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Using LibreOffice on macOS

Some keystrokes and menu items are different on macOS from those used in Windows and
Linux. The table below gives some common substitutions for the instructions in this document.
For a detailed list, see the application Help.

Windows or Linux macOS equivalent Effect
Tools > Opt_lons LibreOffice > Preferences Access setup options
menu selection
Right-click Control+click or right-click

. Open a context menu

depending on computer setup

Ctrl (Control) 8 (Command) Used with other keys
Fi11 H+T Open the Styles deck in the Sidebar
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Saving slide shows

Slide shows created in Impress are, by default, saved in the Open Document Presentation (ODP)
format. However, Impress can open and save a slide show in other widely used and recognized
presentation formats.

New slide show

1) Create a new slide show. For more information, see Chapter 1, Introducing Impress and
Chapter 9, Slide Shows and Photo Albums.

2) Save the new slide show using one of the following methods to open a file browser
window (Figure 1).

— Click on Save on the Standard toolbar.

— Go to File > Save on the Menu bar.

— Use the keyboard shortcut Ctr/+S.
3) Navigate to the folder where the slide show is to be saved.
4) Enter a filename in the Name text box.

5) Select a file format from the drop-down list at the bottom of the file browser window. By
default, the file format is ODF Presentation (.odp).

6) Click on Save to save the slide show and close the file browser window.

Cancel Name Q
{3t Home media = psf | Home | Library (e
[ Desktop

B webkit 19 Feb
B Documents @ virtualBox 29 Nov 2020

0 Downloads B Ulkitsystem 12 Nov 2020
B @ Trial 14 Nov 2020
Il Music @ Translation 16 Dec 2020

o @ syncedPreferences 11:07
Pictures @ suggestions Yesterday
5 Videos @ studentd Fri

@ staging Fri
B wosilver 4 | @ spelling 12:21
O woBlack R @ sounds 12 Feb 2020
@ sharing 12 Feb 2020
[ Toshiba silver s+ | @ services 12 Feb 2020
@ screen savers 12 Feb 2020
() Toshiba Black % | @ screenrecordings 12 Mar 2020
3 Home A @ saved Application State 10:25
@ safarisafeBrowsing 12 Feb 2020
= GoogleDrive A @ safari 12217
@ Reminders 12 Feb 2020
[SijEurtalo = | @ Receipts 25 Mar 2020
3 icloud " @ Printers 27 Apr
@ Preferences 12:29
+ Other Locations @ PreferencePanes 12 Feb 2020
@ PersonalizationPortrait 17 Nov 2020
@ Passes 10:04
@ Parallels 10:24
B News 45Sep
@ Mobile Documents Yesterday
@ Metadata 13 Feb 2020
@ Messages 10:04
B Maps 12 Feb 2020
B mail 13 Nov 2020
Encrypt with GPG key ODF Presentation (.odp) ~
Save with password

Figure 1: File browser for saving new slide show
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Confirm File Format

that cannot be saved in the currently selected File

® This document may contain formatting or content

format “PowerPoint 2007-365".

Use the default ODF File Format ko be sure that the document is
saved correctly.

Ask when not saving in ODF or default format

Use ODF Format Use PowerPoint 2007-365 Format

Figure 2: Confirm File Format dialog

Note

If the slide show is not being saved in the ODP presentation format, a Confirm File
Format dialog (Figure 2) opens asking confirmation of the file format selected.

ODP format

1)

2)

Open a slide show in Impress and make all the required changes. Impress opens slide
shows that have been saved in a presentation format that Impress recognizes.

Save the slide show in ODP format using one of the following methods:
— Click on Save on the Standard toolbar.

— Go to File > Save on the Menu bar.

— Use the keyboard shortcut Ctr/+S.

Other presentation formats

1)

2)

3)

4)
5)

6)

Open a slide show in Impress and make all the required changes. Impress opens slide
shows that have been saved in a presentation format that Impress recognizes.

Save the slide show in a presentation format that Impress recognizes, use one of the
following methods:

— Click the small triangle ¥ to the right of Save on the Standard toolbar and select
Save As from the drop-down menu.

— Go to File > Save As on the Menu bar.
— Use the keyboard shortcut Ctr/+Shift+S.

In the file browser window that opens, navigate to the folder where the slide show is to be
saved.

Enter a filename in the Name text box.

Select a presentation file format from the drop-down list at the bottom of the file browser
window. By default, the file format is ODF Presentation (.odp).

Click on Save to save the slide show and close the file browser window.
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Print [}

General LibreOffice Impress
Printer
Canon_TS6100_series v
Status: Properties...

Range and Copies
O Allslides selection

297 mm (A4) slides:
- = Include: Odd and Even Pages ~
- [ LibreOffice  More
> | > Paper sides: | Printononeside (simplex) ~
A
E Number of copies: | [l +
= Presentation Template
5 3 e E S Wi e e
i . =
~ LibreOffice Design Team
* Version 2011-10-20 (Production) order:
Printinreverse order
UlLibreffice ’ sy St Page Layout
Paper size: A4210mm x 297mm v
Orientation: | Automatic ~
~ More
© Pages persheet: | 1 ~ 1
Order: | Left to right, then down ~
Draw a border around each page
Preview 1 /5 ) 4 Brochure
Help Cancel Print

Figure 3: Print dialog - General page

Printing

Impress provides many options for printing slides or a complete presentation. For example
multiple slides on one page, single slide per page, slides with notes, as an outline, with date and
time, with page name, and so on. For more information on printing LibreOffice documents, see
the Getting Started Guide.

Any printing options selected in Impress using the General page (Figure 3) and LibreOffice
Impress page (Figure 4) in the Print dialog only apply to the printing of the current document. To
specify default printing settings for Impress, go to Tools > Options > LibreOffice > Print and
Tools > Options > LibreOffice Impress > Print.

Note

Any print options selected with the Print dialog when printing from Impress overrides
the default printer settings that have been set using Tools > Options > LibreOffice
> Print and Tools > Options > LibreOffice Impress > Print.
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Print 0

General LibreOffice Impress
Document
Type: Slides ~

Slides per page:

279 mm (Letker)
Order:
%y DLibreoff
7 LiDre ce Contents
< 'L slide name
E
E Date and time
E Presentation Template
~ Hidden pages
 LibreOtfice Design Team
= Version 2011-10-20 (Production) Color
© original colors
Grayscale
Black & white
Size
O Original size
Fit to printable page
Distribute on multiple sheets of paper
Preview 1 /5] 3 pE Tile sheet of paper with repeated slides
Help Cancel Print

Figure 4: Print dialog - LibreOffice Impress page

Printing slides

The following printing procedure is an example only. Actual printing procedure does depend on
computer operating system and how the computer has been setup.

1)

2)

3)

4)

5)

Open the Print dialog using one of the following methods:

— Go to File > Print on the Menu bar.

— Use the keyboard shortcut Ctri+P.

— Click on Print on the Standard toolbar.

Click on General to open the page for general print options and, if necessary, select a
printer from the Printer drop-down list of printers available.

If necessary, in Printer click on Properties to display a properties dialog for the selected
printer and select the options required. Click OK to save the Properties selection and
close the dialog. Actual printer properties available depend on the printer selected and
computer operating system being used. An example of a printer properties dialog is
shown in Figure 5.

In Range and Copies, select which slides to print, odd or even pages, the paper sides to
print on (simplex or duplex), number of copies, collate multiple copies, and the print order.

In Page Layout, select the paper size, orientation, pages per sheet, and, if necessary,
brochure printing.
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Properties of Canon_TS6100_series 0

Paper Device

Option: Current value:

Print Color as Gray on
Manual Text Off
Manual Graphics

Manual Images

Media Type

Collate

Proof & Print

Manual Feed (Tray 1)

Output Bin
Printer language type: | Automatic: PDF v
Color: | From driver ~
Color depth: | 24 Bit v
Cancel OK

Figure 5: Example dialog for printer properties
6) Click on LibreOffice Impress to open the page for LibreOffice Impress print options.

7) In Document, select the document type, slides per page and the printing order from the
drop-down lists

8) In Contents, select whether to print slide name, date and time, or hidden pages.
9) In Color, select the type of color to print.

10) In Size, select the printed size, to fit on a printable page, to distribute on multiple sheets
of paper, or tile sheet of paper with repeated slides.

11) Click OK to print the slides and close the Print dialog.

Brochure printing

Slides can be printed so that, when printed, the slides are in the correct order to form a booklet or
brochure.
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The printer procedures below are only examples. Actual printing procedure depends on the
computer operating system and type of printer being used. It is best to experiment to find the
correct method for brochure printing.

Single sided printing
The following procedure is an example of how to create a brochure or booklet using a printer that
is only capable of printing single sided.
1) Open the Print dialog using one of the following methods:
— Go to File > Print on the Menu bar.
— Use the keyboard shortcut Ctri+P.
— Click on Print on the Standard toolbar.

2) Click on General to open the page for general print options and, if necessary, select a
printer from the Printer drop-down list of printers available.

3) Click on Properties to open the printer properties dialog for the printer being used and
check the printer is set to the same page orientation as specified for the page setup for
the slides. Usually page orientation does not matter, but it is important for brochures.

4) Click OK to close the properties dialog and return to the Print dialog.

5) In Range and Copies, select All Slides. A minimum of four slides is required to create a
brochure.

6) In Range and Copies, select the Number of copies required to match the required
number of brochures.

7) In Layout, select Brochure.
8) In Range and Copies, select Even slides option in Include.
9) Click OK to print the even slides in the presentation.

10) Take the printed slides out of the printer and put them back into the printer in the correct
orientation to print on the other side of the paper. It maybe necessary to experiment and
find out what the correct arrangement is for the printer being used.

11) In Range and Copies, select Odd slides option in Include.

12) In Range and Copies, select the same Number of copies used for printing the even
slides.

13) Click OK to print the odd slides in the presentation and close the Print dialog.
14) Assemble the brochures and bind them, if necessary.

Double sided or duplex printing

Printing a brochure on a printer that is capable of double sided or duplex printing makes the task
of creating brochures a lot simpler.

1) Open the Print dialog using one of the following methods:
— Go to File > Print on the Menu bar.
— Use the keyboard shortcut Ctrl+P.
— Click on Print on the Standard toolbar.

2) Click on General to open the page for general print options and, if necessary, select a
printer from the Printer drop-down list of printers available.

3) Click on Properties to open the printer properties dialog for the printer being used and
check the printer is set to the same page orientation as specified for the page setup for
the slides. Usually page orientation does not matter, but it is important for brochures.

4) Click OK to close the properties dialog and return to the Print dialog.
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5) In Range and Copies, select All Slides. A minimum of four slides is required to create a
brochure.

6) In Range and Copies, select Print on both sides (duplex long edge) or Print on both
sides (duplex short edge) option. Normally, long edge binding is used for portrait printing
and short edge binding is used for landscape printing.

7) In Range and Copies, select the Number of copies required to match the required
number of brochures.

8) In Range and Copies, select the Collate option. This option is only active when printing
multiple copies of the same document.

9) In Layout, select Brochure.

10) Click OK to close to the Print dialog and print the required number of pages for the
brochures.
11) If necessary, bind the brochures to match either long edge or short edge binding.
Emailing

LibreOffice provides two methods of emailing an Impress slide show as an attachment in ODP
format or PDF format directly from the Impress module. For more information on emailing
LibreOffice documents, see the Getting Started Guide.

ODP format

1)
2)

3)

Make sure the presentation file is open in Impress.

Go to File > Send > Email Document on the Menu bar and the default email program
opens with the presentation file already attached to the email.

Enter the name of the recipient, subject line, and message then send the email.

10| Chapter 10, Saving Slide Shows, Printing, Emailing, and Exporting



PDF Options Q

General
Range General
0 all Hybrid PDF (embed ODF file)
slides: Archive (PDF/A, 1SO 19005)
Selection PDF/A version:

Universal Accessibility (PDF/UA)
Tagged PDF (add document structure)
Create PDF form

View PDF after export

Images
Lossless compression

) ) Submit format: | FDF ~
© JPEG compression Quality: = 90% = || 9r
Allow duplicate field names
Reduce image resolution 300 DPI ~
Structure
Watermark Export outlines
Sign with watermark Comments as PDF annotations
Export notes pages
Export hidden pages
Use reference XObjects
Help Cancel Send

Figure 6: PDF Options dialog

PDF format

1) Make sure the presentation file is open in Impress.
2) Go to Format > Send > Email as PDF on the Menu bar and the PDF Options dialog
(Figure 6) opens.

3) If necessary, select the required PDF options to create a PDF version of the slide show.
Normally, the default options already selected are sufficient to create a PDF file that the
email recipient will be able to open.

4) Click on Send to close the PDF Options dialog and the default email program opens with
the PDF file already attached to the email.

5) Enter the name of the recipient, subject line, and message then send the email.

Exporting

Impress can export slide shows in the PDF format as well as other file formats. The PDF format
is a standard file format for file viewing and is ideal for sending the file to someone who can only
view a slide show file using a PDF viewer.

For more information on exporting LibreOffice documents, see the Getting Started Guide.

Quick PDF export

1) Make sure the slide show file is open in Impress.

2) Use one of the following methods to export the file as a PDF file and open a file browser
window.

Chapter 10, Saving Slide Shows, Printing, Emailing, and Exporting | 11



3)
4)

5)

PDF

— Click on Export Directly as PDF on the Standard toolbar.
— Go to File > Export As > Export Directly as PDF on the Menu bar.
In the file browser window, navigate to the folder where the PDF file is to be saved.

In the Name text box, enter a filename for the PDF file or use the filename that is
displayed in this text box. The file format is fixed as PDF and cannot be changed.

Click on Save to save the slide show file as a PDF file and close the file browser window.

export

For more control over the content and quality of a PDF file, it is recommended to use the PDF
Options dialog. For more information on the options available when exporting a slide show as a
PDF file, see the Getting Started Guide.

1)
2)
3)

4)
5)
6)

7)

Make sure the slide show file is open in Impress.
Go to File > Export as PDF on the Menu bar to open the PDF Options dialog.

Using the various pages in the PDF Options dialog, select the options required for the
PDF file. For more information, see the Getting Started Guide.

Click on Export to open a file browser window.
In the file browser window, navigate to the folder where the PDF file is to be saved.

In the Name text box, enter a filename for the PDF file or use the filename that is
displayed in this text box. The file format is fixed as PDF and cannot be changed.

Click on Export to save and export the file to the selected location.

HTML Export [ ]

Assign Design
© Newdesign

Select an existing design or create a new one

Help Create Next = Cancel

Figure 7: HTML Export dialog — Assign Design page
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Web pages (HTML) export
Slide shows can be exported as a series of web pages (HTML format) that can be viewed in any
browser.

Note

Exporting slide shows as web pages (HTML) does not retain any animation effects or
slide transitions.

1) Make sure the slide show file is open in Impress.

2) Create a folder to contain the HTML pages that are generated and select the folder as the
destination for the HTML pages.

3) Go to File > Export on the menu bar to open a file browser window and navigate to
where the HTML version of the slide show is going to be saved.

4) Enter a name for the HTML file in the Name text box at the top of the file browser window.

5) At the bottom of the file browser window, select HTML Document (Impress) (.html; .htm)
format from the drop-down list.

6) Click on Save and the HTML Export dialog opens at the Assign Design page (Figure 7).

7) Select a design for all of the HTML pages, either from an existing design or by creating a
new design. If there is no previously saved design available, the Existing Design option is

not available.
HTML Export [ ]
Publication Type Options
© standard HTML format Create title page
Standard HTML with frames Show notes
Single-document HTML
Automatic
WebCast
Help < Back Create Next > Cancel

Figure 8: HTML Export dialog - Publication Type page

8) Click on Next to select the publication type to use for creating the web pages, as shown
in Figure 8. The available options change depending on publication type selected.
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— Standard HTML format — one page for each slide with navigation links to move from
slide to slide.

— Standard HTML with frames — one page with a navigation bar on the left-hand side
and uses slide title as navigation links. Click on links to display pages in right-hand
side.

— Single-document HTML - creates one HTML document from the slide show.

— Automatic — one page for each slide with each page set with the refresh meta tag so
a browser automatically cycles from one page to the next.

— WebCast — generates an ASP or Perl application to display the slides. Currently,
LibreOffice has no direct support for PHP.

9) Click on Next> to select the format for saving images (PNG, GIF or JPG) and the monitor
resolution used, as shown in Figure 9. When selecting a monitor resolution, consider
what type of display users may have. For example, if a high resolution is selected, then a
user with a medium-resolution display has to scroll sideways to see the entire slide.

10) Click on Next> and enter the details for a title page (Figure 10), such as name of the
author, e-mail address and home page, along with any additional information that maybe
required. This page does not display if the Create title page option was not selected when
selecting Publication Type.

11) Click on Next> to select the style of navigation buttons to use when moving from one
page to another (Figure 11). If buttons are not being used, make sure Text only is

selected.
HTML Export [ ]
Save Images As Monitor Resolution
© PNG © Low (640 = 480 pixels)
GIF Medium (800 = 600 pixels)
JPG High (1024 = 768 pixels)
Quality: Full HD (1920 = 1080 pixels)

Effects

Export sounds when slide advances

Export hidden slides

Help = Back Create Next = Cancel

Figure 9: HTML Export dialog - Save Images As page
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HTML Export [ ]
Information For the Title Page

Author: Peter Schofield

E-mail address:

Your homepage:

Additional information: Test HTML version of Impress slide show

Link to a copy of the original presentation
Help < Back Create Next = Cancel
Figure 10: HTML Export dialog - Title page

HTML Export [ ]

Select Button Style
% Text only

( m\II/ ( ’II ) ﬁ' A /.-_,,:" /f;::l

ee>HPAT 4
€ > dNMAat—
PRIITRAYTA N

Help < Back Create Next = Cancel

Figure 11: HTML Export dialog - Select Button Style page
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HTML Export

Seleckt Color Scheme

© Apply color scheme from document
Use browser colors

Use custom color scheme

Text Tt Background
Hyperlink
Hyperlink
Active Link
Visited Link
Help = Back Create Cancel

Figure 12: HTML Export dialog - Select Color Scheme page

12) Click on Next> to select the color scheme for the web pages (Figure 12). Available
schemes include the existing scheme for the presentation, one based upon browser

colors, and a user-defined scheme. A new scheme can be saved so that it appears on the

first page of the HTML export wizard.

13) Click on Create to generate the HTML files. If this is a new design, a dialog opens to save

the design for future use.

Export in other formats

1) Make sure the slide show file is open in Impress.

2) Go to File > Export on the menu bar to open a file browser window and navigate to
where the HTML version of the slide show is going to be saved.

3) Enter a name for the exported file in the Name text box at the top of the file browser
window.

4) At the bottom of the file browser window, select the required format from the drop-down

list.
5) Click on Save to export the file to the selected location. Depending on the format

selected, an options dialog may open allowing further options to be selected for the file

format selected.

6) Click on OK to save the exported file and close the options dialog. For more information

on exporting files, see the Getting Started Guide.
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