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DIGITAL DOCUMENTATION Notes T

In the previous module you have learnt about basic computing. Now, in this
lesson you will learn about digital documentation. Documentation is part of our
life today. We all are very familiar with a paper document which is a document
on a paper. On the other hand, a digital document is a document that is available
in electronic form. Whether we are in school, office or business, we read printed
text in one form or another. Everyday we come across printed material in the
form of books, newspapers, magazines, notices, circulars, date sheets, tutorials,
admission forms, resumes etc. Few years back all the printed material was
available on paper but now we are moving more towards digital documentation.
This is a more convenient and eco-friendly way because we save paper and at
the same time, the document can be edited, formatted, copied and shared much
more easily as compared to printed text. Also, today, we are in a technological
era where we have books, tutorials, examination papers, newspapers etc. in
digital form.

After reading this lesson, you will be able to:

e define Word processing and Word processors;

e create documents using Apache OpenOffice Writer;
e save, print and close a document;

e apply various editing and formatting features;

e use the find and replace feature;

e insert headers and footers;

e create and work with tables;
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e insert images and other gallery objects;
e use track changes and mail merge feature;

e use OpenOffice Writer help.

8.1 WORD PROCESSING AND WORD PROCESSORS

A word processor is an application software that is used for creating, editing,
formatting and printing any type of textual data. This textual data that is created
using a word processor is called a document and the process of using a word
processor is called word processing. A document may consist of text, images,
drawings, tables etc. Both paper documents and digital documents are created
using a simple text editor like Notepad or any word processor like MS Word
or OpenOffice Writer. Before the coming of Word Processors in 1980s, this work
was done either manually or using a typewriter.

8.1.1 Features of Word Processor
The following are the common features of a word processor:

(i) A word processor allows us to save a document and also to make
modifications in an already created document very easily. We can change
the appearance of the text by making it bold, italic or by changing its colour,
size or style.

(i) Using a word processor, we can insert images, pictures, tables, etc. in our
documents.

(ii1)) The Find and Replace feature of a word processor allows us to find and
replace a particular word in the document.

(iv) The Spelling and Grammar check feature of a word processor helps to
make automatic corrections in the document. It also gives thesaurus
containing synonyms and antonyms of words.

(v) The OLE (Object Linking and Embedding) feature allows us to embed
objects like charts, pictures, audio, video, etc. in our document.

(vi) A word processor has a unique feature called Mail Merge which allows us
to send personalized letters, invitations etc., to multiple people.

(vil) Art gallery allows inserting a picture.

There are many word processors available in the market like MS Word,
OpenOffice Writer, WordPerfect etc. More or less all of these have all the
features required for creating a good digital document. Microsoft Word has been
the most popular word processor since many years but now with the development
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in open source software, the OpenOffice Writer is increasingly being used by
more and more users. The advantage with OpenOffice is that it can be
downloaded free of cost from Internet. One of the links from where you can
download OpenOffice Writer is www.openoffice.org. In this lesson you
will learn about digital documentation using Apache OpenOffice Writer
(version 4.1.1).

8.2 STARTING OPENOFFICE WRITER

OpenOffice Writer or simply Writer is a word processor that is part of
OpenOffice Suite. It is a What You See Is What You Get (WYSIWYG)
application which means that the print out of the document will look exactly
as we see on the computer screen.

To start Writer, follow the steps given below (Fig. 8.1):
1. Click Start button.

2. Click All programs.

3. Click OpenOffice.org

4. Click OpenOffice Writer
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Fig. 8.1: Starting OpenOffice Writer
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The writer window appears as shown in Fig. 8.2 below.
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Fig. 8.2: Writer Window

The main components of Writer window are as follows:

Title Bar: It is present on the top of Writer window and it displays the name
of the document and the name of the application (i.e. OpenOffice Writer). On
the right side of the Title bar, you will find the three Window Control buttons
to minimize, maximize/restore and close the Writer window.

Menu Bar: Below the title bar is the menu bar which contains various menu
items - File, Edit, View, Insert, Format, Table, Tools, Window and Help.

Standard Toolbar: Below the menu bar is the Standard toolbar which contains
buttons for frequently used commands such as New, Open, Save, Print,
Cut,Copy, Paste etc.

Formatting Toolbar: This toolbar consists of commands that help in formatting
the document like font style, size, colour, bold, italic, underline etc.

Work Area: It is the area where you type the text. It can hold unlimited text
which may include characters, pictures, drawings, or symbols. The vertical
blinking line in the work area is called insertion point or cursor. The location
of this cursor determines where the next character will be inserted.

Status Bar: This is located at the bottom of the Writer window and gives
information about the current document like its word count, page number,
number of pages and language used.

Scroll Bars: There are two scroll bars on the Writer Window:

e Horizontal Scroll Bar: 1t helps to navigate the document left and right.
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e Vertical Scroll Bar: It helps to navigate the document up and down.

We can click the arrows on the either side of the scroll bars to navigate through
the document.

Rulers: The Writer window has two rulers:

e Horizontal Ruler: This is located at the top of the document and helps to
define indents and also the left and right margins.

e Vertical Ruler: This is located to the left of the document and helps to define Notes
top and bottom margins.

Docking Toolbars: On the extreme right of the window, Writer provides you
with four icons —Properties, Styles and Formatting, Gallery and Navigator. By
clicking on any of these icons, the corresponding docking toolbar opens
containing various buttons to format text, apply styles, insert pictures and
navigate through the document respectively.

8.3 CREATING A NEW DOCUMENT

When we start OpenOffice Writer, the Writer window opens with a new
document. But if the Writer window 1is already open, follow the steps given

below to open a new document:
P Press Ctrl + N to open a
1.  Click File - New (Fig. 8.3) new document.
2. Choose the Text Document option from the submenu. The new document
opens.
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Fig. 8.3: File Menu
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8.4 SAVING A DOCUMENT

Saving a document is necessary for future use. Also, we need to save the
document after any changes are made to it in order to retain those changes.
When we save the document, it gets stored in the hard disk of the computer.
To save the document for the first time, follow the steps given below:

1. Click File — Save As. The Save As dialog box appears (Fig. 8.4).
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Fig. 8.4: Save As dialog box

2. Browse for the folder where the file has to be saved.

3. Type the name of the file in the File name text box.

4.  Click Save button. Although Writer allows us to save the document in variety
of formats but by default, the file created and saved in OpenOffice Writer

will be saved with an extension .odt.
Thereafter, the name of the file will
appear on the title bar of the
document.

Press Ctrl + Shift +S to save
document for the first time and
Ctrl+S to save otherwise.

We can also save the document by clicking on Save button on the Standard
toolbar (Fig. 8.5). Please note that the Save As dialog box appears only when
we are saving the document for the first time. However, if the same file has
to be saved with a different name or at a different location, then select Save

As option again from the File menu.
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Fig. 8.5: Save button

8.5 PRINTING THE DOCUMENT

After creating the document, we might need to print it on paper. Before starting
the process of printing, make sure that the printer is connected to the computer
and then follow the steps given below:

1.

Click File — Print. The Print dialog box

appears (Fig. 8.6).

Print dialog box.

Press Ctrl +P to open th;

The left hand side of the Print dialog box contains the Preview of the
document that helps to see how the document will look when it is printed.
On the right side, there are various tabs. From the General tab, select the
type of Printer, number of copies that have to be printed and then click on

Print button.
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To print directly without opening the Print dialog box, click Print File Directly
button on the Standard Toolbar (Fig. 8.7).

File Edit View Insert Format Table Tools Window Help
E'@'@%%B M| x By
@ |Defauh: IE” |Tim4Print File Directly (HP Laserlet Plﬂﬂ?]h

L L

Fig. 8.7: Print File Directly Button

Before printing, to see the document as to how it will look on the paper, select

Page Preview button from the File menu. The Page Preview screen appears
(Fig. 8.8).
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Fig. 8.8: Page Preview

We can zoom in and zoom out the document in this view. To go back to the
normal view, click Close Preview button.

8.6 CLOSING OPEN OFFICE WRITER

After finishing our work, we can close the document without closing the Writer
window by selecting Close option from the File menu.
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If we want to exit Writer, click Close button (jgag) on | Press Ctrl +Q to exit
the top right corner of the Writer window. Alternatively | Writer.
we can click File — Exit option.

In either of the ways described above, if our document to be closed is not saved,
then Writer prompts to save the document by displaying a message box as shown
in the Fig 8.9.

L -
OpenOffice 4.1.1 —_— Notes

6 The decument "open source.cdt” has been moedified.,
Do you want to save your changes?

| Discard || Cancel |

Fig. 8.9: Message Box to Save the document

Click Save button to save, Discard button to close the document without saving
and Cancel button to cancel the closing process and continue working with the
current document.

8.7 OPENING AN EXISTING DOCUMENT

To open an already saved document in Writer, navigate to the folder where the
file is saved and then double click to open it. However, if the Writer window
is open, we can follow the steps given below to open the file:

I N
O@vl. Desktop » - | 5 [ | Search Desktop ol
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- =T 861KB

|| Application Links — ———
| a Open source
I OpenDocument Text
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Fig. 8.10: Open dialog box
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Click File = Open. The Open dialog box will appear (Fig. 8.10).

Browse the folder in which your file is saved.

Select the file to be opened. The name of the | existing document.
file appears in the File Name text box.

Press Ctrl +0 to open ﬂ

Click Open button and the document will be displayed in the Writer window.

8.8 EDITING A DOCUMENT

Editing is the process of making changes in the document in any manner. It may
be by changing the contents, by rearranging words or paragraphs, by correcting
mistakes or by even by changing the appearance of the text.

OpenOffice Writer provides us with various options to modify our document.
But first, the text to be modified has to be selected.

8.8.1 Selection of Text

We can use either a keyboard or a mouse to select any text in the document.

Using a Mouse:Keep the mouse pointer in the beginning of the text(for
example, a character, word or paragraph) that you want to select. Click and
drag the mouse pointer till the entire text is selected. The selected text (Open
Source Software in Fig. 8.11) is highlighted in blue colour.

) it 2- Cpantticn voome SN = bW
file EsSt Yeew jnsen Fgrmat Tgtle ook findow Hep
B-@-8s - 24 sExw8-¢ 9 @u-v HeEET2 0,
B Defmir o) TueiHewizmas [l (=] B/ U [E|Zam sixaaE A-W-B-
- « 1 ;-2 -2 e a e 4 -1 .a e R T T
. &
| Open Source Software :

Open Source software is becoming popular day by day. The term Open Source software refers to
software in which the source code is freely available for others to view and even modify. It is
created and maintained by a team of hundreds and thousands of programmers. That is why open

" | source software cannot be appropriated by any one vendor. Also Open Source software is more
stable than proprietary software because any programmer around the world can read, redistribute
" | and modify source code. 1

1

Fig. 8.11 : Selected text in blue colour

Using Keyboard:To select the text using a keyboard, place the cursor before
the text that you want to select. Holding down the Shift key, press one of
the arrow keys in the direction of required selection. Also, there are various
shortcut keys available to select the text. The table 8.1 lists some of these.
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Table 8.1: Shortcut keys for selecting the text

Shortcut Key Selection
Shift + End To select the line from cursor position to end of the line.
Shift + Home To select the text from the cursor position to the beginning
of the line.
Ctrl + Shift + | To select the text in a paragraph from the cursor position to

the end of the paragraph.

Ctrl + Shift + T To select the text in a paragraph from the cursor position to
the beginning of the paragraph.

Ctrl + Shift + Home To select the text from the cursor position to the beginning
of the document.

Cul + A To select the complete document.

8.8.2 Copying Selected Text

Copying text means to duplicate the text. The text is present at the original place
and at the same time we paste it at a new location also. Any text on the document,
may it be character, word, sentence or paragraph can be copied by following
the steps given below:

1. Select the text that has to be copied.

2. Click Edit —» Copy.

3. Place the cursor where the text has to be pasted.

4

Click Edit — Paste.

8.8.3 Moving Selected Text

While copying, we place the duplicate text at the new position but while moving
the selected text, the text is removed from the original location and pasted at
a new location. The steps to move the text are as follows:

1. Select the text that you want to move.
2. Place the mouse pointer anywhere on the selected text.
3. Drag the selected text to the desired place.

You may also use the Cut, Copy and Paste buttons on the Standard toolbar
(Fig. 8.12) to cut, copy and paste the text in the document respectively.

Alternatively, if weright click onthe selected [ p,.cc 17 +C 10 ¢ opy, Ctrl + X

text, a pop up menu will be displayed. | ;, ot and Ctrl + V to paste the
Select Copy, Cut or Paste options as | gelected text.

required.
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Cut Copy
| K& &
Fig. 8.12: Cut, Copy and Paste buttons Standard toolbar
8.8.4 Deleting the selected text
Notes

To delete the selected text, perform the following steps:
1. Select the text to be deleted.
2. Press Delete key on the keyboard. The selected text gets deleted.

8.9 FINDING AND REPLACING TEXT

The Find and Replace feature of Openoffice Writer helps us to search for a
particular word, phrase or sentence in a document and replace it, if required.
The replacements may be done once or for multiple number of times.

To find a word in your document follow the steps given below:

1. Click Edit — Find and Replace (Fig. 8.13). The Find and Replace dialog
box appears (Fig. 8.14).

View 1 o Table 1

Undo: New Paragraph Ctrl+Z
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‘2 Repeat Ctrl+Shift+Y
< Cut Chil+ X
Es  Copy Ctrl+C
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Selection Mode v
Select All Ctrl+A
& Changes
3 Compare Document...
#% Find & Replace... Ctri+F
AF  AutoText... Ctrl+F3

™| & Exchange Database...
Fields...
Footnote/Endnote,..
Index Entry...
Bibliography Entry...
Hyperlink...
Links...

4 Plug-in

5] ImageMap

Object v

Fig. 8.13: Find and Replace option
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Fig. 8.14: Find & Replace dialog box

Close

Type the word (team in our example)to be found in the Search for text box.

If the word that is being searched has to be in the particular case only, select
Match case option. If we want to search only complete words click Whole
Words only option.

Click Find button. The first occurrence of the typed word (team) gets
selected in the document as shown in the Fig 8.14.

To find more occurrences of the word, keep on clicking the Find button
till the last occurrence of the word is displayed. A message box stating that
‘End of the document has been reached’ and whether you would like to
start the search again from the beginning will be displayed. Click Yes button

in the message box to resume the search
from the beginning of the document and
No otherwise (Fig. 8.15).

& Replace dialog box. r

OpenOffice Writer has searched to the end of the document. Do you want to
continue at the beginning?

F
CpenOffice 4.1.1

=

Fig. 8.15: Message box on completing the search

6. Click Close button to close the Find and Replace dialog box at any point
of time.
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8.9.1 Replacing Text

To replace the text, open the Find and Replace dialog box as explained above
and then perform the following steps to replace the character, word or phrase
with some other character, word or phrase.

1. Type the word to be replaced in the Search For text box (team in our

example).

2. Type the new word that we want to replace with in the Replace With text

box (say, group).

3. Click Replace button if only one occurrence of the found word has to be
replaced. However, to replace all the occurrences of the word, click Replace

All button.
i Find & Replace M1
Search for ’ Find ]
't -
= L= | Findpl |
Replace with [ R, ]
- — neplace;
aroup =] e
[7] Match case
["] Whole words only
’ More Options ¥ l ’ Help ] ’ Close

Fig. 8.16: Finding and Replacing text

8.10 FORMATTING THE DOCUMENT

The process of improving the appearance of text in a document by changing
text alignments, font, size, style etc. is called formatting. It helps in highlighting
headings and other such important text by differentiating it from regular text.
Formatting can be of three types —

e Character Formatting

e Paragraph Formatting

e Page Formatting
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8.10.1 Character Formatting

This type of formatting is used for individual characters or set of characters in
a document. It includes applying font style, size and other text attributes viz.
bold, italic, underline etc. To apply character formatting, follow the steps given
below:

1. Select the text to be formatted.

2. Click Format — Character option. The Character dialog box appears Notes
(Fig. 8.17).

#

Character u

Font |Font Effects IPusi.ti.uanyperli.nk Background

Font Typeface Size

Times Mew Roman Bold 12
Regular 10 -~
Traditicnal Arabic Italic 10.5
Trajan Pro 11 =
Trajan Pro 3 Bold Italic
Trebuchet MS EI 13
Tribal 14
True Crimes % 15 i
Language

% English (UsA) <]

The same font will be used on both your printer and your screen.

Open Source Software

| ok || cancel || Help || Reset

Fig. 8.17: Character dialog box

3. By default, the Font tab is selected. From the Font list box, select the
desired font. The preview of the selected font is seen at the bottom of the
Character dialog box.

4. Similarly select the font size, typeface

] Press Ctrl +B, Ctrl + I or Ctrl +
and other text attributes.

U to make the text bold, italic or
5. Click OK to apply the selected effects | #nderline respectively.
and close the dialog box.

The Formatting toolbar (Fig. 8.18) on the Writer window contains buttons to
apply various formatting effects to the text in our document. Select the text on
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which the formatting effects are to be applied and then choose the appropriate
button from the toolbar. For example, to make the text bold, click the Bold
button after selecting the text.

@

_lnL i

Il
{1 |

28 [Detaut (] [Tmeshewroman [] 12 [-] B 7 U [E]=

&,

1

A

Fig. 8.18: Formatting toolbar

Notes 8.10.2 Changing Case

Text in OpenOffice Writer can be written in any of the following five types of
cases:

e Sentence Case: First letter capital (My country)

e Upper Case : Capital alphabets ( MY COUNTRY)

e Lower Case: Small Alphabets  ( my country)

e C(Capitalize Every word: First letter of every word is capital ( My Country)

e Toggle Case: reversing the existing case

A 2 (=] B/ u[E]=
{ F® Bullets and Numbering.. -
e |
Change Case »|  Sentencecase
a  OWETCELE
F UPPERCASE
= Capitalize Every Word
: JOGGLE cASE

FrameCibgect

Picturne...

Fig. 8.19: Change Case option

To apply a particular case, select the text and click Format — Change
Case (Fig. 8.19). Click on the desired case option to be applied to the selected
text.
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8.10.3 Paragraph Formatting

To format a paragraph we can set its right, left, top and bottom margins, align
the text, set indents and spacing between the text and lines and so on. The
Formatting toolbar contains buttons to apply various formatting effects to the
document (Fig. 8.18).

Text Alignment: The Formatting toolbar has the buttons to align the text in four
ways — Left, Right, Center and Justify. Select the paragraph and then click on
the desired alignment button on the Formatting toolbar.

Indentation and Spacing: Indentation refers to the blank spaces in the beginning
of the paragraph and Line Spacing refers to space between two or more lines
in a paragraph. A document with increased line spacing has good readability but
at the same time consumes more space. By default, all indents and spacings are
measured in centimetres (cms) in OpenOffice Writer. Perform the following steps
to set line spacing and Indentation:

1. Select the paragraph whose line spacing has to be set.

2. Select Format — Paragraph. The Paragraph dialog box appears
(Fig. 8.20).

[ Paragraph M

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

Indent

Before text
After text

First line
[7] Automatic

Spacing
Above paragraph
Below paragraph

Line spacing
|Sing|e |Z|| of

Register-true
[[] Activate

ok || cancel || Help || Reset

Fig. 8.20: Paragraph Dialog Box
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Select Indents and Spacing tab in the Paragraph dialog box.

e Leftindent: This moves the text to
the left side of the document. We
have to specify the Before Text

Set the Indents in the Indents section. The indent options available are:

value in the Indent section. paragraphs.

Increase Indent or Decrease
Indent buttons on the Formatting
toolbar can be used to indent the

e Right indent: This moves the text to the right side of the document. We
have to specify the After Text value in the Indent section.

e First Line indent: This moves only the first line of the paragraph to the

right.

e Hanging Indent: The first line is less indented than the rest of the

paragraph.

From the Line Spacing List Box, select the desired line spacing.
6. Click OK button.

8.10.4 Page Formatting

Page formatting includes giving desired settings to essential elements of the page
such as page size, orientation and margins. To apply Page formatting effects
follow the steps given below:

1. Click Format — Page. The Page Style Default dialog box is displayed

(Fig. 8.21).
[ Page Style: Default S5
| Organizer |Page Background |Header |Footer | Borders |Columns |Footnote |

Paper format
Width 2A59em [5
Height 2794 em [£]
Orientation  ® Bortrait

) Landscape Paper tray ([From printer settings] ||

Margins Layout settings
Left = Page layout IRight and Ieft [=]
Right Format 23 -]
o [] Register-true
— |F!Efr:rr:n-:r: Style s

[ ok |[ cancel || Help || Reset |

Fig. 8.21: Page Style Default dialog box
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2.

Select the Page tab and in the
Paper Format section:

(a)

The Properties Toolbar on the extreme
right of the Writer window contains
Select the required page various commands to apply character,
size from the Format List paragraph and page formatting to the

box. document . r

(b) Select the Orientation by selecting either Portrait or Landscape radio

buttons.

From the Margins section, set top, bottom, left and right margins of the

page.

In the Writer window, click and

Click OK button to apply the selected drag the margin indicators on

Page formatting effects.

the rulers to set the page
margins.

. INTEXT QUESTIONS 8.1

1.
2.

Define Word Processor. Name any two word processors.

Fill

a.

in the blanks.

To view the document before printing, click ................... option from
the File menu.

The case in which first letter of the sentence is capitalized is called

The Find and Replace option is in .................. menu.

The shortcut key to select the text in a paragraph from the cursor position
to the end of the paragraph is ...................

The vertical blinking line in the work area whose location determines
where the next character will be inserted is called ...................

Multiple Choice Questions

(@)

(i)

Which of the following is the shortcut key to save the document for the
first time in Writer?

(a) Ctrl + S (b) Shift +S
(c) Ctrl + Shift +S (d) None of the Above

Which of the following is not the type of formatting in Writer?
(a) Character (b) Line
(c) Paragraph (d) Page
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(iii) Using which of the following methods can you open the Find & Replace

dialog box?
(a) Pressing Ctrl + F (b) Select Format — Find & Replace
(c) Both (a) and (b) (d) Neither (a) nor (b)

g 8.11 HEADERS AND FOOTERS

Notes
In multipage documents, you may need to put some additional information like

page numbers, author’s name, date of creation of the document etc. on the top
or bottom of the page. Such information inserted at the top of the page is called
header and that inserted at the bottom of the page is called footer. To insert
header or footer in the document, follow the steps given below:

1. Click Insert = Header/Footer — Default.

2. The cursor appears in the Header/Footer section of the document. Type the
desired text in the Header/Footer. In Fig. 8.22, the text ‘National Institute
of Open Schooling’ is inserted as a header.

RSPy RRT o e———— e e s O
file on Yeew fwet Format Table Jooh Wndow el & =
B-@-vaFaas sE G- TR T-7- 1K K9 1

B eeazer =] Tomes Hew Roman i FlsfuEsam crae A-v-R-,

& SR I I T § ro1 7 ] 10

National Institute of Open Schooling
Open Source Software

Open Source software is becoming popular day by day. The t=
soffware in which the sonrce code is freelv available for oth=

.
Page 141 Coefauit Ergiiem (LA INSRT | STD JBA D |6 fw e

Sk W) % D ©

Fig. 8.22: Document with Header

8.12 INSERTING PAGE NUMBERS

To insert page numbers, position your cursor at the place where page number
has to be inserted. It may be in the main document or in the header or footer
area. Select Insert — Fields — Page Number (Fig. 8.23).
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I—:  Fields v | ] Date
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';_' @ Hyperlink Z| Subject
] i | B Tite Notes
H Footer v b Author
_':4 . Footnote/Endnote... E Other... Chrl+F2
: 11| Caption...
: 9 Bookmark...
r_’ﬂ %_ Cross-reference...
& 'E Comment Ctrl+Alt+C
T Script...
i Indexes and Tables »
% Envelope...
ED Frame...
i B Table.. Ctrl+F12
: Horizontal Ruler...
E:'ﬂ Picture b
T ¥H  Mouie and Sound
= Object '
;: ] Floating Frame
._. | File.
Fig. 8.23: Insert Page Number option
8.13 INSERTING SPECIAL CHARACTERS
To insert special characters in the document, follow the steps given below:
Font Subset |Basic Latin IEI 0K
vl #] s« (| =|+].]- / g Cancel |
0123456?89:;€:>‘?3
@|A|B|C|D|E|F|G|H|IT|J|K|L|M|N|O
Plo[R[s[T[u[Vv[w[x[¥[z[([\[1[~[_ | | peee |
‘la|blc|dle|flglh]|i|j|k|l|m|nfo
M plalr|s|tju|v|iw|x|y|z|[{]|]]|}]|~ i
ilelelal¥] i8] [e]*]|«|-[-[®]7]° |
= |2 nlY '°}>%!ﬂ’;%b;\_,£ U+0020 (32)
ﬂ Characters:
Fig. 8.24: Special Characters dialog box
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1. Place the cursor at the place where the special character has to be inserted.

2. Select Insert — Special character. The Special Character dialog box is
displayed (Fig. 8.24).

3. Click on the desired symbol and then click OK button. The selected symbol
will be inserted in your document.

8.14 BULLETS AND NUMBERING

Bullets and Numbering feature of OpenOffice Writer helps us to present the
information in the form of lists. The bulleted list contains various styles of bullets
like circles, squares, arrows etc. while the numbered list contains alphabets and
numbers. To use the Bullets and Numbering feature, follow the steps given
below:

1. Select the paragraph or text to which the bullets have to be applied. If the
text is not typed, place the cursor at the position from where you want to
start the list.

2. Click Format — Bullets and Numbering. The Bullets and Numbering
dialog box appears (Fig. 8.25).

- " T T W s W 5
Bullets and Numliering - :r- - : : . — g
Bullets [Numbering type [Outiine | Graphics | Position [Options |
Selection
. [ ] * [ |
. -] * ||
. (] * |
I -> > X v
-> > X v
i
-> > X v
u Remove I Cancel H Help ] Reset II

Fig. 8.25: Bullets and Numbering dialog box
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3. By default, the Bullets tab is selected. Select the desired bullet style.
Otherwise click the Numbering Type tab and select the desired numbering
style.

4. Click OK button. The bullet/numbering style will appear in the document.

8.15 SPELLING AND GRAMMAR CHECK

Using Spelling and Grammar Check feature of Writer, we can find and correct
spelling and grammatical errors in our document easily. It even allows us to
create personal and custom dictionaries to store words that are not available
in the built-in dictionaries. The two ways of checking Spelling and Grammar
in Writer are:

8.15.1 Auto Spell Check

This feature, when activated, automatically underlines possible spelling mistakes
with a red wavy line. Click Auto Spell Check button () on the Standard
toolbar to activate this feature. If you right click on the underlined word, Writer
gives possible suggestions to select from. Just click on the spelling that you feel
is correct to replace the misspelt word. In Fig. 8.26, the word ‘vendor’ is
wrongly spelt as ‘vendr’ and hence is shown with a red wavy line. The Fig. 8.26
shows the possible suggestions to correct it.

E2) Open source.oft - OpenOfice Wier e S
File Edit View Insert Format Table Tools Window Help
B-d-de@asd vExat-¢ & ¢ @i-v HeaETA 0,
&) | Defautt ~ | Times New Roman Ji [FBrfUueEzxa@icree A-w-B-,
% - 1, 2, 3 - .4 -8 6. 7 . 8 .9 - 10 - 1, 1 - = s
= &
= *
National Institute of Open Schooling - - &
i} -
Open Source Software en

Ignore
—~ Tgnore All

Open Source software is becoming popular day by de 2 pen

software in which the source code is freely availabl ® ssememscomns |yiew
" Set Language for Selection  »

created and maintained by a team of hundreds and th  <isuse o swogom » hgTam
source software cannot be appropriated by any one vendr. Also Open !z

Qfﬂ]’\]P‘ ﬂ'\an nronriatary cn‘ﬁ'u:nrp I"‘IP{‘QIIEP anv nroaorammer ﬂ‘l’.l’\'l'lﬂ{'] fl’IP WE
il [

Pagel/1 Default Engaish (USA) INSRT ST B e L @ (204 %

Fig. 8.26: Suggestions for correction

To add the misspelled word to Writer’s standard dictionary, click the Add —
standard.dic option from the drop down menu as shown. If AutoCorrect
option is selected, Writer will automatically correct the misspelt word.
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8.15.2 Using Spelling and Grammar option

To use this method of checking spelling and grammar in your document, follow

the steps given below:

1.

Place the cursor at the beginning of the document.

2. Click Tools — Spelling and Grammar.

a. The Spelling: English (USA) dialog box appears (Fig. 8.27).
| Spelling: English (USA} u1

Text language |"@ English (LSA) |3|

Mot in dictionary
It is created and maintained by a group of hundreds and thousands of_Ti Ignore Once
! pragrams That is why open source software cannot be appropriated by ||

|
‘ Ignare All
1

| any one vendr.

m

= i Add iz
Suggestions
vendor

vends Change All
vend r
driven AutoCorrect

Options... Undo | Close

Fig. 8.27: Spelling: English(USA) dialog box

b. The misspelt word (vendr in Fig 8.27) will be displayed in red colour

in the ‘Not in dictionary’ section. The suggestions for correction are
given in the lower portion of the dialog box. Perform either of the
following steps:

i. To accept the suggested word, click the suggested word and then
click Change button

ii. Edit the word or phrase manually in | Press F7to start the Spelling
the upper text box and then click | and Grammar check
Change button.

iii. Click Add button to add the word in Writer’s dictionary.

iv. Click Ignore button if you want to ignore the spelling error indicated
by Writer.

After all the spelling errors are removed, a message box is displayed
stating that the Spelling and Grammar check is complete. Click OK
button.

. Click Close button in the Spelling: English (USA) dialog box to close

the dialog box at any time in between.
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8.16 GRAPHICS IN WRITER

Graphics make the document more attractive, informative and presentable.
OpenOffice Writer provides various options to add graphics in the document.
We can add graphics by drawing objects and inserting pictures.

8.16.1 Drawing Objects

The Drawing toolbar contains various commands to draw lines, curves, shapes, | Notes
callouts, symbols, flowcharts, graphic fonts etc. in the document. Therefore, to

insert drawing objects first click View — Toolbar — Drawing to display the

Drawing Toolbar (Fig. 8.28).

K/ EOCTRIC @ @ W Pri- BR Wy

Fig. 8.28: Drawing Toolbar

Click to select any of the object and then click and drag the mouse in the work
area to draw the selected object. The toolbar contains buttons for colouring,
inserting patterns, borders and various other commands to enhance the
appearance of drawing objects. Fig. 8.29 shows various drawing objects that
have been inserted using the Drawing toolbar.

Fig. 8.29: Drawing Objects inserted in the document

8.16.2 Inserting Pictures

To insert a picture in a Writer document perform the following steps:

1. Click the Tools — Gallery button. The Picture gallery is displayed (Fig.
8.30).

2. The pictures are categorised according to various themes. On selecting any
of the themes from the left side of the gallery, the corresponding pictures
are displayed on the right side. Select the desired theme and then the desired
picture.
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3. Right click the picture that you want to insert and select Insert ® Copy
from the drop down menu (Fig. 8.30).
1] Open source ot - OpenOffice Writer - | a
(e Edi View et Fomat Table Tools Window telp - 2 x
B2 @RaR ¥ A 8-¢ 9-2- @
" & | Default [x] Times New Roman =2 i
New Theme... [2]E | Environment - RecycieBin (C:\Program Files\0| gallery\envir in.png) =
B Arrows B Wl \“ Al e
Tl (0 % T O3k s
— g ([Zﬁmputers b4 e A / 3|
agams @
Notes 3 & @
L] ENETHEELI EFEL Cooa . 5 . T ;i nE: ENEREL ITEEE TS IEN -
Bl E\;
National Institute of Open Schooling
Open Source Software %
Page1/1 | Default | English (USA) |NsRT [sTD | || | BB s—-fe\zoﬁ

Fig. 8.30: Inserting a picture

4. The picture will be inserted in the document (Fig. 8.31). We can resize the
picture by clicking and dragging the size handlers.

2] Open source.odt - OpenOffice Writer , - G
Flle 7?(!& 71/51'! Iiwﬁ Format Table Tools V{TdQV{”EIL e — & %
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| Graphics FEzs === ¢k @ P EE -
o [E] &1 | Environment - RecycleBin (C:\Program Files\O} one) 2
[ i, -1 &
‘ '~. A .‘ 0‘ ‘i‘ E
5 e g5 s
L= S I f ==l
. = -~ EIES
. @
. 5 4 2 2 b 4 5. 2
niRE =
j [Ek
B
LN [pefaur - ?\0% ‘—\\ Galcil
=
0
3
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Page1/1 | Defautt | | NsRT [STD |* | | 7027000 #1996 3.22 |ommm loe—e—o 204%

Fig. 8.31: Inserted Picture in the document

Click Gallery button (
the picture gallery (Fig. 8.31).

As the picture is inserted, the Picture toolbar is displayed on the screen (Fig.
8.31). The various commands on this toolbar can be used to enhance the
appearance of the inserted picture.
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8.17 WORKING WITH TABLES IN WRITER

A table is a grid of rows and columns. It helps to present data in row and column

format. Follow the steps given below to insert a table in the document:

1. Click Insert — Table. The Insert Table dialog box appears (Fig. 8.32).

Insert Table =+ ———— - —— —— | ]
= — —

Name faper ]

Size
Cancel

Columns ’72 i

3
=~

Rows ‘ 2 E\

Options
[ Heading

| Repeat heading I
The first |1 }L‘ rows

I Don't split table

Border

||

AutoFormat... ]

Fig. 8.32: Insert Table dialog box

2. Type the name of the table in the Name text

box.. The shortcut key to open the

Insert Table dialog box is
3. Choose the number of rows and columns | C#l + FI2.
from the respective list boxes.

'l 0pen source.odt - OpenOffice Wiiter T ; | T o

Fle Edit View Insert Format Table Tools Window Help o
erE-d=s @ aasr vE B¢ B -BE-v HPEETA O

/B |Table Contents =] ‘llmisNeanman [z [-]B7U =[E] == oi:»i A vaa sy
-] . ] . 1 . K- 4 = A= 5 7 . 3 . 9 10 Mmoo
o m - g mwvmmwvr_y—cm &
R e EE-
P e aintained by a team of hundreds and thousands of progr
H source software cannot be appropriated by any one vendr. Also Op¢ =
stable than proprietary software because any programmer around the H @
Ll and modify source code. d
; Student name | Class Software Expertise
- Ritika 9 Calc
Ankit 12 PhotoSho
Mansi 11 Impress :
E :
< il I 3 -

Page1/1 | Default English (USA) |INSRT |sTD [* | | Table1:B2 |oEEm e+—te—@ \204%

Fig. 8.33: Table inserted in the document
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Click OK button. The table with specified number of rows and columns will
be inserted in your document (Fig. 8.33). As the table is inserted in the
document, the Table toolbar is also displayed (Fig. 8.33). This toolbar
contains various commands to edit/format the table.

Click in any cell of the table to enter data. Other than the mouse, the
following keys can be used to move in the table:

Tab : to move one cell to the right

Shift + Tab : to move one cell to the left

Up Arrow: to move up by one row

Down Arrow: to move down by one row

8.17.1 Inserting a row and column in a table

1.

b

7.

To insert a row or column in a table, right click the cell above which you
want to insert a row or beside which you want to insert a column.

From the drop down menu, select the Row or Column option.
Select Insert option from the submenu.
The Insert Row or Insert Column dialog box is displayed (Fig. 8.34).

-

Insert Rows

Insert

Mumber !1 :

il

Cancel
Position
("1 Before Help
@ After

Fig. 8.34 : Insert Row dialog box

Choose the number of rows or number

of columns to be inserted. Click Table button (T on the

Standard Toolbar to insert a

Also choose the position of the rows or
table.

columns to be inserted i.e., before or
after the current cell.

Click OK. The specified number of rows/columns will be added to the table.

8.17.2 Deleting Row or Column from a table

1.

To delete a row or column in a table, right click a cell in the row/column
that you want to delete.

From the drop down menu, select the Row or Column option.

Select Delete option from the submenu. The selected row/column will be
deleted.
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8.17.3 Formatting a Table

Formatting a table means changing the appearance of the table. This can be done
by applying/changing the colour of the text, cells or border or even by altering
the thickness of the border. Writer allows us to automatically format the table
by selecting Table — Auto Format option. In the Auto Format dialog box
(Fig. 8.35) that appears, set the desired format and click OK button.

r Notes
AutoFormat ﬂ

Format
S OK
- [F——
>
Blue
Brown E
Lavender 3 Help
Yellow

Green
Red
Black1
Black 2

-
G [y =

Delete

Fig. 8.35: AutoFormat dialog box

8.18 TRACK CHANGES

Sometimes, our document may be used and edited by multiple users. To track
or record the changes made by each user, Writer provides the Track Changes
feature. When this feature is enabled in the document, we can view all the
previous versions of the document. This is because Writer keeps track of all
types of changes that have been made by any user in the document. Perform
the following steps to use the Track Changes feature in the document:

1. Click Edit = Changes — Record. This enables the process of recording
changes in the document. Now, whatever modifications are made to the
document, will appear as coloured text.

2. Make some changes in the document, say inserting or deleting any text or
applying some formatting effects. In the example shown in Fig. 8.36, the
word ‘appropriated’ has been deleted and the word ‘owned’ has been added.

3. The inserted text will be displayed in different colour. The deleted text is
also displayed in a different colour and also gets striked through. Also when
we keep the mouse pointer on the changed text, a tooltip showing the name
of the user who has made the change along with date and time of making
the change is displayed.
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Fig. 8.36: Recording the changes

8.19 MAIL MERGE

Mail Merge is a feature that helps to generate personalized letters, memos, labels
etc. This feature is helpful when similar information has to be sent to large
number of people. The text (for example, name, address, etc.) from a single data
source is combined with another document containing the main content. This
feature saves lot of time as there is no need to type separate letter for each
recipient. We can also produce labels or envelopes containing names and
addresses of different persons in one go.

The three main components of Mail Merge feature are:

(i) Data Source: This refers to the database that generally stores the names,
addresses and other personalized information in tabular format.

(ii) Main Text document: This contains the main body of the letter.

(iii) Merged Document: This refers to the document that is generated after

merging the information of the main text document and the data source.

Let us now create a document using Mail Merge feature of OpenOffice Writer.
It broadly consists of two steps — Creating a data source and merging the
document with the data source

STEP I: Creating a data source

1. Select File - New — Database as shown in the figure. The database wizard
starts (Fig. 8.37).
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[ Database Wizard M

Steps Welcome to the OpenOffice Database Wizard
[L. Select database Use the Database Wizard to create a new database, open an existing database file,

or connect to a database stored on a server.
2. 5ave and proceed

What do you want to do?

(7 Open an existing database file Notes
Recently used

| | =

! % Open...

(71 Connect to an existing database

[oec B

i << Back | Lgm E ] [ Finish ] l Cancel

Fig. 8.37: Starting Database Wizard
2. Select Create New Database option and click Next button.

- e
Database Wizard u

Steps Decide how to proceed after saving the database

Fedeinct datahace Do you want the wizard to register the database in OpenOffice?

. Save and proceed (@ Yes, register the database for me

() Na, do not register the database

After the database file has been saved, what do you want to do?
Open the database for editing
[ Create tables using the table wizard

Click 'Finish' to save the database.

<< Back !_ ﬂi:‘» _. [ Einich ] ’ Cancel

Fig. 8.38: Finish button

3. Click Finish button (Fig. 8.38). This finishes the process of creating a
database. The Save As dialog box appears.
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4. Type the name of the database (dbl, in our example) in the Name text box.
Also specify the location where you want to save the database and then click
Save button. By default, the database is saved with an extension .odb. The

new database window appears and the Tables option in the Database pane
is automatically selected (Fig. 8.39).
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Fig. 8.39: New Database Window

5. In Tasks pane, select the Use Wizard to Create Tables option. The Table
Wizard starts (Fig. 8.40). Notice that there are two panes in the Table Wizard
dialog box, on the left is of Steps and on the right are the tasks associated
with each step. The first step is Select Fields that is selected in the Steps
pane. On the right pane, it asks to Select Fields for your table.

. e
S arego0s

r __
Table Wizard [

Select fields for your table

.

1. Select fields This wizard helps you to create a table for your database, After selecting a table category

2,Set types and formats a_nd a sample table, choose the fields you want to include in your table. You can include
fields from maore than one sample table,
3. Set primary key

4., Create table Cagfgow g _
() Business @ Personal

Sample tables

Authors E”
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Photo
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Fig. 8.40: Step 1- Select Fields
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6. Select the Category for your table. In our case we select Personal.

Select the desired table (say, Authors) from the Sample Tables list box.

8.  Select the required fields from the Available Fields list box. To select a
field, click the field and then click > button. In our example, we have selected
Authorld, FirstName and LastName.

9.  Click Next button. The second step Set Types and Formats gets activated
(Fig. 8.41).

- Notes
Table Wizard 5
Steps Set field types and formats
1. Select fields Selected fields Field information
2. Set types and formats AuthorlD Field name !AuthorID !
3 Firsthame S
3.Set primary key foa Field type Integer [ INTEG| ~ |
4. Create table
AutoValue No. IZ|
Entry required Mo IZ|
Length 10 il

=]
[ ][ see ] [ Ew ] [ o

Fig. 8.41: Step 2-Set Types and Formats
10. Click Next button. The Set Primary key page appears (Fig. 8.42).

Table Wizard 3
Steps Set primary key
1, Select fields A primary key uniquely identifies each record in a database table, Primary keys ease the

linking of information in separate tables, and it is recommended that you have a primary
key in every table. Without a primary key, it will not be possible te enter data inte this
2. Set primary key table,

4, Create table

2, Set types and formats

Create a primary key
@ Automatically add a primary key
[] Auto value
(0) Use an existing field as a primary key

Fieldname | |+ ' || Auto value

(1 Define primary key as a combination of several fields

Available fields Primary key fields

FirstName == —
AuthorlD L ) { )
LastMarme [ [ |
< |

>

[eme ][t ][ B ] [ G

Fig. 8.42: Step 3-Setting Primary Key
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11. Click Next button. The Create Table Page appears (Fig. 8.43).

Table Wizard M
Steps Create table
1. Select fields What do you want to name your table?
2. Set types and formats | Library

3. Set primary key
—_— Congratulations. You have entered all the information needed to create your table.

Notes

What do you want to do next?

(@ Insert data immediately
() Modify the table design

(71 Create a form based on this table

i - ) S

Fig. 8.43: Step 4-Create Table page

12.  Type the table name in What do you want to name your table? text box.
We have named it as Library.

13.  Click Finish button. The new Table Data View window opens. Add few
records in respective fields of your table as shown in the Fig. 8.44.

14. After entering the entire data press Ctrl + S to save the table then close the
Table Data view window. Now your data source is ready to be merged in
the main document.

D =T =)
Ele [t Yiew juet Jook Window Help
Rl R A A S
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e —
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Fig. 8.44: Table Data View window

146 Computer Science




MODULE - 2

Office Automation
STEP II: Merging the document with data source

After creating the data source, let us now create the main document, which
contains the text that is same for all recipients and also personalized information
for each recipient. The steps are as follows:

1. Open Blank Document in Writer and type the required text.

2. Click Insert — Fields — Other option to insert fields in the main document.
The Fields dialog box appears (Fig. 8.45).

Notes
r " R
Fields S

|D::-cument I Cross-references |Functians I Docdnformation |‘u’a!iahls |Datahase
Type Database selection
TS| = § bblogphy
Database Name = 2
Mail merge fields [ Library
Mext record = dbl2
Record number H 2 mydatabase
Condition Add database file Browse...
i TRUE ! Format
i s @ From database
I I User-defined
[ Insert ] ’ Cloze ] [ Help
[ o

Fig. 8.45: Fields Dialog box

Select Database tab from the Fields dialog box.

4.  To view the list of tables created in our database, double click on the database
name(dbl in our example). Select the name of the table i.e., library in our
example.

5. Select Mail Merge fields option from the Type pane of the Fields dialog
box.

6.  Click Close button. We will be back in the main document.

7. In the main document click Data Source button () on the Standard

toolbar. The data source with the table containing records is displayed above
the main document (Fig. 8.46).
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Fig. 8.46: Data Source above the main document

document.

Drag the fields from the Data Source to the desired location in the main

Select Tools — Mail Merge Wizard. The Mail Merge wizard starts

(Fig. 8.47). The Steps pane on the left side of the wizard displays the eight
steps to be followed for Mail Merge. The right side of the wizard displays
the actions to be performed in each step. The first step is to Select Starting
document. On the right side, ‘Use the current document’ option is selected.

Mail Merge Wizard =
Steps Select starting document for the mail merge
Select the document upon which to base the mail merge document
2. Select document type
S Bladk @ Use the current document
4. Create salutation () Create a new document fl
|| 5. Adjust layout
I 6. ccit document () Start from existing document Browse...
| 7.Personglize document (7) Start from a template Browse...
8. Save, print or send
Start from a recently saved starting document |
|
Help | << Back | [ Mext =» ] | Finish ‘ [ Cancel
— =

Fig. 8.47: Mail Merge Wizard (first step)
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10. Click Next button.

11.

12.

Select the type of document (Fig. 8.48) and click Next button.

MODULE - 2

Office Automation

Mail Merge Wizard

S

Steps

.Select document type

3.Insert address block

4, Create salutation

5. Adjust layout

6. Edit document
7.Personalize document

8.5ave, print or send

1.5elect starting document

Select a document type

What type of document do you want te create?

@ Letter

() E-mail message

Letter:

Send letters to a group of recipients. The letters can contain an address block and a

salutation. The letters can be personalized for each recipient.

Notes

[ <<Back ][ Net>> ][ Ensn ||

Cancel

Fig. 8.48: Selecting the document type

If you want to select an address list, click Select Different Address List
button otherwise click Next button (Fig. 8.49).

Mail Merge Wizard

S

Steps

1. Select starting document
2. 5elect document type

4, Create salutation

5. Adjust layout

6. Edit document

7. Personalize document

8. Save, print or send

Insert address block

1. Select the address list containing the address data
you want to use, This data is needed to create the

Select Different Address List.. |

address block. Current address list: dbl

2. [] This document shall contain an address block

<Title>

<First Name> <Last Name>
<Address Line1>

<ZIP> <City>

<Country>

<Title>

<First Name> <lLast Name>
<Address Line 1>

<ZIP=> < City>

[7] Suppress lines with just empty fields

More...

3. Match the field name used in the mail merge to the column
headers in your data source.

Match Fields...

4. Check if the address data matches correctly.

< not yet matched >
< not yet matched > < not yet matched »
< not yet matched >
< not yet matched > < not yet matched >

Document; 1 |ZJ 'ZI

[ <<Back ][ MNet>> [  Emsh ||

Cancel

Computer Science

Fig. 8.49: Selecting Address block
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Mail Merge Wizard

[

Steps

1. Select starting document
2. Select document type
3.Insert address block

5. Adjust layout

6. Edit document
7.Personalize document

8. 5ave, print or send

Create a salutation

This document should contain a salutation

[V] Insert personalized salutation

Female |Dearl‘v'1r5. <Last Name>, |_Z|| i MNew... |

Male |Dearl‘v'1r. <Last Name>, |_r_||

&
H

Address list field indicating a female recipient
1
| I;I|

Field value | |T_||

Field name

General salutation

ITD whom it may concern,

Preview

[ Matchfields... |

Towhom it may concern,

Document: 1 i_T'|T|

Cancel

[ <<Back [ Eish ||

Fig. 8.50: Creating a salutation

Specify whether you want to create a salutation (Fig. 8.50) otherwise click

Next button.

Click Edit Document if you want to modify the main document otherwise
click Next button.

Mail Merge Wizard

S5

Steps

1. Select starting decument
2, 5elect document type
3.Insert address block

4, Create salutation

5. Adjust layout

6. Edit document

Personalize the mail merge documents

You can personalize particular documents, Clicking 'Edit individual document...' will
temporarily reduce the wizard to a small window so you can edit your document. After editing
the document, return to the wizard by clicking ‘Return to Mail Merge Wizard' in the small
window,

l Edit individual document... |

Eind
8. 5ave, print or send Search for: | | ’ Find...
[7] Whole words only
|| Backwards
|| Match case
Help ’ << Back ] [ Next » = ] | Einish | ’ Cancel

Fig. 8.51: Personalize document
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15. Click Next button if you do not want to personalize each document.

[ Mail Merge Wizard m
Stops Sawe, print or send the document
1. Select starting docurnent Select one of the np‘l‘inn: below:
2, 5elect document type & Save starting document
3, Insert address block 1) Save merged document
4. Create salutation Print mesged docurnent -
2 Adprst leyout | Bend merged document as E-Mail NOteS
6. Edit document
Save starting document
7. Personalize document Py ic
| Sove staring document

|:|_|ﬂ} | | i B]_:k. J Mext Einish Cancel

Fig. 8.52: Save, print or Send Document

16. Select whether you want to save, print or send the document to mail.
Thereafter click Save starting document button. The Save As dialog box
appears.

17. Specify the name and location of the merged document and click Save
button.

18.  Click Finish button on the Mail Merge Wizard. You will see that the merged
documents are displayed.

8.20 GETTING HELP IN WRITER

Help feature of OpenOffice Writer provides us the information on various
commands available in this word processing software. It lists the use and the
steps to use any of the features/options seen in the Writer window.

Writer Help can be used offline as well as online. Though Writer’s offline help
feature is quite comprehensive, yet the online help from Openoffice.org provides
some additional help materials such as tutorials, demos, quizzes etc. To use the
offline help from the Writer Help window, follow the steps given below:

1.  Click Help — Openoffice.org Help. The OpenOffice.org Help Window
appears (Fig. 8.53).
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£ Opendffice Help - OpenOffice Writer i e (= ™ ]
[open0ffice Wiiter FlE -6 &0

(oot [iapalelpae E
2] =< bocoment] Help

The Help menu allows you to start and control the OpenOffice Help system.

OpenOffice Help

‘Opens the main page of the OpenOffice Help for the current application. You can scroll through the Help pages and you can search for
index terms or any text.

@ OpenOfiice Help

I

What's this
Enables extended help tips under the mouse pointer tll the next click.

@ What's this

Support

Shows information on how to get support

Check for Updates

Enable an Intemet connection for OpenOffice. If you need a Proxy, check the OpenOfice Proxy settings in Tools - Options - Internet.
Then choose Check for Updates to check for the availability of a newer version of your office suite

About OpenOffice

Displays general program information such as version number and copyrights.

Related Topics
Versions and Build Numbers

B (R «

ﬁﬁ] Ql @@M\iﬂ " Lm0

Fig. 8.53: Writer Help Window

Select the contents tab in the Help | Press Shift+F1. The mouse pointer will
window. The list of contents is | change to \?. Now click on any tool in
displayed from where we can the Writer window. A tooltip containing
select any topic by double information about that tool will be

clicking on it. displayed.

If there are any subtopics, double click to select any one of these. The
information related to the selected topic will be displayed.

Click Close button on top right of the Help | Press F1 to open Writer
window to exit. Help window.

INTEXT QUESTIONS 8.2

Fill in the blanks:

(i) The additional information inserted on the top of the page constitutes
................... while that at the bottom of the page constitutes ...................

(i1) The Bullets and Numbering option is in ................... menu.
(ii1)) Press ....ccccceeenneen. to open Writer help window.
(iv) The Auto Spell Check button is present on the ................... toolbar.

(V) e key(s) are pressed to move one cell to the left in a table.
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2. Name the two ways in which Spelling check can be done in OpenOffice
Writer.

3. Write the steps to insert a picture in your document.
4. Name the three components of Mail Merge feature in OpenOffice Writer.
5. Write the shortcut keys for the following:

To open a new document
To open Find & Replace dialog box Notes
To save the document for the first time

To exit Writer

o a0 oo

To open Table dialog box

@ WHAT YOU HAVE LEARNT

e Word processor is an application software that is used for creating, editing,
formatting and printing any textual data.

e Word processor has a unique feature called mail merge which allows us to
send personalized letters, invitations, etc., to multiple people.

e Page formatting includes giving desired settings to essential elements of the
page such as page size, orientation and margins.

e Bullets and numbering feature of OpenOffice Writer helps us to present the
information in the form of lists.

e Using spelling and grammar check feature of Writer, we can find and correct
spelling and grammatical errors in our document easily.

e A table is a grid of rows and columns. It helps to present data in row and
column format.

e Mail merge feature helps to generate letters, memos, labels etc. It is helpful
when similar information has to be sent to large number of people.

@ TERMINAL EXERCISE

1. Define word processing.

2. Write any three features of a word processor.

3. Differentiate between copying and moving a text.
4

. What happens if you select Match Case option in the Find & Replace dialog
box?

5. Name the types of cases in which text can be written in OpenOffice Writer.
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. Write the steps to insert line spacing and indentation in a paragraph.

Write the steps to create a numbered list in your document.

. How can you add a word in Writer’s standard dictionary?

. Explain the Track Changes feature of OpenOffice Writer.

Write the steps to create a data source for using the Mail Merge feature
in Writer.

ﬁ‘ ANSWERS TO INTEXT QUESTIONS

8.1

8.2

A word processor is an application software that is used for creating, editing,
formatting and printing any type of textual data. Examples of word processor
are OpenOffice Writer and MS Word

(a) Page Preview (b) Sentence Case (c¢) Edit
(d) Ctrl+Shift+ | (e) Cursor
(1 c (i) b (iii) a

(1) Header, footer (ii) Format (iii) F1 (iv) Standard (v) Shift + Tab
AutoSpellCheck and Spelling & Grammar option in Tools menu

(i) Click the Tools — Gallery button. The Picture gallery is displayed.
(i1)) Select the desired theme and then the desired picture.

(iii) Right click the picture that you want to insert and click Insert —
Copy from the drop down menu.

(iv) The picture will be inserted in the document.
The three main components of Mail Merge feature are:
Data Source

b. Main Text document

c. Merged Document
a. Cul+N

b. Cul+F

c.  Ctrl + Shift+ S

d Cul+Q

e. Cul+FI2
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