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Lesson Plan OpenOfficeorg

» Creating a Professional Ebook
* Font Formating

* [mages

» Content Page

 Cover Page

* Exporting in PDF format
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Prerequisites OpenOfflce.org

 How to use Styles and
Formatting

 How to Create Cover Page
 Knowledge of Exporting to PDF

» Knowledge of Creating Content
Page.

s
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Creating ~ :
Content OPEHOffICE.org

* Plan your content prior writing.

* Decide how to segregate the
content into chapters, sections

etc.
* Write your content.

s
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Formatting

(1) OpenOfficeor

 Formatting can be done prior
writing of content.

 Can be done as you write.

s
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Styles and ~ :
Formatting (1) OPEHOffICE.org

* To format, select Styles and
Formatting on the top left hand
corner as shown in the screen

shot:

File Edit §iew Inse

== H =

‘Et-,xlez and Formathin @
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Styles and
Formatting (2) OPEHOffICE 0rg

 You will see a similar window  =-.

being opened on the right of — el
your workspace: i

» This is the Styles and =
Formatting Panel |




Styles and ~ :
Formatting (3) OPEHOffICE.org

* To format, highlight the text you
want to format.

* Than select one of the menu
selection. In the following screen
shot, heading 1 is chosen.
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Styles and ~ o cr
Formatting(4) OPEHOffICE.org

Heading 1 » | | fuisl vl M| B|Jf Ul||l=s|===|iEi«E=E A-¥-5H -
R T L S R - AR SN SRR - BENURC AR - SN BN L U § SERED G-I S-S IS SR - - 11 Tad T M =]
X i N N : N N N . N A b o WA O3 E e
Complimentans close
Defanlt
First line indent
Heading
Heading 10
Heading 2
— " Heading 3
This is a headline (1 SETLE
Head:_ngE
This is atext. This iz a text. This is a text. This is a text. This is a text. This is a text. This iz a text. geﬁi_ﬂgg
This 1z atext. This 1z a tesxt Thiz 15 atext. Thhis 15 atext. This 15 a text Thiz 15 atext. Thiz 15 a text. H:adhmés
LThis iz atext 1is 12 atext. This 12 atext. This iz a text. This iz a text. This iz atext. This iz a Heading 9
text. This is atext. This is a text. This is a text This is a text. This is a text. This is a text This is a List Indent
text. This iz a text. This iz a text. ?H@mﬁa
.| | mignatore
.. . i | Text bodor
This is a headline (2) *| | Text body indent
This iz atext. This iz a text. This ig a text Thiz iz atext. This iz a text. This iz a text Thiz is a text.
This iz atext. This is a text This is atext. This is atext. This is a text This is a text. This is a text.
This 15 atext This is atext. This is atext. This is atext This is atext. This is atext. Thiz iz a
text. This iz atext. This ig a text. This is a text. This is a text. This ig a text. This is a text. This iz a
text. This is a text. This is a text.
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Styles and ~ :
Formatting(5) OPEHOffICE.org

* You can change the properties
of the style and formats, select

one of the menu selection and
right click.

* |In the following screen shot, h1
IS chosen.




Styles and ~ :
Formatting (6) OPEHOffICE.org

» Select 'Modify'

s atext
a tesxt
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Styles and ~ o cr
Formatting(9) OPEHOffICE.org

* And you will see the following

window.

Font Effect: | Position | &sian Layout | Mumbering | Tabs | Drop Caps | Background || Borders
Clrganizer Indents & Spacing &N znment Text Flow S 5an Tvpographyr Font

Western text font
Font Twpeface Size Langnage

H Emsl » | |Bold w | |115% w | |PBS Epnglich (T84)  »

& sgan fext font
g Font Typeface Size Langnage
| |esmens v| B v|[115% v | Chiness todition v
s
g
= - - -

This is a headline (1)

s

The same font will be vsed on both wour printer and your screen.

| N |

roa et Thic de 4 tast Thin 0 atast Thic d0 o tawrt This dn s tast This 10 & tawst
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Styles and
Formatting(10) penOfflce 0rg

* Here, you can change the font
type, size, spacing, and other
optons.

Font Effects | Posttion | &san Layout | Mumbering | Tabs | Drop Caps | Background || Borders
Clrganizer Indents & Spacing Ll gnmemt Text Flow Lgan Twpography Font

Western text font
Font Twpeface Size Language
l Krial “ | |Bald w | [115% w | |°E% English (T24)  »
Lzan text font
g Font Typeface Hize Langnage
I v| B v|[115% v | Chiness tadition v
h
g
S - - -
This is a headline (1)
h

The same font will be vsed on both wour printer and your screen.

ot (_Cowe J [t [_Remt ] (oot

g

A oA tanrt Thin e A tast Thic in A tast Thin ir a tawrt Thin i0 a tast This i0 2 fat
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Page ~ ,
Numbers(1) OPEHOffICE.org

* To insert page numbers, select
'Insert’ go to 'footer' and choose
'default’

Edit View BEESs® Format Table Tool: eTOE  Window Help

';. - J = Manual Breal... ’@ REC @ = -ﬁ «ﬁ -
_ Fields vl
no | | Footer 9 Special Chavacter.. | v |l v B I U
C1 Formatting Mark p_4_,_5_._5_..?...E.i.g...]
5| Zechon... S s
_ z 13 a text. This 12 a text, This 15 a text
& Hyperink 17 15 a text.
Header ,

a texxt. This 15 a text This 15 a text. Th
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Page ~ ,
Numbers(2) OPEHOffICE.org

 You would see a field at the end of
every page.

* Next, select 'insert’, go to 'fields’
and choose 'page number

1w BE® Format Table Tool: eTOE  Window Help

Manual Breal... EE‘Eu AEC
f 99 Special Character...
1__ Formatting Mark — »
. 2]
=5|  Bection... s
.;ET;. Ii&rper]jnlf. ﬂ mibject
@7 Tifle
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Page ~ ,
Numbers(3) OPEHOffICE.org

 Page numbers are now inserted at
the end of each page.

* You can omit certain pages (such
as the cover page) by creating
manual break (page break) with a
style selected.

* This will be shown in the following
slide.

s
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Cover Page(1) 0|?;e;0f fice.org

 Cover Page acts like a book
cover, especially in the creation
of ebooks.

* To create a cover page, select
'Insert’ -> 'manual break' on your
first page

ntitled2 - OpenOffice org Writer

Edit View Bl Format Table Tool: eTOKE

- 2 Manval Break... r ABC

Fields b
Headmg 1 H  Soectal Character..
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Cover Page(2) OEeEOf fice.org

* You will see the following
window:

Inzert Break

g
() Colwmun break Cancel 5
. (&) Fage hreak: 5
15 Et}rle ........................ EEIP hﬁj
[Nome] v

» Select 'Page Break' w
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Cover Page(3) OEeEOf fice.org

* Once you select 'page break' on
your first page, your first page
automatically becomes empty.

* This can be used as your cover
page.

s
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Cover Page(4) OEeEOf ficeorg

* This technique can be used to
omit pages when you create
content page or page numbers.

» Select a 'style’ when you are
creating a page break

* Apply your table of contents or
page numbers to pages that you

s

want.
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Inserting Table -~ ..
Of Contents(1) OPEHOffICE.org

* On the page where you want your table of
contents to be seen, Select 'Insert’' ->
'Index and tables' -> 'Indexes and Tables'

Unntled L - Upenl/iTice OIg WIieD

Edit Wiew B0ENS Format Table Tool: eTOE  Window Help
; - J Manuwal Break. .. @ REC % = g ﬁ -
_ Fields [
y | | Heading 1 €  Special Character... v|161 ~||B|J U

i e
-

C1 - Formatting Mack ;4"'E'"EL"?'}_'E"LQ"'ILD"'“L'

Section. ..
Hoperlink

Header
Footer
Footnote, ..

Boolumark...
Crogs-reference. ..
Hote. ..

Script...

L3 il %

Enwelope...
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Inserting Table -~ ..
Of Contents(2) OpenOfflce.org

Ininleds - Upenlilice orgF Y IileL

Table Toolz eTOE  Window Help
;i = H Manual Break... j@ REC % = @ &_. - .;%.
. Field= v L

y | |Heading 1 9 Special Character... vilel =B |f U

It Format

i

1 Formating Mack v | 4 ., . 5.

:
g
;
.
.
.

F.

aecton. ..
Hrperlink

Header ,
Footer r
Footnote. ..

Boolkmeark...
Crose-reference.
Mote...

moript...

1% il %

Indexes and Tables
Indexesz and Tables. ..

Bibliographyr Enteoy. .

Envelope...
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nserting Table -~ ..
Of Contents(3) OPEHOffICE.org

You would see the following
window appear:

Insert Index/Table
i Index/Table |Entries | Stvles | Columns | Background
Table of Contents Type and tille
Heading] 1 Tifle Table of Contents
Heailing1 1 1
Fufry 1
Healingl 2 1 Tpe Table of Contents b
Heading 1 Protected against mannal changes
Iy ¥ e conkrt fomm de frtolaphs. Ihe ¥ & werdme sy sulry. Create tndexftable
Hesding 11 for Entire document w | Evaluate up to level 04
Tl ¥ e conktfom claphrl 1. Tle ¥ de sutry for e bk of conknk . Create from
Heading 1.2 Outline E]
Iy ¥ e conkad femm slaphrl 2 Ile korworl ¥ & wad exry.
[ Additional Styles
Index marks

[

0K | [ Camcel |[ Help |[ Rewt |[Emview
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Inserting Table ~ :
Of Contents(4) OPEHOffICE.org

* On this table, you can type in
the title for this content table,
define the number of levels for
the content table and so on.

s
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Inserting Table ~ :
Of Contents(5) OPEHOffICE.org

* If you have already formatted
the text according to the 'Styles
and Formatting', using heading1,
heading2 and so on, your table
of contents should appear.

s
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Formatting Table ~ :
Of Contents(6) OPEHOffICE.org

* The table of contents may not
have the style you want, such as
fonts.

e To change the style, right click
on 'content 1', or 'content 2' and
so on ( depending on the
number of levels ) found at the
styles and formatting panel

s
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Formatting Table ~ :
Of Contents(7) OPEHOffICE.org

* You can than change the font,
size color etc as per changing
the style, size, color of text.

s
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Export as PDF ~ ,
Format OPEHOffICE.org

* To Export your file as a PDF file,
simple click on the PDF icon on
the menu bar and type in the
name of the PDF file.

le Edit View Insrt Fogpat Table Tools eTOE  Windo
25 H 3 Bl
Il | | Defanlt V| | Arial v

.1.G.1.qlﬁlﬂlqlw
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Export as PDF Format ~~

with Security OpenOf ficeorg
Options(2)

* To Export your file as a PDF file,
with security options, select 'File’
-> 'Export as PDF

* You will see the following
window ( see screen shot )

s
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Export as PDF —

Format with Security OpenOffice.org
Options(3)

PDF Options X X

General | Initia]l View || User Interface | Links | Securibs

Images
() Lossless compressinn
(%) JPEG compressinn
Quality a0 %

LT

[] Beduce image resnlution 300 DI
CFeneral
[]PDFa-1
' [[] Tagged PDF
Create PDF form at
Subinit format FDF “ 3
]
Export bookmarks I
[] Export notes =
=
=
=

Export antomatically inserted blanlk pages

Export || Concel || Help Your One-Stop Internet
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Export as PDF

‘v\

—

Format with Security OpenOffice.org

Options(4)

» Select the 'Security' Tab and you

will see the following:

il PFDF Options

Ceneral || Tnitial Wiew Tser Interface || Links |Security

[ Encrvpt the POF document!
[ Set open password ... ] (emptn

[] Restrict permissdons

[ Zet permissdon password... ] (Brnptr)

Printing
p— () Mot permitted
= () Low resolution (150 dpid
(#) High resolution
Changes
() Mot permitted
— (0 Inserting, deleting, and rotating pages
} ) Filling in form fislds
() Commnenting, filling in foom fields
(%) Any except extracting pages
Enable copying of content
Enable text access for acce zeibility tools

I Export ][ Cancel ][ Help
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Export as PDF —

Format with Security OpenOffice.org
Options(5)

e You can set security options
such as password for opening
the PDF file, or restrict

permission

 Most important you can prevent
copying and editing by activating
'Not Allowed' in 'Printing' and

'Changes' options. @
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~
Ebook Created OpenOffice,org

e Your ebook is completed.




The Above Tutorial Is Brought to You by Netosis.com

The above tutorial is highly related to 'How You Can Start
Your Profitable Internet Business Using Little Or No
Money'. Here's what you will learn in this book:

« How To Leverage On FREE but POWERFUL Softwares to PowerUp (HHW You Can Start 'fnur\
Your Business Profitable Internet
Business

« The Secrets to Driving FREE and High Quality, Targeted Traffic To Your | Using Little Or No Money
Website

A Comprehensive Guide To
« The 3 Principles That You Must Understand To Create Low Cost, High gtﬂth"g "'ﬁ'-‘.’ Frﬂ!’ithah:; l;:lternm
Revenue Business usiness Using Little Or No

 How To Create Sales Letters That Sell Better Than A Top Sales Person

Money
3 & A
« The 1 and Only Low Cost, High Revenue Business Model That You [N Jé;
\ ey,

Can Get Started Using Little Or No Money

* Resource List So that You Won't Get Cheated By Unscrupulous

Internet Marketers Who Try To Sell You Things That YOU Can Get it
For FREE.

e And Much Much More!

Click Here to Discover the Principles Of
Starting Your Internet Business Using Little or No Money Down

Visit Now and Receive a Special Limited Bonus Worth USD97 For FREE!


http://netosis.com/products/im-biz-little-or-no-money/index.php
http://netosis.com/products/im-biz-little-or-no-money/index.php
http://netosis.com/products/im-biz-little-or-no-money/index.php

Visit Netosis.com/blog
for more tips and

strategy for your Internet
Business

 Receive FREE Video Tutorials like what you see.

 Learn FREE but Powerful strategies to POWERUP your
Internet Business

 Learn about Modern Internet Technologies and Apply to your
Internet Business.

e PLUS Much Much More!

Visit our Blog by clicking the webpage below:
http://netosis.com/blog

Your One-Stop Internet
Marketing Resource Centre


http://netosis.com/blog

	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34
	Slide 35

