation Directory page, 12—13
Select Installation Type page, 12
Select Source dialog, 155
Select With Page Style, 248
Selected slides button, 205-206
Selection window, Math, 236-238
Semiautomatic Transition, 200
Set as Default Template, 62
setup program, 11-15
shapes, creating, 228-229. See also objects

sharing files, 24-25, 40
shortcut files, 16
shortcut menus, 5
Show as tip check box, 71
Show error message check box, 151
Show Form Functions button, 273
Show/Hide Axis Description(s) button, 176
Slant & Corner Radius Tab, 226
Slide Show dialog, 193, 201, 205
Slide Transition window, 199
Slide View dialog, 189-192, 199
slides

creating, 187-188

displaying, 196

modifying, 189

timing of items, 201

viewing, 189-192
Smart Quotes. See Custom Quotes page
snaking columns, 105
snap lines, 230-231
SOffice.EXE, 18
software, definition, 3
Sort Ascending option, 113, 257
Sort Descending option, 113, 257
Sort dialog, 147
Sort Order button, 257
Sort Order dialog, 113, 257
sorting

fields, 269

imported data, 146

merge results, 113

query results, 263
Sound check box, 202
sound files

adding, 51

Favorites category, 200
Space Equally option, 102
spaces

after words in Writer, 71

non-breaking, 76

between paragraphs, 78
Spacing dialog, 242-243
speaker's notes, 204-205
special characters

in fields and reports, 267

in format codes, 131

in macro names, 288

in operators, 262
Spellcheck dialog, 4748
spinners, 6
splitting table cells, 103
Spreadsheet Object Bar, 122



SpreadsheetDocument service, 290
spreadsheets. See also Calc; data management;
graphs; imported data
comparing, 42
creating, 123
creating database tables, 143
example, 149
importing data into, 143-146
macros in, 286
printing, 139-142
SQL commands, 283
stacked bar chart, 166
Standard Filter dialog, 148
Standard installation, 12
StarDesktop, 291
StarDivision, 3
StarOffice, 3, 49
Start Copying page, 13, 15
statistical information, 88—89
status bar, 88—89
stock chart, 167
straight quotes, 45
Style Catalog dialog, 55-56, 57, 58
Style dialog, 58
styles. See also templates
applying, 55
copying, 62—63
creating, 58
definition, 53
editing, 57-59
formatting, 75
graphics, 98
headings, 109
Impress, 53, 204
managing, 62
for master documents, 248-249, 250
matching data values to, 134
predefined, 54
types of, 53-54
Stylist. See also master documents
docking, 34
editing styles, 57
features, 54-55
with Impress, 185-186

shortcuts for creating and editing styles, 58—59

sub-documents
adding to master documents, 246247
editing, 249
inserting in master documents, 247248
starting on a new page, 248-249
Subdivision section, 229
subscripts, 75-76

Index 309

subsets, of data sources, 260

subtotals, computing for groups of records, 150—151
Subtotals dialog, 150, 151

SUMY), 125, 128

Sun Microsystems, acquisition of StarDivision, 3
superscripts, 75-76

symbols, for bullets, 85

T

Table Contents style, 99
Table Control, 275, 282
Table Designer, 255
Table Element AutoPilot, 282
Table Format dialog, 100, 104-105
Table page, Text Document section, 101
Table Selection page, 278-279
tables
adding, 99
borders, 104-105
column widths, 100-102
data for list boxes, 280281
irregular, 103-104
multiple columns, 105-108
multiple heading rows, 104
naming, 99
row height, 102
section format, 107-108
Tables page, 254
Tables tab, 253-254
tabs
Calc, 123
finding, 39
setting, 80
Tabstop property, 276
Template and Documents dialog, 59—60
Template Management dialog, 61-62
templates. See also styles
changing, 61-62
compatibility, 60
creating, 61, 269
definition, 59
editing, 62
file extensions, 22
Impress, 185, 188—189
macros available, 288
managing, 62
for master documents, 248-249
moving, 63
OO Extras, 295
selecting, 22, 59-60
storing macros, 286
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Templates and Documents dialog, 61
Templates dialog, 61
text
adding to diagrams, 220-221
editing, 221
fixed, 273-274
formatting, 72-75, 223-225
in graphs, 165
for titles in graphs, 171-172
for web pages, 212
wrapping, 98
text alignment, 81
Text Animation tab, 224
Text Box control, 275
Text button, 198
Text dialog, 225
Text Document section, 67, 70, 71, 101
text files, importing, 144
Text Flow tab, 78-79, 95, 103, 248
Text Format dialog, 39
Text Import dialog, 144, 145
Text Object toolbar
Bullets On/Off button, 83
controls, 68
HTML Editor, 212
Numbering On/Off button, 86
style list, 55
text orientation, 132—-133
Text section, 249
Text section, Navigator, 247
Text tab, 224
Text textbox, 213
textbox control, 274
textboxes, 6
TextDocument service, 290
Theme Properties dialog, 50
themes, downloading, 49
thesaurus, 48
3D areas graph, 167
3D bars graph, 167
3D columns graph, 167
3D lines graph, 167
3D View dialog, 182
Time Field control, 275
timing, items on slides, 201
Title dialog, 171
Titles dialog, 172
Titles On/Off button, 172
toggle button
for gridlines in graphs, 176
for master documents, 246
tool tips, displaying, 40

toolbars
Calc, 122-123
customized, 31-33
definition, 6
Draw, 217, 219
HTML Editor, 212
macros, 287
moving, 33-35
submenus, 35-36
undocking, 33-35, 36
Toolbars tab, 287
tooltips, 6, 200
totals
computing for groups of records, 150-151
computing values of fields, 155
transferring web addresses, 214
transition effects, 199-200, 201
trapezoids, 228
Type drop-down list, 95, 248

U

Undo function, controlling, 39
undocking toolbars, 33-35, 36
uninstalling OpenOffice.org, 17, 25-26
Update button, 249

URLs, specifying, 214

User Data, 113

User-defined category, 131

\"

Validity dialog, 151

Value drop-down list, 149
value text box, 134

values, 122, 128, 151. See also Formula Bar
variables, value of, 289-290
vertical grid lines, 176, 230
Vertical ruler check box, 70
vertical rulers, 187

view options, 69

View page, 70

Visible Buttons, 31-33
Visible check box, 263
Visible Grid, 229

w

Watch window, 289-290
web addresses, transferring, 214
Web Page AutoPilot, 49
web pages. See also HTML Editor
creating, 212
formatting, 212



hyperlinks, 213-215

widows, 78-79
Width spinner, 82
Windows

Add/Remove Programs applet, 16
installing OpenOffice.org, 11-15

Windows Explorer, selecting templates, 60
WinZip program, 10

With Page Style, 95

word completion feature, Writer, 71
word processor. See Writer

workbook. See also Calc; spreadsheets
changing number of worksheets in, 138-139

changing worksheet names, 139
documents, 121
moving worksheets, 139

working environment settings, 27-29
workstation installation, 15
Writer. See also HTML Editor; inserting data;

pages; paragraphs

automatic correction and formatting options,

42-46
AutoPilots, 60
bulleted lists, 83-86
character formatting, 73, 75-76
creating forms, 265
drawings, 232
envelopes, 113-117
file extension, 22
indentation, 77-78
layout, 68
mail merge, 109-113
margin settings, 77-78, 82-83
navigating, 37
opening, 67
paper size and orientation, 81-82
registered data sources, 271
revision marks, 3941
Ruler, 70, 71
search and replace function, 39
status bar, 69, 88-89
styles, 53
view options, 69
word completion feature, 71

Writing Aids, 48
WWW Browser button, 214
WYSIWYG ("what you see is what you get"), 213

Index

X

X axis, 166

XML files
format, 23
saving, 26

XY chart, 167

Y
yellow speech balloon, 131

Z order, 226
ZIP format, 10, 23
Zoom dialog, 69
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