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A

accept changes  40

accessibility options  9

Add to Template checkbox  84

aligning graphics  176

alphabetic index  124

anchoring graphics  175

appearance options  8

appendix numbering  92

Apply Style list   80

arranging graphics  176

AutoCorrect  26

AutoFormat table  64

automatic URL recognition  192

AutoSave  11

AutoText
field  99, 101
file location where saved  6
tables, using to insert  64

B

Back button on options dialogs  2

background images and colors  180

basic fonts  16

bibliography  
database, creating  136
format text references   139
generate and insert  141
text references, inserting  139

bookmark, inserting  102

bullet character, changing  196

C

captions
automatic  13
defining  183

change tracking  37

change-tracking  18

chapter numbering  91

character style of hyperlinks  194

character styles  
description  71
examples of use  90
removing   94

charts, automatically updating  12

citations, inserting  135

colors to grayscale, converting  16

columns  54

comment on marked change  38

comments (notes)  39

compare documents  37

compatibility with other programs  13

components, adding new  188

concordance file  128

condition, defining  110

conditional text  109, 112

context menus  28

convert colors to grayscale  16

converting files to PDF  187
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cross-reference, defining  103

currency  
default  22
number recognition  17

custom dictionary  21

D

dates, number recognition  17

default printer  74

dictionary  
activating  24
custom  21
default  19
editing  21, 23
exceptions  24
exclude  24
new  23
user-defined  21

direct cursor  15

DocBook filters, installing  188

DocBook format, saving files to  188

document
comparing  37
status, options  2
versions  37

document properties
changing  41
description  96
options  10
status change recorded  2
user-defined  96
variables  95

documents
merging  40

double-sided printing  17

drawing objects
grouping  167
properties, changing  167
toolbar  165

drawing tool, using  165

E

equations, creating a list of  134

exclude dictionary  24

extended tips  28

F

field
automatically updating  12
AutoText  101

chapter numbers  107
converting to text  108
cross-reference  103, 104
date and time  105
DocInformation  110
document properties  110
document title  105
fixed content  98, 108
in headers or footers  105
keyboard shortcuts  108
page number  105
user-defined  110

figures, creating list of  134

file format default  11

file types, graphics  171

file, inserting or linking  144

Fill Format mode  80

filter changes  40

filters, adding new  188

find and replace  33

fly-out toolbars  27

font effects tab of character style dialog  194

font family  16

font history, options  5

font options  7

fonts
default   16
preview in lists of  4

footers and headers  
borders  62
floating picture in table  59
landscape pages  59
positioning on page  61

footnote
formatting  147
inserting  148
location on page  146

formatting, finding and replacing  35

frame
anchoring  58
creating  56
graphics  177, 184
moving or resizing  58
object bar  176
positioning  186
styles  89
using for page layout  56
wrapping text around  186

frames, linking  58
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G

gallery  
copying or linking graphics from  173
object as background graphic  182
organizing graphics  167
theme, new  168

general options for OpenOffice.org  2

general options for text documents  12

graphics
anchoring  175
arranging and aligning  176
copying from Draw, Impress, Calc  174
copying from gallery  174
cropping  182
dragging and cropping copy  174
editing and formatting  182
embeding or linking  172
information sources  163
linking from file  174
linking from gallery  174
object bar  182
PNG file type  171
scanning and inserting  173
types used by OOoWriter  163

grayscale  17

grid options  15

group drawing objects  167

GUI font change  7

H

Help Agent  2

hidden text   109, 112

HTML documents
bookmarks  102
converting to  183
default fonts for  16

hyperlink  
activation  190
automatic URL recognition  192
formatting  194
inserting  193
toolbar  195
working with  192

I

images, background  180

inactive menu items, options  4

index
concordance file  128
format, defining  127

generating  131
styles, assigning to index levels  128

index entry  
editing  133
keys  125
main  125
viewing  132

insert  mode  190

insert toolbar  124

K

keyboard shortcuts  28

keys in index entries  125

L

language
default  22
specifying  30

linking frames  58

links, updating when loading  12

load options  10

locale setting  22

location of files  6

logical expression  110

long-click  27

M

main index entries  125

main window  27

marginal notes  52

marking changes  37

master document
add subdocuments  155
creating  153
creating template for  152
index  158
Navigator  157
planning  151
table of contents  158
text area, inserting  157

menu follows mouse pointer   4

menu items, inactive  4

menus, context  28

merge cells  69

Microsoft Word
comparison of functions  200
converting files   199

mouse positioning, options  5

multiple-pass find and replace  36
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N

Navigator
master document  157
single document  29

nonconsecutive text, selecting  42

notes  39

number range variable, defining  100

number recognition  17, 53, 63

numbering appendixes  92

numbering chapters  91

numbering first page other than 1  43

O

object bars
drawing  165
frame  176
graphics  182
introduction  29
table  67

Open/Save dialogs, options  2

options, setting up  1

outline numbering  86, 90

overwrite mode  190

P

page layout  
columns  54
frames  56
tables  52

page styles, defining  46

paragraph marks, displaying  14

paragraph styles  
description  71
finding and replacing  36

paragraph, hidden  109

paragraph, move quickly  42

password  38

paste unformatted text  42

paths to file locations  6

PDF, converting files to  187

PNG file type  171

pop-up menus  28

preparing a document for editing  38

pretty printing  11

preview in fonts lists, options  4

print black  16

print options for text documents  16

print options, OpenOffice.org  5

printer warnings, options  5

protect records (changes)  38

R

recording changes  37

redline  37

register-true  83

reject changes  40

restore view, options  5

reverse printing order  17

revisions  38

right-click  28

rotate an object  180

S

save options  10

scale (view) options  4

screen captures  163

screen font for user interface  9

screentips  28

search and replace   33

section
conditional  113
hidden  113
link to a file  144
page layout  55
remove  145

selection mode  191

sideheads  52

size optimization for XML format  11

snap to grid  15

spellcheck  30

spelling
check as you type  21
exclude words when checking  32
ignore text while checking  32
options, setting  19

status bar  190

status bar, configuring  191

styles  
Apply Style list   80
applying  79
changing  81
description  71
Fill Format mode  80
list numbering  84
new  84
new from selection  93
outline numbering  86
page  46
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removing from document  94
update from selection  93

Stylist  79

subdocuments in master document  153, 159

T

tab marks, displaying  14

tab, inserting in table cell  67

table
AutoText entry  64
convert tabbed text to  67
header row, repeating  65
heading row, creating  63
listing in document  134
merge cells  69
moving cells  18
number recognition  17, 53
number recognition   63
object bar  67
options  17
page layout using  52
position text in cell  68
rotate text in cells  68
spacing in cells  62
tabs, inserting in  67

table of contents
assigning to ToC levels  120
format, defining  118
generate and insert  124
hyperlinks for page numbers  122

table of contents entry  
character styles for components  123

TECHWR-L website:  163

templates  
apply different  77
associating with a document  73
changing  75
copy information between  75
copy styles to document  77
create document from  76
default printer  74, 75
default, specifying  75
description  71
importing  73
location of  78
new  72
predefined   71

text
nonconsecutive, selecting  42
pasting unformatted  42

text object  179

theme  
adding graphics  171
adding to gallery  168
copy graphics from  171

three-dimensional view  5

toolbars, fly-out  27

tooltips  28

track changes options   18

tracking changes  37

U

undo changes  41

unformatted text, pasting  42

update fields and charts automatically  12

update links when loading  12

user information, checking  25

user-specific settings  10

V

variable
change value  114
field, defining  110
number range  100

view options for OpenOffice.org  4

view options for text documents  8

W

watermark
defining  178
page style  180
removing  181

Web page
converting document to  183
default fonts for  16

word count  43

wrapping text around frame  186

writing aids  23

X

XML format  11

Y

year (two digits), options  2

Z

zoom factor, displaying and changing  190


