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Empowering libraries. Empowering communities.

Digital Literacy: LibreOffice

PRODUCTIVITY SUITE IN THE WLS ENVIRONMENT




Agenda

LibreOffice

Overview
Writer
Calc
Impress
Essentials

Special features

LibreOffice 7.3

[] LibreOffice

File Tools Help

I~ Open File

L_i Remote Files

D Templates v

Create:

Writer Document
Calc Spreadsheet
Impress Presentation
Draw Drawing
Math Formula

Help Extensions

Welcome to LibreOffice.
Drop a document here or open an app to create one.
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LibreOffice Overview

Big Tip!
When you open a
LibreOffice file, follow

! 1]
['p ue,'

J
“

WLS staff computers and VDI

Open source office productivity suite

Highly customizable

Compatible with other major office suites
Native file format is Open Document Format (ODF) SRR A MU (10
Can open and save documents in other formats, -
including Microsoft Office versions 2007-365

libreoffice-writer-test
mozilla-content-blocking
sign in
SOM-new-patrons0

=| Cyber-Smarts-Online-5ecurity-Essentials ..

2/ /900D AAL DA
3/2/2022 446 P

7/27/2018

Y1A/57029 920
21472022 2:38

the Run this action
now linkin Tip#1
to Set up Tabbed
Toolbars. You can
also set them up at

=) libreoffice-writer-test.odt - Libre!

Fi g&t View |Insert Forma
~[E | [& Normal
1

&

" & Web
O % d

o 3 User Interface...
Paste [BC -

Toolbars

OpenDocument Te...

39 PM Microsoft Word D

1/1/2018 7:3

1:.07 PM Microsoft Excel W

Insent

Did you know?

LibreOffice offers a variety of user interface options
to make you feel at home

Run this action now...

Show tips on startup Next Tip oK
Select Your Preferred User Interface X

Ul variants Preview

(0 Standard Toolbar

®abbed! File Home Insert

E % cut |[v sStyles

O Single Toolbar =

O Sidebar Paste [J Copy' B | U S

(O Tabbed Compact

O Groupedbar Compact Th T bb d user interfac th e most similar to the Ribbons used

O Contextual Single soft Oﬁ e. [t ol g nctions in tabs and makes the

main menu obsolete.

Apply to All ~/ Apply to Writer Close

Dj PDF + ODF Did you know?
PDF Export
Hybrid POF You can create editable Hybrid PDFs with
LibreOffice.
D=
More info
Show tips on startup Next Tip oK

LibreOffice FAQs - Hybrid PDFs

-~

PM OpenDocument D...

3/17/2022 6:23 PM Microsoft PowerPo...
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https://wiki.documentfoundation.org/Faq/Writer/PDF_Hybrid

Components Overview

_i 2022-02-hoopla_circulation_reg

Integrated components canbe accessed e Edit View Insert Fom
within any of the programs By=-E- 0 (3
. B TextD
* Writer text document & oot Gaon
e Calc spreadsheet ) Preseriation
. =| Drawing L
o I m press presentatlon I FQrmuIa Confirm File Format X
o . Datab is document may contain formatting or content that canno
® D ra W g ra p h ICS ( P u b I IS h e r) : %‘4 ﬂ:’::aDs:cument O EE;f;ed in th:a curyr’entl; seI:cted ':i:e ?ormat “tPo:v::‘P:int 20;7—
d Ot h e rS : Ba S e’ IVI at h ) C h a rt’ Ba S I C i @ XML Form Document Use the default ODF file format to be sure that the document is saved correctly.
: Labels Ask when not saving in ODF or default format
Te m p I ate S 3 Business Cards | Use PowerPoint 2007-365 Format | | Use ODF Format
1 Master Document
* Com mon |ayOUtS 4+ [ Templates.. Ctrl+Shift+N E
* User created — *e’e’
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Navigation

= Untitled 1 - LibreOffice Writer — O e
File Edit View Inserti Format Siyles Table Form Tools Window Help & =
~Bo . = File Insert Layout References Review View Extension Tools =
Cut & Clone Liberation Serif vitzpt v|A AR =22 == T | H -
8. : = > oiroe A4
Paste Copy | AeClear B I U~ 5§ N X | M. P A=E=== |E-rd O Find
L ] ] |-:E-|-|-|-J|-|-|-|-J';-|-|-|-L| III-I.L'-:-I.III.LIIIIIIIljlIII.II_I.I.I.I:J:III.IIIJIIIIIIIIJI;;.II..IJ:'.I.Illlﬁ:lllIILI'III'.!.J;?.I.:.I.!II- -~ =
This is LibreOffice. It’s highly adaptable. There’s a lot you can do with it. =
2
The VDI environment resets customizations and personalizations, Instead, create and save templates to @
your local My Documents or Library Share drive. M
Navigation Gy
@ Open/Close Menus
@ Uamburger of key functions Toolbarscan be collapsed
& Ribbons .
when notin use.
» toolbar
@& - full menu atright
+ >>to open/close frequently used ribbon tools
Sidebar of properties]
LY
@ | Page1of1 61 words, 380 characters Default Page Style English (USA) ol | OO0 | -+ | 100%

New b
Recent Documents ’

bl ©

Close

User Interface...

Toolbars b
Qustnmize... Home ~
€3 Options.. | 3 Shdow

- /& Outline Font Effect

- - 0O Overli
@ LibreOfficeh =

| Al UPPERCASE

(7] Donate to Li| .4 iowercase
[ AboutLibreq e Shift+F3

Sentence case
Capitalize Every Word
tOGGLE cASE

Insert non-breaking space Ctrl+Shift+Space

Insert non-breaking hyphen Ctrl+Shift+-
Insert soft Hyphen Ctrl+-
No-width Optional Break Ctrl+/
Word Joiner

£ Character...

% Bullets and Numbering...

9% Paragraph..

& Chapter Numbering...

B selectan Ctri+A

~*  Standard

Dlarcl: Avnn Ald . Chifs . CO

&
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Printing

= File Home Insert Layout Data Review View

(D Recent Documents ¥ H

r [ save As.. [ [2Export Directly as PDF
(5] Save Remote

Es! 9 Print Directly (Canon TS9100 series (vdi))

Export MEmail Print [ Print Preview

Extension Tools

T

Properties [ Sign Existing PDF

= [# Digital Signatures

@ Fle v

© Hep ~

[

File Edit View |Insert Format Styles Table Form Tools Window Help
0O %% - Q 51% | ® | [ & Print | @ Close Preview
n Print x =
WordPress Esst General LibreOffice Writer
How tweorks Printer

- Databas ; —

2 = 8.50in (Letter) : 4
Sofsted f\\wisprint1902\HQ_M ZJ 3
Plugins
Widgets Status: Properties...

AocessiLogin
Dasbboard Range and Copies

z :;’;,P:‘ @ All Pages

- Toos - P P
- = © Pages:

PostPage Editd S A I
oo 3 Include: |Odd and Even Pages q
Creating/Edting| =
™  More
Es Lo,
=
; Page Layout
N - — " Paper size: ‘Let‘ter 8.50in x 11.00in V‘
b e s aad
‘S":“ Ly ey Orientation: lAutomatic b
ont = [

- CreateB: - @

e s + More
Adding Media
Saving/Posting

- Dufts

- Preview | [7] Preview 1 /2= M

= Publish

- Update

More help Help Cancel
e ) gy O W T

amidgley@wis
2313221

Hitps:ficodex wordpress, or/ WordPr

—rm

a0 §0 60

=7 [1d

K

&0 & o]

Iy REFREe]

[ Fle ~

ANN

New »
Recent Documents »

Close

Save Ctrl+S
Save As... Ctrl+Shift+S
Save Remote File...

Save a Copy...

Export...
Export as PDF...

Email Document...
Email as PDF...
Send via Bluetooth...

Close Preview Ctrl+Shift+0O
Print Directly (Canon TS9100 series (vdi))
Printer Settings...

Digital Signatures...
Sign Existing PDE...
Properties...




Saving

UEZREI T File
G';D’ Save AS Ctrl+Shift+S File name: | ALL active user count EX Ort as
‘ E‘ EXDOI'I.... Save as type: |JPEG - Joint Photographic Experts Group p
(& Save a Copy.. XHTML e PDF
| - PDF - Portable Document Format
. ; B Save as Template... Shift+F11
File name: | ALL active user count B | e

r— Microsoft Excel 2003 XML * J P E G

Save as type: |Excel 2007-365 JPEG - Joint Photographic Experts Group

ODF Spreadsheet PNG - Portable Network Graphics P
ODF Spreadsheet Template Save a S P N G
Flat XML ODF S dsheet
Uraﬁfied Office F‘c))rr(rer?atss;jreeadsheet ’ O D F ¢ X HT M I—
Excel 2007-365 Template e XML
Excel 97-2003
Excel 97-2003 Template 1 _
Data Interchange Format ’ Offl CEZOO7 365

= Folders dBASE .
HTML Document (Calc) * ODF Or Offlce Tem plate

—I SYLK
Text CSV e HTML
Office Open XML Spreadsheet
Excel 2007-365 (macro-enabled) Py Te Xt CSV *s’e’
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Letter Wizard s

Steps Please choose the type of letter and page design

[ ]
1.Page Design| ® Business Letter
I I ( ! I S youl Page design Elegant ~

3.Printed ltems

[ Use letterhead paper with pre-printed elements
4.Recipient and Sender
] WordPressEssentials.docx - LibreOffice Writer

5.Footer ) Formal Personal Letter

6.Name and Location

i |

ile Edit View Insert Format Styles Table Form Tools Window Help

r

B-5-BH-D@B XBR-&9D- Yohe | @ DEBINO-d — |
LNEEETEEEIFOD S A-ZE-0-8 - # <peraut V| CH G A s 23O

0%,

=]
s}
o

3 g % 7 3 Ao

WordPress Essentials @ This wizard helps you to create a letter template. You can then use the
template as the basis for writing letters as often as desired.

How it works
o Database of web pages/content management system
e Stylesheets do most formatting
e Themes Help < Back Finish Cancel
e Plugins - add functionality
L]

Widgets - locate plugins and repeated information on your page _T

Access/Login

Dashboard

* Basic templates
H =i * Forlabels, download an Avery

e Tools - Press This

| g template, open in Writer, and
: paste label contents into cells
e Step-by-step wizards

e Text o
) o Enter directly Orange
o Copy from other County
sources - use the
Clear Formatting
| button or copy from Peekskill

Notepad into text
view Buchanan

Incart |inke




Ca |C In Calc, to print an entire spreadsheet

on one page
E ALL-Large-Print-annual-use.xlsx - LibreOffice Calc 1 gO tO VIEW > Pf'lnt PFEVIEW >
__ Fle Edit View Insert Format Styles Sheet Data Tools Window Help Format Page
- R = File Home Insert Layout Data Review View .
o = 2. Onthe Sheet tab, choose Scaling
% @ [a I Value Highlighting @ @100% (L3 Full Screen % ] )
Normal View Page Break Print Preview Ky Show Formula Optimal {1 Entire Page |4 Page Width | Freeze Rows and Col MOde Flt prlnt I’Gnge on number
B9 v f:\' E -~ = | 694 Page Style: PageStyle_ALL_Large_Print_Collection Ofpages a nd N u m ber Of Pages —_ 1
A “— Organizer Page Borders Background Header Footer Sheet
"1 Owning Library e PR~ IR o orce | You can also
b o - 1. goto File > Print Preview > Format
: 53[3} |.:|First page number: Page
g 2049 ot o row s =w« 2. ONthe Page tab, choose an option
O Grid 4 Drawing objects . .
8 ibrary 2678 Domnene to print portrait or landscape
ﬁl:ncfrhpc‘rp Puihlic | ihrnry 1567 Sc:(':"ng m—— Fn;-hf 3 N O n th e Sh eet ta b' u n d e r Sca I i ng’
p i E— 2576 M ........F.E.'!]t...[?'..'?9‘?.‘..%{..FTP....'?H.’.‘].....‘?[.9..P.?.QE‘.?. . .
A s P 1884 b poges 1B choose Fit print range to
B Sum 3ranch | ihran 2 1/ | ' . .
. : width/height
SR CUE Access most common - ! g
Min

formulas through the °0'e’

g;fnt icon near the formula bar .‘. : m%g\iéﬁr%?g;g\;
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Calc Pivot Tables

A

fx ¥ = =| Adult Playaway

Library

nA_rt_i5|Ey Public Library

Ardsley Public Library
/Ardsley Public Library
Ardsley Public Library
Ardsley Public Library
Ardsley Public Library
Ardsley Public Library
Ardsley Public Library
Ards]ey Public Library

/Ardsley Public Library

/Ardsley Public Library

/Ardsley Public Library

Ardsley Public Library
Ardsley Public Library

Ardsley Public Library

Ardsley Public Library
Ardsley Public Library

Ards]ey Public Library

Ards]ey Public Library
Ardsley Public Library

Ardsley Public Library

Statistical Category

|Adu|t Playaway

Audiobook

Biography

Central Library Funds Non),

Express

Fiction

Foreign Language
Juvenile Fiction

Juvenile Foreign Language

Juvenile Movie
Juvenile Music
Juvenile Nonfiction
Magazine
Movie

Music

New Book
Nonfiction

NY State Fund
Realia
Unknown
Young Adult AV

Get more pivot
able help

31
32
33

Bedford Free Library
Bedford Free Library
Bedford Free Library

uvenile AUgiopoo
Juvenile Fiction

Juvenile Foreign Language

Juvenile Movie

ds Nonfiction

Library Bedford Free Libraﬂ
Statistical Category ~|Sum - Count
| 9 IAdult Playaway 2|
46 JAudiobook 46|
24 Biography 16
. . : : Central Library Funds Nonfiction 1
Filters: Column Fields: Afrallable Fields: Fiction 473
Data Library
Statistical Category luvenile Audiobook 10
Count luvenile Fiction 1265
lluvenile Foreign Language 3
Row Fields: Data Fields: B, .
. ] uvenile Movie 23]
Elrlters. Column Fields: Juvenile Music o
Library Data
uvenile Nonfiction 171
Magazine 13
Draq the Items into Movie 85
[+ Options Row Fields: Data Fields: B
[+ Source and Destination Statistical Category Sum - Count Music 4
New Book 101
Help Nonfiction 275
i = r NY State Fund 6
22 Draq the Items into the Desired P Young Adult AV 3
Eovsions Young Adult Fiction 90
114 |~/ Source and Destination S
15 [Young Adult Nonfiction 33
Source
2 — Total Result 2629)
46 @ Selection $'monthly-circ".$A$1:3C$1073 .
16 Destination
1 © New sheet
473 Named range ‘
10 @ Selection $'monthly-circ'.$F$1 =
1265
3 Help oK Cancel
23

In
1.

2.

Calc, to create a pivot table,
If needed, add a row with
column headers.

Select any cell in the data.
Go to Insert > Pivot Table.
Verify the data range. Click
ok.

In Pivot Table Layout, drag
Fields to the appropriate
area — rows, columns, data.
(optional) Expand Options
and Source and Destination
to choose extras and/or a
cell on the sheet.

Click OK.

Use the filter to choose a
set of data or display all.
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https://help.libreoffice.org/7.3/en-US/text/scalc/guide/datapilot_createtable.html
https://help.libreoffice.org/7.3/en-US/text/scalc/guide/datapilot_createtable.html

Impress

5 Evergreen 3.8 Preview.pptx - LibreOffice Impress

— Select a Template X O

File Edit View |Insert Format Slide Slide Show Tools Window Help

& - v < O&l X B : e S abs E R E - B3 ile Fagrg a-GB =E- kearc Filter |Presentations | ‘AII Categories V| Manage ~
FlalL-28- \NOOI—-¥-1L-0-0-=-H-D-%-B-[3 §1 - 2 A £ A
Slides X

~
Beehive Blue Curve Blueprint Plans

; NEW HOLD REQUEST SCREEN

N . [rm——

3 — " -

______ e - - , +4
s ——
ainas DNA Focus Forestbird Freshes
4 [T =mss cxmon = N o oy W e
M8 Carries. hd

’ =3 B o=

5 [ s cxmoncs vrens foatson ok Sute Help Show this dialog at startup Close Open

s | o - : y r Hold Succeeded

6 m  Library card entry fills out the form defaults

m  The Hold status is Hold Pending while information is being entered. ° 2 0
B = When the Place Hold button is selected, the hold status changes to Hold Succeeded. = . LI m Ite d n u m b e r Of te m p I a te s
. * PowerPoint files openedin

LibreOffice keep their templates




Draw

I.

More Draw
Help

Putnam

Open a new file and work in layers to

Insert a background image

Insert a shape, photo or text box

Edit the fill area, border, etc.

Transform the text box into a curve or other shape
Copy and paste to create multiples or variations

Putnam



https://books.libreoffice.org/en/GS73/GS7307-GettingStartedWithDraw.html

Converting Existing Files

. - 5 i “This Blu-Ray |
WO rd > > Wr I t e r b) mﬁﬂg;ﬁg b) lv'vhrﬁ ,,Bojg;ﬁ:; b) will not play
BluroeD) in standard - in standard DB i-rog Dise E’) ':I;ta"'da’ d |
E I C | wraylisc |  pVD players. Bluraylisc | DD players. e DVD players. |
XC e > > a C This Blu-Ray This Blu-Ray
o b) v_viH not play b) v.va not play
PowerPoint >> Impress st | nstmdard ||| e | instandard

' >> . : : :
Publisher >> Draw or Word L ) This Blu-Ray Microsoft Publisher files are
e, | I standard—y vulnerableto conversionissues
u-raydisc | - pvp player

on most platforms. If you have
used Publisher extensively, now
may be a good time to consider
choosing a new software
platform like Microsoft Word,
Google Docs, or Canva. All have
templates for complex document
creation.

Hints

* If text boxes are hidden or misplaced in Draw, switch
layers to edit.

* Forlabels, download an Avery template, open in Writer
and paste label contentsinto cells



Draw, Chart, Base, Math, Basic

More tools and links to help files

Use To Create and Edit
Base day-to-day databases
ath formulas and equations
Charts charts from Calc sheets or Writer tables
Basic Macros and scripts
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https://help.libreoffice.org/7.3/en-US/text/sdatabase/main.html?DbPAR=BASE
https://help.libreoffice.org/7.3/en-US/text/smath/main0000.html?DbPAR=MATH
https://help.libreoffice.org/7.3/en-US/text/schart/main0000.html?DbPAR=CHART
https://help.libreoffice.org/7.3/en-US/text/sbasic/shared/main0601.html?DbPAR=BASIC

Help & Resources

e LibreOffice on the IT Wiki, including a link to a
recent training session and presentation slides
* Getting Started Guide
* Chapter 1, Introducing LibreOffice

e Chapter 14, Customizing LibreOffice

* LibreOffice 7.3 Help Allison Midgley
training@wl|smail.org

support@wlsmail.org
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https://it.westchesterlibraries.org/help-and-faqs/productivity-software-and-files/
https://books.libreoffice.org/en/GS73/GS73.html
https://books.libreoffice.org/en/GS73/GS7301-IntroducingLO.html
https://books.libreoffice.org/en/GS73/GS7314-CustomizingLO.html
https://help.libreoffice.org/7.3/en-US/text/shared/05/new_help.html
mailto:Training@wlsmail.org
mailto:support@wlsmail.org

