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/f Outline Numbering

» Numbering system — lots of them

1.Number styles
2.User Defined Number Ranges
3.0utline Numbering

» Use “Outline Numbering” for your headings
(anything else is just too hard to deal with)



/f Turn On Outline Numbering

» Tools -> Outline Numbering

Level 1-10

(all)

Number
1,2,3

Numbering | Position |

Level Numbering

Baragraph Style
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1111 Heading4
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Separator 1111111 Heading7
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/f The Basic Document

» Use styles Headingl — Heading10 for heads

» Enter some text, watch the numbers.

File Edit View Insert Format Tools Window Help
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List Indent
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/f Figure Numbering

» Number styles work, but you can't cross reference
them.

» Use number range for figures.
» Insert => Fields => Other
» Variables Tab
» Name => Figure
» Click Insert.




/ Defining the Number Range

Variables

Ducument| References | Functions | Doclnformation WVariables | Database |

Type Selection Format
Number Set variable ABC
Show variable Nustration abc
Range Insert Formula Table A .. AA .. AAA
Input field Text 3. a3a. aaa
Number range Roman {1 11111}
Set page variable Rorman (i ii i)
Show page variable Arabic (1 2 3)
User Field
Numbering by chapter
Level |Ncme j
Name Value

Figure v/
Name: v|X|
Figure Insert | Close | Help

\ o

\— Insert




/[ Cross References Must Be Named

» Highlight “Figure 1.”
» Insert => Cross Reference
» Type => Set Reference

» Name => NiceFigure (make up your own)
» Click Insert



/[ Naming a Cross Reference

Set Reference-\ Name: Nice Figure

~ | Fizldls o,

Document References Functiun5| Doclnformation |‘u’ariab|es | Databas |

Type

Insert Reference
Figure
Bookmarks

MName

|NiceFigure

|Figure 1

Insert | Close Help




/f Referencing the Figure

» Add the text “We wish to reference:...”
» Insert -> Cross Reference

» Type -> Insert Reference

» Select -> NiceFigure

» Format -> Reference



/

Insert
Reference

Select Reference name

Reference

Selection

Set Reference
Insert Reference
Figure
Bookmarks

NiceFigure

Phge

apter
Reference
Above/Below
As Page Style

MName

|NiceFigure

Insert ‘ Close Help
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/, Insert Table Of Contents

» Insert => Indicies and Tables => Indicies and

Tables

Type: Table of Contents

) Insart Iredesrabls )

Index/Table | Entries | Styles | Columns [\Background |

Table of Contents Type and title
Heading 1 ! Title |Tab|e of Contents
Headig 1.1 1
Erire 1
! r;':uuw, - | Type |Tab|e of Contents j
W Protected against manual changes

Heading 1
This s the content from the first chopber. This i o use r directary entry. Create index/ftable

; Evaluate up to level 5
Heading 1.1 for |Ent|re document j 10 =
This & the content from chupter 11 This is the entry for the bk of contents Create from
Heading 1.2 W Outline e

This & the content from chupter 1.2 This keyword & o moun entry.

[ Additional Styles

W Index marks

Table ¢ Thir ir inble |
(=
dvawe I Thir is inaee |
oK Cancel Help Reset | Breview |
sl -
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/[ Defining a Paragraph Code Style

» F11 => Brings up style organizer
» Use “Text Body” as the base style
» Right click => New.

» Organizer Tab. Name => Code.

» Font Tab. Font => Courier
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/[ Defining a Paragraph Code Style

» Numbering Tab.

» Numbering style => Numbering]1.
» Check Restart at this Paragraph.

» Background Tab. Select gray background.
» Borders Tab. Select Black outside border.
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/[ Restart Numbering

» To restart numbering (at the beginning of a new
listing)

1.Format => Paragraph.

2.Numbering Tab. Check Restart at This Paragraph
and select 1 for Start Width.
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/[ Headers and Footers

» Insert => Header => Default
Insert a header.

» Insert => Footer => Default
Insert a footer

» To include a page number in the header or footer:
Insert => Field => Page Number.
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/[ Working With Others

» To keep track of changes:

= Identify yourself through Tools => Options.
OpenOffice group, User Data panel. Input your user
name.

_,_] Qofions - Jpzndifica areg - Usar Dziz ]

B OpenOffice.org
Address

General Company

Memory

View First/Last name/nitials
Print

External Programs Street

Paths

Colors City/State/Zip

|
|
|
|
Fonts |
|
|
|

Steve |Oua|line |5d0

Security Country/Region

Appearance

Accessibility
Load/Save

Title/Position

Language Settings LRl

Internet

Text Document
HTML Docurment
Spreadsheet
Presentation
Drawing
Formula

Chart

Data Sources

Fax [ E-mail

oK Cancel Help Back
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/ Working With Others

» Turn on change recording:

= Edit => Changes => Record.

Upifitlzel 2 - 2oz are 1L 5

Eile Edit View Insert Format Tools Window Help
| IHeR M BE v TE e $HY @ ke
frext bady =] Wb Reman ] iz =] [A] (A] /AT [&]
@L l.EL}J—.?J—.J—3J—.L4J—.*5*.J—&.?ﬂ
MNow-we're-getting-into-the -details -of-the-matter.q
PE’ Figure-1-A-simple-figure §
O“ MNow-we-need-to-refer-to-Figure- 1.
P‘f' 1.This+i=s+a-line-of -codef
= 2. This+is+a-=second-line
— Body
Ak
fEC | |1.Mcre.']]
| Some-text-added-on-the-end-by-Steve-Oualline. |
4
REC
W
-
H
<
Alr 3
Pagel/1 Default 100% STD HYP *
= ==t
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/((WARNING: Know when to turn it off

» Frequent graphic oriented changes.
= All old graphics are saved in the file.

= Files can grow quite large.

» Old embarrassing text remains if track changes
was on.

» Turning it off does not remove old changes.

» Need too “Accept or Reject” changes before they
disappear.
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/[ Exchanging Comments

» Define a Comment paragraph style.
» Magenta Background

» Blue Foreground

o Thg st hinggtnoced

see. And the colors make them want to take them
out.

» Also put ## on each comment line for easy
searching.
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/[ Graphics Files

» Editors want screen shots and other graphics in a
separate file.

» OpenOffice files are just ZIP files.

» Unzip a OpenOffice writer document and the
graphics are in the directory:

Pictures/generated-name
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/[ Page Styles

» Book layout:

» First page of each chapter starts %2 way down the
page. No header / footer.

» Left pages have book title on the left side
= Right pages have book title on the right side.
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Page Layout

TITLE

TITLE

Chapter

Blah blah blah and more
blah. Blah blah blah and
more blah. Blah blah blah
and more blah. Blah blah

blah and more blah. Blah
blah blah and more blah.
Blah blah blah and more .

Page Format =>
First Page

Blah blah blah and more
blah. Blah blah blah and
more blah. Blah blah blah
and more blah. Blah blah

blah and more blah. Blah
blah blah and more blah.
Blah blah blah and more
blah. Blah blah blah and
more blah. Blah blah blah

and more blah. Blah blah
blah and more blah. Blah
blah blah and more blah.

Page Format =>
Left

Blah blah blah and more
blah. Blah blah blah and
more blah. Blah blah blah
and more blah. Blah blah

blah and more blah. Blah
blah blah and more blah.
Blah blah blah and more
blah. Blah blah blah and
more blah. Blah blah blah

and more blah. Blah blah
blah and more blah. Blah
blah blah and more blah.

Page Format =>
Right
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/[ First Page

» Put the cursor in the first page.

» Select Page Styles from the Style Window

» Double click “First Page” to modify the first
page.

B ch01.sxw - OpenOffice.org 1.1.3
File Edit VWiew Insert Format Tools Window Help

|fhome!5do!ootalkfch01.sxw

EiEE=]= OB 9 ¢ < [roo% =]

Chapter-1:-SCSI-Basic¢

SCSI:-Terminology-1l

SCSI-is-actually-a-fairly-simple-bus. - The-people-who-designe|
have-gone-to-a-lot-of-trouble - to-make- sure-that-SCSI-devices:
So-the-engineers-have-designed-a:-good, simple,-solid-specificg

Although-the-engineers-have.made-SCSI fairly-simple ,-the.m|

. = = A A = 2]HA , |E
|Chapter JU|Century Schot:_lch |20 Jz 3 E o ﬂ & e B ﬁ
R SR S R R AR e

Endnote
Envelope

Footnote
HTML
Index

Left Page
Right Page

IPage Styles

First Page

All

r
- | k]
B

in-and-added-some-confusing-and: somewhat‘redundant‘tenns‘tn;‘the‘SCSI

First Page

100% INSRT STD HYP *

Level L : Chapter Num

L
¥
| »
1
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/f Edit the Page Format

» Right Click on “First Page” and select Modify.
» In the Page tab, modify the top margin (5.5 inches)

Page - [BIEIES
g File E View Insert Format Tools Window Help

fhome/sdo/oo} # SRRk 2L g1 @] [o0% ~
| » =)

Chapter Orgarsgr Page | Background | Header | Footer | Borders | Columns | Footnote | - [
S r=iE B
Paper format }
Eormat
Width 8.50"

Height 11.00" =

Orientation & Portrait

Top Marginl

" Landscape Paper tray |[Fr0m printer settings] j

Layout settings

Left 1.00" . Page layout |Right and left j
Right 1.00" - Format [L.2.3 .. |
Top 1.00" : [ Register-true

Bottom 1.00"

| [-]

0K | Cancel Help ‘ Reset |

in-and-added-some-confusing-and-somewhat-redundant- terms-to-the-SCSI

Tixa
T

44

Pagel/11 First Page 100% INSRT STD HYP * Level 1 : Chapter Num
L
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Link to next page

» Select the Organizer tab.
= Next Style = Right Page

[+ =]

File Edit View Insert Format Tools Window Help

e /s do/oo, . | DAY W : @] [to0% -
! -* Page Style: First Page @ .
Chapter |E

\Organizer | Page | Background | Header | Footer | Borders | Columns | Footnote > E
= B

Organizer

Name |Fir5t Page

[

Next Style P|ghtP:\ge

| []

|CLIStDI'ﬂ Styles J

Contains

Width: 8.5inch, Fixed height: 11.0inch + From top 1.0inch, From bottorn 1.0inch + No
header + No footer + Text direction left-to-right (horizontal) + Page Description:
Arabic, PortraitLeft + Right Page + Not register-true

Next Style =
Right Page

oK | Cancel Help Reset

MEELAR

in-and-added-some.confusing-and-somewh at-redundant-t»ennls-txl]-the-SCSI

Page 1 /11 First Page 100% INSRT STD HYP * Level 1 : Chapter Num
L
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/[ Modify the Other Page Styles

» Modify style “Right Page” and make the next
style “Left Page”.

» Modify style “Left Page” and make the next style
“Right Page”
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/[ Headers and Footers

» Insert => Header => Left Page
= Put the title on the left

» Insert => Header => Right Page
= Put the title on the right
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/[ Creating an Index

» Highlight a word to be put in the index

= Insert => Indexes and Tables => Entry

= Check “Apply to all similar texts” if you want to
index this word everywhere.

« Click Insert
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/[ Creating an Index

BIEIE

[

File Edit View Insert Format Tools Window Help

|Ihumef5dcmutalkfch[]l.sxw j v& E % <§; @ {‘F\’ @ 100% ~
|Headingl j |Century Schculbcj |ll5 j EI EET@

E’p EL}J 2 3 3 . : :
Entry to add 941
(automatically entered) ' nsert
Index Alphabetical Index j
= Entry 5CSl Close
- C} lst key | j Help
AEC | ]
I [~ Main entry
REC V) Apply to all similar texts.

[ Match case

Apply to all similar text ity - hole words only
= .
Su-the-engmeers-have-deanncamﬂn.ﬂ

Although-the-engineers-have-made-SCSI-fairly-simple ,.the-marketers-have-stepped
in-and-added-some-confusing-and-somewhat-redundant-terms-to-the-SCSI

Ak

Pagel/11 First Page 100% INSRT STD HYP *
I




/[ Creating the index

» After adding all the entries:

= Go to the end of the document (where you want the
index).

« Insert => Indexes and Tables => Index and Tables

Type = Alphabetical Index

Uncheck “Combine Identical Entries with p or pp”

Check “Combine Entries with -”
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Alphabetical Index

Creating The Index

Combine identical entries with p or pp
(unchecked)

2 \ [ %]
Iphdex/Tab |Er1triES | Styles | Columns | Background |
Alphabetical Index Ype an 2
Chupter 1 Title |Alphabetical Index
Feyrword 1
Primuary key T‘_lip |ﬂ.|phabetlca| Index j
Sevond ary key
this 1 ¥ Protected against manual changes

Creatfe index/ftable
Heading 1 .
This & the content fram the first chapte r. This & o wser directory entry fo |Er-'ItIrE document j

Optons
Headimg 1.1 1 1 1 1 1 1 1
. . W Combine identical entries ™ AutoCapitalize entries
This is the content from chapter 1.1 This i the entry for the bk of contents

W Combine identical entries with p or pp ™ Keys as separate entries
Heading 1.2 ~ [~ Concordance file |
This i the content from chapter 122 This ke yword o muinentn
!f Case sensitive
Sort
Lynguage j Key type |ﬁ-.|phanumeric j
Taklr 1. This iz talde 1
0K | Cancel Help | Reset | ¥ Preview
I
Combine with - (checked)
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/ Resulting Index

[ DICIES

File Edit View Insert Format Tools Window Help

Ifhumefsdumutalkfchﬂlx.sxw j| v & || | %

IIndex Heading j ICenturj,r Schualbcj I j

about-

1

Page 13 /13 Right Page 100% INSRT STD HYP F| read-only : Alphabetical Indexl

Made with OpenOffice.org
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Microsoft
Word Users
Prepare Yourself



/[ Master Document

» Microsoft Word's Master Documents

A system where multiple files can be combined into
one group so they can be simultaneously shredded
together.

» OpenOffice Master Documents

Combines multiple chapters into a single book.

---> It Really Works <---
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/, Microsoft Word Master Documents

Famous for shredding entire manuscripts.
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/[ OpenOffice Master Documents

- e
- e -
- ————
-y i i i
.....

They work. They reédly eally work!

36



/f Creating new Master Document

» File => New => Master Document

File Edit View Insert Format Tools Window Help

| IfeEH BEEE Y EE Y REe &
|Default j |Nimbu5 Roman Nj |12 j @ E mi

(_\.4'.} e ;2 K '4.3" x '4_5 o 4.5 R I

' hEE D EE
e

& \
Navigator

hF'agelfl Default 100% INSRT STD HYP

|
-
-
l A4 | e] A
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Inserting Documents

» Click the Insert ICON. Select File.

» Select one or more files.

D Upiielzell - QmapCfficz are LS

J Iriz=ro

B oo ¢ [PHE & E

fhome/sdojootalk @ g@
. BElEIEEIE D [AT [;
Title Type |Size Date modified
[ outline.txt~ TXT~-File 2876 Bytes 04/03/2035, 23:41:34 -] L8 N
paperl.png Graphics (png) 112.2 KB 04/04/2035, 18:33:58

B three.sxw OpenOffice.org 1.0~ 5641 Bytes 04/05/2006, 20:46:18

| ] toc File 48.6 KB 04/04/2006, 20:00:55
B toc.prg Graphics (png) 48.6 KB 04/04/2006, 20:01:02
[ tower-bridge.jpg Graphics (jpg) 61.7 KB 04/05/2006, 20:40:34
two.sxw OpenOffice.org 1.0~ 5641 Bytes 04/05/2006, 20:46:11 [
B user.png Graphics (png) 51.2 KB 04/04/2006, 20:52:53
[5] workl.sxw OpenOffice.org 1.0° 34.8 KB 04/04/2006, 21:22:14
writer.sxi OpenOffice.org 1.0F  704.8 KB 04/05/2006, 20:50:02
File name: | | Insert - -
File type: [l files (+.4) | cancel
Help
- —
]
S | ’
Pagel/1 Default IInsert ICOH J
|

38



/f Arranging Files

» Drag files up and down to put them in order.

File Edit VWiew Insert Format Tools Window Help

| s =2= IER = P
[Text body =] [nimbus Romann=] | 7] Al Al Al

[ e 2 L T T S

. three sxwW
Text

Top-level-headingf

Some-text.q

Second-level-heading"

Additional-te xt.q

Third-level-head"

Detailed -text.q

q‘[ -
2]

Figure-1:-A-figure-caption.q
3

hPage 1/1 Default 100% |INSRT STD HYP * I read-only : one.sxw l

Drag and Drop to arrange /
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/[ We've lost all our numbering

» The master document controls the style.

» Current Heading styles are set to the default (no

number)

» We need

| to load the styles from a template.

» We need

| a template.
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/f Creating a Template From a Chapter

» From a typical chapter:

1)File => Template => Save.

2)Enter the name of the template for this book.

File Edit View Insert Format Tools Window Help

|ihome/sdojootalk/style.stw | v& H @"%, %v @ 4} E:_!,

|Heading3 j |Bit5treamVera S.j |l4 j EET@ N

IEI. lIEJ‘.}LIJ.ZJ.IJ.3IJ.4IJ.5J.IJ.5I?!
ET T =

Or»

7

\?_sa"

Ak

AEC

I

7

AEC

v 3

1.1.1:Third-level-headq

@ Detailed -text.q

bl

K| . L
_Pagel!l Default 100% INSRT STD HYP * —
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/f Importing the Styles

» Format => Styles => Load.

» Select all check boxes. Select template.

Eile Edit Wiew |nsert Format Tools Window Help

Ellie]—2= WE] % ’
J |Nimbus Roman NJ | J E' E' g'

B IS TP, [P 2 PP Foo B

h q ! \ Default 100% INS TD HYP * read- |y, one.sxw i
Select all check boxes
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/. Outline Numbering Still Needed

» Template does not control outline numbering.
Still need to turn it on.

File Edit View Insert Format Tools Window Help
- S i- i B
| B ¢ |52
|Heading1 - uiliriz Flurmbzrine g Al |
Numbering | Position | T S
Level Nurmbering
Paragraph Style 1 Headingl
2 :
s [Heading 1 ~| |11 Heading 2
4 Mumber |l, 2,3, ... j 1.1.1 Heading 3
> 1.1.1.1 Heading 4 two.sxw
=" & Character Style |Ncme j , three.sxw
= 7 1.1.1.1.1 Heading5
Text
o g | 2 [11111 Headings
ABC 10 Separator 1.1.1.1.1.1.1 Heading 7
i 1-10 Before | 1.1.1.1.1.1.1.1  Heading
o After | 111111111 Headin
- 1111111111 Head
— Start at L =
W
oK Format Cancel Help Reset
-
K
_Page 1/1 Default 100% INSRT | 5TD HYP * read-only : one.sxw o
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/f Add a Title Page

» Right click on document “one” in the Navigator.

» Insert => Text

File Edit View Insert Format Tools Window Help

[/home/sdo/ootalkimaster-book.sxg -] & H cgg, 497 & J
|Default j |Nimbu5R0maan |12 j @ @mvl
B T R R T T R R S T

R

)

@ hEE R
p'; Text |
= B e
ah q Text
I 1-Top-level-headingf I
Someext IInsert => Text
/. -
e, 1.1-Second-level-heading"
Additional-text.q
- 1.1.1:Third-level-head"
" "

Detailed -text.q
i

=
l- v«i.-»{

hF‘agel;’l Default 100% INSRT STD HYP *
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/f Enter Title Page

» Enter the title page information in the text section
at the top.

File Edit View Insert Format Tools Window Help

|fh0mefsdcfcctalwmaster—bcok.sxg j & :?% ﬁ' @ 100% -~
|Default j |Nimbu5 Roman Nj |96 j @ IEET
. c s 66 D 5 o o s . [ T S e T T T T e T e e e 6o oo oo

U J.5 L J.E

& R

@ REE R EE
)

p =] one.sxw

Ei [=] two.sxw

three.sxw
Text

1-Top-level-headingf

Some-text.q

hF'r:-!gElJ'E Default 100% INSRT STD HYP *
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/[ Master Page Usage

» Title page has it's own style
» Each chapter begins with “First Page”
» Then “Left”, “Right”, “Left”, “Right”

» Page Style is controlled by the master document
so we have to get creative.

46



/f First Pages First

» At the end of the title page

Insert -> Manual Break
Type = Page break
Style = First Page
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/f Insert Manual Break

[ [BIETE

File Edit View Insert Format Tools Window Help

|Ihumefsdu!autalkﬁmaster-bcuk.sxg j @v[& H . 3‘{, ............... % {; E:‘I‘_*-] @ J
|Text body j |Nimbu5 Roman Nj |12 j @ ﬂ . . . . . . EET@

U rF
Page Titl
.
& itle (][ = B
Break @B hrE > E
B -~ Insert Break x] Text
Type oK [ one.sxw
\ " Line break (=] two.sxw
(=] three.sxw
" Column break Cancel
* Page break
Help
Style
[ Change page number i i

il
Fizure-1:-A-figurk-caption.q
9

First Page 100% INSRT S5TD HYP *

\
\— Style = First Page

AL (] A
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/[ Fixing the next chapter

» Right Click on “two.sxw” and select Insert =>
Text. Text is inserted just in front of the file.

B master-book.sxg - OpenOffice.org 1.1.3 [=O][x]
Eile Edit View Insert Format Tools Window Help
|fhomefsdofootalk}master—book.sxg j ﬁ = H . x(’ %v i@ 4} EI J
|Default j |Nimbu5 Roman Nj |12 j @ . . . . . . . D mv@l
Ejbl_ ”"”'z”“i””}.‘“”;“"4.2“”¢"'”;3”“4.|”';4 i l5 R ;5 .LQ? J
= Some-text.]
Q' 1.1-Second-level-heading? n I
Z A dditional-text. @k EE & EE R h Cl k
itional-text.
Text ]. t ].C
ET . [ one.sxw g
=5 1.1.1-Third-level-headf Text Insert =
(g Detailed -text.q Lvio Sxw
L : three.sxw
| Text
I il
HE@ Figure-1:-A-figure-caption.q|
ABE il
V -
2-Top-level-headingf
Some-text.] :
;
K -
Page 2/ 3 First Page 100% INSRT STD HYP *
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/(( Insert another Page Break

» Put another page break between files one.sxw and
two.sxw.

» We need text between two.sxw and three.sxw and
at the end of the book. But Right Click => Insert
only inserts before the file.

» Insert text before two.sxw and three.sxw, then
drag the text to below three.sxw. Finally, insert a
real text break between the two files.
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/[ All the pieces

Front Matter
/ Page Break

Text/
oOne.sxw
_ Text

two.sxw

Page Breaks

Text

hree.sxw

o Text

Indices / Back Matter
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u

Structured Figure Numbers

» Our figures are number 1,2,3. We want 1-1, 2-1,
3-1, etc.

» All we have to do is edit a field containing a
“Figure” number range and turn on chapter
numbering.

» All our figures are in sub-documents. Format
changes are not reflected in the master.

» Trick: Put in a Figure number range, edit it, then
delete it.
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/ Structured Figures

B - master-book.sxg - OpenOffice.org 1.1.3
File Edit View Insert Format Tools Window Help

‘fh0mer’sdcmutalk..fmaster-buck.sxg j ﬁ[_rlj H 5@ @v \:_3 {; @ J
‘Text body | |Nimbus Roman N~| (12 ~ m E‘E % % E E % ﬁ J
(%]

S

3 =
e Docurment | References | Functions | Docinformation Variables | Database | i
,E’ Type Selection Eormat
o Set variable Drawing ABC
@D Show variable abc
v | Addi Insert Formula Nustration A AR L AAR
P Input field Table 3. 8a. aaa
— |1 Text Roman (1111}
= Set page variable Rorman (i i iii) [x]
1-T Show page variable Leve1 1
A User Field {
REC
é. Somy
| 1.1 B
REC Numbering by chapter
Addi | rd -
ﬁg@ Leve |l J
1.1 Separator |
Deta Name Value \
] Figure
@, | [ v|x| Separator -
1 Figu Insert | Close | Help |
I I
E] il
2-Top-level-headingf

A (| A

Some-text.q

Pagel/1l Default 100% INSRT S5TD HYP *
I
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/[ Cross File Cross References

» Set the Cross Reference in the first file (Example
FigOne)

» In the second file: Insert => Cross References.

» Insert Reference
» Type = Reference
» Type name in the Name blank

» Nothing shows up in the original document.
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/f Cross File Cross References

» Close sub-documents

» Update Master document links
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/f Additional Resources

http://documentation.openoffice.org/
thirdparty.html

» OQOextras — extra templates and pictures
» OpenClipArt — Free Clip Art

» Oomacros — Library of macros

» ExtenededPDF (http://www.3bview.com/epdf-home.html)
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