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OpenOffice.org

What is OpenOffice.org? Well....its the answer to all all your word processing, presentation, and spreadsheet
prayers. It can do all the above (and more) as well as or better than any other software available, it runs on any
operating system, and ...its free! Unbelievable but true. Save your money, use OpenOffice.org.

OpenOffice.org can do the following :

e Word Processing (creating text documents)

¢ Presentations (for business events and meetings)

¢ Spreadsheets (for all your accounting needs)

e Databases (create databases for your inventory, tracking items etc etc)

Word Processing

If you don't know what word processing is, its pretty easy to explain. If you wish to write text, then you need a
type of software known as a Word Processor. These softwares are usually much more sophisticated than
being mere digital typewriters. They allow you to check your spelling as you write, format your text with
different fonts, colors, styles, and sizes, send your formatted text to a printer, include images in your page,
create letterhead templates, templates for printing on envelopes, and much much more.
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The more you use a word processor, the more you get into the depths of its functionality, and the quicker and
tastier your documents become. OpenOffice.org is unique in the world of Word Processors because it is
fantastically powerful, and it doesn't cost you one unit of currency. Its is completely free.

If you are already familar with this type of software its probably through using Microsoft Word (MSW).
MSW has become the default word processing software for almost every situation, whether it be at home, at
school, or at work. You can expect to be able to do pretty much everything MSW does with OpenOffice.org.
This includes opening existing MSW files, and saving files as Microsoft Word files so your unenlightened
friends and colleagues can open them (remember to tell them they should also install OpenOffice.org). The
biggest difference - the cost.
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Presentations

If you have a great idea and you want to demonstrate it clearly to a group of people, then many use
"presentation software' to do this. Using this type of software you can easily create any number of nice slides
containing text and images for demonstrating your ideas. The slides can be shown on a computer screen,
printed out, or projected onto a large screen. Projecting presentations is, for example, the default method of
presenting at business conferences and meetings.

If you are not a designer then don't worry. Most types of presentation software (including OpenOffice.org),
have simple templates that help you arrange your text and images neatly. These templates make the process of
creating slides about as simple as it can be, and the results look clean and professional. When you get really
slick you can also add audio and video. Once you are used to using the software making good looking slides
gets quicker and you can change, reuse, and remix your slides for using in other presentations. An archive of
slides soon becomes a useful and time saving resource.
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As with Word Processors, if you have used presentation software before it is probably been because you have
used Microsofts PowerPoint (MPP). Once again, you can do pretty much all you did with MPP via
OpenOffice.org, including opening MPP files and saving presentations so MPP can read them.

Spreadsheets

Generally speaking, if you have come within two miles of managing any part of a budget using a computer,
you have used or seen a spreadsheet. Spreadsheets are commonly used for tracking small budgets, but they are
not used exclusively for accounting purposes. Spreadsheets are also used for managing lists of information.
These lists can be simple, such as a list of names and phone numbers, through to keeping to-do lists or
tracking complex inventories.
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As with the above examples, Microsoft rules the roost of Spreadsheet applications and if you have used a
spreadsheet it has probably been Microsofts Excel (MEXL). OpenOffice.org does all MEXL does, and as with
the other examples, you can open MEXL files and save your own files so MEXL can read them.

Database

Databases are slightly more complicated. They are slightly more abstract than the above examples. Essentially
a database is somewhere you can store information so you can quickly retrieve it, and cross reference it with
other information stored in the database. Commonly databases are used for managing more complicated lists
of information than you would typically manage with a spreadsheet (this isn't always true but its generally the
case).

Microsofts Access Database (MAD) is the most common type of database used for these purposes.

OpenOffice.org's database is known as BASE and can interact with Adabas D, ADO, Microsoft Access, and
MySQL databases.
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Installing on Windows

Software name : OpenOffice.org
Homepage : http://www.openoffice.org/

Software version used for this installation : 2.2

Operating System use for this installation : Microsoft Windows (2000)
Recommended Hardware : 1GHz processor, 250MB storage space, internet connection

Get the installer

The first step for installing OpenOffice.org on Windows is to get the installer. Open a browser (such as
Firefox or Internet Explorer) and visit OpenOffice.org homepage ( http://www.openoffice.org )
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The steps that need to be taken to get to the installer may seem needlessly long, especially if you just wish to
download the installer. However the installer is big - about 100MB. Thats a big file to download, so the good
people at OpenOffice.org allow you the opportunity get the installer through a variety of methods. We shall

look at them by clicking on the big green 'get openoffice.org' button:

get :
openoffice.org

vaersion: 2.2

Now you should see a page listing the options for getting the installer. The options are :

1. Download a file - you will need a reasonably fast connection to download the 98MB file (or lots of

patience!)

2. Order a CD - sometimes a complicated procedure and it will require a credit card as it this will cost

you money

3. Download via P2P - if you wish to download the file and the first option is unbearably slow then try
this. warning : it is complicated to do it this way
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For the purposes of this installation guide we are going to download the installer the usual way (option 1), so
click on the big green button which says Download openoffice.org

Download OpenOffice.org

Select your operating system, and off you go!

If all is well you now get to choose which installer you want. This is determined by the operating system you
have, we are using Windows (if you are not using Windows this is the wrong installation guide for you). So
we may wish to click on the big blue Windows text - but don't do it yet! :

Windows

All versions (>98) (93MB)

You will notice that there is a small text below the Windows text (seen above), which looks like this:

V' Include the Java JRE with this download

Now, the Java JRE download is not absolutely necessary for your installation. It does enable some extra
functionality but also it requires more files to be downloaded (about an extra 10MB). So I would recommend
that if you have a 'slow' connection or are paying for your downloads then uncheck this option (do this by just
clicking on the text shown above). Otherwise, if you are happy with an extra 10mb, leave the option with its
default (checked) setting.

Now, you may be expecting the download to start but no! OpenOffice.org get another chance to try and
squeeze some cash out of you. Remember - OpenOffice.org is free! you don't have to give them any money.
However, if you have lots of money then maybe you might be tempted to donate some and you can do it here.
Or you could, as they suggest, spread the good word etc. Its up to you. I think most people just ignore the text
and press the continue to download button.

continue to
download

If life is sweet then the download will begin. Go make a coffee and wait until it is complete.

Start the installation

The installer will have downloaded to your computer. You will need to know where it has been downloaded
to, in my case I have everything download to the Desktop. If you don't know where the installer is then it is
hard to give advice as to how to find it. One option could be to try the search function on your computer and
look for a file which includes ‘OO0’ on its name. If this is what you have to do, then good luck! Otherwise
proceed to where the installer has downloaded. You should see a icon like this:

.

000_2.2.0...

This is where the fun begins. Double click the installer icon :
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l:lpenl:lffice.nrg 2.2 Installation Preparation - |EI|5|

Thank you for downloading
OpenOffice.org 2.2.

—
U-H: The installation files rmust be unpacked and copied to your
men Ice.org 2'2 hard disk in preparation For the installation. After that, the

COpendffice,org installation will start automatically,

—— Click "Mext' to continue,
HE

Cancel
Just click through this by pressing Next > :
Dpenl]ffil:e.urg 2.2 Installation Preparation : - |EI|5|
Select Folder —
Select the folder in which to save the unpacked files, e— .
OpenOfficeorg 2.2

The OpenOffice.org 2.2 installation Filles will be unpacked and saved in the Folder shawn
belaw. IF vou would like to save OpenCFfice.org to a different Folder, click ‘Browse' bo select
another Folder,

id Settingsiflass1iDeskkoplOpentffice. org 2.2 Installation Files Browse, .. |

Space required: 113, 1MB
Space available: 15.2GE

"Destination Falder

riullsaft Install System w2, 04

< Back I Unpack I Cancel |

There are a couple of things to check in the above screen. The first is the place where the installation files will
be 'unpacked'. At the moment the files are all nicely compressed. This means the file size is reduced by
various tricks of data manipulation for better (faster) delivery over the internet. So the installer must first
decompress (unpack) the files and in the Destination Folder section you are being told where the unpacked
files will be stored (by default the unpacked files will be stored in the same place as the installer you
downloaded). Most of the time with this kind of option you stick with the defaults and worry about cleaning
up the files later. Unless you have a good reason changing the default, just leave it as is.

The other thing you need to check is whether or not you have enough storage space available for the
installation. You can see some information listed like so:

Space required: 113.1MB
Space available: 18.1GB

In the above example the installation requires 113.1MB of storage space on the harddisk (the example above
is using the extra Java JRE files and so the information on your computer may look different). Additionally,
you will see the the amount of space available on your hard disk. In this case it is 18.1GB. If the space
available is less that the space required then you can't perform the installation. Your option is to then delete
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some files from your computer until you have enough space.

If the space available is bigger, then chill out! All is well! You can now press Unpack and a new screen will
appear and show the process of the files unpacking.

Dpenl]ffil:e.nrg 2.2 Installation Preparation : - |EI|£|
Unpacking
Please wait while the installation files are being unpacked. v -
OpenOfficeorg 2.2

Extract: openaofficeorg3.cab... 30%

I

Fullsaft Install System «2. 04

= Back | Close: | Cancel |

When the process is complete you will see the first screen of what is actually the installation process.

ii-;' OpenOffice.org 2.2 - Installation Wizard il

Welcome to the Installation Wizard for
OpenOffice.org 2.2

The Installation Wizard will install Opencffice.org 2.2 on vour
computer. To continue, click Mext,

Build contributed in collaboration with the community by Sun
Micraswstems, Inc. For credits, see:
hittp: /i, openoffice, orgfwelcomeficredits., html

= Back Cancel

Press Next > and you see the licence agreement screen:
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i OpenOffice.org 2.2 - Installation Wizard x|

License Agreement

Flzase read the Following license agreement carefully.

L icense =
Thiz product is made avalable subject to the terms of GINTT Lezser General
Public License Version 2.1, A copy ef the LGPL license can be found at
<http/fwrawrw. openoffice ergfhicense html=

Third Party Code. Addiional copwright notices and lcense terms applicable
to portions of the Software are set forth in the

L e S R e [

™ 1 accept the terms in the license agreement

&' T do not accept the terms in the license agreement:

Opendifice,org 2.2

< Back I flext = I Cancel |

Here you should either bore yourself and read the licence but life's too short so just click on the I accept the
terms in the license agreement and be happy. You could of course decide not to accept the license and then
you have saved yourself more time because you won't be able to install the software at all.

So, agree to the license and click Next > and you will see the user registration screen :

ji OpenDffice.org 2.2 - Installation Wizard ; x|

Customer Information

Flease entet your information.

User Mame:
Fios3

Qrganization:

IFIDss

Install this application For:

' Anyone who uses this computer {all users)

™ only Far me (floss)

Cpendfifice.arg 2,2

< Back I Mext = I Cancel |

Type in any name and organisation. It doesn't matter. Also, just (unless you are mean hearted) keep the default
to Anyone who uses this computer (all users) and press Next > and you arrive at the screen to decide if you
wish a default or a custom installation.
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i OpenOffice.org 2.2 - Installation Wizard x|

Setup Type

Chaoose the setup bvpe that best suits vour needs.

Please select a setup type,

Al pragram Features will be installed. (Requires the most disk
space, )

(8 Custom

Choose which program Features wou want installed and where they
will be installed, Recommended For advanced users,

Opendifice,org 2.2

< Back I Mext = I Cancel |

Just leave it as the Complete installation (default) and press Next > to lead you to the file type screen:

i‘é‘- OpenODffice.org 2.2 - Installation Wizard . x|

File Type

Select the File types For which you want Openoffice.org 2.2 ko be the default
application.

OpenCffice.org 2.2 can be set as the default application to open the Following File types.
This means, for instance, that if vou double dlick on one of these files, OpenCffice.org 2.2
will open it, not the progam that opens it naw,

[ iMicrosart Wiord Documents:

[~ Microsoft Excel Spreadsheets

I- Microsaft PowerPoint Presentations

If wou are just tryving out OpenOffice.arg 2.2, wou probably don't want khis to happen, so
leave the boxes unchecked.

Cpendfifice.arg 2,2

< Back I Mext = I Cancel |

Ok...now you actually have a real decision to make. From this page you get to decide what software will open
Microsoft Word, Excel, and PowerPoint files. Normally Microsoft products deal with these files but if for any
reason (and there are many) you wish to take this privilege away from Microsoft and hand it to

OpenOffice.org, then check the appropriate boxes. If it was me, I would check all the boxes, but thats just me.
Whatever you decide, do it, and then press Next >
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ii-;' OpenDffice.org 2.2 - Installation Wizard x|

Ready to Install the Program

The wizard is ready to begin inskallation.

Click Install ko begin the installation,

If wou want to review or change any of wour installation settings, click Back. Click Cancel to
exik the wizard,

Opendifice,org 2.2

T instel Cariced |

< Back

So, after all that you finally get to actually install the software. Click Install and the installation procedure

should begin, leaving you with something that looks like this:

{7 OpenOffice.org 2.2 - Installation Wizard

Installing DpenOffice.org 2.2

The program Features you selected are being installzd.

M| Please wait while the Installation ‘Wizard installs Opendffice.org 2.2, This

Irﬂg" may take several minutes,

Status:

Copying new Files

Cpendfifice.arg 2,2

= Back [Ext =

and then this:

Start the installation
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i‘._% OpenDffice.org 2.2 - Installation Wizard x|

Installation Wizard Completed

The Installation Wizard has successfully installed
Cpenidffice.arg 2.2, Click Finish b exit the wizard.

= Back T Einish Cancel |

Believe it or not, thats a wrap! Click Finish . Now its rather and unfriendly finish to the installation process as
nothing happens to confirm it actually is installed, we are meant to take it on trust. If you want to verify that
all is well then you have to go to your Start menu, and select the program manually:

E ACCessories 4

c GIMP v
; @ Documents » GTK+ Runtime Ernvironment

Mozilla Firefox
@ Settings 4

E Cpentdffice.org Base
. % Search 3 Starkup i:'-'::[ Cpendffice.org Calc
:g WinZip 4 ?r Openoffice.org Draw
N @ Help =

Internet Explorer

Cpendffice.org Impress

Outlook Express Cpendffice.arg Math

- Rur...

Igﬂstart |J m E I‘_:,.f] @ |J «' The GIMP | « Lavers, Channels, Paths, | @(edit) Installing

If all is well the OpenOffice.org application you choose should actually open (the Open.Office.org Writer
selected above is the Word Processor):

& W R o e e eie) o

File Edit View Insert Format Table Tools Window Help x

B-ode BRSE vV LXEaR-5 9 ¢ O-2 ]

HE [pefault [-] (nimbusroman noa L [ =] (12 | =] [A] [A] [A] [E] E] B B &

= — : g stk - 2 PR v X R He N L . =

[a]

. ..,7}.”:5'
Page1/1 Default 100% |INSRT | 5STD |HYP
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Installing Ubuntu

Software name : OpenOffice.org

Homepage : http://www.openoffice.org/

Software version used for this installation : 2.0
Operating System use for this installation : Ubuntu 6.10
Recommended Hardware : 1GHz processor

OpenOffice.org is already installed on Ubuntu. Accessing it is quite easy. If you are using an installation of
Ubuntu with no changes to the default Desktop, then you can simply move your mouse to the Applications
menu.

-QApplications Places System

E& Accessories >

|'v'.‘— Games b

“# Graphics C
@- Internet 4

@ Office

m Sound & Video  * T@ OpenOffice.org Database

Add/Remove...

T@ OpenOffice.org Presentation

Tﬁ OpenOffice.org Spreadsheet

E OpenOffice.org Word Processor

If you place your mouse over the OpenOffice.org Word Processor (as in the above example) and take your
finger off the mouse button then the OpenOffice.org will start, and within a short time you should see
something like this on your screen:

Eile Edit View Insert Format Table Tools Window Help x
B-odu @RS vY LXEaBR-5 9 ¢ B0 -2 ]
ﬁ | Default [ =] [Nimbus RomanNea L [+ [12  [=| El I El t
L R AR i 2 prrre3 e e A PR LR =

(a)
[

Il ol

Page1/1 Default 100% |INSRT | STD |HYP

What you see is actually a complete wordprocessor . This means you can write letters and other texts and save
them, email them, or print them. The functionality of the OpenOffice.org wordprocessor is extremely
sophisticated and it is unlikely that you would need another software do all your wordprocessing. The
software is also capable of opening, and writing, files from almost every other wordprocessor available
including Microsoft Word.
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Saving a New Document

Software name : OpenOffice.org
Software version : 2.2

When you start the OpenOffice.org wordprocessor you automatically get a new (blank) page. If you wish to
start a new text document then you only need to save the new document somewhere on your computer.

Saving a blank text file

If you are about to start work on your new document then its a very good idea to first save the document. In
fact, saving your document at the start and as many times as you can remember while writing it is an excellent
idea. The would be a good deal less frustration caused by lost documents if this advice was followed with
more rigor.

OpenOffice.org does not let you save a blank document so first you will have to type some text onto the blank
page. Just mouse over the blank document, click the mouse, and type something (anything - you can always
delete the text later). Now, to save the new document click on the File menu and select Save

File Edit View Insert |
(] Mew v

P> Open... Control+0
Recent Documents » |

Wizards 5l

X Close
[ save Control+5
Save As...

Save All

Reload
Versions...

@) Export...
Export as PDF...
Send Y

@a Properties...
Digital Signatures...
Templates v

Page Preview
Brint...  Control+P
Printer Settings...

gl Exit Control+Q

Once you have released the mouse button then you will see a dialog appear:

Saving a New Document 14



vome: | )

4k

Save in folder: ll:aﬂoss

[ Browse for other folders

[+ File type

[] Save with password

M Automatic file name extension

[ X Cancel l i Egave l

Choose a name for the file

Type the name of the file in box next to where it says Name: You can call the file anything you like. Just click
the mouse on the empty text box and type away. In this example we will use 'mynewfile' as the name.

Name: ‘ mynewfile |

Choose where to save the file

If you just press Save the document will now be saved in the default location as listed in the Save in folder
box.

4a»

Save in folder: |Egfloss

This is usually in your home directory. However you can easily choose another place to save the document by
clicking on the small arrow next to the text Browse for other folders

P Browse for other folders
Then you will see a new section appear:

~ Browse for other folders

E] Create Folder

Places MName ~  Modified =
L File System B Desktop 01/08/1980
' Floppy Drive i Examples 10/25/2008
— Floppy 1 [E5 openoffice Today

= Network Servers

OpenDocument Text (.odt)

Pk

Saving a blank text file 15



Now you can browse your computers directories by clicking one of the 'places' listed on the left or by clicking
one of the directories on the right. For example, if I wanted to save my new document in the 'Examples'
directory in the above example, I would double click on the directory 'Examples'. The contents of that
directory will then be displayed:

E]l&a floss “Examplesl

Places Mame - | Modified =
53 floss [=] oo-about-these-files.odt 10/11/2008
& Desktop [Z] oo-maxwell.odt 10/11/2006
L File System [Z] oo-welcome odt 10/11/2008

If I pressed Save now the document would be saved in this directory alongside all the other documents listed.

As you can see, the location of the directory where you are saving the document is displayed at the top left:

E][L:a floss || Examples

In the above image you can see that the directory name where the document will be saved is displayed in bold
at the far right. If you decide this is not where the document is to be saved you can always change the location
by doing one of the following:

e clicking on the directory names displayed at the top (for example, by clicking on 'floss’)

E]l;a floss "Examples

¢ browse the directories displayed in the list on the right

MName -  Modified =
oo-about-these-files.odt 10/11/2006
[=] oo-rmaxwell.odt 10/11/2006
[=] co-welcomne.odt 10/11/2008

e click on the 'Places' listed on the left

Places

53 floss
& Desktop

L File System

Choose where to save the file 16



Choose the file format

The last thing you need to do now is choose what format the document should be saved in. A format is a very
mysterious thing and there has been many hours lost debating the dark arts of file formats. The basic principle
is this:

* softwares store data in files

* the way in which the data is arranged in that file is known as the 'format' or 'file format'

* choose a format that can be used by the software you use, and by the software used by people you might
send documents to

Formats are usually identified by the suffix of a file name. So if you have a file called 'myfile.doc' the file
format is indicated by the suffix ('.doc'). We know that '.doc' is a file format used by Microsoft Word.

Most people these days use Microsoft Word (.doc) file formats, however this is not always the case. My
friends, for example, are not too keen on receiving this kind of file. If in doubt, its polite to ask what format

they prefer before sending a file.

You can see a list of the available formats by clicking on the drop down menu near the bottom of the dialog:

4a»

[ OpenDocument Text (.odt)

When clicked you will see a long list of different formats.

= o
E][Ed floss ”Examplesl OpenDocument Text (.odt)
Places [=] Nal OpenDocument Text Template (.ott)
5 floss [&] ( openoffice.org 1.0 Text Document (.sxw)
= Desktop [=] { openoffice.org 1.0 Text Document Template (.stw)
L File System [=] ¢ Microsoft word 97/2000/%P (.doe)

Microsoft Word 95 (.doc)

Microsoft Word 6.0 (.doc)
D File type Rich Text Format (.rtf)

. Starwriter 5.0 (.sdw)
[] Save with password

Automatic file name extension | Starwriter 5.0 Template (wor)

StarWriter 4.0 {.sdw)
Starwriter 4.0 Template (.wvor)
Starwriter 3.0 (.sdw)

DHCPOFFER StarWriter 3.0 Template (wvor)
DHCPREQUE
DHCPACK T
bound to | Text Encoded (.txt)
root@flos
Desktop

root@flos| pocBook (.xml)

[ @ Lavers. Channels. Path... |[ [| Microsoft Word 2003 XML (xml)

Text (.txt)

HTML Document (Openoffice.org Writer) (.html)

Choose the one that suits you. If you are not sure which one to use then perhaps stay with the default format -
OpenDocument Text (.odt). If you prefer Microsoft Word then you will need to save it in one of the
Mircosoft Word formats, in which case you could choose:

Choose the file format 17



* Microsoft Word 97/2000/XP (.doc)
* Microsoft Word 95 (.doc)
* Microsoft Word 6.0 (.doc)

If you choose the wrong format and awake in the middle of the night sweating because it was a bad choice,
you can always change the format by saving the document again and choosing a preferable file format.

Press save

When you have decided the name, place to save the document, and the format of the document then press
Save

Press save
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Make an Address Book

You can use OpenOffice.org to help keep track of all your contact details. However its more powerful than
being a mere "phone book', you can use the address book to automate tasks to assist you in printing addresses
on envelopes, sending mass email outs etc.

There are a couple of ways to set up an address book. You could, for example, set up a new database and store
your contact information there. Alternatively you could also use a spreadsheet, and create the appropriate
fields to store the contact details there.

Both these methods are useful but require you set everything up from the beginning which can take a while.
especially if you have not set up a spreadsheet or database before. However there is an easier way to do it
using an OpenOffice.org Wizard.

Creating a new address book

First you must have OpenOffice.org open, then from the "Tools' menu choose the Mail Merge Wizard:

B Uhtit ed = 0penoffit
File Edit View Insert Format Table Tools Window Help

— "% Spellcheck... F7
™ ;
el Language ,
Word Count

R ’
H| |Default | "] | Times

AutoCorrect...

Outline Numbering... =

Line Numbering...
Footnotes... —

Gallery
Media Player

Bibliography Database

Mail Merge Wizard...

= Update '

You will be presented with the Mail Merge Wizard:

Make an Address Book 19



Al M e e Wizare’

Steps Select starting document for the mail merge

1.[Select starting document’ select the dacument upan which to base the mail merge document

2. Select document
frpe ® Use the current document

3, Insert address block
() Create a new document

() Start from gxisting document ! Browse...
() Start from a template | Browse...

Choosing either of the first two options is fine for creating a new address book. We are not actually going to
use this wizard for doing a 'mail merge'. We just want to use it as a shortcut for creating a new address book.
So in my case I am just going to lkeave this page at the defaults and press 'Next>>' and you will see this:

Steps Select a document type

1. select starting document What type of document do you want to create?
@ Letter

3. Insert address block () 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.

Help [ <<Back |[  Hext=> | | cancel

This screen also doesn't matter as this is more for those wanting to do a mail merge. We just want to set up the

address book, so lets skip forward and press 'Next>>' :

Creating a new address book
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FMall Merge Wizard

Steps Insert add, block
1. select starting document 1. Select the address list containing the address salact Add List
data you want to use. This data is needed to Address Lis
2. Select document type create the address block.
3. insert address block|
<Title= =Title=
<First Name= <Last Name=> |<First Name=> <Last Name=>
<Address Ling 1= <Address Line 1=
= ZIP> =City> =ZIP> < City>
=Country=
4.
4]
T G| [ ]

Now we are getting closer to the action. Here we actually get to select the adress book we wish to use, and
because we dont have one the wizard will offer to set it up for us. So, press 'Select Address List' and you will
be presented with a list of databases you can choose from.

I ) Select Address List 3l
Select an address list. Click 'Add...' to select recipients from a different list. If you do not
have an address list you can create one by clicking 'Create...".

Your recipients are currently selected from:
Name |Tab|e | [ Add... ]

EvolutionLocal
N Personal [ Create... ]
[ Filter... ]
Edit ]
Change Table |
| oK ][ cancel | | Help

We want a new one, so we press 'Create’:

New Address st

Address Information

3
Title | = —

First Name | [ Delete |

Last Name |

Customize...

Company Name (

Address Line 1 [

Address Line 2 [
city |
State [

ZIP [

L JL L L )L L L)L

P—— =]

Show entry number | 1= || = D - :

I oK ” Cancel ] I Help

Creating a new address book 21



Now we actually have a screen which will allow us to start storing our contact information. Here we can start
with one or more entries (actually we can also just create an 'empty' address book, but its useful here to start

entering information). So we will fill in one entry. You just need to click on the empty spaces and fill in the

appropriate data. Here is an example:

- New Address 1iat )
Address Information
Title [mr | New |
First Name (3dam | IE
Last Name |nyde | IJ
Company Name (055 manuals | Customize... |
Address Line 1 |10a. somewhere street ]
Address Line 2 [ ]
city [Thiscity] |
State [ ]
zip | |
e | y 3
Show entry number [:|
| OK ] [ Cancel ] | Help

Once we have entered our first entry we can press 'OK' :

Mame: [|

]

=7 Browse for other folders

E][Q floss " .openoffice.org2 " user Hdatabasel [Create Folderl

Places

Narme ~  Modified

Ed floss

@ Desktop

L File System
— Floppy 1

— Floppy Drive
_| CD-ROM 1
[ melio D

[ biblio 01/19/1980

EXZu

_egflen

lOpenOf‘ﬁce.org Adress List (.csv) | 5 l

> File type

l xgancel

[ E]gave ]

The above window is asking us to choose where to save the address book file. You can browse around your
computers files and folders using the Places menu on the left. You should save the file somewhere you can

easily find it later when you need to access it quickly. I am just going to save the file in the default place, so I
just type a name for the file in the 'name’ field :

MName: [contacts

Creating a new address book
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Now I press 'Save' and I see that the address book has been saved:

Select an address list. Click 'Add...' to select recipients from a different list. If you do not

have an address list you can create one by clicking 'Create...".

Your recipients are currently selected from:

Name [Table | [ Add.. ]

contacts contacts

EvolutionLocal

Mew Database Personal

tester L Fiiter. I

[ Edit.. ]

| oK ] |—=cancal—] | Help |

We don't wish to mail merge so we will press cancel and move onto adding more entries to the address book.

Adding more entries

To add more entries to the address book you have to open the file you just created. You can do this from the
OpenOffice.org menu :

File Edit View Insert Format

[ New by
i Open... ctrl+o -
Recent Documents b

Wirarrds

Now you have a dialog open which you can use to browse your computer until you find the file :

Adding more entries 23



G[I—d F— "@De.sktnp]

Places Name ~ | Modified ||
&g floss [ floss_lookingback 06/19/2007
&) Desktop [ openoffice Today
e File System & trashit 05/12/2007
= Floppy 1 = sud.jpg 06/26/2007
|—! Floppy Drive = gud2.jpg 06/26/2007
[we/ CD-ROM 1 = aud3.jpg 06/26/2007
(© Audio Disc = AudacityScreen.pg 06/26/2007
=) 19.5 GB Violume [ | contact.csv Today B
= 19.5 GB Violume (2) = firefox_hugekopiel.jpg 06/26/2007
. 20.0 GB Volume &1 flosspresentation.odp 06/26/2007
(= 20.1 GB Volume = flosswww.jpg 06/26/2007
& Network Servers [=] fm_outline.doc 06/26/2007
= free_prop_raw.gif 06/26/2007 |||

All files

ar

D File type

[] Bead-only

Version: | -

l x;ancel ” Egpen ]

You will notice that file has been appended with the suffix 'csv'. Once selected, press 'Open’ and you will be
presented with an 'import' window:

Text Import = [contacts.cev]

[ Merge delimiters

Fields

Impoert
Character set ﬁJnicude (UTF-8)
From rom —F
Separator options
() Eixed width
@® Separated by
& Iab ] Somma [ Qther
@ Semicolon ] Space

Text delimiter

Standard [Standard

|Standard _ [Standard |Standard

Help
L]
I
|stz~
Ad

[

[ 2 mr adam

hyde

Title First Name Last Name Company Name Address Line 1
floss manuals 18a. somewhere street

Just press 'OK' and you will see a spreadsheet infront of you:

Adding more entries

24



contacts = Openofhice org Calc

File Edit View Insert Format Tools Data Window Help

-G Hoaa vw X

TO-A% ¢ @]

-

B oovsne  [[(o NALA EEEEE b« =
Ca— T
'y B | C | D | E | F [ & [ n [T

1 itle JFirst Name Last Name Company Name Address Ling 1 Address Line 2 City State 2
2 |mr Tadam hyde floss manuals | 10a. somewhere street Thiscity

H

4

5

&

7

8 -
9

10

1l

12

13

14

15

16 =

M Sheetl / gl I o e

[Sheet1/1 Default 100% [sm | Sum=0

Now, you can add new information to this document. So every time you have a new contact you can add it to
the spreadsheet by simply typing the persons name and contact information in each appropriate field. You can
also edit the information that is already in this document. So I will just type some entries in like so :

contacts = 0penofice org Calc

File Edit View Insert Format Tools Data Window Help
e S - = e v . . y A, ]
8- SHAF DR Ve ATQ -4 @i
= »
i =| = = B, %%
B vwse o NA4A EEEEE & %= |
(e ) fw X ¥ [scorry
A | B [ C | D [ E F | & [ H |l
1 |Title |First Name Last Name Company Name Address Line 1 Address Line 2 City State 2
2 |mr |adam hyde floss manuals | 10a. somewhere street Thiscity
3 |ms  |jane smith Metacity
4 mr ey ghiv Scarcity
5
&
7
B =
9
10
11
12
13
14
15
16 =
70 hSheetl / L[] I 1
[Sheet1/1 Default 100% | INSRT [ 5TD [ * Sum=0

Now I can save the document when I am happy with the list I have added. Remember I can add or delete
entries from this list at anytime. I press the floppy disc icon to save the document:

=

I then get presented with a window that asks me if I am sure I wish to save this document as some data might

be lost:

Adding more entries




{) Openoffice.org 222 @
~ )

This document may contain formatting or content that cannot be
V saved in the Text CSV file format. Do you want to save the
document in this format anyway?

- Click 'Yes' to save in Text CSV file format.
- Click 'Me' to use the latest OpenDocument file format and be sure
all formatting and content is saved correctly.

[] Do not show this warning again

As long as you haven't done anything strange with the entries you won't need to worry about this. So press
Yes to confirm you do actually want to save this file as a ¢sv file (which is the original format for the file).
The file should be saved and no feedback is given to confirm this.

What can you do with this file?

With the file you have just created you can actually complete the mail merge process using the same wizard.
This allows you to print form letters to the entire contact list, or selections of the list. It also assists you in
sending mass emails to the contact list.

If you wish to use this file to do a Mail Merge it is better to change the format of the file to a spreadsheet. To
do this first make sure the csv file is open in OpenOffice.org (see above step), and then from the file menu
choose 'Save As...":

-

hd

File Edit View Insert Fon

[ New vl

-] Open... ctrl+0 |
Recent Documents bt
Wizards v

X Close

o

Save As... Ctrl+5Shift+S -

Reload

The following window should appear:

What can you do with this file? 26



Mame: [contact ]

= "
1] v

=~ Browse for other folders

([ [mein)

Places Name -  Modified
Ed floss &= floss_lookingback 06/19/2007
(@ Desktop =5 openoffice Thursday

| ‘ ‘ ‘ lText csv (.csv)

> File type
[] Edit filter settings

[ 3 cancel H [ save ]

Click on the dropdown menu that currently displays "Text CSV (.csv)' and choose 'OpenDocument
Spreadsheet (.ods)" :

OpenDocument Spreadsheet (.ods)
OpenDocument Spreadsheet emplate (.ots)
OpenOffice.org 1.0 Spreadsheet (.sxc)
OpenoOffice.org 1.0 Spreadsheet Template (.stc)
Data Interchange Format (.dif}

dBASE (.dbf)

Now press 'Save'. You can now use your new file for keeping a list for contacts and you can also use this
easily with the OpenOffice.org Mail Merge.

What can you do with this file?



Mail Merge

Mail Merge is a term used in the world of word processors to describe the process of combining a text
document with personalised information for the purposes of mass mail outs. It could be used, for example, to
send out a form letter to clients, or to send out more personalised reminder notices, Press Releases etc.

Getting Ready

You will need two things to get started on this process :
1. a text document ( the 'letter' - usually a OpenOffice.org text file)
2. an address list (could be an address book from Outlook, or Mozilla Thunderbird, or other contact list

such as a spreadsheet)

For the purposes of this document we will assume that you have both of these in some form. You might need
to experiment a little to see if your preferred address list file is supported by OpenOffice.org.

I will demonstrate the process using a OpenOffice.org document as a letter :

x

Eile Edit Miew Insert Format Table Tools Window Help
8-afc|diaa TP a00 490 o EsE
13 | Default ZI Times E 12 EI & 4 A LA | =] [F] =] m

ENE Y

[v] oz ww

Y]
v
P
.
v
=
v
»
w
v
G
-
v

The time fr questioning the new financial process i upon us once again.

1t has taken avery long time 1o formulate wikinomical sirategies which encompass the unfolding world of
UGC and its satellite process, ine luding the keveraging of contemt faithfully given, and generously donated
through Creative Commons licenses. The burden of the strategist (in this case, us) id to navigate through
~ myth and reality of the much hyped web 2.0 phenomenaon

How dos we pick our away through the reality and the myths? s an exciting time but do not pul oo much
faith in extrapolated wlopias. There is a lot that can only be done the hardway. Blah Ilh_wh You get the

piciure, Some letier for someone should go here, Yadda vacda |

Kind regards,

i [w] e

a Bl

Fagelr1 Default 100% | INSRT 5TD | HYP

And I will use a list of addresses in a file I created with OpenOffice.org's Mail Merge Tool earlier. It is ods
file which is a type of format known as a 'spreadsheet’. If you open my address book with OpenOffice.org it
looks like this :
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File Edit View Insert Format Tools Data Window Help
. S ; -n e : . y A ®
 GEAHEE& V® «aT0-4 % @ @i |
H | Dejavu sans [l [~ & 4 A EEEEE b » s> i
- — - -
[a1 | fo X = [Title
A | B [ D | 3 [ F [ e T H IS
1 itle JFirst Name Last Name Company Name Address Line 1 Address Line 2 City State ZIF
2 adam hyde otumeetai college 47 judea road tauranga
3 roger nomics beehive inc lambton quay wellington
4 shenyl williams  Sports inc 14401 waihi rd Clive
5 bruce williams Marist Rughby 2401 Spitalfields Oldham
6
7
8
9
10
11
12
13
14
15
16 -
5]\ Sheet1 =] | 0|
Sheet1/1 Default 100% 5TD Sum=0

If you have file ending in the suffix csv (a 'comma separated file') then open this in OpenOffice.org and save it
again as a file with the ods extension. OpenOffice.org sometimes has issues importing comma seperated files
and so its best to work with a spreadsheet file.

Starting the Wizard

First of all, have OpenOffice.org running with your text document open. OpenOffice.org has a nice little tool
to help you through the Mail Merge process. Unsurprisingly its called the Mail Merge Wizard and it is found
under the Tools menu :

File Edit View Insert Format Table Tools Window Help

?nr HV

Spellcheck... F7 i
Language v

Word Count ]:

AutoCorrect... ]

Outline Numbering... -
Line Numbering...
Footnotes... —

Gallery
Media Player

Bibliography Database

Mail Merge Wizard...

Update ,

You are then asked which document you will use for the Mail Merge.

Getting Ready
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Steps Select starting document for the mail merge
1.[Select starting document’ Select the document upon which to base the mail merge document
2. Select document
frpe ® Use the current document
3. Insert address block
() Create a new document
() Start from gxisting document L _BE_U“‘SE--_- |
() Start from a tamplate [ Browse.. |
e G

You have the document already open so we choose the first item 'Use the current document' which is the
default setting. If you wanted to use another text file other than the one open then choose 'Start from existing
document' and press 'Browse' on the right - you will then be offered a file browser to locate the file.

We want to just use the first option so just have to press 'Next >>'.

Select Document Type

Select a document type

1. select starting document What type of document do you want to create?
2. [Select document type} @ Letter
3. Insert address block ) 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.

|_ Help I I << Back I Hext == I Cancel

We are want to create a document that we print out so we can put it in an envelop and mail it so we choose
'letter’ (the default) and press 'Next >>'

Insert Address Block

This is where you choose the layout of the contact information that will appear at the top of the letters to be
printed. You can choose one of he defaults or you can get more fancy and make your own custom layout. First
of all however, you need to choose what Address List you are going to use.

Starting the Wizard 30



FMall Merge Wizard

Steps Insert add block

1. select starting document 1. Select the address list containing the address Select Add List...
data you want to use. This data is needed to Address Lis

2. select document type create the address block.

<Title=

<First Name> <Last Name> |«

<Address Line 1=
<ZIP> =City=> P =(
=Country=
4.
B0
= ) (Gl )

The above screen is where we select the file with the addresses in it (Address List). You need to point
OpenOffice.org to the right file by pressing the 'Select Address List'. If all is well you get the following

window :

I ) Select Address List 3l
Select an address list. Click 'Add...' to select recipients from a different list. If you do not
have an address list you can create one by clicking 'Create...".

Your recipients are currently selected from:
Name |Table | [ Add... ]
EvolutionLocal
iNew Database Personal [ Create... J
[ Filter... J
Edit |
| oK ][ cancel | | Help ]

The Address Book I wish to use is not listed so I choose 'Add’ and I will be prompted to browse for the file :

Insert Address Block
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) [

Places Name ~ Modified a
kg floss = audacity 05/14/2007
= Desktop & book 06/26/2007
L File System & bu_tt 05/10/2007
() Floppy 1 e connectors 05/17/2007
|—! Floppy Drive & Desktop Today
— CD-ROM 1 [ Examples 04/20/2007
(© Audio Disc e firefax 05/14/2007 |
— 19.5 GB Volume = id3 05/10/2007
— 19,5 GB Volume (2) & kino 05/16/2007
) 20.0 GB Velume &5 linphone 05/02/2007 |||
! 20.1 GB Volume =5 livebookmarks 05/10/2007
=2 Network Servers & misc 04/21/2007
[ floss_lookingback L mplayer 04/22/2007 -
4add || [nn fles . ]
P File type
l xgancel l = Cpen

You will now need to tell the file browser what sort of files you are searching for, you do this using the drop

down menu at the bottom right of the window:

All files

“r

To change the file types displayed click on this drop down menu :

All files

Address lists
Openoffice.org Base
OpenOffice.org Cale
dBase

Microsoft Excel

Plain text

Text Comma Separated

I have chosen 'Address Lists'; which will locate the file I made earlier using the Mail Merge tool, you may

need to try one of the other options depending on the format of the file.

Beware : leaving the setting at the default 'All files' does not necessarily show all the files a

My file is on the desktop so I double click on the 'Desktop' icon on the left and I am presented with the list of
files and folders on my desktop and I see the file I am after (‘contact.ods'):

Insert Address Block
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B[lhd floss "@Dnsldnp]

Places — | Name ~ | Modified ||
&g floss [ floss_lookingback 06/19/2007

&) Desktop | [ openoffice Thursday

e File System & p Today

! Floppy 1 (e trashit 05/12/2007

|—! Floppy Drive [-] contact.csv Today

[~ CD-ROM 1 | |[@ contact.ods Today

(© Audio Disc contactaa.ods Today

(=) 19.5 GB Volume IE contactaal.ods Today =
= 19,5 GB Volume (2) - graphs.ods D6/26/2007 (=

| Rermove Address lists

7 File type

Al files e
Address lists ods,sxc,dbf xls tet.csv

OpenOffice.org Base odb

OpenOffice.org Cale ods,sxc

l x Cancel Egpen

I click on the file to highlight it:

E][lhd floss "@Dnsktnp]

Places Name ~ Modified
&g floss [ floss_lookingback 06/19/2007
@] Desktop | & openoffice Yesterday
L File System & trashit 05/12/2007
[~ Floppy 1 [ ] contact.csv Yesterday
|—) Floppy Drive [@ graphs.ods 06/26/2007
(<! CD-ROM 1

(=) Audio Disc

) 19.5 GB Volume
(= 19.5 GB Violume (2)
_ 20.0 GB Volume
=) 20.1 GB Volume
& Network Servers

[ floss_lookingback

Ermove l Address lists > I

[» File type

l x;ancell Egpen ]

And I press 'Open’ at the bottom right of the window and I should see something like this:

Insert Address Block



= elect Address [Os: =

Select an address list. Click 'Add..." to select recipients from a different list. If you do not
hawve an address list you can create one by clicking 'Create...".

Your recipients are currently selected from:

Name Table | i I

contact testdb

EvolutionLocal [ Create... l

New Database [ Filter.. l
[ OK l [ Cancel ] [ Help l

This means my Address List has been successfully loaded into the mail merge wizard. I can now press 'OK'
and return to the main mail merge screen.

Insert address block

1. Select the address list containing the address |  select Different Address List...
data you want to use. This data is needed to —
create the address block. Current address list: contactaa2

2. [ Ihis document shall contain an address block

=Title=> =Title=

=<First Name> <Last Name> |<First Name> <Last Name=>

<Address Line 1> <Address Line 1>

<ZIP> <City> <ZIP> <City> -
<Country> More... ‘

Suppress lines with just empty fields

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

4. Check if the address data matches correctly.

adam hyde
47 judea road
tauranga

Document: 1 [4][» ]

| << Back H Next == ] Cancel

Changing the Address Layout
Now we get down to business. We can now decide on the layout of the address information
that will be placed at the top of the letter. You can stick with the default layout which looks

something like this:

2. This document shall contain an address block

<Title=> <Title=
<First Name> <Last Name= |<First Name> <Last Name=>
<MAddress Line 1> <Address Line 1>
<ZIP> =City=> <ZIP> <City=>
=Country=

Suppress lines with just empty fields

Changing the Address Layout



You can see how this will look with the first entry in your address book in section 4 of this
window:

4. Check if the address data matches correctly.

adam hyde
47 judea road
tauranga

Document: 1[4 ][> ]

If you wish to check other entries use the small arrows displayed in the bottom of the above
image.

If you don't like this layout then you can change it with the 'More' button in section 2. If you
press 'More' you will see this :

i) Select Address Bloc )

Select your preferred address block

<Title> =Title> =
<First Name> <Last Name=> <First Name> <Last Name=>
<Address Line 1= <Address Line 1=
<ZIP> =City> =ZIP> =City=>

=Country=>
=Company Name=> <=Company Name>
<First Name> =Last Name> =First Name=> <Last Name=> =
<Address Line 1> <Address Line 1>
<ZIP> <City> <ZIP> <City>

<Country>

Address block settings
@ Never include the country/region

() Always include the country/region

() Only include the country/region if it is not:

| ]

[ oK H cancel ] | Help ]

You can choose one of the defaults displayed by clicking on one of them. However, you can
make it even more customised. Try pressing 'New' and you can make your own layout :

a MNew Address Bloc 3l

1. Drag address elements here
it
First Name
Last Name * | - »
Company Name —

Address Line 1

Address Line 2 - .

City

State

ZIP Preview

Country

Telephane private
Telephone business
E-mail Address
Gender

oK ] | Cancel ] | Help |

Here you see a list of fields and you can highlight these on the left and press the arrow button
(pointing right) to add a field to the layout. If, for example, I press 'Title' on the left and then
press the arrow I see this:
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Address elements 1. Drag address elements here

Title <=Title=

First Name S
Last Name (mp |
Company Name g
Address Line 1

Address Line 2 |’ |

City

State

ZIP Preview

Country
Telephone private

mr
Telephone business

E-mail Address

Gender

0K | Cancel ] Help

Now I can add as many items as I wish :

1. Drag address elements here
<Title=<First Name=<Last Name=

Mlrma sl mane

What you will notice is that the fields appear close to each other with no spaces, and all on the
same line. You can change the exact positioning of each filed by clicking on that field in the
layout display window on the right and using the arrow buttons to move it. Below is a (not
very useful) example :

1. Drag address elements here
<Title> <Last Name>

<First Name=>

When you have finished customising the layout press the 'OK' button at the bottom and you
return back to the window for choosing layouts. Instead of the defaults you will now only see
the layout you created :

Changing the Address Layout
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Address Bloc

=] elect
Select your preferred address block

=Title> <Last Name>

<First Name>

Address block settings
@ Never include the country/region

() Always include the country/region

() Only include the country/region if it is not:

I

oK ] (

Cancel

J

Help

Press 'OK' again :

=

Select starting document

L]

Select document type

=

Insert address block

o

Create salutation

Adjust layout

L

Edit document

=

Personalize document

8. Save, print or send

Insert address block

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

2. [ Ihis document shall contain an address block

Select Different Address List... |

Current address list: contacts

=Title= =Last Nam| <Title>
<Address Line 1>
<ZIP> <City>
<Country=

<First Namea:>

¥ Suppress lines with just empty fields

=First Name> <Last Name=>

3. Match the field name used in the mail merge to the column Match Fields. |
headers in your data source.
4, Check if the address data matches correctly.
mr hyde
adam
Document: 1 (4|0
l Help I I << Back “ Hext > ] | Cancel J

Now we can proceed to the next step. You might first wish to check your chosen layout with
some of the entries in your address book to make sure they all look good. To do this use the
arrows in section 4 to skip back and forward through contact details to see what each looks
like.

You can keep adjusting the custom layout and tweaking it until its right, then when you are
happy press 'Next>>' and we go to the next step.

Create Salutation

A salutation is a greeting like 'Hello' or "To Whom it May Concern'. OpenOffice.org can insert a salutation at
the beginning of each letter.

OpenOffice.org is supposed to also give you the option to the right gender-specific greeting. However there is
a bug that prevents the gender specific greeting from working. The bug, fortunately, does not stop some of the
salutation functions from being useful so its worth trying it out.
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By default the salutations are deactivated so if you wish to create a salutation for every document you need to
check the first box at the top of the window that says "This document should contact a salutation'. So lets
insert a salutation but keep the 'Personalised Salutation' turned off (if you don't wish to make use of this
feature then just press 'Next >>').

Create a salutation

(& This document should contain a salutation

"] insert personalized salutation!

General salutation
Hello, |—"|

Preview

Dear Mrs. hyde, | Match fields... |
Dear Mr. hyde,

Document: 1 | 4 || » |

<= Back |[ Next >=> ] | Cancel ]

So now at the top of each letter we can have the greeting displayed in the 'General Salutation' box. In the
above example we see 'Hello,' :

General salutation

| Hello, |~

We can type over this salutation or choose from the defaults in the drop down box. I will leave the default as it
is. Now press Next >>':

Adjust Layout

In this step you can adjust the position of the address block and salutation on the page. You can place the
address block anywhere on the page. The salutation is always on the left, but you can move it up and down the

page.
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Adjust layout of address block and salutation

Address block position
M Align to text body

Erom top ts.d.gcm -,

Salutation position

Move | up |

Move | Down

Zoom |Entire page %

To move the box with the address information (highlighted in grey on the right of the window) you use the
small arrows on the right of the filed displaying the position of the Address Block :

From top 5.49cm :

If you press these small arrows you should see the small grey block in the pane on the right move. To move
the salutation use the buttons marked 'Up' and 'Down' and if you look closely you will see the salutation hop
up and down on the pane on the right. Its unfortunate that it is so hard to see easily and if you have poor
eyesight you don't stand a chance of seeing the changes in the small pane on the right. You would be better
making your changes in the next step ('Edit Document'), however if you are persistant there is an option to
zoom in by changing the "Zoom' setting in the drop down on the right :

Zoom [50 % B
Entire page
50 %
75 %
100 %

but it has to be said its a bit useless as you cannot then move the position of what you see in the window. So if
what you are changing is out of view of the area that has been zoomed in on then bad luck.

OpenOffice.org would do well to fix the issues with the 'Salutation' and 'Adjust' steps in this process. The

Mail Merge is still very useful, but these strange little issues make it sometimes frustrating to use. Lets press
'Next >>" and move on to the next step.

Edit Document
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Preview and edit the document

The preview of a merged document is visible now. To see the preview of another document
click ane of the arrows.

Recipient I > ][ =]

] Exclude this recipient
Edit Document

Write or edit your document now if you have not already done so. The changes will
effect all merged documents.

Clicking 'Edit Document..." will temporarily reduce the wizard to a small window so you

can edit the mail merge document. After editing the document, return to the wizard by
clicking 'Return to Mail Merge Wizard' in the small window.

| Edit Document...

[ == Back |[ Next == l Cancel

On this step you can change the layout of the letters again. You can also exclude specific recipients form
being included in the mail merge.

Excluding Recipients

You exclude a specific recipient choose the number of the recipient you wish to exclude from
the 'Recipient' box:

Recipient [ﬁ = >

[] Exclude this recipient

Of course the issue is that if you have a huge list of recipients how do you know which
number corresponds to which recipient? Its not easy. You could look at the original
spreadsheet or consult the original address list (depending on what format it is), but its not the
best way to handle this kind of function. Once again it would have been better if
OpenOffice.org managed this step a little nicer. If you have a small list of recipients you
could try selecting the number of the recipient exclusion box (pictured above) and then click
on 'Edit Document...'

’ Edit Document... ’

to check if you got the right one. Its a bit 'hacky' but it does work. If you click 'Edit
Document..." then OpenOffice.org opens the document of the recipient number you have
chosen like so:

Excluding Recipients
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Filea Edit View Insert Format Table Tools Window Help

B-rafe |fiaa e i - 46 aoFEess

1 | Default = | | Times [=] [12 - & 4 & B E S B = |F= 4= b
« A R . Fooo s e B

Fra

s |wes s | % B

The time for questioning the new financial process is upon us once again,
- Helko,

adam hyde
47 judea road
tauranga

Tt has mken avery bong time o formulate wikinomical strategies which encompass the unfolding workd of
UG and its satellite process, ing luding the keveraging of content faithfully given, and generously donated
through Creative Commons licenses. The burden of the strategist (in this case, us) id o navigate through
myth and reality of the much hyped web 2.0 phepomenon.

Horw dos we pick our away through the reality and the myths? Tts an exciting time but do not put oo much
faith in extrapolated utopios. There is a lot that can only be done the hprdway. Blah Blah. You get the =
piciure, Some letier for someone should go here, Yadda yadda

v Kind regards,

-
|
|

PFage 1/1 Default 100% | INSRT STD |HYP |*

This isn't really a good way to do it but it means you can check if you have the right recipient
number for exclusion. If you do see that this is thr right person to exclude then press the small
floating window (it can be hard to see ) :

5] Return to Mail Merge Wizard

and OpenOffice.org will return you to the Mail Merge Wizard. To exclude the recipient you
then need to click on 'Exclude this recipient' :

Recipient | || | 1 ] 4 H > l

Exclude this recipient;

Now, if you browse forward to another recipient number then the checked box sgould clear
again, You can go back and forwards excluding recipients in this fashion, when you browse
past a number that you ahve already excluded the little box should will become checked.

Editing the Layout

You can also change the layout of the merged letters by pressing 'Edit this document...". The
document then opens, you can change the document and then close it by clicking on the small
pop-up window:

] Return to Mail Merge Wizard

Editing the Layout
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You should be aware that any change made on the document will appear in all documents
when the Mail merge is completed.

When you are finished excluding and tweaking press 'Next>>' and a window should popup :

Status: Creating documents...
Progress: 3 of 4 g

chicking "Return To Mail Merge Wizard™ in tThe small windov

This process is actually creating all the individual letters and merging them with the details from the address
book. Then you should be pushed on to the next step:

Personalize Document

This is where you finally get to make changes to each and every document to make sure they are laid out the
way you wish them to be.

Steps Per lize the mail merge documents
1. Select starting document 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
2. Select document type editing the document, return to the wizard by clicking 'Return to Mail Merge Wizard' in the
small window,
3. Insert address block
4. Create salutation [ Edit individual document...
6. Edit document Eind
7. [Personalize document| ez | Eindes
®. Save, print or send ] Whaole words only
] Backwards
] Maich case
[ Help I I =< Back | Hext = I Cancal |

If you press 'Edit Individual Document' you will be presented with one long document containing all the
letters in one file. You can scroll up and down each letter and make your changes. When you are finished you
click on the small popup window:

@ MaillMergeWizard =]
] Return to Mail Merge Wizard

The 'Find' function on this step merely locates a word or phrase within the form letters. It does not help you
find recipients. When you have finished working on each document you are ready to output the final merged
documents so press 'Next >>":
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Save, print or send

You have now completed the mail merge process. The last step is to do something with it. In this step, you
can save the original sample letter, save the merged document or print the letters right away.

You probably want to save the starting document first and then the merged document. To save your starting
document press the 'Save Starting Document' button. You will not be given any feedback if it is successful
apart from the fact that the button will be greyed out and you can not press it again:

If you see this you can assume the starting document has been saved.

The merged document can be saved as one big file or one file for each letter. When you have saved the
merged document, you can print the final letters now or later; and you can still manually check and edit the
letters if necessary. To save the merged file click on 'Save merged file', you will see some options appear:

Save, print or send the document

Select one of the options below:

() Save starting document

(@® 5ave merged document!

() Print merged document

() Send merged document as E-Mail
Save merged document settings

() Save as single document

@® Save as individual documents

() Erom 1

[ Save Documents ]

If you are in a hurry to print all the documents then choose 'Save as a single document'. This will output all the

merged letters to one single file which means you can open this in OpenOffice.org and print the lot quickly.
Otherwise you would have to open each individual document and print them one by one. We will choose to
save as one document. In this case we press 'Save' and we get a file browser window:

Save, print or send
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Mame: [|

ve in folder: | | Desktoy

=~ Browse for other folders

E][Ea floss " )| Desktopl

Create Folder

Places —! | Name - Modified

54 floss &= floss_lookingback 06/19/2007
(& Desktop =5 openoffice Thursday

| Add ‘ ‘ Rerm —‘ lOpenDocument Text (.odt) :
[> File type

l ¥ cancel H [ save ]

We type in the name of the file and press 'Save'. The job is then done! Press 'Finish' and the wizard will close.

You will have before you a single merged document. This is not the document you just saved, so do with it

what you will (you can quit it and forget about it if necessary).

Save, print or send
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License

All chapters copyright of the authors (see below). Unless otherwise stated all chapters in this manual licensed
with GNU General Public License version 2

This documentation is free documentation; you can redistribute it and/or modify it under the terms of the
GNU General Public License as published by the Free Software Foundation; either version 2 of the License,
or (at your option) any later version.

This documentation is distributed in the hope that it will be useful, but WITHOUT ANY WARRANTY;
without even the implied warranty of MERCHANTABILITY or FITNESS FOR A PARTICULAR
PURPOSE. See the GNU General Public License for more details.

You should have received a copy of the GNU General Public License along with this documentation; if not,
write to the Free Software Foundation, Inc., 51 Franklin Street, Fifth Floor, Boston, MA 02110-1301, USA.
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General Public License

Version 2, June 1991

Copyright (C) 1989, 1991 Free Software Foundation, Inc.
51 Franklin Street, Fifth Floor, Boston, MA 02110-1301, USA

Everyone is permitted to copy and distribute verbatim copies
of this license document, but changing it is not allowed.

Preamble

The licenses for most software are designed to take away your freedom to share and change it. By contrast,
the GNU General Public License is intended to guarantee your freedom to share and change free software--to
make sure the software is free for all its users. This General Public License applies to most of the Free
Software Foundation's software and to any other program whose authors commit to using it. (Some other Free
Software Foundation software is covered by the GNU Lesser General Public License instead.) You can apply
it to your programs, too.

When we speak of free software, we are referring to freedom, not price. Our General Public Licenses are
designed to make sure that you have the freedom to distribute copies of free software (and charge for this
service if you wish), that you receive source code or can get it if you want it, that you can change the software
or use pieces of it in new free programs; and that you know you can do these things.

To protect your rights, we need to make restrictions that forbid anyone to deny you these rights or to ask you
to surrender the rights. These restrictions translate to certain responsibilities for you if you distribute copies of
the software, or if you modify it.

For example, if you distribute copies of such a program, whether gratis or for a fee, you must give the
recipients all the rights that you have. You must make sure that they, too, receive or can get the source code.
And you must show them these terms so they know their rights.

We protect your rights with two steps: (1) copyright the software, and (2) offer you this license which gives
you legal permission to copy, distribute and/or modify the software.

Also, for each author's protection and ours, we want to make certain that everyone understands that there is no
warranty for this free software. If the software is modified by someone else and passed on, we want its
recipients to know that what they have is not the original, so that any problems introduced by others will not
reflect on the original authors' reputations.

Finally, any free program is threatened constantly by software patents. We wish to avoid the danger that
redistributors of a free program will individually obtain patent licenses, in effect making the program
proprietary. To prevent this, we have made it clear that any patent must be licensed for everyone's free use or
not licensed at all.

The precise terms and conditions for copying, distribution and modification follow.
TERMS AND CONDITIONS FOR COPYING, DISTRIBUTION AND MODIFICATION

0. This License applies to any program or other work which contains a notice placed by the copyright holder
saying it may be distributed under the terms of this General Public License. The "Program", below, refers to
any such program or work, and a "work based on the Program" means either the Program or any derivative
work under copyright law: that is to say, a work containing the Program or a portion of it, either verbatim or
with modifications and/or translated into another language. (Hereinafter, translation is included without
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limitation in the term "modification".) Each licensee is addressed as "you".

Activities other than copying, distribution and modification are not covered by this License; they are outside
its scope. The act of running the Program is not restricted, and the output from the Program is covered only if
its contents constitute a work based on the Program (independent of having been made by running the
Program). Whether that is true depends on what the Program does.

1. You may copy and distribute verbatim copies of the Program's source code as you receive it, in any
medium, provided that you conspicuously and appropriately publish on each copy an appropriate copyright
notice and disclaimer of warranty; keep intact all the notices that refer to this License and to the absence of
any warranty; and give any other recipients of the Program a copy of this License along with the Program.

You may charge a fee for the physical act of transferring a copy, and you may at your option offer warranty
protection in exchange for a fee.

2. You may modify your copy or copies of the Program or any portion of it, thus forming a work based on the
Program, and copy and distribute such modifications or work under the terms of Section 1 above, provided
that you also meet all of these conditions:

a) You must cause the modified files to carry prominent notices stating that you changed the files and
the date of any change.

b) You must cause any work that you distribute or publish, that in whole or in part contains or is
derived from the Program or any part thereof, to be licensed as a whole at no charge to all third parties
under the terms of this License.

¢) If the modified program normally reads commands interactively when run, you must cause it, when
started running for such interactive use in the most ordinary way, to print or display an announcement
including an appropriate copyright notice and a notice that there is no warranty (or else, saying that
you provide a warranty) and that users may redistribute the program under these conditions, and
telling the user how to view a copy of this License. (Exception: if the Program itself is interactive but
does not normally print such an announcement, your work based on the Program is not required to
print an announcement.)

These requirements apply to the modified work as a whole. If identifiable sections of that work are not
derived from the Program, and can be reasonably considered independent and separate works in themselves,
then this License, and its terms, do not apply to those sections when you distribute them as separate works.
But when you distribute the same sections as part of a whole which is a work based on the Program, the
distribution of the whole must be on the terms of this License, whose permissions for other licensees extend to
the entire whole, and thus to each and every part regardless of who wrote it.

Thus, it is not the intent of this section to claim rights or contest your rights to work written entirely by you;
rather, the intent is to exercise the right to control the distribution of derivative or collective works based on
the Program.

In addition, mere aggregation of another work not based on the Program with the Program (or with a work
based on the Program) on a volume of a storage or distribution medium does not bring the other work under

the scope of this License.

3. You may copy and distribute the Program (or a work based on it, under Section 2) in object code or
executable form under the terms of Sections 1 and 2 above provided that you also do one of the following:
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a) Accompany it with the complete corresponding machine-readable source code, which must be
distributed under the terms of Sections 1 and 2 above on a medium customarily used for software
interchange; or,

b) Accompany it with a written offer, valid for at least three years, to give any third party, for a
charge no more than your cost of physically performing source distribution, a complete
machine-readable copy of the corresponding source code, to be distributed under the terms of
Sections 1 and 2 above on a medium customarily used for software interchange; or,

¢) Accompany it with the information you received as to the offer to distribute corresponding source
code. (This alternative is allowed only for noncommercial distribution and only if you received the
program in object code or executable form with such an offer, in accord with Subsection b above.)

The source code for a work means the preferred form of the work for making modifications to it. For an
executable work, complete source code means all the source code for all modules it contains, plus any
associated interface definition files, plus the scripts used to control compilation and installation of the
executable. However, as a special exception, the source code distributed need not include anything that is
normally distributed (in either source or binary form) with the major components (compiler, kernel, and so on)
of the operating system on which the executable runs, unless that component itself accompanies the
executable.

If distribution of executable or object code is made by offering access to copy from a designated place, then
offering equivalent access to copy the source code from the same place counts as distribution of the source
code, even though third parties are not compelled to copy the source along with the object code.

4. You may not copy, modify, sublicense, or distribute the Program except as expressly provided under this
License. Any attempt otherwise to copy, modify, sublicense or distribute the Program is void, and will
automatically terminate your rights under this License. However, parties who have received copies, or rights,
from you under this License will not have their licenses terminated so long as such parties remain in full
compliance.

5. You are not required to accept this License, since you have not signed it. However, nothing else grants you
permission to modify or distribute the Program or its derivative works. These actions are prohibited by law if
you do not accept this License. Therefore, by modifying or distributing the Program (or any work based on the
Program), you indicate your acceptance of this License to do so, and all its terms and conditions for copying,
distributing or modifying the Program or works based on it.

6. Each time you redistribute the Program (or any work based on the Program), the recipient automatically
receives a license from the original licensor to copy, distribute or modify the Program subject to these terms
and conditions. You may not impose any further restrictions on the recipients' exercise of the rights granted
herein. You are not responsible for enforcing compliance by third parties to this License.

7. If, as a consequence of a court judgment or allegation of patent infringement or for any other reason (not
limited to patent issues), conditions are imposed on you (whether by court order, agreement or otherwise) that
contradict the conditions of this License, they do not excuse you from the conditions of this License. If you
cannot distribute so as to satisfy simultaneously your obligations under this License and any other pertinent
obligations, then as a consequence you may not distribute the Program at all. For example, if a patent license
would not permit royalty-free redistribution of the Program by all those who receive copies directly or
indirectly through you, then the only way you could satisfy both it and this License would be to refrain
entirely from distribution of the Program.

If any portion of this section is held invalid or unenforceable under any particular circumstance, the balance of
the section is intended to apply and the section as a whole is intended to apply in other circumstances.
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It is not the purpose of this section to induce you to infringe any patents or other property right claims or to
contest validity of any such claims; this section has the sole purpose of protecting the integrity of the free
software distribution system, which is implemented by public license practices. Many people have made
generous contributions to the wide range of software distributed through that system in reliance on consistent
application of that system; it is up to the author/donor to decide if he or she is willing to distribute software
through any other system and a licensee cannot impose that choice.

This section is intended to make thoroughly clear what is believed to be a consequence of the rest of this
License.

8. If the distribution and/or use of the Program is restricted in certain countries either by patents or by
copyrighted interfaces, the original copyright holder who places the Program under this License may add an
explicit geographical distribution limitation excluding those countries, so that distribution is permitted only in
or among countries not thus excluded. In such case, this License incorporates the limitation as if written in the
body of this License.

9. The Free Software Foundation may publish revised and/or new versions of the General Public License from
time to time. Such new versions will be similar in spirit to the present version, but may differ in detail to
address new problems or concerns.

Each version is given a distinguishing version number. If the Program specifies a version number of this
License which applies to it and "any later version", you have the option of following the terms and conditions
either of that version or of any later version published by the Free Software Foundation. If the Program does
not specify a version number of this License, you may choose any version ever published by the Free
Software Foundation.

10. If you wish to incorporate parts of the Program into other free programs whose distribution conditions are
different, write to the author to ask for permission. For software which is copyrighted by the Free Software
Foundation, write to the Free Software Foundation; we sometimes make exceptions for this. Our decision will
be guided by the two goals of preserving the free status of all derivatives of our free software and of
promoting the sharing and reuse of software generally.

NO WARRANTY

11. BECAUSE THE PROGRAM IS LICENSED FREE OF CHARGE, THERE IS NO WARRANTY FOR
THE PROGRAM, TO THE EXTENT PERMITTED BY APPLICABLE LAW. EXCEPT WHEN
OTHERWISE STATED IN WRITING THE COPYRIGHT HOLDERS AND/OR OTHER PARTIES
PROVIDE THE PROGRAM "AS IS" WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESSED
OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. THE ENTIRE RISK AS TO
THE QUALITY AND PERFORMANCE OF THE PROGRAM IS WITH YOU. SHOULD THE PROGRAM
PROVE DEFECTIVE, YOU ASSUME THE COST OF ALL NECESSARY SERVICING, REPAIR OR
CORRECTION.

12. IN NO EVENT UNLESS REQUIRED BY APPLICABLE LAW OR AGREED TO IN WRITING WILL
ANY COPYRIGHT HOLDER, OR ANY OTHER PARTY WHO MAY MODIFY AND/OR
REDISTRIBUTE THE PROGRAM AS PERMITTED ABOVE, BE LIABLE TO YOU FOR DAMAGES,
INCLUDING ANY GENERAL, SPECIAL, INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISING
OUT OF THE USE OR INABILITY TO USE THE PROGRAM (INCLUDING BUT NOT LIMITED TO
LOSS OF DATA OR DATA BEING RENDERED INACCURATE OR LOSSES SUSTAINED BY YOU OR
THIRD PARTIES OR A FAILURE OF THE PROGRAM TO OPERATE WITH ANY OTHER
PROGRAMS), EVEN IF SUCH HOLDER OR OTHER PARTY HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES.
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END OF TERMS AND CONDITIONS

General Public License
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