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Around the World in 80 Days - Jules Verne

overspread Passepartout's round face; clearly he had not comprehended his
master.

'Monsieur is going to leave home?"

"Yes," returned Phileas Fogg. "We are goinground the world."

Passepartout ppened wide his eyes, raised his eyebrows, held up his hands, and seemed about
to collapse, so overcome was he with stupefied astonishment.

"Round the world!l' he murmured.

"In eighty days," responded Mr/Fogg. "So we haven't a moment to lose.”
"But the trunks?" gasped Passepartout, unconsciously swaying his head from right to left.

'We'll have no trunks; only a carpet-bag, with two shirts and three pairs of stockings for me,
and the same for you] We'll buy our clothes on the way. Bring down my mackintosh and
traveling—<loak and some stout shoes, though we shall do little walking. Make haste!"

20:XEDER LB WA D2 #IRY 3 20

XEDEETOY V% ERT S
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TAA Ry I L, [BXRESITEREZ IOV I7]1ZERLET, CNT. BRE21ICRT L
SIS RURERBF—R—FZ2EAL TRZE@ARTTERT, 21

When Mary Lennox was sent to Misselthwaite Manor to live with her uncle
everybody said she was the most disagreeable-looking child ever seen. It was true,
too. She had a little thin face and a little thin body, thin light hair and a sour
expression. Her hair was yellow, and her face was yellow because she had been born
in India and had always been ill in one way or another. Helr father had held a position
under the English Government and had always been busy and ill himself, and her
mother had been a great beauty who cared only to go to parties and amuse herself
with gay people. She had not wanted a little girl at all, and when Mary was born she
handed her over to the care of an Ayah, who was made to understand that if she
wished to please the Mem Sahib she must keep the child out of sight as much as
possible.

Excerpt from The Secret Garden by Frances Hodgson Burnett
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—EHER. IRTER. BNHLSEEA
CNBDREOVWTNDEIYvITRE, FEBOOAVTHFIMNXZa—DIEBCRELUMR
HHb £9, above

=)Lz &5
XEEFIVITREE RESNEEZERITDHECZERTEET,
EIE
RMOBEZRESNIEFICESHRZIE T, XEMRESNIIGE. XELANEEIIE
ED
SGEICDOWTE, RTINS EBRZERA L TXXZEELET,
£TELE
CHUCED. BEOINTOEMANERLCERBEICESRIONT T, AT T v IICIE
ERATEEEA.
BICEIE
CNEA—bIL T FERLCESICEELE T,
TCICRY

CDREANE XICEEDNMASNT-EZICBEMCRZ D, BEEZTICRI AN TEX
o BERZVEFERA L THBZEBEIRZIZHE. REAVIIMEATET XA

FTroay
CDOREVHEIYwITRE 7T a>E4 7070 TN, - —EZOHEEER
L. ARIWNF v IR EREITZENTEET,

XA

BETIE [V—I]> [F T2 3 V] [EBREP [XEESIEP [4 723 V)T [ANKICSCE
FIvI)ZBMLET. CNEHESTEDICIE. [BRARILF VI 2EBMCTIHENHD X
To Flee ARNLF v IV—IZEALTLDOTHNEREZITD CEHNTE. ANKFICXERIE
TEMCITBELDBTEEY,

ANBONEF TV IZBMITHE. RESNAEIS— 3BT VKIRO TR ETRAINE T, C
DiT2E2)v o938 AVTFIAMXZa—(K30)HAHEETFI, 30

A apple a day. An Japple a day.
Bad article? Extra space.
Explanations...
Anapple Ignore
Ignore Ignore All
Ignore All Spelling...
Spelling... Set Language for Selection 4

Set Language for Selection 4 Set Language for Paragraph 4
Set Language for Paragraph 4

303 AETZ—OAYTHFIAMRAZa—30
¢« XZa—DRVIDELIE. 8 LVENTSCERBIZEHBALTLE T,
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e EOFID2FEBD A= a2—IEHIIFHEBTY, LD, TZTOHFHEE. T5—ICEETS
HHEHREIRE T DI Web R—IH BT E T, 30D 2FBHDRICESNZESIC. TOER

HUEREICOYTFR X T a—IcRREINEDITTIREHD EA. 30

c AXZa—D2BBDOEI I VI, HEINBEENHDIT, Ched)vidTsE.

XENMERICEDD £9, BREIOAFAIZZERICE>TWETH CZZ2IUvITHE T

F—DEREBE>TVWBRDRAR—ZADHIREINE T,

c XZa—0D3FHOEILa VTR RASNLEIS—ZERI B3N B 3LISRINT

WBARILAAT7O7ZHICT 2HZERTET XTI, 31
c AXZa—DREOEIIIVTIE. BRILIBBREOEFERETCET T,

K 31LICRIHITIE. BLDFEM.. . OLICYIRRAVAZELCE, RENTWVWBRIS—ICETS
MBRO URLDRRESNET, FH. 20V vITde, EBEDTSIHFICEFOURLL BT E

9, 31
Text language: Ab English (U5A)
Bad article? More...
Mot in dictionag =M
http:/fenwikipedia.org/wiki/English_articles#Distinction_between_a_and_an
A apple is good, Ignore Once
lgnore Rule
Add te Dictionany
Suggestions
Ansople | Correct
Check grammar
Help Options... Undo Close
S1IALERFEBAD URL R 9 ARILA A 70T 31
bl
BXDFTvY

an
+Hr

BMOXEF Ty ZIL=ILIE [V=IPP[F T a3 VP [EBREP[REOXEF Y V| TEIRTE
¥ 9, [Tools]>[Extension Manager]iC#&1L. [English spelling dictionaries]z &R L TH 5[4 7

IVRED "I YT TBIEDHTEEY,

RNFTvIDR—V(H32)T. FxvI93EA. RETIER. BHEHRITSIEAZERLE
To BIMDXEF TV I ZBIRLIE. CNSDF Ty IZBMIT BICIE. LibreOffice Z HitcHh

TB3W FFaXYhZBHRAAATIVEDHD T, 32
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Grammar checking

Possible mistakes Capitalization
Word duplication Parentheses
Punctuation

[E) word spacing Em dash
Quotation marks [E Multiplication sign
Sentence spacing Endash
Apostrophe Ellipsis
More spaces Winus sign

Others
Convert to metric (°C, kmih, m, kg, )
Thousand separation of large numbers

Convert to non-metric (°F, mph, ft, Ib, gal)
K 32:8MOXEFTY oA T3> 32

MEFTVY
£ DS 3/EEL
with it's, he don't, this things and soon ¥, T>—DEEZF v I LFX T,
AXF
XEDANFZFTvILET,
BHEDER
BEDESE lfand) « Tory « Tfory . Tthel TIRAL. INRTOEFBOEEZF IV I LE
ED

L
FEIMEsIBRFOELWVMEAEDEZFIVILET,

G1E

B SRR
CDATavIiITIAIETBERESNATVE S, BEROE—IR—XEZFTzvIL. ZE
FIF=ZBEAR—ZADEFAZTRLET. EVWAR—IADII—TFEBEDITTEIET BICIE
Frvh—%EHERITIIHELHD 95

5B
ChUZED. FTIIEIEXI—I7HHRILEIELWI &, DED. BB IURT[EIAX
I—IHDELVWARICEHA>TWVWB I EAEERINE T,

X DEkE

XEXDEICLDDAR=ZADBBEZHEIDEFT VI L. L DELE2DDRDHRIAR—X
RHB3HBEICRTLET,

TR MOT«
TRIAMOTZ7oZIELLV (BHIL7) SEREIBIOXFICEZBRI X T,

SDZBLDRAR—Z
BEEYr XORRD 2 DULERDBRAR—IDBRVHDNFTvILET,
emAva;endvia
NE5DA T avid. FNENAR—IADBVRA Y 22352 AR—ADHZIERA v a
IS HLLKIFAR—RADBHBEA Y 2B AR—ADHBEVWEA v all@EMIcBESIRZ
o COMEEIF. TEIERUFARATRELED,
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®EHIS
CDATaVIETIAILNTHEIRINTVWE Y, FEELESC LTEARAINDS Ixy ZIELLER
SCEEEICEIRR T,
HIEES
3DDEH LIEEVAR (ZILA by D) ZELVERESICESIBRZ ET,
Y1+ REEE
NTITOHEIELVWIA T ROMBRXFICEZBRIE T,

EDfth
ARy TR AUy T ICEHR
BEZoNIcZA TOBRUDEEZMDZ A TOBEMUDHREICERLFT,
REDOHDOTDIEE
XEDOOT—IREICIH LT, BRI S HIU EOREZZEHE LT, AVIZHEYDES
ELTERATSD. ISORH (RIOXFELTHRVWAR—XZEMR) Z2FEALET,

HRa CARBHRAOERTS
IVFER PR 2N SABRBOEVERES T/ LR TEET(E33). 33
1) WEEELIUYHLT. JVFHRA AT 21— OEBEERAY L LET, JOREL T
L—ZDH T A= 21— HEFRINET,
2) IR 2—HOMBFLETL—XES Yy LT, XERTHRBRTINTL 585
FRTL—AEBIEZET

1ho ot averal meanings,
wdiat  copy acement word frot

Paste
Paste Special b

=== Clone Formatting
8SICS  Clear Direct Formatting

Character |
Paragraph |
Bullets and Numbering »>
Insert Comment
—  MNext E
. Previous | -
dwelling
home
Page Style... sk
abode
: : ; habitation
iwelling, you will see dwelling, ivinlRns heuse
building
Thesaurus...

K330V TFRAMXZa—DRAEFE 33
EREFHIINBOEUDOIDEEG VI ERBLET, PV —-SRZFEATBICI3

1) BFEEZzHIJVv oL, AYTFIXMXZa—0D[Synonyms)Z R > kLT, [Synonyms]t
TAZa—DERFEHA] 27 ) v I LET, KB ZERMLTILLIL), 33
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2) EHRFEHHUACTOJ(H34)T. BEROERESICHIHEELLIITL—IXZHBIRLE
9, 34

3) [BE#]ZzT) v I LT BRZITVET,

fce ZIE. Thousel CWSHBENEZSNIIFE. YV —-JRIMERE. BR. BET_ERLCZS
CWK DD DORHKRZRML I T, BETIEHERD) X D SBERFEZERLE I, £DoH. FFEIC
DWVWTIE FE. R F. FEV. ZOMOBRKEMNRTINE T,

XE
REDSEHICHEREFED A VI —ILETNTUVWEWGEE C OMEEIZEINICED 7,

0] Thesaurus (English (USA))
Current word;
house Il English (USA) =
i
T Alternatives:

1. (noun) dwelling (generic term)
dwelling (generic term)
home (generic term)
domicile (generic term})
abode (generic term)
habitation (generic term)
dwelling house (generic term)
building (generic term)
edifice (generic term)

2. (noun) legislature {generic term)
legislature (generic term)
legislative assembly (generic term)
legislative (generic term)
general assembly (generic term)
law-makers (generic term)

2 Ml hnildinn fnanaric tarm

1 Replace with:

dwelling

Help _Replace Cancel

M BHREHHRIIEFEOREFRZRMT 5 34

BEZN1I7A2—3293

BEDODNA T7R—2avid. 2DODHAETITRICITO CENTEZX T, 1 DIF Writer ICBEIRIICITH
BRAERZAINEEDNA TR —>a VHEZFER)T. S LDIFBAORGLFI(V T M)NT
72— a>EREICIGCTEHTITOALETY, Fhld. ol N1 7%= 3>LBVWIEE
BIRTETET, TNENOERBICIIRFTEEFRDHD £,

B#/N1T7Fx—>3 >

CDATaVIFRRAINEERAL. ROR—JTHEASNTWVWB[Y —IL>[F TS a3 V]0FRRK &
DEBFEINET,

BHEOBE/N\M I7RX—a>EF 0 FIEA TICTBICIE:

1) YA RN=—DREAINRZTZ2I )y I LT REZANTyvFRZRACLFET, [BEXZMILE
FET)|T. BERBIAZANINAZAIN)ZET ) v LTHELE]ZERL X7,
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2) [RERZAIIIZAT7OJ(E35)T. [(FEK]ZTICBBL£I, 35

3) N 7= 3T, [BFNZBRICISBRERLE I, BBINTAIRX—2 a3 h 42D
Ha. WOREITBIHNDEEZRET S LHTETET,

4 OKZo7JwoL. RELEXT,

XE

EEIZAIDEREIXRZAIDINA TRZ—=2 305 FINCTR L. ZEIZAILICED
CHDIRTDEZARAILICHELE T, ezid. RHLICNT 7>Z[FIH1=< &
WBERYE. NI 7R =23 BB RBVWELSICHORZMILEZEICEETE
F9, EEIRZAILICETVTLWAWVWIRZTIIIREZZ(TEHA. BEXXTILDEE
MUICOVWTIE. COXRZaV7IIDESEEFIEZBRLTIIEEIL,

Paragraph Style: Default Paragraph Style 4
Highlighting Tabs Drop Caps Area Transparency Borders Qutline & Numbering
Organizer Indents & Spacing Alignment Text Flow Font Font Effects Position

Hyphenation Breaks
Aytomatically; [ insert
[J Don't hyphenate words in CAPS Type
2 = Characters at line end Position
2 % Characters at line begin Nith page style l:l
0 = Maximum number of consecutive hyphens Page number. c

X 35:BH/N\1 TRx—>3>&EF TS 35
[V=IP>[F 7> a VP [ERREPNEFRSE]| TN 7R —2a VDREZRETITET, BEX
RALINISEREBDOREDNHDH5E. CNOSDEREBEIFVWVWZICHD £T, XEERIZIETHREL
N1 ITR=23>oFToavid. BEXZAILTNA 72— a3 > A ICB>TWVWBREEICOAE
MTT, RAT7ATDTEICHZ A S a> T FICRZO—=ILLTNA 7%= a VB EXZRDT
9,

Options

Minimurm number of characters for hyvohenation: 5 | A Edit. . ]
Characters before line break: 2 —
Characters after line break: 2

r Hyphenate without inguiry

2 Hyphenate spedal regions "

36N\ TH—=a3>F T3 VDERE 36

N 72— a>DOR/NXFH. FLEFHITORORNNFREZEETBICIE. 71 T7LEFER
L. 77> 3> w0 a>oREIRE V%= 71) v LET,
BELONT TR—> 3y
N 72— a VEENRB LABVEEBEZFET/N\T I7R—23 03385 ICKOENEWVWC
EEIBELET, CORYIIDBRTNTULAWES, HENEB NV IFH T/
TOHBANTEZHAA47ADHETET,

BFREEONT T Rr—> 3>
NAT2=2 3 VB E Avd— BLUVTYE—TRITEINB =B ELET,
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FENT T4 >F—>3 >

HELZFET/NMIXZ—23>T3IC1E BEONA 7 EFERLEVWTLETV, BEDNTT Y
lF3. TEXREEBMELIFHBRLED, 9= T4V M AXEZZELT-E SICHEHELTERICK
CTHRTRINET, KDIS. BERIGEICOARTEINBY I N7 %=FRBLED,

BIEBERICY I MNA TR BEATIICIE. N ITVERRTBZIEFHRZI Vv I L. Cir+N1 T 2(X
1FREBE)EFHTH. BASHRELES>BAVIMNTS 7 0%FHALEY, COERZEOBH/N17
F—=2a hFTICB o TVBRHEETH, BENMTORRICHDHE. COMNETEHEN/NT TXR—
arvEnxEd,

A—FIAL O L 2ERTS

Writer D — b L 7 MEREICIE. —RBHBARILIZAEANIS—ORVWI I MAFENTED.
BEWICEBESNE T, HHANTF. BXF. LUV EOMOESZHATZHDOI-RFHIENT
WET, MBEORHXFZEMTE X,

Z—raL T ME. BERAL I M=)ILEINTWVB & FIC Writer TEICHED 9, —SRDHRE% &
MCLieh, MOEEEZTE LD, BE2ICATICLIEDTEFd, A—bIL I EATICTBIC
i [VY=ILP> [F—FIL Y R [ANF]DOF v IEHNALF T

MEOBEREERXFEEEBMLID. LibreOffice TIRETNTWVWRHDEZTE LD TETET,
[V=IPP[A—raAL I Rp[A— AL I NA T a>EERLT A— LI M T70O0%H
ICBHLEFIT(K37). BIRE T T, BIETRTFAMNXFINCEZEDHEEEETEET, 37
Writer BMFED ARILDE#RT 3 % EIET 3I1C1F. BRRZTICBEL. BEEORTEBEARTL

T, HIFfZO2Uw o LET, VRAMIFLWARILZEMT BICIE. [BIRZ T D[EFE]|RY IR L
[BRIRy IRICAFTIL. [FR]Z2I7)vILET,

B21. A—YHY—A A —Tx—IANVT> bqg77E 2, XETDEEEX 61



&) & AutoCorrect

Replacements and exceptions for language:  English (Australia) E
Exceptions  Options  Localized Options ~ Word Completion
Replace With
/| Text only
XC) © New
*R) ®
{tm) P Delete
- —
s —
. -
L —
1/2 ks
1/4 La
3/4 Ya
abotu about
abouta about a
aboutit about it
abscence absence
accesories accessaries
accidant accident
accomodate accommodate
accordingto according to
Help Reset cancel | (SN

7:A— ALY A 7O D[EH]R T 37

et

LibreOffice ICld. A— AL I b TT7 UV RAIRERSHRXFZDOLEL Y A MHHD F
Fo fcZIE. ismiling: EANTRE. A—FOL Y MIOICESHZFT, ©. F
7zl (c) IIOICEEEINET, . £/, BODORFHREXEZEBMIT S cHTEFET,

RAT7OATDAT>aV]ZTe[A—ATAXASNEFA TSI VZTICOVWTE. B4 ERREX
B)D F—bT74—<Tv bl ZBRLTIEETL,

BT ZERT S

HEOHMTNBMICR>TWVRIEE. Writer FANLTVWBEEZHAILLS L. TOEFEZ Mz
TBLDIRELE T, BEZRITANSICIE. Enter F—ZIRL T T, ThUADHZEIE. AN%
BT E

BHEOMTELZICTSICIE. Y=Il>F—rOL I b>F— AL bF T a>>T— RgTmERE
R, [T—RETEBMICT B)DFIRE R L 95

Z—br3IL O MR 707 (EEOHT IB)DEBOHTR—S TREDAZIAATEET, 38
o FZFANSNIBEEBORICAR—IAZBEEMISENML £,

© ANFICTFRZWTIZDTIIBLS RESNIEEZE P LTRRLEY (BEE
DLEICHA—VILZBEETEY) o
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s XETHFRITHCSICHEZREL. BTHONETHRAI S1OHICHEZREI 5D\ X
EZHALBETICU X D SEEZHIRT 24 T2 a2 ERLET,

s REINKERHLBEZITANDF—ZZELFT, 77> avid. AXKH. End
*—. Enter (UX—Y)  AR—ZAN—, LU Tab T,

s HEODHTDIEOHICEEINIEBEORAREEEINZIR/NOEEBORIEZZEELET,
e HEOHERVIAMDSHEDODRHLEZHIFRL XY,
O @ Auchri:'ecl

Replacements and exceptions for language English (Australia)

Replace  Exceptions  Options  Localized Options

Word Completion Collected Words

Enable word completion Collect words Delete

Append space accepted

Show as tip addition
Additional
Advanced
affected
alternative

Accept with: < 4
Min. word length: |8 (]

Max. entries: 1000 |5 | Altematlwely
5k alternatives

Apostrophe
application
applications
appropriate
archived
assigned
attributes
Attribution
AuntnCnrrect

When closing a document, remove the words
collected from it from the list

38 HEDHTDHAAZT A X 38

XE
BHEEEMTIE. XEIC2EIBUREEZ AN LIKICERN T,

EEIXEERTS

ERAEFERALT. XE. ®. 714—ILF B, $LVCZF0MO71TL%xRELTEBIAL. &
HICBETERLSICF—DHEAEHHEICEIDYETET, eI, TOTL—XEFERBT B
THREER CANTB3R0DIC. Tsml CAALTRF—%2#HTe. CNHQHEEREATS
ERNEHRETETET,

BEXIZ. 714 —LFICEIDETONLBAICKISENTY, BE17, 70—/l Z2BRLTILEDS
[
EEXEEE TS
—HMONEZEREX L LTREFET BICI3:
1) XEICXEZABNDLED,
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2) XEEERLET,
3 [V [EEXICRELEY (FECrl+F3ZE|LEY) o
4) ERGA70OJ(R39)T. LRIRY I RCERTDEF ZANILF T, Writer (31 XFD
Pa—bAYhERELEID. CNIFEETETFT, 39
& @ AutoText
{7 Display remainder of name as suggestion while typing
Name: Chapter Shortcut: Ch
> Business Cards, Work (3 ¥2x 2)
My AutoText

# Only for Templates
» Standard

Save Links Relative To
File system Internet

Help Close | AutoText = Categories... Path...

9FHAEHIRH LEBEOER 39

5 TEXORELEBEBOHATIVEERLES (] My AutoText) o

6) FAT7ATDTMICHIERNARRZ>ZI) I L. XZa—h6 THRL EAEFRICER
BLERENICHEDERERFIED)F T THIR) (XEBEDOH)(EEXICEART Y DA
DOERZTERAIEZ)ZERLET,

7) L322y I LTXEICRD 9,

t’t)h
EESTARAZS O FICHBM—DA T 3 Vhi1 Vk— F DS, TEYOLEEASL
TUEWA. XEHOYEMBIRETNTOEE Ao

REERNE LTHRET B0
1) REERL. FLIZAHETERARELEFT
2) REFEIRLZFT,
3) [V [EEXICBEBLEY (FXECrl+F3%Z#HLEY)

4) BEOOREIZANLET(FF. BRESN 3 —bAy b 2BELT. EEARHLE
DRFEZERLET)o

5) BEXRAZ>%=I )y L. FRIZERLIT (ROEXAZRFTIIDH) o
6) L2221 v I LTXEICRD T,

EEXEHEATS
RN ZRATBICIE. >3- bAY b2 ANLTR3Z|BLET, <
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BIRINTEFEXD U X ZHIR T3
ERXDORHELED) X MZHRT I
1) Yv=Ilk7O/IRVODBB/EARZERLET,
2) TEIZESIHASDYIO] T. Gimmicks ZIRL TERBEL X9,

3) EENZBEIRL., BIDHTZIVYILFET, REDERNDODRHLED) X ME. BIOT
FRIXEBICEHINE T, TORIDNEZHRTET X,

Basic Macros X

Macro Name
InsertString ToCell

Macro From Existing Macros In: AutoText

=] My Macros " InsertString ToCell

= |2 LibreQffice Macros Main Edit
|5 Access2Base
|5 Depot Delete
[=£] Euro .
|| FormWizard Organizer...

= g Gimmicks
b AutoText

Assign...

" ChangeAllChar:
o GetTexts

40:BEARvoO4 1704 40

FRULIENEDANFEINXFDEET S

XEDT—AZFTIERLKEEFTBICIE. EXZEZBIRL. XZa—N—DS[XE][ER]ZFERLT.
KOWTNHOEBERLE T,

s ARXF INRTOXFNAXFICED XY,

o IIZWXF, WWIEBEBRFALZKRODAXZEICAD £75

o HAUNT—R, BIRLIEEEBEEZAXFE. I\XFE. AXZICTDBEZIRTOEELZAXFE

ICLEd,

s NDIFE. RVIOBEEBOANANFICAD £ (BYIABFE—FEID) o

e TARTOEEBEANFE. INTOBEELEAXFICLET,

* tOGGLE CASE. IR TOXFE=RMDXFICEEL X,

s IRTOXNZFEEMNENIT > b A X TAXZFICERT VDA ZE,
Writer IC1E. ZEEENFOANFDIEEEZBE#LT I3 AEDNHD T A EBEXFOAXFDIEET
. TEMNICERELINTULVEAEVWIL—IILTERINIRBEOY Iy FERSE., IRTOEENAX
FICBDET, el AXFOIRTODEEZFALTHS. AXFICLTEKRVWEEZETT S
CENTEFET,
2R > IXE ] XZa—ICld. KF. fHE. EASEXFELRE. WSO OFEFERFZEL T 3
VHBENTWVET, POTEBOYVR— D EMIR-TVWBRIGEE. POPT7XETHERIND AT
2arvHVWoOrH b ET ¥R, ' O6h . XUV HEHFTTY,
XFERATOATELIIXFERZANINEFERLT. XBEOAXFEC/INXFEEETDZICDHTEETD,
MEX > IXF] ZFRL. (742 bR 2T®4DEI7 Vv o LTH S, FHR-KXFE/N
NF: ] Ry IATAXZDEEZEIRLET, 41
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Font Font Effects Position Hyperlink Highlighting Borders

Font Color
Font color: [ |Automatic v
Transparency: | 0% +

Text Decoration

Overlining: (Without) - [ JAautomatic -
strikethrough: | (Without) -
Underlining: (Without) - [ ]Automatic -
Effects
Case: (Without) - Hidden
Relief: (Without) Outline Shadow
UPPERCASE
lowercase

Capitalize Every Word
small capitals

Help Reset Cancel oK

UXFHAAT7O7 2 ERLTAXFUNFZ2EET B 41
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IEC®IC

CDETIE. Writer TXEXIRIEFTRT2ODLIDBERY —ILICDOWVWTEHBL £75

s HAHAHDSEY—I

s TALNRA—REETCEELRRREBROAE

o ZEOEBHCIXYLDEA

. HFCEXRZE

s XEDMOERAADY VD

. 1TES
COETIF. F2E TFIMDRE  ER) THAINTULZEARNLRTFI MEMTICHEBEL TL
B2IrEFIRELTWVWET, [VY—IL]> [# 7 3 ]> [LibreOffice Writer]> [EXH7R— KT, BBED
BhOoDw—0. 27, HITREDEXAREDIRTIZ L ESBOHLFET, EXARENEICDOWVT
IE. BEA4ZBRBLTIETL,

HAHAHDERY —ILeERTS

Writer ICIE. AILXERNTERDODESBERECEZHENY. CEIELSETNELZER T BHEEIC
EE%FHICTIVCDHDOY—=ILABEEINTUVET,

o [V [EFE]DKEE

e XTSI TOEZBRTE

o EEIAZAIENFERZAI

o RT—HRIAN—THIBTRELKLEE
TEFZAMEROEEZ#ETEITHAELAAIE. ELLWEEZFEHALTARILZFzvI L. A—r3L
JREBT—TIL. V=R BLUNAT7x—=2a3aVII—=IIloO—hZ4IAN—-2 3 > %BEBAT
FBETY, BRLIESEEBONEF TV IHEDFATEZGELRHD 9,
BERFIIXFEDTIN—TDOEER THL) (RRILFzvI%2THEWV) ICKRETBRLHTEE
T COATTavid. ARINZEFTv I LIEKBEWVWWeb 7 RLZAR IO S I VIEEBRIRY
FaroOXEZBATZHEICHFICENTY,

V=L DEF> E5E

A= 2—N—O[Y—L[EHE|T. XELK. BLOBE. FrFELOBECXTOSEERET
& (W 42):42

o BIRA. BESNAEEEBRINXEICERALE I, BRATZSEBNMT I XZa2—IC1)
A REINTUVAWGSIE. [l ]2 BRLIXFIZr 707 =T £ 9,
e EKER. BECNIER/EN—VIDOHZERZFIEBLEY, BRAITZIEB NI I XZa—
ICUXRENTVAWESIE. M. ) 2BRLTXFIZI 707 BT £ 95
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DEEDITOH T,

mimi X BSEDRBDITOEEICIE. 3D2DA T 32 EBTET IS, CNid. mlmhi

z D 154 #® D 7 D B iS El °
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Indents & Spacing Alignment Text Flow Outline & List
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Center
O Justified
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Alignment: Automatic

Properties
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» Character M= D

v Paragraph = A
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Spacing: Indent: f%\f’
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$§ Spacing: 1
$§ Spacing: 1.15
$§ Spacing: 1.5
1= spacing: 2

Custom Value
Line Spacing:
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Single
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Line Arrangement Padding
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Line Shadow Style
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Font Font Effects Position Hyperlink Highlighting Borders

Family: Typeface: Size:

Liberation Sans Regular 11 pt

Lao Sangam MN Regular 511 pt

Liberation Mono Bold 12 pt
Liberation Sans Italic |13 pt
Liberation Sans Marrow Bold Italic 514 pt
Liberation Serif |15 pt

Linux Biolinum G |16 pt

Linux Libertine Display G |18 pt

Linux Libertine G |20 pt

Lucida Grande |22 pt

Luminari |24 pt
| Malavalam kM 2R nt
Language: English (USA) [+ ] Features...
The same font will be used on both your printer and your screen.
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Transparency: 0% |f|
Text Decoration
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Underlining: (Without) E Automatic
Individual words
Effects
Case: (Without) E Hidden
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[ was walking through the Dockyard in a panic,
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The Old Salt

[ was walking through the Dockyard in a panic,
When I met a matelot old and grey.

Upon his back he had his kitbag and his hammock,
And this is what [ heard him say.
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Peter's Favourite Poems Page 1 of 4

The Old Salt

[ was wallkking through the Dockyard in a panic,
When I met a matelot old and grey.
Upon his back he had his kithag and his hammock,
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Example of evenly distributed columnsq|

Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Proin vite
odio quis orci placerat faucibus.
|Aenean in urna massa. Nam feugiat
tincidunt massa nec mollis. Morbi non
diam id lorem posuere placerat.
Suspendisse potenti. In consectetur
aliquam libero at laoreet. Pellentesque
‘mattis lobortis consequat. Ut tincidunt
nunc leo, at tincidunt quam. Donec
augue massa, vehicula et elementum a,
facilisis vel odio. Pellentesque habitant
‘morbi tristique senectus et netus et
‘malesuada fames ac turpis egestas.j
Praesent eu mrpis et nunc scelerisque
fringilla id sit amet arcu. Nunc omare
faucibus risus, cget congue ipsum
sollicitudin ac. Curabitur mauris tortor,
consequat eu elementum non, feugiat
imperdict lacus. Aliquam felis diam,
placerat a laoreet in, vulputate vite
velit. Morbi rhoncus aliquet nisl, eget
sagittis dolor tristique at. Lorem ipsum
dolor sit amet, consectetur adipiscing

elit. Donec fermentum lacinia quam, ac
egestas emt accumsan et.

Cras luctus loreet turpis, sit amet
posuere leo cursus ac. Phasellus ulrices
‘commedo quam auctor dicum. Cras
uma ligula, fringilla id ultricies
rhoncus, venenatis consectetur quam.
Aliquam diam nisi, aliquam sed iaculis
in, tempus eu tortor. Donec eleifend
placerat ipsum in suscipit. Etiam at
nulla mi, at tincidunt sem. Aencan mi
erat, adipiscing ac vestbulum id.
porttitor ac ante. §

Vivamus pretium dui in arcu porttitor
sagittis. Vestibulum non magna elit.
Cras hendrerit nisi a arcu pharetra
‘accumsan. Proin eussmod iaculis sem id
fringilla. Maecenas vitae ligula et nulla
scelerisque euismod. Etiam mattis
fringilla pharetra. Aliquam purus nulla,
malesuada quis tincidunt id, scelerisque
at ipsum. Maecenas urna odio, cursus
cu faucibus vehicula, fringilla id metus.

1

Example of “snaking” or “newspaper” columns

Lorem ipsum dolor sit amet,
consectetr adipiscing elit. Proin vitxe
odio quis orei placert fucibus.
‘Aenean in urna massa. Nam feugiat
tincidunt massa nec mollis. Morbi non
diam id lorem posuere placerat.
Suspendisse potenti. In consectetur
aliquam libero at lacreet. Pellentesque
mattis lobortis consequat. Ut tincidunt
nunc leo, at tincidunt quam. Donec
augue massa, vehicula et elementum a,
facilisis vel odio. Pellentesque habitant
morbi tristique senectus et netus et
malesuada fames ac turpis egestas

Praesent eu turpis et nunc scelerisque
fringilla id sit amet arcu. Nunc omare
faucibus risus. cget congue ipsum
sollicitudin ac. Curabitur mauris tortor,
consequat eu elementum non, feugiat
imperdiet lacus. Aliquam felis diam,
placerata laoreet in, wlpln:ne vitae
welit. Morbi rhoncus aliquel eget
sagittis dolor tristique at. Lorem ipsum
dolor sit amet, consectetur adipiscing
elit. Donec fermentum lacinia quam, ac
egestas erat accumsan et. §

Cras luctus laoreet turpis, sit amet
posuere leo cursus ac. Phasellus ultrices
commodo quam auctor dictum. Cras
umaligula, fiingila id ulricies
rhoncus, venenatis consectetur quam.
‘Aliquam diam nisi, aliquam sed iaculis
in, tempus eu tortor. Donec eleifend
placerat ipsum in suscipit. Etiam at
nulla mi, at tincidunt sem. Aenean mi
erat, adipiscing ac vestibulum id,
porttitor ac ante. §

Vivamus pretium dui in arcu porttitor
sagittis. Vestibulum non magna elit.
Cras hendrerit nisi a arcu pharetra
accumsan. Proin euismod iaculis sem id
fringilla. Maecenas vitae ligula et nulla
scelerisque euismod. Etiam mattis
fringilla pharetra. Aliquam purus nulla,
malesuada quis tincidunt id, scelerisque
atipsum. Maecenas urna odio, cursus

eu faucius vehicula, fringilla id metus §
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- Options  Wrap  Hyperlink Borders Area  Transparency Columns  Macro
Size Anchor L
Width 0.50 cm [z] _) To page
- To paragraph
Relative to | Paragraph area v @ et
) . 1 To character —
AutoSize )
As character
Height 16.40 cm (2]
| Relative to Paragraph area <
AutoSize
| Keep ratio
Position
Horizontal |Center B by 0.00cm |:| to |Paragraph area B
Mirrar on even pages
Vertical Top B by 0.00cm |§J to | Margin

Keep inside text boundaries
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(K 143)2FRL F 9, 143

0@ Frame
Type Options  Wrap  Hyperlink - Area  Transparency Columns  Macro
Line Arrangement Padding
Presets: _’EEE’T Left: 0.00 cm |é|
User-defined: Right: 0.00 cm |é|
Top: 0.00 cm |é|

Bottom:  0.00 cm |f|

Synchronize

Line Shadow Style
Style: — - Position: ’F ’F IF ’?
Color: M Black - Colaer: Black
Width: 0.05 pt |é| Distance: |0.10 cm |é|
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None Color Gradient Pattern Hatch
Bitmap Options Preview
Style:
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Size:
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Scale
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Tiling Offset:
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Area Transparency Mode
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Transparency:

) Gradient
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Border:
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SRL TSV, 147

& Printer Setup
Printer

Name: |Brother HL-2130 series &

Status: Default printer
Type: Brother HL-2130 series CUPS
Lacation:
Comment:

Help Options... cancel ([CLID
147: 7)Y R/EL A T AT 147

ENRI A 1 7705 % &£/ L < ENRI D 1

ERZ & 5ICHHEd B ICid. BRIZ 17704 (7 7))L > EIRl. Ctrl+P (macOS Tld $8+P). F7:
ISAZEEY — )LN—OHIRI 71 3Y) AL £9, HRIZ 1 707 ONERIX. Windows & Linux Tl
macOS LR D 7. COETIFFIRICHAINTUVE T,

Windows #4£ ' LINUX ToHIFI& 1 702"

Windows & Linux Tl&. EIRIAZ 1 705 (K 148)ICI&2 DDRTHHD. UTDEI > 3> THET
3L&35I1C. FECTA T a>v0EEZRIRTEE Y, 148

—HRBEIRIA 7> 3 & #EIRT S
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General LibreOffice Writer
Printer
8.27 in (Ad) BBrother HL-3170CDW series Printer j

Status: Default printer Properties...

Range and Copies

(@ All Pages
(OPages: 1
Selection
Include: ’Odd and Even Pages j
[+ more

Page Layout
Paper size: ‘A4 8.27in x 11.69in E

Orientation: |Portrait Y |

11.69in

[+ more

[MPreview e /13

Help iM‘o'rg Optlois| Print | Cancel

148:Windows & Linux TOEIRIA 1 7704 148
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ANTAZAT7ODREIN, MASTEIIEDS, ERATIABNL 1. SXUHRIYT 3 RED
1 AZFERTEET,

[General]% 7 M[Range and Copies] 2> a > O TEICH B[R >Z o) v LT IRTOD
TEINER—CZBFT L DOOMBIY 3 7 TEA<. TESNEEAIBICAHEDERIS 3 7= ER T
BHESHZERLEFIXED 1 D2OOAE—DAHDHRI I N BG5S IFERHDD £HA)

EIR T 56D %Z#EIRT S

XBREOHRICHZA T, BLOR—Y, R—SORHE. FEXBORREEDOR TS LERR
TEETS
B DR—
1) BRIZA7OY0 MBACIE—) £523YT R—Y) £ 723V BRLET, 7
2 h Ry S RIIRBEOR—VESHERINET,
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1) HRAZA 7070 EEeIE—) €223 > T

IR=D ] AT g xERLET,

2) IR ZR—SDOR-IBSZANLITTHRIE. 1-4 7213 13711, FIZEOHEAED

),
XEXRIETITZTTavIR

DEEIRP

1) FFaxX>bT, BRT3&EMZERL. HIRZr 707 2RAET XIS
2) HIRIAZA 707 0HEEE AE—DE I a3 TRERKRA T3> T7 0710 TICB>TE

REN, TLE2— Ry I RIFBRSNIcEMDRT SN T I (K 149), 149

In addition to printing a full dog Print x
can choose to print individual - —
of a document. The details var General |[LeOffice Wister
described below. Printer
Writer and Math 8.27in (A4) Lexmark Universal v2 w
Printing an individual page: Status: Default printer Properties...
1) In the Print dialog, in tk Range and Copies
box shows the current O All Pages ® Selection
2) Enter the page numbe O Pages:
Changes to showthe § o Include: |0dd and Even Pages ~ |
Printing a range of pages: 8 # More
1) In the Print dialog, in th Page Layout
2) Enter the page numbe Paper size: |A48.Z?inx 11.6%9in V|
C(]mbination). Orientation: |Automatic V|
Printing a selection of text or g * More
1) In the document, seled

149: X EDFEREXDENR 149

lLibreOffice Writer] R 7 MDiEIREE
LibreOffice Writer 2 (K 150) Tld. A>TV DH Tty FM(EGRCELXER ) ZHRIT2HE
SH. XEZETHRITADESHXEICENEEZEINTUVRHEETH). BEHNICHEAINIZER
R=UHHRIT2HDESH. XERDOIXY FEEHRITEIHNESH. ECTHR| T A H ZEIRTEX
9, 150
EODITSCODHDIE. BRECHBWEREITRWEEDRHDET, eI, FFaX2hIOXV
HNEENTUVRWEE. [OX R ROV FETY URMIEDCED XY,

General LibreOffice Writer

Images and other graphic chjects
[ Hidden text

L] Text placeholders

Form controls

Comments: | one [document only

Color
[ Print text in black

Pages:
Print automatically inserted blank pages

150:ENRI4 ¢ 7O% @ LibreOffice Writer 2 7 150
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macOS O LibreOffice Print &1 7OZ ICIEWVWK DD DR—ISHRHBD. UTDEU > 3> THIALE
To CNEDOR=JF. A4 T7OJDEEOTICHZ RFOY FH I XA a—|l—EBERRINET
(K151), 151

Printer: & Brother HL-2130 series B
Presets: Default Settings s
Copies: 1 &
—
Pages: All
O From: 1 to: 26
¢ LibreOffice |
Layout
Paper Handling
Contents Cover Page
! Print Settings
g ects

Supply Levels
Text placeholders
Form controls
151:macOS TOHIRIA 1 700 DR— 151

—ARRVBENRA 7> 3 V& #EIRT S
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 HRlT2IE—D#
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c HRITARBR—COEE. BREEDIS T4 vIF T b ERTONE. XED
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LibreOffice Writer

Contents
Page background
Images and other graphic objects
Hidden text
Text placeholders
Form controls
Color
Print text in black
Pages:
Print automatically inserted blank pages
Use only paper tray from printer preferences

O All Pages
Pages:
Selection

Comments Mone (document only) &l

Brochure
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Choices on the LibreOffice \
In the LibreOffice Writer section of the
« - What contents to print: page bé
text placeholders, and form cpt

« & Whether to print text in black, it

+ 2 Whether to print automatically i
of contents.q

* » Whether and where to print cor
» » Whether to print a brochure (s€

&< 10f1

Some selections may not be available
comments, the Comments drop-down

'Selecting what to print{

In addition to printing a full document, !
or a selection from a document.q

Individual pagef
To print an individual page, you ¢
Print dialog (Figure 3). In the top
From: and To: boxes. The previg

Consecutive range of pagesT
To print a consecutive range of p
dialog (Figure 3). In the top sectil
To: boxes. Or, use the method de

Non-consecutive range of pagesf
To print a non-consecutive range
7 11 22} vnu need tn uce the hi

Print

> | 3 Printer: @ Brother HL-2130 series (2]
Presets: Default Settings ]
Copies: 1 &
Pages: All
O From: 1 to: |1

LibreOffice

LibreOffice Writer

Print selection only
Contents
Page background
Images and other graphic objects
Hidden text
Text placeholders
Form controls
Color
Print text in black
Pages:
Print automatically inserted blank pages
Use only paper tray from printer preferences

All Pages
Pages:

~
v
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= More

(®) Pages per sheet: |4
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THE OLD SALT

I was walking through the Dockyard in a panic,
When [ met a matelot old and grey.
Upon his back he had his kithag and hammock,
And thisiswhat ] heard him =ay.

I wonder, yve= I wonder,

Has the Jaunty made a blunder,
When he served this draft-chit cut for me,
For vears I've been a stanchion,

['m the pride of Jago's mansion.

It's a shame to send me off to sea.
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Iwas walking through the Dockyard in a panie,
When I met a matelot old and grey.

Upon his back he had his kithag and hammock,
And thisizs what [ heard him say.

Iwonder, ves I wonder,

Has the Jaunty made a blunder,

When he served this draft-chit out for me]
For yvears I've heen a stanchion,

I'm the pride of Jago's mans=ion.

It's a shame to send me off to sea.
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BEIRLET,
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Repeat heading 15

Text orientation  Use superordinate object settings |4
Alignment

Vertical alignment  Top | <]

BIBROTANTA AT AT 45845 T 313

TESDY T IZEETS
ROTORT EHIDIBIZV S DD DHETHBETET I,

TILDHEDICI VR ZBEML. BARKNARTINILS, XVRDERZ>YZD ) YD
LTHRLEER BRARZENOMUEICFS YT L. NUVRREZUZ#LET,
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Table Text Flow Columns Borders Background

Line Arrangement Padding
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Line Shadow Style
Style: 1 - Position: [ [, 1 |
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Properties
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R THATE ANIENOBRAES ENEET. BV —LN—ERNEET. K 1K)
FAAYEIY v LET

CORITIE. ELEDOEILICHERIDRTIEINE T, EHRI 3 LILZEE5TT BICIF. 7. Fl. Ti3T
EHIDRAEDEINZFBIRT Z121F7TY, LEH>T. ReXE BIEDFIZEMT 3ICIE. Thz
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ESICTBRENHD XY,

Enter ¥ —Z##9h BAN-DREOF v IXN—TI%T7VvILET,
BERLICEIICERIRREINE T,
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AV E) DBE. EOMOATT—2Y —XTY, BHFHICLD. ERADEREDERZETH
EO3GEaNHBDET. eI Vv I LEY, 324

D Address Book Data Source Wizard — d *

LibreOffice lets you access address data already present in your system. To do
Steps this, a LibreOffice data source will be created in which your address data is

available in tabular form.
1. Address Book Type

2. Connection Settings This wizard helps you create the data source.
1. Table Selection Select the type of your external address book:
nment O Firefox
. () Thunderbird

(® Other external data source!

3245887 kL XkDFERER Z #IR 324
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3) YAH—RORDR—J(®325)T. [RERZVES Uy LET, 325
0

To set up the new data source, additional information is required.

Steps
Click the following button to open another dialog in which you then enter the
1. Address Book Type necessary information.

. Connection Settings

Settings

325:7 « H'— R DREERT DFIA 325

4) [EFRT—2Y —XDIERIR—T (K 326)T. T—ER—XZAT2BRLE I, COFITIE
ATy RY—h (REFFBERFa2XUE) T, "nzo v LFT, 326

Create Address Data Source >

Steps Select the type of database to which you want to establish a con
Database type:  [Spreadsheet ~

1. Advanced Properties

On the following pages, you can make detailed settings for the ¢

The new settings you make will overwrite your existing settings.

326: 7 —ZRN—RDBEDEIR 326
5 MOR—I(K327)T. [BR|ZIV v I L. FRABERZXRZECITZIA LY RI—MIB
BLEd, XTLYRY—k (REAERTaXVN) ZFBRL. T #2oUwo LTS
DR T7OJICED £9, 327

St General
Sleps
Path to the spreadsheet document
1. Advanced Properties C\Users\Jean\Dropbax'Jean\Drop | prowse..,

. Connection settings

R27: ALy R — b XEZZEIRT 3 327

6) EHNANELLBIUINAZEZTAMTBICIF. 47O DA TICHB[HERDT X MRAR
Iy LET(EI27T TR ETREINTULEEA), MERHERICHEISNT L. J
EWSXytE—UHRREINET, ENUADBEIF. T3 —AvE-—IDNKRREINZE
9o 327

7) TTZ20)vILET,

8) MDR—I(K328)T. [KN]Z2V )Y I LET, [T4—ILFEIDETRE>ZIUY IS
BREIFHD EFEA. (ELAFHHRIV 4 F—RFZFEALTVEHEIF. 70 —ILREIDHT
ATV T2RTT2UEBENDRHZEDHD T, 368R—IZHRL T LTV, )328387
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| J Address Book Data Source Wizard — O x

To incorporate the address data in your templates, LibreOffice has to know
Steps which fields contain which data,

1. Address Book Type For instance, you could have stored the email addresses in a field named

2. Connection Settings email”, or "E-mail" or "EM" - or something completely different.

= ction Click the button below to open another dialog where you can enter the settings

A Field Assignment for your data source.

5. Data Source Title ssign

There are no fields assigned at this time,
You can either assign fields now or do so later by first choosing:
"File - Template - Address Book Source.,.”

Help < Back Mext = Finish Cancel

M 328: 27 Ly RS—bhDIFE. [T4—ILREIDETRE>ZI ) v T LIRVWTL
2E\L 328

9) [T—FY—RRER—I (K 329)TlI. %AIT —FN—2(.0db)DFFR LIHFAD 5P 7 1 —
IWRIZRTENET, COBRZEBLED. T—ER=XT 71 ZRDGFRICREF L
DTEXT, [COTRFLRARDERZREDXZIREDAT|DERZHERL. [BR]ZY
Uy LTI 7AIILDIGFREARTIZEIRL 9, 329

F/-. PRLARGHBE TR ZZEEITRAICHTEET, CNIIERINT-EE]
T. LibreOffice g7 —2Y —XVZXANMIRRTLET, COHITIX. ZEMEFAHLAEAICERS

NTVEI,
[ ] Address Book Data Source Wizard — O >
That was all the information necessary to integrate your address data into
Steps LibreOffice.
1. Address Book Type MNow, just enter the name under which you want to register the data source in

2. Connection Settings LibreOffice.

3 Tahle Calartinm Embed this address book definition into the current document.

4. Field Assignment Location |C\Users'Jean\Documents\Addresses.odb Browse

3. Data Source Title iMake this address book available to all modules in LibreQffice.

Address book name | Addresses

Help < Back Mext = Cancel

X 329:4/17 7L 7 KL Xk 329
10) BT7TZ2VwILET, TNTT—EY—INERINF LT

EHEBHZEKRT S

CCTHAIIRLEMTIEENLGHETERESBHZFHTERT S LD, 364R—ID5MHES
ELAHHR VA —FZ2ERTEHICHTETEY, 383

1) #FR Writer XE (7 7 1 I>FH>SNEXE)ZIER T 5D, 7 71> TREOERER
ZHRELET,
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2) BRAEAT—RY—RAOABRRT[BEERR]>[T—F Y —X|(F 7 IE[Shift]+[Ctrl[+[F4]).

3) THA—LLEA—(COHBERMEFFRNICERTZIT—RY—RZBERLET, COTHILE—L
T—IIWT7 AN A—%=RBRAL. Sheetl Z:#ERL £J, 7RLRAERT—ET7 71 ILHBRRIN
F9,

Eile Edit Miew |Insert Format Styles Table Form  Jools  Window  Help
a1 O, [t - ; @ abg
S-E-H-0& @ nel &9~ A T H-L
Default Paragraph Style|~ w /% Liberation Serif “ljepe v B I u 5 | X2 X, iﬂ‘;
)7 e A Z
E@ ~~ ?-1_/' > z\l« H\L ? v Elﬁl
= =] Addresses SURNAME | FNAME | ADDRESS | AD2 | CITY | STATE | PCODE | COUNTRY |
Queries Car _ Tom 4 Wellingt Mew Zealand
=l [ Tables Carn: Jane 13 13 Alber Edinburc Scotland EHT 5LW UK
Caro A 14 | East Har London E6 1AB UK
= gibliography Can David 29/ Strathfie NSW 2135 Australia
Cart: Don 76: Cincinng OH 45233 Usa
Record| 1 [of 1057 DIC
L X L ;. L J; L J.3 L J.-l L J.E L

330:7—%Y —ZXMDER 330

4) CCT. AFHR. HTREZANLT INTOFHEEEI S ERHETZEREIIIEEL
9,
VEBIZH (REPERLBY) ICELRAKHRBI T« —ILRZEMTBICIE. 71 —ILFDR
HLZIVy o LT, FREOBYBRRAIVEFETRFIYILET, BEICIGL T, BMX
R=ZAREZDMDAFTRZEALTLEEV, PRFLRTOY I DEITORRKICH S Enter
F—Z#HLET

= (5 Addresses SURNAME | FNAME | ADDRESS | ADZ | CITY | STATE | PCODE | COUNTRY [f
Queries ' |

E [ Tables

— Click on data source headings here
= Bibliography ]
Record 1 of 128* Lo L |
L R IS S U SRS S U AU S
<FNAME=> <SURNAME> And drag to here to insert
<ADDRES5> fields in form letter
<AD2>
<CITY> <STATE> <PCODE>
<COUNTRY>

Dear <FNAME>=> <SURNAME=>,

K 331: 7 #—LLA—DARXIC T4 —ILRE RS w4 331

5) FhIeBDH Y FILT—ER—2Z(E330)Tld. W< DD DEFRTEHD 2 FB DEFTT(AD2)
D74—=ILREXEZEECLTVEY, XFZHRITAEEIICT7RLRTOYZICRREIND
AR D H B EATEHIRT 31881k, 358 R—J0D ME{ITENHEHITEI(H F>a>)) T
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RATNTLBFIEEEATE £9, TAUNDOBER. ROFIBISES T,
DA 7> 3 >)376

CNTXEZHRI T3 E MmN TEE LT
a) 77TV REERL. Xy E—RYITADIEVWEIUYILET,

330 ZER1T

6)

X

O Your document contains address database fields, Do you want to print a form letter?

Mo Cancel

332:% LIAHHIRIFESE X v —2 332

b) ZLRAZKERIZ A 7AY(®333)D[LIA—REZ>3>T. TATHOL I— REERIT
BN BIRLILO— REERITZNEBIRTS 9, HRT3ELZDOL O— REBER
T3l Cl F—#MLANSELI—REI Uy LEDT, LI—ROTOvI%E
BIRT 3ICld. OV IROBRTIOL I— REBRL., JOvIROBREOL I—RE
TZXZO—JLL. Shift ¥—%BLANSEEOLI—REI Uy o LES, FRITEL
I—-REEOBEEIEETZ_CHTIET, 333

TIORCERLI—ZXETBICIE [HAEIa>D[F) > R)%&#ERL. [OK]Z
Uy I LEY, Fld EFZT7MIIEREFELT. TOICREXLIIEARE TS
CENTEET, 3B59IR—ID EERF a2 XY FOREF] ZBRLT TV, EL
AAXEZ2REFT B 377

d) TO7OLEATERXE (T7FL—F) ZUEICRELTVLWARWVESIF. CCTR
FIB3HENDDEY, ERE/MTUTIL—hZ2EAT L. thOEHEEHDOIERNK
BICEARILINB D, B BEDLFT,

# =] Bibliography

Mail Merge >
P10 - BE 20 21 N oooo»
= [£] Addresses SURNAME | FNAME | ADDRESS | AD2 | CITY | STATE | PCODE |
+ Clueries Car -

- [ Tables " ear

| SheetJ IRy

Carrni

W
i g LI | STFATATIS W Sy EAES

Record| 1 v (M < >
Records Output
@..A.Jl {®) Printer () File
(] Selected records Save Merged Document
O From: 1 = To |1 = ave e -

of 106 (1)

333:% LIAKHIRIAZ 1 7702 333

EEFOMENF T3 >)
TETEIET 3501, ROFIBCRVET:

1) ZOBEICHRTRICTZIRBFORRBREZIU Y I L. AT« —ILR[EFET v —ILF]ZE

RLT[To—IRIZA 7O Ry I ReRBRTEXRLET,
2) [HEE]Z T ZEIRL. BRIEAR A T TR LESE]|ZERLE T,
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@) »=

=LRAGKERIY « ' — R (364 R—D)2 AT 35513, ZETOBIHMNILEZERL.
COFIBTHAY B1EXEZEETE EJ, 383

Fields

Document Cross-references Functions Doclnformation Variables Database

Type

Format Condition

Conditional text [Addresses.Sheet1.AD2]
Input list

Input field
Execute macro
Placeholder

Combine characters

Hidden tect Macro

Hidden Paragraph ]

334: %M EIRTEREDER 334
3) [EHFIRYIR%ZT )y I LT BORFATA—ILFZ2ERT BFRGDFHEZAILET, —

IR RIEUATDOEHE D TY:

V[ T—3R—2%.7—7I&. 71 —ILR4E]

LRI RATeBDT—ER—XTIE. AD2 7 1 =L RAEDE SH%E TR M T BEMHIERX
DEIICHBDET:

34 ICKRENTWVS &L SIS, [Addresses.Sheetl. AD2], 334

COEGEERIETZHDAZEL LT, NOT Addresses.Sheetl. AD2 & & T
Addresses.Sheetl. AD2EQ"'H'H D £ 95

4) BwAZIVYvILET,

ELAAXEERFT B
RIEPREDLDIC. 77 1IILADNFZ2EARELIEVWEEDHD XT, EDLHICIE
1) [ZELAHKHRSC70J(X333)T. @3 LI—FZFRL. [BHEI>a3>D[T7A

IVEBIRL T, R—J(R 335)DMDEREBIIC L £9, 333335

2) HNZzB—DXE(INTOXFZEL)E LTRETSD. BALXOXEL LTRET 2D &

RTEEY, oo 77 7IL0%RHE HA. EXNZEETET T,

Output
() Printer (®) File
Save Merged Document
(O Save as single document
(®) Save as individual documents

iGenerate file name from database!

Field: |SURNAME v|
Path: Ch\Uszersh Jean'\Documents
File format: |DDF Text Document o |

335:H %7 71 ILICIRTES B 335
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3) [OK22U v o L&Y, [BrZMITTREIZ I 707 T, RESNIBBFO I 71L&z A
Dl RETEZTAINE—ZFRLE T, 1L DODOXEICHRDOR—J LTERELTRES
nadm. BL20T7AIILSERE L TESHHTFSNET,

CNTHOXEZRET 5B LEAKIC. EFZRVTERICHEETET XY,

SR INILEZERIT S

SRNINF—IRICEFRBONRBICERINE T (BRINILICKEKELRBZEFRARTINET) AL 12D
IRNINDAEERIAIC—TI3BRICHERATETEY (REMAEFMATvH—. CD/DVD £7I13#D
MDOTATFLOSRILERY)

CO7OCR%ZMIBT BHIIC. FHAITZIFEDHEHETEINILOBEICSEELTLEETL, MBEDOS
NI AXZEEZTRZCHTEXT(FIE6 ZER), 6

Ot‘/h
ESARILICACEBHREMBILTWAIES. T4l 4+ 7O R DBANS 0

o [Z 7N [FE> [RRIDSTIEALET, [SANIEr7OT L [&RNE1T
OJIFIEBICETUVE T,

HIRR| D7 93
ENRIADSER S NIV ZEEHT B 1213
1) [Z 70N> FR> [ZNILZERLE T, [SNUFEAT7OTHRETET,
2) [SAL]R—T(H336)T. [F—EA—R]|E[R]EBIRL ¥, 336
3) [Database field| F O 74 I U [EREEIHS. FNILTERAIIRIDT 1 —ILE(CDH
TIEFNAME)ZEIRL. EREIRZ> %7 1) v LT[Label XEEFHICHEE L 95
4) INILBMERENBE T, 70 —ILFDEME. BERGFTR. AR—X, [T(ER)DEAZ
BT E g, K336ITIF. FTEHLIcINILDRIEINE T, 336
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5)

6)

| Labels ot

Labels Format Options

Inscription
Label text: [] Address Database:
<Addresses Sheet1.0.FNAME> |Addresses v]

<Addresses Sheet1.0.5URNAME >
<Addresses Sheet 1.0 ADDRESS >

<Addresses.Sheet1.0.AD2> Table:
<Addresses, Sheet1.0.CITY >

[Sheet1 v|
<Addresses Sheet1.0.5TATE>

<Addresses Sheet1.0.PCODE>

<Addresses, Sheet1.0.COUNTRY = Database field:
[COUNTRY v|

Format
(O Continuous Brand: |A\.rer}' Ad b |
(& Sheet S —

JE160 Address: 250" x 1.50" (3x 7)

Help Beset MNew Document Cancel

336:5e/ L 7= 5 \JL 336
—BDARL =T« VT RATLTIE. INIXERYZZADTICAZ7O—IILN—DRRE
n. BEORDOODPECICHEHD ZHRTETET T MOATIRBIDELSIC). 71 —ILEDE
KETICRTIN, BROBRODDODDBECICH B DD OHD FHA. BOFIE(RT v 7 8)THE
BCETET) 8
[RET|FOYTHEIVIRRTINILZA by I 2BRLE T, TORETOH 1 TH[FEEF]
FOyFH IV X MMIRTEINE T, BEBINILOY AR FZERL. FIRTIC
EAET) INILD—FDRUIMIBRVESIE. FIEG)IEAE T, 76
BRESILUANDIRNILEERT DI
a) [FNIR=DD[RA TRy VAT[A—H—]ZERLE T, RIS TSR] X470
g0 TERI R=2%Z 0V v I LFFT(H3I37) FINILUIKRTENTWVBTEZRE L.
ERDENTNDRY I XICAHLEFT, 337
- KEEYFIE BHETZSANILOEHBDERTI,
- BEEYTFIE. INILDLEEwmREZEDT S TDINILD EimDEDIERET I,
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7)

8)

9)

10)

Labels >

Labels Format Options

Horizontal pitch: m

Vertical pitch: | 1.50"

Avery Ad [User]

Width: |2.50"

Left margin H. Pitch
Height: | 1.50° = *

Left margin: | 0.28" Top margin

Width

Top margin:  |0.60°
Rows

Columns: |3 V. Pitch

1k 1k 1k 1k 4k 4k 4k 4k

Rows: |7 H Ellg ht

Page width: |8.27"
Columns

LI LI

Page height: |11.68"

Save..

Help Beset MNew Document Cancel

X 337 HEICISC TREZEELE T, 337
b) FNNLTFTUTL— b 2BERERIZARMEDNDHIHEIF. INILTTL—heRET
EEY REIZIZVYILET,
c) Ry TT7vTRREINBEREINLER]|ZA7OJT. SNILDT SV R4 TD%
AZANLET, [OK]ZIU YT LET,

[SAILEATOY(F T3> 338)D[R]EZT T [AEERAESE 3|4 7o a v ERRLE
9, 338

Labels >

Labels Format Options
Distribute
(®) Entire page
D Single label Calumn -

4 F

338 [SARIEA TOTD[F T 3 >]2T 338
FRRFaXMNZIUYILET, CNT. —EQOTL—LEZELIR—JSDORFaXY
EOMERTNE LT BIRLEEZATDOISRILTEICLIDHD., BIRLI-T—42Y —R1EFR
TA4—=ILEDBANINTVET, COXEIZIFINILDNLIR=J LI BRVELSICRZET
. BRI FZIFRERESALEDIE. T2V —XDSRBIRLIZIRTOLO—RICF LTt
PHER=TEZFOLDICIERINE TS
COXETIEF. YV=IN—D[X—7DEAREDYVIDBXRE Y FF[BEARRT]>[¥N—7
DERRTE)ZEHTD L. BEORDDODARTINE T,

. BEIIEBEOAELEMIC[Synchronize Labels]RZ VE ST INSI BT 4 > RIUHRRS
nxd,
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Synchronize Labels

11) EEDOREPZDOMOAHANE L TVWBIHEE. TRIETRTOINILD L DEIET #+
YEDT 4 —IILRRITECR)DEMCEOMOFEEZEET SHEIF. CCTEETEET,
EEDSNILT. BETS T —ILFZBERL. FHT. FRBEEIAZMILILIINFR
AN EBRLTEELET, RELTLWBAHRZEML XTI, RIS, INILOFEERRS
Iy LT ThoDEEZINTOINILICEBNICEML £,

EirY

1) [Z70)0]> [EIR)ZRBIRLE T, RIB2ICRITAVvE—IHREINET, [IFVW][ZEIUY
JLTHIRIL &9, 332

2) ZELAHHIRIA 1 704 (K333)Tld. IRTOLOA—RZHR TS, BRLEELO—R%E
RIS 2D %8R TEET, ERITZL I—REEIRTBICIE. CrlF—%FLANSY
Dy LTELZDOLI—REBERLET, LI—ROTJOvI%EEIRTSICIF. TOVvIR
DRADL I—REEIRL. 7OV I7ROEEROL I—RFEFTAXZO—)LL. ShiftF—%f
LAbsEEoOLI—REIUvo LY, 333

3) [OKZEZ ) wI LT, SRILETIVRICEFEEELEF T, INILE T 7T1ILICIRET 315
BlE. A2 a>T[7 70 EBRLEY, BRIZHT TREOR—XEHNEFIE
REINTWVWET, CDIFE. OKEIZ ) v I T35 [T TRERYA 7O DS, 357
R=JOFIEG)THATNTWVWBELSIC. 771ILDEHEICIBFAZAITEE Y, 6376

XE

EZLAHERD « F— RZzERT3HG EREKIC. SN EDFRFDEBITIIEENIC
MEIINFE T (364 R—), 383

RFLIEFEZ ZNIND T 71/ EHRET S

R INILDREFBEAT 7AW ERET BICIE. D Writer XELRIUAETT7 7ML ZRCLE
ED

B42DLIA—RZFETRET S CHTEXI (e RIE V—RARTLY RS- EZEELTS
NINZBERTEI B ARILVIZ—ZEBIETR=O)D. FHTIRTOIRNILZ—EICRET
BEIETEFRA(CRIE. FRTZ 74 bEET D). 2L IANILLO—RICEE
FIFONTCERBERARMIPONFRRZAINERETETET,

1) FRLVLOA—FRZGIZVYILET, AVTFIAMXZa—0 TEEl > TRERZTI) =

BIRLE Y,
2) WIS, [BERRZAINEATOIT. T4 h&HI. T2 AR 1VFY b LU
DHDBEEZETIET,
£ % RIS 3

BRINILZHRIT R0, HEICERZMB T CHTEER D

HEIOERICIE. RELCERID2 DDORXTy THEENT T, 2RI 7OTDEXAR-eT >
HA—R=TZERALTHRTZHDOREOREICOVTIE. B7 MHR. TIXR—b BEFX—
VXS, E%) O THEOHRL Z22RLTIRLETV. HE

BH—DHREZERT BICIE. FBEIRY I AR CAFFRZADIIEREDHITTEH oD
A THATBRERT—RY —IADSBEHREBUSL X T,
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HiRIEDEE Y K7 v 793

1) XZa—N—0 HEAl > TH#E) Z28RLEF T,

2) [FEA 0707 (X 344)D[FE]RZ T T, EEEBHR( Mfroml 7 RLR)ZHEISEMT SH
ESHZBIRLE T, 2DFEIE. [EXEBRYIRIBRZANDLEFT, XEEBHRNER]
ICEIRSNHEZFERLTVWRBEIE. CORYIRZZEDEXICTEIH. [EEBE]|Fv
IRy ADFERZERLF I, 344

Envelope x
Envelope Format Printer
Addreszee Database
<Addresses. Sheet1.0.FNAME:= |A|:Idresses e |
<Addresses Sheet1.0.SURMNAME =
<Addresses Sheet1. 0. ADDRESS >
<Addresses Sheet1.0.AD2> Iable
<Addresses, Sheet1.0.CITY > |Sheet'| - |
<Addresses, Sheet1.0.5TATE=
<Addresses, Sheet1.0.PCODE=
<Addresses. Sheet1.0.COUNTRY > Database field
[COUNTRY ~|
Sender
Jean Hollis Weber
123 Any Street
Some Town ZZ 0000
Awustralia - |:|
Help Insert Reset MNew Document Cancel

339:HADIEFH L VEHABERDEIR 339

3) 360 R—ID MFEHINILEZMRITZ) THESNATWVWBRESIC. T—2Y—RRHLHS
RSwI7>RROYTILTEE T —ILREER L. FRXERZ>EID) v LTHE
TUTL—rEERLE T, EBRAITNILZHR T S 378

i3 FIRXE AKHBET Y IL—bOLIIHB[T—F2Y—X|T1 Y ROEIUY D
L. 7—2Y—-XRBRHLZHBEOBEEIRY I XICR IV I LET,
4) COFRT. COXEZTYTL—heLTRETSZZENTEETD,

FHEFDELAAEHIFZ T8
FrzELAH L. HEZENRIT 3ICIE:

1) [Z70]> [EIR)ZRBRLET, H332ICTRIAYE—IHBRTINET, [IFW]ZEI Uy
JLTHRIL &Y, 332

2) ZLRAKEIRIA A 70O7(@IBB)MNRTINE T, EREBPHEBINILEERIC, T—4
N—ZXRD 1D, B FLEIRTOEFHALI—FOHRBEZHRITEIEZEIRTEX
9o 333
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3) BIRLTHB[OKZZ )y LT FUYRICERENRILFT, ZRITER Y 3Bz R
B FIRICOVWTIBEIR—DD MELAAXEDREF] 2BRLTRETE VL, EATT
FEBNICHFIShE T, ELAANEZRTFT S 377

ZLAHHRY Y —FeERLTERE[FZIENTS

EREBZFITERTBHEICDOVTIE, 356 R—2D IEREGOIER THALTWVWET, &=
LIAZEIRIY « F— F 2RI 3551k, COEI> 3> THIEALEI, EREBZIFNRT S 374

<. 77MILSHBRSXEXZEOFENET. XZa—N—0 V=)L) > TELIAHERD «
H—Fr] ZFBRLEXT,
XTw TN BB RFFfaxX FEERTS
= LAHHRD « ' — R (K 340)Tld. BRUIDA T aVICWK DO OXENREINE T, 340
e BBEDRFaXVIEFERALEY
 FHRXEZRL
- BIEOXEHL SHIA
e FTVTL—FIDSHIBTS
 RARELHBXENSHIBT S
COBIDEM L. FIRANENEZRTE LT
BREDORFa XY b 2FERZERL. [KNZ0 )y oI LE T,

2] 2] Mail Merge Wizard

Select Starting Document for the Mail Merge
Steps
© Use the current document

1. Select Starting Document Exchiainge Detahass...
2. Select Document Type

3. Insert Address Block Create a new document

4. Create Salutation Start from existing document
5. Adjust Layout Eroise, -
Start from a template
Browse...

Start from a recently saved starting document

340: i FEXE =R 340

BREOXEICEHREADT—FY —IADEEFITENTUVWERWESIF. EEXAvE—URRRINE
9, [Exchange Database]’h&® > % 2 ') w2 L CT[Exchange Databases]4 1 7704 (K 341) % B <
L. [FIRARERT —ER—XBERXRESHOBERT —IR—IXZHBIRLFT, BEIIHLT. [BE]
RE>EIVY I LTI 7ANT S0 ZRA L. BRICBERT —EZN—IXERDITET,
[Define to BAL % the dialog]Z 27 ) w2 L. BIRLIcT—EN—XZ2XEICBEMITE T, 341
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[ ] [} Exchange Databases

Exchange Databases
Databases in Use Available Databases

£ AddressListExample
1] AddressListExample

£ Automobile

£ Bibliography

Points

W

T

G

Browse...

Use this dialog to replace the databases you access in your document via
database fields, with other databases. You can only make one change at a time.
Multiple selection is possible in the list on the left.

Use the browse button to select a database file.

Database applied to document:

Help R Ocine |

341:Exchange Databases 4 - 7% 341

X7y T2 F¥axX> DEEzERT S

T —RiE BEBELRBEBEFA-INAYE—ZEHTEE T, CORITIE. EFZERLTUVE
Yo [LE—]2FERL. [RN\]ZT Vv I LET,

Mail Merge Wizard

What Type of Document Do You Want to Create?

Steps
Letter
1.5elect starting .
document E-mail message
"""""""""""""""""""" 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.
3.Insert address block

4. Create salutation

5. Adjust layout

342: X EDTEFZ FEIR 342

RFwF3 I FPRLITOVvI%EEATS

CHiE. T4 — R TORLEELFIETT, COXT v F([®343)Tld. KO3 DD L ETVE
4, 343

1) ERYET—RY—RZ2T04HF—RIHETRLEY T—2Y—-RBEFEOT 71ILTREITN
D EHA

2) RFaXYIFTHERIZIT7RLATOVIEERLET, Chid. RRT370—I)LK (H
DEENZIHESIHRY) CEDRRAEZERTZCEZBEKRLET,

3) IRTDTA4—ILRDAELL—HIBZCERERELTLEST V. CNIFETHEETY,
A2 BEREBROT ' —RICIE. <> WVWS T —ILRABHDFT, XLy RS —
MC TR EWSHIRBH BBE. T+« P — RIC T<Surname>) & TLast Namel HEZETH
BLERGRBVERHD XTI, TNICDOVTIE. 368 R—JD TJr—)LRO—2 T
BALTWE S, 7r—JLRE—BIH3 387
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Mail Merge Wizard kS
Insert Address Block

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

Steps

Select Different Address List...
1.5elect skarting

document Current address list: Media

2.Select document type 2. [ This document shall contain an address block

3. Insert address block <Titlex <Title=>
| 4.cCreate salutation <First Mame> <Lask Mame> | <First Name> <Lask Name>
I <Address Line 1= =Address Line 1=
_ 5. Adjust layout <ZIP> <Ciky> <ZIP=> <City=>

=Country=
More...

2 suppress lines with just empky fields

3. Match the field name used in the mail merge to the column

headers in your dakta source. Match Fields..

4, Check if the address data makches correctly.

< nok yek matched =
< nok yet matched > < nok yet matched =
< nok yek matched =
< nok yet matched > < nok yet matched =

Document: 1 [+ [+

Help < Back Mext = Finish Cancel

343FEAT RLRTOYY 343

T—RY)—ZDEIR ((FFRU X F)
1) £223Y 1(”343)DMDT KL ABERKESOERRZ VO FICRRSINTVWRRED T R
LABRESHNFERLIZVDBDTHEWVWSEEIE. RE2>E Uy I LT, T—2Y —X%EER
TRODSTRLABERES A1 7O (R 344) %< LET, 343344

4 ® S e P e

Select Address List

| 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...

AddressListExample . AddressListExample "}

Automabile Remove

Addresses

Points Time records Create...
Filter...
Edit...

Change Table...

Help Cancel | (NOKIN

344AFFRERE T DEIRS 1 70O 344
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2)

TRLZAVZ b ZELEERLTOLRWESIE. FR]Z7 ) v I LTSICERTEEZ T, C
DOFIBICED. PRLALOI—RFROHFLWIUR FZEL.csv (AVIXYIDE) T771)L%
ER TE £9, LibreOffice ICEREINTULWRWIMER LW FLIA—EBENRHB31HE1F. [E
mezos)yoL. ®RESNTVWESEAHNS T 71ILEERLE T,

NSDET—IATIF. HLWT—E2Y—X (odb 77 1)) BMERE LVEHRINE T,
FFAERESZHEIRL. OKZI Uy I LTRAFHRIOY 741 7OJICRD £, CDFl

Tld. AddressesZ 7 RL ARE LTHEIFILTVWE Y, Vo —RIIBFEDOL I— RZFHN
TRIHTETET, [FaIE—1%20 ) v I L TGERLET,

PRLRTAOYIDERET TS 3 »TORE

1)

2)

3)

U3V 2(X343)T. EW/IRTIZTZRLRTOYvI%ERL. 20NEEERL T,
REGCD T4 —ILREFERLET, XA IUR—JICIF2 DDFEREHH D £9, [FEl=E
DwPO LT, [PRLZRTOYvIDBERIAA 7O ZHE. THISERLET, 343

[7RLRTOvI7Z2FRA1 707 K345)ICiE. wD 2207 OYZICMA T 7RLR
70v I DERICEY 2 MthDBFIREARTE hi'é‘(‘é‘/\’(d)@ﬁﬂfi’iﬁa_'?%kti\ TICR
JO0-INTRIBERDHDET) 773> T FRTOVIORELI S 3> TEZEDS
DEATECCHTETEI(FcerE. 1FV ZLX%UJIG)&’E:E&J%)O Rt 3ERIZ
LEER—RREI T I HN HAICTERIC—BRLABWVZERHD £, CDHFE. BELDDILK
HIEWTFRFLRTOv IR, [REZI7V v I T3 [PELRTOY I DRE|A A
TOUHREEET, 345

fREFFRI7OY 7144707 (K346)Tld. Ry I ABDKREKRE 2ER LT, BME L
FHIBRDEFTERZERTEE Y, BEREBFTB3ICIF. BRAIOKHRZ AL T,
e 213, 346 FHIOH E ADOBICRABEBZEMT BICIE. <REBORA>ZIV YD
L. BRAIOBEXRENRZ>Z201) v I LET, 346346

@ @ Select Address Block

| Select your preferred address block

<Title> <Title> MNew... 1
| [<First Name=> <Last Name|<First Name> <Last Name
| |<Address Line 1> <Address Line 1>

<ZIP> <City> <ZIP> <City>

<Country=

Edit....

Delete

|<Company Name> <Company Name=>
u:F|rst MName> <Last Name <First Name> <Last Name
::Address Line 1> <Address Line 1>
|<ZIP> <City=> <ZIF> <City>
<Country=

Address Block Settings

© Never include the country/region
Always include the country/region

Only include the country/region if it is not:

Help Cancel | N

B 345: 7 RLRXTOv U %FEIR 345
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e Mail Merge Wizard & &

Steps Insert addrass hlack

J 0@ SelectAddress Block 3 &
1. Select stari Salactunurnrafarrad addreass hloaglk e izt
A0 e Edit Address Block CIREIN o
Address elements 1. Drag address elements here |
4 Title
| First Mame R =First Mame= =Last Name=
2. Last Name | | =Address Line 1= <Address Line 2=
Company Mame =Z|P= «City=
Address Line 1
Address Line 2 Al T bl )
City
State —J
ZIP Preview
Country

Telephone private
Telephone business
E-mail Address

= notyet matched = = not yet matched = »
= notyet matched = = not yet matched =
= notyet matched = < notyet matched =

Li

|' oK [ | Cancel | | Help |

T | 0K [T Cancel 7] Help rr

| Help | <<Back |  Nexts» Einish . Cancel |

3M6MRETRLXTOY Y 346

4) OKHWSHELBNRET7RLRIOvIRA4 707 %0 )wvo L. PRLZATOvIDER
RAAT7A7DO0OK%EZ ) v I LTEEZREFL. ZLAAKHRIT 4 F—RICED X,

J14=ILFRZ—H3HE3
BRBIC. T4 —FRDT4—ILRERTLYRS—bDT 14 —I)L RZE—EETH. <Surname>* "Last
Name" B EDT7A TLDNELL KT BELS5ICLET,

1) V4 —FRDEI>a>3ZBRLTLLETL(E6R—JDR 43 ISREINTVERT), T
WORYyIRITIF EELLET FLRTOv /A ZEALT. —EIC1D20Ld—RAK
TENET, EDTRLRARY VRO TICHBIERIRE Y EERNKRZ > Z2ERBLT. 7
FLAZIEICEITL. ELKRRINBCEZREBLE T, 1D2FlF220L - RHK
TENBZDNHEVST. IRNTOLIA—FHELLRTINBEEELBVTLS TV, 343
385

2) ZFRLZDELLRRINBWVEEIE. [Zo—ILRIC—EBZ 27U v o LET,
[Z4—ILRZ—EIE3|41 707 (K 347)ICIE. 3DDFNHD 9, 347
— 7RLRAEBRIX, <Firstgai>v<LastZai>H e, Va4 —RHRE T4 —ILRICERTS
HiET9Y,

— [Z4=ILRDODXFNIEFEBLT. PRLRABRZCIC. T—3RY—ADE5—KT 3
T4—ILREZBIRLE,

— [FLEa—)7ICIE. BRLAETZRLRTOYIDIDT 14 —ILRICRREINZABTHEK
TRENdcH, —BHAELWI EEBRERETEET,

3) IRTDT4—ILRZ—EIELS. OKZIUy I LTHEA7RLRTOv IR0 70O7IC
RDFd, CNT. KEIREZ>ZFRALTIRTOTRLRAZRZ Y. ENBIFTARTELL
RZX3139TY, €5 TRVEEIE. RoTABEREZZEELEY, ERPRAN]IZIUw oL
TRDORATY TIEAET,
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BIRLAEZ7RLZTOYIDIRTD 74 —IILEAIELL—RTBET. BT TETHVZ L
ICEELTLRESIV, 70— L RUBIC<ER—HLEHASHERINTLZIES. BHED
T4—=ILRAELL—RBLTLWAVLWZ EZRLTWVWET,

0 - Match Fields 2 @9

Assign the fields from your data source to match the address elements.

Address elements |Matchestu field: |F'review
=Title= < none = > 3
=First Mame= 2 Bert 3
=LastMame= LastMame > Lederstrumpf
=Company Mame= = naone = o
=Address Line 1= Street > Meuenkirchener Str.
=Address Line 2= Mo > 72

Address block preview

Mr.

Bert Lederstrumpf
Meuenkirchener Str. 72
45793 Pusemuckel

(8134 Cancel Help

347:Match fields %« 704 347

4) M343DtEo2a>2IlHBEDT«—IILRZFIT2IMHTEA T aVITEELTLR
TV VA F—RZEFERALT. COBTRRLICFHEREGTZFERITZHEDLDIC, I
BORAMESIFE T« —IL P2 ER T X BIEH D FE Ao, 343

X7y 7h  BEXEEE T3
CDRTYTTIE. FEALTRTOEREXZERT 5 eH TS X (X348 25HR), 348

[CORFaAXYMIBREXZEDIHNENHB|ZBEIRL T [REEX)V I MRy IZXEBRHICL
9, —BO—MHETEFINMIVIAMRYIITERATETEIN, MBOTFAMEANTEZE
HTEFET, TLEA—RAVIDBIRABHERTINE T,
BABOREXZHBALZRIRLT. BEXOEEE ISICBEMICLED,

e zid. BRETHICERZHBRENEZFERATE XY, INEITSICIE Writer AR BELIZED
EFHBZESHDDEEEZF-BITNUEED FEA. XLy R —RiZIE. BREWSHRHD £,
TMEDZEEETRIEI I VT RLRAYRA I —ILRT. 714—JLR&%Z Genderic. 71 —JL
REZ FICERELE T, DB, IRTOEMICIIBEEHOH VT DX, IRTOLZHEICITLZEDH L
TOXHERISNE T, BN 5. LibreOffice IFMDERNICIZIGELTUOWERE A, 7= L. M5
DEVWHWEDOEFERTET X,

2Ly RY—RMIEDELSBIINRVIGE. £HIFHBREXTHNZXRIT2Z2HRENRVIGE .
[Z14—=ILREIRYIRE[T4—ILREIRY I REZZDEFICLT. TRTOZEEAORET YL
TBEEVRMRYIRDARAEIAZAESNAYTOVEFERTEET, o
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Mail Merge Wizard

Create a Salutation

Steps

1.5elect starting
document

This document should contain a salutation

Insert personalized salukation

2.5elect document type Female Dear Ms <Last Name:> - MNew...
3.Insert address block

5. Adjust layout

Male Dear Mr. <Last Name:=, - New...
Address list field indicating a female recipient
Field name | Gender_ID -

Field value | F -
General salutation

| -

Preview
Dear Mr. Lederstrumpf, Match Fields...
Document:1 4] [+
Help < Back Mext = Finish Cancel
348X DIERK 348
fle LT:

1) [BUHIUR MRy I ZOBICHBFRRZET Vv I LET, [HRZLREX(EROT
A 47000 AE 9 (X349 z58R), 349

2) ABAID[H VT DX DEE](Salutation elements EZE ) T[H L) & DX](Salutation) % iR
L. BORYIR1IICRZYILET,

3) [BVWETDDHRARZIARXRY VAT, BYIRKREZBEIRTZH. Ry I RAXEZANLZF
o BEICHLTIRELZE T,

4) HWEOERBERESIHORVIDEAZERL TRV IR LICBEL. BNHASHVET DD
KENRZ>ZFERTZD. Iy I LET, XIS RECRIDZELBDOREDENMNZRI DA
ICHBERHNRZ>ZI )OI LET,

5 HLWIETOERLFHNORBOEREZTZBIRL TRV IRLICBHIL. AREAEZ>%Z 0
Jw o LTHEHDOBDEMNERICEHL £,

6) RRIC. AFRZEICBHL. [BLIDDHARIA IRy I XADERRKEHLS I Tz ER
LF¥d,

7) B LIEREXD[ILE 2 —]Ry I RIZRREINET,

8) RRIREZRITLE I, [OK|ZZUwv I LFT,

COHEEEAT B L. Doctor (Dr) ¥ Reverend (Rev) HBEDMRZERHEHEWVWE A L. Ms 7
DA RMILEFERLIED, 210 MLEEBBLI-DTEET,
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| @ L ] Custom Salutation (Male Recipients)

Salutation elements 1. Drag salutation elements into the box below

Salutation <Salutation><First Name> <Last Name><Punctuation
Punctuation Mark Mark> |
Text = |
Title ;
First Name - |
Last Name 4 !
Company Name |
Address Line 1 |

Address Line 2 2. Customize salutation i
City — |
State | H

ZIP .

Country Preview

Telephone private

Telephone business
E-mail Address ,
Gender i

Dear Michael Abbott,

LBk | Cancel Help

349X DHRARZI A X 349

XFw IS LTTUNEHESTS

"FIES: LA 7Y FOBE TR, N—VLORFT Oy 7 L REXOUBEBETEET, 7KL
27Oy IER—Y DL TICTHRETE F9, RENEBICEMICHD F95. K—IRTLFI
BBTE 9, H350 RSN TLVBREYEHEALT. BEREBHLET, 350

Mail Merge Wizard
Adjust Layout of Address Block and Salutation

Steps
Address Block Position
1.5Select starting
document From top 549 cm = +
2.5elect document type Align to text body —
3.Insert address block S
| 4.Create salutation Fromleft 250cm | = | +
R S : Salutation Position
Move Up
MO‘UE Down Do iy =Lm1 P
Zoom Entire page =
Help < Back Mext = Finish Cancel

350:L 177 ~ZRET S 350
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CNT. Writer DRBZANTEBZXEDNTE X Lo 71 —ILRZHRE L TFEZERIT 2113
AZa—N=@ T77A1)1 > THIR) ZBRLE Y, ERE[MZEORTINE SN ZBNRZ KXY
=W RYTT7yTREENET, VW1 209Uy ILET,

Z=LRAKHRA A 7O (R3B)HBRTENDZEDICHEDE LT, CCTL A 723> TEHBE
RN THL - FZ2RIRTEEI(ERBEISa>T) [BAEIS 3T XFZISICHRBT
B(FTV o)\ BTESICHREXIIHRTE7DICENSZRETB(T7IIL)ZBIRTERX
9o, 333

[Z71II]EBRLIIBE. 2DR. HAWZE—DREFE(IRNTOXNFZ2EL) L LTXET 3D\
EL2DXEL L TREI BN ZHRIRTE. 777ILO%HE. B, EXZEETETET, OKZ 7
Dy LTFRZFRELET. CNTHOXEZHRET 558 CEKIC. SHZRVTERICRET
TEY
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IEC®IC

CDETIE. LibreOffice Writer R L T. ¥ X FXEDBENX. Fil. BLUBEXHEZIERS
SUBBITZHEICOVWTHBEALE T, tOBEORSICOWTHEICHIALE S, FIEZEHETS
IClE. Writer E X2 ILICEES 2 BANBABOINETT(ES (1 RXMILOBE] $LUEQ X4
1ILDIRE) =BR),

BHX

FA42—DER (TOC) HEtZzEAT L. XEORH LI SHHBERZERTEE I, XEDEX
DRHELOXEXLIFRELPRTINBZR-—JIZEENMZIOSNZ L. ENODOEEIFEFRINE
CEICERICEFHICRTINE T,

Fa T 2aIIc. RELOXZAIN—BLTVBR I EZBELTIREL, ItEXE. BEDOXA L
IKIRREHL1 X2 ZzERAL. EO/NMNRHLUICIERHL2BLUVREL 3R Z2ERATEEX
ER

COETIFRDFEEZRLET, :
- BEFEZFEALT BRZTIEPMERLET,
« BREARZIAXLET,

XE

TETELBLARNLZBRICRTTZHIC. FEEDRZAINZEATEET, COED
AITIF. BERBLAZAIILZEALTWVWEY, 379 —I D MEpity THAINT
WB LS. BRICRTRSNBMODEREIZ I ZIEETE £ 9, [fEMIT]398

O evr
—EWORHLABRICRRINAWVWESIF. RELICELVEEEIXZAILDRIFITE
NTWBZeZHERELTLETVL, RELE2EMARIINGVEGESIE. [YV—I)]> [BED
BT TREEXREL T TV, Z8,Introduction to Styles ® TEH LEEBODE
&1 ZBRLTIESL,

THEZLZEMEIISBIRT S (RELZROR-2ICHETS) b\ RHELZENM.
HIER. FLRBEEI 358 BRZEFIZIHLEDNHD EI, ChZEfT3ICIFBERD
RARDBRZEI VYO L. AVTHFIAMXZa—DB[A Ty I ROEHZERL
9,

BRICA—YVILERETETARWVEEIL. [V —IL]> [F 7> 3 >]> [LibreOffice Writer]>
[EXTRETR—MEBIRL. [(REBIH| I a > T[HA—VILZEMCT B3] ZFERL
7,

BRIFRBOEETRIINET, COBFRIF. BAD T —ILFTHZ 2B UVH
TEZDICHDFT, RASNBZIXFIIEEBNICERIhFT, BRIFERIETN
Y. XENPDFIIBRINZ LRTEINFLA. CORBOERZA 7ICT 3ITIE.

[V —=IL>[# 72 3 V]>[LibreOffice]>[7 U r—> a > O&B|ICBH L. XEXELY

2aYETHIRIZO-ILNLT. RERS| D>z —T10 VT DBIRZEBRLE S

Ry MIRTD—EBTHZ7H. COEBICED. RHLER—SESOEDORY +D
BRICRBOEENRRIINIZIGENHD T, COMTZATICTRICIE [V—
- [# 72 3 ] - [LibreOffice Writer] - [ERRENIL T L TEH. [ABRRTENH
1o a>pRNA T a>0BEREEBRLED,
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BX% FIFP BT 3
FEACDIZE. BEBRDIFIIAVT VY ORERLITTIN, EXRERXILAYLTIEHO FE
Ao BREDODBREZEAT BICIE:

1) TESFLRELIANILERPEI a2 RHLARE)IC. REHL 1L RHEL 2. RHEL 30D
BRAAAIN AL TNEZERLE T, INSIRBRICRTEINE T, Writer (3F&RA10 L
NILORBELZFHETE 9o

2) BRERTIBXEZIIVYILET,

3) [HEAl> [BREFRS]> [BR. R X1IFBEXX]ZERL 9,

4) [OK]ZzZ2Uwv o L&Y, faRId. NAN=—U2J e LTERTNIcRE LEZRFDHENY
BRICED T,

AR
XEDRERICHREP[(ZEEDEH>FRRZEMICL. BRZEFI S L. BRICHIRF
TINERHELPEEN. BROR-DESHEE - TVWBABEMED BB D, TS5
RETZEREMEDBD T, COMEZDET BICIF. TOCZEFHI BRIICC DA T
A BERBIREINTVWS C EZBRL T TE L,

BREHIXIT T3
BRDIFEAEITRTONBRIIXEDAZAAMILEBHICELE TAHAREIAITEET,

BREXRTIBXEZ27V v I LTHEL. BASBRERFIDR>BR. R FIZBEXIEZE
RLT. B3BLICHRTBER. RIIFLRFEBENMA 17O ZRATEI, KEC 351

@ Table of Contents, Index or Bibliography
(. Type | Entries Styles Columns  Background

Type and Title

Title:  Contents

Table of Contents

7 Protected against manual changes
Create Index or Table of Contents

For:  Entire document |5 Evaluate up to level: |3 Iéj
Create From

2 Outline

.4 Additional styles Assign styles...

@2 Index marks

Help Preview I OK | Close Reset

351:BR. R3IXIIBEXERS 1700 DEES T*R 351

oo BFEQOIAYTYYROERDSHHMEEI Vv I L. AVTFAMXZa—D5[REI>T Y
JR)ZERLT WOTHIDEATAYRY VRICTIERATER T,
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[BR. Ril. FLRBEBEXBMIZAT7AOTICIEED2DOXTHHBD EY, EFTICIF. BRIBECHNER
DELZZRELHD T,
- & 27%#FERALT BROBMZREL XTI,

e TI>KU) (Entries)Z T TZAZA)L) (Styles)Z T =FERLT. BROTY MU EERL
EE N
o [BNETEFEALT. TOC%R 1 DOERMAALDDHEFMICERBL £,
- BROBRICENBRLIIEGRZEMNTIICEERXTZFEHALET,
AAT7A0RY I ZADERICHZIABRTIAYIRZTLEaA—LT. BAREDELSIZRRIND
WEERTELT, 41 T7AJRYIRDETICHB[ILEaA—-|7Foa>aRIRLET, COE
DRIF. FLEa—RyIRZIERRFICLTERRINZZAT7OTZRLTVWET,

XE

TLEa—RyIRUlIF. [BE] BB SLV[RXEAI]Z T TITONIREDHNER
NREENET, FIRTE[ER]Z T TITONIEBRIRTENEE Ao

IRTDEEEToE. [OKZZ )y L TERALEY, SIRTEEER T DIZERTEICRTIC

& BRXIT%ZIEBICEIRL. TICRIRZVZ IV VI LET, [FA4 7 [TV U BLU[RE
TIRTDEREIF. FEITRICRTICTIBERHD FJ, [TICERT)IREZUISIEVVWIIRLH D
7,

24T 527T
Type 27 (R 351)%EALT. BROBMEREL F7, 351

K
BRICRIDZA FILZEMITBICIE [0 LT —ILFICAALE Y, 21 MLZHIFRT S
WIS [ZA B[ 74 =Lk ZTUTLES,

2AS
ROy 7RI VERXRESTREZFERLEI I, BROBEIFE. A>TV O 2471 H
R ICRESNTVWBR I ZRERELE T, D1 701 >T v I XDERICDWT
I 384 R=JD I T7RY MEDA>TYvIR)] LUV 32 R=JD 20t~
DAVTVvIR] #BBLTLIES WV, EHlT7ILT 7R MEDZRF| 404 ZDHOEEDER
5| 412

AR

AT VIRADEA TERINAEB L IcE SICDHAEETET T, Rl 21 FHIRIE.
BR)zERIDL. BEIBHLIFTEEEA,

FHICLBEED SRE
BETIF. BRDROTEEINZIDZMHSTDH. COF T a yHRERENATVE Y, B
3. AYTFAMXRZa—FRBAIT7O07ZRALTOAEETET T, 7723 HER
EINTLARWEE, TOC IIMtONBLFERICEREETET I, /L. TOCZEH I L
EREEBIIERDODND IO, BITEZREDNBHD XY,

BREFR5|FI3RZERT B
COBFDHMRIFAY FH IV RT, TOCHXZEORHE L IRT(XELEF)ZEAN—T
Bh. BASNIEDORHLOAZAN—FBIHZERTT I, BEREE Writer i3, 220D
BLLARNLDTIRSAVREL BEIERELLD OBDOINTORBLELT &) Z&H
AILET,

B21, A—Y—a1>2—7x—X/\NU 7> k477 & 15 8K, 35(,Bibiographies 351



LARIIETFHET S
Writer i3, BRZER TR EZICI0LANILDORELZFERATET I (FIF. XETHERATN
BLARNILOBDOVTNANETVA) BENBLANILOBEZIEET BICIE. TLARJLE T
(Evaluate up to level) Ry I RICBEBHHZ AN LE T, 12 ziF. COIXZaTF7ILDBERIC
IE. RID3IDORELLARNILDADEENTVETD,

(YRR E]
B2 7D 3BED LIS avid. BREMERT 370 Writer MERT 3 UEAHZHD
ERELET, BREGEEIINTIEHD TEA)E. TYRSA, BMREAI. LU
AT VIR —ITY,

TYIRSAY
F7 4L R Tl Writer G379 RS LALEBALET, D0, [V—IL]> [EOESH
FIDTY k542 LAIICEER T SNEBEEX I TERBEINBETT,

TIORTAVICEENBIEREBERZANIEZETEET, £l AZAILIITIRSA2ILARIL
ZEIDYHTBIET, VI RSAVICHMDEEZEAZANINEEHBZENTEXT, CNE5DAH
EIAACH. B8 IXZAMILOBE] @ TREXAZAMINEZFERALTRELOEEEZEERT
31 CTHBEINTLET,

FOMDREAIL
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Format
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Key separated by commas

¥) Tab position relative to paragraph style indent !
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BRITOBWE 71 —ILRIFEAIR—XZRLE I, BRICDOVTIE. 380 R—I DFREAICHE
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RAEAINNEZT2ERALT. RIIADELANIILOABTKRKTIXNEICEID Y THIRERAZMNINZEELX
To IFEALDIZE. BIDHETONREZMIIZRETZ EHVRELBHBTIH. BEICISLC TR
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QAN Entries  styles  Columns  Background
Type and Title
Title: | Table of Figures
Type: Table of F'i;gures B
1 Protected against manual changes
Create Index or Table of Contents
For: ~ Entire document [

Create From

|
© Captions | Object names '
| Category: Figure B
Display: References _ |
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Table of Figures
Figure 1: Type tab of Table of Contents, Index or Bibliography dialog.............cccooovviiiiiiiiiiniiinnnn, 6
Figure 2: Assigning additional styles t0 TOC IEVEIS............cuuuiiiieiiiiiiiese s essseenseean e 8
Figure 3: Entries tab of Table of Contents, Index or Bibliography dialog................ueeiivieiiiiniannnnn. 9
Figure 4: Styles tab of the Table of Contents, Index or Bibliography dialog.............cccoveverirviiannns 11
Figure 5: Background tab, showing Color choices...................oiiiiii e 12
Figure 6: Image options on the Background tab..............cieeveiiiiiimiininncicrin i, 12
Figure 7: Insert Index Entry icon on Insert toolbar.............coooiiriioi i 14
Figure 8: Inserting an iNdeX @NErY..........cvvviiiiririiriiin i araranes 14
Figure 9: Type tab for an alphabetiC INAeX...........cccoiriiiiiiiiiei e e 17
Figure 10: Entries tab for an alphabetical indeX................uvvieiiiiiiniii e 18
Figure 11: Columns tab of the Table of Contents, Index or Bibliography dialog...............ccccuvu... 20
Figure 12: Viewing and editing iNdeX @NtriesS.........ccooviiiiioieiiiiiiicieee e e e e 21
Figure 13: Creating other types of INAEXeS..........ccoviiiiiieiiieiiie e e e 22
Figure 14: Resulting table Of fIgUIeS......cc.ovivuiiiiee ettt e e e v e e e e e ababa e aeaeans 22
Figure 15: Bibliography Database main WiNAOW...............ceuuuerrimrirmmmmmnssasseessseasseasaeaaasaeeeens 24
Figure 16: Setting up a filter for the bibliographic database..............cccoooiiiiiiiiiiiiis 25

364: K DIKHFER 364

SZ Xk

SEXHEIZ. XETERINTLEEEXHD) X T, BEEXMIF. BEXMT —IXN—XF
TRIXEERICRETEET,
CDETIIRDFEEZRLET, :
« BEXBT -EN-—XR7zERL. BEZENM. BELEI N
« BEXH (BIR) ZXEISEMLE Y,
- BEXBHEEAREL T T
- BFEOSEXBZEREIUREL X,
XERADSIABICIF. BEXBMT —IR—ADETELELT 1 —ILFADANE. XERDETITER

KIFHPBETT, SBENE) X b Z2ERT 2H1IC. XEBICBELBSIBARZANILZRELET, 520
FRAZAILIIATOEEDTY:

B21, A—HY—a>R2—T7x—X/\) T b 477 % 15 8K, F5|,Bibiographies 367



« APA (American Psychological Association) : DIEF. #HE. $LUVZF0MHOHERIE,
« MLA (BBREEWHR) ' XF. =i, AXEE,

» Chicago : S E R E D H IR,

* Turabian : KEEN—KNICER TSI HIARZAILON)I—> 32,
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BEXMT —FINR—I(K365)IFXEDFIATTHD. WWRIFEDFIBRZAILZ2ERTBHIH
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T4 —=ILEREFENTVET, oo VLRFIAXZAIILTIIERINABWVWISBN BEDT 1+ —JL K
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A Bibliography Database - + X
File Edit W“iew Insert Tools Window Help
Table | biblio w | Search Key’: S v ¥ % ColumnArrangement Data Source
Identifier Type Address Annote Author Booktitle Chapter Edition Editor Howpublish Institutn Journ
1 Artymiak, Je 0
0 Hayes, Stej
3 Karsten, Gi
1 LibreOffice
1 LibreOffice
1 LibreOffice
1 LibreOffice
1 LibreOffice
1 LibreOffice
7 Marcelly, B
|m_____ | | swhrey | ] 1 1 1 |
[Record] 11 Jof11(1) (M) I ) /
Shert name :] Type |Book ¥ | Year 2010
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e [ ] new [ |
Editor [ ] ition | ]
Book title :] Volume [ l Publication type
Organization [:] Institution [ l University
oo [ | wen | | -
Journal :] Number [ l Series

X 365:8BEZXET —IRN—A XA > 1> R 365

T—RY)—XR2EETD

FERPDOT—2Y —XEZET3ICIE(fce ziE. BRICIGCTEEBROBEXXH T —EIRN—IAWH 3

BEN XZa—N—D[T7—ZP[T—32Y —ZADERZERTZIH. T—ER—T 1>V 7 LEED
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< [ ] Standard Filter

Criteria
Operator Field name Condition Value
- none - <
AND - none -
AND - none -
Help oK | Cancel
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R=XICLO—RFREZBEHEMTITF X9, 365415
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4) BHLBZRTI3ICIE. REBOTr—ILRICBRELT Tab F—Z2BERITH. RROMD
Loy I LET,
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@ Column Layout for Table "biblio"
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: Short name | ldentifier B Type |Type Year |Year

| Author(s)  Author Title Title

| Publisher | Publisher Address |Address ISBN |ISBN
Chapter |Chapter Page(s) |Pages

Editor | Editor Edition  Edition

Book title | Booktitle Volume Volume Publication type Howpublish

Organization | Organizat Institution | Institutn University |School

oD W
oD W

Type of report | RepType Month  Month

Journal Journal Number |Number Series | Series

o]
o]

Annotation | Annote MNote | Note URL URL

{ User-defined field 1 |Customl & User-defined field2 Custom2 [ User-defined field 3 | Custom3

User-defined field 4 Customd | User-defined field 5 Custom5

|

Help Cancel _
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4) (EAD[T—ER—R]Eo>a>T) [FT—FIPERINATULARVERIF. ST TERL
* 95

5 [F—7]Eo > 3> ThiblioR&REAI VYo L. IV TFFX b XZ 2 —THREEER
LT, K370 ICRENTVBHDERBKD T > RUZzARABRR™L XY, 370

6) CNT. BT —ILREERTETEY, [0 —ILRALILDOXFEF%FEIRL. BEIZELCT
HREZZEELEY, [Z4—IREA A0 ) v I L TGERAZ2—2HE. TOEILD
T—RRAATEEELEI, [74—ILROBM|EI>aVT. T—27ONT14%2ZEETE
F9, BRLIEZE T4 —ILRICDOVWT, EO 74— IILROFHANEI S a v ORAICKRTE
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7) BTYLES. BREZREITZICZHERIZELSIKOSNET,
' biblio.odb '

EMN SE i e
= gl ok E 4 \ " EE !

| = ] Create Table in Design View... Description
] Use Wizard to Create Table...
Tables
Queries
_ON
Forms
Reports = biblio ——

369: F—BAR—RERIETBIODXA T4 K™ 369
1 @ @ biblio.odb : biblio
i H- =

Field Name | Field Type | Description

i (ldentifier Text [ VARCHAR ]

" lype Text [ VARCHAR |

Address Text [ VARCHAR ]
—Annote Memo [ LONGVARCHA
—AUIHOF Memo [ LONGVARCHA
] Boaoktitle Memo [ LONGVARCHA

" |chapter Text [ VARCHAR |

] Edition Text [ VARCHAR ]
] Editor Memo [ LONGVARCHA

" |Howpublish  Text [ VARCHAR ]
—Institum Memo [ LONGVARCHA
Journal Memo [ LONGVARCHA

Field Properties
Length 254

Default value

Format example
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Value Counting all the words in a changed document

Help cose QD |

95 HESROY—7 v b LTERINEXEDHKRE 395

HESEEFEATS

1) YAZ—RFRFaXPhEEET, THES—%) THIXEZERL. 57Uy oLTaY
TEIARXZa—05 TRE] Z2BRLET, METBTITFFa X BRI ED

2) YTRFaXYbhT HESRZRTIBEMICA—VILZEEEXT, EA]> [HESR]|Z
Uy ILET,

3 Ja—JLF) H1470O0J(R396)D MEESE 27T, RO 12171 BREETHS
MBEASR] Z&RLEY, GAOBRRKERESICIE. FALTVS Y IXEOSR
T4 —ILRFRDHNKTRIND /D, TOBRESZERL T, g yOx)I77LY
ADZ—=7y b LTHBZ#HT %) TFHTHERLABRESZF v I LTLRD
Lo [BRZEAIVXFTERTFIMNZERLE Y, 396 HESROZ—7 v LTD
TATLZEEET B
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Fields
Cross-references Functions Doclnformation Variables Database
Type Selection
Set Reference | ——
Insert Reference | Filter Selection
~|Headings

Numbered Paragraphs create md and subdocs
Figure create template
Bookmarks Cross-ref between subdocs

EditMaster

HowTo

insert subdocs
Insert reference to plan project
Page setref
Chapter Starting with no existing docs
Reference i |step 4
Above/Below |
As Page Style |

‘l Name  word count
‘ Value

Help close  LEEN
X 396: 7« — L FEZBIOFHRELEZRRI D 70— ILRA 1707 396

4) BATD[&F]Z71—ILRIC. BRLTVWA YT RFa XY MIRELLBROZFIZANDLE
9o COFITIE. BERED%FEIIE word count T,

5 [E@EAZZUv I L. BRUER—DESORBICKRRTIXNE( R—J L] BEO)ZASLE
Fo RIS [R=DIHDHBAICHIRDERZ[EXREZ|CANLEFT, BAKII97 IR &
Sic. HEBRICIEIS—DRRINET, cNS5DT1—ILROVWTNMCITRRA >
R—EHEBR . T —ILR&GHBRREINET, 397
([REP[Z4—ILRAEIVYILT. Z4—IILROA—RODRTEFVICTEET, K
397 ICRFRTNTWVWBE 2DODITS—T4—JLRIE. K398 D&LSICHD X, )397 398

6) YT RFaAXYMIMBERIRTOEESBEZHEALLGAL. AL3%Z0) v LTREIC
T XRE—XNXET1VRIIZRDXET,

Emor: Reference source not found on page Error: Reference source not found

word count

397: 7« —IL F&EIZ RS B 397

word count
word cou _ word count

)

398: 7« —JL K J— RDFRT 398

A= a—N—O[Y —L[EH|[) V715 BIRT B0 FELS—ZO[EH[U Vo180 v LE
¥, CNT. YAEZ—RF XY FOIRNTCOFERBIRTSNET, YAZ— FFaXY FRT
WHESE T« — L REBALLEY T RFaxXy hOR—JICBELE T, ChT. BESBROXZE
PMEALEFRICRRINE T, RRINBVERIE. YRAZ—REa X ERELTHL. BE
BOTYUYOEBHLET, (W INEEEERICHECT3L. M397DIS5—Xvt—JUhRRS
nE7. )397

B21. A4 —AVE—TT—ANUT>b477E 16 YAEZ—RKFa X2k 395



Counting changed words in a document.on page 1

word count

399: 7 4 —IL FOABZRT 399

COFER. FIE2THITRFaXY bZEERE (DFED. YREZ—RFFa XY FADSTIER
<) HEBRB I —IILRZHALIISGESICHHELX T,

RAZ=FFaXIbToTL—b2EKTS

YAZ—NETFVTL—hid, Z10 (707 L— FOEME THEINTLWBHOTF Y FL— kY
EERCHETERSNE T,
1) £9. COZOROE I a Y THRALLLS I, [T7 0> [EE]> [RXZ—RFa XY
hOER]EER LTI R Z— RE 1 XY FEERL T,
2) R [FFANP [FYIL— R [FYTL— e LTREEERLTT Y FL—k
(otm) ZERLEYT. F>TFL—k (om) F OF>TL—kEeHI[F>TL—H
A1 7O ICRRSNET,

Deor

BRIICEHBINRAE—XETVTL—hC BEDOT YT L—FTRBWVWI EZRTA
S5HDERZEEXET,

RAZ=FFaAXVFEEDYTRFaXIDE51DODT 71
IWZIERT 3

RAZ—=RFaXVME UYIENIY T RFa XY bZ2E8.0dm 7 7L T, odt FZH T,
VY OENTET7AILE. KBEDRKEIRBRF XY FZERE S URETIHBRICHERICRIGE
IH HARAICEE T BHBERE. 1 D2DT 7AILUCARLED I —DUEICLRBZHEDHD £,

VRAA—RFaXYbZzodt 77AIILICTVRR— T BICIE GTd.odm 7 7 1ILCEEEZERT
12)

1) YRAZ—RFa XV EERE IRTOIVVIZFFHLET, XZa—N—Hm5T71ILIE
SHLZERLEFY,

2) [BEHL]FC 7O (R400)T, EBXHT.0dt 771 ILOLEEAAL. [T 71 IL][XE]
[XE]T[ODF][EH][ERE T (.0dt)]| Z:BIRL X IT(IFEDFRKETHBIETTY) TIRX
R—bx2O)yvoLET, COFIETIE .odt 77 1ILEERL. S ITXELFERDES
ABZIEEI g VICEEBLE Y, 400

3) YRA—RFaXYrZEBALCT. FILWodt 771 IILEZRSE. IRTOU Y IEZEHLE
ED

4) V2o =YLTEZTAAFREZHIFRT 2ICIE. [BERX][EI7>av]icBHL. [Eo>ay
BREZF)ORVDEEZERLTH S, [[EFEFEZ]|OREDEH%Z Shift+ 7 U v I LT
IRTOEEZZFEIRL £, [Link]Z2 > 3 > D[Link] & [Write Protection]| z 27> 3> ®
[Protect] D5 DFEIR = R L £ 95

5 [OKZZJwvo L%,
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WGT7104-FormattingTe: OpenDocument Text 1.13 MB 11/04/2021, 10:58
WGT7105-FormattingPa OpenDocument Text 916.9 KB 11/04/2021, 10:35

+ 5 =3 WIET1INR.EnrmattinnDa, MnanDncromeant Tevt 1 70 MR 11N AM2N21_1N-AA
File name: 'WG71-WriterGuide (v I  Export |
File format: ODF Text Document (.odt) &8 Cancel

Automatic file name extension Help

Selection

K 400: % A2 —XEZHR < XEXE(odt) 7 71 ILICT U AR— k93 400

—EEIFIRTOEIL 3> ZHIRLTTIL—2FTF A RFFa X2 MIT25EIF. HIRT 3t
72avEERL. HIRRZZ2VyILET, ChoDtEISa>ORARRBXEICERDEY, €7
2arR—N—DHPHIBREINET, [OK]2T v I LET,

EffZEET S

HINERIAZ—EBEBRO—E LT &, YIXERD IR=2) IIT7Vh—SniXEY S
T4V NERFINFFA YAZ—RFaXV NI IRTOYTRFaAXV N ZRETIEE
ICR—=2 70—, R—TVES, BLUHEEBREZEBERT 370, YT RFa XY FROR—I XA
DN BBIITARZ—RFa Xy N ThbnEd, BRIIT>HA—8BEKV, BITHZ XY,

AV EFSRMTIE YARX—ERONEL I3 >0 IR=J ] IZT7VH—CNEXEIFEDODR—D
ICeED, YIXZEORIHZDLoTHEHLAEL, TOE. BRIV T RFa XY DEFOY
CMMIHBZR=JITEDZRIEEMEDH D £,

CNSDOREZERL. HFEDR—JICERZERICERET 3ICIE. ROKLS ICERZEEL XT:
1) EfzE27)y I LT AVTFIAMAZa—O[7AONTA)1ZERLE T,
2) ERA70OJ(HA0L)D[RBEZT T, 7o A—Z[XFETIFLIFFREEXTICREL X

9o 401
3) [IE]T. R=IANOBPBKFELVEESRZERLET, OKZI )y I LTEEZR
#FLET

B21. A—YH4—AVE—TT—ANUTb477E 16 YAZ—RKFa X2k 397



® Image

_ Options ~ Wrap Hyperlink Image 'Crop Borders Area  Transparency Macro

Size Anchor R —
Width 12.78 cm 1) ~ Topage
To raph
Relative to  Paragraph area s 0 0 pmrng
To character
Height 8.21cm (2] | As character
Relative to  Paragraph area <
Keep ratio
Original Size
Position
Horizontal  Center by |0.00cm @ to |Page text area B
Mirror on even pages
Vertical  Top B by oooem (2 to [Margin o
| Follow text flow

A1 TR TV H— L. R—IIIBERET 5 401
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IEC®IC

T4 —ILRIE. TETELREMNICEAINE T, LrRiF. EBESNBZT—4 REOAMLPR—
DIBIRE) FIRBEEENZAEMOH BT —5 (BARPORMIIIEDOLE) « I—F—E&
DESMHTOIEE. BBHEESR. SLURHENET IV TV BEDOFRETRRITIZHR SN,
HMORGTIIRRIESNBVEFIIIEE) - RFIEBH T —ILRTT,

COETIF. T4 —ILFO—MHNABERFEICOVWTHALET, 7 —ILRCEDFERICEET 55
MBI, CORDEEANTY, NT—A—HF =& 7FVT—2 3> DN T THEZEEIE TS
9o

Deor
A== N—O[RFP[T« = RS T—F 1 VI DOBRERET B H [V—IL]>[F 7
> 3 V>[LibreOffice]>[7 TV 7 —>a DB TT4— IRz —T1 VT DBEZEE
LARVED, BIELETRRIDETr—ILROEENRBICADEFT, COKREBOES
IE. 77 17IILOMRIEFX72IE PDFADI Y XR— MRIZIERRSINEH Ao

Z19—INFDF—FR—F>3—rHv k
T4 —ILRZRETRESICERTBENLF—R—Ra—bhAy bZRICRLED,
Ctri+F2 [Z4—ILRIZA7O7%ZHTET,
Ctrl+F8 Ja4— IRz —FTo 20 A 2 FEATICLET,
Ctrl+F9 T4 —IILRBZERRFLIFIERRFICLET,
F9 T14—ILREZEHFLET,

HEDOFHHICTr—ILFZANTS

HBET7 4 —ILRZTIFPNEBICEATRICIE. XZa—N—T HEAl > IR=-UFS) £
MEAL > T74—J)LF] ZBRL. Y IXZa—TRHELT s —ILREERLE T,

Page Number

Page Number
Header and Footer > Page Count
Date
Erwelc-pe... _ Time
Signature Line... Title
First Author
Subject

More Fields... 3F2

402: 3587 1« — )L R DA 402

FEXaXETANTZEAL T, X27—2ZE{L 9 16
ZRIFITD

XED[ZANTAAA4 77 (7 7AW - [FAONTADICIE6 DDRTHHD 9, £R]Z T L[
2T 0ERIF. TOJSLICE>TERINET, —SBOBER(EM]Z 7 OHERBEITL[ZEEH
BITOADEZRE)IE. [V —IL>[7F 7> 3 V]>[LibreOffice] D[ 21— —F —Z|R—IHh 5 BF I E
T, [V NBTL[EF 2 FA]2TDAFL 3 VICOVTIE. SO 27 L ORIDEFR TR
LTWET,
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ERBA| 2 T E[ARELTAONT112 T2 ERALE T,

© FFaXYhOnf URBX. RE RREZXEITEIAEZT —H. COXIT—2DO—H
¥, HTML B KLU PDF THRLBIFAVWBHDICTVRR—bENFET, —ED T« —ILRIZIZE
Z0HDOH%BL TIRAR—FETNEEA
« EtIBEHR XERD T —ILRTHERTET—XZREFTCEET, RiF. XEDX
1 b, 7O 0 bEMEBOERRBR. FFHMmOLBHEIE. 7O T FDOETHIC
EESNBHEED DD XY,
CORAT7OTIBTTL—bTHERBTEEY, 77— T 74— FRZEHZIVEND
BEREEBEICHSEZZENTEFET, (FL—RFRILAIF. XEATEKOKEZRcI N
TEET, 447 R—2%E5H), 468
WOTHIDAATOTICED. ADLIBERZZEETET I, ChzfTd 8. ZOBEHRADIANT
DBRIFE. XERADLITRRINTHEDLD 9, ez [FEA]Z 7 (E403)TlE. [FE]
T4 —ILRORABZ RS 7 b REDSABREICEB T DHVENHDIHEDHD 9, 403

[ @ @ Properties of “WG7217-Fields_JHW"
General Description Custom Properties Security Font Statistics

Title:  Chapter 17 Fields
Subject:

Keywords:

Comments:

403:XXED[FONT 1 J4 A 7O D[HBE]Z 7 403

[MRELTONT1]2T(®404)%2ERALT. COX1 7O DMDR T TRESINEZ T4 —ILRIC
INFSHWERZRELET, 404

('. 7 Q Properties of "WG?21?-FieId5_,JI;IW"

' General Description Custom Properties Security Font Statistics

, Name Type Value
Guide Name 8 Tetx B writer Guide X
LibreOffice Version 8 Tex 7.2 4

404:[Hh AR LTOINT 1 ]2 T 404

FRXETHRAZLTANTA1ZTENDHTH Lo BAKBLABD FT. FRXEHNT Y
TL—MIBSBA. CORTICET A —ILRDEENZBALDHD £ 7,

2T @UIBRSNTOVERA)DETICHZ[EMBMIREZ > E I U v LT HAZLTONT 1%
AATEZ Ry 7 2OFIEFBALET,

. [BERYIRICE. —BESBEREOROY 7E Y U RHEEATOET, FICXY
O—LTRTOBREERT L 7. BREN NG —XICEDARVESER. Ry oI
FLOEREANTEET,

. [24 TERBEHTIE. T4 —ILRICDVT, [XE]. [BE]. [BfH]. [BE. e, £
[V ERVVR]EBRTEET, FLOVBEEERT 3 LTS E R Ao

- MEFIT. COT1 =L RHBERSNBNEBICETT 3REEANELISBRLET, [
FITORRIISL T, BIRIBED T — 2 OBBICEHRINZBENHD £F, Lz,
BEORRFPANDRE. 20 70/87 1« DEFEMICEREINE T,

ARZLEMEZHIRT 3ICIE. TOARICHEZ R 2T ) v I LET,

Z21, A—HY—1>2—TJx—X/\N' )T b 477 F 17 Fields 401



o Evb
HIYMEOERZZEET BICIE. [V—I]> [F T2 a V> [EEBREP> [EEICEHL. [O
BT EEELET,

DT r—ILFZERALT, BELIBFHREHRTFITS

AR T4 —ILRZFERTS 1D0FAEIFR. 7O FDOBETENT ZRIEMDH 3 BFRZ RIF
TBIETY, R IXx—Vv—. B, FLRBEHLEOLFNEEINIHBENDHD &
Yo BEARBRERE 7 —/LRELTHALKIBE, 1DATHRERZEETSE. TOTr—ILRD
RETDINTOGEATEINICEEINE T,

Writer [CId. 74 —ILFICE > TEREINBZBREFRETIZHANVOMHDEY, CITEN
SOV DD ZERTVWEET,

7 DOXEFO/NT+ (Page Number. Page Count. Date. Time. &, First Author. Subject)
i BBAP[74—ILRIXZ2—(R402ICHD FT, TNHDT—ILROVWITNHAZEATSIC
IF. XZa—TENEIUYILET, NSO T —ILRO—8IF. [XETONT1E170O7
(K 403)h' 5 iEHRZEIF L £9, 402403

MOXETONT 1. [71—ILRZ A 70O (K 405 $ & U 406)D[Doclnformation] 2 7 £ [XE]
RTNCHD. BEAP[71—ILR]>[EFHET7 v —IL R]ZEIRT BH. Ctrl+F2 =L £ 9, 405 406

[DocInformation] 2 7 D [Type BREZ|ICHB[H XX LEBIE. [XEO7ONT«141 707 (K
A0)D[ARRLTANTA|ZTHSRELTEHDTY, BREZSOHAAZLTANTAHEEIN
TWLWAHE. LWLRICIEFRTINEFHA. 404

T4 =)L REO—ERIE. [V—Il]-[7F T 3]~ [LibreOffice] 51 7O KRy AD[L—HF—4]
R=UHEBRENDZDT. TOR—ZCOBHRAELWVW EZHER LT T,

NEDT 1 —=ILROVWTNHZEATBICIE. [R1 TEFEZ|TED T —ILRZZERL. [FER
CER]) X MIBREARTINLBSEETNEERLET, REIC. @BAZIUYILET,

90 @ Fields
‘ Document  Cross-references  Functions [ehidlilEiii Variables  Database
Type Select Format
Comments Author 12/31/99
Created Time 12/31/1999
¥ Custom Date i Dec31,99
Guide Mame Dec 31, 1999
LibreOffive Version 31. Dec. 1999
Keywords December 31, 1999
Last printed 31. December 1999
Modified Fri, Dec 31, 99
Revision number Fri 31/Dec 99
Subject Fri, December 31, 1999
Title Friday, December 31, 1999
Total editing time 12-31
99-12-31
1999-12-31
12/99
Dec 31
Fixed content
Help Close | Insert |

405:[7 « — L R]& « 7704 D [DocInformation]? 7 % £ L 7= Date Modified 7« —JL R DA
405
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QeLiChg Cross-references

Type Select
Author

Chapter

Date

‘File name

~ Docinformation  Variables  Database

Format

File name

File name without extension
Path

Path/File name

Page

Paragraph Signature
Sender

Statistics

Templates

Time

406:[7 4 —ILR]ZAT7OTD[XE]Z T =ERLTI 71IL&ET7 « —IL R ZHEA T B 406

ﬂmw.
NEDT4—ILRIIZLDBE. BT BREFRTFIBLHICERINETITH.
T4—ILREZEBATZEEICEAEBEIYTYA TS a Y (®405. ATICERR)ZER
TBILICED. ARZEZEEARFICTEEY, HBICIHL T BTooR 70O
ROTCIDATa>D:EREZ#BRL. 74— IILREHEBEERTEXY, X
IE. 714 —ILRZFERLTXEDERB2EAT 3158, TORN2ZEETI2HEITH
hEtA. 405

EEXZFERALTHEEICERSNEI 71 —ILFZHEATS

FLC71—ILREERICERTZEE1F. EREXEFERALT I —IILRZEHBEICBEATETET,
71— ILROERXIERZEERT BICIE:
1) BRRDESIC. XEICTs—ILREHALET,

2) BALLT7 4 —IILRFZERL. [V—I]> [EEX]|ZBRLEY (FfidCrl+ F3Z#IL X
T) o

3) [ERE@AAT7HOY(K407)T. COFHRRELEBEEZRET SV I/IL—F(COFTIKEDDE
Ba)zERL. RHLBOXZFIZAAL. BEICISCTHR > a3 — MOy b EEELE
9, 407

4) [BEX|KREZ>=ZIV) v UL, [FREH]|Z2Vy o LT BHZ 70— LR LTEBALE
Fo BENIIT 4 —ILRTIIABLL TL—TFANMIRDZ 0. FRIEH] (FFX FDH)
ZEIRLBWVWTLCETV. FTLWLERRIZ. JIL—TZERL TERBDOEFIZANT S X
THRRAINFEFEA. )

5 [FAL3]1z2Uvy o LT [EEXZ17O07%ZFHACET,

6) COT1—ILRZA—VIMBEICEATBICIE. >3a—rhy brZ2AAALTRBZHLET,

B21, A—Y—A>RZ—Tx—X/)\N) T > b 477 & 17,Fields 403



& [ ] AutoText
Display remainder of name as suggestion while typing
Name: |sample Shortcut: s

» Business Cards, Work (3 ¥ x 2)
My AutoText

» Only for Templates

» Standard

Save Links Relative To

File system Internet

Help AutoText ~ | Categories... Path... Close Insert

New
New (text only)

E
Import...

407 FEER A R LEEDER 407

MEOESHITIEFZEERT S

ESBEDRBICEICESHUEL LBWVWEE. AAADESHITORREK LD HEMGIEHNBELIS
By FLRBHBEBV I SZXZAUDBRVGEICERT 2 1cODHMBOE SIS —T VR ZERT S
CENTEET,

COREYITIE. BELEER T« —ILFZHEALT ESNITFY—T 2 RXZERT 5HEICDOL
TERAL T,

TIETHF (123) AL TRESEERZIERT 51013
1) UEXEOZADKRZICA—VILZEZTET,

2) BAST A —ILE>ElT r —ILRZBEIRT 3D, Crl+F2 ¥—Z#RL T, TEH 247 (K
408)%ERL £9, 408

3) [BHE]XT. EB]ZERLEY, [EX|VRLT, [PFET7HF (123) |Z&RLZE
To [BAN T« —ILFICERDRFIZAAILET, (COFITIEStepZERALE LT )

4) BMAZIVYILET, BH (RT7v 7)) OBEIHDERI) I MMIRREIN, XEOBARA
PHIBFT4—ILEF QZXRT) PRESNET, [T —ILRFAT7O7IEEWVCEET
ER

7 [Z4—ILRIZA7O7DFEA|RE > ZESICHEEBIV ) wIT2E. FFaXy b
2. 3 AREDBFNRIEINE T,
5 CNT. HEALET7s—ILRZHRTEEXS, RTYTFO—TVRE[Zo—ILRFZrT70O5
DPERIRY I RIZED EFT(CDOXEDH)e DT —ILRIEXEDLEZTHEATESE
ATYTEBZANTBIECICINSDIRTZITODRVESICTBICIF. ATy TOEREGREEL
EEERLET, RIC. MOERAGEZBATRIDOEBLEAETI A —ILREZBATEXY, 434 R—
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D0 TERQEFER L TERICEAINE 7 —ILRZHEATS) 2B8BLTLLIETV, EBXEE
BLTHEEICFERINS 7 —ILRZHEAT S 455

® 0@ Fields
Document  Cross-references  Functions  Docinformation JRIEII SR Database
Type Select Format
Set variable Drawing Arabic (1 2 3)
Show variable Figure P e L Ky |
DDE field Ilustration 1st, 2nd, 3rd, ...
Insert Formula Table One, Two, Three, ...
Input field Text First, Second, Third, ...
Number range A, B, .., Aa, AB, ... (Bulgarian)
Set page variable a, B, .., aa, ab, ... (Bulgarian)
Show page variable A, B, .., Aa, BB, ... (Bulgarian)
User Field a, 6, .., aa, 66, ... (Bulgarian)
Numbering by Chapter
Level Mone a
Separator
Name Value
Step
Help cose | [MEES

X 408 FfESEFEZE B D EF 408

O eor

A—H—EREHEHINETHERINTULRWES. [BERYIADEICHZ XTI
DEMICEDET, COT7A4aA>%0) v I LT, ZH%HBRTETEY, WEODXET
FRINTVWRZEHZHIRTSICIE. FTEOEHEZFERALTVWEZIRTD T —ILR
EXEZEHSHIBRLTHSE., UMD SEHEHIRLET,

BEHEESRZERATS

XEDMDMAINDHEEBRZ AN LIEGE. RHLZES|IALD. RZEMEIFBIFRLED.
FEYIZBRALIED TR, ENSOBRISBEICEL B >TLEVEYT, ALDLIHEESRZ
BEOHEESRICETRIET, T4 —ILRZEFIIL. IRTOBRV\EINICEFIN. JHE
DX E XTI R—IBEBSHRTEINE T,

[ —ILRIZ+A4 707 (R409)DMESR|ZTICIF. REL. BESMIRE. TvIv—IRED
TATLDN—EBERTEINET, HOFvyTFar ROFvTIPary, I—F-—EROBELRE

H. BLUVZEOMDOTA TLNNETEREEINTLEHE. TOXATHUXMIRTINZE

9, 409

0t>|~
—EZD A&, BEESBIC Writer D/\1/X—1) >V OKeEFRLTVWE T, 7=5L. /\

AN—VIDRRTFRANEI U IERDTATLDONFI 2ZEELTHEDD FE
ho EDTH. IFEACDRATHESRZHERAI B 2D LI T, ASMNI. F

FaXYFZ2HIMLE LTRETSHETY,. HEESRBIIHTML RE¥ a2 X2 FTiE/N
A=) TICHERW=0. Writer REF a2 XY FTNAN—D) O %ERTIHNEN
HOEJ,

B21, A—Y—A>R%—Tx—X/)\N) T > b 477 & 17,Fields 405



[ JoN ) Fields

Document Functions  Doclnformation  Variables  Database

Type Selection
Set Reference
Insert Reference
Headings

Filter Selection

Introduction
Numbered Paragraphs Keyboard shortcuts for fields
Figure Quick and easy field entry
Bookmarks Using document properties to hold metadata and information that changes
Footnotes

Using other fields to hold information that changes
Using AutoText to insert often-used fields

Defining your own numbering seguences

Insert reference to Using automatic cross-references

Inserting cross-references

Page Available formats

r(_:hapter Preparing items as targets for cross-referencing
‘Reference .
Using bookmarks

Above/Belaw Setting references
As Page Style 9
Number o - .
Number (no context) Name | Copyright
Number (full context)

Value

Help cose | [EMIESN
X 409:[7 « —)LR]4 »r O 7 DEEBIE]Z 7 409

HHEDREEA TS
HEEBR]ZTICRTEINBZEHL. K. £FZOMODEEANODHESRBZIEAT 313
1) XERTHEBRZRTIBSAICH—VILZEETE T,

2) 71— IRIZA7OTHR Yy I ADHUNDZEIE. JEA)Y[27OR) T 7L YR %&ERT
Zh. [Crl+[F2]=# L 7, (EEBE]|Z 7 (K409)D[EE|EZEZTT. BRLTWVWE T
TLOBE(T-eZ I, RELFIEFR)EIU v LET, 409

3) BIRFBIZRETITHEREBERA2 VU v I 3D, BBNICERINEIVR)(EBLARY)
CA—HEEDV I FLUVR(TYIR—IVRBRE)DEADRREINET,

4) BROBA]VIALT. RELGBROBEZZERL I, ERRIE. BREINZ 71T LIS
FOTEABDEIUUTO MBEBROIODT7 +—< v b Z8R), HESBADT +—
< v b below

RELICOVWTI, BF. 2R (RELOEXZEATS) TiER—2 (RELYHS
R=DOESZHAT B) ’Ei' BHRL £ 9o

Konizs. BE. BEEMFIT(HESDOHFZEATS). h7JdVCES( TR CWOBEEEL
DESZHEATBZD). BRESCF vy I a>oeXzs0 TR tb\o%a’é%‘:ﬁ]\?
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Thank you for a

Favorite Shape Survey

Please complete the form and return it by email to your teacher.

greeing to take part in this survey.

Name: ‘
Gender: © Male “ Female “ Other
Favorite shape: ‘ o
. |
All shapes you like:
[~ Circle | Triangle [~ Square | Pentagon
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Favorite Shape Survey

Thank you for agreeing to take part in this survey.q
Please complete the form and return it by email to your teacher.q|

Name:q
Gender:q|
Favorite shape:

All shapes you like]]
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Favorite Shape Survey

Thank you for agreeing to take part in this survey.{
Please complete the form and return it by email to your teacher.q|

Name: ‘ 9
Gender: © Option Button " Option Button " Option Button
Favorite shape: jﬂ]
All shapes you like]f

[ Check Box [~ Check Box [~ Check Box [ Check Box

B 424:7 #— LY bO—I)LZFONXE 424

TZF—LI>FO—/LZERTS

T¥AFKRYIR
WOWIEET T —ILRICB T SICREDNBETIN, T —ILROBI EIIE. 2B, £dT
DtDERREEEETE LN TETET, BLESAHS
1) BEAE—RHFUT. D9 —RHEFTTHZICEBRL TS L,
2) T4 —IRELTILID W LT, FONT1XERY R4« 7O (K 425)%B<
ICBEIL 9, 425
3) [BM]FTT. FIKRZO—LLTUELRETFROIYySETFICRS vy I LTHIT7OIRY
O2%RBELQ). [B7ANT1 L [ES]TANT+EZRDITET, BBICHLTEELE

ED
4) 20%. RA47O07%ZFAL% 95D, OO bO—ILZHRELTVWIEBACDEFRICTS

CENTEET,

® @ Properties: Text Box
\Generaly Data Events

POSIIONY......cuuneinsinmnias -0.44 cm 2]
Uy B 9.50 cm |E|
HRINT s niai daamina 0.62 cm |E|
Default text...........cccuesne hd
e Snoneenre s (Default)
Alignment............ocoenn. Left &
Vert. Alignment.............. Default i
Background color........... _: Default b
Bopder: - e 3D look ﬁ
Border color.................. Default

25 XEBRYIVADREEBEZEET 425
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FToarvERay

HRA TS 3V REVIE. 3DD5E5D 1 DLMNBIRTEARVLSICRETEHRELNHD T, h
IF2 DD ETITS CEATEET, COTHRBETALSIALDA TS 3V REVEFRT 3.
S —FRy oA EFEL £ T(462 x— % B, 485

1) BHAE—RAT VT, U4 HF— DA TTHBEERRL TSI L,

2) FONT4 A TOIHEL DEAIE. BUOF T a>VRaYE1EIY v LT, 441
FOSETONT4 AT a Vv REVICEBLET, 44 7O7HELTHVMESIE. 84
DATSaAVREVELTINI Yo LET, [FTONT 81 7OY (K 426)D[—HR]8 T
T [SAL] T4 —ILRIC TR « [FIL—FR80 7« —ILRIC THRL CADLE
¥, 426

3) JIL—TRBDINILEHRICENETNZEEZOMZFERALT. D2 D20F T a3 ITH
LTHEORLET, (FIL—FETIF. —EIC1D2DF T ary LMERTEEEA. )

0 ® Properties: Option Bution
u Data  Events
L= L e Option Button 1
L b Male -
1 Label Field..............ccsuee.
I Group name..........ussssnns Gender
5T R ———— Yes B

426:F T2 aVIRFADDINIVBET IV —TBDIERE 426
FT2aVvREAVHENTETCVBHERIE. EhEehZIEBICIVY I LT, EXBBICFS YT
LETo
FF2aVREVNEBEALTLATVRWESIF. ChZeRITLET:

1) [Z4—L2>bO—-L]Y—=IN=—DFERIREZ>ZI VI L. 3D2DF T3> RE> 0
hO=-ILEZBRADRY I X% ITXTDraw LT, IRTEIRL £9(X427), 427

2) B7VyIL. AVTFRAMXZ 2 —D[BF|>[LE]ZERL 9, K428 ICHERDFRRS

nxd, 428
5] 5]
Gender: jﬂ Male {J Othar =
. FemDa[e Cut
: . Copy
Favorite shape: | il
Position and Size...
All ShﬂpES you 1ikE! Control Properties...

Form Properties...

[~ Circle [ Triangle [~ square |

Anchor 4
Wrap »

g >
Arrange > Centered
Group Right

Center
Bottom

427: > bO—=)L&ERL. BY%E EIZ 427
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o o
Gender: 2* Male * Female * Other ]
@ -] [m]

428 G| EERICN T BT U a > DiER 428

DAMKRYIR
BIRFEOEZESZEBMA Y 7 RACBET BICIF. ROBEZITVWET, BXES
1) REAE—RDBAVT. D —RHBF T THEIZCZERELTLLET L, BREZTHRYIX
O bAO—ILEZZ Ty LT A bO=LO[ZANTa141 7O 2B LET
(K 430), [£M)ZTZEIRLFJ, 430
2) FICXR2O0—-)LT TUORMDIERH] TFAMANRY I RZRDITEY, BIFZO%4H

(Circle, Triangle, Square, Pentagon) % 1 D9F DAL X9, AfI429 ICRTLSIC.
neznz=XL. [Shift|+[Enter]Z38 L £9, 429

| ®C @ Properties: List Box
QGeneall| Data  Events
Pasition.........cc.cociemnaa -0.37 cm [ \; [
NV e i i 6.50 cm |;|
[ @] 1) e e e 1.01cm |:_| |
List 8NIr8S........occe0iisnnn -
Fort s Cide
Alignment...........co.veene. %ﬁﬂ;ﬂd
Background color...........

Bosder... e 3D look B

429:EREZTDREEATIT B 429

AAT7O0RY I RDBEFEST IV MRV I IDSHNTGRRZ )W I T3 L.
I Mriangle; « [Squares . [Pentagons (K430)WSTHRRINET, 430

e @ Properties: List Box

ﬁ Data  Events
PositionX. 0.00 cm £]
PORMONY. ..o -0.37 cm <]
Wi 6.44 cm )
sl 1.01 cm [2]
List entries........ccoersannans "Circle™;"Triangle";"Square";"Pe| ™
FONMeiirecereeeseaesecesseeene (Default)
Alignment..........ccoeeeeene Left E
Background color........... [ ] Default -

430:FEKESIRY IO TONT« 41 70O 430
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FxyvIRYyIR
Fryv IRy IR =T BICIE:

1)

2)

3)

4)
5)

WAE—RAT VT, Y4 F—RAL T THZEERRLTLLESI W BHDF TV Y
Ryo2aY bO—ILEZTINIU I LET,

[FANT«F Ty IRy 2R84 T7AY(E431)T. [SANIL]T 1 —IL ROXER[HICESE
L. Enter ¥—%3L E 9, A—VIDBRDTIBEL. XEOFTvIRYIIDIRIL
W CICEBESNE T, 431

| NON Properties: Check Box

General Data Events

NAME.ovoreveereeececernenns Check Box 1
Label e Circle] -
Label Field...................

Enabled.........ccooooeov.... Yes
Misible:r e e n Yes

431:F Ty IRy I ZAD[FONT 1|44 T70OT D EER 431
D3I DDF Vv IRYIRZIEEICI Vv LET, [FTAONTA|ZA7O7D[ZNILT
FXMAHNRYZZDTF X %, Triangle, Square, Pentagon (CIBHICZE L £ 95
TONTa 44700 %L £,
[RETE—R]ZA7ICLET,

NTITA—LDTERLE LI, 458 R—J D422 DL SICHD FF, 422 480

TIN—=TRy IR

MDA TS 3 VR EERICER T 20 DIC(460 R—J THBA). JIL—T Ry I XZFEHAL
TATOIAVREVDIIN—TZB/AT R DN TEET, JIL—TRyIRIF #ERZ1DFTDOF
ICERET(U6AR—JDREAISICRT LDIC). BARXDRRZUNIFSHREBICHEEITT 9460 R—
COKFEAMEICAEEL F L7), 483435 486483

BLRDATaVREORODICTIV—T Ry I X% ERT BICIF:

1)

2)
3)
4)
5)

6)

7)

THAVE—REDAF—ROAADNAVICHBE>TWVWBREZRRLET, [FIL—THRyvD
A7 &7V v L. [MRZRNILOEDRY I X% Draw LE9, JIL—TERT«
H— R (K 432)HEHICHAT £ 9, 432

ERIORy ORI TEHE] CANDLET, PhE2>z2o)v o LT GRlO[A 73>
T4—=IRIRyIRIIBHLET,

[T [ZDHMUCOVWTHRILCFIEEZRDRLET, T HF—RIEK433DLSICHD £
o IN>EI )y I LET, 433

T4 HF—RDRDR—J(K434)T. WWREFEIRLET, 1 DORED T 1 —IL RIFIEE L
LTERSNFER A IN>EI U I LET, 434

ROR—=TI T, WOWIDEEZTVWET, AN>EIU VI LET,

ROR=TJTlE. Fvy T g VEEHDS TGroup Boxy CWSBHEZHIBRLES, 74—LA
IC Gender: ZRILAT TICARWESIE. Fv¥ T3> L TGender ELANTBZENTE
E N

SETEVVYILEYT, AEBET7A—LIEK435DLSICHD £T, 435
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] @ Group Element Wizard
Table element

= =
Group Box Which names do you want Option fields
to give the option fields?

< Back Next = Finish Cancel

432:Group Element Wizard ZER LTc T IL—T Ry J XDHEA 432

D [ ] Group Element Wizard
Table element

Which names do you want Option fields
to give the option fields?

| oy Male
Female
<< Other

33 BRI F—RA T3> T4 —ILFDBREIZEMT B 433

[ ] & Group Element Wizard

Should one option field be selected as a default?

Yes, the following:

) No, one particular field is not going to be selected.

34 FHEF T a B VW L ZEIRY B 434

Name:

Gender;  Male
~ Female
© Other

435 5B T # —LDERIT I —T Ry TR 435
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tElF

TA—LIFTERLELID XEZSSICHBICEETET XY, ChZetDAICEKELTETEES
FENHZHEIF. XEZHARDERICL. A DT+ —LICANETETZH. MOEEZM
ZIBWEDICTBIENTEE D,

XEZHZAHFWODERICTBICIE [Z70L]> [FANTa12RRL. [EFa VT2 TZERL
T [Z7 M ESRA D ERATHL]ZBMICLET,

XE

XEDNHRABRDBERDIFE. 74 —LICANTEI—HF—d. [7 71> [BE1ZHF
TREFIZERL TNEZRET DLELNHD T,

F—=BR)—=ZAANTIOERTB

7 #—LDRH—MINBEREIE. T—ER—RIIBEREANTZ L TY, LLRF. HOAIE
BIT —IR—RBREANTBDICERTES 7+ —LZRATEE T, Writer FFa X2k
D—ETH BT, T+ —LICIKEKR. EXRE. K. BLUVEOMOERZZDHHLHTE &
BEBDICRRTEEX T, 74— LOEEIF. XEDRELRALSVLEHETT,

LibreOffice I(3ZWDT—R2Y —RIT7I7ERXTEF Y, TNHICiE. ODBC. MySQL. Oracle
JDBC. XL Y RI—bh TERRT7AIUDETENT T, —RHBRIL—ILE LT, TAHFWD EE
FRAADIEDICT—ER—RICTIVEATEEY, OT—2Y—R (RTL Yy RI—FRY) I35
HFBDERATY,

O eor

FRL=TA VIV RTLTHR—FEINTVWET—RY —XRZATDI) X ZRTRT
BICIE [T 7N B> [T —2R—X]Z8RLE T, T IRV —FDR
DR—=I T, [BIFOT—IR-X(CEH]Z#ERL. POV TH4U U MzR<CL
9, BRET

CHOEOBENDHIC. UEIICT—EAR—IXF 3O T—2Y —X%ZER L. Writer TER$ 37
DICFRLTVWBZFRIIRELTVWET, ZLIAABRBIDE 14 TliE. T—EXR—IXDER & B
FHEICDWTHRALTWEY,

T—RATHED 7 + — LT (ERL TS
;—‘;9/\“—273“ LibreOffice ICB TINS5, RDFIBICH > TITA—LZEZT—RY—RIZU>UL
1) Writer THILWRFa XY bZERLEFT ([Z 70> FIRER> [XERFa2 X2V R) o
2) REBOT 1 —ILRICAAETICT+—LZHREFLET BDIPSVWOTHEETEETY) o
3) [ZA—La> A=Y —=IN=E[TA—LDTHAY—IN—%EKRRLET,
4) [f%5TE— K (Design Mode)]7raA>% 20U wo LT, XEZHKFE—RICLET,
5 [THFRXMRY IR ZAAVEIIYILET, XEZIVVYILTRI I L. RAID
T#—L74—ILROXERY I RZERLET,
6) RLAET. EEOBEDEM 7+ —I/LRZEBMTEET (VUYILTRSYY) o
NET. BRIID 7 +—LEERITDCZIFERALIEDOLRILFIEERITLE L. 74— LEZER
LfeT—2Y—=RIC) o9 3ICIF

1) [Z4—LTFHA VY —=IN—D[T7A#—LDTOANTA|F7A A% T v o TBh. BAL
74— ILROVWITNDAZEI )Yy LT 7 4—LO7ANTa)1ZERL. [7A—LDT
ONTa 121705 BE< 436)% KL £9, 436

B2l A—Y—AE—Tx—RANUT7> b477E 18,7 #— L\ 433



Form Properties

General Data Events

Data SOUICE......covveerenens Bibliography [+ ] a
Content type.......ooevvenns Table &
Content: s biblio v ]
Analyze SQL command... Yes
[ oo

S S

Allow additions................ Yes
Allow modifications.......... Yes
Allow deletions................ Yes %]
Add data only.................. No
Navigation bar................. Yes (]
CYCIB e Default =)

K 436: 7 #—LDFONT1. T—RY—ZAND¥EH 436

2) [74—LDBMAAT7AOJ T, [T—R]ZT=ZERLZET,

- T=RY—REBRLIET—RYV—RIRELET,
- RBROEEZT—JILICRELET,

- RBICTVERTZ3T7—TILO&FIZHRELE T,
- 4700 =zELE T,

3) 7x—La>bO—-)LZkic. aA>rO=ILZzoU v LGERLERICEVDFDR Y
ADNRIEINED) [FONTAI XA T7AJ Ry I R%ZBEET, HU )y oL AV bk
O—=IL7ONT«%2&RTZH. [74—La> bO=-I]Y—=IN—@[a> tO—)L7ON
T 7% D)y I LET,

4) [FaONnF«1Z47a7 7T, [T—RE2TR43NEI ) v I LET, 74—LEELLERET
BE [T—RT74—IRAT>avIiF. T—FY—ROETEIXBTr—ILF (fcexx
X %l FFr. BFREES) OUIMDEENFE T, BER T —ILFRZFEIRLF T, 437

& ] Properties: Text Box

General Data Events

| Datafield...........coovee... Address (]
Empty string is NULL... Yes &
Input required.............. Yes (%)
Filter proposal............ No

X437 7 #—L> ,O—ILOTONTA. T—RRT 437

5) 7«4 —/RICEIDHTENZIANTOIY bO—IHMEIODHTSNZET, A bO-)L
ISR L TIEZICHEDEL 95
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p=

LibreOffice Base TTF—2ZRXR—XE{EH L. 751X —F—T s —ILROBEEER L
WCRELTSEE. T 74 —ILRIETA—LD—ETHINEITHD FH

Ao AutoValue PVVWRICERE SN TWVWBIGEIE. FilRZ2023HMELHD. 21— —
IERHELEZEKTB1-UIC. TED T4 —ILRIC—EDEZANTINERHD X7,
NIIEEBHTETEH A

T—=RETF—LUNATT B

T4—L%EERL. TNET—EZR—XICEEMITIES. ENEFERLTT—ER—XIIT—2E A
HI3h. T TICEET ST —XE=ZTELET:

1) TA—LRTHAVE—RIZBE>TLWAWI EEBELTLES VY, (74—Ld> O-)L
YV=ILIN—T. THAVEFE—RT7042>%2 Vv I LEFEd, THAVE— BT TDIHFE.
YV=IN—DIFEALEDRR DT L —FRRICEDET),

2) TA—LFEF—2 3 Y—ILN—DAUICHBE>TVWBR I 2RRALET (RRP>[V-IL
N=]>[TA—LFETF—=23V]) o« TOYV—ILN—IE BE. T—IIR—ADFEPICEKT
TNX9,

# Record [2 of 11 * 19 4 b bl b b & % 7 =R

X 438: 7 #—LFEHF—> 3>V —)L/IN— 438
3) T—RY—RICBEDT—EHH3HEIF. 7+—LFES—>a>Y—IN—DaV
O—J)LRE>%FEALT. BAZLI—REERELES, LIA—ROT—F2EEIET BIC
lF. 73—LODEZRELE T, EEZZEETBICIE. RED T —ILRICA—=VILZEL
TEnter¥—%#MLFEJ, LIO—RFRHIMERESHN. ROLOA—RHARRINET,

4) TA—LIZT—RZBBRVWEEIE. TA—LDT4—ILFICANLTERZANDLET, #FL
WL O—RZZXETBICIF. REDT—IILRICA—VILZEWTEnter ¥—Z#WL X9,

5) LO—FOHIFEPHLWLI-FDEMGE. MOKEILT +—LFEST—32Y )L
N—DBERTTEEXT,

XE

A—H =BT +—LICAALES TS E. Thull ZRATEAVIC null Z3BA L &
SELTVWET] CWSIT—ARRINLIBE. 7+ —LKEAEBEIIT —EIR—XICE
D, 7547 )—F—T14—IILROBEFED Yes ICRESNTWVWBR % HET H2HNE
AHDETDIS—IcLD, T74—LA—H—HLOA—RERETIHLADET,

BEBRIA—LDARZAIARX

JA—=LJ>rO—)LicvoOE)>093
7A—LAaA>bAO=) (FFAMRYIRRAREZVRY) ZRELT. ASHDAIRY MIL>TH
JH—CSNEIICTIOa Vv ERITTEED
IoOO% AR MIEIDHTSICIE:
1) x70%ZEHRLES. TAMAACR) OF13E IRIJODAMI Z8RL TSV,

2) T7A—LDBTHFAVE—RICB>TVWAR I EZRERL TSIV, 74—ALO> O-I)L%
B2V)y oL, AYTFIAMXZa—T[OA> bO-ILOFONT1]ZERL. [TRY MNZ
T%=0)w o LET(K439), 439
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@ & Properties: Text Box
General Data Events

Changed .. i i e
Text Modified. .........oeovveeeeereeeeeeenne —
When receiving focus....................
When losing focus........c.ccccoeeecnens
1 Keypressed.........cooweiees
Key released..........cocooveeeniecicacenne.
Mouse inside..........cccccniiiiniinennns
Mouse moved while key pressed...
Mouse moved...........cceccminininiiens
Mouse button pressed...................
Mouse button released..................
Mouse outside..............ccceermiiennnn
Priortoreset..............cc.ccceiencincan
After resetting.......occoeoeeeieeesmeesnenns
Before updating.........c.coecevveeeeenenns

After updating.............cccocvimniinnncs

BM439: 0> rO—ILOFONT1. A2 MRT 439

3) HFEDARYFTERT7AOAVZIUYILT, [722a>BDOETH1 707 <
4402 L &9, 440
4) [R7AORE>YZIVv I L. [RIOELIRAAT7ATDIRA DS I7O0ZFBRLET
(REENTUVEEA) - [T772a2 08I0 ETEATOJICED &, HEICIGUTHED
‘L. [OK]zZUy o LTRAT7ATZFALET,
R0 73 —LEFICEET ARV MMIEIDETEIEHTEERI, ChefT3ilid. XER
DT7#—LaA>bO-IZEGI )Y I L. [74—LOTANTA)ZERLT. [IRV KR T=Y
Jy I LET,
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0@ Assign Action

| Assignments Assign
Event |Assigned Action
. Macro...
Changed
. [Text modified Remove

| |When receiving focus
When losing focus
Key pressed
Key released
Mouse inside

! |Mouse moved while key pressed
Mouse moved
Mouse button pressed
Mouse button released
Mouse outside
Prior to reset
After resetting
Before updating
After updating

Help cancel (CEISD

440: 70> a > DEID HTHA 70T 440

AR D EHXE

T4 —LZEHLIcS. LAT VR Z2EEETIC. T—IXN—XIREFESNTLBBERICTIEXL
b 73—LICANLIEDTEBRLSICTBRENHD XTI, ChZfT3ICid. [Z71IL]> [0
N7 [EFa)T012FRL. BiARDERATHC]ZERLT. FFaXy beHidllhEA
ICLET,

T—IN=X T It IEDME

FIAILETIE, T—ER=ZADBT A —LHOBT7IEAETNBIE. T—EIR—XEBEZMAD L
MHTEXY, LOIO—FRZEM. HIFR. BETEEYd, HERLIFZFORZIBFEVEEZEZHAVLVHLD LNAEE
Ao ToEZIE, A= —ICH LWL O—ROEBMOAZEFRILIED. BEFEOL OI— ROHIBRZZLIEL
=EhTEEY,

THAVE—RT, 74—LA>bO-LZEI) YT L. AYTEFIAMAZ2—DB[T+—LD
TAONTA)1EERLE T, [T+ —LOBMIZ A T7O7D[T—R]2TICIE. BMZSFRI. HIFRZ 5T
A, ZEZFHA. T—RDAHZEMDOA T a>hiHbFT, ThsDoEneghz[FV]EF[VLWL
ZUCHRELT. A—H—D75—2Y - L TEOIT7I/EAZHEL £,

BL2DT71—ILRHFEETITEY, Chidk. 7TATLOHAIEESIN. BEXZFETIZHEEY X
bay, A—H—DNLI-FO—HZEZETIE. MOBDDAZRTTIDLIICTBZHAICRIS
7,
BRODT71—ILREHRHFMOFRICTZICIE. THAYE—RT. RFaXY AT F—LOV b+
A—)ZzAIZUy oL, AYTFIAMXZ2—H5[O> FO-ZERLE T, [£F]F 7 (K 441)
ZBIRL. [RARODEFEAZFIVICREL T, 441
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[ ] [ ] Form Properties

General Data Events

Data SOUICE......ussessiansas Bibliography [~ ] a
Content type................... Table
COMENE i e biblio [~ ]
Analyze SQL command... Yes
I =11 -
SO e )
Allow additions................ Yes
Allow modifications.......... Yes
Allow deletions................ Yes =]
Add data only.................. No
Navigation bar................. Yes
(01 J Default

X 441: 7 #—LDT—2FO/NT+ 441

TZA—=ALJ>FO—/ILDENRES 7> 3>
TA—=LA>bO—-IILONBEEBNEEZEIETERALETHREIIAATEEY, CNBIFIRTTH
AYVE—RTT7I9ERENET, 74—La>bO-ILEHFIZUYy oL, AVTFIAMNXZa—H5
[T rO=ILFaONTa)1ZBRL. [F7AONTAZA4 7O Ry I AT[ER]Z TZERL £95

[SALRYZZUCTY rO—LDOSRILVEBRELET (SRILT1—ILRIRY I X ERA
LBEWVWTLEETY) o Ty aREoeFd o aryRarieo—8n7+—LAa> cO—
JLICIE. REABBRRINILDEHBD £F9, TFAMRYIRARYE, EDMHOBHDIFHD £
Ao

REa X2 HEIRNA 7S 3 > THIRISNBHZEIC. 74—L0> O—I)LZHRIT 5D
ES5HhEFRELET, .

[74>Y FNREZFERALT. Z4—ILRDOIRILEFET—=ILRICANTZTFAMDT #
Vb, B YIXERELET, COEXRTIF. Frv IRy IRERIIZF T aVREY
DA XICIEHEL FH A

THEFAMRYIRDBE. BATFAMNREZRETEXY, hiF. T—E2R—X|CLO—
REEBMT R EIICHEREICEFTT, IRTDT—EIR—IATFTFIA T —ILRICIERAE
RHDO. ANTNITF—ENRETEFRES. LibreOffice IS —XvtE—C2RRFLET,
T7A—LAYVFO—=ILOBATFRAMNREZET —EIR—XAT4—=ILROBRRKRECEUCICEET
22IiCE&D. COITT—%MOETETET,
TA—LA>bO—IIOEBEA TV ERETET XTI, ZETIE. I FO—JLIFZERT
HBDID. IRNTOA T aVHERINTVWERA. BEDA T3> FkiF) X MEBD
BIRINERETHEBTALSICOY FO—-IILERETEET,
NATD—RZAANTAOAFO-IITIE. NAT—RXFEEHETDE (JmezifY) . 0D
XZDHDRREINETH, A—HF—HDRBICADLIERBIIRESINE T,

T74—LaY FO—-ILOBMBEREANILTTEFI M EZENMTEET,
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. BE=f, DIy, TEIMDERRTE. XvO—-)LNN— BRELRYOMOERFREI
FO=IIZFERALT. A FO—IILORTAEESSICERTETET,
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IFUOHIC:OLE X DDE AT ¥ b

Z 7T ¥ bl OLE(Object Linking and Embedding) % 7z (& DDE(Dynamic Data Exchange) & L
TEBDIATH, VI TBENTELT, EBE5DHETH. H237TVr—2av(ltex

I Cale)h S DBERZRDT TV r—> 3 (2 DHFEIF Writer) TERTE Y, DDEA TP ¥
REDYOEINIZOLEA TSI FDEWI. VY IEINIEOLEF TV MMEU VI RDOXED
SIRETITXIHN. DDEA TV MIRETETRVWI LT,

fmeziE, CacDRTL Yy RO—rHMDDEA TP T b LT Writer DXEZICEEDFIFENTWVS
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Load user-specific settings with the document
Load printer settings with the document
Save
Save AutoRecovery information every: |10 %] minutes
Edit document properties before saving
Always create backup copy
Save URLSs relative to file system
Save URLSs relative to internet

Default File Format and ODF Settings

ODF format version: 1.3 Extended (recommended) E
Document type: Text document E
Always save as: ODF Text Document (*.odt) E

Warn when not saving in ODF or default format
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Automatically Update
Fields

Charts
Update Links when Loading
) Always

© On request

1 Never
Settings
Measurement unit: | Centimeter
Tab stops: | 0.64 cm |f|
Word Count

Additional separators: —
Show standardized page count

Characters per standardized page: 1200 |f|
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SEERAVRERE DA 545

ZEOMDA TS I VIFERATH BRI TH B, TOTRVIEEIF. ANLTZERLTILEE L,

Guides View
Helplines While Moving Horizontal ruler  Centimeter )
Display Vertical ruler  Centimeter e
Images and objects
Smoath scroll
Tables

) Drawings and controls
Comments
Resolved comments
Display Fields
Hidden text
Hidden paragraphs
Display tracked changes
Tracked deletions in margin

Tooltips on tracked changes
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ZRETBICIE. COFTa>zBERLET, 7TV FOBEARDUBZEETE S
EOICTBICIE. CDATLa>DRREERLET, TOR. BLDAT 17 bOUEZ
RETETET, FHOBRIIMath A1 FZSRB LTI,

RBERTEIVERE
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VRILBRED Y, BEDRDD PR TREDESIF. ETRAH. RE. = LA17TUhH
ICIRIIEE T, e XE. ZHOREDNHBH. RPEFRHVAETITE TR—JDRAICERAL
TLWBDZERTTETET,
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LTLEET L,

XE

AL I bA—VILKREIZ. 2L OEXREDOHTREICOBHL B EARMEN DD, BEL
221 IIDEREISEBRERD D FH A

g7 > h—

FLGEBMSNIEROIZET7 VH—% 8RR T T BN, XFEA, FIEIXFE LT, H
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Layout Assistance Protected Areas
Math baseline alignment Enable cursor
Display Formatting Direct Cursor
Paragraph end 1 Direct cursor
Soft hyphens : Insert:  Spaces i
Spaces - Image
Non-breaking spaces Anchor: | To Character <]
Tabs -,
Breaks !

Hidden characters

Bookmarks 1[]
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LibreOffice Writer-BB#RX— (K 454)T. COMEEZBMICTEINE DD BLVUFERT 3 EHER
BEZEIRTEEY, JUVRRER (U770 E>aY) PRIIETZHEE. 7707 FOEEZ
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Grid

Snap to grid

Visible grid
Resolution Subdivision
Horizontal:  0.50 cm = Horizontal: 2 Z space(s)
Vertical: 0.10 em z Vertical: 2 = space(s)

Synchronize axes
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HREINE T,

Basic Fonts (Western)

Font Size
Default:  Liberation Sans 8 up 8
Heading: Liberation Sans 8 up 8
List: Liberation Sans B up
Caption:  Liberation Sans 11 pt
Index: Liberation Sans 11 pt
Default
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> 3 ld. LibreOffice-EIRIR— D FARTD LibreOffice AVR—2 > bO—fEA TS a VIBMT
NET(494 R— % BH), 518

Contents Comments
Images and objects © None

Form controls Comments only
Page background ) End of document
Print text in black ) End of page
Hidden text ) In margins
Text placeholder
Pages

Left pages
Right pages
Brochure
Other
Print automatically inserted blank pages

Paper tray from printer settings

Fax [None] B
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LibreOffice Writer-&R~R— (X 457) Tld. ROZFEDIHEZIEETET FJ, FHFHBRICOVTIE. A

IWTEREIFE L3, REZBRELTLIEET W, 457
MNew Table Defaults Input in Tables
Heading Number recognition
Do not split Alignment
[E Border

Keyboard Handling

Move cells Insert cell
Row: 0.50 cm : Row: 0.50 cm :
Column: [0.50 cm | 5 Column: [2.50cm | 5

Behavior of rows/columns

Fixed Changes affect the adjacent area only
Fixed, proportional ~ Changes affect the entire table

{©) Variable Changes affect the table size
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XEDTICEBH MR SNIIBAERTTE. EESNITOTICERRESINE T, 458

Insertions
Attributes: | Underlined |
Insert
Color: | By author v |
Deletions
Attributes: | Strikethrough - |
Belete
Color: | By author v |
Changed Attributes
Aftributes: |Bold » |
Attributes
Color: | By author |
Lines Changed
Mark: | Left margin | [
Color: I Black v |
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L&Y,

Compare Documents

Auto

Random number to improve accuracy of document comparison

[ Take it into account when comparing
[] Ignore pieces of length

[E) Store it when changing the document
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Global Compatibility Options

Reorganize Form menu to have it MS compatible

Compatibility options for “WG7120-SetUpCustomize-01-JHW_20210305”

Use printer metrics for document formatting
Add spacing between paragraphs and tables
Add paragraph and table spacing at tops of pages
Use OpenOffice.org 1.1 tabstop formatting
Do not add leading (extra space) between lines of text
Use OpenOffice.org 1.1 line spacing
B Add paragraph and table spacing at bottom of table cells
Use OpenOffice.org 1.1 object positioning
Use OpenOffice.org 1.1 text wrapping around objects
Consider wrapping style when positioning objects
Expand word space on lines with manual line breaks in justified paragraphs
Protect form (no longer protects whole document. Insert write protected section instead)
Word-compatible trailing blanks
Tolerate white lines of PDF page backgrounds for compatibility with old documents
Hide paragraphs of database fields (e.g., mail merge) with an empty value

Use as Default
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MIBFMICEATEEXY, CNEHRET SICIE. LibreOffice Writer> BEiF v > 3> R—JSDF
Toa aERFERLET, BENICF v 7o arzMiFrcWA 7o oo F%&FEIRL £ 9 (LibreOffice
Writer B[R in X 461), IHEZEARTLT. Fv 7> a>0fFHZEEL £, 461
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Add captions automatically Caption
when inserting: (
Category: !Table v
o | =
: E Numbering: |Arabic(123 -
LibreOffice Writer Frame - { ]
[ LibreOffice Writer Image Numbering separator
LibreOffice Spreadsheet Separator: |

LibreOffice Drawing S p— &

LibreOffice Formula

libreOffice Chart Numbering Captions by Chapter

LibreOffice Presentation et b
Separator: |
Caption Order
g[ategow first v Category and Frame Format
- Character style: |Caption Characters -

Table 1

Apply border and shadow
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User Information
Your name:
Email address:
Send replies to different email address

Reply address:
Outgoing Server (SMTP) Settings

Server name:

Port: | 587 B
Use secure connection (SSL)

Server Authentication... Test Settings

462: A== LIEREBMZBEFA—ILTEEITIHRDOREZIEET 2 462

HEREFEREZIUF T BICIE. WS ODDEENREICLRBZIZEDHD XTI
« BELHEZAVAL-ILLED
« —HoOT— L EEREZEELET,
o ARIWNENGEDF T arEBERLTILEE L,

BERHECTIF—I/ILTS

LibreOffice I&. 7O S LEEDBICZLLDEFEES2a—-I)LZBHNICAI A M=ILLET, SEE
Ta—ILIZIF. ARIVEFE. M7= g3 8FE LUV —FREVWSKRARIDDHTE
Ja—ILEEZHBZENTETET, Writer Tld. INSITEE MFE) tHINET,

HMOFEZEMTBICIE. A 2F—Ry MIERLTVWSZEZREL. A Za—N—D5[V—
WIS[ESEBPEHADA > T VEE % EIRL £ 9, LibreOffice I&. T 7 # )L kD Web 75 UH T,
AR M—)LERERBMBFEEAD) VI EEUR—JE2RT £, BEDIETRICH>T. BELRDOD
ZERLTAVRM=LLTLEET L,

07— ESEDREELET 3

LibreOffice NI AR TOXEXLIIFEDXSIFEATI IO —IILE ESEBREDHFHELEETT X,
NEIRTDATO I VOFEMMICOWVWTIE. AL TZBBLTLIETL,

(A7 arv]d470J7T. EBRECEMARLS +LS5TB=AN) 27 v o L. [EFE]ZER
LETo

EERE-SEBIR—I(H463)DAAIT. BEICSLTREEZZEELEFI, COR—TJDT1—ILR
ICBA 9 2 EEMIBIRICDO W TIE. EDAFIH A K 2 TLibreOffice MEREL BB L TL7ET L), 463

COBITIF. IRTOBEYIAFREICHETE CRE) MBRETNTULWETH SEOREZBIRTSZ L
:E)_C“gig_o TCti‘i‘\ F’r\y—c“1lE¥L/—Cb\éi%é\ j-_-'j;\_’r\/a_jI’rZ‘;ﬁEE (*) _C‘\
AT —IREIFERAVE (K1) ICT2czBEHLET, CNnid. ST B8, LUF
HBEGOREICTKELE T,

EREREZINTOFHLVWNEDRETIIL, REODXEDHIEAT 35EIF. [REORF2
X hDH|ZFEIRLET,
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Language Of

User interface: Default - English (USA) a
Formats
Locale setting: Default - English (Australia) a
Default currency: Default - AUD a
Decimal separator key: Same as locale setting (. )
Date acceptance patterns:  D/M/Y;D/M
Default Languages for Documents
Western: ab English (USA) a
Asian: [None]
Complex text layout: [None]

For the current document anly

Enhanced Language Support
Ignore system input language

463:SBDFERT T 3> 463

BE. YATLANSHEOREIF. BRBRICNEAMCANTNIEXEICRELE T, INZ2TH7R
WEEIE. [P ATLANSHEZERT B 2BRLEIT, HLLTFIMEI Y RTLEETIRE
< XEBFEIZEEDOSFHEICREVEITE T,

REBIZIGC T, 7755 (RMEE. HAFE. 8EE) oUR—bhe, YT —58. X188 N7
SA5E. POETEREDCTL (EMAETFRANLATIL) EEOYR—NEEMICTZAS
avEERLET, CNS5DA T a3 OVWTNHERIRT D . RICA T a V414700 %H
Wit EFIZ. SBRED TFICEMDR—HRREINET, TNE5DR—=JICDOWVWTIET ZTIEERB
LFEtEA.

AN EXFEDA T 5 > 5 RT S

ARNEXEZF TV I TBODA T araZEETRICIE. [EBREP[XEERIZEIR—C%
fEMA L % 9(X 464), 464

W< DHhDEEEIE

o ANHIIARILF T v IZT5HEIE. [ANFICARILVEF T v I T3] EIRTIHNENDH
DET, (XZa—N—D[Y—=ILP[EEARILF v ] EIEXED[EBFARILF TV ID
OB 7% FEALT. ZEY—I)ILN—TCIDREEENCTEZIENTEED),

o ANBIINEZFIVvITRHEIE. ANBICARILF IV IBEMCTIHNELHD X
Jo

s IRNTAXFDHBUCHFNZTOHEEBZSUHNAXILFEEZFERBLTWVWSIES (i : AS/
400) . TAXZFOEBEEFIvVY] & HERTOBEBEFI VI TFERLET,

s BREEEFIVITERE. ARIVNEFIVITRESICAYR—, TyR— TL—
L. BLUVTF—TILDOTFFRADBFTVvIINET,

T 7OT4 78— —FHx (AXAZL) HEDEIR. FILLWAXZLFEZDENM. HE0D
RE. hAALBEZDHIRBRDLTEET, YATLPAI VA M=LLI-EZIZERTETEEA. FET
BERESEES 21— LA —FERHZEOEI a3 > OFEAAZEDFEMRICOVTIE. ANILTEZSBEBL
TLRE W,
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O exr
ARNEFTvITRE. THEICEM EI—YINBELNT 7 1)L b TIZEFE
ICEBIMEINET, TIRTEER v—0 INBEEEIE. List of Ignore Word[ R T]H
FEZICEBMINEYS, F2F T MDRE BEX) #8BLTILEIL,

Available Language Modules

Hunspell SpellChecker Edit...
Lightproof grammar checker (English)

Libhyphen Hyphenator

[/] MyThes Thesaurus ~

User-defined Dictionaries

standard [All] New...
en-GE [English (UK]]
[+] en-US [English (USA)] Edit...
[+] technical [All]
List of Ignored Words [All] Delete

Options

B Check =pelling as you type Edit..
[] Check grammar as you type

[] Check uppercase words

[] Check weords with numbers

[/] Check special regions W

L Get more dictionaries online...

464: AR\NF Ty VIR 358 BHE. 7723 2RI % 464

I—Y—FEDTEEE1EH

SETEBRNDRAIL(OA—YER)FEZEBMTETEY, FINFEETEIRNTHET, ELLBVL
R—=7ENFIHPT/OV 7 FEBDOABEHE(ELLBVWEY—ISNBVEE)REDHD £J,
Z0%. BEZRETSIRIC(XEFHSICMAOVERTEINSDONRZLEENDHB5EIF. &N
ZBERRTETET,

FHICDOWVTIE. ANLTD TXEFRXER] 251K,

XEDFT VD

LibreOffice I3Z < DEFEDOXEZF T VI TEET, cNHDFTvAH—IF. EFEMNAVE2—%
DIRESETHIHERBREICI>TEMIAD. TOMIIIERY R—2 v (518 R—IZ2E5MR) 2 E
FALTEMTEE Y, XFIVA—TEHEATESZ —EDIL—ILIF. FEICE>TERDZET, 542

[EFERE]> [REOXDHEFRIN—I T, BRI SEE. WREISEE. TRIZEINICEIRT ZIER
ZFEIRTETE I, COAZa—I3, LibreOffice ICK > THRETA VX =)L EN B KREFSILEREGE
ICBbHOFET ([V—IL]> HEREEY A —2 v —]Z2BIRL. REOARILF v IFEZERL.
(A7 aYRared )y I LTAZa—RRLET) « FxvILWA T a iz #ER
LEJ. TNBICDVTIE EB2E ITF I MORE  BEXIF THHALTLET,

BMONEF TV IERBIRLI-E. CNS5DF v I%ZEB/MICTBICIE. LibreOffice = BicE# ¢ 5
PN RFaX2 hEBHRAAATIHNELNHD £7,
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XZa—DHREZITRX

XZa—N—DAZa2a—OBEMEBREB. X=Z2—A0ITYROENM. BLUVZEDMBOEEXITS
CENTEEXY, AROAETIAVTFRAE BIVYY) XZa—%ZBEITBZEHTEET,
XZa—%HREAIARXTBICIE. V=ILUHREIAZXEZFERLE T, [HREIIX|E1 707
RYTAT, [XZa—]2T (K465 XAV TFRAMXZ 2 ]2 TICBHL £, 465

Customize

Search

Category

All commands V‘

Available Commands
150%
200%
B 3pcolor
50%
75%
[} About LibreQffice
P Absolute Record
E‘-} Accept
E‘?/{ Accept All
Ej) Accept and Move to Next
E‘i Activation Order
[ Add Field
ab Add Text Box

= Addto List
—1 . .. -

£ >

Description

Label: 100%
Command: .uno:Zoom100Percent
Tooltip: 100%

Help

Menus Toolbars Notebookbar Context Menus Keyboard Events

Scope

LibreQOffice Writer ~

Target

File < ‘

Assigned Commands

DNF_'W

Open...

>

57 Open Remote...
I:T_-) Recent Documents

[B Close

f Wizards
rh Templates 4

) Reload
Versions...

Save
E Save As..
ﬂ Save Remote...

[% Save a Copy... W

Customize

Insert ™ odify Defaults

Reset OK Cancel

*

465 [HREIA RJEA T AT D[A=21—]2 T 465

BEX -2 —DEE

1) [AREIAXZAT7O7DAELICHB[EE|FOY TR UVEFRESI T, hRAEIYAXLT:
X = a1 —% LibreOffice Writer DR TICER T 3D HEDXEICOATIHZERLE

ER

2) MEIROYFEIVUR T, HAZIAATBIXZ 21— EBIRTEET, UR M X
AYXZa— B TR a—PDEENET, BRLEAZ2—DITY RIE [BIDETSH

72aA<T Y R R MIRTREINE T,

3) BIRLIAZ2—ICOY Y REZEMTBICIE. [MATREZIYRIVAOOYYRED
Dy LThHE. REBAEKRHNTZAO>Z IOV v I LET, BEZRDATICIE. ELO[#&
KRRy I RZERTZIH [ATIVIRAYTFEO U I EBERLE T, RAICHBZ LT

DRANT7AAVZFES . AV FZ2EAREEAORLEDNUEICEE TETET,

4) BRLIX=2—H5ITY REHIRTZICE. [BI0YTSNIYY R YR FOITY
REZUYILTHS, ASBEXRNTAAVEI Vv I LET,
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5) ENL—R—0HITAZa2—%ZHBATBICE BALTEBZRREIELWMIBDORICH D
HRZERL T [BAIFOY TH OOV RZERALET,

Customize

Insert ™ Modify Defaults

Insert Separator

Insert Subrmenu

466 A ROy TR > 466

6) XZa—ITEBDZFEZZET SICIE. [Assigned Commands]BiZE T TX = 21 —IEH % FER
L. [ModifylkOwy 74> R kT[Rename]Z &R L £ 95

Customize

Insert ¥ Modify Defaults

Bename...

467:{EE]R Oy TH Y 467
7) IRTOEEHLEDNIE. [OKZZ ) v I LTHRELED,

X = 2 —DIERL
TBRUCAD ] XZa—»HRIIDIHEY. HEO Oz OV —ILZRET R X a—hEDOHh
BIGEDHDFEFT, FILWAXZ 2 —%ERKT 3ICI3:
1) [AREIAXNZAT7ATD[AZa—]FT T, [Z—7T v NOWEDES=ZI ) v L. BN
(BLEZ468)|FOY FAT VU X MTR]ZERLTCFRAZ 2 -4 1707 (K 469)%
RAARRICLE T, 468469

Target

File ~

Assigned Commands Add..

|| Mew Move...
= Open.. |
468 FA 1 —%EBMT 37HDIY > KOG
468

2) [(AZa—0&FNRYIZRIS. FILWAZ2—DHFEIZAILEFT,
3) HLWXZa—%XZa—N—DRBRMUBICEHTSICIE. L TFTORNARZ > EFERALE
ER

4) [OKZZ )y LTHREL. hREAIA XA T7AJICED £9,
HARIARXAATOATDAXZa—BICHLWAZa—DMRRRINDESICEDF LTce XZa—
N=ICIE. DARIA X ERELIZRICRTINE T,
FLWXZa—%E LB, XZa—%ZTEIBICIELERTHALEELSICOTY Y RZEBINT 4
ELRHD FI,
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Mew Menu -

Menu names:

Mew Menu 1

Menu position:

File ~
Edit

View

Insert

Format

Styles 1
Sheet
Data
Tools
Window
Help

NewMenw1 K4

Help: QK Cancel

469 IR A Z 21 —% BT 3 469

V=IN—DHZXEI1X

RRITZT7AAVDER. Ry IY—)LN—DMUBOOY Z(FE 1E TWriter DB EBH).
YV—=I)LN—TEARER T AV ) A RNTOT7A (A R)DOEBMELISHIBRE L. WD
DHEETY—IN—ZAAZIAXATEET, £fee FILLWY—IN—ZERTZEHTEZET,

Bz —IL/IN—DEE
V= ILN—DERCZEBEDFIEIZ. XZa—DHEELTUVET,
1) XZa—N—=DYV—=I]-{[hAXEI1X)EERL FT

2) [MRARAR]|EATOZ(®AT0)D[Y —ILN—]ZTDELICHBEEIROY FLI>U X
FT. COEEINLY—ILIN—% Writer BICRTET D BIRLIEXERICRET S H%E
BEIRLE Y, BEEEZ 470

3 MRIFOAYTIHAIVIRIIT, AREIAXTBY—ILN—ZZFIRTEET, REOY—I
N—DORBIF. BIOZETHNLITY R UIMIKRTEINET,

4) ARAIOFIBAIEERIAT Y RIURMASOAT Y FZEIRLFI, BEZRDATICIE. £LOD
[(BR)FRYIRZFERTZH. [AFIVIRAOYTFIETI VI MZERLET,

5) RIBAKRMT7AA>EV)wI TR BRLAEOATY RBAY—ILN—D[EID Y TSN
OV RIUR b+ (B IZEBMEnExd,. BRIOLTXREZFEALT. V—IN—ADIY
YRZEELF T,

6) YV—IIN—hS5IOXY RZHIFRTDICIE. BRI [BIDHETonOTY VRV MTOYY
REBIRL. KEREXHT7AV%Z )y I LET,
7) YV=IN—ICBIDETOoNOVYY RERRFXLIFIERTRICTSICIE. BRI [BIDEHTS

NIV RIVRART, 2O7AAYDF v IRV IR %ZF v o, £FFzvozs
L¥d,
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8) ENL—RZ@HEATBICIE. ENL—RZRREELWMIBEDRICHZTEEZRRL T, &
AlROy7H4o>0IRY R2ERLE T,

9) V—IN—EEOAFZZETBICIE. [BIDHTS5N7/-O<T > R](Assigned Commands) &

FKET

ERLE T,
TRTOEEM DL, [OK]Z22 ) v I LTRELE T,

Customize

Search
|’_ pe to search

Category

‘Allcommands V|

<

Available Commands

150%
200%
B 30 Color
50%
75%
[} About LibreQffice
P Absolute Record
E‘-} Accept
E?/; Accept All
Ej) Accept and Move to Next
E‘ﬂ, Activation Order
[& Add Field
ab Add Text Box
IZ Addto List
1 . ..

Description

Label: 100%
Command: .uno:Zoom100Percent
Tooltip: 100%

Help

Menus Toolbars MNotebookbar Context Menus Keyboard Events

Scope

|LibreO‘Ffice Writer

L4

Target

|Sta ndard

<
1

Assigned Commands

145 Load URL

D New

] D Templates

Open

[l Open Remote
Save

DE Save As

154 Email

O[5 Edit Mode

1 Read Only Mode
[ Export Directly as PDF
[% epus

% Print

D:ﬁfﬁ! Print Directly

>

Customize

Insert ™ Maodify

Reset QK

Defaults

Cancel

470:[A R B A LA TOT DY —ILIN—]Z T 470

BAE Y —IL/IN—DIERE
FLWY—ILN—%ZERTBICIE
1) XZa—N=D[YV—=I][HREI1X]|EERL X,

2) [HRERAXEAT7ATD[Y—ILN=]RTT. [RREDESZI U v LT, B

DEM. LRIOABRTA 17O ZERLE T,

3) &BIAA7AOJ T, FROY—ILN—D&EEZEASL. REOROY FHIUE

DFRDY —ILN—Z2REFT BIHAZRRL T, Writer RTLIEBRLIXBEDIZE
ARZIAZXZATATDY—=ILIN=DI X MIFHLWY —ILN—=DRREINB L SICHRD i L7
FLOWY—IILN—ZfER LT, EREDKSICON Y FZEMT2UENHD FT5

%%3

TY—ILAN—TEEEER L. [EE](Modify) RO v 74 > T[&F1ZEE](Rename) %

BT
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V= )L/IN—=OX > KD T 0> % &R

YV—ILNN—REVICITEE. EETIERLSTZAAVMMTVTOVETH. IRTOIYY RICEET S
TAAVHMFTVWTWBDIFTTIEHD FtHA, AV RIZTAAVHEBVERIE. FO7H0 2% FER
TEFEY, 7AAVEFRTBICIE. GRIOERESTIOTYY RZERL. [BEP[7 V2 EE]
OV OLES, 7TAAVOEER 70O (K471)T. FIBEAERT7I V% Xo0—-)LLT1
DFEIRL. [OKZZ Vw2 LTAT Y RICEIDYETE Y, 471

ARZLTAAVEERT I 7 AV ZEGRETOYV SLTERL. [T IVDOEE|ZA
7O DA R—RRRZ>%ZE V1) w2 LT LibreOffice IZFiARAAE T, ARAZLTAIAVIE &S
DREBEZRIRTZ71-HIC16x16 ET7EILDTFAXICL. 256 BUEDFHAZEI FHRVESICT 4
ENHD FT,

Change Icon *
Icons Import...
0O BBl X e Cel 7 E s
O A T A B D) = [ R
= 1@ ([ <] L EB[ O N fm [T {H 5
= [l P10 O = @SR]I
Ad ||=| ) [AS [ BE ) 1 Sl v
?hu.:i:ize of an icon should be 24x24 pixel to achieve best quality.
Different sized icons will be scaled autornatically.
Help oK Cancel

K 471: 714 AV OEELR A 7T 471

A—HF—A I R—T 2 —ADHAARAILX

BHETIX. LibreOffice Writer DAY Y RiF. hAT—RXZa—r 7/ Tafcsniy—i
N—=IZT =T TWVWET, E1 CHAINTWAIEEL—H—0 VX —T 1T —XTY, &5
IS Writer 31— —1 > X —T 1 —XON)I—> a3 uRHL. OV RERBOIVTF
ANTIN—"TERRLET. cBld. E21, I—HF—A2X—Tx—IANU T2 MIEEINTWL
i_a-o

Writer #5%E DL T, TNSDA—HFAUEA—T A ADVWITNHEERTETET, £/-.
S5Q1—HAURA—T T A RALEEA IV RZ—T T —RIVWDTHYIDBEZZENTETET,

3DONVI—=2av(RT. ZTAVNI b JIL—=FN=AY NI F)TlF. T—UZAR—=AD L

WICHBEEDNXTICHAESN. FEXTICIFIVTFIA LI —TFeEnfc—FEZDT7r I H
RAENFT, AVTHFIMI XETERLIAT Oz M(T—TIPEEHOISHECTEL

95

BRAICNSDONVI—>32OVWITNADERESN TV BE(BEERTP>P[A—F—1>2—T—
RZ2ER). [N REZIAXNEA 77 (JA72)D[/ — Ty IN=|2TDF v IRy I X%=ER

LT A72avE—RAI—H—A2VZ—T 1 —ATREINBZTETXREZ T TELADEZTORR
EHRTZVIDBXBZ N TEEY, 472
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TICRIRZVZEALT. BRUIBRZREREICTICRILET,

Customize *

Menus Toolbars Motebockbar Context Menus Keyboard Events

Scope

Target
All Commands e
Assigned Commands

File Tab | File ”
[ New

D Templates

E Save as Template
Open

@ Recent Documents
[l Open Remote
Save

H' Save As

ﬂ Save Remote

@ Export

|_—|j Export Directly as PDF
1 |_—|j Export as PDF

[2 EpUB

O [% erus

Q72 [ RAAIARX]AATAT D[/ — Ty IIN—=]RT 472

>a—brhAyrF—%FDITHS

HAAADF—R—RKa—rhy FOFERICMZ T, fMOBDEEETTEI, 1ZZ#0 LibreOffice
X zImBEow y0lca—bhy bzEIDHTT, Writer £7z13 LibreOffice X1 — 21K T
FRTRHDICHFERETETET,

Z—XICEDETYa—bAy FF—2HET 33, [HRETAX]E A 7O O[F—R— R]& T
wEALET(RA73). 473

1) LibreOffice DIARTDAVR—RX Y F T a— b Ay b F—DBIDHETEFBHETET S LIS

IB3H. Writer TOAFERATERLSICTEINZEIRLET,

2) R=TJEBO[3a—bAYy bF—]VUXMTEHHNO a— Ay bF—ZFRLFT,

3) [PEE]E K U[HEEE]) X O S MELRBERZERIRL £,

4) [EBIRZ>Z0)y I LET, BREBEIETO[F—]JV X MMIRTEINE T,

5 [OKZzZUwo LTEEZRELET,
HEICHCTERDIELEY,

B21. A—Y—A>Z =T —ZAN) T 477 F 20,Writer DN ZXRZI A X 479



AR

FRL—=TA VIV RTLDERFEA>I—bAY bF—ZBEROD I TS CIFET

TSV,
[ ol | Customize
Menus _ Toolbars  Notebookbar _Context Menus |JKEYBORIGNI Events
Shortcut Keys "\ LibreOffice
=3 : -
F2 Formula °
F3 Run AutoText Entry Modify
F4
F5 Navigator __ Delete
F6
F7
F8 Extended Selection On _ Lload..
F9 Fields
F10 Save...
F11
Reset

Functions
Type to search
Category Function Keys

All commands 100%

Application 150%

Templates 200%

Options 3D Color

BASIC 50%

Special Functions 75%

View About LibreOffice

Insert Absolute Record

Documents Accept

Format

|
Help Reset Cancel -

K 473: A2 AN ZBRIT3HDF—KR—KF>a3—bAy FOEE 473
XE

FI®FI0BY, AREXAXRZAT7OA7DIISTIL—RREEThTWES 33—+
Ay bF—13. BEIDHTERATEEEA,

ZBELE 7 71 INREFE
3—brHAYFE—DEIDEHTICNTZIERII. BTHEATIEOHICEF—R—FERT 7 1 IILICFRE
TE3H. BDEICHLCTIEIEABREZER L TCERETEXY, ¥F—FR—K>a—rAaAvibx
T77AILICRET BICIE
1) F—AR—F>a—rAay bDEIDHTEITSABITIE. [HRAETA XA A4 T7OT(RTF4L73)
DEAICHB[RAREZ>Z I D)o LET, 473
2) REF—AR—RERE|XAT7OJRYIAT, [Z71ILEHI|IRYIRICF—R—RERET 7
TILDEHIZEANTZH. BRESHESBEO I FIAILEERLET, 7712 RETS
BRREBSBLEY, (7 71 IILERFIIERERD.cfg T, )
3) REIEVVYILEYS, BBE771ILICEESTI3BEIE. BRAr 7O DRRRINZE
o FEZETHRICEEZ T3BEIIRERITHL. T7T7ILPMREEINE T,
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RiFLIEF—H—RFRETZ 7 1IN EGmHAE

RELEF—AR—RRET7 7ML 20— R LTEIFEOREZEIBRZBICIE. [AREZTTX]
(Customize)¥ 1 7OJ Ry 7 2D[O— K](Load)RZ>% 7w L. [F—HAR—RREXZO— K]
(Load Keyboard Configuration)%« 7OAJ Ry IV A THRET7 71 ILEERL 75

sa—rhy FNFE—ZTICET

TATDF—R—RIa—bhy b EBEBICTICRET T3ICIE. D AEIAXEZA 7O DTICE
TREVEI I LET, BRAA7O7IERTINGEVDOT, EEICERALTLETL,

IRV PMCR70O0%8DYTS

LibreOffice TRAIDDES IcE & TARVEORELT) EEVET, L RIF. XEVHEINL.
F—PREINT. YURDBEILTc. BETY, IRV MIXI7OZBEEMITEE. AR MHRE
L7 EICRI7OZRITTETEY, Itz —MROVBERZEIR. TRFaXD 2R 1RV b
ZEIDHTT, FFaXYFDRBEDELY b7y TRRIZRITIBIRIO0ZEITIBIETT,

ARY MIYO7OZEEMITRICIE. AREIAXZAT7ATD[ARY MNRIT=EBLET, 554
ICDWTIE. [Getting Starteds DFE 13 E Y I7ODAP) #BEBLTIEETL,

HisRIEAE THEEEZ EM

YLERMEREIE. LibreOffice I VA F—LLTH LUVWEEEZEMTE SNV —2Td, 7 FL—Fh
Ty MRARIVEE., 7V T7— by S U—, 20, 2047055417 Z% LibreOffice @
IERMREE LTN YT =M TEET, FILLWEY TLRILAZa—, BT XZa—, FEFV-—I
N=TAAVZBMTEEY, LEMKEICITIMEBORENDHD. WEEETRX—Sv—hSFATE
x9,

LibreOffice (CIFYLRIEBED VW DA EREINTHE D, TOTFSLE—HEICA VX M=ILENTVE
To CNHEDHIBRICIE. A1 VR =LA T3 >DEEHNNETY, ZOMDILREREIZ. TEITE
BOTTHA DS ATO—-—RTEEY, NANDILIRMEEE ) RS kU I https://
extensions.libreoffice.org/iC®H D &9, KNADIRIEREIIBRETHHETETFT,

D 1+ TEAINDILERBEICIE. BEEOHDOECEEDHDLHD £9, HBIEHLDH B35S,
BAZHATII Y REBEZRRL TR,

TlE. FERTAILE BRIEFAT>O-RT7FIILA) IZ. hEEEZA7>O—RLEL & S,

SIDII:

HLRMEED T > X ~—JL
RRVRD b OILEREREZ 1A b—ILT B FIRIIUTTY
1) LibreOffice Z#E L T. XZa—/N—Q[Y—IL]-HEEMKET R —2 v —]ZERL X T,

2) [Extension Manager]¥ 1 7707 (K 474)T. [Get &l extensions online]z 2 J w2 L %
T, 474

3) FTo20HT4RIUNETET, 1R M—=JLLIEVLERBEEEZIRL TGEIRL. OV Ea—
RIZAO>O—RLED,

4) YRR ZA U O— FLTRIFLIESHERBENY R—J v —4 1 7O7ICED. [ElRAE
IV ILET, A VAM—ILT BHREEZIRL TGERL. HA]Z27VvILET,
WARMEBED M Y A R —ILAMRED T, COEE. FAEVARBICARZKRDO SN HE
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Writer Guide

About this book

Anyone who wants to get up to speed quickly with LibreOffice Writer will find this
book valuable. You may be new to word processing software, or you may be familiar
with another office suite.

This book introduces some of the main features of LibreOffice Writer:

- Text entry, editing, and formatting - Templates and styles - Tables of data

- Page-layout methods, including frames, columns, and tables

- Export to PDF, including bookmarks - Mail merge - Fields and forms

- Embedding or linking of graphics, spreadsheets, and other objects

- Tables of contents, indexes, and bibliographies - Master documents

- Database integration, including a bibliography database - And many more

About the authors

This book was written by volunteers from the LibreOffice community.
A PDF version of this book can be downloaded free from:
https://documentation.libreoffice.org/en/

About LibreOffice

LibreOffice is the free, libre, and open source personal productivity suite from The
Document Foundation. It runs on Windows, macOS, and GNU/Linux. Support and
documentation are free from our large, dedicated community of users,
contributors, and developers.

You can get involved with volunteer work in many areas: development, quality
assurance, documentation, translation, user support, and more.

You can download LibreOffice Community free from
https://libreoffice.org/download/

For commercial/enterprise users: The LibreOffice Enterprise class of
applications may look and behave differently from the Community edition
described in this book. For guides to Enterprise editions of LibreOffice, please
refer to the professional partners that produced them.
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