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Note for Mac users

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

Windows or Linux Mac equivalent Effect

Tools > Options menu  LibreOffice > Preferences Access setup options
selection

Right-click Control+click Opens a context menu

Ctrl (Control) 3 (Command) Used with other keys

F5 Shift+¥+F5 Opens the Navigator

F11 }+T Opens the Styles and Formatting window

Documentation for LibreOffice is available at http://www.libreoffice.org/get-help/documentation


http://www.libreoffice.org/get-help/documentation
mailto:documentation@global.libreoffice.org
http://creativecommons.org/licenses/by/3.0/
http://www.gnu.org/licenses/gpl.html

Contents

O 0T 0 3V 5 1o | 4L 2
NOtE fOr MAC USEIS... i 2
QUICK PriNtING....cciiiiiiiisisssisssssssssssssssssssssssssssssssssssssssssssssssssss s ssssssssssssssssssssssssssssssssssssssssnnns 4
Controlling PriNtiNg.....cccccsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnss 4
Selecting general Printing OPLIONS. .......u e it e e e e e aeeeees 5
Printing multiple pages on a single sheet of Paper.........ccccuiiiiiiiiie e 5
Y= [T 1] o IR g LST] £ (o N o1 SRR 6
USING PriNt FANQGE S .iiiiiiiiiunenrrrrrinssssssssssssns s sssssssssssss s s s aassssssssssn s s s s sassssssssnnnssnssssnnssssssnnnen 7
DEfiNING @ PIINE FANGE. ..t i e et e e e e e e e e e e e e e e e e e eeeeaee e e e b b e s 7
AddINg 10 the PIINT FANGE. ... oot e e e e e e e e e e e e e e e s eeeee s 7
T 4 LONY 7T gL o ] 1 = 1 o [ 7

=T LU o = W o1 LA =V Lo = SRR 7
VIEWING PIINT FANGES. ...ttt ettt e et e e et e ettt e e e e e e e e e e e e e e e e bbb e e e e e e e et e e eeeeaeeaaaaannns 8
Printing rows or COIUMNS ON EVEIY PAGE. .........oiiieiiiiiiiiiieee e e e e e e e e e e ee e e e e e e e e e eaeeeeaaaaerenaanns 9
DefiniNg @ CUSTOM PN FANGE. ......eiiiiiiiiieee ettt e e e r e e e e e e e eeeeaas 10
Page DBreaks........cccimmimissiissssss s 11
INSErtING @ PAGE DIEEK. .....eeeiiiiiiee ettt e et e e e e e e e e e e s e s e annnnnes 11
ROW DIEAK. ...ttt e e e e e e e e e e e bbbttt e e e e e e e e e e e e e e ae e e 11

(070] 101101 018 0 (== | PRSP PPPRPP 11
Deleting @ PAGE DIEAK........uuiiiiiiiiiiie ettt e e a e e e e e 11
Printing options setup in page Styles.......ccommiiss s 12
Headers and fOOters.......cccoiiiiiiiiiiininnis s 13
Setting @ header OF @ FOOLEN..........uuiiiicie e e e 13
Header Or TOOLEr @PPEAIANCE. ........ii ittt e et e e e e e e e e e e e e e a e s bbb e eeeees 14
Setting the contents of the header Or fOOLEr..........coiviiiii i 14
EXPOrting to PDF.........coiiiiiiisniiisssisssss s s ssssss s sssss s s sssns s s s ssanns s nnas 15
QUICK EXPOIt 10 PDF......ciiiiiiiii e 15
Controlling PDF content and qUalILY.............ocuviiiiiiiiiiii e 16
General page of PDF OptioNS Qialog.......iociviiiiiiiecieiiiis e e e e e aaeans 16

Initial View page of PDF OPtioNS di@lOg. ... ...uuuuiriiiiiiiiiieiieiieeieiiiiiiiiie ettt 17

User Interface page of PDF OptionNs didlog.........ccooiviiiiiiiiiiiiiiie e 18

Links page of PDF Options dialOog...........uuuuuiiiiiiiiiiiiee e s e e e 19
Security page of PDF Options dialOg.........iieiiiiieiieciceeeeeie e 20
EXPOrting t0 XHTIML....cccciiiiiiieiiiisssssssssssssssssssnssssssssssssssssssssssssssssssssssssssssssssssnssnsssnsssnsnsnnnnns 21
Saving as Web pages (HTML).....cimmssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnnns 21
E-mailing spreadsheets........cccciiiiiiisssssssssss s 21
E-mailing a spreadsheet to several reCIPIENTS. .........ouiii i 22
Digital Signing Oof dOCUMENLS..........coiiiiiiimmrrrr s 22
Removing personal data.........ccccriiiiiiimmmmmmisssssss s s 23

Printing, Exporting, and E-mailing 3



Quick printing

Click the Print File Directly icon % to send the entire document to the default printer defined for
your computer.

You can change the action of the Print File Directly icon, to send the document to
the printer defined for the document, instead of the default printer for the computer.
Choose Tools > Options > Load/Save > General and select the Load printer
settings with the document option.

Controlling printing

For more control over printing, use the Print dialog (File > Print or Ctrl+P).

I |

Print

8.50in {Letter) General | LibreOffice Calc || Page Layout || Options

e Printer

EPSON Stylus DX8400 Series
HP DeskJet 395Cxi

3
I( E ﬁ

P N Details Froperties...

11.00in

“\_x - ___,g*""’“;'-- =~ Range and copies

. T - (O Al sheets Mumber of copies |1
e e e e (%) selected sheets

3
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() selected cells Collate Iﬁ Iﬁ
From which print

{®) all pages
O Pages |1

Print in reverse e order
I <[ L] Printin reverse pag
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Figure 1. The Print dialog

The Print dialog has four tabs, from which you can choose a range of options, as described in the
following sections.

The options selected on the Print dialog apply to this printing of this document only.

To specify default printing settings for LibreOffice, go to Tools > Options >
LibreOffice — Print and Tools > Options > LibreOffice Calc - Print. See
Chapter 14, Setting Up and Customizing Calc, for details.
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Selecting general printing options

On the General tab of the Print dialog (Figure 1), you can choose:
* The printer (from the printers available)

* Which sheets and pages to print, the number of copies to print, whether to print in reverse
page order and whether to collate multiple copies (Range and copies section)

Select the Properties button to display a printer-specific dialog where you can choose portrait or
landscape orientation, which paper tray to use, and the paper size to print on.

On the Options tab of the Print dialog (Figure 2), you can choose to print to a file (instead of to a
printer), to create a single print job containing several copies of the document (instead of a
separate print job for each copy).

General LibreOffice Calc | Page Layout Options

Options
] Print to file
[] Create single print jobs for collated output

Figure 2: General print options

Printing multiple pages on a single sheet of paper

You can print multiple pages of a document on one sheet of paper. To do this:
1) Inthe Print dialog, select the Page Layout tab (Figure 3).

General LibreOffice Calc Page Layout Options

Layout
Pages per sheet 4 v 1 2
Order left to right, then down v 3 4
[ Draw a bord:!eft to right, then down
"~ top to bottom, then right

Figure 3: Printing multiple page per sheet of paper

2) Inthe Layout section, select from the drop-down list the number of pages to print per sheet.
The preview panel on the left of the Print dialog shows how the printed document will look.

When printing more than 2 pages per sheet, you can choose the order in which they are
printing across and down the paper. The pictures above and below show the difference.

. Layout

Pages per sheet |4 | v| 1 3 .
Order 1op to bottom, then right 2
D Draw a border around each page 2 4

3) Inthe Page sides section, select whether to print all pages or only some pages.
4) Click the Print button.
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Selecting sheets to print

In addition to printing a full document, you can choose to print individual sheets, ranges of sheets,
or a selection of a document.

You can choose single sheets, multiple sheets, and selections of cells for printing.

Range and copies
{.‘_\ -
O All sheets Number of copies |1 e
() Selected sheets =
—r 5

() Selected cells r Il.j P
h._/' I . _:-E 2t o N 3
- 1 i--‘: 1 _:J_

From which print

.

(*) all pages

() Pages |1

[] Print in reverse page order

Figure 4: Choosing what to print in Calc

Printing an individual sheet:
1) In the spreadsheet, click on the sheet tab to select the sheet you want to print.
2) Choose File > Print from the menu bar.
3) Inthe Ranges and copies section of the Print dialog, choose the Selected sheets option.
4) Click the Print button.

Printing a range of sheets:
1) Inthe spreadsheet, select the sheets to print.
a) Select the first sheet.
b) Hold down the Control key.
c) Click on the additional sheet tabs.
d) Release the Control key when all required sheets are selected.
2) Choose File > Print from the menu bar.
3) Inthe Ranges and copies section of the Print dialog, choose the Selected sheets option.
4) Click the Print button.

Printing a selection of cells:
1) Inthe document, select the section of cells to print.
2) Choose File > Print from the menu.
3) Inthe Ranges and copies section of the Print dialog, select the Selected cells option.
4) Click the Print button.

The Print in reverse page order option can be selected with any of the above options.

Caution After printing, be sure to deselect the extra sheets. If you keep them selected, the
next time you enter data on one sheet, you enter data on all the selected sheets.
This might not be what you want.
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Using print ranges

Print ranges have several uses, including printing only a specific part of the data or printing
selected rows or columns on every page.

Defining a print range
To define a new print range or modify an existing print range:

1) Highlight the range of cells that comprise the print range.
2) Choose Format > Print Ranges > Define.

The automatic page break lines are then displayed on the screen.

You can check the print range by using File > Page Preview. LibreOffice will only
display the cells in the print range.

Tip
Adding to the print range

After defining a print range, you can add more cells to it. This allows multiple, separate areas of the
same sheet to be printed, while not printing the whole sheet. After you have defined a print range:

1) Highlight the range of cells to be added to the print range.
2) Choose Format > Print Ranges > Add. This adds the extra cells to the print range.

The page break lines display on the screen around this new addition.

The additional print range will print as a separate page, even if both ranges are on

Note the same sheet.

Removing print ranges

It may become necessary to remove a defined print range, for example if the whole sheet needs to
be printed later, or you no longer wish to print some of the added ranges.

Choose Format > Print Ranges > Remove. This removes all defined print ranges on the sheet.
After the print range is removed, the default page break lines will appear on the screen.

To remove only certain print ranges, see “Editing a print range” below.

Editing a print range

At any time, you can directly edit the print range, for example to add to, remove or resize part of
the print range. Choose Format > Print Ranges > Edit. If you have already selected a print range,
the Edit Print Ranges dialog looks something like Figure 5.

In this example, three rectangles are selected, each separated by a comma. The first is bounded
by cell A3 ($A$3) in the top left and cell C9 ($C$9) in the bottom right corner. The others being
D12:F23 and H24:125.

If only a single range is defined, then clicking anywhere in the text entry box shows the selected
print range on the screen, bounded in blue, as shown in Figure 6.

To directly add new cells to the print range:

1) Type a comma in the text box as the separator for the ranges.
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2) Select the cell range using the mouse cursor, or directly type in the cell references using
the format of the selection already in the text box. Remember to separate the cell
references with a colon.

To remove a print range, select the range in the text box and delete it. Make sure the remaining
ranges only have a single comma as a separator and that there is not a comma at the end of the
sequence.

To resize a print range, edit the data in the text box for the range.

Edit Print Ranges
Print range I

|§—madeﬁied— ii“ SAS3:8C59,8DS12:8FS23, SHE2 4 51525

Rows to repeat

e ]

Columns to repeat
|- none - M|
Figure 5: Edit a print range
A B c D | E £ | e | n | 1 [ 3 ]
| |
| I
e —
Edit Print Ranges

Print range

- user defined - v| | soss:sess] &) —
Raws to repeat @
|-none - v [ beb
Columns to repeat

|-n1:me- (]

HH?FHEHEEGEFEEEEEWWHmmAWNH

Figure 6: Print range marked by colored box. Page break lines visible around the selection

Viewing print ranges

Because defined print ranges are formatted with automatic page breaks, they can be viewed by
using the Page Break Preview screen, select View > Page Break Preview from the menu bar.

(Edit Print Ranges

Print range
£ user defined - v|| |sas2:60510,8D612:6F514,88516:9D519

Figure 7: The defined print range
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Figure 8: The preview screen for the defined print range.

The print ranges are outlined by default with a blue border, and contain a centered page number in
gray. The nonprinting area has a gray background.

To exit the Page Break Preview screen, select View > Normal from the menu bar.

Printing rows or columns on every page

If a sheet is printed on multiple pages, you can set up certain rows or columns to repeat on each
printed page.

For example, if the top two rows of the sheet as well as column A need to be printed on all pages,
do the following:
1) Choose Format > Print Ranges > Edit. On the Edit Print Ranges dialog, type the rows in
the text entry box under Rows to repeat. For example, to repeat rows 1 and 2, type $1: $2.
This automatically changes Rows to repeat from - none - to - user defined -.

2) To repeat columns, type the columns in the text entry box under Columns to repeat. For
example, to repeat column A, type $A. This automatically changes Columns to repeat from
- hone - to - user defined -.

3) Click OK.

Note You do not need to select the entire range of the rows to be repeated; simply
select one cell in each row.

r= =5

Edit Print Ranges
Print range
: — oK

- hone - hd

-
Rows to repeat
- user defined - v 5184

Columns to repeat
- none - e

Figure 9: Specifying repeating rows
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Defining a custom print range

In addition to highlighting a print range for each print job, you can define a range of cells to be used
repeatedly. This may be useful if there are different areas of a large spreadsheet that need to be
printed for different reports. Several different print ranges can be defined to meet this need.

1) To define a print range, use the same procedure as labeling an area of the sheet. Highlight
the cells you want to define as a print range and select Insert > Names > Define. (The
cells can be highlighted after opening the Define Names dialog as well.)

2) Ensure Document (Global) is selected in the Scope box.

3) On the Define Names dialog (Figure 10), type a name for the range in the text box with the
blinking cursor. The name of the range cannot contain any spaces.

-~

Define Names |
Scope Document (Global) V] [ ok ]
cument (Global)
bk Sheet1 | cancel |
NewPrintRangg>eet2
—|Sheet3 = [ Help ]
lL__ad |
Assigned to
§Sheet1.$A$1:4DS10 |@] [ —
Area type
Print range []Repeat column
[] Eilter [ ] Repeat row

Figure 10: Define Names dialog
4) Click the More button in the dialog and then select the Print range option. Click the Add
button.
5) Click OK.

To print this range:

1) Choose Format > Print Ranges > Edit (Figure 5). The previously defined area now
appears in the drop-down box under Print range.

2) Select the defined print range and click OK.

This method can be useful to quickly change the print range without highlighting a large area of
cells every time.
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Page breaks

While defining a print range can be a powerful tool, it may sometimes be necessary to manually
adjust Calc’s printout. To do this, you can use a manual break. A manual break helps to ensure that
your data prints properly. You can insert a horizontal page break above, or a vertical page break to
the left of, the active cell.

Inserting a page break

To insert a page break:
1) Navigate to the cell where the page break will begin.
2) Select Insert > Page Break.
3) Select Row Break or Column Break depending on your need.

The break is now set.

Row break

Selecting Row Break creates a page break above the selected cell. For example, if the active cell
is H15, then the break is created between rows 14 and 15.

Column break

Selecting Column Break creates a page break to the left of the selected cell. For example, if the
active cell is H15, then the break is created between columns G and H.

To see page break lines more easily on screen, you can change their color.
Tip Choose Tools > Options > LibreOffice > Appearance and scroll down to the
Spreadsheet section.

Deleting a page break

To remove a page break:
1) Navigate to a cell that is next to the break you want to remove.
2) Select Edit > Delete Manual Break.
3) Select Row Break or Column Break depending on your need.

The break is now removed.

Multiple manual row and column breaks can exist on the same page. When you

want to remove them, you have to remove each one individually. This may be

confusing at times, because although there may be a column break set on the

page, when you go to Edit > Manual Break, the Column break choice may not be
Note available (grayed out).

In order to remove the break, you have to be in the cell next to the break. For

example, if you set the column break while you are in H15, you can not remove it if
you are in cell D15. However, you can remove it from any cell in column H.

Page breaks 11



Printing options setup in page styles

Several printing options are set in the page style for sheets. These include the page order, detalils,
and scale to be printed, Because these options are set in the page style, different page styles can
be set up to quickly change the print properties of the sheets in the spreadsheet. See Chapter 3,

Using Styles and Templates in Calc, for more about page styles.

The Sheet tab of the Page Style dialog (Figure 11) provides the following options.

i o

Page Style: Default

Organizer || Page || Borders | Background | Header | Footer |Sheet

Page order
(%) Top ta bottom, then right:

() Left tao right, then down

First page nurnber 1 —a
Print
[ ] Column and row headers Charts
[ ]arid Drawing objects
[ ] Comments [ Formulas
Ohijecks)graphics Zero values
Scale
Scaling mode
Reducefenlarge printout V acaling Factar 100% 4

Figure 11. The Sheet tab of the Page Style dialog

Page Order
You can set the order in which pages print. This is especially useful in a large document; for
example, controlling the print order can save time if you have to collate the document a certain
way.

Where a sheet prints to more than one page of paper, it can be printed either by column, where the
first column of pages prints, and then the second column and so on, or by row as shown in the
graphic on the top right of the dialog in Figure 11.

Print
You can specify which details to print. These details include:

. Row and column headers
. Sheet grid—prints the borders of the cells as a grid

. Comments—prints the comments defined in your spreadsheet on a separate page,
along with the corresponding cell reference

. Objects and graphics

*  Charts

. Drawing objects

. Formulas—prints the formulas contained in the cells, instead of the results
*  Zero Values—prints cells with a zero value
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Scale

Use the scale features to control the number of pages the data will print on.

* Reducel/Enlarge printout—scales the data in the printout either larger or smaller. For
example, if a sheet would normally print out as four pages (two high and two wide), a

scaling of 50% would print as one page (both width and height are halved).
. Fit print range(s) on nlarge option must be used.
*  Fit print range(s) to width/height—defines honumber of pages—defines exactly

how many pages the printout will take up. This option will only reduce a printout, it will
not enlarge it. To enlarge a printout, the reduce/ew high and wide the printout will be,

in pages.

Headers and footers

Headers and footers are predefined pieces of text that are printed at the top or bottom of a sheet
outside of the sheet area. Headers are set the same way as footers.

Headers and footers are assigned to a page style. You can define more than one page style for a
spreadsheet and assign different page styles to different sheets. For more about page styles, see

Chapter 4.

Setting a header or a footer

To set a header or footer:

1) Navigate to the sheet that you want to set the header or footer for. Select Format > Page.

2) Select the Header (or Footer) tab.

3) Select the Header on option.

-

Page Style: Default

Header

Same content left/right
Left margin

Right margin

Spacing

Height
[¥] AutoFit height

Maore... l l Edit...

Figure 12: Header dialog

0.00cm

0.00cm

0.25cm

0.50cm

Organizer | Page | Borders | Background Header Footer | Sheet

[¢ls]| I[els!] |[«]s

[«]»

Headers and footers
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From here you can also set the margins, the spacing, and height for the header or footer. You can
check the AutoFit height box to automatically adjust the height of the header or footer.

Margin
Changing the size of the left or right margin adjusts how far the header or footer is from that
side of the page.

Spacing
Spacing affects how far above or below the sheet the header or footer will print. So, if spacing
is set to 1.00", then there will be 1 inch between the header or footer and the sheet.

Height
Height affects how big the header or footer will be.

Header or footer appearance

To change the appearance of the header or footer, click the More button in the dialog. This opens
the Border/Background dialog.

Borders | Background

Line arrangement Line Spacing to contents
Default Style Left 0.00cm (3
[0 o ] - None - ol | oo R
0.05 pt Right 0.00cm 5
User-defined
0.50pt * Top 0.00cm 5
1.00 pt
— .50 pt Bottom 0.00cm :::

E— .
4.00 pt [¥ Synchronize

I 5.00 ot |
Color
B clack V
Shadow style
Position

[

|_||_||_||_| 0.18cm

Figure 13: Header/Footer Border/Background dialog

From this dialog you can set the background and border style of the header or footer. See
Chapter 4, Using Styles and Templates in Calc, for more information.

Setting the contents of the header or footer

The header or footer of a Calc spreadsheet has three columns for text. Each column can have
different contents.

To set the contents of the header or footer, click the Edit button in the header or footer dialog
shown in Figure 12 to display the dialog shown in Figure 14.
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Header (Page Style: Default)
Left area Center area Right area
Test Left Sheet1 24/10/2008 08:59:55

Header Customized v
e (4] (@D DR BE

Figure 14: Edit contents of header or footer

Areas
Each area in the header or footer is independent and can have different information in it.

Header

You can select from several preset choices in the Header drop-down list, or specify a custom
header using the buttons below the area boxes. (To format a footer, the choices are the same.)

Custom header

Click in the area (Left, Center, Right) that you want to customize, then use the buttons to add
elements or change text attributes.

@ Opens the Text Attributes dialog.
Inserts the File Name field.

Inserts the Sheet Name field.
Inserts the current page number.

Inserts the total number of pages.

Inserts the Date field.
Inserts the Time field.

Exporting to PDF

Calc can export documents to PDF (Portable Document Format). This industry-standard file format
is ideal for sending the file to someone else to view using Adobe Reader or other PDF viewers.

Quick export to PDF

—

Click the Export Directly as PDF icon ™ to export the entire document using your default PDF
settings. You are asked to enter the file name and location for the PDF file, but you do not get a
chance to choose a page range, the image compression, or other options.

Exporting to PDF 15



Controlling PDF content and quality

For more control over the content and quality of the resulting PDF, use File > Export as PDF. The
PDF Options dialog opens. This dialog has five pages (General, Initial View, User Interface, Links,
and Security). Select the appropriate settings, and then click Export. You are then asked to enter

the location and file name of the PDF to be created, and click Save to export the file.

General page of PDF Options dialog

On the General page, you can choose which pages to include in the PDF, the type of compression
to use for images (which affects the quality of images in the PDF), and other options.

PDF Options

-,

General | Initial View

Range
@ i
) Pages
) selection
Images
{:} Lossless compression
(%) JPEG compression
Quality
[ ] reduce image resolution

General
[ ] POF/A-1a
] Tagged FOF
Create FOF form

Submit format

Export bookmarks

[ ] Export comments
Expart automatically

] Emhed standard fonts

[ Create hybrid file

User Interface

[ ] allow duplicate field names

Links || Security

0%

300 DPT

FDF

Nserted Diank pages

bl

[ Export H Cancel ][

Help

Figure 15: General page of PDF Options dialog

Range section

All: Exports the entire document.

Pages: To export a range of pages, use the format 3-6 (pages 3 to 6). To export single
pages, use the format 7;9;11 (pages 7, 9, and 11). You can also export a combination of
page ranges and single pages, by using a format like 3-6;8;10;12.

Selection: Exports whatever content is selected.

16
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Images section
* Lossless compression: Images are stored without any loss of quality. Tends to make
large files when used with photographs. Recommended for other kinds of images or
graphics.

* JPEG compression: Allows for varying degrees of quality. A setting of 90% works well with
photographs (small file size, little perceptible loss).

* Reduce image resolution: Lower-DPI (dots per inch) images have lower quality. For
viewing on a computer screen a resolution of 72dpi (for Windows) or 96dpi (GNU/Linux) is
sufficient, while for printing it is generally preferable to use at least 300 or 600 dpi,
depending on the capability of the printer. Higher dpi settings greatly increase the size of
the exported file.

EPS (Encapsulated PostScript) images with embedded previews are exported only
Note as previews. EPS images without embedded previews are exported as empty
placeholders.

General section
* PDF/A-1a: PDF/Ais an ISO standard for long-term preservation of documents, by
embedding all the information necessary for faithful reproduction (such as fonts) while
forbidding other elements (including forms, security, and encryption). PDF tags are written.
If you select PDF/A-1a, the forbidden elements are greyed-out (not available).

* Tagged PDF: Tagged PDF contains information about the structure of the document’s
contents. This can help to display the document on devices with different screens, and
when using screen reader software. Some tags that are exported are table of contents,
hyperlinks, and controls. This option can increase file sizes significantly.

* Create PDF form - Submit format: Choose the format for submitting forms from within the
PDF file. This setting overrides the control's URL property that you set in the document.
There is only one common setting valid for the whole PDF document: PDF (sends the
whole document), FDF (sends the control contents), HTML, and XML. Most often you will
choose the PDF format.

* Export bookmarks: Exports sheet names in Calc documents as “bookmarks” (a table of
contents list displayed by some PDF readers, including Adobe Reader).

* Export comments: Exports comments in Calc documents as PDF notes. You may not
want this!

* Export automatically inserted blank pages: Not available in Calc.

* Embed standard fonts: You can choose to embed the standard fonts (Times, Helvetica,
Courier, Symbol, and ZapfDingbats) in all PDF documents created by LibreOffice, to
enhance display accuracy in PDF viewers.

* Create hybrid file: This setting enables you to export the document as a .pdf file
containing two file formats: PDF and ODF.

Initial View page of PDF Options dialog

On the Initial View page (Figure 16), you can choose how the PDF opens by default in a PDF
viewer. The selections are self-explanatory.
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| General |Initial View | User Interface [ Links | Security |

Panes
® eage only
(O Bookmarks and page
(O Thumbnails and page

Open on page

Magnification

® Defaulti

O Fitin window
(O Fit width

(O Fit visible

() Zoom factor

| 100%

Fage layout
(® Default
O single page
O Continuous
() Continuous fading

Figure 16: Initial View page of PDF Options dialog

User Interface page of PDF Options dialog

On the User Interface page (Figure 17), you can choose more settings to control how a PDF
viewer displays the file. Some of these choices are particularly useful when you are creating a PDF

to be used as a presentation or a kiosk-type display.

Window options -
[]Resize window to initial page!
[ ] Center window on screen

[C] Open in full screen mode
Display document title

User interface options
[] Hide menubar
[ ] Hide toolbar
[ Hide window controls
Transitions

se transition effects

Bookmarks
(%) Al bookmark levels
() Visible bookmark levels

Figure 17: User Interface page of PDF Options dialog
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Window options section
* Resize window to initial page: Causes the PDF viewer window to resize to fit the first
page of the PDF.

¢ Center window on screen: Causes the PDF viewer window to be centered on the
computer screen.

* Open in full screen mode: Causes the PDF viewer to open full-screen instead of in a
smaller window.

* Display document title: Causes the PDF viewer to display the document’s title in the title
bar.
User interface options section
* Hide menubar: Causes the PDF viewer to hide the menu bar.
* Hide toolbar: Causes the PDF viewer to hide the toolbar.
* Hide window controls: Causes the PDF viewer to hide other window controls.

Transitions
* Not available in Calc.

Bookmarks
Only one bookmark level (sheet names) is available in Calc, regardless of the setting selected
here.

Links page of PDF Options dialog
On this page you can choose how links are exported to PDF.

General | Initial View | User Interface |Links | Security

[l Export bookmarks as named destinations;
|:] Convert document references to POF targets
i |:| Export URLs relative to file system

Cross-document links —— —
| (® Default mode
| (O Open with PDF reader application
i (C) Open with Internet browser

Figure 18: Links page of PDF Options dialog

Export bookmarks as named destinations
If you have defined Writer bookmarks, Impress or Draw slide names, or Calc sheet names, this
option exports them as “named destinations” to which Web pages and PDF documents can
link.

Convert document references to PDF targets
If you have defined links to other documents with OpenDocument extensions (such as
.ODT, .ODS, and .ODP), this option converts the file names to .PDF in the exported PDF
document.

Export URLSs relative to file system
If you have defined relative links in a document, this option exports those links to the PDF.

Cross-document links
Defines the behavior of links clicked in PDF files.
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Security page of PDF Options dialog

PDF export includes options to encrypt the PDF (so it cannot be opened without a password) and
apply some digital rights management (DRM) features.

* With an open password set, the PDF can only be opened with the password. Once opened,
there are no restrictions on what the user can do with the document (for example, print,
copy, or change it).

* With a permissions password set, the PDF can be opened by anyone, but its permissions
can be restricted. See Figure 19.

* With both the open password and permission password set, the PDF can only be opened
with the correct password, and its permissions can be restricted.

Permissions settings are effective only if the user’s PDF viewer respects the

Note settings.

Figure 20 shows the dialog displayed when you click the Set passwords button on the Security
page of the PDF Options dialog.

After you set a password for permissions, the other choices on the Security page (shown in Figure
19) become available. These selections are self-explanatory.

f 1

PDF Options

General | Initial View | User Interface | Links |Security

File encryption and permission

[ Set passwords.. .} ]

Open password set
PDF document will be encrypted

Permission password set
PDF document will be restricted

Printing
() Mot permitted
) Low resolution {150 dpi)
(%) High resolution
Changes
{3 Mot permitted
() Inserting, deleting, and rotating pages
) Filling in form fields
") Commenting, filing in form fields
@' Any except extracting pages
Enable copying of content
Enable text access for accessibility tools

Figure 19: Security page of PDF Options dialog.
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General | Initial View | User Interface || Links |Security

File encryption and permission

[ Set passwords. .. ]

Opers
POF| Set passwords

Pern| Set open password
PDF

xxxxxx

Password
Prind

R

Confirm
Set permission password

xxxxxx

Password

Cha Cunﬁrm xxxxxx
{The password can be empty)

d
d
d
d

[ Help ] [ (]9 ] [ Cancel

-~

Figure 20: Setting a password to encrypt a PDF

Exporting to XHTML

Calc can export spreadsheets to XHTML, if the appropriate filter is installed (standard on Mac and
Linux; optional on Windows). Choose File > Export. On the Export dialog, specify a file name for
the exported document, then select the XHTML in the File format list and click the Export button.

Saving as Web pages (HTML)

Calc can save files as HTML documents. Use File > Save As and select HTML Document, or File
> Wizards > Web Page.

If the file contains more than one sheet, the additional sheets will follow one another in the HTML
file. Links to each sheet will be placed at the top of the document. Calc also allows the insertion of
links directly into the spreadsheet using the Hyperlink dialog.

E-mailing spreadsheets

LibreOffice provides several quick and easy ways to send spreadsheets as an e-mail attachment in
one of three formats: OpenDocument Spreadsheet (LibreOffice’s default format), Microsoft Excel,
or PDF.

Documents can only be sent from the LibreOffice menu if a mail profile has been

Note set up.

To send the current document in OpenDocument format:

1) Choose File > Send > Document as E-mail. LibreOffice opens your default e-mail
program with the spreadsheet (*.ODS) document attached.

E-mailing spreadsheets 21



2) Inyour e-mail program, enter the recipient, subject, and any text you want to add, then
send the e-mail.

File > Send > E-mail as OpenDocument Spreadsheet has the same effect.

If you choose E-mail as Microsoft Excel, LibreOffice first creates a file in Excel format and then
opens your e-mail program with the *.XLS file attached.

Similarly, if you choose E-mail as PDF, LibreOffice first creates a PDF using your default PDF
settings (as when using the Export Directly as PDF toolbar button) and then opens your email
program with the *.PDF file attached.

E-mailing a spreadsheet to several recipients

To e-mail a document to several recipients, you can use the features in your e-mail program or you
can use LibreOffice Writer’'s mail merge facilities to extract email addresses from an address book.

For details, see Chapter 10, Printing, Exporting, and E-mailing, in the Getting Started guide.

Digital signhing of documents

To sign a document digitally, you need a personal key, also known as a certificate. A personal key
is stored on your computer as a combination of a private key, which must be kept secret, and a
public key, which you add to your documents when you sign them. You can get a certificate from a
certification authority, which may be a private company or a governmental institution.

When you apply a digital signature to a document, a checksum is computed from the document’s
content plus your personal key. The checksum and your public key are stored together with the
document.

When someone later opens the document on any computer with a recent version of LibreOffice,
the program will compute the checksum again and compare it with the stored checksum. If both
are the same, the program will signal that you see the original, unchanged document. In addition,
the program can show you the public key information from the certificate. You can compare this
key with the public key that is published on the web site of the certificate authority.

Whenever someone changes something in the document, this change breaks the digital signature.

On Windows operating systems, the Windows features of validating a signature are used. On
Solaris and Linux systems, files that are supplied by Thunderbird, Mozilla or Firefox are used. For
a more detailed description of how to get and manage a certificate, and signature validation, see
“Using Digital Signatures” in the LibreOffice Help.
To sign a document:

1) Choose File > Digital Signhatures.

2) If you have not saved the document since the last change, a message box appears. Click
Yes to save the file.

3) After saving, you see the Digital Signatures dialog. Click Add to add a public key to the
document.

4) In the Select Certificate dialog, select your certificate and click OK.

5) You see again the Digital Signatures dialog, where you can add more certificates if you
want. Click OK to add the public key to the saved file.

A signed document shows an icon | in the status bar. You can double-click the icon to view the
certificate.
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Removing personal data

You may wish to ensure that personal data, versions, notes, hidden information, or recorded
changes are removed from files before you send them to other people or create PDFs from them.

In Tools > Options > LibreOffice > Security > Options, you can set Calc to remind (warn) you
when files contain certain information and remove personal information automatically on saving.

To remove personal and some other data from a file, go to File > Properties. On the General tab,
uncheck Apply user data and then click the Reset button. This removes any names in the created
and modified fields, deletes the modification and printing dates, and resets the editing time to zero,
the creation date to the current date and time, and the version number to 1.

To remove version information, either go to File > Versions, select the versions from the list and
click Delete, or use Save As and save the file with a different name.
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