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Introduction

Hundreds of free programs exist that have similar functionality to proprietary software.
Here are some of the ones we cover in this book:

Free Program Proprietary

LibreOffice Microsoft Office

Firefox Edge/Internet Explorer
Gimp Adobe Photoshop
Inkscape Adobe lllustrator

Dia Visio

GnuCash Quicken

Audacity Many audio editors

OpenShot Many video editors

LibreOffice Microsoft Access

In many cases, these free programs are better quality and have more features than
their expensive counterparts. So, why aren’t they used more? It’s because the companies
that make free software spend $0 on marketing. Microsoft and other companies spend
millions.

Personally, I haven’t paid for any software program in the past 20 years, until buying
a copy of Microsoft Windows to write this book. As such, I haven’t missed anything.

Proprietary software is written by people who want money. If a feature is not going
to bring in money, it doesn’t get produced. Free software is written by people who want
programs that work. Because they are using the programs, the features they choose to
implement are the ones that are most beneficial to the people using them.

Thus, free software is sometimes on the cutting edge of technology. For example,
tabbed browsing first appeared in Firefox in 2001 (back when it was called Mozilla).
Microsoft eventually decided to copy this useful feature and include it in its Edge and

Internet Explorer browsers.

xiii



INTRODUCTION

You will find that the software introduced in this book is not only cheap but highly
useful. You are encouraged to download and try the programs presented for free.
The publisher’s web site at www.apress.com contains links to the various programs

described as well as the examples used in this book.

—Steve OQualline
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CHAPTER 1

Web Browsing with
Firefox

Web browsing is the most common activity that users do on computers. Unfortunately,
the web browser that comes with Windows is limited, insecure, and not private.
Fortunately, there is an open source web browser that is available for free, Firefox, which
doesn’t have these problems.

In this chapter, we discuss the most useful advanced features of this browser.

o Tab muting: This is a way of silencing the autoplay videos and ads, as
well as anything else you want to silence.

e Private browsing: This is the ability to browse the Web without being
tracked.

o Tab and bookmark synchronization: This feature makes sure that you
have the same information on both your home and office computers.

e Reading mode: This is a way of displaying a screen without the clutter.

e Ad blocking: You can install an add-on to block ads from appearing
on your screen.

o Video downloader: You can download videos from YouTube or other
places for later viewing.

Note Google Chrome is another popular open source web browser with a
comparable set of features, but our preference is Firefox, so we’ll focus on that.

© Steve Oualline and Grace Oualline 2018
S. Oualline and G. Oualline, Practical Free Alternatives to Commercial Software,
https://doi.org/10.1007/978-1-4842-3075-6_1



CHAPTER 1  WEB BROWSING WITH FIREFOX

Getting Firefox

You can download the Firefox browser by searching for Firefox in a different browser and
clicking Download in the search results. Or you can go straight to www.mozilla.org and
then click Get Firefox Today Link. Firefox will detect your language settings and give you
a download customized for your language.

After downloading the file, run it (you'll probably have to tell the Windows security
system that you do really want to run the program). Then select all the defaults during
installation, with one exception. When it comes to making Firefox your default browser,
we suggest you answer no. We've encountered programs, especially those made by
Microsoft, that get upset if you change this setting.

If you want to create an account, you can do so now. However, you can also wait until
you get to the “Setting Up an Account” section, where we cover account creation and
what you can do with a Firefox account.

Using Mute Tabs

The Web can be a wonderful place, but video ads that play automatically can be annoying.
Firefox has a nice feature called tab muting that allows you to shut off the annoying ads,
videos, and other sounds without having to turn off the sound for your entire browser.

You will find a small speaker icon that appears on any tab playing sound, as shown in
Figure 1-1.

B 0 warcanvovcur... o xS D

Figure 1-1. Speaker icon

Click this icon, and you will see a line across the speaker icon to indicate that the
sound is muted, as shown in Figure 1-2. The absence of a loud and annoying sales pitch
is a good indicator that the tab muting feature is working.

¥ 3 WHAT CANYOU CUT ... # »—ut " Muted tab

Figure 1-2. Mute tab
2
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CHAPTER 1  WEB BROWSING WITH FIREFOX

The speaker appears only when the tab is playing sound. You can mute silent tabs
that might play sound in the future by right-clicking the tab and selecting Mute Tab, as
shown in Figure 1-3.

L -~  Right Click
Reload Tab I g o
Mute Tab m
Move to New Window S
Send Tab to Device ]
BLOG WRITE Reload Al Tabs

Bookmark All Tabs...
Close Tabs to the Right
Clgse Other Tabs

| Undo Close Tab

‘ Close Tab
J Su— -

Figure 1-3. Mute tab

Although simple, this control is extremely useful when it comes to browsing the Web.

Browsing Privately

The Internet has lots of techniques to track you as you browse. But sometimes you don’t
want “big data” looking over your shoulder. That’s where private browsing comes in. It
prevents the browser, and to some extent the Internet, from remembering what you were
doing while online.

For example, you've probably noticed that after making a big purchase, such as
buying a 3D printer, you'll get bombarded with ads for 3D printers. That’s because
advertisers go to a great deal of trouble to track every web page you visit and target you
with ads for what you just bought. It’s annoying.

The browser also remembers your history and uses it to supply helpful suggestions
when you are entering web addresses.

If you don’t want someone to know where you've been browsing, you need
private mode.

Private mode does have one drawback. If for some reason the browser crashes, it will
not remember what tabs you had open before the crash. This is by design; no record of
what’s going on in a private window is recorded. This also means your private pages are
not shared between computers.
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However, not everything is totally secret. If you bookmark a page, that bookmark will
be available after the private session is closed. Downloaded files are not erased (just the
fact you visited a downloaded page is forgotten).

Private browsing is useful if you don’t want people to know you've been at certain
sites. In some countries, this means going to blogs or sites that discuss things your
government doesn’t approve of. In other cases, it could be because you need to search
the Web for a private matter. Or it could be just because you don’t want “big data”
tracking you and selling your information to people for targeted ads or some other
reason.

Starting Private Browsing

To open a private window in Firefox, follow these steps:
1. Start Firefox normally.
2. Click the Menu icon (the three lines).

3. Click the New Private Window button, as shown in Figure 1-4.

e | Qseorch o ¢+ & 0[S

X Cut B Copy

- 100%
O o
New Windaw  Mew Private
Window
Print History
Fined Oplions Add-ons

u never know what werse luck your bad luck has 5. f ‘
mac McCarthy, Monconformist Hall of Famer Disveleier Synced Tabs
€2 Sign in te Sync

Customize (7] (¥]

# o # [ m Restore Previous Session

Figure 1-4. Creating a private window
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You can tell that you are in a private window because there is a little mask in the
upper-left corner of the browser. The big purple screen saying that you are now browsing
privately is a big giveaway too, as shown in Figure 1-5.

; ; Indicates Private Window EX - o «x
® Private Browsing o+

C | Qs wB 4+ a0

]

©9 Private Browsing with Tracking Protection

Firefox does not save:

will save your:

Page contents also
indicate Private Window

)
i
A
i
i
i
|
q

$

~----------------’

Figure 1-5. Private window

Synchronizing Tabs and Bookmarks

Suppose you find that perfect recipe online and want to transfer this bookmark to your
home computer. With bookmark synchronization, bookmarks you make on any machine
with synchronization enabled are automatically transferred to all other machines using
the same synchronization account.

In another example, let’s say you get up in the morning and start to work on five
different projects using five different tabs in your browser. But then you have to take your
daughter to school and go to work. You'd like to continue at the office where you left off
at home, but you need those open tabs to do this. With tab synchronization, you can grab
the open tab list from one machine and transfer it to another.

To do this, you'll need to set up an account in Firefox. The process is simple, and the
result is that your browsing sessions are now portable between machines.
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Setting Up an Account

First you need to create an account or sign in to an existing account. Start by clicking the
Menu icon and then select Sign in to Sync, as shown in Figure 1-6.

A, Search

b4 Cut
- 100% +
Mew Window  New Private Save Page
Window
r
- O &
v
Print History Full Screen
R0
Find Options Add-ons

Developer Synced Tabs

€ signinto Sync

Customize

Figure 1-6. Signing in to sync

A welcome screen appears, as shown in Figure 1-7. If you don’t have an account,
click Create Account. If you do, skip down to where you sign in for the second time.
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& Gmail X %k Options X U=

& ©Firefox | about:preferences?entrypoint=menupanel#sy ¢ Q Search w B 4 @

')
L)

Sync

Take your Web with you

Synchronize your bookmarks, history, tabs, passwords,
add-ons, and preferences across all your devices.

Connect with a Firefox Account

Create Account Sign In

Download Firefox for 'ﬁl Android or ‘ 105 to sync with your mobile device.

Figure 1-7. Signingin

The next screen (shown in Figure 1-8) asks for the information needed to create the

account. Fill it in and click “Create account.”
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& Gmail K @ Firefox Sync x 4

€ O Firefox about:accounts?action=signup&entrypoint=n [ Q Search ﬁ B 4+ @

Create a Firefox Account

to continue to Firefox Sync

l someone@sample.com ‘

| LA ALl ] Show ‘

_How old are you?

By proceeding, you agree to the Terms of Service and
Privacy Notice of Firefox cloud services
[ Rreceive the monthly Firefox newsletter

Create account

Have an account? Sign in

Figure 1-8. Account creation information request screen

You now go to a screen asking what you want to sync, as shown in Figure 1-9.
You probably want everything, so just click “Save settings.”
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& Gmail X @ Firefox Sync X L=

€ O Firefox about:accounts?action=signup&entrypoint=n ¢ Q Search T.‘I B 4+ @

soualline@gmail.com created

Choose what to sync

Open tabs Passwords

Bookmarks History

Add-ons Preferences
Add-ons and Preferences do not currently sync on

mobile devices.

Save settings

Back

Figure 1-9. Saving your settings, the final account creation step

To make sure you are who you say you are, the system will send you a confirmation
e-mail. We used a Gmail account for this example, so it gives us the option to go our
Gmail box directly, as shown in Figure 1-10.
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: - El x
G Gmail X @ Firefox Sync X M Confirm your email and ... X | +-

€ U Fieiox aboutiaccounts?action=signup&entrypoint=n ¢ Q Ssearch w B 4 @& ='

Confirm your account

A verification link has been sent to
someone@sample.com

Open Gmail

Didn't arrive and not in spam folder? Resend

Figure 1-10. Opening the Gmail screen

Now all that’s needed is to open the message and confirm the account, as shown in
Figure 1-11.
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= o X
G Gmail x | @ Firefox Sync X M Confirm your email and ... X | =
(' ®a https://mail.google.com/mail/#inbox/15b793a93: c Q Search ‘E:? B ¥+ @ =
Google KM =060
Click here to enable desktop notifications for Gmail. Learn more Hide
Gmail - “ o N - %  More- 1008 < > B~
wiing |+ A
I Inbox
Starred
Important
Sent Mail
Drafts
handbook
Personal
Travel
More =
a - = Ready, set, sync
Confirm you've received this email and we'll help
you install and sync Firefox on all your devices
starting with:
Firefox on Windows 10
San Diego, CA, United Statac (eatimatad)
IP address 1.2.3.4
No Hangouts contacts
Verify email —
. Once confirmed, we will help you install and v
2 9 % z >

Figure 1-11. Verification e-mail

Finally, you are done creating the account and receive the confirmation screen, as
shown in Figure 1-12.

11



CHAPTER 1  WEB BROWSING WITH FIREFOX

= O X
& Gmail X | # Options X [ M Confirmyour... X @ Connectanoth.. X | =

€ @ https;/accountsfirefox.com/connect_another_de ¢ | Q Search B 4 4 =

This device is connected

v |+

Sign in to Firefox on another device to
complete set-up

GETITON

> Google Play

Why is this required?

Figure 1-12. Confirmation

Performing the Synchronization

Now surf the Web, find lots of interesting places, and bookmark them. Firefox will
automatically upload your changes to the Firefox Sync Server on its own internal
schedule. If you are nervous and want to make sure your changes are uploaded, click the
Menu icon and then click the Manual Sync icon (the circling arrows) next to the account
name (e-mail address), as shown in Figure 1-13.
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= ] X
SO AT e
Cut Copy Paste
- 100% +
New Window  New Private Save Page
Window
re
& 0 &
h 4
Print History Full Screen
Find Options Add-ons
Developer Synced Tabs
e @gmail.com ""*_

Last sync: Monday 81780 o

Customize

Figure 1-13. Manual Sync icon

Now go to another computer, set up Firefox, and sign on to your sync account. Take
a look at your bookmarks. Notice that they are the same as your original machine. They
have moved from one machine to the other.

Now click the Menu icon and Synced Tabs again (as shown in Figure 1-13).

Firefox displays a list of tabs on the other computer, as shown in Figure 1-14. In this
example, the other computer is named “user2-PC,” and we’ve opened a lot of tabs on our

favorite publisher’s web site.
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g X
work'}‘ﬂ’ﬁ"’ﬁgg

SynceD Taes

o View Synced Tabs Sidebar
Sync Now

_ .| userZ'sFirefox on user2-PC

I;f.tt Usage-Driven Database Design - From ...
Pro Power Bl Desktop | Adam Aspin | A...
Beginning SOL Server Reporting Servic...

1 Deploying SharePoint 2016 - Best Pract...

Text Analytics with Python - A Practica...

(R L T TR TR TR L NP LS S AT

Figure 1-14. Tabs from the other computer

Click any of those tabs, and the page will appear in your local browser.

Using Reading Mode in Firefox

On some web pages you will find a banner ad at the top, a navigation bar under that,
advertisements on the left, links to related stores on the right, and the actual text you
want to read in the middle as an afterthought. Firefox has a feature called reading mode,
which is designed to put the text you want to read front and center on the screen and get

rid of all the other garbage.
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Figure 1-15 shows a typical web article. You will notice that there is some clutter on

the page from the junk important marketing information on the side.

Usage-Driven Database De... X | =

€  © www.apress.com/us/book/9781484227213%cth EJ ___\C‘ Q howoftendoesfi> T B ¥ #®

Apress

Usage-Driven Design

el -rom Logical Data Modeling
through Physical Schema

Definition

Apress: Authors: Tillmann, George

I/ Free Preview )
.

~" Presents a complete framework for database design success

see more benefits

About this book  About the authors

Reading mode

Usage-Driven Database

Buy this book

~ eBook 52999

ce for USA (gross

Buy eBook

Figure 1-15. Typical article

Now click the Reading Mode icon at the top of the page. This causes Firefox to

reformat the article to make readable, removing all the clutter in the process, as shown in

Figure 1-16.
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— O X
Usage-Driven Database De... X | =
€ (O www.apress.com/us/book/9781484227213%cth  E1 € Q how often does fi w B 3+ @ =
€]
| Aa apress.com
il . .
= Usage-Driven Database Design - From

Logical Data Modeling | George
Tillmann | Apress

Tillmann, George

Design great databases—from logical data modeling through
physical schema definition. You will learn a framework that finally
cracks the problem of merging data and process models into a
meaningful and unified design that accounts for how data is actually
used in production systems.

Key to the framework is a method for taking the logical data model

~

_thatis a static look at the definition of the data. and meraina that

Figure 1-16. Reading mode view of the same page

As you can see, Firefox removes all the extra junk on the page and gives you a nice,
clean article, making it much easier to read.

Blocking Ads

An ad blocker keeps ads from appearing on your screen and has two advantages.

The first is that the clutter on the screen is reduced. The second is that you use less
bandwidth and therefore your pages load faster. Let's start by going to http://simple-
adblock.com/faq/testing-your-adblocker/, as shown in Figure 1-17.
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&5 Testing your adblocker-5.. ¥ [

- a X
€ @ simple-adblock.com,fag testing-ye @ Q Searc wE & & O =
AB P Simple Adblock is now Adblock Plus for Internet Explorer. Click here to install the _r‘-jl__!!f!_vgg’_ryﬂ -
| extension for free.
X r

Testing your adblocker

Simple adblock uses two techniques for remaoving ads: Adblocking and Element hiding as described in adblocking exgplainy

Below the adblocker is tested:

Testing adblocking.

Testing element hiding

Not working Not working

Troubleshoot:

1. Venfy that you can see the adblock menu son

Figure 1-17. “Ad’-filled web pages

This page is filled with two big “ads” that say “Not working.” (This is not the most
effective product name in the world, but it does get the point across.)

Notice that the top of the screen contains a real ad for Adblock Plus for Internet

Explorer. Figure 1-17 was taken on Windows 10, which uses the Edge browser and
doesn’t have Internet Explorer installed.

Now we show how to install an ad blocker and see what happens to this page.

Getting the Ad Blocker

To install an ad blocker extension, click the Menu icon and then Add-ons, as shown in
Figure 1-18.
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= B3 X
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[ X Cu s Copy 4 Paste

r - 100% +
| New Window  New Private Save Page
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|
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v
Print History Full Screen

Find Options Add-ons -
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Developer Synced Tabs

©

foo@sample.com 0

Customize (7] O

Figure 1-18. Getting to the add-ons

This brings you to the screen shown in Figure 1-19, which lists the add-ons Firefox
thinks you might want to install. But the ad blocker is not there. So, scroll to the end and

click “See more add-ons!”
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ELE

Owls by Crazy Prychianin®

Hover over the image to preview

See more add-ons!

https://discovery.addons.mozilla.org/en-US/firefox/discovery/pane/52.0.2/WINNT/normal# v

Figure 1-19. Getting more add-ons

The next screen allows you to enter a search term. Enter ad blocker and click the
arrow to perform a search, as shown in Figure 1-20.

= = x
W@ sppres - Yahoo SesrchRe.. X | [GY Apress % | & Add-ons Manager %k adblocker: Searchz Add.. X | 4
€ | ) @ Mozilla Foundation (US)  hittps://addons.mozilla.org/en-US/firefox/search/ig=ad- [J1 € 8 search e & & @ =

Login | Other Applications

yAdd-ons Q- —

EXTENSIONS THEMES COLLECTIONS MORE...

Search Results for "ad blocker"

CATEGORY Sortby. Relevance | Most Users | Top Rated | Newest | More ™
All Add-ons
WORKSWITES @ AdBlocker + Add toFirefox
Ad Blocker lets you block all ads, tracking & malware from the web world.
Firefox 52.0 Itis an effective solution to browse the web without offensive and
Windows annoying ads you hate to see.
(57) - 43,993 users
TAG
All Tags
161 matching results

Figure 1-20. Add-on search/install page
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Click Add to Firefox to install the extension called Ad-Blocker. A confirmation
window will appear, as shown in Figure 1-21. Click Install.

addons.mozilla.org X

This site would like to install an add-on in Firefox:

Ad-Blocker

Learn more...

Cancel . Install
I
Figure 1-21. Confirmation screen
This brings up the Ad-Blocker home page, as shown in Figure 1-22.
= 0 .S
appte:-\’ahoo&e_. X | Y Apress X | % Add-onsManzger |ﬂ ad blocker:: Searc.. X Ad-Blocker hasbeeni.. X | &
= @ chrome:/fadblocker/content/uiffirstRun.htmi @ Q Search rae 4+ @ 9- =

-

@

Ad-Blocker

Ads will now be blocked. Happy Know more about Ad-Blocker
browsing!

Learn More

Figure 1-22. Ad-Blocker home page

Now go back to the ad test page at http://simple-adblock.com/faq/testing-
your-adblocker/. All those red “ads” will have turned to green, indicating that ads are
being blocked, as shown in Figure 1-23.
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(& Testing your edblocker-5.. X | 4

| € @ simple-adblock.com/: ing-yeur-adblocker/

Simple adblock uses two techni fior ing ads: Adblocking and Blement hiding as described in adblocking explained

Below the adblocker is tested:

Testing adblocking: Testing element hiding:

Tested OK Tested OK

Figure 1-23. No more ads

Some web operators are getting smart. They detect ad blockers and refuse to show
you their content until you turn them off. To disable the blocker for a single page, click the
down arrow next to the blocker icon and select “Disable on this page only.” Figure 1-24
shows you the steps.

Report issue on this page...
Open blockable items  Ctrl+ Shift«V
Filter preferences...  Ctrl+Shift+E

Disable on simple-adblock.com

Disable everywhere —

QOptions »

Figure 1-24. Disabling some ad blocking
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Using Video DownloadHelper

Video DownloadHelper is an add-on designed to combat the “pausing” that occurs
when you download shows, and it works on YouTube and most other steaming
providers. It also lets you download videos for offline use when you don’t have access to
the Internet.

For example, have you ever started watching a movie from a slow server in another
country and have to deal with the video continually pausing? Video DownloadHelper
lets you download your shows and watch them offline with no buffering.

Getting Video DownloadHelper

You can get Video DownloadHelper for Firefox via the Add-ons menu using the same
techniques you used to get Ad-Blocker. Searching for videodownload helper in the
extension manager results in the screen shown in Figure 1-25.

@ Moailla Firefox Start Page | 4 Add-ons Manager X e videodownload helper:5.. X 4

€ | (® @ Moailla Foundation (US) | hitps://addons.mozilla.org/en-US/irefox/search/? B €& P Search e $ & O 2

Register or login | Other Applications mozilla

“)Add-ons ¥

EXTENSIONS THEMES COLLECTIONS MORE...

Filter Results Search Results for "videodownload helper"
CATEGORY Sortby. Relevance | Most Users | Top Rated | Newest | More
All Add-ons

' Video DownloadHelper

WORKS WITH The easy way to download and convert Web videos from hundreds of
Firefox 52.0 YouTube-like sites.
Windows ¢ i & ok (7.296) 4062980 users
TAG
All Tags n SkipScreen -- download helper, now for sale...
128 matching results We're sorry to say we can't maintain Skipscreen anymore. We'd love to see

someone carry on with it. If you'd like to buy Skipscreen, or otherwise find
it a good home, please contact us at admin@worcesterllc.com.
(631)- 59,925 users -]

Figure 1-25. Search results with Video DownloadHelper

After installation, you will be taken to the Video DownloadHelper home page, as
shown in Figure 1-26.
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@ Mozilla firefox Start Page | 4% Add-ons Manager % | it videodownload helper 5. X () DownloadHelper - Video .. X | +

» (® www.downloadhelper.net/welcome.phpiversion=6.2.0 X Q Search T A D D s =

We need your help porting the add-on to Edge

e Home Install Video sites Support Contribute Premium

Congratulations, you just installed Video
DownloadHelper 6.2.0

This is the latest stable version for Firefox

| You may want to have a look at a short documentation about how to do things with Video Video DownloadHelper 6...
Read www.google.com w
Figure 1-26. Video DownloadHelper home page
Now let’s go to a web page with video content, such as YouTube, as shown in
Figure 1-27.
& =
Be Edt| g Thelack Beney Progra... @ X | RS
i "] € @8 nitps s youlube.comjestchtys 1MCuOdRDsCs O- -
e = Yl]ll Jack benny train station - . The Jack Benny Program - "Railroad Station Bhn.‘.:'—“mww—ﬂ—mﬁdu”
i | © 4505360 - b I
0 ADP - 8 D
= L B
0 - Medium m
©
The Jack Benny Program - "Rallroad Station Sho...
© ADP - 5405350 - 12:42 - 44.2 MB - MKV
Jack Is A Contestant (With
Broucho Marx)
JackBenny TV
iw& B | 1953-04-19 The Jack Benny
; L hit e & Program "Fred Allan Show”
§ : ; § i b | Season3 Foisada? ¥
Video Daywnieader—- Download videos from yourube or other places forlater viewing.§
ih /=2y SO HO®@AN ¢ @ & %8 -0
Foge 2ol 41 3,222 words, 18,176 chaacters DefaitStyle Eraglish (USA] | DOD M | ———O + | 00

Figure 1-27. A popular video web site (source: public domain)
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Let’s play a video. Notice that the Video DownloaderHelper icon becomes active
(changes to a color icon). Click this icon to bring up the download menu. It lists the
various videos that are available. Click a selection to download it. This will open a dialog
asking you where to save the result, as shown in Figure 1-28.

@ savefile X
i » User » dwhelper v & Search dwhelper -l
Organize + New folder B= ~ (2]
Y @l A Name " Date modified Type

[ Desktop »
¥ Downloads #
E Documents

Mo items match your search.

[&=] Pictures P 4

D Music
open.book
B videos
‘@ OneDrive
(3 This PC e §E >
File name: | he Jack Benny Program - Railroad Station Show - Pt 1 vl
Save as type: | All Files ~
(~' Hide Folders Save Cancel |

Figure 1-28. “Save file” dialog

Sometimes the Video DownloaderHelper needs the help of an external program to

convert the video. When that happens, a pop-up dialog (Figure 1-29) will appear asking
you to install it.

Converter required

This operation needs to have a converter installed on your system to
aggregate the video and audio streams.

Why do | need a converter 7 | Install converter

Figure 1-29. Converter request
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Clicking “Install converter” takes you to the screen in Figure 1-30, which allows you

to download the given program.

3 TheJack Benny Progra... @9 X % DownloadHelper - Video .. X |

€ @ www.downloadhelper.net/install-converter3.php @ Q Search wEa RO D e

Installing converter for Video
DownloadHelper

On all operating systems, the conversion feature of Video DownloadHelper relies on Libav.

Once installed, Video DownloadHelper should automatically recognize and use the conve

On Windows

Since installing Libav on Windows is not very user friendly, we packaged the application into an easily installable binary you can download
from here then execute on your computer.

On Mac OS X

An easy methad for installing Libav consists of using Homebrew from a terminal:

Figure 1-30. Download page

After downloading, click the Download icon and select the ConverterHelper.exe
entry to install it, as shown in Figure 1-31.
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‘ B8 TheJack Benny Progra... 4 X 9 DownloadHelper - Video.. X | 4

€ @ www.downloadhelper.net/install-converter3.php ¢ Q Sea

l‘_|
»
(<]
¢
L3
]

ConvertHelperSetup- 3.2 me

Installing convel
DownloadHelper

On all operating systems, the conversion feature of Video DownloadHelper relies on Libav.

Once Installed, Video DownloadHelper should automatically recognize and use the converter.

On Windows

Since installing Libav on Windows is not very user friendly, we packaged the application into an easily installable binary you can download
from here then execute on your computer.

On MacOS X

An easy methad for installing Libav consists of using Homebrew from a terminal:

Figure 1-31. Installing the helper

Now all you have to do is to start a video, and you can download it. Then close the
window (but not the browser) and let the download finish. Watch it at your leisure. This
avoids the buffering problem and other issues caused by slow servers and a long Internet
connection to Hong Kong, for example.

Using Other Firefox Features

There are lots of other features available for Firefox. It has been designed to be highly
customizable and highly extensible. In fact, you can customize its appearance until it’s
almost unrecognizable.

There are thousands of add-ons, including custom search tools, download managers,
games, and translation tools.

Summary

The best thing about Firefox is that it was written by people who want a good web
browser, not one designed by a marketing department and not one designed to steer you
toward certain web pages or search results. The designers wanted a web browser to make
web surfing better. For the most part, the Firefox designers have succeeded in that goal.
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LibreOffice

LibreOffice is an office suite with a set of features similar to Microsoft Office. For the
most part, you'll be hard-pressed to find a useful feature of Microsoft Office that’s

not in LibreOffice. The converse is not true. There are useful features contained in
LibreOffice not available in Microsoft Office such as the sidebar, gallery, and integrated
database. (That’s not to say that Microsoft Office doesn’t have functions that are not in
LibreOffice. But we have yet to find a useful feature of Microsoft Office that LibreOffice
does not have.)

LibreOffice has an interesting history that shows you how an open source program
can survive and grow even in the midst of turbulent times. LibreOffice started out
as StarOffice, a proprietary Microsoft Office replacement designed to work on many
different types of systems, not just Microsoft Windows. As a commercial product, it never
really was a big success.

Sun Microsystems bought StarOffice and ported it to Sun’s SPARC line of
computers. Sun changed the name to OpenOffice and made it open source, meaning
it was freely available to everyone. Sun gave it away because it was in the business
of selling SPARC systems, not software, and the company figured it could sell more
SPARC:s if it had an office suite for its processors. Unfortunately, Sun didn’t sell
enough systems and got bought by Oracle at a fire-sale price. Oracle didn’t care much
for OpenOffice and basically turned its back on people who wanted to contribute
improvements to this program.
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Since OpenOffice was an open source project, users could copy it and produce their
own version, with one exception, the word OpenOffice. That one word was trademarked
by Oracle and couldn’t be copied. So, everything but the name was copied in a process
called forking, and a new name was chosen: LibreOffice. All those people who had their
improvements ignored for OpenOffice submitted them to the LibreOffice project where
most of them were accepted. The result was the much-improved office suite that we
describe in this book. The history of LibreOffice shows how powerful the open source

development model is. No one really “owns” the software.

You can download LibreOffice at www.libreoffice.org. After downloading it,
run the installer, and select all the defaults for the installation.
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Getting Started with
LibreOffice Writer

LibreOffice Writer is the word processing component of LibreOffice. It does pretty much
everything useful that Microsoft Word does. It’s been used to write everything from
one-page letters to 800-page books. As a matter of fact, this book was originally written
using LibreOffice.

You will your adventure with LibreOffice by creating a party invitation. During this
process, you will learn about the following:

o Getting started with LibreOffice

e Selecting fonts

o Setting font sizes

e Coloring text and backgrounds

e Coloring paragraphs

o Aligning paragraphs with left, right, and center justification
o Inserting graphics into your documents

Figure 2-1 shows the party invitation you will create.
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}art))IMParl);

Party for No
Good reason

Figure 2-1. Party invitation

Note If you have a printed copy of this book, you will be unable to see the
horrible color choices we’ve made in this document. You can download the actual
sample invitation from the book’s web site https://www.apress.com/us/
book/9781484230749.

Starting LibreOffice

To start LibreOffice on Windows, click Start » LibreOffice » LibreOffice Writer.
To start LibreOffice on an Apple system, go to the Finder, select Applications, and
then click LibreOffice. From the initial window, select File » New » Text Document.
The blank document screen will appear, as shown in Figure 2-2.
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Figure 2-2. Initial LibreOffice Writer screen

Figure 2-3 shows the components of the screen.

Untitled 2 - LibreOffice Writer
File Edit View |nsert Format Styles Table Tools Window Help

l]Pagelnf‘l ,ﬁmomm | Defautt Style | English (USA) [ wi [ ] OO0 | - —+—0——+ | 40%
e

Figure 2-3. LibreOffice Writer screen components
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At the top is the menu bar with its pull-down menus, similar to most applications
you're probably familiar with. Below that you have your typical toolbar that contains
icons for common operations.

At the top of the document is the ruler. This shows you where your margins and tabs
are located. On the right side, you'll see something different: the Proprieties panel. The
Properties panel lets you view and set the proprieties of the text you are working on. On
the right side of that is the sidebar. You'll learn how to use this a little later in the book.
Finally, at the bottom of the screen is the status bar.

Creating a Party Invite

Enough with the explanation—it’s time to party. Click inside the representation of the
page. The insert cursor (a vertical bar) should appear. Now type Party. Figure 2-4 shows
the results.

Untitled 2 - LibreOffice Writer

Eile Edit View Insert Format Styles Table Tools Window Help
RN -BI K- TR B IERl- £
i Defauttstye |v| (& & [Lbentionserit V] [12 V] @ @ @ - & |a@P ap

Partyq

Figure 2-4. After typing Party

One thing to notice is that the word Party is little and rather plain. Drag the cursor
over the word Party to highlight it. Now go to the Font pull-down menu on the toolbar
and select 48. This will change the size of the word Party to 48 points. Figure 2-5 shows
the result.
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[E] Untitled 2 - LibreOffice Writer
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Figure 2-5. A font size of 48 points

If you want to change the style of the text to bold, click the Bold icon in the toolbar.
To turn off the bold, click the Bold icon again. There are similar icons for italics,

underline, and strike-through, as shown in Figure 2-6.
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Figure 2-6. Text style icons

But the text appears to be a little plain. With the word Party still highlighted, click
the Background Color icon to change the background color to yellow. Now click the
Text Color icon to turn the text a rust color. The resulting color combination is quite
noticeable even if a little garish. Figure 2-7 shows the result.

33



CHAPTER 2  GETTING STARTED WITH LIBREOFFICE WRITER

[£] Untitled 2 - LibreOffice Writer - o x
File Edit View Insert Farmat Styles Table Tools Window Help
B-e-E aea - ki W -
H =l a2 S ; - 5 a - =
ilDetauttsyle  v| (@ @) [Lbentionsent [V [v] @ @ - adbay &G B-F - E-EE =S »
"['—X;}. ...... e e A =
Font Color, T
= ~ —
N A
art | o g @ :LVI | LI
[ Character =
Liberation Serif w ] E
- , | acd-«a &a.
Page10f 1 1 words, 5 characters Default Style | English (USA) m | [ | | -Iﬂ oom | = ——o0——— + 'In;(_l‘-%_

Figure 2-7. Result of the color change

Now type Party again. You want this text to be a different color, so select it with the
cursor, and this time click the little arrow next to the Background Color icon, as shown in
Figure 2-8. In this example, we picked light purple, but you can pick any ugly color you
want. You can do the same thing for the text color. (Again, click the little arrow, not the
icon itself.) In this example, we decided to use cyan, so we have cyan on purple.
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Figure 2-8. Color selector menu
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Since this going to be a great party, let’s mention it three times. Type Party one more
time and select a new set of “interesting” colors for the text and background.

Now let’s center the text by going to the Proprieties panel on the right and, in the
Paragraph section, clicking the Center icon, as shown in Figure 2-9.
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Figure 2-9. Center icon

The text is now centered, but it’s too close to the top of the page. Let’s move it down
1 inch by going to the Properties panel. (If you don’t see the Properties panel, click the
wrench in the sidebar to display it.) In the Paragraph settings, there is a box called “Space
above paragraph.” Change that from 0.00" to 1.00" and press Enter to set it. Now the
“Party Party Party” paragraph is properly positioned. Figure 2-10 shows the result.
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Figure 2-10. The party in its proper place

Adding the “No Good Reason” Paragraph

You've played around with changing the text’s background. In this section, you'll change
the paragraph’s background, which produces a slightly different effect.

Press Enter to start the next paragraph. Also, let’s change the text color to black and
the background color to no fill (the check box at the top of the pull-down).

For this paragraph you want the point size to be a little bigger, so let’s select 72 from
the Font pull-down. Type Party for No Good Reason for the name of the party. Keep
the 1-inch space above the previous paragraph since that’s a good spacing for this
paragraph.

Now let’s change the background color of the paragraph. Click the Background
Color selector in the Paragraph section of the Proprieties panel, as shown in Figure 2-11.
(While you're there, you can scratch your head at LibreOffice’s choice of icons.) Clicking
the icon causes a pop-up to appear showing you a choice of colors. In this example, we
chose mustard yellow.
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Figure 2-11. Paragraph background

Notice that the paragraph’s background color extends from margin to margin. The
text background color stays with the text. In the “Party Party Party” paragraph, the space
on both sides of the paragraph is white, while on the new paragraph, it’s yellow.

Indenting and Justifying a Paragraph

You've used the default margins and centered things in the previous paragraphs. In this
section, you'll use indentation and justification to put paragraphs at different locations
across the page.

Press Enter to go to the next paragraph. This is going to be a normal paragraph
consisting of the single word When with a colon after it. You'll notice you have the same
paragraph background color, space above, and font size as the previous paragraph. This
is not what you want; you just want a normal paragraph. Click the Style list and select
Default Style. LibreOffice will reset all the paragraph and font values to their defaults for
this style, as shown in Figure 2-12.
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Figure 2-12. Default style

You may have noticed that the Style list was already set to Default Style. But by
reselecting it, you cleared all the custom settings, resulting in the type of paragraph you want.

Now you can type When: and press Enter.

The paragraph after that should be indented a little (0.5"). There are multiple ways
of doing this. The first is to grab the margin indicator on the ruler and move it. There is
an Increase Indent icon that increases the indentation by a fixed amount. If LibreOffice’s
idea of a “good indent amount” does not suit you, you can set it using the “Before text”
blank in the Properties panel.

Indention Method 1: Moving the Indicator

You can select the bottom margin indicator and drag it to the right to about the half-inch
mark, as shown in Figure 2-13.
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Figure 2-13. Moving the margin
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Moving the bottom marker will move both the top and bottom markers and thus
affect both the first line (top marker) and subsequent lines (bottom marker).

Indention Method 2: Increasing the Indent

There is an icon in the Paragraph section of the Properties panel called Increase Indent,
as shown in Figure 2-14. Clicking that icon will increase the current indent by 0.5".
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Figure 2-14. Increasing the indent

Indention Method 3: Setting the Before Text Indent

Also in the Paragraph section of the Properties panel is a Before Text Indent setting,
as shown in Figure 2-15. Enter 0.5" and press Enter to set the value.
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Figure 2-15. Setting the before text indent

No matter which way you do it, you'll get an indented paragraph. Let’s type two
paragraphs describing the time: Saturday and July 7. Figure 2-16 shows the results.
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Figure 2-16. Invitation with date added

Creating the “Where” Section

Now let’s type the word Where with a colon after it. But the word Where: is not where

you want it to be. It’s sitting on the left side, and you want it more to the right. To move it,
drag the lower margin indicator on the ruler to the right until it's about 75 percent of the

way across the page. Figure 2-17 illustrates this process.
Now you can enter the Where: line.

41



CHAPTER 2  GETTING STARTED WITH LIBREOFFICE WRITER

| B porty-working.odt - LiceeCHfice witer S—
Ble Edit Yiew Jrsent Format Styles Table Tooks Window Help
ig-a-B-d49a B-4S- - aui o meT &

[ Deunsyle v (& & [ewonset v 2~ A @ @ -0 Py G A-Y- L

Wl':en':‘l
Saturday?
July:79

b/~ Eale@AML ¢ @« % 8- F O Td

| Pegetafl | 12weords, 60characters | Defmit Style i Englsh (Us4) il = b

Figure 2-17. Dragging the margin

You want the actual address to be lined up on the right side. So, let’s click the Align
Right icon to make this happen. Actually, there are two Align Right icons; there is one
on the toolbar and one on the Properties panel, as shown in Figure 2-18. Either one
will work.

Now let’s enter the address. Figure 2-19 shows the result.

[E] party-working.o - LibeeOffice Weites - o x
file Edit Yiew Inset Farmat Styles Table Tock Windew Help
iH-5-EH-dea B-39-- Q%1 E-MeTE k /7 ¢-8
| Detatsee v (€ 4 lbeionsent v 2 v @ @ @ -& aba, g A-¥ -0 L i=-= ==
e [ O G | 1 i i 4 ? ' 5 -~
=) : Properties L L
L Diefausit Style ~| B -
When:y ) J L
Samrday® = Character o T
July-7% Liberation Serif ][ [~
=1}
aca-aa ex i
O
= W ¥a
aph =]
FEEE
E-E EB—1-
v || Spocing:
_( » B - -
/=2 mhmeale@An ¢ @+ %8 F QIcd
Page 1041 13 words, 66 charatters Default Style English (LISA) - DO | = d———— = | 1%

Figure 2-18. Align Right settings
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Adding Graphics

Now let’s decorate things by adding graphics. Click the Gallery icon located on the right
sidebar. See Figure 2-20.
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Figure 2-20. Gallery icon
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The Proprieties panel disappears and is replaced by the Gallery. A quick search
through the list of themes yields nothing that looks like it might have a balloon it, so let’s
click the Properties icon to restore the Properties panel.

Now bring up your browser and do a Google search for balloon free clip art. Clicking
images displays a set of possible graphics, as shown in Figure 2-21.
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Figure 2-21. Balloons

Click one and then select View Image. Right-click the image and select Copy Image.
Now you can go back to the party invitation and move the cursor to the beginning.
(Click to the left of the P in our first Party). Select Edit » Paste from the menu bar or just
press Ctrl+V. The balloon appears in the document, as shown in Figure 2-22.
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Figure 2-22. Balloon pasted

The size of the image is a way too big. Let’s position the cursor over one of the green
handles. It will change into a resize cursor. If you are on a corner, the cursor looks like an
arrow pointing to the corner. If you are on a middle resize handle, the cursor turns into a
double-ended arrow. You can now drag the handle to increase or decrease the size of the
balloon, as shown in Figure 2-23.
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Figure 2-23. Resizing an image

Notice that the picture maintains the same aspect ratio, meaning that it does stretch
or distort. This is the default in LibreOffice. If you want to stretch the picture in one
direction only, you need to hold down the Shift key while resizing.

You need to move the image where you want it to be and change its size. But before
you do that, you need to change its anchor point. The anchor point controls where the
image appears on the page. Right now it’s set to Paragraph, meaning if the paragraph it is
attached to moves, the image moves.

Right-click the image and select Anchor » To Page. This makes the image stick to
wherever you want it on the page, as shown in Figure 2-24.
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Now let’s move the cursor over the image. It will change from a pointer to a hand.

You can now drag the image any place on the page you want it to be. In this example,

that’s the upper-right corner, as shown in Figure 2-25.
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Figure 2-25. Image in its proper location

You'll notice that the text keeps moving out of the way of the figure. You don’t want that
because you put the text in the proper place when you created it. You can fix that by selecting
the figure, right-clicking, and selecting Wrap » Wrap Through, as shown in Figure 2-26.
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Figure 2-26. Wrapping through
48



CHAPTER 2  GETTING STARTED WITH LIBREOFFICE WRITER

You now have the image the right shape and size. Let’s duplicate it by selecting it and
then copying it (press Ctrl+C or select Edit » Copy). Click outside the margin to deselect
the image you just copied. (This is important because if you don’t deselect it, then when
you paste, you will overwrite the original image.) Now you can paste in your copy (press
Ctrl+V or select Edit » Paste). Now you can move it to the right side of the screen.

Things look better when they are symmetrical, and this image is facing the wrong
way. So, let’s fix that by selecting from the menu Format » Flip » Flip Horizontally, as
shown in Figure 2-27.
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Figure 2-27. Flipping an image vertically

Now you can move it by dragging it with the cursor and change the size using the
resize handles as you did with the first balloon.

Now you are ready to party, except for the details...printing 100 copies of the
invitation, handing them out, buying the food and drink, reserving the location, inviting
the people, and everything else. But the invitation is ready!
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Summary

The party invitation was designed to be a fun introduction to the basics of LibreOffice
Writer. There’s a lot you can play around with in this word processor. In the next few
chapters, you'll take a look at how to do useful work with this tool.

For now, if you're interested, you can explore some of the more frivolous aspects of

this program, including the following:
o Fontworks: Creating fancy text effects
e Gradients: Changing color backgrounds
e Drawing tools: Drawing things on your document

Since this is not a 400-page book on LibreOffice, we’ll let you explore these topics on

your own.
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CHAPTER 3

Writing Business Letters
with LibreOffice Writer

In the previous chapter, you learned the basics (and a few fun features) of LibreOffice by
creating your party invitation. Now you’ll put LibreOffice to work. In this chapter, you'll
learn how to write a business letter with LibreOffice Writer.

Specifically, you'll do the following:

o Create and use custom styles
e Applyindents
o Format paragraphs

o Format pages

Creating a Business Letter

In this section, you'll create a simple business letter similar to the one shown in Figure 3-1
(although we hope your letter will cover a different subject matter).
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Mrs. Smith
Second Grade Teacher
Hilltop Elementary School
100 School Place
Grandview, LA 34582
January 3, 2017

Farmer Brown

The Working Farm Museum

456 Old Oak Street

Grandview, LA 34588

Dear Mr. Brown,

All of us in the second grade class here at Hilltop Elementary School would like to thank you for the
wonderful time we had during our last visit.

Timmy is really sorry about what he did. He didn't know that hay could catch fire so fast. I'm glad to
hear that none of your animals were hurt when the barn burned down.

Also I want you to know that all of were far enough away so that we were unaffected by the explosion.
Who knew propane tanks contained so much power.

We were sorry we had to leave early, but I understand how unexpectedly busy you were especially after
the fire caused all the animal to stampede. On the bright side, the students have never seen such a big
fire and were especially thrilled by the sight of the areal tankers doing their drops.

But in spite of the explosion, the fire, and the stampede we all had a great time at The Working Farm.

Also I'm glad you're no longer mad at us and want to thank you for the free tickets to the Learning
Farm. It’s nice to know that you are over your fierce rivalry with Farmer John at the Learning Farm
and want us to visit with him while you and your insurance company are rebuilding your farm.

So here's hoping you get out of the hospital soon and a big thanks from all of us in the second grade
class.

Sincerely,

Miss. Smith

Figure 3-1. Business letter

Creating the “From” Section

Let’s start with a new document. Open LibreOffice and select File » New Text
Document. You'll notice that the “From” section is formatted with these attributes:

o Paragraphs are indented 4.5".
o There is no space between paragraphs.

Since you have more than one paragraph, you'll define your own paragraph style.
You will reuse this style later in the chapter.
Start by opening the Properties panel and clicking the New Style icon (Figure 3-2).
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Figure 3-2. New Style icon

The Create Style dialog appears. Enter a name for the new style such as From
Address and then click OK. Figure 3-3 illustrates these steps.

Create Style X

Style Name
From Address|
Default Style

Help

Figure 3-3. Create Style dialog
Now you need to update the paragraph settings to reflect the style you want. The
settings that need changing are listed in the Properties panel. They are as follows:
o Before Text Indent: 4.5"
o Above Paragraph Spacing: 0.0"

e Below Paragraph Spacing: 0.0"
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Figure 3-4 shows the location of these settings.

..@Uhmled 2 - LibreOffice Wiiter - o x|
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Figure 3-4. Paragraph settings

So far you've changed the properties just for the current paragraph. You want to
change the properties for every paragraph of this style, so click the Update Style icon to
change the From Address style, as shown in Figure 3-5.
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Figure 3-5. Update Style icon

Now let’s enter the “From” information, as shown in Figure 3-6.
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Figure 3-6. “From” section complete
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Creating the “To” Section

The “To” section is just like the “From” section only you need to define a different text
style. In this case, it’s just like the From Address style only with a Before Text Indent
setting of 0.00". The steps to create this style are as follows:

1. Click New Style.
2. Enter the name To address for the style name. Click OK.
3. Change the Before Text Indent setting to 0.00".

4. Click Update Style.

Completing the “Dear” Line and Text Body

Now you need to write the “Dear” line and the body of the text. You want some blank
space between the last line of the address and the “Dear” line, so let’s change the Below
Paragraph Spacing setting to 0.14". Do not click Update Style because you want the
change to affect this paragraph only. Now you can enter your “Dear” line. The screen
should now look similar to Figure 3-7.
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Figure 3-7. “Dear” line
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From the Style pull-down, select the style Text Body for the body of the letter. There
are actually two Style pull-downs, as shown in Figure 3-8; either one will work.
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Figure 3-8. Changing a style

The default Text Body style does not provide enough space between paragraphs.
Change the Below Paragraph Space setting to 0.14" and click Update Style. Next type the
body text of the letter. Figure 3-9 shows the result.
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Figure 3-9. Body of the letter

Now all you need is the ending. For this you indent the same amount as the “From”
section, so let’s reuse that style. Select the style From Address from either of the two pull-
downs and type Sincerely. Figure 3-10 shows the result.
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Figure 3-10. Finishing up
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You want about three to five lines of blank space below this line for the signature.
Ideally, you should change the Below Paragraph Space setting. But this time, let’s cheat
and just press Enter three times. Then enter your name for the signature.

You can see the final result in Figure 3-11.
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Figure 3-11. Finished letter

Creating an Envelope

Now you need an envelope to go with your letter. After all, a letter such as this one should

not arrive in a handwritten envelope. To start, select File » New Text Document to get a
blank document.

By default, the paper size is that of a standard letter. You want an envelope, so you
need to change the page format; select Format » Page, as shown in Figure 3-12.
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Figure 3-12. Changing the page format

This brings up the Page Style Default Style dialog. Click the Page tab to select the
paper size, as shown in Figure 3-13.
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Page Style: Default Style X
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Help [ ok H Apply Cancel H Reset

Figure 3-13. Setting the page style

For Format, select an envelope size. In this case, this is a standard business envelope,
so select #10 Envelope. For Orientation, select Landscape. (Otherwise, you would have
a tall, narrow envelope.) The page margins default to ones that look nice on a letter but
lousy on an envelope. Change all to 0.50". See Figure 3-14 for details.
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Figure 3-14. Page style settings

Click OK and then enter the “From” and “To” addresses using the techniques just
covered. To save time, you can copy and paste them from the original letter, which brings
along the styles too. Because this is a letter, the From Address style works for the “To”
address lines, and the To Address style works for the “From” address lines. (Try playing
around with the software to understand this better.)

Figure 3-15 shows the completed envelope.
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Figure 3-15. Final envelope

Summary

In this chapter, you continued working with LibreOffice. The skills you learned here work
for letters, memos, agendas, and other short business documents. In the next chapter,

you'll learn how to produce longer works.
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CHAPTER 4

Writing a Report
with LibreOffice Writer

In this chapter, you will write a college-level report. This report will have all the bells
and whistles needed to impress the instructor and get a good grade. These include the

following and more:
e Bulletlists
+ Footnotes
e Quotes
o End notes/bibliography
o Tables
e Graphics

In this chapter, you will create a report about how to write a report. Unlike most
college reports (we hope), the quotes and sources will be made up.

Starting the Report

Begin by running LibreOffice Writer and selecting File » New » Text Document. Now
every good report should start with a good title. From the Style selection box in the
upper-right corner, select the Title style and then type in the title of the report:

A statistical analysis of the structure of college essays and their relationship to the
grade received. Long-winded perhaps, but that certainly is an A or at least A- paper
based on the title. Figure 4-1 shows the result.
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Figure 4-1. The title

Now let’s get to the next line by pressing Enter. This is where you put the author’s
information. Let’s select the Subtitle style from the Style pull-down and type the author’s
name. You will get something that looks like Figure 4-2.
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Figure 4-2. Author’s name

For this particular report, you will use structured numbered headings. It’s a school
requirement we just made up so we could show you structured headings.
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Press Enter to go to the next line, and select the style Heading 1. Enter Level 1
Heading for the text of this heading (not the most imaginative heading, but it does get
the point across). Now, click the number icon, just a little left of center on the toolbar.
Figure 4-3 shows the numbered heading.
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Figure 4-3. Heading 1 style

Let’s add a couple more headings. The first one is a Heading 2 paragraph, and
the one after that is Heading 3. In Figure 4-4 you can see that LibreOffice has added
structured numbers to the paragraphs.
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Figure 4-4. Structured numbers
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Try as you might, you can’t make an essay entirely of headings. You'll have to add
some text. Let’s write a sentence or two under the first heading. So, type some text: This
paper discusses the relationship between measurable structural elements of an
essay and a student’s grade.

The report now looks like Figure 4-5.
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Figure 4-5. Report with paragraph added

Adding Footnotes

Professors like footnotes, so let’s add a footnote just after the word structural in the
sentence you just typed. First move the cursor to just after the word and click after
structural. Now select Insert » Footnote or Endnote » Footnote. You'll notice that
the cursor jumps to the bottom of the page and lets you type in your footnote. See
Figures 4-6 and 4-7 for the results.
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Figure 4-6. Inserting a footnote
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Figure 4-7. Footnote at the bottom of the page

Adding Quotes: Styles and Custom Styles

Since you are writing a college paper, you need a few quotes. Not only do professors

like quotes, but they let you reach your page count without having to write your own

material. (To save time and effort, we will make up our own.)
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According to the style guide supplied by the teacher, “Quotation paragraphs should
be indented half an inch from the regular text on both the left and right sides. Text should
appear in italics”

When you look through your list of styles, you won'’t see one labeled Quote. Selecting
More Styles brings up the Styles and Formatting panel, as shown in Figure 4-8.
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Figure 4-8. More Styles option

There is one labeled Quotations, but that indents the wrong amount and uses the
wrong font. So, you'll have to make a quote style yourself.

Click the Properties icon (the wrench) to open the Properties panel. Then move the
margins in 0.50" (on both sides) and make the font italic. Figure 4-9 shows you where the

controls are.
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Figure 4-9. Adjusting the paragraph and font

Now click the New Style icon and give your new style the name Quote. Figure 4-10
shows this process.
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Figure 4-10. New style
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Now you can type in the quote:

Quotes are the key to writing an authoritative sounding paper. If other
people reinforce your ideas then it makes it sound like you know what
you are talking about.

After entering the quote, you need an attribution line. Type Steve Oualline for the
attribution and then click the Align Right icon to move the text to the right. Then click
New Style and enter the name Quote Who. Figure 4-11 illustrates the basic steps.
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‘This-paper-discusses-the between structural’ of -an-essay-anda-

student's-grade.
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Steve-Oualline ¥

1.1 + Level-2-Heading

Page 10f 1 | 92 words, 543 characters | Default Style | English (USA)

Figure 4-11. Creating the Quote Who style

By default, the next paragraph after a Quote Who paragraph is a Quote Who
paragraph. Instead, you want it to be the Text Body style. Select Format » Styles or press
F11 to bring up the Style list. Locate the Quote Who style, right-click, and select Modify.
Figure 4-12 shows the significant steps.
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Figure 4-12. Modifying the style

The style modification dialog will appear. Click the Organizer tab. Then use the “Next
style” pull-down to select Text Body (the default text format), as shown in Figure 4-13.

73



CHAPTER 4  WRITING A REPORT WITH LIBREOFFICE WRITER

Paragraph Style: Quote Who e
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‘ Help ] | ox || aemy H Gl | Reset Hsmndard

Figure 4-13. Style modification

Click OK to save your changes. Now when you press Enter after the Quote Who
paragraph, the paragraph style will change to Text Body.

Adding End Notes

The quote needs a bibliography entry. That means an end note. Place the cursor just
after the attribution, at the end of the line, and select Insert » Footnote and Endnote »
Endnote. Figure 4-14 shows the operation.
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Figure 4-14. Inserting an end note
The end note marker is inserted, and you are taken to the end of the document
where you can enter your end note, as shown in Figure 4-15.
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Figure 4-15. Entering the end note
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Formatting Footnotes and Endnotes

You may have noticed that footnotes are numbered 1, 2, 3, ..., and endnotes are
numbered 1, 2, 3, ... This may lead to some confusion because you have a footnote
numbered 1 and an endnote numbered 1 on the same page. You need to change the
numbering of one of these items.

The Format menu item contains commands that format just about everything except
footnotes and endnotes. To format them, you need to select Tools » Footnotes and
Endnotes, as shown in Figure 4-16.
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Figure 4-16. Footnotes and Endnotes menu item
This brings up a dialog that allows you to modify the way footnotes work. Click the

Footnotes tab and then change Numbering to “a, b, c, ...” and change Counting to
“Per page,” as demonstrated by Figure 4-17. Finally, click OK.
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Figure 4-17. Footnotes/Endnotes Settings dialog

Now the footnotes and endnotes look different. And everyone can tell it’s a great
paper because you've got them both.

Adding Tables

Any good report should have a few tables. They are nice ways of presenting a lot of data
in an organized format. They stand out in a report and tell your professor “Hey, this guy
has got a lot of data,” whether your data is useful or not.

To create a table, select Table » Insert Table, as shown in Figure 4-18.
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Figure 4-18. Inserting a table

The Insert Table dialog appears. Let’s leave the defaults as they are. Specifically, you

want to create a table with two rows and two columns. (You can adjust this later.) Click

the Insert button to create the table, as shown in Figure 4-19.

Insert Table X
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[ Heading
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Figure 4-19. Inserting a table
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Now let’s enter some data. Specifically, type the following and press Tab (not Enter)
after each line:
Length<tab>
Grade<tab>
24<tab>

A+
Note that after each Tab, you go to the next cell in the table. Figure 4-20 displays

the results.
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Figure 4-20. Table entry
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Now let’s press Tab again. A new row opens. Continue to enter data until the table
looks like this:

Length | Grade
24 A+

19 A

18 B

16 C

9 F

The problem with this table is that you have a lot of white space. Let’s fix that. First
select the table by clicking Table » Select » Table, as demonstrated in Figure 4-21.
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Figure 4-21. Selecting a table
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Now let’s adjust the column size with Table » Size » Optimal Column Width, as
shown in Figure 4-22.
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Figure 4-22. Adjusting the column size

The result is a much nicer-looking table (Figure 4-23).
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Figure 4-23. Nice table

Inserting Graphics

Pictures are nice in reports because humans are graphical animals and respond to
pictures better than words. Besides, graphics are an easy way of increasing the page

count without having to write anything.

Let’s start by adding a cute picture of a kitten to the paper. We’re not sure how this
fits into the theme of the subject, but a cute kitten can’t hurt, so take a look at the one in

Figure 4-24 that we've added to the report.
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Figure 4-24. A sneaky way of getting a cute kitten into the book

To insert a figure into the report, copy it to the clipboard, click where you want the
picture to be, and select Edit » Paste. Then click the picture to select it, right-click, and
select Anchor » As Character. We covered this in Chapter 2 if you need a more visual
explanation.

However, since this is a serious report and the people reading it might not
understand what they are looking at, let’s add a few graphics. First bring up the Drawing
toolbar using the command View » Toolbar » Drawing, as shown in Figure 4-25.
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Figure 4-25. Drawing toolbar

Click the circle on the Drawing toolbar; then click the upper left of the cat’s face and
drag the cursor to the lower right. A circle will be generated covering up the cat’s face, as
illustrated by the ugly picture in Figure 4-26.
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Figure 4-26. Circle drawn
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Now let’s bring the kitten back. In the Properties panel, under Area, change Fill

to None. Under Line, change Width to 2.3 and Color to a yellow. The result is a circle
around a kitten’s face, as shown in Figure 4-27.
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Figure 4-27. Cat with circle

Now let’s click the Callout icon and draw a square to the right of the picture about a
half-inch high and 2 inches wide, as shown in Figure 4-28.
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Figure 4-28. Creating the callout

Now drag the handle for the callout pointer (the little yellow dot) to the circle. Click
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the callout and enter the text Cute Kitten. Figure 4-29 shows the labeled kitten. Click

outside the caption to stop editing it. Double-click it if you want to change the text.
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Figure 4-29. Labeled kitten
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Summary

We've only touched on a fraction of the features available in LibreOffice yet you've been
able to produce a report that pretty much has everything, including footnotes, endnotes,
tables, custom paragraph styles, pictures, and graphics. About the only thing it doesn’t
have is any meaningful content. But as they say in college, “The proof is left to the
student.”
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CHAPTER 5

Working with
Spreadsheets in
LibreOffice Calc

In the 1970s a fellow by the name of Dan Bricklin was at Harvard watching a professor
teach finance. The professor had written a grid of numbers on the blackboard and was
explaining some sort of financial model. When he changed a number, he had to erase
and recalculate all the numbers that depended on it.

Dan thought that it would be nice to write a program that did that automatically,
and the first spreadsheet, called VisiCalc, was born. In 1979 it became available for the
Apple II. It was an instant hit, causing some people to buy a $2,000 computer just to run
a $100 copy of VisiCalc.

Since then, many people have copied the concept, and today spreadsheets are an
essential business tool.

In this chapter, we will introduce you to the basics of LibreOffice Calc. You will learn
how to do the following:

e Use basic spreadsheet functions

o Balance a checkbook

e Use multiple sheets

e Use more complex formulas to create a budget

e Use cut and paste to put a spreadsheet inside a text document to

create an invoice

If you haven’t done so already, download and install the LibreOffice program from

www.libreoffice.org. During the installation, just select the defaults for each option.
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CHAPTER5 WORKING WITH SPREADSHEETS IN LIBREOFFICE CALC

Balancing Your Checkbook

You will start by balancing your checkbook. This is the process by which you write down
all your withdrawals and deposits and add them up. Then you try to figure out why you
think you have $83,237.92 in the account while your bank lists the balance as $0.98.

Start the program LibreOffice Calc, or start LibreOffice and select New » Spreadsheet.
You'll see a blank spreadsheet, as shown in Figure 5-1.
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Figure 5-1. Initial Calc screen

You'll notice that the program displays a grid of cells. The first cell is Al in the
upper-left corner, and then going across, they are A2, A3, A4, and so on. This will be

important later.
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You will want a set of headings for your checkbook, so let’s start by typing in the
following:

Date

Check Number
Description
Amount
Balance

After each entry, press Tab. Do not press Enter. If you make a mistake, just click in
middle of a cell to start over in that cell. The result should look something like Figure 5-2.

Untitled 1 - LibreOffice Calc —_ 0 be
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E1 v fr K ¥ sabance b 5
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2
3 g
4
5 (5]
6 vl =
< 1 | ©
{4 F H =+ Sheet1 : .
Sheet 1 of 1 Default | - | ] Average: ; Sum: 0 -— + | 100%

Figure 5-2. Headings entered

You'll notice that things are getting a little crowded, especially in the Check Number
column. Let’s spread things out a little. Place the cursor on the line between the C and D
columns and drag the line to the right to give you more room for the description. Now do
the same for the check number.
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Figure 5-3 shows the result.
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Figure 5-3. Spreadsheet after column adjustments

Now let’s give the headings a little “oomph.” Click 1 on the left side to select the
row and click the Bold icon to turn the text bold. Figure 5-4 shows the nicer-looking
headings.
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Figure 5-4. Bold headings

Next, let’s enter some data. Click in C2 and enter Initial balance. Now go to E2 and
enter what'’s in the bank, 1234.50. As you can see in Figure 5-5, something does not look
right in cell E2. You are missing the 0 at the end.
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[®) checkbook.ods - LibreOffice Cale - m| %
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Figure 5-5. Initial balance: funny money

The program thinks you are dealing with simple numbers and is displaying .50 as .5.
People usually want to use two decimal points when working with money, so you need
to change the way Calc formats the cells. You will do this for both columns D and E since
both contain money. Click the D in the column headings and then Shift+click E. Both
should be selected, as shown in Figure 5-6.
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Figure 5-6. Formatting the row
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Now right-click and select Format Cells.
This opens the Format Cells dialog, as shown in Figure 5-7.

Format Cells X

Numbers Font Font Effects Alignment Borders Background Cell Protection

Category Format Language
User-defined - Default - English (USA)
Mcmber U TS LU S -

Percent

Scientific

Fraction 123400 USD
?:x‘:lean Value v :g:gm Balance
Options
Decimal places: |2 2| [ Negative numbers red
Leading zeroes: |1 2| EdTIhousands separator
Format code
[$$-409]# ##0.00;[RED]-[$$-409]# #20.00 o = 3
Help 0K Cancel Reset

Figure 5-7. Formatting cells

In the Category column, select Currency. The Format pull-down allows you to select
different currency symbols. The default for this installation is the U.S. dollar ($), so leave
that alone. (Your installation may have a different default depending on your Locale
settings.) Let’s keep the format simple, so select -$1,234.00. This displays the dollars and
cents and uses a minus (-) sign to indicate negative.

Click OK to format the cells. Now let’s enter some data, as shown here:

A3 (17172017
B3 | 0063

C3 | Fred’s Diner
D3 |-4.75

E3 | =E2+D3

94



CHAPTER5 WORKING WITH SPREADSHEETS IN LIBREOFFICE CALC

Figure 5-8 shows the result after typing =E2+D3 and just before pressing Enter.
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Figure 5-8. Your first check

Now press Enter to register the contents of your last cell. Notice that the contents
change the value of the calculation. If you click the cell, you'll see the original formula in
the input line at the top of the sheet.

You'll also notice that although you entered 1/1/2017, the spreadsheet reformatted it
to 01/01/17. You can change this by changing the format of this column to another date
format.

The check number 0063 got changed as well. Formatting won'’t help this problem.
Instead, you need to tell LibreOffice that this text is not a number. Let’s go back to that
cell and enter a single quote mark (") and the number. This is what it looks like:

0063

There are two key characters that LibreOffice Calc looks for at the beginning of any
entry. The first is a single quote, which indicates text. The second is an equal (=) sign,
which indicates a formula. Anything else causes LibreOffice to guess at the type of data
that’s being entered.

Figure 5-9 shows the result of the fixes.
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Figure 5-9. Corrected entries
Now’s let’s add a new check to the spreadsheet, as shown in Figure 5-10.
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Figure 5-10. Second check
6
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After entering the information shown in Figure 5-10, put the cursor in E3 and select
Edit » Copy. (Or press Ctrl+C.) Now put the cursor in E4 and select Edit » Paste (or
press Ctrl+V). The result is that a new balance is computed, as shown in Figure 5-11.
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Figure 5-11. New balance

Notice that in the input bar the formula has been adjusted. Now all you have to do
is repeat the process each time a check is written or a deposit is made, and you have
yourself an automatic checkbook.

Creating a Double-Entry Checkbook

A classic ledger system has two entry columns, one for deposits and one for withdrawals.
Let’s change your checkbook spreadsheet to handle these two types of entries.

Let’s start by adding a column for deposits. Right-click the Amount column and
select Insert Column Left, as shown in Figure 5-12.
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checkbook2.ods - LibreOffice Cale - m} X
File Edit View |nsert Format Sheet Data Tools Window Help
B8 8- M50 X HE-3 QA E-E B e -
Hintonss M0 V@ @ @-&-B- 5= 58500 Aweem -
e ——— T
piD04esTe  |v| Fx 2, = =l =
|otowuss [ — T =
A 2 | oo Cut l cm‘.x § Allfey
‘Check Number Description o | )
_ Initial balance Bl Copy Ctrl-C
01/01/17 0063 Fred's Diner 4T = pacee Gy Ly
0L/01/17 0064 Sid's -$14. - ) )
Paste Special... Ctrl+Shift+V =
EED =
| . i | ®
i _
m Delete Columns | h
@ Clear Contents... Backspace
Eormat Cells... Ctrl+1
Column Width...
i Optimal Width...
Hide Columns . i 5
M 4 > M + | Sheett | Show Columns _
Sheet 1of 1 | 1048576 rows, 1 columns selected | Default | w | 2| | Average -30.84 Sum: 81967 | — —C + | 100%

Figure 5-12. Inserting a column for deposits

Now you have a new column. Change the heading of the new column to Deposit
and the old one, currently marked Amount, to Withdrawal. The result should look like

Figure 5-13.
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Figure 5-13. New column headings

Change the format of the new column (Deposit) to money like you did with the other
money columns.

Change the amounts in cells E3 and E4 to positive numbers. Specifically, change
the formula in cell F3 to F2+D3-E3. In other words, the new balance (the current cell)
equals the old balance (F2) + deposits (D3) - withdrawals (E3). Then copy the formula
from F3 to F4.

Now let’s add a new line to the bottom because you just got a check in from your
employer. For the date, let’s use 1/5/17. For the description, enter Pay and put 1000 in
the Deposit column. Copy cell F4 and paste it into F5 to complete the line, and you get
the spreadsheet in Figure 5-14.
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Figure 5-14. Completed checkbook spreadsheet

Creating a Budget

In this section, you'll create a simple budget in a spreadsheet. Actually, you will make
an over-simplified budget. A full budget is a wonderfully complex thing that covers
everything you could possibly spend money on. In this section, we’ll show you the
concepts needed to make a budget and leave the details to you and whatever financial
advice you can find through Google.

The basic idea of a budget is to show what income you have and what you are
spending your money on. Ideally, the former is bigger than the latter. If not, you use the
budget to make adjustments.

Creating a Basic Budget

Let’s start by creating a spreadsheet with some basic information in it. On the left you
will have income. On the right you will have spending with some basic entries. Your
basic spreadsheet will look like Figure 5-15.
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Figure 5-15. Basic budget

Note At this time, we have not filled in any of the cells containing formulas.

Let’s start by cleaning up the headings. The Income section covers columns A and B.
Let’s get the heading to cover these columns as well. First click cell A1, then Shift+click A2,
and finally select Merge Cells, as shown in Figure 5-16.
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Figure 5-16. Merging cells

Let’s center the text by clicking cell Al (or should we call it AB1?) and clicking the
Center icon in the toolbar.

Now let’s do the same thing to the Spending cell. Click D1, Shift+click G1, right-click,
and select Merge Cells. Now center this text.

While you are at it, let’s change the background to light yellow to make the section
headings stand out. You can do this by clicking the Background Color icon. You now
have a spreadsheet that looks something like Figure 5-17.

102



CHAPTER5 WORKING WITH SPREADSHEETS IN LIBREOFFICE CALC
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Figure 5-17. Spreadsheet with headings

Computing Totals

It's time to compute some totals. You can get the total income by clicking cell B5 and
clicking the Sum icon on the toolbar. LibreOffice will make an intelligent guess at what
you want to add up. In this case, it thinks you want to add the column starting with B3
and ending with B4, so it fills in the formula as =SUM(B3:B4). It also draws a line around
the cells it is going to sum up to give you a visual indication of what’s happening, as
shown in Figure 5-18.
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Figure 5-18. Summing up

Press Enter to accept this guess.
Now let’s add sums to the spending columns (actual and budgeted). Figure 5-19
shows the result that includes the entry of some actual numbers.
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Figure 5-19. Budget with totals

Now let’s see how well you stuck to your budget. Click cell G3 and enter the formula
for the percent spent. That is, enter =E3/D3. The answer is 1. But you want a percentage.
So, click the G3 cell to select it again, and click the “percent” symbol to turn the number
into a percentage (100%), as shown in Figure 5-20.
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Figure 5-20. Percentage

Copy and paste the formula from G3 into G4, G5, and G6. Uh-oh, you're over budget.
Figure 5-21 shows the damage.
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Figure 5-21. Final single-month budget

It looks like one problem area is food, so to meet your budget for next month, all you
have to do is stop eating...or maybe stop eating out so much.
So far, we've covered just the month of January. What about next month and beyond?

Let’s work on it.

Setting Up Multiple Sheets

Spreadsheets have a concept of multiple pages or sheets. So far, you have only one sheet,
called imaginatively Sheetl. Let’s rename it to Jan17 and then copy it to a Feb17 sheet.
Right-click the sheet tab and select Rename Sheet, as demonstrated in Figure 5-22.

107



CHAPTER5 WORKING WITH SPREADSHEETS IN LIBREOFFICE CALC

(] Untitled 3 - LibreOffice Calc - O X

Eile Edit View Insert Format Sheet Data Jools Window Help

B8 B AR KBB4 e QY E-EHivite -

i[bentnens M0 S| @A @ @ &-B-SEEE S5 Hh-%00[]] »
s M&EZ= =] =
A [ 8 [ ¢ [ o ] E [ P O v [ T

1 Income Spending [N
2 |Date ‘Amount | Category Budget A t Actual A t % of budget

3| ouowl7  $1,500.00 House $1,20000  $1,20000  100.00% L
4 QU/14/17| [~ aaeaan ~ansportation $500.00 $483.00  96.60% [

5 |Total oo Cut Crl+X g $600.00 $737.00  12283% | 77
6 Eh Copy Cri=C fal | $2,300.00 $2,420.00 105.22%
i i | | ®
9] - Insert Shest. #x

| RensmeSheet. |
EJ Move or Copy Sheet...

Tab Color...
5} Protect Sheet...
] Grid Lines for Sheet
Sheet Events...

Select All Sheets >

Sheet 1cf1 | | Default | | m | & | Average: ; Sum: 0 | = ——o——+ | 100%

Figure 5-22. Renaming a sheet

The Rename Sheet dialog appears, as shown in Figure 5-23. Enter Jan17 and click OK
to rename the sheet.

Rename Sheet

Figure 5-23. Rename Sheet dialog

Notice that the sheet name on the bottom tab is different. Now right-click the tab
again, and as shown in Figure 5-24, select Move or Copy Sheet.
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Figure 5-24. Getting ready to copy the sheet

The Move/Copy Sheet dialog appears, as shown in Figure 5-25. In this case, Copy is

already selected for you. (It’s hard to change the sheet order in a one-sheet spreadsheet,

so the Copy choice is forced upon you.) The document you want to copy into is the

current document, so do not change the “To document” setting. Leave the “Insert

before” setting at Jan17. You always want your newest budget to appear on top. Change

the name to Feb17 and click OK.
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Figure 5-25. Move/Copy Sheet dialog

The new sheet, Feb17, appears on top. Now let’s fill in the numbers for February. Since
itis a short month, you spent less, so you can be proud of the numbers in Figure 5-26.
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Figure 5-26. February’s numbers
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Now let’s add a section in which you reference last month’s numbers. Figure 5-27
shows the spreadsheet after entering the headings and the row label for Jan17. Note you
have to put a single quote at the beginning of Jan17; otherwise, LibreOffice will think it’s
a date and format atas 1/1/17.
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Figure 5-27. Starting to reference previous months

Under Spent (cell B9), type = and nothing else.

Now you need to get the value of the total spent from Jan17. But it’s not a cell on the
current sheet, so there is no Al, B2 type reference that you can use. But LibreOffice will
fill in the cell reference automatically for you.

Click Jan17 to go to the Jan17 sheet and then click the F6 cell to select the total.
Notice that the input bar now reads =Jan17.F6 and the cell is bordered with a purple
rectangle. See Figure 5-28 for details.
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Figure 5-28. Referencing the Janl7 value

No go back to the original sheet (Feb17) and press Enter. The value of that cell is
automatically filled in. You can repeat this for the “% Budget” value as well.

Now all you need to do is create a “Feb 2017” line below the “Jan 2017” line and you
have section giving you a two-month comparison of your spending. Figure 5-29 displays
the final result.
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Figure 5-29. Two months budgeted

Creating Charts

Now let’s insert a chart. There’s no good reason for inserting a chart in this budget, but
we haven’t demonstrated the graphics features of LibreOffice Calc yet, so why not? First
select cells D3 through D5 by clicking D3 and then Shift+clicking D5. Now let’s select
cells F3 to F5 by Ctrl+clicking each of the three cells. Finally, as shown in Figure 5-30, you
select Insert » Chart.
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Figure 5-30. Starting to insert a chart

The Chart Wizard shown in Figure 5-31 appears. Under Choose a Chart Type, select
Pie and then click Finish.
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Figure 5-31. Chart Wizard

Note that LibreOffice Calc has a complex charting system with hundreds of options.
Going through them all would take another book. We're after a quick-and-dirty chart, so
we're taking a lot of the defaults here.

After clicking Finish, the chart is inserted. Figure 5-32 shows you that the default
location is right over your important data. So, you need to use the cursor to grab the edge
of the chart and move it down.
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Figure 5-32. Chart inserted

Dragging the chart down exposes all those lovely numbers that you worked so hard

to come up, as shown in Figure 5-33. It also shows that we are paying far too much for
housing, which should be no more than one-third of the budget. But that’s what we get

for residing in such a grand fictional house. We probably should adjust our imagination

and move into a less expensive home.
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Figure 5-33. Final budget

Summary

LibreOffice Calc provides a full-featured spreadsheet. In this chapter, we covered
the basic concepts that you'll encounter in most simple spreadsheets. As you can
see, LibreOffice Calc has all the useful features of the more expensive, proprietary
spreadsheets but without the cost (and without the advertising budget).
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CHAPTER 6

Creating Presentations
with LibreOffice Impress

Doing something well is half the battle. Selling it is the other half. That means getting in
from of a room and telling people how great your idea is. Humans are visual animals.
They react to pictures much better than words, which is the reason people use slide
presentations.

LibreOffice Impress lets you create great multimedia slides containing not only
words and pictures but animation and sound. In this chapter, you'll create a presentation
called “How to Make Great Presentations.”

In this chapter, you'll learn the following:

e How to make slides

e How to add graphics

¢ How to animate the elements of a slide
e How to create slide transitions

¢ How to use the presenter’s console

What you'll not learn is how to include meaningful content in your presentation. But
given the quality of most presentations, decent content is not a requirement.

Creating a Presentation

Start LibreOffice and select File » New » Presentation. A blank presentation will appear
and immediately be covered up by the Select a Template dialog, as shown in Figure 6-1.
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Select a Template
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[ Show this dialeg at startup
Help ‘ Open Cancel

Figure 6-1. Selecting a template

LibreOffice comes with a nice set of good-looking templates. More are available
from various web sites on the Internet. All have one thing in common, which is a fancy
background that makes the presentation look good.

Unfortunately, this fancy background obscures the various elements described
in this book, and for the purpose of illustrating the features of LibreOffice, a blank
background is better. So, click Cancel to start with a clean slate. The result, in all its
boring glory, looks like Figure 6-2.

120



CHAPTER 6  CREATING PRESENTATIONS WITH LIBREOFFICE IMPRESS

2] Umtithed 1 - LibreOfice bnpress - 8 x

Eile Edn Miew [nsert Fomaat Slide SNdeShow Jook Windew Help
88848 « Bral - @WEO-BE0E SR T o=
ez /@0 —~-2-L- 6@« HB %8050 D

Shdes X Propertics

!
F

|-

i i E""m o i
lick to add Title L[ =
gxigeand e [¥]
Irsert Image
- —

EA Display Background
A Display Ojects

=5
o

XL LI

Click to add Text B oyt

€

-

3
e 31 0,00 000 B | sicetof1] Dafamlt [ ] = —o—— ¢ | &%

Figure 6-2. Initial Impress screen

On the left you'll see the list of slides. In this case, one slide is in the list. In the
middle is the slide itself. On the right is the Properties panel. Since you don’t care about
the Slide section of this panel, click the minus (-) sign next to the word Slide to collapse

the section, as shown in Figure 6-3.
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Figure 6-3. Section collapsed
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The Properties panel on the right shows the various layouts available. This is the
title slide, so let’s select the layout with the big title in the middle. Next, click in the
middle of the slide where the helpful message “Click to add Text” appears and enter the
title Great Presentation.

The default font size leaves a lot of white space around the text. This is not a great
presentation; it’s a great presentation! So, to show your greatness, you need to drag the
cursor over the text to select it and then click the Increase Font Size icon a number of times

until the title matches the greatness of your ego. Figure 6-4 shows just how big our ego is.
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Figure 6-4. Expanding the font size to fit our ego

Adding Graphics

A big font doesn’t show the true greatness, though. Let’s add some graphics to make
things better. Click the triangle next to the arrow icon to bring up a selection of arrows.

Click the big right arrow and then drag the mouse diagonally to draw a big arrow, as
shown in Figure 6-5.
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Figure 6-5. Creating the arrow

The arrow doesn’t point to the big title. Let’s fix that now. Right-click the arrow and
select Position and Size, as shown in Figure 6-6.
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Figure 6-6. Position and Size menu item
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A Position and Size dialog (Figure 6-7) appears. Click the Rotation tab, go down to
the “Default settings” circle, and drag the indicator up so the arrow points to the title.
Then click OK to set the rotation.

Position and Size X

Pesition and Size Rotation Slant & Corner Radius

Pivot Point
Position X: (200" |3 Default settings:

- o r r~

PositionY: [5.80"  [2] ‘1 J.

3
| |
Rotation Angle

Angle: 32,00 =] Default settings:

\\1I_rr,

;/’°

—"// S

’ =
" IRotation Angle

Help ok || Cancel Reset

Figure 6-7. Changing the rotation

As you can see in Figure 6-8, the arrow now points to the title. Let’s now click the fill
color in the Properties panel’s Area section and change the color to orange. The title is

starting to look a little exciting.
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Figure 6-8. Title with arrow

You want three more arrows, so let’s copy and paste, paste, paste. Then move the
arrows where you want them and change their angles and area colors. The four-arrow
version of the title should look like Figure 6-9.
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Figure 6-9. Final title page
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Let’s start the first content slide by selecting Slide » New. This slide will contain a
little content, so click the “Title, Content” slide layout indicated by Figure 6-10.
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Figure 6-10. Starting a new “Title, Content” slide

For the title, enter A Joke. For the content, enter these lines:
The second best selling type of books are diet books
The best selling type is related—
Cookbooks

With good timing, this joke is actually funny; in print, not so much. Figure 6-11 shows
the “funny” slide.
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Figure 6-11. Joking

Now let’s get rid of the bullets by selecting the three joke paragraphs and clicking the
Toggle Bullet icon in the Paragraph section of the Properties panel.
The way to tell this joke is as follows:

“The second best selling type of books are diet books.”
Wait a couple of beats.

“The best selling type is related...”

Pause.

“..cookbooks.

If you just show the slide with the text all at once, it loses a lot of its humor. But if you
can present it with this comedic timing, you have a much more powerful joke.

What you need to do is to bring in each of the paragraphs one at a time. Motion, or
animation, is needed to make the presentation much more effective.
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Adding Animation

Drag the cursor over the entire joke to select it. Then click the green plus (+) sign, as
shown in Figure 6-12, to add animation to the selected paragraphs.
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Figure 6-12. Adding animation

The animation sequence and type will be displayed in the Animation panel, as
shown in Figure 6-13.
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Figure 6-13. Animation panel
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Select the first paragraph in the Animation box. Notice that the Effect setting is Basic/
Appear. Change this to Basic/Fly In. Leave Start set to “On click” and Direction set to

“From bottom.” Figure 6-14 shows you the settings.
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Now click the second paragraph. Change Effect to Basic/Fly In and change Start to
“On click” Do the same thing for the third paragraph. Now select Slide Show » Start
from current Slide, as illustrated in Figure 6-15.
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Figure 6-15. Starting the slide show

A slide will be displayed, but only the title of the slide will appear (see Figure 6-16).

A Joke

Figure 6-16. Starting the slide
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Click to bring up the next part. You'll see “The second...” fly up the page to its place.
Figure 6-17 shows the result.

A Joke

The second best selling type of books are diet
books

Figure 6-17. After the first click

The next click brings up the “The best...” line, which you can see in Figure 6-18.

A Joke

The second best selling type of books are diet
books

The best selling type is related —

Figure 6-18. The result of the second click

Let’s now pause and give the audience time to guess at what the answer is. Then click
one more time to bring up the full joke, as shown in Figure 6-19.
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A Joke

The second best selling type of books are diet
books

The best selling type is related —
Cookbooks

Figure 6-19. Third click and full joke

Feel free to experiment with different types of effects. There are lots to choose from,
and most of the animations work with all types of graphics cards. Some require more
power and others don’t. But experimentation is the best way of seeing what’s going on,
especially because this book is limited to static images.

Clicking the red “X” icon below the animation list will delete the selected animation.
Also, there are up and down arrows that allow you to reorder the items in case you feel
the joke is better if you tell the punch line first.

Adding Slide Transitions

You have seen how paragraph animations make your presentation more powerful. You'll
now animate the transition between slides, which gives your presentation a bit of zing.
Click the Slide Transition icon on the right (see Figure 6-20).
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Figure 6-20. Animation controls and Slide Transition icon

In the Slide Transition list, click Wipe to select a slide transition, as shown in
Figure 6-21. Impress will show you a preview of the transition. Now when you start the
side show from the beginning, the second slide will appear with a “wipe” effect. Play
around with the other transitions; the effects are quite interesting.
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Figure 6-21. Slide transition
133



CHAPTER6  CREATING PRESENTATIONS WITH LIBREOFFICE IMPRESS

Adding Sound

One way of spicing up a presentation is with sound. In this presentation, you're going to
show a picture of failure with a “wah wah waaah” sound playing. Let’s start by creating a
slide called “Mistakes Happen” and then insert a picture of the Tacoma Narrows Bridge
that collapsed in 1940. You can see the results in Figure 6-22.
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Figure 6-22. A big mistake

Now let’s make the picture interactive. Right-click the image and select Interaction,
as shown in Figure 6-23.
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Figure 6-23. Creating an interaction
The Interaction dialog will appear, as shown in Figure 6-24.
Interaction X

Interaction

Action at mouse click:
No action
Go to previous slide
Go to next slide

Go to first slide
Go to last slide

Go to page or object
Go to document
Start object action
Run program

Run macro

Exit presentation

Figure 6-24. Interaction dialog
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Select “Play audio.” This causes an Audio field to appear at the bottom, which allows
you to select an audio file on your computer, as shown in Figure 6-25. After selecting a
file, click OK to dismiss the dialog.

Interaction X
Interaction
Action at mouse click: IP¥ay audio ﬂ

Audio
Ch\tmp\edZ\wah.mp3

&R

Help | ' oK H Cancel

Figure 6-25. Selecting an audio file

Now when you go into the slide show and click the picture, the sound in your audio
file will play; we've selected a “wah wah waaah” sound for this example.

Note that clicking the image does not advance to the next slide like it normally
would. If you want to do that, you need to move the cursor off the image and click the
border or title.

Or you can use the handy gadgets in the presenter’s console, which happens to be
discussed in the next section.
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Working in the Presenter’s Console

The big day has arrived. You are going to give your presentation. First, you get to the
room an hour early and spend 59.5 minutes trying to debug the projector system.
Connecting the projector to the computer gives you two monitors. One, the small one,
is built into your laptop. The other is the projector that is going to display your work to
thousands of people.

LibreOffice Impress can make use of both projectors. Let’s start the slide show with
Slide Show » Start from first Slide, as illustrated in Figure 6-26.
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Figure 6-26. Starting the slide show

The first slide will be displayed on the projector. On the laptop screen, you'll get the
presenter’s console, as shown in Figure 6-27.
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Current Slide (1 of 2)
-“E}; k
%% A Joke

;\ The second best selling type of books are diet
books

The best selling type is related —

Great

Presentation

7 N

21:28:30
0:00:06 :-

Figure 6-27. Presenter’s console

The majority of the screen is taken up with the current slide. This is the same thing
the audience is seeing now. On the right you have the next slide. That way, you can get
ready what you will say next.

LibreOffice may sometimes pick the wrong screen. In other words it will put the
presentation on the laptop screen and the presenter’s screen on the projector. If this
happens there is an Exchange button that will switch the views so the audience sees the
presentation and the presenter sees the Presenter’s console.

Most of the other controls are simple. There’s an elapsed timer showing you how
long you've been talking, a couple of buttons to change the layout, and a Help button.

Summary

You now have all the elements of a great presentation. It has a beautiful title screen

with stunning slide transitions. This is followed by an amazing joke to break the ice that
uses animation to deliver the punch line. In fact, you have just about everything...except
any real content. Well, this book would not be any fun if we didn’t leave something for
you to do.
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CHAPTER 7

Using LibreOffice Base
for Database Management

LibreOffice has the ability to take data from a Calc spreadsheet and use it to create a
mass mailing (often called a mail merge). That works well if your list contains 1 to 1,000
people. But what if it grows larger? Say 100,000 recipients?

LibreOffice comes with a database comparable to the Microsoft Access “database”!
and SQL Server, called LibreOffice Base. It does a good job until your list starts to reach
the 1,000,000 mark. At that point, you're going to need a more professional database
such as PostgreSQL.

In this chapter, we’ll keep things simple. You'll learn the following:

o How to import data into Calc

o How to use Calc and Writer to perform a mail merge

e Howto create an empty database in Base and populate it with Calc data
o How to create a quick custom query in Base

o How to create a form letter using the results of your query

Importing Data into Calc

Let’s start with a list of names. You can get this list from a nice web site called
www.generatedata.com. Save the list of names in a file called addr . csv. Although the
extension stands for “comma-separated values,” the fields are really separated by a
vertical bar (|). Also, the first row contains the column names, which we later call

'Every database professional we know puts Microsoft Access in the quote marks when talking

about it. They don’t consider it a real database. 139
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field names just to be consistent. These field names and the name of the file are all one
word and lowercase. This makes it easy to use them later.

The first thing you need to do is start LibreOffice and open the file (select File » Open).
If you just open it using the defaults, the file will be opened in LibreOffice Writer. You
need to go to the file type pull-down and select Text CSV (*.csv). It sounds simple, but the
pull-down contains a lot of file types, and it takes a bit of scrolling and treasure hunting
to find the right one. Figure 7-1 shows the hidden treasure: Text CSV (*.csv).

[} Open
L il » amall () » spenbook » book
Organize = Mew foider

CIcA A MName

o [&] addrca

gnucash

goed

hack Wet Page Query (Calc) (*tme" hem)

5 Office Open XML Spreadshest ("aiog” s
hoa Office Open XML Spreadsheet Templete ("ot aitm]
indie
b
junk
Linue-schaol
michael
openbook

fum bl <
] Read-only

Fie pame: [adrcne

Figure 7-1. Opening the file

When you click Open, LibreOffice opens the Text Import dialog, as shown in
Figure 7-2. As mentioned, the fields in the file are separated by a vertical bar (|). So, you
need to deselect the Tab, Comma, Semicolon, and Space options. Then select Other and
put a vertical bar (]) in the blank field. The preview panel at the bottom gives you some
idea of how your data will be processed. Clicking OK brings up the spreadsheet.
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Text Import - [addr.csv] x>
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Figure 7-2. Import dialog

Let’s save the spreadsheet as the file addr.ods. Don’t forget to set the file type, as
shown in Figure 7-3.
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File name: addr| w
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[ Automatic file name
extension
[ Save with password
Edit filter settings
~ Hide Folders [ save || Cconcel

Figure 7-3. Saving the file

Creating the Form Letter

Now let’s create a form letter as a LibreOffice Word document. Select File » New Text
Document. You'll enter your name and address, and then it’s time for the addressee.

You need to connect the spreadsheet you are using to LibreOffice as a data source or
database. Select Edit » Exchange Database, as shown in Figure 7-4.
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Figure 7-4. Making a database connection

Let’s address some terminology before we go any further, specifically, the terms
spreadsheet and database. LibreOffice lets you use a nicely formatted spreadsheet as a
small database. Therefore, in many dialogs where you are asked to select a database,
you are actually selecting a spreadsheet. You can think of the terms as the same in
LibreOffice. In addition, the first row of the example spreadsheet contains column
names. In a database, they are called field names. Finally, a spreadsheet sheet is the same
as a database table (see Table 7-1).

Table 7-1. Spreadsheet/Database Translation Table

Spreadsheet Term Database Term
Spreadsheet Database
Column name Field

Sheet Table

After you select Edit » Exchange Database, the Exchange Databases dialog appears.
The database (spreadsheet) you want is not there, so click Browse, as shown in Figure 7-5.
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Exchange Databases x

Exchange Databases
Databases in Use Available Databases

.............................................................................................. EEYsibliography}

,

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:  [None]

Define Close ‘ ‘ Help

Figure 7-5. Exchange databases

Using the file open dialog, you can find the spreadsheet file (addr.ods) and open it.
LibreOffice returns to the Exchange Databases dialog only now the “addr” database will
appear in the Available Databases column, as shown in Figure 7-6.

Exchange Databases x
Exchange Databases
Databases in Use Available Databases
# o Bibliography
E & addr
ifodd
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:  addr.addr

Figure 7-6. Database list now includes “addr”
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Click Close to finish the dialog. Now you need to insert data from the database into
the form letter. This is done through fields. A field is something in the document that will
be replaced by real data. For example, the field Page Number is replaced by the current
page number.

In this case, you want to get fields from the database. So, start by selecting Insert »
Field » More Fields to bring up the field list, as shown in Figure 7-7.

[E] Untithed 2 - LibeeOffice Woit - o X
Ele Edt View jnsert s Window Help
- i [E) 3 -

(88 e | B-2/5- Aoz meT &
[ 7ot Boay ekt naa@a-@ abay, G A~ =
W image.. T T
(S| | Media 4 L x g
| @ Do
Dbject v
s v ® @
[ Fontwork. Bl
T IetBox je |I
Commegt Corl=Alt=C Sl [l
g ’ Mrs.-Smith¥ acga-aa aa
Second-Grade Teachery - o
Hilltop-Elementary-Schooly a il “
100'School Placef| St =
Grandview, LA'34582 BT =
January-2,-20179 R —
Sosxting Indent:
= [ B o ]
& o000 (2| BElacot
T oo [ B o
=~ B 000"
< > 5
i = He@ AL ¢ @« %Wl 0T
Fagetofl 17 wards, 105 characters Dfaci Szyle Englih (US4) | DONM | = ———— | %

Figure 7-7. Inserting a field

In the Fields dialog, select the Database tab. The “addr” database is listed on the
right. Click the plus (+) sign to expand it, and you'll see a data section.
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On the left, select “Mail merge fields.” On the right, click the plus (+) sign next to data
to expand the list. Select “first,” which is the first name of the person you are writing to, as
shown in Figure 7-8.

Fields *®

Document Cross-references Functions DocInformation Variables Daubugc_‘-

Type Database '

.i\ny record =] i@ ac

Database Name 2 1] addr

Mail merge fields E s

Next record

Record number

Condition Add database file | Browse...
| Format

Record number From database

' ] User-defined

Figure 7-8. Selecting fields

Click Insert to insert the field in the document. As you can see in Figure 7-9, a gray
“<first>" was inserted in the document. This indicates that the program will take an entry
from the column “first” and insert it here.
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Figure 7-9. Field inserted

Now type a space and insert the rest of the fields: last, address, city, state, and zip.
Add a “Dear” line with another “first” field, and you get Figure 7-10.

(B uetitsed 2 - LibeaOtice Weiter

- a8 x
e Edt Yiew lnsent Fgmat Sdes Tyble Jook Window fielp
E-2-B-dea BE-4s Q%1 EEHOTER - Q=B K U
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Second-Grade Teacher
Hilltop-Elementary-Schoold 7@
100-School-Place - 3
Grandview, LA 34582 S S [
Libeesticn Sent Mie
January-3,-20174 o
<first> <last>Y agi-«a a e
<address>"| A-s- B- 2a =
= Paragragh o
<city>, <state><zip>" Feass
Ll e | —
. , Spaing: Indent:
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L ow 12 2= ocor
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= B 000"
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Figure 7-10. Letter with fields
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Now you have to type the rest of the text. Figure 7-11 shows the final form letter.

[ ueitsed 2 - LibeaOfice Weiter
Fle Edt Yiew lnsert Fgmat Stles Tgble Jook Window Melp

-8l dea B4 A= MOeTER Q=D K
Hlenboty [/ & tbeworzest v/ @ @ d-8 db Y G A-¥-E-E-EE=EE E-F
: £ ; .
Dear=first= 9

Our-class-has-been-select-to-receive-a-Darwin-Award-in-the-category-“Major-Mass: Event,-Near-Miss”.~

The-entire-class-has voted-to-take-a-class trip-to-Washington DC-to-receive this-award-personally. -1+
can’ttell-you-how-thrilled-we-are to-receive-this-award.- The-award-committee-is-excited-about-our-
attending-as-they-said that-very-few winners-arethere-in-person-to-receive-their-awards because -most-
such-awards-are-given-posthumously.y

We-are-asking-for-a-small-donation-to-help-for-this trip. - Please'send-what-you-can, $10,-$20, $100-or-
more, “We-appreciate-your-help.t

Sincerely,¥
1
1
1
1

LW P N )

bl /A= EEHle@ AL @@« %-PF-H- O To >

Fageiall 132 words, 736 chanacoers Default Sayle English (USA) =l | O

Figure 7-11. Finished letter

[ Show Previens
¥ | fousterm styles

DO0 M | = ——-

Let’s save the letter and then select File » Print. LibreOffice notices that this is a mail
merge document and displays the dialog in Figure 7-12, which asks you if you want to

print a form letter.

X

o Your document contains address database fi want to print a form letter?

| i%} | No Cancel

Figure 7-12. Form letter dialog

Of course, you do—that’s why you're reading this chapter. Click Yes.
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The Mail Merge dialog appears, as shown in Figure 7-13. This dialog allows you to
print to a physical printer or a file. You want to print a big PDF file that you can take
down to the school’s office and let them print some copies on the fast printer.

Mail Merge X
: - ] .| @ 2L 34
: 2 QG-I it N
B g addr first | last I address | city | state | zip |
3 € Queries | b |Germair Hill 5570 Lacus Columt GA 75526 ~
= T Tables | |Christer Dennis Ap #807-46 Lansing MI 16776
m @ || [GermanClarke P.O.Box24Tampa FL 34094
b i -:‘ Frances Goodw Ap #415-64 4
@ 9 Bibliogra =
el b Record] 1 Jof41*
Records Outp
@Al (®) Printer () File
Selected records Save Merged Document
O From: 1 - To: |1 = Save as single document
Saye as individual documents
Generate file name from database
Field [r..,L :|
Path: ChUsers\User\Docum,
File format: |.’J'}F Text Document |

Figure 7-13. Mail Merge dialog

If you select Print to File, the only file formats you can print to are document formats
such as LibreOffice or Microsoft Word. It’s not obvious, but to save the result to PDF file,

you need to select Printer.

When you click OK, LibreOffice will go through a frenzy of computation creating
your 100 form letters all the while displaying the progress dialog shown in Figure 7-14.

school-ask-letter X

is being prepared for printing en
school-ask-letter

Letter 16

Figure 7-14. Telling you the program is busy making letters

149



CHAPTER 7 USING LIBREOFFICE BASE FOR DATABASE MANAGEMENT

This screen will eventually disappear and be replaced by the Print dialog in Figure 7-15.

Print X

General LibreOffice Writer Page Layout Options
8.50in (Letter) e Loyour (O

Printer

Print to File...

Fax

HP LaserJet P2015 PCL6 Cla
Microsoft Print to FDF
Microsoft XPS Document Writer

Details

11.000n

‘ Properties... ‘

Range and Copies
@ All pages Number of copies

LI
Pages |100
Oreg | Collate Iﬁﬁ
Selection !

[ Print in reverse page order
Print

._J/‘IOO 7 L;_ Comments |None[document0nly} 'u'] r

Help ‘ [ ok || cancel

Figure 7-15. Print dialog

Select the printer called Microsoft Print to PDF to save the file as a PDF and then
click OK to bring up a dialog asking you what file you want to save the results to. The final
file will be 100 pages long, with one page for each name in your list.
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Using LibreOffice Base

A spreadsheet is fine for saving 100 names. In fact, it’s not too bad for 1,000. For 10,000
names, though, it gets a little difficult to use, and at 100,000 names, forget about it. For
that many names, you need a database. LibreOffice has one called LibreOffice Base. It’s a
decent small database that can handle pretty much anything a person can throw at it.

Java

Before you can use LibreOffice Base, you must install Java. You can download it from
www. java.com. Again, install it by selecting all the defaults except when the “Get the

best...” dialog, as shown in Figure 7-16, appears.

Java Setup x

Get the best of the web with Yahoo

- Set'vahoo asyour homepage and default search
d Internet Explorer. plus geta custom new tab page

O Do notupdate browser settings.

By clicking "Next" and accepting the recommended Yahoo Search offerings,
your use is subjectto the Yahoo Termns and Condifions and Privacy Policy.

Figure 7-16. “Can I take over your browser?”

Click “Do not update browser settings” and then Next. After you finish installing

Java, exit LibreOffice and restart it.
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Creating a Database

To create a database, select File » New » Database, as shown in Figure 7-17.

B u?%re()fﬁce Writer
Eile Edit View [nsert Mtyles Table Tools Window Help

F

| | New . » ‘ @ Text Document Ctrl+N }

= Open.. Ctrl+0 Spreadsheet

g Open Remote File... Presentation
Recent Documents 3 @ Drawing

3 Close Database

3%\, Wizards » @ HTML Document
Templates » [& XML Form Document
Reload Master Document
Versions-. % Formula

EH save Ctrl=S | £ Labels

Save Remote File... D Business Cards

i Swvels.  QulsShiftsS | Templates Ctrl+Shift=N
Save a Coov...

Figure 7-17. Creating a database

The Database Wizard, as shown in Figure 7-18, will appear. LibreOffice has the
ability to act as the front end for a variety of databases. You can create a new connection
between LibreOffice by opening the file or connecting to a database server. You want a
new database, so select “Create a new database.” Leave the Embedded Database type
alone, especially since there is only one choice.
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Database Wizard
St Welcome to the LibreOffice Database Wizard

Use the Database Wizard to create a new database, open an existing
— database fil base stored on a server.

What do yo 1
(® Create a new database

Embedded database: | HSQLDB Embedded
(O Open an existing database file
Recently used:
=) Open

(O Connect to an existing database

iDBC ]

2. Save and proceed

B

Help <<Back [ Net>> || Finish H Cancel

X

Figure 7-18. Database Wizard

Finally, click Next.
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The next screen gives you a chance to register the database (make it available for
mail merge) and specify whether you want to open the new database (you do). Click
Finish to create the database, as shown in Figure 7-19.

Database Wizard X
Steps Decnde‘:Pwmg the Database

Do you € wizard to register the database in LibreOffice?
1. Select database (®) Yes, register the database for me

2 Save and proceed QO Ng, do wier the database
After the__d se file has been saved, what do you want to do?

Open the database for editing
[ Create tables using the table wizard

Click 'Finish' to save the database.

B

B T [ = - [

Figure 7-19. Creating the database
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LibreOffice prompts for the name of the new database so it can save it. In this case,

let’s enter address_database. LibreOffice will display a window like Figure 7-20, which
contains the empty database.

address_database.odb - LibreOffice Base

File Edit View Insert Tools Window Help

B-e8E sk irE ¢ @06

G- ]

Create Table in Design View... Description
gl
% BR] use Wizard to Create Table...
ables Create View...
Queries

Forms

|

MNone =

Reports

| HSQLDB Embedded

Figure 7-20. Blank database
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Let’s go back to your spreadsheet. You need to copy the data from the spreadsheet

into the database. First select all the data with Edit » Select All and then copy it with

Edit » Copy, as shown in Figure 7-21.

addr.uds-Lihm' X
File | Edit ¥ Insel Ul e Lata Tools Window Help
i Undo Cri+Z % = - ﬁ | . - q “25 .
Redo Ctrl+Y
§|LB 5 Repest Ctrl+Shift=Y - &-B-EE=E 58 |lb-%o00[] »
§ ut Curl=X &
|| Copr. Qul-C oW
Paste Ctrl+V (%)
Paste Special... Ctrl+Shift+V e &
Paste Only »
[B) SelectAll Ctrl+Shift~Spac 37471 i)
e ¢ E:: 2690 D)
. 1
Cell Edjt Mode F2 PA | 37016 =
an: e 542 Volutpat S nm g:g =
L 542 St.  |Vancouve |
€ Find B Replace..  Cti+H = AZ | 05604
Tratk Changes , 129, 2276 Sanittis St. PA | 98004
Rd. Dover DE 50334
Gompare Document. Street St Petersburg FL | 12582
Merge Document... 39, 2370 Lectus Rd. Pike Creek DE 54374
5 Rd. Biloxi MS | 34636
) Hnke. Av. SanJose  CA | 90850
Ll ImageMap 15, 1097 Integer Street Bozeman ~ |MT | 86360
Object , 134,273 Odio. Road  Henderson NV | 26186
- ] Bloomington |MN | 35277
[# EditMode  Ctrl=ShiftsM [ellus St. Glendale AZ 85780
el e i Grand Island  NE 62311
Harriet  Kirkland 1049 Dis St Columbus OH | 45595
aile Ware .0, Box 170, 9932 Luctus lowa City 1A 23201
Higgins  Ap #185-8088 Velit Rd. Bellevue [NE | 82004
Blake Ap #544-9040 Lobortis. Street  |Des Moines  |IA 26671
Weaver 2654 Suspendisse Avenue Rock Springs (WY | 79771
Smith 464-1006 Consequat St. Warren M 73341
<
M4 > K + | addr |
Sheet 1of 1| 1048576 rows, 1024 col selected | Default | | ml | 2| | Average: 53992.62 Sum: 5399262 | — ———CO——— + | 100%

Figure 7-21. Copying the database
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Now go back to the database window. Select Edit » Paste, as shown in Figure 7-22.

address_databas reQffice Base o O ®
File | Edit View Insert Tools Window Help

g o e oz 13S0 E- @ @ROBE

= ge Cut Cul+X E

Coj

Ctrl+C

Bble in Design View...
Paste Special... 5rd to Create Table...

Delete

Rename...

Edit...

Edit in SQL View...

Open Database Object...
Create as View

Form Wizard...

Report Wizard... Nene ~

Select All Ctri+A

Database »

Embedded database | HSQLDB Embedded

Figure 7-22. Pasting in the new table

The Copy Table dialog will appear, as shown in Figure 7-23. For the table name, enter
address_table (it makes queries easier if the name is all lowercase and has no spaces in it).
Leave “Use first list as column names” selected, select “Create new field as primary key”
to number each row, and then click Create.
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Copy table X

Table name: address_table

Options
(®) Definition and data
() Definition

I As table vj
O oprs RSB EECORRITETESS
M irst line as column names
reate new field as primary key
T st new s iy

Existing data fields can be set as primary key on the type formatting
step (third page) of the wizard.

| Hep | Gnedl | chak | New [ Geste

Figure 7-23. Creating the table

The new table appears in the database window, as shown in Figure 7-24.

@ address_database.odb - LibreOffice Base - a X
File Edit View Insert Tools Window Help

-8l s ilfrE ¢ @0

[T] Create Table in Design View... Description
E Use Wizard to Create Table...

Tables
None -
&
Reports
Embedded database | HSQLDB Embedded

Figure 7-24. New table
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You can use the Exchange Database feature of your form letter to get its data from
this table. But you have a database, so let’s use it. Getting information out of a database
is done through something called a query. Let’s see whether you can create a query that

returns just those people whose first name begins with A. Start by clicking the Queries
icon, as illustrated in Figure 7-25.

[8] address database.cdb - LibreOtfice Bace - a b
Ele fdit View |nsat Tock Window Help

g-s-@ s lrE v eanes

ﬁu“mm bufmﬂuer,' i Cwum; 7y ies fior sorting or geouping.
s

Embadded daabace

HSOLDE Embadded

Figure 7-25. Starting the query

Next select Create Query in Design View. This opens the Add Table or Query dialog,
as shown in Figure 7-26.

Add Table or Query X
© ables|
) Queries ,

| o

-

bep [ add ]| coe |

Figure 7-26. Add Table or Query dialog
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Since you have only one table, called “address_table,” let’s select that. Clicking Add
will add it to list of tables in the Design View window, as shown in Figure 7-27.

File Edit View Insert Tools Window Help

E - &

[} address_database.odb : Query1 - LibreOffice Base: Query Design

00 im

E address_table

Field address_table.* first

Alias

Table address_table address_table

Sort
Visible O

Function

Criterion LIKE ‘A*

Or

Or

<

last

address_table

ascending

O

first

address_table

ascending

O O

(no functicn) ~

Figure 7-27. Design View

You now need to enter the column values.
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First Column

For Field, enter *. The asterisk (*) means all fields of the table. To make sure the database
knows which table you are referring to, it will add the name “address_table.” at the
beginning. (You are using only one table for this query, but you could use more.)

The Table value will be filled in automatically.

Next select Visible to indicate that the results are to be displayed in the query.

Second Column

The field is “first” You are going to use the entries where the first name starts with A, so
under Criterion enter LIKE ‘A%’ (The A% is enclosed in straight single quotes.) The LIKE
operation is one that’s special to database queries and says to match the string on the
right side, assuming that % matches any number of characters.

Do not select Visibility. The column is already brought in by *, and you don’t need it
a second time.

Third Column

For this column, the field is “last.” Select Ascending for the Sort item. Again, make sure
Visible is deselected.
You'll sort by last name. This column tells the database to do just that.

Fourth Column

For this column, the field is “first,” the sort is Ascending, and it is not visible. If two names
are the same, then the sort order will look at this field second. So, “Smith, Bob” will come
before “Smith, Yani”

The completed form should look like Figure 7-28.
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[} address_database.odb : Query1 - LibreOffice Base: Query Design

File Edit View Insert Tools Window Help

SRR == S

- =i (- z 1L o <3
Q @ - =i vz
ID | first | last | address | city | state | zp |

_ B |70 Audra Bishop 4856 Ligula Kansas K5 4444
|74 April Carver Ap#652-66 Las Veg NV 74023
|46 Ashely Church 2475 Cras 51 Olathe KS 52162
|24 April  Higgin: Ap #185-69 Bellevu NE 82904
|97 Alana Horn Ap #363-35 Racine WI 94006
|66 Adam Hurst 565-3905RuMontpe VT 15092

32 Alika Johnstc P.O. Box 45 Jeffersc MO 50016
[ 110 Armane Ochorn DO Boy 33 Hender NV JA1RR
Record | [of 11 TEIRICIE

B address_table
<
Eield address_table” first last first
Alias
Table address_table address_table address_table address_table
Sort ascending ascending
Visible ~ O | ol (]
Function (no function) ~
Criterion LIKE ‘A*
<

Figure 7-28. Completed query design
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Now let’s select File » Save. Figure 7-29 shows the Save As dialog that appears. Let’s
save this query under the name A list.

Save As x

Query name A lisy

coc

Figure 7-29. Saving the query

Let’s go back to the form letter and select Edit » Exchange Databases. As Figure 7-30
shows, the query is now one of the data sources you can select.

Exchange Databases X
Exchange Databases
Databases in Use Available Databases
B & addr E 38 addr
= = ade

2 Bibliography

E 2 address_database
1 address_table
ERA st

Browse...

Use this dialeg 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: addr.addr

Define Close Help

Figure 7-30. Using a query as a data source
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Now when you run the form letter using the procedure described, you'll get just the
names that begin with A.

Summary

LibreOffice is an adequate light database, but it does take a little getting used to before it
is truly easy to use.

In this chapter, you saw how to connect the database to LibreOffice Writer to
produce form letters. Unlike most commercial software, LibreOffice does not try to lock
you into its proprietary system. You can, with a little work, interface to stronger and
more professional databases such as PostgreSQL, MariaDB, and the big commercial one
whose name we won’t mention.

The key here is that there are people out there who want nice office tools, and
they are willing to write them or pay to get them written. The result is software like
LibreOffice, which has all the useful features you find in Microsoft Office without the
bloat and vendor lock-in.
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PART I

Graphics and Multimedia

In this part of the book, we first cover graphics, starting with digital photography and
raster images. The Gnu Image Manipulation Program (Gimp) was designed to allow
users to work with such images. It is somewhat comparable to Adobe Photoshop but has
gone beyond this program in many places. Next, we review Inkscape, a drawing and
illustration program. Finally, we cover Dia, a diagram editor.

Next, we move on to multimedia, starting with audio. The Audacity audio editor is
considered one of the best in the world and has won several awards. After audio, we
cover video editing. Computers have finally become powerful enough to do real-time
video editing, although the technology is still in the early stages of development. The
OpenShot video editor is one of the better ones available, so you'll learn how to use it to
create a YouTube video.

Finally, if you still use DVDs, you can learn about the DVDStyler program.

This program lets you easily create nice-looking DVD images suitable for burning or
distributing as an ISO image.

As computer technology advances, the quality of free software advances as well. With
older technologies such as still pictures and audio, free software is as good if not better
than its commercial counterparts. With newer video-editing technology, it may not be as
good as the commercial stuff yet, but it’s almost there and catching up fast. Either way,
you can find many excellent, free, open source tools to use in your daily work.



CHAPTER 8

Getting Started with GIMP

GIMP is a high-quality, full-featured, image manipulation program. The program is free,
but it comes with minimal documentation. This is both good and bad. It’s bad if you
want to use the more advanced features, but it’s good for authors who write books like
this one to fill the documentation gap. In this chapter, you'll explore some of the basic
uses of this program that you might encounter if you are editing your personal photos.
These include the following:

o Rotating pictures

e Managing files

o Cropping images

e Adjusting brightness
o Correcting colors

You can download GIMP from www.gimp.org. To install it, just run the installer.

Using GIMP

When you first start GIMP, you'll see a splash screen, as shown in Figure 8-1. The
program then takes some time getting together all the files and plug-ins it uses.
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CHAPTER 8  GETTING STARTED WITH GIMP

i GIMP Startup

Locking for data files
Fonts (this may take a whis)

Figure 8-1. Splash screen

Note GIMP caches the information it finds the first time it starts, so it won't take
quite as long on subsequent starts.

Once GIMP starts, it displays three windows, as shown in Figure 8-2.

B RO PO
ENTEP L

EPME--TY
Qs A% N,

HoPgren

& 6L image Manipulation Program

File Edt Select Voew

Image Layer Colors Jock Filtes Windows Help

Figure 8-2. Initial GIMP windows
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Close the two windows on the sides; you don’t need them for this tutorial. (You can
get them back anytime you need them.)

Rotating Images

Select an image from your computer that needs to be rotated and load it into GIMP by
selecting File » Open. The picture will display in the main editing window, as shown in
Figure 8-3.

[original] (imported)-6.0 (RGB color, 1 layer) 1932x2576-... — m] X

File Edit Select View |mage Layer Colors Jools Filters Windows Help
® o 1 1 ;

7 B

]l'lllllol‘jlu‘jllll

=TT
L e

DPI"‘-‘];H-I

|

lllllln::,lc,”

Ly

918.5,10725 [pxv | 182 M| 2 Click to paint (Ctri to pick a colon)

Figure 8-3. Bad picture positioning
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To fix the photo’s rotation, select Image » Transform » Rotate 90° counter-
clockwise, as shown in Figure 8-4. If you want finer-grained control, you can select Tools
» Transform Tools » Rotate. But 90 degrees is good enough for now and covers most
cases anyway.

[original] (imported)-6.0 (RGE color, 1layer) 1932x2576 - GIMP A O X

Filagubditaufalastoplisv  Image Layer Colors Tools Filters Windows Help

y Image = :.I L @ Quplica‘te Ctrl+D 1 I |ZQDPI | I I |25‘op| 1y a
| Mode > Iﬂ. J :

Transform ’ Flip Horizontally

L TranSform ._ .t Canyvas Size...

Fit Canvas to Layers

v)

1

(=]

.

Flip Vertically

O!Dml .z
s

ol Dl e L

Fit Canvas to Selection

[E] Print Size... _ —

&

&

% Rotate 90° clockwise
{7 Rotate 90° counter-clockwise
@

Rotate 180°

e -

Rotate 90° counter clockwise e

[y SIUp tO JereCoronT

Autocrop Image

[=l=T=F

Zealous Crop

Merge Visible Layers... Ctrl+M
Elatten Image
Align Visible Layers...

[=1=TLE

Guides 4
[[] Configure Grid...
) Image Properties

ODO'NI

o |

px 182 % | Rotate the image 90 degrees to the left

Figure 8-4. Rotating the image
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Figure 8-5 shows the result.

B8 *[original] (imported)-6.0 (RGB color, 1 layer) 2576x1932 - GIMP = a X
File Edit Select View Image Layer Colors Tools Filters Windows Help

@ I’W.l.|.|.|°.|.|.||1.lsm|,1.:.||rhml|.l||.|1m.|.|.|.Im.l.l.l.lzm.l.l.l.lmiﬁ
5 ~
L

L7

0]

0]

1]

0]

0]

°y

1]

5]

0]

0]

-3

0]

0]

0] v
i< > P

973.5, 1215.5 : pxv 182% Clg{ Click to paint (Ctrl to pick a color)

Figure 8-5. Image after rotation
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Managing Files

XCF is GIMP’s native file format, which makes it the best one suited for working within
this program. Unfortunately, most other programs that display images do not support
XCEF, so you'll more than likely want to convert the file to a more universal format, such
as JPEG, PNG, or TIE To do so, you must use Export rather than Save. Otherwise, you
will get an error message stating that “The given filename cannot be used for saving”
However, be aware that by changing the format, you will lose some of the image’s
properties.

The following are some of the options you can choose when working with your

images:

e Save a file in GIMP’s native format (XCF). Select File » Save, and it
will be saved as XCF and readable only by GIMP.

o Change an existing XCF file to a standard format (JPEG, PNG, or TIF).
Select File » Overwrite <file name>, as shown in Figure 8-6.

e Save an image in a standard format (JPEG, PNG, or TIF). Select File »
Export As (Figure 8-6).

¢ You will need to fill in the name of the file name for export. The
extension of this fill determine the type of image being saved. Enter
the name of the file name (with extension) click Export as shown in
Figure 8-7. In this example we used the extension “jpg” for a JPEG
type file (widely used industry standard for photographs).

e An option window specific to the file type you select will appear
(Figure 8-8). In this case, the image is exported as a JPEG file. Unless
you have specific changes, leave the defaults as is and click Export.
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*[original] (imported)-6.0 (RGB color, 1 layer) 2576x1932 - GIMP = O X
File Edit Select View |mage Layer Colors Tools Filters Windows Help
--HE‘N'" ctr|+N.IlIITWI|k|k|II1WI|I]I|IIQWIlllI|k|2$mlltlllllmi\§
Create 4 A
[= Open... Ctrl+0
™7 Open as Layers... Ctrl+Alt+0
@ Open Location...
Open Recent 4
B save Ctrl+S
@ SaveAs.. Shift+Ctrl+S
Save a Copy...
Revert
Overwrite original.jpg
Export As... . Shift+Ctrl+E
Create Template... RS
. Page Setup
& Print... Ctrl+P
Properties
# Close View Ctrl+W
¥ Closeall Shift+Ctrl+W
& Quit Ctrl+Q
?
0
0
0 v
3 i o
P 182 % v Export the image to various file formats such as PNG or JPEG

Figure 8-6. Overwriting and exporting menu items
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El Export Image X
Name: -rotltdjpg
Sminfolder: i oSt -»--- = -- TEdLE TUTIET
Places | [Name 4 Size  Modified - F'f!:\'rm ]
£ Search [ Audacity 5/24/2017 o
® Recently Used [ Custom Office Templates 77602017
B User [Z My Bluetooth 4/14/2016
£ Desktop = originaljpg 1.8MB 5/13/2017
= 05(C) [ tmp.pdf 325kB 5/20/2017
) Pictures
79 Documents No selection
e All export images
 Select File Type (By Extension)
| Hep
Figure 8-7. Specifying the file to export
& Export Image as JPEG Pe

Quality: | BIEC

File size: unknown

[] Show preview in image window

Advanced Options

Load Defaults | Save Defaults|

Help Export Cancel

Figure 8-8. File options
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Cropping an Image

In this example, the image shows the fare box, which is what you want. It also shows a
good hunk of the garage, which you don’t want. Let’s see if you can concentrate the focus
on the box by cropping the image. Figure 8-9 shows the command needed; it’s Tools »
Transform Tools » Crop.

ERE *[right-way-up) (exported)-6.0 (RGB color, 1 layer) 2576x1932 - GIMP = O X
" Tools Filters Windows Help

File Edit Select View |

@ Selection Tools ’I.M-‘-I-l-lzmd-lI~m-l-l-§.@
] Paint Tools 4 ~
4 Transform Tools P le Align a
7 . Color Tools » 4’ v M
i o P B
| i Crop Shift+C
f, Color Picker

| % Rotate Shift+R

Q. Zoom )
9 | ] Scale Shift+T
= - & Measure .
&1 . Shear Shift+5
0] A Text T ; :
4 5 &\ Perspective Shift+P
] (& GEGL Operation...
i © ge6Lop Flip Shift+F
1 New Toolbox Ctrl+B N Cage Transform Shift+G

M, Default Colors D

“. Swap Colors

P | 182 % | Crop Tool: Remove edge areas from image or layer

Figure 8-9. Cropping the picture

The cursor changes to a white cross with a knife. Drag the cursor across the picture
you want to keep, similar to what’s shown in Figure 8-10.
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ERE *[right-way-up) (exported)-6.0 (RGB color, 1 layer) 2576x1932 - GIMP = O X
File Edit Select View Image Layer Colors Tools Filters Windows Help
l:qlnlllnl_WLI-lnll]oulxlklalxlswlulxl|11[1M-11IAJ-E1WL1|IJIxlmxlklnlxlzmjlkJ-lAISMxljlnE-.QE
A
W
e > b
1562, 1617  |px~ 182 % | /A Click or press Enter to crop

Figure 8-10. Performing the crop

Four white boxes will show up in the corners. (Only one is visible in Figure 8-10
because we are still performing the initial drag.) You can drag these in and out to get the
cropping perfect.

Click inside a square to perform the crop and get something that looks like
Figure 8-11.
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- | *[right-way-up] (exported)-6.0 (RGB color, 1 layer) 247x1502 - GIMP - a x

File Edit Select View Image Layer Colors Tools Filters Windows Help
:mspojlxluljl'low-IA!-I-I#@-[;I.J-[GJI-J-Iulxlswljlululkllelkl-ljltsopuljlklJIZW-IxI.J-IZWLJ-iﬁ

‘€ >
-462, 1045 |pxv 182 % | original,jpg (53.9 MB)

Figure 8-11. Cropped picture

This is a little small for the screen, so let’s zoom in.

You can use the menu View » Zoom » Zoom In a number of times, but that is
slow. The shortcut key is +, so let’s press that a number of times until the picture fills the
screen, as shown in Figure 8-12.
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! *[right-way-up] (exported)-6.0 (RGE color, 1 layer) 947%1502 - GIMP = a X

File Edit Select View Image Layer Colors Tools Filters Windows Help
m|I|I>I||_5’:wnl>lulul_¥|l I<I|I0|I 1 I|I|]2$o|-lnl|i-|§nnlnlnlulwnlninlu'1W|I I|P|IIQI<P|I||IW<I;.¢

207,900 | pxv 333 % v onginal,jpg (54.0 MB)

Figure 8-12. Zoomed and cropped image

Now let’s save it with File » Export as right-way-up.jpg. So, now you have nicely
cropped image with really bad color. Well, we could have shot the picture in the day
without backlight in the first place, but where’s the fun in that? If we had done that, we
wouldn’t have needed GIMP to come to the rescue.
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Fixing the Color

We're not sure how well the picture is going to show up in black and white, but take our
word for it, the picture is very dark. You need to fix that. Let’s try the simple way first, with
Tools » Color Tools » Brightness-Contrast, as shown in Figure 8-13.

| *[right-way-up-crop] (exported)-6.0 (RGB color, 1 layer) 947x1502 — GIMP - a x
File Edit Select View Tools Filters Windows Help

®, Selection Tools [ PEATIPN L. JUPU I L NI AT L A
r_‘ Paint Tools » it
a Transform Tools L7

s Color Tools * | [&] ColorBalance...

7 & Paths B E] Hue-Saturation...

7]
é' 0 &7 Colorize...

] z @} Brightness-Contrast...

] T\“g] Threshold...
] T [E,I Levels...
SE (& GEGL Operation... Gl

] New Toolbox Ctrl+B Postenze...

1 ®, Default Colors D | @ Desaturate...
E %, Swap Colors
Q
1]
0
0 4
0
1]
24

54
-
= o v
T3 >
P l 333 %v‘ Brightness/Contrast Tool: Adjust brightness and contrast

Figure 8-13. Getting to the Brightness-Contract control
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Figure 8-14 lets you change the brightness and contrast of the image. Let’s play
around a little with the sliders and see whether you can make the picture better. By
judiciously setting the controls, you can change the color from bad to lousy. To apply
these changes, click OK. In this case, though, you want to try a different tool, so click
Cancel to undo the changes.

B Brightness-Contrast X
d * Adjust Brightness and Contrast
originaljpg-12 ([right-way-up-crop] {exported))
Presets: v
Brightness: l
Contrast: l
Edit these Settings as Levels
[ Preview
Help Reset 0K Cancel

Figure 8-14. Brightness-Contrast dialog
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Let’s try a better tool. Select Tools » Color Tools » Curves, as displayed in Figure 8-15.

| *[right-way-up-color] (exported)-6.0 (RGB color, 1 layer) 947x1502 — GIMP - [m] x
File Edit Select View Im L ! Tools Filters Windows Help
E.|.|.1.|'§@.|.|.1.I' Selection Tools DIl.l.l.l‘lW.‘|.|.|i@|.|.|.|'m.|§§
o Paint Tools ’ 2
g Transform Tools 4

3 | Color Tools » | [&| ColorBalance...

7 ) Paths B Iz‘ Hue-Saturation...
T :

é' 3 ‘_‘ f, Color Picker o] &f Colorize...

7] & Zoom Z | @} Brightness-Contrast..

i 4 Measure Shift+M {34 Threshold...
E_' A Text T Levels...

0] & GE6L ation. — Curves...

.: New [ Posterize...

_'_ M) Defa : Ml Desaturate...

E_. %, Swap Colors

0

T

0

0

0]

T

2]

54

o

‘_' v
i3 <

P l 333 %N! Curves Took Adjust color curves

Figure 8-15. Selecting the Curves tool
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This brings up the Curves dialog (Figure 8-16) that shows a histogram of the colors in
the image. In this case, the image has a lot more dark colors, which is why there is a peak
to the left. If you pull up the line with your cursor, it will brighten that section of the color
space. Experiment with various line placements to find one that is suitable.

Click OK to set the colors.

B Curves X
Adjust Color Curves i !

originaljpg-12 ([ght-way-up-color] (exported)) o
Presets: | :J 4 [
Channel: |Value At jRgset Channel‘ ] | ]

Curve type: ;'Smooth EI
Preview
Help | Reset oK Cancel |

Figure 8-16. Color curves
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The image now looks like Figure 8-17. So, by using GIMP, you have taken the picture
from very bad through lousy to poor.

& Iright-way-up-color] (exported)-6.0 (RGE color, 1 layer) 947x1502 - GIMP — o x
File Edit Select View Image Layer Colors Tools Filters Windows Help
B.|.|.| [-500 |.|.|.|§$ A T L -.L?q |<|.|.|§ﬁ<|.|.| L I L. I IIE PRI L
L' |y A
2n)
5]
0]
]
0]
°k
71
5]
0
A=)
0]
0]
0]
1]
2]
5]
04
= ' v
R 4 >
{ 195, 585 {wv | 233 % | [ Click to locate on curve (try Shift, Ctrl)

Figure 8-17. There are limits to what can be done with a poor-quality picture

Using Filters

This chapter wouldn’t be complete if we didn’t mention filters. GIMP has a lot of filters,
and most of them are useful. We will demonstrate one and hope the effect makes it
through the printing process to the book. If not, download the pictures from the web site
(www.apress.com) to see what we mean.
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The filter we are going to show how to use is called Clothify (Figure 8-18). In other

words, it makes a nice image look like it was painted on cloth. To get the full effect of this

filter, you can start by zooming in a little. Then select Filters » Artistic » Clothify.

I *[right-way-up-color-cloth] (exported)-6.0 (RGB color, 1 layer) 347x1502 - GIMP
File Edit Select View I

Filters Windows Help

{ @ Repeat "Clothify" Ctrl+F
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Python-Fu
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Figure 8-18. Selecting the Clothify filter
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Figure 8-19 shows the Clothify dialog that appears. You can play around with the

CHAPTER 8  GETTING STARTED WITH GIMP

settings later; for now, let’s use the defaults and click OK.

& Script-Fu: Clothify

Blur X: EE
Blury: |9 7

Azimuth: ] 1350 2]
Elevation: 45.0 E
Depth: 3 E

Help Reset

Figure 8-19. Clothify dialog

Clicking OK causes the image to be run through the filter, resulting in Figure 8-20.

185



CHAPTER 8  GETTING STARTED WITH GIMP

' *[right-way-up-color] (exported)-6.0 [RGB color, 1 layer) 947x1502 - GIMP - O >
File Edit Select View Image Layer Colors Tools Filters Windows Help

®_ 12 AL e e
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y
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24
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71
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g
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-140, 24 |m<" | w%.v;CIickto locate on curve (try Shift, Ctrl)

Figure 8-20. Cloth image

Summary

GIMP has many different tools for making your pictures look better, a surprising number
that make them look strange, and a few that make them look worse. You can explore
these tools on your own to see what each of them does.

In this chapter, we covered the tools that help casual camera users improve their
photos and then store them in the Pictures folder.
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Drawing with Inkscape

Inkscape is a Scalable Vector Graphics (SVG) editor. Most images you see on a computer
are raster images made up of a bunch of dots. In other words, the lines you see on the
page are really a series of small dots. If you zoom a lot, you'll see a rough line consisting
of a bunch of big dots.

SVG graphics contain a description of the image. For example, a line on the page
consists of a command to the program such as “Draw a line of 1.0 width from point (0, 0)
to point (6, 3)”

You can use Inkscape to create drawings for sign, billboards, and other large-
format printing. It’s also useful for generating files for laser cutters. That’s because the
description of an image consists of its path, and a laser cutter can easily move a laser
along a path. With raster images, the laser cutter would have to shoot a bunch of holes in
the material and hope they connect up enough to make a cut part.

Getting Started with Inkscape

Download Inkscape from http://inkscape.org. (Download the .mis package for the
best results.) Run the installer and accept the defaults.

When you first start Inkscape, zoom the drawing page until the paper fits the
window. It sounds simple; just click the Zoom button, as shown in Figure 9-1, until you
get the right size. Inkscape has a hair-trigger zoom. It can go from 50 percent to 1,000
percent in less than a second. Every time we've used it, we've had to go back and forth a
couple of times to get it right.
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4 New document 1 - Inkscape = O X
File Edit View Layer Object Path Text Filters Extensions Help
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Figure 9-1. Zooming in on the page

Drawing a Rose

In this chapter, we will show how to draw a rose. The goal is to introduce you to the basic
controls used in Inkscape. This includes drawing simple shapes, using various types of
fills and brushes, and using other editing tools.
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Drawing the First Shapes

The top of the rose is a circle. Click Circle/Ellipse tool to select that shape. By default

Inkscape will let you draw an ellipse of whatever height or width you want. If you want a

circle, you need to constrain the drawing so that the width and the height are equal. This

is done by holding down the Ctrl key while drawing.

To draw, click the corner of the circle and then drag the cursor to the other corner, as

shown in Figure 9-2.
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p
File Edit View Layer Object Path Text Filters BExtensions Help
Change: | Start: 0000 3| Enc 0000 5| & @ | @ T~ Dnset
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Figure 9-2. Drawing the circle
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The circle is black, but a rose is red. You need to fix this problem. You can change the
properties of this circle by selecting Object » Fill and Stroke, as shown in Figure 9-3.

4 "New document 1 - Inkscape - O X
File Edit View Layer Object EETFA Extensions Help
Change: | Start: 0.000| = Objects..
A ) Iy 4 Selection sets...
E_! # Fill and Stroke... Shift+Ctrl+F -
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.f\ ] 5{ Object Properties... Shift+Ctrl+0 [,
£ @ Symbols... Shift+Ctrl+Y
FE - .
Q i 75 Group Ctr+G |
E % Ungroup Shift+Ctrl+G | &
% E g+ Pop selected objects out of group -
|:| 07 Clip r
@ _- Mask ’ T\,o
e Pattern »
of >
] jects to Marker
Q} ] Objects to Guides Shift+G
@ . E7 Raise Page Up &
é—' &5 Lower Page Down |9,
2@ E ET Raiseto Top Home
EP . L2 Lower to Bottom End ﬁ
5
lg 0- 4} Rotate 90° CW
] £ Rotate 90° CCW |
] 4} Flip Horizontal H
» & Flip Vertical v |»
EEEENT | Unhide Al [}
| Unlock All >
Fill: Unset o:l¢ @
Stroke: Unset — % Tran<form... Shift+Ctrl+M £

Figure 9-3. Opening the Fill and Stroke panel
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The Fill and Stroke panel will appear to the right, as shown in Figure 9-4. You want
this to be a circle with nothing inside, so click the No Paint icon in the dialog to turn off
the fill.

4 *New document 1 - Inkscape — m] X
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i Q
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” < > B ¥ »
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>
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Figure 9-4. Turning off the fill

Now let’s change the color of the line (stroke) by clicking the Stroke Path tab and
changing the color to black. Figure 9-5 shows the result.

191



CHAPTER9  DRAWING WITH INKSCAPE
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Figure 9-5. Setting the stroke to a solid black

From the top, the inside of the rose looks like a spiral. To draw this, you need to click
the Spiral tool and drag it to the middle of the circle, as shown in Figure 9-6. The handles
(boxes) on the end of the line allow you to extend or trim the spiral as needed. We think
itlooks better a little trimmed.
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Figure 9-6. Creating the spiral

Once you get the spiral to be the right shape, you need to get it to be the right size.
Click the Select Tool to enter select mode and then click the object to bring up the resize
handles, as shown in Figure 9-7. You can move these handles to resize the object.
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Figure 9-7. Getting the size and placement right for the spiral

Also, you can move the object by moving the cursor to one edge. When it turns into a
hand, you can drag the object where you want it. In this case, drag it to the middle of the
circle.

Tweaking the Shape

Now things are going to get a little tricky. As it stands now, the spiral is a simple line. You
are going to make it sexy.

To do this, you will create a thin ellipse and map it to the spiral.

The first step is to create a thin ellipse, as shown in Figure 9-8. To do this, click the
Circle/Ellipse Tool and drag the mouse to create the shape.
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Figure 9-8. Skinny ellipse

Now you run into a little problem with Inkscape. There are things called paths and

things called objects. You've got a bunch of objects, and the operations you are about to

do work only on paths. So, you need to convert your objects to paths.
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First select everything with Edit » Select All, as illustrated in Figure 9-9.
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Figure 9-9. The Select All menu item
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Now convert all the objects to paths with the command Path » Object to Path, as
shown in Figure 9-10.
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Figure 9-10. Object to Path menu item
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With that bit of bookkeeping out of the way, you can now take the small ellipse and

use it to shape your spiral. First you need to deselect everything, select the Select tool,

and then click outside all of the objects. Next, click the skinny ellipse. Copy it to the

clipboard with Edit » Copy. Figure 9-11 shows this process.
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Figure 9-11. Copying the skinny ellipse
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Click the spiral to select it, as illustrated in Figure 9-12.
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Figure 9-12. Selecting the spiral
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Now you are going to apply the skinny ellipse shape to the spiral path. You start with
Path » Path Effects, as shown in Figure 9-13.
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Figure 9-13. Path Effects menu item

Currently you don’t have any path effects defined, so the list in the panel at the top

right is empty. Let’s add one by clicking the plus (+) sign located in this panel, which

Figure 9-14 locates for you.
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Figure 9-14. Adding a path effect

A pop-up appears, as shown in Figure 9-15. Select Pattern Along Path and click Add.
Figure 9-16 shows how to select Paste Path.
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Figure 9-15. Path effect selection
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Figure 9-16. Selecting Paste Path
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Now you have nice path for the inside of your rose. Let’s get rid of some clutter. Click the

Close icon in the Path Effects panel and then the Close icon in the Fill and Stroke panel.

Delete the ellipse and zoom in so you can better see the top of the rose. When done,

your screen should look like Figure 9-17.
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Figure 9-17. Cleaned-up rose top
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The spiral is much too fat for this use. Let’s fix it. You can start by bringing up the
Path Effect panel using the command Object » Path Effects. The width (shown in
Figure 9-18) needs to be smaller, so set it to 0.500 (or whatever looks good for your rose).
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Figure 9-18. Setting the width of the pattern
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Now close the panel. Make sure the spiral is still selected. You want the fill to be
black, so bring up the Fill and Stroke panel with Object » Fill and Stroke.

Select the Fill tab, set the fill type to a color, and then select black for the color.
Figure 9-19 shows the result.
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Figure 9-19. Filling the spiral with black

Close the Fill and Stroke panel and then select both objects, the spiral and the circle.
Flatten them by moving the bottom up. Figure 9-20 shows the result.
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Figure 9-20. Flattened circle and spiral

Drawing the Body of the Rose

Now you will draw the body of the rose. It won’t look much like a rose at first, but you’ll
improve on it soon.

Zoom out a little and click the Pen tool. Before you draw the lines, you will change
the shape of the pen to Triangle Out. The pen is designed to draw curves and straight
lines. You want only straight lines here.

So, click the left side of the rose top and draw a slated line to the bottom of the
triangle, as shown in Figure 9-21. Click twice here. If you click once, the tool will assume
you want curves. Twice indicates a sharp turn.
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Figure 9-21. Drawing the beginnings of the body

Now go up to the top of the rose and click the right side.

Now you want to change the width of the line. Click the Edit Paths by Node tool.
Small purple handles will appear at the ends of the lines. They are hard to see, especially
if you have the black-and-white copy of the book, so look to Figure 9-22 to help you find
them. Select the one at the top right and drag it out to make the line wider.
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Figure 9-22. Making the line wider

Now you will change the triangle, which doesn’t look like a rose, to a curved shape
that does. The Edit Path by Nodes tool should still be in effect. Grab one of the triangle
lines in the middle and drag it outward. It will curve out, and the shape will start to look

something like a rose, as shown in Figure 9-23.
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Figure 9-23. Forming the bowl of the rose

Now let’s make the bowl of the rose a little taller. Using the Select Tool (at the top left
of the toolbar), select the bowl and drag the bottom down. Figure 9-24 shows the result.
(We adjusted the zoom a little too.)
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Figure 9-24. Stretching the bowl

Adding Color

Now you need to make the rose red. Unfortunately, the path used to make the bowl has an
effect associated with it that prevents you from filling it. (It’s a silly restriction, we know.)
So, you will create two bowls. One will have a nice black line showing the rose, and
the other will provide the red body.
Start by right-clicking the object and selecting Duplicate, as shown in Figure 9-25.
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Figure 9-25. Duplicating the bowl

Bring up the Path Effects panel with the command Path » Path Effects. Figure 9-26

shows this process.
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Figure 9-26. Path Effects menu item

Click the minus (-) sign to remove the effect, as shown in Figure 9-27. (This works on
only one of the two bowls; the result will be hidden by the duplicate bowl.)
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Figure 9-27. Removing the effect

It’s time to do the red fill. You need the Stroke and Fill panel, so execute Object »
Stroke and Fill. Select the Fill tab, a solid color, and the color red. Figure 9-28 shows the
result.
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Figure 9-28. Red fill

As you can see, your duplicate object is now red and covering all the other objects.
You need the fill to be behind the patterns, not on top of them. Select Object »
Lower to Bottom, as shown in Figure 9-29.
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The result is a nice-looking bowl. The top needs some work, however. Let’s select the

circle (now an oval) and use the command Object » Fill and Stroke to bring up the Fill

and Stroke panel.

We've already covered how to make the stroke small. To make it bolder, just increase
the width. Also, fill the circle with red, just like the bowl, as shown in Figure 9-30.
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Figure 9-30. Coloring complete

Adding a Detail Line

Now you are going to add a detail line on the bowl of the rose, as shown in Figure 9-31.

Perform the following steps:
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1.

2.

Select the Pen tool.

Click near the top of the bowl to start drawing a line.

Move the mouse straight down about halfway down the bowl.

Click to anchor a curve.

Go down and to the right to generate a small curve. Double-click

to complete the line.

Select the Node Edit Tool.

Move the purple handles out to widen the line.
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Figure 9-31. Drawing a highlight line

Select the Pen tool, and starting at the top, drag straight down. Then move to the left
to create a curve.
After drawing, select the curve and move the purple node out to form a thick line.

Adding a Stem

To finish this drawing, you will add a stem. This is the same thing as the highlight line,
but you will go in the opposite direction. Also, the stem is longer, as shown in Figure 9-32.
Follow these steps:

1. Zoom out.

2. Select the Pen tool.

3. Starting from just below the top, click once to start the line.
4. Go halfway down and click to set the curve.

5. Move to the left and double-click to finish the line.

6. Select the Edit Path by Nodes tool.

7. Move the purple handle out to expand the line.
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Figure 9-32. Stem

Now select the stem and use Object » Lower to Bottom to hide it. Figure 9-33 shows
the final rose.
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Figure 9-33. Final rose

Summary

Inkscape is one of the better and more widely used SVG editors. With it, you can easily
design high-quality yet very flexible art, such as the rose you drew in this chapter. The
goal of the chapter was to introduce you to the basic controls used in Inkscape; you
learned to draw simple shapes, use various types of fills and brushes, and use other
editing tools.

We barely scratched the surface, though, because there are many more tools that we
just don’t have space to cover here. Please check the online resources for other features
of Inkscape such as using gradients to add shadows to the rose, layers, patterns, and lots
of extensions.
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CHAPTER 10

Using Dia Diagram Editor

Humans are visual animals. They remember pictures a lot better than words. As such,
itis useful to use diagrams to quickly display information. Thus, you need a good
diagram editor.

The Dia Diagram Editor program is such an editor and is similar to Microsoft Visio.

Diagrams are used for things such as process flow (flowcharts), network layout,
organization charts, and maps. In fact, one of the most famous diagrams is of the London
Underground tube system. The diagram is considered one of the finest examples of the
art, presenting the traveler with the information needed in a clear and concise manner
while eliminating irrelevant details.

In this chapter, you will discover how to create simple diagrams and thus distill
complex information into a simple visual presentation.

Creating a Flowchart

Download Dia from http://dia-installer.de/. Run the installer and select the defaults.
Once it starts, an initial, blank diagram screen will appear, as shown in Figure 10-1.
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Figure 10-1. Initial Dia screen

On the left side are the tools you can use to make a diagram. Below that is a sheet
selector area that allows you to select what symbols to use. Below that are the symbols
themselves. The middle of the screen shows the current diagram.

For this exercise, you will create a flowchart telling you what to do in case of fire.
(Somehow the letters from the Hilltop Elementary School in previous chapters gave us
the idea.)
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Let’s start by dragging a start/stop node (the one that looks like a hot dog) from the
sheet selector area to the middle of the screen, as shown in Figure 10-2.
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Figure 10-2. Start/start node

Note The Dia tooltip calls this a Terminal Interrupt, but we think start/stop node is
easier to remember.
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Drag one of the handles sideways to make the symbol wider and type Start inside it.
Figure 10-3 shows the result.
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Figure 10-3. Start node in place

Disclaimer This is not a procedure approved by the fire department or any fire
professional. Its sole purpose is to demonstrate how Dia Diagram Editor works, not
to describe emergency procedures.
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Next let’s add a decision box (the diamond shape) to the flowchart, as shown in

CHAPTER 10  USING DIA DIAGRAM EDITOR

Figure 10-4. Enter the text Understand Disclaimer?.
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Figure 10-4. Decision box added

Now let’s connect the start with the disclaimer. Click the “zig-zag line” symbol and

then click the bottom middle of the start/stop node. The program will start to draw a line.

Go down to the point of the disclaimer. There are some subtle things to watch out for.
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First, there are connection points on each of the nodes. These show up when the
mouse is over the node and look like little green squares. Second, when you are actually
connecting to a node, the node will highlight itself. In Figure 10-5, the decision node is
highlighted in red, even if you can’t see it in the black-and-white illustration.
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Figure 10-5. Connecting the two nodes
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The start/stop node would look nicer over the decision node. So, drag it over to
fix the problem. As you drag, you'll notice that since the two nodes are connected, the
connector is automatically adjusted to the new position. Figure 10-6 shows the result.
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Figure 10-6. Position adjustment
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Now let’s add the letter N near the right side of the decision box. Click the Text tool, click
just above the right corner of the decision box, and type N. Figure 10-7 shows the result.
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Let’s continue by dragging an operation box over to the right and labeling it Read the

disclaimer. Add a connector from our “N” decision to the box. The result should look

something like Figure 10-8. Let’s also add a connector from the top of the box back to the

line above the decision box.
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Now let’s fill in the rest of the chart by following these steps:
1. Add the letter Yto the bottom of the decision box.

2. Putan operation box below it with this text: Shout ‘Fire’ in a loud

voice.
3. Add a second operation box with this text: Get out very fast.
4. Add afinal start/stop node that says Done.
5. Add connectors for all these nodes.

Figure 10-9 shows the result so far.
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Figure 10-9. Finished diagram, almost
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There is just one remaining problem. The blue lines indicate page boundaries, so
this diagram takes up multiple pages. You want it on one page. To fix this, let’s select File
» Page Setup, as shown in Figure 10-10.
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Figure 10-10. Page Setup menu item
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The Page Setup dialog appears, as shown in Figure 10-11.
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Figure 10-11. Page Setup dialog

We're in the United States, so first change the paper size to Letter. Next go to the
Scaling section, click “Fit to,” and set the parameters to 1 by 1.

Click OK. Notice that the page boundaries have shifted, as shown in Figure 10-12.
This diagram is now on one page.
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Figure 10-12. Final diagram

Now all you have to do is execute File » Save and you've got the procedure for what

to do in case of fire. In practice, you probably want to add a few steps, run it by a safety

office, and print up some posters. The procedure is the same even if the content isn’t.
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Creating an Electrical Diagram

You've just completed a flowchart, so now let’s try creating an electrical diagram. Pretend
you work as a volunteer signal maintainer at the Orange Empire Railroad Museum and
you're creating a wiring diagram for one of the signals.

You start by bringing up the electrical symbols sheet by going to the sheet selector
and selecting Other Sheets » Electrical, as shown in Figure 10-13.
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Figure 10-13. Bringing in the electrical symbols
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CHAPTER 10  USING DIA DIAGRAM EDITOR

At the center of the signal is a relay. You construct this from a relay command organ
(horizontal) and a normally open contact. Figure 10-14 shows the results.

B *Diagram2.dia (C:\Users\User\Pictures) - diaw.exe - O X

File Edit View Layers Objects Select Tools Input Methods Help
DEEE%E Bxa|laaalu v [
k I Q < | Diagram2.dia 3¢
. 2. 0||.||||l|L5|1.l|||||I1OI|I||||||15||||||ka
T OB 2 o 5 2.

-l

—[——>>] K

Figure 10-14. Relay

Note Because of the way railroad relays are constructed, the contacts go under
the coils as shown, not on top as would be the case with any other type of relay.

Now you need to connect the contacts with the railroad signal. Unfortunately, Dia
does not have a railroad signal symbol set (yet), so you're going to have to make do. Let’s
use a bell.
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However, there isn’t a bell in this symbol sheet, and an exhaustive search of the other
sheet leaves you without a bell.

So, what do you do? Go to the Internet and search for Dia symbol bell. You found a
page with the Liberty Bell on it, so refine your search to Dia diagram symbol bell.

This takes you to an add-on sheet for Dia for electronic symbols, which is displayed
in Figure 10-15.

{5l Dia Sheet Electroric: Electre: % | 4 = =]

m =

€ (@ disinstaller.defshapeselectronicfindex htmlen B @ Q Search T8 & & QD ©- o

Dia Diagram Editor Google Custem Searen

| Products  Downloads Documestaticn

Electronic

Elsdronc. These cbiects can be adoed to your Dia tealtox.

Example

4
Object list
"y \i’ Antenna

St el

E £ Bution
HF capacitor

Download b Electroinz capactor

» Blecronic2ip shest and objects, Zpped 4} crruw

« eloctronicdia sxamebe diagram iy Dia ormat

« elecironic svg example dagram in SVG format {1 oicae
Installation B o

+ Automated, wizsed-based installation diashapes © Engine

« Manu3l mstalaton: 5 10 your i3 Tolder

0] Heasphene

Author
L

Figure 10-15. Electronical sheet add-on

Scrolling down, you can see that, yes, there is a bell symbol on this sheet. Looking
at the text you see that there is a helper program called diashapes that will do the
downloading and installation for you.

Let’s click that link and then download and install the software.
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CHAPTER 10  USING DIA DIAGRAM EDITOR

When run, diashapes displays a list of all the available shape sheets and asks you if
you want to download them, as shown in Figure 10-16.

[Z] Diashapes - a X
Eile Help
[w] hitp://diadinstaller de/shapes/Automata/ Automata Faraz Shahbazker, Le Ngoc Minh
http://dia-installer.de./shapes/AUTOSAR/ AUTOSAR Martin Wichmann
[Vl hitp://dia-installer de/shapes/building _site/ Building Site Steffen Macke
[l btto://diainstaller de/shapes/central data processing/ Central Data Processing  Leonardo Oceano Martins
[V http-//diainstaller de /shapes/CH-1/ CHA Mikhail Ulanov, Sergey Chemouhov
http-//dia-installer.de/shapes/chemistry lab/ Chemistry Lab Ryan Stewart
[¥] hitp://dia-installer de/shapes/Circuit 2/ Circuit2 Teny Sturtevant
[ hitp://diainstaller de /shapes/CMOS/ CMOS Jason Kaus
[V hittp://dia-installer de/shapes/digital/ Digttal Jason Kaus
http-//dia-installer de/shapes/edpc/ EPC Steffen Macke
[¥] hitp://dia-installer de/shapes/electric2/ Blectric 2 Manoj Rawat
[ hitp://dia-installer de/shapes/Electrical/ Electrical Killian De Volder
[V hitp://dia-installer de/shapes/electronic/ Electronic Jarda Benkovsky
http-//dia-installer de/shapes/agradient/ Gradient Steffen Macke
[¥] hitp://dia-installer de/shapes/HVAC/ HVAC Joshua A. Shaw
[V hittp://dia-installer de. /LST/ LST lan Smith
[Vl http://diainstaller de/shapes/Optics/ Optics Johann Kell
http-//dia-installer de/shapes/Racks/ Racks Jarda Benkovsky
http://dia-nstaller de/shapes /renewable enengy/ Renewable Enengy W. Martin Borgert
[v] hitp://dia-installer de/shapes/scenearaph/ Scenegraph Alejandro Aguilar Siera
[V hitp://dia-installer de/shapes/value stream mapping/ Value Stream Mapping  Adam Cemy
Cancel Install
4

Figure 10-16. Diashapes

Since you have lots of disk space and there aren’t that many shape sheets, you'll
leave them all selected and click Install. When done, the program shows you a dialog
telling you it installed 21 new sheets, as shown in Figure 10-17. Your number may vary
because there may be more added after the time this book was written.

Diashapes b4

0 21 sheets installed

Figure 10-17. Sheets installed
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You have to exit and restart Dia to see the new sheets.
Once you restart, from the sheet selector, select Other Sheets » Electronics.
Figure 10-18 shows you that you now have a bell.

B rr.dia - diaw.exe - O X

File Edit View Layers Objects Select Tools Input Methods Help

DEEE%E Bxa|aaquw v [
k I Q & | mdia ¥
Tm_m.a.b0||.|,|.1.|_5n1-1.|.|.|10|.|.|.|.|15|w|.|.|kl_§QJ_J

Figure 10-18. Bell
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Let’s drag in the bell and a connecting line. From the result in Figure 10-19, you can
see that you have a problem. The line has an arrow on it.

B *rdia (D:\open.book\book) - diaw.exe — a X

| File Edit View Layers Objects Select Tools InputMethods Help

DEEEa%s X0 aaalw ¢ . HE
Do

T Om ﬂ.n_o""""'E""""“o""""hs""""@"‘,
CINRILIE
RS

Electronic MER

iSeIzcted Standa rd Llne

Figure 10-19. Bell with arrow
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Right-click the line to bring up the context menu and select Properties, as shown in
Figure 10-20.

B “m.dia (D:\open.book\book) - diaw.exe — a X

File Edit View Layers Objects Select Tools Input Methods Help

PEEB%E Bx%B|aaealw N L
Q

m.dia 3
B e 5 I A i R R 15 W S |2 ,I

K| 1 S
Toma
w[\[[w]
W NS
~

l-”|<I|1|II|=|

Electronic

E R
TTTﬂ
©/a %%
& &~ B
a|d|f|=!
REHE
== @&
felfeliclo)

A”A T v

"

— " > s

Selected 'Standard - Line'

s

| L I-I'Io_'

s

Line

Add connection point
Delete connection pgi

L —|
1 i

||I>I|l|

IOM

Figure 10-20. Properties
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The Properties dialog appears. Change the line ending from an arrow to a line and

click OK. Figure 10-21 maps out the controls.

B Properties: Standard - Line x
Line width 010 cm g
Line color | 000 A I|

7]
Line style —
Dash length: 1.00 5

A <<< |
|
Start arrow -y

sze (050 [os0 S]]

- Line gaps <<<]
Absolute start gap | 0.00 il ,

Absolute end gap | 0.00 E’
Close | Apply oK

Figure 10-21. Properties
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This takes care of this line, but what about the next one you draw? Let’s go to the
default line properties on the bottom of the toolbox and change the right line ending to
“no arrow,” as shown in Figure 10-22.

B *m.dia (D:\open.book\book) - diaw.exe - O X

File Edit View Layers Objects Select Tools InputMethods Help

DEE@E%a Bxolaaa|e ¢ &=

R| 1 & @ waex

T m'ma:Iyg.......l.IS.;.l.....Iw.......,I15.,......|39_._J
CINEIRE
W IRE

v

0
ﬁ.
c

-

5w ]

V=]

sl
S lAL TS
TS |
F

e e

Figure 10-22. Line ending
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Now let’s draw the rest of the diagram using the tools and techniques you've seen so
far. The only tricky part is when you want to add a resistor. That’s in the Circuit symbol
sheet. As a final step, you want to put a box around the relay. Draw it in, and you'll see
you get the unpleasant result shown in Figure 10-23.

B *m.dia (D:\open.book\book) - diaw.exe - O X

File Edit View Layers Objects Select Tools Input Methods Help

DEEE%E | Bx0|laaaq|u v [
k I Q -i» m.dia 3

T maU_‘Eul.l|I.I-|_5|I.I|I.I|I1OI.I|I|I|I15I|I.I|I||gO_L|J
SINEIEE B ' b reack
W IEE B —
Circuit vs—_‘
Ak | T B ' |
< o] !
| = &%= ] '
== 0 ]
+][+ ][]« %—
C ]
& ]
4[4 ]
S |10 ]
| ° .,

Figure 10-23. Box
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You need to make it transparent. Also, you need the line to be dotted. So, by righting-
clicking the box, you can go to the Properties dialog, as shown in Figure 10-24.

1 Properties: Standard - Box K
Line width 0.10cm 5|
Line color J2000000) E
Fill color <FFFFFF [

Draw background ‘

Line style
Dash length: 1.00
Corner radius 0.00
Aspect ratio Free
Close Apply

Figure 10-24. Properties

Now the box looks wonderful. Let’s add a few labels to be even more helpful.
Figure 10-25 shows the grand result.
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B *m.dia (D:\open.book\book) - diaw.exe - O X

File Edit View Layers Objects Select Tools Input Methods Help

DEEE%E x0|laaqu: v &
k I Q -iorr.diax

T maUU.|.|.|.|.|_5.|.|.|.|.|10|.|.v.|.|15|,|.|.|kEQ_L,J
SINEIEE B ' b reack
LS IR —
Circuit vs—_‘ R1
2 |on 8w ]
E]'-' ' = ESignal
s ]
X|=< o]
K = £ | ]
== 0 ]
+][+ ][]« %—
G ]
& ]
4[] 4 ;
S |10 ]
i | .,
> 3

Figure 10-25. Final diagram

Congratulations, the result is a decent-looking diagram.
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Summary

Dia comes with hundreds of shapes to support all sorts of diagrams, such as the
following:

o UML diagrams for program design
o Computer network layouts

o Family trees

e Chemistry diagrams

o Civil engineering diagrams

e Organization charts

Although a simple tool, Dia can be used to take complex information and present it
in a nice diagram that should make things easier to understand.
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CHAPTER 11

Using GnuCash

GnuCash is a simple-to-use accounting program. It has several advantages over a
spreadsheet, such as reconciliation and check printing. Also, one of its chief advantages
is that it is simple and easy to use.

In this chapter, you will learn the following:

o Howto create a checking account

e How to enter checks

o Howto create a memo line

e How to print checks

o How to create a savings account

e How to reconcile your bank statement
e How to schedule payments

You can download GnuCash from http://gnucash.org. Follow the usual installation
instructions: download the file, run it, and accept all the defaults.
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CHAPTER 11 USING GNUCASH

Creating a Checking Account

Let’s start by creating a new checking account. When you first start GnuCash, it displays
a GnuCash Tip Of The Day dialog, as shown in Figure 11-1. Like most tips, it’s not that
useful, so click Close.

[E2 GnuCash Tip Of The Day X

Tip of the Day:

To enter multiple-split transactions such as a
paycheck with multiple deductions, click the Split
button in the tool bar. Alternatively, in the View
menu, you can choose the register style Auto-
Split Ledger or Transaction Journal.

[ Show tips at startup [ Close )
Ny

l @ Back H =) Forward \ leose! J

Figure 11-1. Tip Of The Day dialog

You'll also notice the first time you start the program, it starts slowly. It has a lot of
initialization to do. The next time you start the program, it will be much faster.
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CHAPTER 11 USING GNUCASH

You need to create a new account. If you are running GnuCash for the first time, it
will automatically start the New Account Wizard. If not, from the main window, select
File » New File, as shown in Figure 11-2.

o O x
Windows Help
ctri+o
Import »
& save cti+s
B save As... shift+Ctrl+s
& Revert
@ Print... ctri+p
[E Page Setup... shift+Ctri+p
Export »
| Properties Alt+Return
1 d.gnucash
2 c.gnucash
3 cash.gnucash
@ Close Ctri+Ww
B quit ctr+Q
|
Create a new file || A

Figure 11-2. Main window
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The New Account Wizard starts and displays the information screen shown in
Figure 11-3. Click Forward to continue.

GnuCash - O x

New Account Hierarchy Setup

This assistant will help you create a set of GnuCash
accounts for your assets (such as investments, checking or
savings accounts), liabilities (such as loans) and different
kinds of income and expenses you might have.

Click *Cancel if you do not wish to create any new accounts
now.

5

proward [ @ el

Figure 11-3. New Account Wizard, first screen
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Next the system wants to know what currency you use. Since we are in the United
States, we're going to use the United States dollar, as shown in Figure 11-4. Again, click
Forward to continue.

[E8 GnuCash - O x

Choose Currency

Flease choose the currency to use for new accounts.

&

| GeBack n_.a;m][ @ cancel |

Figure 11-4. Currency type
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The next screen, as shown in Figure 11-5, allows you to set options for your set of
accounts (called a book in GnuCash terms). In this example, you are not doing anything
fancy, so leave the defaults alone and click Forward.

[E8 GruCash - ] x

New Book Options

@;@ Budgeting | Business | Counters |

i|_| Use Trading Accounts
iDay Threshold for Read-Only Transactions (red line): 0 =
| use split Action Field for Number

Reset defaults |

| &= Back }[G;Eomrd“ egamelj

Figure 11-5. Book options
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USING GNUCASH

Now you need to select what type of accounts you are creating, as shown in
Figure 11-6. At the top of the list is Simple Checkbook. Select that and click Forward.
(You are permitted at this point to wonder how many steps are left in this wizard! Don’t

worry, you're almost there.)

[E8 GnuCash

Select categories that correspond to the ways that
you select wall cause several accounts to be creat

Business Accounts
Car Loan
CD and Money Market

Select Al | Clearal |

Category Description

Use this if you just want to balance your
checkbook. Later on, you can start tracking
income and expenses in more detail if you feel
the need.

relevant to you. You can always create additional accounts by hand later.
iple Checkk | Accounts in ‘A Simple Checkbook'

- o ®

Choose accounts to create

u will use GnuCash. Each category
. Select the categories that are

= g Current Assets
@ Checking Account
v @ Equity
@ Opening Balances
& Expenses
Q Income

o

Mt |

e | om0 coa

Figure 11-6. Selecting account types
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Now you come to the screen where you get a list of accounts and can set the initial
value of your checking account, as shown in Figure 11-7. In this case, let’s say you have

$3,000 in the bank, so click next to the Checking Account entry and enter 3000. Then
click Forward.

[E8 Gnutash - o =

Setup selected accounts

If you would like to change an account's name, click on the row containing the account,
then click on the account name and change it.

Some accounts are marked as "Placeholder”. Placeholder accounts are used to create a

hierarchy of accounts and normally do not have transactions or opening balances. If you
would like an account ta be a placehold click the checkbox for that t

If you would like an account to have an opening balance, click on the row containing the
account, then click on the opening balance field and enter the starting balance.

Note: all accounts except Equity and placeholder accounts may have an opening balance.

IAccnunt Name s |Type Placeholder |Opening Balance
v i@ Assets Asset J

- ﬂ Current Assets Asset v

dng Accour Ba 3.00
= g Equity Equity v zero
@ Opening Balances Equity zero
= Exy T
&t Income Income

i @ Back ”m;ﬂ(” anncell

Figure 11-7. Account setup
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Finally, you reach the Finish Account Setup screen, as shown in Figure 11-8. Rejoice
and click Apply.

[E8 GruCash - O

Finish Account Setup

Press " Apply' to create your new accounts. You will then
be able to save them te a file or database.

Prass " Back' to review your selactions.

Press " Cancel' to close this dialog without creating any
new accounts.

G

| @eBack iM | € Cancel

Figure 11-8. The end of the wizard

One more screen appears so that you can save your work, as shown in Figure 11-9.
Enter a file name and click Save As.

B Save ..

Data Format: | xml

Mame: —oua.!.li-nel-

Saveinfolder: |+ |[User | Documents

Create Fo]defl

|Places |Name - |5ize | Modified | |*
@, search My Blustooth 4/14/2016
@ Recently Used
| Documents |
| user
[ Desktop H
. 05 (C:)

- small (D:)

Figure 11-9. Saving the file
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Finally, after much effort and lots of wizard work, you have reached the Accounts
screen, as shown in Figure 11-10. Initially you won’t see your checking account, but
by clicking the triangles next to Assets and then Current Assents, you can expand the

hierarchy and see your new checking account.

. oualline2.gnucash - Accounts - GnuCash = O X
File Edit View Actions Business Reports Tools Windows Help
New Delete
Total Hy

v im Assets Assets $3,000.00

Current Assets $3,000.00

fmt Checking Accour Checking Account $3,000.00

Equity $3,000.00

fm Expenses Expenses $0.00

f® Income Income $0.00

Profits: £0.00

[S. Grand Total: Net Assets: $3,000.00

[

Figure 11-10. Accounts screen
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Click Checking Account to select it, as shown in Figure 11-11, and then click the
Open button to open the account.

oualline2.gnucash - Accounts - GnuCash - [m] '

Eile Edit View Actions Business Reports Tools Windows Help

oo S8 @ M @

Save Close Open | Edit New Delete
‘ Total ‘!&
Assets Assets $3,000.00
f® Current Current Assets $3,000.00
i Checking Accour Checking Account $3,000.00

b fm Equity Equity $3,000.00

fm Expenses Expenses $0.00

fm® Income Income $0.00
ls. Grand Total: Net Assets: $3,000.00 Profits: $0.00 | =

|
1/
Figure 11-11. Opening an account
The ledger appears, as shown in Figure 11-12.

[28 oualline2 gnucash - Checking Account - GnuCash - o X

File Edit View Trapsaction Actions Business Reports Tools Wndows Help

E o BH & O o £ B ® = #

Save Close Duplicate Delete Enter Cancel Blank Split Jump  Schedule  Transfer Recuncde

Num Equity:Opening B. Withdrawal
05/19/2017 | | [n] | |

[« &

Present: $3,000.00  Future: $3.000.00 Cleared: $0.00 Reconciled: $0.00 Projected Minimum: $3.000.00
Saturday 01 April 2017

R

Figure 11-12. Ledger window
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Writing Checks

Now let’s write a check for your monthly rent. There’s already a blank entry at the bottom
of the ledger, so click in the Date field to select the date. Set the date of the check in the
calendar that appears.

The Num field is next. Press Tab to go to it and enter the check number, 100. Press
Tab to go to the next field, Description. Enter the name of the payee. Go to Transfer by
pressing Tab. Leave the default here and press Tab. This is not a deposit, so press Tab to
go to Withdrawal and enter the amount, 1000.

Press Tab again, and the balance is computed. Press it once more and a new line
opens so you can start the process all over again. Figure 11-13 shows the result.

E8 “oualline2.gnucash - Checking Account - GnuCash - o x
Fle Edit Ti tion Actions Business Reports Tools Windows Help
e = / =3
1) 5 0 0 o 3 =
Save 1 C Jump
'y
017 Opening e ity Balances |n 00.00 3,000.00
04/02/2017 | 100" | Big Appartment Company balance-UsD | n 1.000.00 2.000.00
EWlNnum | Descrptior rransfer |n Deposit | withdrawa lance

Present: $2,000.00 Future: $2,000.00 Cleared: $0.00 Reconciled: $0.00 Prt_ljected ini :$2.000.00
Sunday 02 April 2017

&

Figure 11-13. New check
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Now let’s add a few more checks, as shown in Figure 11-14.

[28 *ocualline2.gnucash - Checking Account - GnuCash

File Edit View Trapsaction Actions Business Reports Tools Windows Help

USING GNUCASH

=

Save

Q

Close
@ Accounts |fm Checking Account &

=9

Duplicate Delete

©

Enter

Q

Cancel

B =

Blank split Jump

&
Schedule

3,000.00 |

04/01/2017 Opening Balance Equity:Opening Balances |n 3,000.00
04/02/2017 (100 | Big Appartment Company Imbalance-USD | n 1,000.00 2,000.00
04/02/2017 |101 | Gas Company balance-USD | n 135.87 l.864.13|
04/02/2017 [ 102 Electric Company Imbalance-USD | n 255.55 1.608.58
04/02/2017 |103 | Vet Imbalance-USD | n 997.35 611.23 |
WINum | Description Transfer | n Deposit | Withdrawal Balance
4
A

Present:$611.23 Future:$611.23 Cleared: $0.00 Reconciled: $0.00 Projected Minimum: $611.23
Sunday 02 April 2017

Figure 11-14. Checkbook with a few checks written

Working with a Memo Line

By default your ledger displays information in a compact format. This leaves you no
room for a “memo” line. Say you want to put something like “April Rent” on your rent
check for April. To do this, select View » Double Line, as shown in Figure 11-15.

[E8 “tmp.gnucash - Checki - GnuCash - a X
File Edit N rapsaction Actions Business Reports Tools Windows Help
86— Toolbar 7 —_ 4 =
= Summary Bar 0 Q & EE] W =Y i d E ;
Save Status Bar Enter Cancel Blank Split Jump  Schedule = Transfer Reconcile
Basic Ledger

Auto-5plit Ledger
Transaction Journal

Equity:Opening Balances | n 3.000.00 3.000.00

Double Line Imbalance-UsD | n | 1,000.00 2,000.00
n
Sort By...
Eilter By...
) Refresh ctri+R
New Accounts Page

N

Present: $2,000.00 Future:$2,000.00 Cleared: $(1,000.00)
Show two lines of information for each transaction

Reconciled: $0.00 Projected Minimum: $2,000.00

Figure 11-15. Selecting Double Line
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This gives you the expanded ledger shown in Figure 11-16 and allows you a place to

enter the memo.

[8 “tmp.gnucash - Checking Account - GnuCash - [m] x
g 9

File Edit View Trapsaction Actions Business BReports Tools Wndows Help

E o B O O o £ BH ® B # &

Save Close Duplicate  Delete Enter Cancel Blank split Jump  Schedule = Transfer Reconcile

f@ Accounts &3 Savings @ |fm Checking Account @

04/01/2017 Opening Balance Equity:Opening Balances |n 3.000.00 3.000.00

04/02/2017 [ 100 Big Appartment Company bal UsSD (c 1.000.00 2,000.00

05212017 | Num | Transfer |n Deposit| Withdrawal Balance
Action | Notes

[<'g

Present: $2,000.00 Future:$2,000.00 Cleared: $(1,000.00) Reconciled:$0.00 Projected Minimum: $2,000.00
Enter a description of the transaction

B

Figure 11-16. Double lines for each entry

To turn it off, simply select View » Double Line again.

Printing Checks

Adding checks to the ledger is only half the battle. You need to print them as well. One
way is to hand-write them, but if you have a computer, why not let the computer do
it? To print a check, click the check in the ledger and select File » Print Checks, as

demonstrated in Figure 11-17.
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ouallin Checking Account - GnuCash - a X
. it View Trapsaction Actions Business Reports Tools Wndows Help
" New File ctd+N ] i p=
# open... ctd+o o o i E ® & v =
Enter Cancel Blank Split Jump  Schedule  Transfer Reconcile
Import »
B save ctri+s
8 save as... Shift+Ctrl+s &
& Revert Equity:Opening Balances | n 4 3,000.00 | |
— ny Imbalance-UsD | n Deposit 1,000.00 2,000.00
balance-USD [n 135.87 1,864.13
@_ Page Setup... shift+Cti+pP Imbalance-USD | n 255.55 1,608.58
Export 4 balance-UsD | n 997.35 611.23
.| Properties Alt+Retumn L
1 oualline2.gnucash
2 oualline.gnucash
3 d.gnucash L/
4 c.gnucash X
: $0.00 Reconciled: $0.00 Projected Minimum: $611.23
& Close ctri+w |
[ TS redLn L 4

Figure 11-17. Printing a check

The Print Check dialog appears, as shown in Figure 11-17. At the top there is a
“Check format” pull-down that allows you to select from several different types of
standard laser printer check formats. For example, in Figure 11-18, we have selected
Dulex(tm) Personal Checks US Letter.

[E Print Check X

Check format:

Check position: lTnp '.;.]
Checks on first page: 2
Date format: I No Fancy Date Format ﬂ

Months: () Number (_) Abbreviation (_) Name
Years: [J] Include Century
Format: %mpBedfeY

Sample:05/20/2017

Address Gas Company

| @ueb | ©cancel || Q‘gn'nt |

Figure 11-18. Selecting a check format
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The dialog also lets you choose whether the check is on the top, middle, or bottom of

the paper. Click Print to print the check.

Note If you are printing checks for the first time, we suggest you make several
copies of a blank check to practice on before using the real thing. Sometimes the
positioning of the various fields is off.

Creating a Savings Account

Let’s say you have a savings account as well. Because this is not part of the simple
checking account setup, you need to add it. In the main window, click the Accounts tab

and then the New icon on the toolbar, as shown in Figure 11-19.

[28 oualline2.gnucash - Accounts - GnuCash = a X
File Edit View Actions Business Reports Tools Wndows Help

0 5 @ @ @

Save Close Open  Edit MNew Delete

ﬁ\@mmlﬁ Checking Account A|

Accounaiia . IDescription | Total IQ&

Assets $611.23
Current Asset $611.23

2 Checking Accour Checking Acc | $611.23
b i Equity Equity el $3,000.00
@ Expenses Expenses $0.00
@ Imbalance-UsD $2,388.77
ﬁ Income Income $0.00

| $. Grand Total: MNet Assets: $3,000.00 Profits: $0.00 i

Figure 11-19. Creating an account
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The New Account dialog appears, as shown in Figure 11-20. For the account name,
enter Savings. For Parent Account, select Current Assets. Click the Opening Balance tab

to g0 to the next screen.

[E8 New Account - Assets:Current Assets: Savinis X

Account Type

Parent Accoun’

Identification

Account code:

Description: _ |
Security/currency: | USD (US Dollar) [ select...|
Smallest fraction: [ Use Commodity Value ﬁ.]
Account Color: [ [ | HDefa ultl
Notes:

Tax related _] Hidden
|_] Placeholder

& Checking Acco
b @@ Equity

(@ e | [HO0EN)

Figure 11-20. New Account dialog
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After clicking Opening Balance, you will see the screen shown in Figure 11-21 where
you can enter this information and then click OK. Don’t worry if you forget the opening
balance; you can always add a ledger entry for the opening amount.

E Mew Account - Assets:Current Assets:Savings X

 General i Opening Balance |

Balance Information

Balance: | 10000|

Date: 05/20/2017

Initial Balance Transfer

(® Use equity 'Opening Balances' account

(O Select transfer account

b 48 Assets

b & Equity
@ Expenses
£ Imbalance-USD
# Income

| @reb | | ®cancel || @0k |

Figure 11-21. Opening Balance setting
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Now you will see the familiar Accounts screen (Figure 11-22). Select Savings and
then click Open to get to the ledger for your new account.

*oualline2.gnucash - Accounts - GnuCash —_ O X

File Edit View Actions Business Reports Tools Windows Help

oo =2 @ @ &

Save Close Open |\ Edit New Delete

A
$10,611.23
£611.23
£10,000.00
b fm Equity Equity $13,000.00
fm Expenses Expenses $0.00 [
__fmt Imbalance-UsD $2,388.77 Y
1$, Grand Total: Net Assets: $13,000.00 Profits: £0.00 ':]
A

Figure 11-22. Account list with savings account

Now let’s add an entry to indicate a savings-to-checking transfer, as shown in
Figure 11-23. Set the field values as follows:

Date: Leave the default for today.
Num: Leave this blank.
Description: Enter Savings » Checking.

Transfer: Click the pull-down and select Current Assets: Checking

Account.
Increase: Leave this blank.

Decrease: Enter 3000.
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[e8 *oualline.gnucash - Savings - GnuCash - O X
File Edit View Trapsaction Actions Business Reports Tools Wndows Help
L o & O © o % ® & & B
Save Close Duplicate  Delete Enter Cancel Blank Split Jump  Schedule  Transfer Reconcile

f Accounts [fm Savings B

05/20/2017 Opening Balance Equity:Opening Balances 10,000.00 10,000.00

05/20/2017 Savings -> Checking Current Assets:Checking Account 3,000.00 7,.000.00
o Num Descnption Transter |n Increase Decrease Bsalance

3

[«\g

Present: $7,000.00 Future:$7,000.00 Cleared:$0.00 Reconciled:$0.00 Projected Minimum: $7,000.00
Saturday 20 May 2017

D

Figure 11-23. Savings ledger

Now let’s go back to the Accounts tab and open your checking account. Figure 11-24
shows you that a new entry has been added for the transfer you just made.

|28 oualline2.gnucash - Checking Account - GnuCash - O X

File Edit View Trapsaction Actions Business Reports Tools Wndows Help
L o & O © o % ® % W
Save Close Duplicate  Delete Enter Cancel Blank Split Jump  Schedule  Transfer Reconcile
fm Accounts g Savings @ |fm Checking Account

3,000.00] |_ 3.000.00

04}01;2017 r‘, ing Balance T Equity:Opening Balances T

n

04/02/2017 | 100 Big Appartment Company Imbalance-UsSD |n 1,000.00 2,000.00
04/02/2017 |101 | Gas Company Imbal. USD |n 135.87 1,864.13
04/02/2017 | 102 Electric Company Imbalance-USD | n 255.55 1.608.58
04/02/2017 (103 | Vet Imbal. USD |n 997.35 611.23
05/20/2017 Savings -> Checking Assets:Current Assets:Savings | n 3.000.00 3.611.23
17| \Ej Num Description '-u'.l'.'_\.'-(_'l' n Deposit ..n’.':li..'\?..".f'l‘r al Bur‘rfi. e

P

v

Present: $3,611.23 Future:$3,611.23 Cleared: $0.00 Reconciled: $0.00 Projected Minimum: $3,611.23
Saturday 20 May 2017

D

Figure 11-24. Checking account with transfer
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Reconciling Checks

Every month you get a statement from the bank indicating how much money they think
you have in the bank. Sometimes it’s the same amount as you think you have in the
bank. So, every month you need to go through the process of reconciliation to correct any
errors you've made in your ledger. (The bank never makes an error.)

To start the reconciliation process, click the Reconcile icon, as shown in Figure 11-25.

[ ocualline2.gnucash - Checking Account - GnuCash - [m] X
File Edit View Trapsaction Actions Business Reports Tools Wndows Help

E o B O O © £ B ® & #

Save Close Duplicate  Delete Enter Cancel Blank Split Jump  Schedule T r Reconcile

f@ Accounts g Savings @ |fm Checking Account

04/01/2017 Opening Balance Equity:Opening Balances |n 3,000.00 3,000.00
04/02/2017 | 100 |Big Appartment Company Imbalance-UsD | n 1,000.00 2,000.00
04/02/2017 |101 | Gas Company Imbal. USD |n 135.87 1,864.13 |
04/0272017 | 102 | Electric Company Imbalance-USD |n 255.55 1,608.58
04/02f2017 | 103 Vet Imbalance-USD |n 997.35 811.23|
05/20/2017 Savings -> Checking Assets:Current Assets:Savings | n 3.000.00 3.611.23
Description Transfer | n Deposit | Withdrawal Balance

#

v

Present: $3,611.23 Future:$3,611.23 Cleared: $0.00 Reconciled: $0.00 Projected Minimum: $3,611.23 .

Saturday 20 May 2017 Y

Figure 11-25. Starting the reconciliation process
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A Reconcile dialog appears (Figure 11-26.) This gives you a chance to enter the date
of the statement as well as the ending balance. It also gives you an excellent example of
what happens when you try to put a long title in a small dialog.

Assets:Current Assets:Checking Account - Re...

Reconcile Information

Statement Date: | 05/01/2017
Starting Balance: $0.00
Ending Balance: |611.23 ~

[] Include subaccounts

| Enter Interest Payment... | ’

l annceln OQK j

Figure 11-26. Reconcile dialog

Another dialog appears also titled Reconcile. (We'll call the one in Figure 11-26 the
“big” Reconcile dialog.) It lists the unreconciled transactions and gives you a chance to
add them to the statement by checking them off.

If you check off the correct items, the Ending Balance and Reconcile Balance values

should be the same. If they aren’t, you can go back into the ledger and fix any mistake
you made and try again.
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Scheduling Checks

Unfortunately, paying rent is not a one-time occurrence. You need to do it every month.
Let’s tell GnuCash about this so it can schedule a payment every month. Click in the rent
entry and then click the Schedule tool. Figure 11-27 illustrates this process.

|28 *oualline.gnucash - Checking Account - GnuCash - O X
File Edit View Trapsaction Actions Business Reports Tools Wndows Help
5 o - & 0 ©
Save Close Duplicate  Delete Enter
fm Accounts | Checking Account

® =B | # B

Jump  Schedule  Transfer Reconcile

3,000.00

04/01/2017 Opening Balance Equity:Opening Balances |n 3,000.00
| 04/02/2017 | 100 Bic nent Imbalance-USD | n Deposit 1,000.00 2,000.00
04/02/2017 |101 | Gas Company Imbal. USD |n 135.87 1,864.13
04/02/2017 | 102 Electric Company Imbalance-USD | n 255.55 1.608.58
04/02/2017 (103 | Vet Imbal. USD |n 997.35 611.23
05/20/2017 Savings -> Checking Assets:Current Assets:Savings | n 3.000.00 3.611.23
05/21/2017 n
F 4
L
Present: $3,611.23 Future:$3,611.23 Cleared: $0.00 Reconciled: $0.00 Projected Minimum: $3,611.23 -
Big Appartment Company Y

Figure 11-27. Starting the scheduling process

269



CHAPTER 11 USING GNUCASH

The Make Scheduled Transaction dialog, as shown in Figure 11-28, appears. Initially
it will try to schedule the transaction as Daily. Your landlord is greedy but not that
greedy. He wants his rent monthly. So, change Frequency to Monthly. Also, you want
checks to be written on the first of the month, so start the series on May 1 (5/1/2017)
by changing Start Date. The schedule on the right side will change to reflect your new
schedule. Clicking OK stores the schedule.

eduled Transaction X

Nam Big Appartment Company| View: 4 months | = I

Frequency:| Monthly |
Start Date: 05/01/201

Ar

1[z2[3[2a[s5]6
7 8|9 [10]12]22]23
14|15|16]17[18[19]20
21(22]23]24(25(26]27
1 05/21/2017 2829]30[31[1[2[3
(O Number of Occurrences: 1 4|5|6|7|8|9 (10
11[12[13]14[15[16]27
18|19]20]21[22[23]24
25|26/27]2829(30] 1
2(3fas]|6]7]s
9 [10[11[12]13]14]15
16[17|18[19|20(21]22
23|24|25]26[27]28]29
30[z1[1]2]34a]s
67|89 |10[11]12
13[14]15]16[17[28]29

20[21]22|23 26
27|28)29|30

| Advanced... || @cancel || @ox |

a

May

End:

Jun

Jul

Aug

Figure 11-28. Making a scheduled transaction

270



CHAPTER 11 USING GNUCASH

Now let’s wait until May 1 passes. Let’s see whether any scheduled transactions are
pending by selecting Actions » Scheduled Transactions » Since Last Run, as shown in
Figure 11-29.

*ouall king Account - GnuCash - a X
File Ed ction Business
B Online Actions » =] —. o o =
E g LB a Scheduled Transaction Editor =
Save Close Duplical Budget » Reconcile
# Transfor... T age & Loan Repayment...
K% Reconcile... A
04/01/2017 Stock Split... ,000.00 3.000.00
04/02/2017 | 100 View Lots... Deposit 1,000.00 2,000.00
04/02/2017 (101 Gas C_I:Irl & Blank Transaction ctri+Page Down 135.87 1,864.13
04/02/2017 | 102 Electric . ) jalance-USD |n 255.55 1,608.58
04/02/2017 |103_| Vet S EITITZE alance-UsD | n 957.35 611.23
- Edit Exchange Rat - - -
05/20/2017 Savings| = 'he ;j nge Rate ets:Savings [n| _ 3,000.00 3.611.23
+ { ...
05/21/2017 n
P jump
Check & Repair 3
Reset Wamnings...
Repame Page
v

Present: $3,611.23 Future:$3.611.23 Cleared: $0.00 Reconciled: $0.00 Projected Minimum: $3,611.23
Create Scheduled Transactions since the last time run ||

Figure 11-29. Checking for scheduled transactions
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The Since Last Run dialog appears, as shown in Figure 11-30. Your rent check is

marked To-Create. Let’s create all the pending transactions by clicking OK.

Figure 11-30. Since Last Run dialog

[E2 since Last Run... X
|Transar,t|on istatus |value
< Big Appartment Company
05/01/2017
|_| Review create ctions
[ &Qamal.“ @ oK J

The dialog disappears, and you now have a rent transaction in the ledger

(Figure 11-31). All you have to do is change the check number and print it.

Present: $2,611.23 Future:$2,611.23 Cleared: $0.00 Reconciled: $0.00 Projected Minimum: $2,611.23

[8 *ocualline2 gnucash - Checking Account - GnuCash - a X
Eile Edit View Trapsaction Actions Business Reports Tools Wndows Help
- g . — P
& o o e O 2 ® B e
Save Close Duplicate Delete Enter Elank split Jump  Schedule = Transfer Reconcile
f® Accounts |§m Checking Account &
A
04/01/2017 Opening Balance Equity:Opening Balances [n 3,000.00
[ 04102/2017|100 |[Big Appartment Company Imbalance-USD |n 1,000.00 2,000.00
04/02/2017 (101 Gas C Imbalance-USD |n 135.87 1,864.13
04/02/2017 | 102 Electric Company Imbalance-UsD |n 255.55 1,608.58
04/02/2017 | 103 |vet balance-usD |n 997.35 611.23
05/01/2017 | 100 | Big Appartment Company Imbalance-USD |n 1.000.00 (388.77)
05/20/2017 Savings -> Checking Assets:Current Assets:Savings |n 3,000.00 2,611.23
05/21/2017 n
Py
_'

Big Appartment Company

Figure 11-31. Ledger with scheduled transaction
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Summary

GnuCash is actually a pretty good basic accounting program, which means that it has
tons more features than covered here. It can handle not only basic accounts such as
checking and savings but also investments, loans, and many other types of items.

It also has a reporting system so you can generate a variety of reports, such as
tracking income and expenses. If you have the accounting knowledge to use it, this
program is more than enough for home use.
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CHAPTER 12

Editing Audio with
Audacity

Computers and the Internet have revolutionized the music business. Before the Internet,
you had to go to a record store or use mail order to get a song. Now you just download it
from your favorite online store.

Audio recording and processing have undergone a revolution as well. What used to
take a studio full of expensive equipment now can be done with a personal computer
and in real time.

In this chapter, you will learn the following:
e How to convert between various audio encoding formats
o Howtodice, slice, and splice together audio clips

e How to mix audio tracks to add background music to a voice file

A Half-Hour of Hell for 60 Seconds of Air Time

One of the authors of this book (Steve Oualline) used to write fiction and sold nothing.
But one of his stories was selected for a local authors’ show on KPBS, San Diego’s
public radio station, and he got to read his story for on-air broadcast. Getting selected
was one of the happiest moments of his life. Reading his story into a microphone was
one of the worst.
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The story started like this:

Howard knew he was in trouble when he opened the front door and saw his
wife, Yvonne, crying. “Oh, Howard,” she sobbed, “I wanted to surprise you
tonight and cook you a spaghetti dinner just like I did ten years ago when
you proposed to me, but I can’t.”*

That’s not how it was recorded. The recording took place in a small studio. Steve sat
in front of a microphone with the host. In the booth behind him sat the producer who
spoke to him through earphones. The recording session went like this:

Steve: “Howard knew he was in when he opened.”
Producer: “You missed a word, try again.”

Steve: “Howard knew he was in trouble when...”
Producer: “Too wooden. We need more feeling.”
Steve: “Howard knew he was in trouble...”
Producer: “Too fast. Start again.”

Steve: “Howard knew he was in trouble when he opened the front
door and saw his wife, Yvonne, crying. <pause> Was that OK?”

Producer: “Keep going.”

Steve is happy to report that he did get better as he went along (although it went
from being abysmal to being just plain lousy). The entire ordeal with like doing a
performance with a heckler in your ear. The only bright spot, aside from getting his
work on the radio, was that although he had to put up with the producer, he had to put
up with me.

Needless to say, the producer had to do a bit of editing. For that he used a $20,000
professional sound mixer/editor. You're going to do the same thing with a personal
computer and some free software.

'The entire short story is available on Apress.com. After 20 years, it deserves to be published
somehow.
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Getting Started with Audacity

Audacity is an open source audio editor. It would have been an ideal tool for the producer
at KPBS to use to cut out 95 percent of the recording session he couldn’t use, if it had
existed at the time. It allows you to record from a variety of media, edit soundtracks, add
effects and filters, and generally do a lots of other fancy audio-editing stuff.

You can download it from www.audacityteam.org/. To install it, run the file and
accept the defaults.

When you start the program, the splash screen appears, as shown in Figure 12-1. It
gives you some pointers to where you might find help. Click OK to dismiss the dialog.

Welcome to Audacity! X

Mﬂudaeity

Audacity 2.1.3

How to get help
These are our support methods:

+ Quick Help - if not installed locally, view online
« Manual - if not installed locally, view online
« Forum - ask your question directly, online.

More: Visit our Wiki for tips, tricks, extra tutorials and effects plug-ins.

[ Don't show this again at start up

Figure 12-1. Audacity splash screen

The main editing window will open. Initially the soundtracks will be empty. If you
record some audio or load some audio files, they will appear in the window, as shown in

Figure 12-2.
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& Audacity - [} X
File Edit View Transport Tracks Generate Effect Analyze Help

TT =] 0[] P L Erststoiass a0 -30-3s0 272421 04612 5 5 §
(v HR) W ®) (o o e
L —

) L. g . WE@ ] oo & plelRe]p|ie. .t

v 18.0 1 20.0 21.0 220 23.0 24.0 25.0 V .0 270

>

x| Audio Track v | 1.0
Stereo, 44100Hz
32-bit float 0.5-
Mute | Soko

i

<
“IProjectRate (Hz): SnapTo:  Selection Start

@Ena OlLengtn

a0 <] |fon  |[0@ROGmMOD000S 00 m
Rmrdiﬁ Paused. Click and draﬁ to select audio Actual Rate: 44100

Figure 12-2. Audacity editing window with sound

If you have a built-in microphone on your computer, you can use it to record
some audio. This is a demonstration sound file, not a production sound file. If you are
recording audio for real, get a decent microphone.

Start by clicking the red Record button and begin to speak. To stop recording, click

the square stop button.
To save your file, select File » Export Audio, as shown in Figure 12-3. (Don’t use File

» Save because this saves the editing project.)
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& Audacity - m} K

ﬁ‘ﬁ'sm Tracks Generate Effect Analyze Help
New N | T 2§ |2 Pl srses

o W0 | pler k| 0k hadiia s w i adsie s 30

e - (@[ wn] || @ #lo[2]elp]io .
+W

Save Project Cutes  [E0)Recor | 4) |Speakers / Headphones (Re ||

Save Project As... 21.0 220 23.0 240 250 26.0 27.0

Save Compressed Copy of Project... : : ' : : : : !

Check Dependencies...

Edit Metadata Tags...

>

Import

Export Selected Audio...

Export Labels...

Export Multiple... Ctrl+Shift+L
Export MIDL...

Apply Chain...
Edit Chains...

Page Setup...
Print...

Exit Ctrl+Q

<

< I >
§|Projeu Rate (Hz): Snap To: Selection Start: @End OLength Audio Position:

e ] |for | GOROOWEE00ET

Stoj

Figure 12-3. Exporting audio

If you want to follow along with the original sound file, you can download it from
Apress.com. The clip we recorded has some deliberate mistakes (and probably some
inadvertent ones).

The Export Audio dialog appears, as shown in Figure 12-4. Enter the file name in the
“File name” field and use the “Save as type” pull-down to select MP3 Files. (The MP3
format is the most common compressed audio format.)
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& Eport Audio X
Savein: | | 12eudosuppot v @@ @
* MName £ Date modified Type Size
Mo i match rch.
e tems match your sea
[ |
Desktop
m
Libraries
This PC
Nz;work
File name: ) v| | _Save |
Save as type: MP3 Fies vi | Cancel
Format Options
Bit Rate Mode: (@) Preset () Variable (O Average () Constant
Quality | Standard, 170-210 kbps ~
Variable Speed: |F»an v
Channel Mode: (8 Joint Stereo (O Stereo  [] Force export to mono

Figure 12-4. Export Audio dialog

Clicking Save starts the save process, but there is a problem. The program needs an

audio converter called LAME to create MP3 files, so a dialog pops up, warning you of this

fact, as shown in Figure 12-5. You need LAME, so click Download.

Locate LAME

Audacity needs the file lame_enc.dll to create MP3s.

Location of lame_enc.dll:

[ lame_enc.dll ‘

To get a free copy of LAME, click here -->

X

| ok

Figure 12-5. Locate LAME dialog
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OPEN SOURCE NAMING

A lot of work goes into the choice of a name for a commercial product. After all, a lot of money is
going to be spent marketing the name to the masses and telling the world how great this product
is. The name will even be trademarked so no one else can use it. Companies have been known
to hire poets at great expense just to come up with the perfect name for a new product.

Open source project makers tend to adopt cute names. This started with the first series of
software tools called the GNU project. GNU stood for Gnu is Not Unix. In other words, it’s a
recursive name.

You will be using the popular MP3 encoder called LAME. This stands for LAME Ain't an MP3
Encoder. (Let’s see, bad grammar, a recursive name, and slightly misleading—it’s the perfect
open source project name.)

Obviously, calling a program LAME is not designed to sell a lot of programs. It’s almost as bad
as calling a car “No Goes.”?

The Download button takes you to the web page shown in Figure 12-6. We are on a
Windows machine, so we will follow the link “LAME installation section.

‘E fﬂl@ Geometry Textbook Chaptel &3 FAQ:nstallation, Startup X+ = x

0
O | snual.audacityteam.org/man/faq_installation_and_plug_inshtmizlam [ % = /. ©

How do | download and install the LAME MP3 encoder?

Because of software patents_Audacite cannotincluda MP? encoding software or distribute such
software from its own v LAME installation Jstructions to download and install the
free and recommended LAM Uparty encoder to export MP3 files with Audacity. See the LAME
Legal Issues page for mgfluetails.

= Windows: See the LAME installation section on Installing and updaling Audacity on Windows.

= Mac: See the LAME installation section on Installing and updating Audacity on Mac.

» Linux/Unix: See the LAME installation section on Installing and updating Audacity on Linux.
back to top

Figure 12-6. LAME installation page

2Va is Spanish translates to “goes” in English. This explains why the Chevy Nova sells poorly in
Spanish-speaking countries.
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This takes you to the screen shown in Figure 12-7, which is a more detailed page on
where to get LAME.

‘ B S | ) Geometry Textbook Ch: & Installing and upda X [ free mp3 converter - La ‘ + v -

a
é % o | -ns.-1u.aZ.audacityteam‘org_-m.ar-uv,-.:,! ing_and '.J::d.)tll‘.{__: audacity_on_w m * | = z‘_ IQ

Installing LAME on Windows

Because of software patents, Audacity cannot include MP3 encoding software or distribute such
software from its own w ructions to download and install the

free and recommended P73 files with Audacity. See the LAME
Legal Issues page for mor

. Go to the external LAME download page
Left-click this link, do not right-click.
2. Directly undemeath "TO DOWNLOAD Lame and FFmpeg for Windows, click links BELOW:", left-click the
link Lame v3.99.3 for Windows.exe and save the file anywhere on your computer.
3. Double-click "Lame v3.99.3 for Windows.exe" to launch it (you can safely ignore any wamings that the
"publisher could not be verified”).
4. Follow the Setup instructions to install LAME for Audacity, making sure not to change the offered

installation location of "C:\Program Files\Lame for Audacity” (or "C:\Program Files (x86)\Lame for Audacity”
on a 64-bit version of Windows).

Figure 12-7. More detailed LAME installation page

Clicking the link takes you to the download page for LAME, as shown in
Figure 12-8. Scrolling down a little, you see where you can download the installer for
LAME. Download the file, run it, and accept all the defaults for the installation.
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B & | @ Geometry Textbook Ch: | o Installing and updating 3 free mp3 converter X =+ =

a
&~ = 0O |Iarn-e.buanzo.org,-’f-'[ame\-.-undl ﬁ| = 7 »

TO DOWNLOAD Lame and FFmpeg for Windows, click links
BELOW:

The Audacity(r) QA Team suggests users download the ZIP version instead of

the .EXE or .DMG (for Mac) versions. If you use the installers, and Audacity does not
detect LAME, download the ZIP option, extract the files inside to a well known folder,
then open Audacity, go to Library Preferences and configure it to search on the well
known folder you extracted the files to.

NOTICE: MacAfee and at least one other antivirus flags this site as unsafe,
which is a false pag® AFE, but always check your
downloaded file<

RECOMMENDED .staller Package for Windows:
Lame v3.99.3 for Windows.exe - (SHA256 SUM here)

ZIP OPTION:
libmp3lame-win-3.99.3.zip (Issues? Some help HERE)

If you need a newer version of Lame, here is ¥3.99.5 in a ZIP file, known to work
with Audacity 2.x. You can also find 2.98.2 that is known to work with 1.3.x

FFMPEG (not for mp3 export), RECOMMENDED ZIP OPTION: ffmpeg-

Figure 12-8. LAME download

Once the LAME encoder is installed, you are back at the Local LAME dialog and can
click OK. The MP3 file format contains not only audio but some metadata as well. This
includes the artist, song name, album, and other information. When you click OK, the
Edit Metadata Tags dialog appears, as shown in Figure 12-9. Since you care about the
audio only, you won't set any tags here. Click OK.
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Edit Metadata Tags

Use arrow keys (or ENTER key after editing) to navigate fields,

Tag

Artist Name I
Track Title

Album Title

Track Number
Year

Value

Genre
Comments

Remove

Genres Template

Reset... Load...

Clear

Set Default

Cancel

Figure 12-9. Edit Metadata Tags dialog

At this point, Audacity starts encoding the file and pops up a window showing the
progress of the operation. For our 25.5-second audio file, this happens quickly.

Now you are back at the editing window, as shown in Figure 12-10. You need to locate
the point where the good portion of the audio starts. So, click Play and listen to the audio.
As the audio plays, a line will move across the screen showing where you are in the file. (In
Figure 12-10, it’s a little past 5.0.) There’s a green triangle pointing to the line as well.
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& Audacity = o x
f_;le Edit View Transport Tracks Generate Effect Analyze Help
(‘ EFEZNAE 5754 51 45 45 423 ik o Sart Honkormg 1 181512 & & 5 §
E = L : b
-) J J J JzPi | o SRS NSS4
L E g P it
8.0 9.0
| Audio Track ¥ | 1.0 A
Stereo, 44100Hz
32-bit float 0.5
Mute
= + | 0.0~
L B i
e - WA -05
-1.0
1.0
0.5+
0.0~
0.5+
- -1.0
L4
< >
|ijeﬂRa'In(Hz,‘: Snap To: Selection Start: @®@End OLength Audio Position:
#100 ] |[or  -|[00n00mM0000057 [00n00M0000057 | -
P_lag‘ﬂ. Click and draato select audio Actual Rate: 44100

Figure 12-10. Playback

During playback of the example file provided on Apress, you will notice that you
want to throw away the first attempt of the sentence. In fact, all the audio up to the
12-second mark is garbage. So, you can use the horizontal scroll bar at the bottom to
position the screen to that point, as shown in Figure 12-11.
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& Audacity = [m] X
Eile Edit View Transport Tracks Generate Effect Analyze Help
EI%g;
_)JJJ_) &) ool x| ot
1P L S 9l g  XE@HMw] o] & ﬁ!ﬁlplpllbl%
Eiume v|)|~|icrophmemunkwy| |2 (Stereo) Recor | 4)) | Speakers / Headphones (Re - ||
/%= = N == = == =N == == ==
x| Audio Track ¥ 1.0 4
Stereo, 44100Hz
32-bit float 0.5
Mute
]|
',-,,,@, R 1-05-
-1.0
1.0
0.5+
0.0~
0.5
s -1.0
L4
< = >
|ijeﬂRa'In[Hz,‘|: Snap To: Selection Start @®@End OLength Audio Position:

#100 ] |Jor  -/[00n00mM00000s7 [00n00m00000sY  [00R00MO000057
M Chduncldraatosdedwdio

Figure 12-11. The 12-second mark

The waveforms show you that right around 12.4 is when the good stuff begins. Let’s
take the cursor and click just before the good stuff starts and drag it all the way to the left.
The selected audio will be highlighted, as shown in Figure 12-12.
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& Audacity - o X

Eile Edit View Transport Tracks Generate Effect Aﬂm Help

T 2 0[] P oo (ke s oo 5

I_IJUJ _) '_N) y;plﬂ Y E P A R R RE R S R TR §
e e ﬂ*|%|%*|ﬂ| ole| &] ala2lRl{p[ie....n

| 4) |Speskers/ Headphanes (Re v ||

= |

b

€ >
- ProjectRate (Hz) SnapTo:  Selection Start ®End O Length
et o] [for ~ -

Sto,

Figure 12-12. Highlighting the junk
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To get rid of the unwanted audio, select Edit » Cut, as shown in Figure 12-13.

File | Edit | View T, Generate _Effect _Apalyze Help

Undo Exported Tags Ctrl
Redo

1P e : 4:) _41.544&4045“«43_&1“414&4542 5 530
[ w|@|@*|:w| o] &] #lolR[R[P[ie .t

|2 (Stereo) Recor 4 |Speakers / Headphones (Re |

Delete Ctrl+K
Copy

Paste

Duplicate

Remove Special

Paste Text to New Label Ctrl+Alt+V
Clip Boundaries

Labeled Audio

Select

Find Zero Crossings

Meve Cursor

Store Region
Retrieve Region
Store Cursor Position

Play Region

Preferences...

<
- Project Rate (Hz): Snap To: Selection Start: @®End CLength Audio Position:
Sl4a100 - off ~ [0o0noo 000s~ 00 m - 00m00.00]

Lsipges
Figure 12-13. Cutting the audio

Scrolling to the other end of the audio, you can use the same technique to clip
out the last few seconds of silence. Finally, let’s export the audio (using the procedure
outlined earlier) to 01-story-good.mp3.

This gives you a basic, clean voice track. So, with a few simple edits, you were able to
make it sound great. Now let’s add some musical enhancements to make it a bit fancy.

Adding a Musical Introduction

You will enhance the story by adding a musical introduction. The first step is to find
suitable music. For that you are going to look for an old instrumental, something like
classical music or something from the 1920s or 1930s for which the copyright has
long expired.
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For this piece, which is comedy, “Dance of the Cuckoos” would be appropriate. You
probably know it as the Laurel and Hardy theme song.

You want only the first few seconds of the song, so let’s do the following using the
steps outlined earlier:

1. Select File » New to start a new project in a new window.

2. Click the Play button to hear the first few seconds of the piece and
determine where the first musical phrase ends.

3. Drag the selection tool over the rest of the song to select it.

4. Select Edit » Delete to delete it, leaving you with just the
beginning.

Now let’s add the music to the story. Select all of the remaining song with Edit »
Select All, as shown in Figure 12-14.

& Dance ﬁtwm Harely theme (320 kbps) (eMP3z.com) - a b
File | Edit Vi Generate Effect Analyze Help |

: Undo Delete cnz | |TT | § |2 P g—sr-sast—io s 42{Gicklo St londorng 616125 530
E Red Ctrl+Y E B BTN (R e o i o e e Ty o T T oy e oy T T T o] E
: edo £ | 2 er kT 40 57545145 454235 3633 30 27 24 21 181512 & 5 30
A o o Ll (m@we] o] & slo[2L{r[re. " -
= Delete Ctrl+K
BT - e ||2(Gtereo) Recor | 4) [Speakers / Headphones Re v |
Y pase ey | 45 100 415 |30 145 200 215 2% 245
___  Duplicate Ctrl+D
x|Di -
Stere Remove Special >
32-bi Paste Text to New Label Ctrl+Alt+V
Mud
= Clip Boundaries
e
L Labeled Audio I
e |
Find Zero Crossings z None Ctrl+Shift+A
Move Cursor » Spectral >
Store Region Left at Playback Pesition [
Retrieve Region Right at Playback Position 1
Store Cursor Position Track Start to Cursor Shift+)
i Cursor to Track End Shift+K
r RS > Cursor to Stored Cursor Position

Preferences..,

In All Tracks Ctrl+ Shift+K
In All Sync-Locked Tracks Ctrl+Shift+Y

</ | >
z Projecl Rate (Hz). Snap To: Seleclion Start: @End O Length Audio Position:
[aa100 ] ||orr ~ [0 = | i

Click and drag to select audio

Figure 12-14. Selecting all
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Now let’s use Edit » Copy to copy the song to the clipboard, as shown in Figure 12-15.

A Dance of the cuc p; Hardy theme (320 kbps) (eMP3z.com) - [m} b4
File = Edit w Generate Effect Analyze Help

Undo Delete Cirl-Z | T = § || P L 575451484542 { Cickio Stat onkorng 1 181512 9 6 3 o'{-
T le*iﬂ',;'

Cut

[alml@ ] o[~] 6] sl2Llafbio "

Preferences... Ctrl+P

< v

2 M |2 (Stereo) Recor | ) |Speakers / Headphones (Re | [
v p Ctrl+V 45 1:00 1:15 L]:SD 1:45 200 215 2:30 2:45
= = MD:1=;1_=1;;.._1;_1;=1;=1;;1;=1;
plic
Stere Remove Special >
32:-bi Paste Text to New Label Ctrl+Alt=Vf
[T
= Clip Boundaries ¥
e |
L Labeled Audio >
 Seledt >
Find Zero Crossings z
Mave Cursor B
Store Region
Retrieve Region
Store Curser Position
Play Region ¥
El.

Project Rate (Hz): Snap To: Selection Start: @End (OLength
44100 ~| jor  ~|[o0n0Tm s~

Stopped.

Figure 12-15. Copying to the clipboard
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You need to put this song at the beginning of the story. Go to the story window and
click the Rewind button to move the cursor to the beginning of the track, as shown in
Figure 12-16.

& Audacity = o x

File Edit Wiew Transport Tracks Generat Help

z] E %ﬁ J-;.L_L;{.'

DUPPP oD Fer e

P svi_s c|[xmmmm olc] 8] APLlElP[e "

E}MME v|)|m:mphmemanekmy| |2 (Stereo) Recor | 4)) | Speakers / Headphones (Re - ||

Vs _ R N R R T
A
L4

< >

- Project Rate (Hz): Snap To: Selection Start @End OLength Audio Position:

Twmo -] |or |[0URGOMOGO0USH (GRG0 MOUGOOEY | [GURODMEOOGGET

Stopped. Ctrl-Click to select or deselect track.

Figure 12-16. Rewind button
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You can now insert the musical introduction at the beginning by selecting Edit »
Paste, which is so aptly demonstrated in Figure 12-17.

: ProjectRate (Hz): SnapTo:  Selection Start: End OLength Audio Position:

[oo ] [for v 5T 00 m00 00057 [00n00m 00600+

& Audacity - ] x
_nl@vg—- Generate Effect Analyze Help
Undo Cut Ctr+Z ;I"Z"?f ':5‘5:3;9;;,%'

Redo New Track Ctrl+Y { o]« % L T ik 15,;

Cut Crl+X. | = -

- < [@mwa] o[c] &] sl2R[R[P[re "

3
| 9 sy pesspones e - |
Copy Ctrl+C L =
3.0 4.0 5.0 6.0 7.0 8.0 9.0
Duplicate Ctrl+D
~

Remove Special »

Paste Text to New Label Crl+Alt+V

Clip Boundaries »

Labeled Audio »

Select »

Find Zero Cressings Z

Move Cursor »

Store Region

Retrieve Region

Store Curser Position

Play Region >

Preferences... Ctrl+P

<

Stopped.

Figure 12-17. Pasting in the music
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The waveform in the result looks a little different than it did in the original, as shown
in Figure 12-18. That’s because the scale has changed.

& Audacity - o X
File Edit View Transport Tracks Generate Effect Aﬂ'l&yu Help
3 1= "'_-57—54-51-4&-4542113—1'5-1:—5_3 ;

PP PP B
- - |%I%NI'H'I oo & sle[2lRl{p|ie. .
(Realtek High V|2{Sw'eu)ﬁecuv 4) |Speakers / Headphones (Re - |

<
Eimpuﬂmnm Snap To: Selection Start: ®End OLength Audio Position
4100 <] |jfor  -|[00n00OmMO0.000s% [DON

=1

Stopped. ”Clir.kami drag to select audio

Figure 12-18. Result after pasting
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Clicking the Play button, you can hear the result:
DA-T-DA DA-T-DA DA-DA-DA DA DA Howard came home

There is a rather abrupt transition between the music and the voice. Let’s fix that by
having the music fade out just before the start of the voice section. Drag the cursor over
the last few seconds of the song to select it, as shown in Figure 12-19.

& Audacity _ o x
E;Ie Edit View Transport Tracks Generate Effect Analyze Help
EI.S’pg;)n"""
PP R ZETY

P g g ljrm@um o] & £le2Rlr[ie 2

5 MME v|,°|mcrophmemuuwgn |2 (stereo) Recor | 4) |Speakers / Headphanes (Re - |
V10 00 10 20 30

< 1

|ijent Rate (Hz): Snap To: Selection Start @®@End OLength Audio Position:

|441ou | ||on v

Stopped. Click and drag to select audio

Figure 12-19. Selecting something to fade
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Fading out is an effect that can be applied to your selection by selecting Effect »

CHAPTER 12 EDITING AUDIO WITH AUDACITY

Fade Out, as shown in Figure 12-20.

& Audacity
Flle Edit View Transport Tracks Gen

| Effect

_)_)

- Y T

‘J_)

;[we

v|}|mmphmemu|wu.gh «[2

[

0.0 1.0 2.0

E Project Rate (Hz): Snap To: Selection Start

Ja4r00 ] ||o¢r v/ [00h00m05.271

Stopped.

Figure 12-20. Fading out

Add / Remove Plug-ins...

Repeat Amplify Ctri+R.

Amplify...

Auto Duck...

Bass and Treble...

Change Pitch...
Change Speed...
Change Tempo...
Click Removal...
Compressor...
Distortion...
Echo...
Equalizaticn...
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Sliding Time Scale/Pitch Shift...
Truncate Silence...
Wahwah...

8.0

9.0

>

<

Adjustable Fade...
Clip Fix..

Crossfade Clips
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As you can see from the resulting waveform, as shown in Figure 12-21, the musical
introduction fades out and then the story begins.

& Audacity = ] x

File Edit View Transport Tracks Generate Effect Analyze Help

= EI&¢§)R 5754 5145 45 42 7 e Ronlores Bl e g g g
J-)-)J‘) JEPIH :1$L 5754 51 45 454230 3633302724 21 184 ‘1n‘ﬂ%'n‘

P ewi__o t[xlmleuw lo] 8] SARIElre -

5 MME v|)|~|icrophmemunkwy| |2 (Stereo) Recor -ﬁ)l&peahus;ﬂeadphonumeJ

Vo 00 w2 »

< 1
|ijant Rate (Hz): Snap To: Selection Start @®@End OLength Audio Position:

|441ou | ||on v

Stopped. Click and drag to select audio

Figure 12-21. Fading out

As you can see, Audacity has lots of effects. Play with them to see what they do. Our
favorite is Wahwah. When applied to “Dance of the Cuckoo,” it makes the song sound
like the musicians were slightly drunk when they were playing.
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Adding Background Music

Rather than use the music as an introduction, let’s use it as background music to the
entire story. If it is not still on your clipboard, redo the steps just demonstrated to copy it
so you can paste it in as the background.

For the background, you will add a new track to the story. When playing the story,
Audacity will mix these tracks together. Select the command Tracks » Add New »
Stereo Track to add the track to the story, as shown in Figure 12-22.
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2421181512 3 & P 0,
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Ctrl+Shift+U
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>
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Stopped.

Figure 12-22. Adding a new track
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The track appears below the current track. Let’s use Edit » Paste to dump the music
into this location.

By default, the new trace is muted. That’s why the audio is gray. Click the Mute
button for this track twice to unmute it, as shown in Figure 12-23. (The second click is
required because of the strange way it was muted when pasted.)

& Audacity - = ”
File Edit View Transp Tracks G Effect Analyze Help
: ] 0[] A o—r-sa-o1-doto-to ot Sronirngh io-16-42-3— 3§

) 2) &) W) %) &) sl viiaiisiabens

P gni___ g “[xmmwm =] & AlALP[Pre "
| mme v ) Microphone (Reakek High vlzm3 Recor | 4) |Speskers/ Headphones (Re v |
V10

8.0 2.0

-;Eﬁojeu Rate (Hz): Sn“aig.lu;l‘a:
a0 o] |for V]
=F

Stopped. Ctrl-Click to select or deselect track. Drag up or down to change track order.

Figure 12-23. Clicking Mute

Clicking Play lets you hear the voice and the music. And boy, do you hear the music!
It’s actually hard to hear the words. You wanted background music, not overpowering
music, so you need to do some edits.

Select all the sound in the track, but drag the selection tool over it. Now you need
to apply an effect to reduce the sound. It would make sense to call the effect Volume
or Reduce Sound, but sometimes common sense and Ul design diverge. To make
something quieter, you apply the Amplify effect, as shown in Figure 12-24.
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Figure 12-24. Using Amplify

The Amplify dialog appears, as shown in Figure 12-25. Move the slider to the left turn
down the music.

Amplify - m] X

Amplification (dB):

[ Allow clipping ,

[ Mesge || preview | | ok || Conced |

Figure 12-25. Amplify dialog
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Click OK to lock in the change. As Figure 12-26 shows, the waveforms in the
music tracks are now much smaller. Clicking Play lets you hear the results, which are
surprisingly lousy. But it does demonstrate how to add background music to a track,
which was the goal of the exercise.

@ Audacity - ] X
File Edit View Transport Tracks Generate Effect Analyze Help

n, » Y &) @) T E0 2t &b o sl i E )
J.)J_)_) _)E,O]c—-*s-wn """""""" s 5 b

e W olc] 6] AlARPlb e

W o ot "I?.@fﬁ??ﬁﬂ | 4 Speakers/ Headphones e v |
v 1.0 Recording Device phone (Realtek High Defini
I o :

; Project Rate (Hz): Snap To: Seledtion Start: @®@End O Length
a0 o] |lor V] 7

Stopped. Click and drag to select audio

Figure 12-26. Background music in the background
Now you can export the audio so you can share it with friends and have good laugh

at the result. Audacity does warn you that the soundtracks will be mixed in the result, but
that’s a good thing because you just went through all this trouble to get them mixed.
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Summary

In this chapter, you learned how to use a few of the features of Audacity. There are many
more effects that you can play with. Also, you can mix more than just two tracks. There’s
even a DTMF generator so you can use Audacity to dial your phone.

This chapter covered the basic and most useful features. But there are lots of online
tutorials, web forums, books, and other resources available if you want to explore further.
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CHAPTER 13

Editing Videos with
OpenShot

There are several good open source video editors. Some provide basic editing. Others
provide all sorts of effects and transitions. The OpenShot editor provides a nice balance
between features and usability.

In this chapter, you will learn the following:

¢« How to convert video files from one format to another
o How to combine short video clips into a full-length video
e« How to create stills

¢ How to add transitions

You can download OpenShot from http://openshot.org/. Run the file and accept
the defaults.

Converting Video Files

When we started writing this chapter, we tried directly editing the video files (MOD
files) produced by our camera. However, OpenShot was prone to random freezes. So, we
went to the Internet and scanned the forums to see whether anyone else had seen this
problem. It turns out that they had. OpenShot on Windows doesn’t work well with the
MOD file format we were using. We needed to convert the files to another format for the
problem to go away.

The program HandBrake has only one job, video conversion. And it does it pretty
well; it can handle all the common video formats and most of the uncommon ones.
You can download the program from https://handbrake.fr/. Installation consists of
running the downloaded file and selecting all the defaults.
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Say you want to convert every video that you shot and downloaded to your
computer; in other words, you want to do a batch conversion. Open the Preferences
dialog by selecting Tools » Preferences, as shown in Figure 13-1.

¥ HendBrake - a X
File Pre el
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s d
= ivity Log Cil+ L de @a Add to Queve ~ a Show Queue Preview a Activity Log
m!m Preferences Fresets
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Very Fast 480p30
Owtput Selings ) Fast 1080p30
Container | MP4 « | [[] Web Optimized [ ] iPod 56 Support Fast 720p30
) Fast S76p25
Picture | Filters | Video | Audio | Subtities | Chapters Fast 430p30
See c"’w"'ﬂ HQ 1080p30 Surround
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= ) Custy
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Gmail Medium 5 Minutes 450p30
Gmail Small 10 Minutes 288p30
@ Devices
Queue Finished When Done: Do nothing~

Figure 13-1. Opening the Preferences dialog
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Figure 13-2 shows the Preferences dialog. Click Output Files in the first column
to select the Output Files section and then use the Browse button to select the output
directory. This directory should be different from the one containing the input files.
In this example, we've created a directory named hand. out to receive the files.

% HandBrake - o x

Preferences

General

Output Files — : -
s | Automatic File Naming
Video = .
[+] Automatically name output files

Advanced r grereny
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About HandBrake File Format: | {source}-{title}

[+/] Change case to Title Case
[+/] Replace underscores with a space
[_] Remove commen punctuation

MP4 File Extension: __Mh’c il

g

Figure 13-2. Setting the default path for output
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EDITING VIDEOS WITH OPENSHOT

Clicking Back returns you to the main window, as shown in Figure 13-3. Let’s start

the process of converting the files by clicking Open Source.
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Figure 13-3. Starting the conversion process
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The program can process a single file or an entire directory with multiple files.
In this example, you want every file you downloaded from your camera, so select Folder
(Batch Scans), as shown in Figure 13-4.

y HandBrake

Source Selection

Optionally choose a specifictitle: | [none) E

Then choose the video(s) you'd like to encode:

Folder (Batch
Open a folder with one or more files, |

File
Open a single video file.

es | Help | Abgut HandBrak

Figure 13-4. Starting a batch scan
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The program will display a selection dialog allowing you to select the folder with the
files in it. When you click Select Folder, a progress dialog (Figure 13-5) appears.

% HandBrake - ] x

Please wait ...
. Scanning Title 5 of 12 (21%)

| OpenLog Window | | cancel |

Figure 13-5. Progress dialog
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There’s one more step needed to get the files into the system. When you get back to
the main window, you need to click the triangle next to Add to Queue and select Add All,
as illustrated in Figure 13-6.
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@ General X
Title | 100:00:29  ~| Angle |1 ¥ Duration 00:00:29 Very Fast 1080p30
Destination Very Fast 720p30
File |D:\open. 13.vid ery Fast 5T6p25
L . Very Fast 430p30
Output Settings ) { | Fast 1080p30
Container | MP4 v. E ‘Web Optimized E' iPad 5G Support Fast 720p30
r Fast 576p25
| Picture | Filters {\ﬁdm ] Audio l Subtitles | Cmplzrs: Fast 480p30
Size Cropping HQ 1080p30 Surround
Source: T20x480, PAR: 3227 ! PURDIATC HQ 720p30 Surround
width: 720 El Height: 430 E Cr Custom HQ 576p25 Surround
3 Top HQ 480p30 Surround
Anamorphic | Automatic » 0 %. Super HQ 1080p30 Surround
Madulus: | 2 L4 Left o % o L%‘ Right Super HQ 720p30 Surround
= : g Super HQ 576p25 Surround
Output o i‘ Super HQ 480p30 Surround
Display Size: BS3xd80, PAR 3227 & @wm
Gmail Large 3 Minutes 720p30
Gmail Medium 5 Minutes 480p30
Gmail Small 10 Minutes 258p30
@ Devices
1 Encodes Pending ‘When Done: Do nothing~
[ | E i J =

Figure 13-6. Adding all the files
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The program now displays a warning concerning the addition of subtitles, as shown
in Figure 13-7. In this example, we have no subtitles, but if you do, they could be added
in OpenShot; click Yes to continue.

Warning

Warning: if you wish to have subtitles added to each item you are about
! to queue, please verify that you have the subtitle defaults setup
correctly on the subtitles tab.

Do you wish to continue?

 Yes

I

Figure 13-7. Subtitle warning dialog

We have added eight jobs to the queue to do a direct conversion. In other words, we
want the resulting video to have the same resolution and frame rate as the original. For
that reason, you leave the output settings alone. The only reason you would want to play
with these settings is if you were reducing the resolution or frames per second so as to
make the video smaller. For example, if you were e-mailing the videos or displaying them
on the Web, you would want a small file size.
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Let’s do a quick check to make sure you have everything by clicking Show Queue in
the main window. The Queue dialog will pop up, as shown in Figure 13-8. Everything
looks in place, so let’s close the window.

4§ Queue - O X
: g i i
- '} Start Queue When Done: Do nothing ~ 'u tions «

8 jobs pending
Queue Ready

Title: 1 Chapters: 1 to 1
B4 Source: MOV062.MOD B X
Destination: Mov062-1.mdv

Title: 2 Chapters: 1 to 1
B9 Source: MOV063.MOD @ x
Destination: Mov063-2.mdv

Title: 3 Chapters: 1 to 1
B4 Source: MOV064.MOD @ x
Destination: Mov064-3.mdv

Title: 4 Chapters: 1 to 1
B Source: MOV0§6.MOD B x
Destination: Mov066-4.mdv

Title: 5 Chapters: 1 to 1
B Source: MOV068.MOD B x
Destination: Mov063-5.m4v

Title: 6 Chapters: 1 to 1
B Source: MOV0GA.MOD M

Figure 13-8. Job queue
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It’s time to do the conversion, so click Start Queue, and the conversion begins, as
shown in Figure 13-9.

% HandBrake — o X

.Eile Jools Presets Queue Help

g Open Source @ Start Queue @ Add to Cueue ~ @ Show Queue (&

- h
Title | B (00:00:31) *| Angle 1 ] I ~ | through 1 ]

Preview Activity Log

Presels
General

Very Fast 1080p30

Destination Very Fast 720p30
bockbook AR e Very Fast 576p25
e [Bropen ¥ St
ery Fast 480p30
Qutput Settings ) Fast 1080p30
Container | MP4 w [[] Web Optimized [ | iPod 5G Support Fast 720p30
Ficture | Filters | Video | Audio | Subtities | Chapters Fast 480p30
Size C_“’Wi"ﬂ HQ 1080930 Surround
Source: 720w480, PAR: 32/27 @ Automafic HQ 720930 Surround
= — ) Custom
Width: |720 E Height: 430 E ) HQ 576p25 Surround
o Top HG 480p30 Surround
Anamorphic | Automatic ¥ 0 = Super HQ 1080p30 Surround
Modulus: 2 L wett fo = 5 !% Right Super HQ 720p30 Surround
¢ Super HQ 576p25 Surround
Output o = Super HQ 480p30 Surround
Display Size: 853480, PAR 32427 Bottom @ Web
Gmail Large 3 Minutes 720p30
Gmail Medium 5 Minutes 480p30
Gmail Small 10 Minutes 288p30
@ Devices
8 Encodes Pending When Done: Do nothing ~

Figure 13-9. Showing and starting the queue

The encoding begins. This takes quite a bit of processing, so feel free to go for coffee.
Actually, it wouldn’t hurt to have a quick lunch too.

312



CHAPTER 13  EDITING VIDEOS WITH OPENSHOT

Figure 13-10 shows HandBrake working on the files.

% HandBrake B = x
File Tools Presets Queue Help
E Open S . siop @ o |E"I Addte Qu @ Show Queue (7) [j Preview [ Actvity L
&N Jource use eue v W eview i O
P op ‘8 5 "‘0 ] 0! eue L] <
Presets
Source  MOVOEC
. . - . . r . @ General
Title |8[00:0031) v | angle |1 v | |Chapters ~| |1 ~ | through |1 ¥ | Duration  00:00:31 Very Fast 1080p30
N a Wery Fast 720p30
r S = - Wery Fast 576p25
File DM\open. 3 8.mdy m
Very Fast 480p30
Output Settngi Fast 1080p30
Container MP4 w [] Web Optimized [ | iPod 5G Support Fast 720p30
Fast 576p25
Picture | Filters | Video | Audio | Subtities | Chapters | Fast £30p30
Size m HQ 1080p30 Surround
Source: 7201480, PAR: 32/27 ) Mkomatic HQ 720p30 Surround
[ ) Custom
wiath: (720 [&] Heignt: (430 5] = HL.576p25 Suound
Top HQ 480p30 Surround
Anamorphic:  Automatic - o E Super HQ 1080p30 Surround
Modulus __Z ¥] il = 2 = Aight Super HO 720p30 Surround
= x Super HQ 576p25 Surround
Output o lT Super HQ 480p30 Surround
Display Size: 853x480, PAR 32x27 fattom @ Web
Gmail Large 3 Minutes 720p30
Gmail Medium 5 Minutes 430p30
Gmail Small 10 Minutes 288p30
(~) Devices
H Encoding: Pass 1 of 1, 13.62%, FPS: 0114, Avg FPS: 0209, Time Remining: 00:00:37, Elapsec: 0:00:00:07 Pending Jobs 7 When Done: Do nothing ~

Figure 13-10. The encoding in progress

When the system is finished, the resulting files will all be in the hand.out directory
ready for use with OpenShot.
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Importing the Media

When OpenShot starts, it displays a pop-up window asking if you want to go through the
tutorial. Let’s dismiss the tutorial by clicking Hide Tutorial, as shown in Figure 13-11.
You can always go back and view it by selecting Help » Tutorial.

W Untitled Project [HDV 720 24p] - OpenShaot Video Editor - [m] x

File Edit Title View Help
BB EB & & &

Project Files Video Preview

Showall Video Audio Image

3. Import Media

Hide Tutorial

Project Files ~ Transitions ~ Effects

v KN ®-

Figure 13-11. OpenShot initial screen

The layout of the panels needs work. The tracks are difficult to see. So, grab the
handle between the tracks at the top of the screen and drag it up.
Now you need some media, so click the Import Media icon (the plus sign).
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A file selection dialog appears. You want all your video files, so click the first file,

CHAPTER 13

Shift+click the last one, and select Open. Figure 13-12 illustrates these steps.

EDITING VIDEOS WITH OPENSHOT

The following examples use some video files that we shot to explain how an antique

Johnson farebox works. You can download these files from https://www.apress.com/

us/book/9781484230749 to follow along with the steps.

o

Search hand.out

Date modified

5/28/2017 10:12 PM
5/28/2017 10:09 PM
5/28/2017 10:08 PM
5/28/2017 10:05 PM
5/28/2017 10:05 PM
5/28/2017 10:19 PM
5/28/2017 10:16 PM
5/28/2017 10:14 PM

% Import File...
“ v i « book » 13-video-support * hand.out w
Organize ~ MNew folder
CTCA ! Name ,
edtra =] Mov068-5.mdv
gnucash ] MovD66-4.mdv
good |&] Mov0B4-3.mdv
Kk =] Mov063-2.mdv
s 5] MovD62-1.mdv
india Mt m
) =] MovDGb-7.mv
fchn 8] MovD6a-6.mdv
Linux-school
michael
open.book
mmam fam llda it (
File name: | "Mov06a-6.mdv" "Mov066-5.mdv" "Mov066-4.mdv" “Moviu

X
p
m @

- -

Type

M4V File
M4V File
M4V File
M4V File
M4V File
M4V File
M4V File
M4V File

Cancel

Figure 13-12. Opening video files
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CHAPTER 13 EDITING VIDEOS WITH OPENSHOT

The files are now loaded into the Project Files panel, as shown in Figure 13-13.
However, they are shown as thumbnails. It’s going to be easier to work with them
if you display them as a list, so right-click inside the Project Files panel and select
Details View.

Figure 13-13. Video files imported
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At the bottom of the screen are the video tracks, as shown in Figure 13-14. This is a
new project, so OpenShot gives you five blank tracks. Two is all you need, so let’s simplify
things. Right-click Track 4 and select Remove Track. Do the same thing for Track 3 and
Track 2 as well.

& Untitied Project [HDY 720 24p] - OpenShot Video Editor =} x
Fle Edit Tite View Help

BRE & + 2 @

| 13-video.od: - LibreOffice Wirier |
i ma B - " ¥

Figure 13-14. Removing excess tracks
In our example, the Project Files list contains every clip we brought in, including a

huge number of flubs. You now want to get rid of the ones you don’t need, so right-click
each clip and select Preview File, as shown in Figure 13-15.
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o Untitled Progect - OpenShat Video Editor - =] '3

mage

Right Click

Figure 13-15. Starting a preview

The Preview window appears, letting you see what'’s in the clip, as shown in
Figure 13-16.

00:00:00:01

Figure 13-16. Preview window
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In our example, we want to remove the clip Mov6a-6.m4v because this clip is not
going to make it into the final production.
Right-click and select Remove from Project, as you can see in Figure 13-17.

S Unitled Prcject [HOV 720 24p] - DpenShot Video Editce -

e
=P

Project Files  Transitions

d* o ¥ ¥ K M

Figure 13-17. Removing a file from the project

That’s not the only bad file, so we’ve previewed each one and decided if we want to
keep it or remove it. Here is the list of files:

Mov062-1.m4v Remove

Mov063-2.m4v Remove

Mov064-3.m4v Keep (first good scene)
Mov066-4.m4v Keep (second good scene)
Mov068-5.m4v Keep (third good scene)
Mov06a-6.m4v Remove

Mov06b-7.m4v Remove

Mov06c-8.m4v Keep (fourth good scene)
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During the preview process, we kept track of which file is first, second, third, and
fourth. Now we will show how to build the video. The first piece is the file Mov63-3.m4k,
so let’s drag it from the media list down to Track 0, as shown in Figure 13-18.

Figure 13-18. Putting the first video on the track
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This track needs some precise editing. You aren’t going to be able to make
subsecond edits at this level of zoom, so click the + icon on the zoom until you see 5
seconds for the time scale. Figure 13-19 shows the results. Now you can see what’s in the
video by clicking Play on the main video window. The timeline will move across the track

indicating where you are.

Figure 13-19. Zoom and play
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In our example, we want to position the marker just after I finish talking and just
before telling the cameraman “Stop.” To get things exact, you may have to play around
with the marker. If you move it back, say to the 00:00:40 mark, and hit Play, the video will
start from that location. Through trial and error, you should be able to locate the precise
location you want around the 00:00:43 mark in this clip, as shown in Figure 13-20.

Figure 13-20. The dividing line between good and bad

At this point, the good stuff is to the left of the marker, and the bad stuff is to the right.
As Figure 13-21 shows, to drop the bad stuff, right-click the marker and select Slice
All » Keep Left Side.
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Keep Left Side

Figure 13-21. Getting rid of the bad stuff

As you can see in Figure 13-22, the right side has disappeared.

‘i Johnson [HOV 720 14p] - OpenShet Video Editor - a x
File Edit Help

BRRAE &4 41

Project Files Vides Preview

ShowAll

Figure 13-22. Bad stuff trimmed
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Now let’s drag the second clip, Moc66-4.m4k, and bump it up against the right side
of the previous clip. Again, you need to trim off the tail end. Repeat this for the clips
Mov068-5.m4v and Mov06c-8.m4v, giving this project the appearance of Figure 13-23.

Figure 13-23. All four clips put together
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Now you need to turn this project into a video, so select File » Export Video, as
shown in Figure 13-24.

Figure 13-24. Exporting the video

325



CHAPTER 13  EDITING VIDEOS WITH OPENSHOT

The Export Video dialog appears. The original video was shot at 720x480 at 30 frames
per second. (You can right-click any clip and select Properties to verify this.) You want
the output to have the same quality, so select DV/DVD NTSC (720x480) for the video
profile and then click Export Video, as shown in Figure 13-25.

W Export Video 7 b4

File Name: Johnson

Folder Path: D:/open.book/book/13-video-support = Browse...

Simple  Advanced

Select a Profile to start:

Profile: All Formats

Select from the Following options:

Target: MP4 (h.264)
Video Profile: DV/DVD NTSC (720x480)

Quality: High

Export Video Cancel

Figure 13-25. Export settings

The program puts all the video clips together and writes the result to the file
Johnson.m4k. The speed leaves much to be desired, especially on our cheap laptop, so
this is another time when you can go for coffee.
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Lessons Learned

During the shooting of this video, we learned a few lessons that don’t have to do with

video editing but are useful when you are creating a video. Here are some tips when

shooting video:

If you have a high-definition video camera and a low-resolution
video camera, don’t put the low resolution on top of the video camera
box. It will be the first one you grab when you start filming.

If your subject is green, it’s not a good idea to stick it in front of a
green bush. This makes it hard to see.

A good microphone is key. That’s why we bought an expensive
HD video camera; it had a connection for a wireless microphone.
Without it, you hear a lot of wind, noise, and background sounds.

Consider recording the sound separately. If you don’t need to see a
speaker in this video, OpenShot lets you put a video clip on Track 0
and mute it. Then you put an audio track on Track 1, and they will be
combined. (See Chapter 12 for how to make a good audio clip.)

There’s a reason Hollywood uses marker boards (the thing they
“clap” at the beginning of shots). Consider using something similar
to identify the beginning and end of each clip. The sound does not
show up in the Video Preview window (especially if you're stopped).
Pictures do.

Adding a Title

Now let’s play with the more advanced features of OpenShot. First, let’s use the

Files » Save Project As menu item to save the project under Johnson_play.

Now let’s create a title sequence by selecting Title » Titles from the menu bar, as

shown Figure 13-26.
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N Ichnsan pley [HOW 720 24] - OpenShot Video Editor - =] X

Video Preview

Figure 13-26. Creating a title

The Titles dialog appears, as shown in Figure 13-27. Let’s select a good template to
use for the title.

- Titles ? x

Choose a Template
¥ Bar 2 .

Bubbles 1 jubbles 2 Camera border

- = S

L File Name: JohnsonTi

Cloud 1 Cloud 2 Creative c... Line 1: J(:_hlm

Line 2. How it work

Font: Change Font

Film rating 1 Film rating 2
Text:

Background:
TGt &
Advanced:

Filrm rating 3 Film ratinn 4 Flames

Figure 13-27. Titles dialog
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Use the Bar 2 template. For the empty fields, use these values:

File Name: JohnsonTitle
Line 1: Johnson Farebox
Line 2: How it works

Click Save to finish. You'll notice that a new item, the title, has been added to the
Project Files list, as shown in Figure 13-28.

JohnsonTitle.svg

Figure 13-28. New project file

Drag the title down to the beginning of Track 0. You can drag the end of the image to
the left or right to make the selection longer or short.

It would be nice if there was a way of moving all the clips on a track to the right. In
fact, several people have requested this feature in the OpenShot forums, but it’s not
available yet.
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So, we will show how to do this the hard way. Drag the first clip down from Track 1
to Track 0 and position it just after the title. Do the same thing for the other three tracks.
The result, shown in Figure 13-29, is a new video clip with a title.

o doheson play [HDV 720 24p] - OpenShet Vides Editor - =] *

Figure 13-29. Video clip with title

Creating Titles

OpenShot has the ability to let you do quite a bit of editing with your titles by using
Inkscape. (See Chapter 9.) However, you have to configure the system so that it knows
how to start this program. This task is a little beyond the scope of this book. If you want,
you can point Inkscape at the image itself and edit it directly.

There is also the ability to generate animated titles with a 3D animation system
called Bender. Again, the installation and configuration of this software are beyond the
scope of this book.

Creating Stills and Transitions

Now you’ll add a still picture to a video. First, import a photograph to the Project Files
panel. Next, drag it down to your timeline between the last two clips. Also, let’s adjust it
for time so it’s about eight seconds long.
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Figure 13-30 shows the results.

Figure 13-30. Video with still added

Now when you play the video, the still you just added will be shown between clips.
This is boring, so let’s add some more exciting stuff.

Click the Transitions tab and drag the Circle Out to In transition over the still. You'll
notice that if you put the preview timer right in the middle of the transition, there’s a dark
spot in the middle of the picture, as shown in Figure 13-31. This starts out large and gets
smaller until it disappears.
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Figure 13-31. Adding a transition

Looking at Advanced Features

There are lots of more advanced features that we don’t have space to cover here. Here are
just a few:

e Picture in picture

o Subtitles

o Graphic overlays

e Adding a voice track

For us, we've produced only one YouTube video and it has received a total of nine
views. We've got a long way to go before we become Internet stars.

Summary

OpenShot is a good basic video editor. It has enough features to make interesting videos
yet not so many that you spend a tremendous amount of time trying to figure out where
the feature you want is located.
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Creating DVDs
with DVDStyler

Now that you have created a video (see Chapter 13), you'll learn how to turn it into a
DVD. The DVD will be split into individual chapters and also have a Play All button for
those who want to watch the entire video. After creating the DVD, you will have a file you
can put on a USB stick and send to your friends and relatives, or you can burn the file
onto a real DVD for playing on a computer or that antique machine called a DVD player.

Getting Started with DVDStyler

DVDStyler is a basic DVD creation program. It gives you the ability to create simple
DVDs with features such as chapters, menus, and other basic elements. It’s not as full
featured as some other DVD creators, but they tend to be so complex that it is difficult for
a novice to do simple things. DVDStyler lets you create something that looks good and
works well without hassling you with 5,000 different options.
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You can download the program from www.dvdstyler.org. To install it, it’s the same
ol’ drill: download, run, and accept the defaults. The download page even has a nice ad-
blocking detector, as shown in Figure 14-1.

1© dvdityler - Vahoo Search Be % [l hopswmn Sosshabcoms . % 4 = a
&) © B | hitpsfwww fosshub.com/DVDStyler hmyDVDStyler-3.0.3-win32 exe @ e | Qsearch e AD Q- e

m =

Home Buming Tools

DVDStyler

LE & 23 hitp: e ddstyder og T Tt
- o L]

DOWHNLOAD has started! - Please check your browser if you wish to view the download progress.

Dear friend! It appears that you hate Ads! If you will cORSider a Sonation to FossHUD, we will spend the money on buying more Dandwidth
and more servers to offer the best download speed Thank you for any donation!

Donate

Buming Teals

Chat Clients Download DVDStyler Windows 32-8it - 27 00 W " Fibe Signalures
Download DVDStyler Windows 84-Bit 4 " File Signatures
Download DVDStyler Mac OS5 X ) File Signatures
Download DVDStyler Source Code 44 MB | v File Signatures
Description

DVDStyler is a free, open source authoring DVD app that allows you o create professional-tooking DVDs. This software ofters support for a long
range of media file formats (check the features section bedlow). You can create/oustomize DVD menus, burn them and piay them on any standalone
DVD player. The program is available under the GNU General Public License (GPL) and runs on multiple platforms such as Microsofl Windows, Mac
0S5 X and Linu

Figure 14-1. Ad blocker detected

Since FossHub has been so nice to give us DVDStyler for free, we're going to send in
a few bucks. Feel free to join us.

Preparing the Video Clips

Before you start, you need four video clips containing the four segments you put together
in the previous chapter. We'll leave it to you to use OpenShot to transform those clips
into something useful and store them in the files J Part1.mp4,] Part2.mp4,] Part3.
mp4, and J Part4.mp4.
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Using DVDStyler

When DVDStyler starts, it displays a Welcome dialog. This lets you define the project
or open an existing project. This video is going to be about the farebox shown in earlier
chapters, so enter Johnson farebox for the label. If you are in the United States, you
should make your DVD in the NTSC format, so select that option. Finally, click OK to
start the project, as shown in Figure 14-2.

£ Welcome x

New project

[ @ Create a new project

Disc label: Johnson Farebox

Disc capacity: [ovp-5 4.7 6B) v
Video bitrate: :Autn ~ || 4500 - KBit/s

Audio bitrate: 192 |2 ksivs

Default title post command: | Call last menu |

Ratio Audio Format

...... @43 () MP2 48 kHz
0169 (®) AC3 48 kHz
Open project
@ (O Open an existing project file
Browse files...
[JDon't show this dialog again | oK | | Cancel

Figure 14-2. Welcome dialog
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You will see a dialog (Figure 14-3) asking you to select a template for the menu
screen. Enter Johnson Farebox Operation in the Caption field. For Template, just select
the first one since none of them really looks like what you want. Finally, click OK to finish
the selection process.

Select template for DVD menus

Caption: | Johnson Farebox Operation
@) Title

Category
Basic

Birthday

Christmas & New Year's Eve
Love

Miscellaneous

Nature

Seasons

Travel

Wedding

No template

Figure 14-3. Selecting a template
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The main window appears, as shown in Figure 14-4. It shows you a list of
backgrounds (which you don’t care about for this example) on the left and the first menu
on the right. The menu looks OK, so click the second menu screen at the bottom to take
alook at that. Also, click the File Browser on the left and go to the directory containing

your files.
' DVDStyler - Untitled” - O X
File Edit DVD Configuration Help
L@HWNOG & -
:E nds

Drag your video files from the File Browser to here.

0/136 Minutes 8 MB/s
e —

Figure 14-4. Initial editing window
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Let’s now add the video to the menu. Drag the video J part1.mp4 to the first square
in the menu, as shown in Figure 14-5.

 DVDStyler - Untitled* = ] X
File Edit DVD Configurati Help

L@MNOE-

E good -

hack
2

hoa

| india
john
. junk
Linux-schoal
michael
open-for-kids
open.book
baok J part3.mp4 J partd.mp4
02-party-support
. D3-letter-support
04-report-support
05-cale-support
| 06-impress-suppol
| 07-base-support
08-gimp-support
09-inkscape-suppc
| 10-dia-support
11-cash-support
12-audio-support
| 13-video-support
| 14-dvd-support
. L junk
| @ | edit-e-mail v

Jpartl.mpd

b

Backgrounds

Drag your video files from the File Browser to here.

0/136 Minutes 8 MB/s
e e

Figure 14-5. Adding a video to the menu
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The program will pop up a warning dialog asking if you want the video converted, as
shown in Figure 14-6. Click Yes.

DVDStyler

This file contains video in NTSC format. Do you want to change DVD
format to NTSC too? _

Figure 14-6. Conversion question

Repeat the dragging process for the other three videos. The result will look like
Figure 14-7.

£ DVDStyler - D:\open.book\book\14-dvd-supportijohnson.dvds - o X
File Edit DVD Configuration Help

EEERLL S

- good -~
:
&

hack
hoa

[,

india

john

Junk

Linux-school

michael

open-for-kids

open.book
book

@ 02-party-support
& | 03-letter-support
- 04-report-support

| @ 05-cale-support

! @m- | 06-impress-suppol
® 07-base-support
#- | 08-gimp-support

i @ | 09-inkscape-suppc

| @ | 10-dia-support
@~ | 11-cash-support
®- | 12-audio-support
#- | 13-video-support

i & 14-dvd-support

| junk

- | edit-e-mail v

-

DB

Backgrounds
[}

Buttons

VMGM Titleset 1

Menu 1 Me 2 tle 1

| 2/136 Minutes 8 MB/s
e e -

Figure 14-7. Completed project
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Now is a good time to save your project by selecting File » Save, as shown in
Figure 14-8.

. DVDStyler - U
File Edit

New

Open...
Save as... Shift-Ctrl-5
& BumDw.. F9

Exit Alt-X

= michael
& open-for-kids
- | open.book

=- . book
- | 02-party-support
- D3-letter-support
E[ M-report-support
E 05-calc-support

06-impress-suppoi
07-base-support
08-gimp-support
08-inkscape-suppc
10-dia-support
11-cash-support
12-audio-support
13-video-support
14-dvd-support
Jjunk

& edit-e-mail W

Buttons
B-E--F-E

F-F

Titleset 1

(LLELREL T
saaRnniae

Save current document | 2/136 Minutes B MB/s

Figure 14-8. Final project
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Now let’s create the DVD by selecting File » Burn, as shown in Figure 14-9.

./ DVDStyler - D:\open.book\book\14-dvd-support\johnson.dvds - o X

File Edit DVD Configuration Help 1
New N | |
Open... Cul-0 | ...n.book\book\14-dvd-support |
Save Ctrl-5 -
Save as... Shift-Ctrl-5 1

&) BumDWD.. F g
Exit Alt-X J partl.mpd J part2.mp4

1 z— michael =t =

@, open-for-kids -

= open.book . X
| | Gl book J part3.mp4
% | @ 02-paty-support
3| ! - 03-letter-support
ﬁ (4-report-support
g 05-cale-support
| +1 06-impress-suppoi
@ 07-base-support
o] 08-gimp-support
- ::| 09-inkscape-suppc
bl @ 10-dia-support
n 11-cash-support
o] 12-audio-support i
| @ 13-video-support
ﬂ 14-dvd-support
H 2] Jjunk
| @l edit-e-mail v

VMGM |

Menu 1

pRRRIIn
LLLENLT]
T

| 2/136 Minutes 8 MB/s

Figure 14-9. Burning the DVD
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The Burn dialog appears, as shown in Figure 14-10. This allows you to create an
image file (called an iso file) or burn the DVD using an attached DVD burner. In this case,
that option is grayed out since we don’t have a DVD on this laptop.

X

Burn

Temp directory: | C:\Users\User\AppData\Local\Temp l:l
Free: 402.2 GB  Required: 0.3 GB

[] preview
VLC media player ~

(O just generate

(®) create iso image

Save to: | »pen.book\book\14-dvd-support\johnson.iso | |

Free: 3.9 GB  Required: 0.1 GB

burn
format DVD-RW

Dewvice: auto
add error correction da

Figure 14-10. Burn dialog

So, for this example, we'll leave “create iso image” selected, put the file name in the

“Save to” field, and click Start.
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A Generate DVD window appears and displays the progress of the burn, as shown
in Figure 14-11. It contains lots of helpful details mostly of use to the developer of this
software but not to you. This will take a while, so go for coffee.

Generate DVD X

Summary:

Prepare
Generating menu 2 of 2

|
Details:

[TiEw. e wew 5 eusoes

INFO: Pickbuttongroups, success with 1 groups, useimg=l a
INFO: 0 bytes of data written

INFO: 8152 bytes of data written

INFO: 16384 bytes of data written

INFO: Z457¢ bytes of data written

INFO: 327¢€8 bytes of data written

INFO: Found EOF in _.sub file.

INFO: Max sub size=%54

INFO: 40%€0 bytes of data written

INFO: 1 subtitles added, 0 subtitles skipped, stream: 32, offset: 0.53
Cenerating menu 2 of 2

Create menu MPEG

Frame count of menu: 15

Multiplexing subpictures into mpeg

Executing command: spumux -P -s 0 "C:\Users\User\AppData\Local\Temp\dvd-tmp
\menul-1.mpg spumux.xml"™

<< Hide details | [] Turn off PC when finished Minimize Cancel

Figure 14-11. Generate DVD dialog
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We see you're back from coffee. Don’t spill it on the keyboard. If you took long
enough, the DVD generation is finished, and you'll see a message on the bottom
indicating success, as shown in Figure 14-12. Close the dialog.

Generate DVD X

Summary:

Prepare

Generating menu 2 of 2

Transcode video 4 of 4 (Encoding Mode: CBR)
Generating DVD

Creating IS0 image

Generating was successful.

Details:

[N e Giie,; COCliba T sdsiihdii LWE dAEY WY AdewWewd =T
41.20% done, estimate finish Tue May 30 19:5€:43 2017 a
43 .05% done, estimate finish Tue May 30 19:5€:41 2017
54.592% done, estimate finish Tue May 30 15:5€:37 2017
€1.78% done, estimate finish Tue May 30 15:5€:34 2017
€E8.65% done, estimate finish Tue May 30 15:5€:34 Z017
75.51% done, estimate finish Tue May 30 15:5€:32 2017
82.38% done, estimate finish Tue May 30 19:5€:30 2017
£5.23% done, estimate £finish Tue May 30 15:5€:30 Z017
S9€.11l% done, estimate £inish Tue May 30 15:5€:28 2017

Total translation table size: 0

Total rockridge attributes bytes: 0

Total directory bytes: 4248

Path table size(bytes): 42

72844 extents written (142 MB)

Cleaning temporary directo

Generating was successful.

<< Hide details | [] Turn off PC when finished Minimize | Close

Figure 14-12. Success

Summary

DVDStyler is a good tool for making basic DVD videos. There are more advanced
authoring tools out there, such as DVDAuthor, but they have steeper learning curves that
must be overcome to work them. DVDStyler has a nice balance between features and
usability that should satisfy most users.
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Cloud-Based Services

In 1995, Sun Microsystems had a “brilliant” idea. Back then, computers cost $500 to
$10,000, and this was when $500 was a lot of money. Putting a computer on the desk of
everyone in an office was a considerable expense. So, Sun created the idea of a thin
client, which is a small computer with just enough CPU power to connect to a big server.
The thin client would handle the display and the keyboard, and the big server would do
all the work. That way, Sun would sell lots of big servers.

It was an idea ahead of its time...way ahead of its time. No one wanted to spend
the money for the big servers and for the people to keep the big servers running, so
Sun’s idea never caught on, that is, until Google had a similar idea. Google realized
that there is money in data, specifically, data that can be used to help create targeted
advertisements. So, Google said, we’ll make the big servers and keep them running for
you, and all you have to do is give us all your data and let us scan it' so we can see what
sort of advertisements are best suited to you. Google started with Gmail, a cloud-based
mail that you can read through your browser. It followed this up with Google Docs, a
word processor; Google Sheets, a spreadsheet program; and other services. Then Google
noticed that people didn’t need a PC with Windows to access these online servers, so the
company encouraged people to use Chromebooks, a minimal laptop with just enough
power to browse the Web and use Google’s applications. Chromebooks were introduced
in 2011, which was 16 years after Sun tried to introduce the idea (and well after Sun went

out of business).

'If you read the click-through license agreement that comes with your Google account, it says
Google can do automated scanning. Google’s employees can’t manually read your documents,
but its robots can, provided all individual identification is removed.
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Cloud vs. Local Applications

The advantage of cloud services is that your data is available wherever there is an
Internet connection. The disadvantage is that if you have no Internet connection, you
have no data.

The cloud lets several people work on the same document or spreadsheet at the
same time. We're not sure whether that is good or bad. We've seen documents written by
a group of 15 engineers, and they would have created something better and faster if they
had gotten rid of 12 of them.

Cloud-based applications suffer from three difficulties. First, they have to download
a set of program files to your computer every time they run. Second, to keep these
program files a reasonable size, they generally don’t have as many features as their local
counterparts. Finally, another issue is that your data is in the hands of someone else.
That someone else could pull the plug at any time, leaving you with nothing. (Needless
to say, frequent backups are highly recommended.)

Cloud-based applications are great for educational environments. They make sure
that all the students share their homework assignments with the teacher, and no one has
to turn in anything on paper, saving countless trees.

For business, the security and document control policy of cloud-based applications
may prohibit some people from using them. Some companies, such as defense
contractors, do not permit employees to have an Internet connection at work.

We've found the cloud to be good for mail (Gmail) because Google’s analytical
abilities help keep spam out of inboxes, and it allows you to get e-mail pretty much
everywhere. You can also use Google Sheets to track personal goals, such as your weight,
and update your weight history using a PC or Android phone. Whatever you decide,
there are lots of free cloud-based and local open source applications to do these kinds of
tasks. All you need to do is pick the one that works best for you.
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Using Gmail

Gmail is Google’s free e-mail program. The major reason we use is because it is great at
eliminating span. Also, it’s free, it works well, and you don’t have to set up your own mail
server to use it.

In this chapter, we will cover the basics of using the system as well as the use of the
“star” flag for important messages. We'll also discuss the tagging system, which allows
you to organize your e-mails so you can make sense of all the messages you get.

Security is also a major concern. The best way to keep yourself secure is to avoid
anything that may compromise your system. We will discuss some of what these are.
As part of the effort to keep you safe, we'll take a look at a new Gmail feature called
Authentication for Verified Senders, which tries to make sure that the person you are
talking to is who you think he is.

Getting Started with Gmail

To begin using Gmail, go to http://gmail.google.com. The start screen gives you the
option to sign in if you have an account or create an account if you do not, as shown in
Figure 15-1.
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= m] X
M Gmail - Free Storageand En X =
€ (@ nttpsy//www.google.com/gmail/about/ @ Qo chromebook 2 T4 B 4+ @ - » =

M Gmail FOR WORK SIGN IN CREATE AN ACCOUNT

T

The ease &
simplieity of

= Prmary
sl
e
= "

Figure 15-1. Gmail start screen

After signing in, the top-level screen will appear, as shown in Figure 15-2.
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= = B
M Inbox (1) - soualline@gmail. X = =
€ OF @ nttps//mail.google.com/mail/#inbox e Q chromebook T B ¥ A 9 2 =
Google KN =00
Gmail ~ - (&] More ~ -
~
| inbox (1) -laf a message to have it show here. Hide thi en empty. Dismiss.
Starred
Important
R * [Everything else 1-10f1 =
(8 Steve - ar -
S | Google New sign-in from Chrome on Linux - MNew sign-in Jun 9
0.01 GB (0%) of 15 GB used Terms - Privacy
Manage Last account activity: 3 hours ago
Detais
Eind someone

Figure 15-2. Gmail top-level screen

To send an e-mail, click the Compose button. To read an e-mail, click the e-mail.

Go ahead and click Compose to send a message to yourself. The new message dialog
appears, as shown in Figure 15-3.

= =l B
™ Inbox (1) - soualline@gmail. X | 4

€ OF @ nttps;//mail.google.com/mail/#inbox?compose= @  Q chromebook s B8 $ /& 9 2
Google

Gmail - Y C More ~

- s

| ;ho"dﬂl Star a message to ha  Steve Oualline (soualline@gmail.cog
anres

I_rnportani " Hello - first messageﬂ
@ * [Everything else
.~Stwe ’ k Google Talking to myself. —

0.01 GB (0%) of 15 GE used ‘
Manage

E.ini,snlmame

@ e @ -

Figure 15-3. New message
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First, you fill out the e-mail address of the person getting the message. Next, you add
a subject line and some text and click Send to send the message. The message will appear
in your Inbox, as shown in Figure 15-4, although it might take a couple of minutes.

= [m] .
M Inbox (2) - soualline@gmail. X = =

| .
€ OF @ nhttps//mail.google.com/mail/#inbox e 9 chromebook r 7B ¥ RO D B

Google E3 =00
Gmail ~ - (6] More ~ o

~
- s :

| nbox(2)
Starred

Star a message to have it show here. Hide this section when empty. Dismiss.

Important
SEoyE * [Everything else 1-20f2 I+
8 steve - + °
b ] Hello - first message - Talking to myself 7:31 pm
New sign-in from Chrome on Linux - MNew sign-in Jun 9
Terms - Privacy
Last account activity: 2 hours ago
Details
Eind someona

Figure 15-4. Message received
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There is a little icon next to the message indicating that it is a personal message. If
itis an important message, you can mark it as important by clicking the star next to the
message. When you click Refresh, the message jumps up from the bottom section to the

first where all the important messages go. Figure 15-5 shows you what’s important and
what’s not.

77 m] X
™ Inbox (2) - soualline@gmail. X = =
ll € © @ httpsy/mailgoogle.com/mail/#inbox ¢ Qchromebook + w B 4 # @- » =
Google \ KN =00
‘ Gmail ~ = C More ~ Q-
I Inbox (2) | b me Hello - first message - Tzlking to myself 7:31 pm
Starred
Important » ing else 1-10f1 =
@) o + New sign-in from Chrome on Linux - New sign-in Jun 9
eve
o

erms - Privacy
Mangge Last account activity: 2 hours ago
Details

Eind someone

Figure 15-5. Important message at the top
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Tagging Messages

One of Gmail’s nicer features is the ability to tag messages. A message can have multiple
tags. A message might be tagged Personal and Travel, for example. In this example all
our messages are tagged with Inbo”. Let’s take the first one and move it to the Personal
tag, thus removing it from Inbox.

Select the check box next to the message, click the Move To icon, and select Personal
following the guide in Figure 15-6.

= m] x
™ Inbox (1) - soualline@®gmail. > ==
€ > D& nitpsy/mail.google.com/mail/#inbox ¢ Q chromebook * wE ¥ # @- » =
Google , KM =060
Gmail - . a o i m- - More - -
Move to:
- | | i
I Inbox (1) | v me Hello B self 7:31 pm
Starred Recei -pmmm
Important = Evenything else Travel- 1-10f1 =
G Work o
Google New s w sign-in fron Jun 9
aStew - r Social
0.01 GB (0%) of 15 GB used Te Promotions
Manage Updates Last account activity: 2 hours ago
Details
Forums
Spam
Trash
lo Hangouts contacts Crinie o
Eind someone
Manage labels

Figure 15-6. Tagging something as Personal
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Figure 15-7 shows you that the message has disappeared and that the Personal tag
now has one unread message in it. Click Personal to see all the messages associated with
that tag.

M Inbox - soualline@gmail.cor X

€) 3| ® @ | httpsy/mail.google.com/mail/#inbox G Qdvomebock * B ¥ A @ - Hp =

Google | KN =00

Gmail - B 5 c More ~ -
COMPOSE ~ Starred — =

I Inbox Star a message to have it show here. Hide this section when empty. Dismiss.

Starred

Important

Sent Mail 1-10f1 =

Drafts — - -

P I | % Google Mew sign-in from Chrome on Linux - New sign-in fron Jun 9

) of 15 GB used Terms - Privacy

Last account activity. 2 hours ago
Detais

MNo Hangouts contacts

Eind someone

9@

Figure 15-7. After moving the message
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Figure 15-8 shows the result of clicking Personal.

= 3
M “Personal” (1) - soualline@c X =
€ O & nhttps://mail.google.com/mail/#label/Personal ¢ Q, chromebook P B ¥ # - B =

Go g|e label:personal n @ 0 e
Gmail - - &) More - 1-10f1 £ > Q-

Hello .. first messaqe - Talking to myself 7:31 pm
Inbo: 0.01 GB (0%) of 15 GB used Terms - Privacy
nbox Manage Last account activity: 2 hours age
Starred Detais
Important
Sent Mail
Drafts

| Personal (1)

Trawel

QStew - +

Eind someone

a 9 %

Figure 15-8. Personal messages

Making Sure Your Email Is Secure

E-mail is one of the most common ways that you will be attacked by hackers. That’s
because it’s easy to send and easy to forge. A hacker will try to get you to do one of the
through e-mail:

e Download and execute a program.

e Click alink where you can enter your account name and password to
an online account or other personal information.

¢ Send them personal information.

e Transfer money toa company or account.
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A typical e-mail scam will appear to be a message from eBay indicating that your
account have been frozen until you go to a given web site and update your account
information. The web site might even have eBay in its name, such as ebay.scamartist.com.
If you click the link, you'll see an eBay logo and a familiar looking sign-on page. This is run
by the scammer who will use the information you provide to take over your account and
ripoff as many people as he can before your account is really susupended.

John Podesta fell victim to a scam of this type. He got en e-mail from a scammer
claiming to be Google and asking him to go to a web site and enter his e-mail and
password. This is resulted in the raiding of his e-mail account and the publishing of
many of his e-mail messages in the national new media.

Google tries to keep you safe from the most common scams, but the hackers are
always coming up with new ones. Good safety practices mean that you should follow
these tips:

e Never click a link inside an e-mail. If eBay or Google asks you to do
something to your account, enter company’s address in the address
bar of your browser.

o Never run a program that arrives in an e-mail unless you both know
the person sending it and are expecting the program.

o Never undertake any financial transaction based solely on an e-mail,
no matter who it is from. Confirm everything using a method such as
phone or fax that does not involve e-mail.

Authentication Icon for Verified Senders

To help cut down on the illegal e-mail traffic, Google has implemented an experimental
features called Authentication icon for verified senders” When you turn this feature on,
messages from certain senders will be displayed with a little “key” icon indicating that
they came from a verified sender.

Warning Do not rely on this feature to be 100 percent authoritative. Any
authentication system can be fooled. Also, this feature is experimental. It may go
away at any time.
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To enable this feature, click the Settings icon and then select Settings from the menu,
as shown in Figure 15-9.

M “Personal” (1) - soualline@o X | =+

€ @ 8 httpsy/mail.google.com/mail/#label/Personal [ Q, chromebook s T E 3 #
Go.:_",-gle label personal “
‘ Gmail - - &) More ~ 1-1of1 <
¢ | L me Hello -- first message - T: Display density:
v Comfortable (on larger displays)
bk 0.01 GB (0%) of 15 GB used ; Cozy (on larger displays)
Starred piia e
Important

Configure inbox

asww - B Settings

Themes

Send feedback
Help

Figure 15-9. Opening Settings

Now select the Labs tab, scroll down, and click Enable for the “Authentication icon
for verified senders” setting, as shown in Figure 15-10.
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= [m} X
M Settings - soualline@gmail.c X | =
€ @@ nttpsy//mail.google.com/mail/#settings/labs ¢ Q chromebook > "B ¥ A Q D » =
Google [ KM =00
Gmail ~ Settings Q-
General Labels Inbox Accountsand Import Filters and Blocked Addresses
Forwarding and POP/IMAP Chat Labs Offline Themes
Inbox et - .
Starred Status report template Email for the truly lazy. Save and then send your
Important FAQ ges using a button next to the
Sent Mail compose form. Also automatically send emails using
filters.
Drafts
Personal (1)
Travel Available Labs
More » « Backto Inbox Archive | Authentication icon for verified senders () Enable
by ER Disable
a%v@ - + Welcome to eBay! ®
- Displays a key icon next to authenticated messages
eBay o me from certain senders that sy pt to fake.
Leam more
After archiving, deleting, Rutgadvgnce (@] E[lable
“ Go to the next (newer) ybaics @© Disable
* Go to the previous {old{  ,matically shows the next conversation instead of
o "' Go back to the threadlit oy inbox after you delete, archive, or mute a
el ' conversation. You can select whether to advance to the
Eind someone next or previous conversation in the "General” Settings
page.
. e == | Custom keyboard shortcuts ) Enable
- 9% - F by Alan S @ Disable v

Figure 15-10. Enabling the “Authentication icon for verified senders” setting

Summary

Google provides an excellent mail server. Because it is heavily used, Google is
continually improving this system and adding more features.

Spend time going through the online help to look for them. These include e-mail
filtering, vacation replies, and integration with Android and iPhone phones.

But the major feature of Gmail is that it is a good solid mailer with basic features the
are easy to use.
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Using Google Docs

Google Docs is an online word processor similar to Microsoft Word or LibreOffice Writer.
The major difference is that instead of your files residing on your computer, they reside
in the cloud in Google’s online storage system (Google Drive).

The main advantage of having your documents online is that they are available to
any computer with a browser. The main disadvantage is that if you don’t have an Internet
connection, you don’t have access to your documents. Also, both LibreOffice Writer and
Microsoft Word have advanced features not available on Google Docs.

Where Google Docs works well is in educational settings. Students can share their
papers with the teacher, and the teacher can add comments to a paper online without
having to go to the trouble of actually sharing a physical file. The bad news is that it
makes the “Dog ate my homework” excuse impossible.

Although Google Docs does not have all the features you might want in a word
processor, it does have enough to create simple documents for school or personal use.

In this chapter, you will learn the following:

o How to get started with Google Docs
e How to create a simple letter

e How to print

o How to share and collaborate

e How to do voice typing

Getting Started with Google Docs

To get started, go to http://docs.google.comin your browser. You may need to sign in
with your Google account, but you will eventually get to the top-level screen.
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Writing a Simple Letter

Let’s start by composing a letter. There is a template for letters, so let’s click that and start
anew document, as shown in Figure 16-1.

B Google Docs % e Google Drive x|+
€ 08 https://docs.google.com/document,/u/0/ e Q Search wB $ & O @' >

= Google Docs Q.  Search

Start a new document

Resume Project proposal
Coral Tropic

Zz m

Recent documents Owned by anyone ~

No text documents yet

Click + to create a new document

Figure 16-1. Selecting the Letter template in Google Docs
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The template looks like the document shown in Figure 16-2.

€ | © @ hupsy/docs.google.com/document/d/19HbnRWuluUIe307rc € Q Search B ¥ & 9O 2 p =

Letter - B soualineg@gmai com =
Fila Edit View Insert Format Tools Table Add-ons Help Last edit was 2 minules ago Comemouits
S e~ T 1005 - Normaltest - | ProximaM. - 10 varug-gou‘. More - 2 2

AL 5 1 1 2 3 “ B 'yt | ] ' 7

>

Your Name

123 Your Street

Your City, ST 12345
123) 456-7890
no_reply@example.com

4th September 203X

Ronny Reader

CEQ, Company Name
123 Address 5t
Anytown, ST 12345

Dear Ms. Reader,

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonumny

. il A ol o bl -, LT el

Figure 16-2. Letter template
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Now all you have to do is replace the content with your own. Also, the template has

rather big margins. You might want to use more of the paper than they let you by default.

You can expand the right margin about 2 inches to the right by dragging the right margin

indicator to where you want it. This gives you the full width of the document to work in.

Figure 16-3 shows a work in progress.

B Letter - Google Docs

€ @O 8 hittpsy//docs.google.com/document/d/19HbnRWuluUIe307rc e Q Search wB ¥ & S >

x &&

Letter 15 sounline@gmail com +
File Edit View Inset Format Tools Table Add-ons Help  All changes saved in Dive Comments m
- | =

& e~ P

1

100% - Normaltext - Proxima N... - " - B I U A- co B More -

B 8 7

Farmer Brown m’
The Working Farm Museu,

456 Old Oak Street
Grandview, LA 34588

4th March 2017

Mrs. Smith

Second Grade Teacher
Hilltop Elementary School
100 School Place
Grandview, LA 34582

Dear Ms. Smith,

I want to thank you for your kind letter for January 3, 2017, | appreciate the unique thought that
wentinto it.

Figure 16-3. Writing the letter
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Printing

When you're done typing, you may need to print the letter. Unfortunately, printing
directly from this document to your printer is not possible. What happens when you
select File » Print is that Google Docs generates a PDF file so you can download it. The
download dialog, as shown in Figure 16-4, lets you open the PDF in the file viewer. In this
example, the file viewer is the one that comes with Windows 8 and Windows 10 called

TWINUL!

Opening Letter.pdf X
You have chosen to open:
5 Letter.pdf

which is: PDF file
from: https://d

O Openwith | TWINUI (default)
@saveFile

[] Do this automatically for files like this from nows

Figure 16-4. Download dialog

When the document viewer pops up, you can use it to print the document.

Figure 16-5 shows our example letter.

IThis stands for Tablet and WINdows User Face. (It's a name only a programmer could love.)
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Farmer Brown

The Working Farm Museum
456 Old Oak Street
Grandview, LA 34588

4th March 2017

Mrs. Smith

Second Grade Teacher
Hilltop Elementary School
100 School Place
Grandview, LA 34582

Dear Ms. Smith,

| want to thank you for your kind letter for January 3, 2017. | appreciate the unique thought that
went into it.

Sorry about the restraining order. After | told my attorney about your visit, he somehow thought it
would be a good idea.

Anyway we can consider this a learning experience. I’'m sure you and your class are learning lots
of new words like “criminal negligence”, “OSHA regulations”, “intentional tort”, and “discovery
motions”.

Farmer John at the Learning Farm has told me of your preliminary visit last week. I'm sorry the
whole class couldn’t make it.

| understand that the next time you visit, you promise to set the handbrake on the bus before you
part it on the top of the hill. It's amazing that such a small bus could go through a cinder block
wall, two barbed-wire fences, and wind up in the duck pond.

Sorry about the loss of all that paint you left in the back for the school project. | understand from
the EPA with your help they have designated the farm a toxic waste emergency site and have
closed the place for at least the next three years.

You have not only lived to my expectations, but exceeded them and for that you should be
incareerated-congratulated.

Sincerely,

Farmer Brown

Figure 16-5. Full letter
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Finishing the Document

You probably don’t want to call your letter Letter (the default name), so you can rename
it by selecting File » Rename, as shown in Figure 16-6.

= a %
B Letter - Google Docs x

€& Q& h

oogle.com/document/d/19HbnRWuluUle307rc @ Q Search B ¥ & Q9 @ » =

soualinegmail com ~
r Juu] gk

H File Edit View Insert Format Tools Table Add-ons Help Al changes saved in Dive Comments
Share... ProximaM... - " - B I U i “E More - 2 A

2 3 4 8 L 7

New A

Open Ctr+0

Rename.
Make a copy..

Move to im

Move to trash

See revision history Ctr+Al+Shift+H

Language -

Download as -
Publish to the web. I
Email collaborators

Email as attachment

Document details...

Page setup...
3 3 ur kind letter for January 3, 2017. | appreciate the unique thought that
Print preview n

= Print Cul+P v

Figure 16-6. Renaming a file

365



CHAPTER 16 USING GOOGLE DOCS

The name of the file is now editable, so let’s change it to Hill-1 and press Enter, as

shown in Figure 16-7.

B Letter - Google

€ @8 hitpsy//do .com/document/d/19HbnRvWuluUle307rc ¢ Q Search

Hill-1 | ]
File Edit View Inset Format Tools Table Add-ons Help Al changes saved in Dive

& e T s -

1 1 2 3 4 8 L

Normal text - Proxima N... - "

B ¥ & 9O 2 P

B 7 U A- co H wore -
—_—

Farmer Brown

The Working Farm Museum
456 Old Oak Street
Grandview, LA 34588

4th March 2017

Mrs. Smith

Second Grade Teached
Hilltop Elementary School
100 School Place
Grandview, LA 34582

Dear Ms, Smith,

went into it.

I want to thank you for your kind letter for January 3, 2017. | appreciate the unique thought that

= a %

]|

soualine@gmai.com

— -
’,- A

Figure 16-7. Renaming the file to Hill-1

Voice Typing

Google Docs has one potentially useful feature that’s not available in LibreOffice Writer.

The “voice typing” feature uses Google Voice recognition software to do the typing for

you...mostly. There is only drawback: it’s available only if you are using Google Chrome

as your browser.
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You can download Google Chrome from http://google.com/chrome. The browser
has a similar set of features to Firefox. To use voice typing, start Chrome and go to your
documents at http://docs.google.com. Open your document and select Tools » Voice
Typing, as shown in Figure 16-8.

B untited document - Goo X = - a *

“ C @ Secure | hips/decs.googlecomdo BUSNSEAGHMOTI2JrLBMYDOY edit | > @
Untitled document soualline Ggruai com =
File Eck View Insert Format  Tools Add-ons  Help Commants
i - === L

& o o~ T owen - | Mo Spaling
t K Explore

Defing

I
i

il
lal
il
by

# Eoeg = s

Documant eutling
Weed count

& Vokco typing

® Koop natepad

Translate documaent
Script edior

Preferences.

Personal dctionary.

Figure 16-8. Starting the voice typing feature
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A microphone icon appears, as shown Figure 16-9. Click this icon to turn on voice

typing.

/ S - a X
4 B Untitled document - Go- x\
& c | @ Secure | https;//docs.google.com/document/d/15NtFOKDgxIHhGFeog... ﬂ'l >
Untitled document oualline@gmail.com ~

File Edit View Insert Format Tools Table Add-ons Help Comments m

= e o~ " 100% - Normaltext -~ Arial ~ | More ~ S A
10 0 = | 10 c o0 | 20 0 a3 R ‘1 B o
e X

English (US) ~

Al

Click to speak

Figure 16-9. Clicking the microphone icon
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Since you now have voice typing running, you might as well use it to write

something. Figure 16-10 shows our result.

B untitied docamant - Go: X _ o %
“« G | & Secure | httpsy/docs.googlecom/document/d/ 1dzwbO0R3GE(SIH-OnCBwBUINSSAGHMOT1 2/rUBMYDOY/edit - > O
Untitled document || ol e -
Flle Edk View Mnsert Format Tools Table Addons Help  All changes savad in Drive Colriatasl
B o o~ P oush v | Mol - Arisl - -8 ruA-lccl|EEEE P Z--33 | L # Ediveg S
1 2 E) 4 [] ]
*
Engish (US) =
\!} Use the reset | decided to wrile the paragraph on voice lyping using the voice typing this way |
can see how well it actually does the work right now I'm looking at it as it slowly gets the stuff
assembled and | notice | have absolutely no punctuation in here. Evidently what | have to do is
You can say "period” speak the punctuation to get it to work. | don't know how it does with strange terms like USB
and "o ling'. Linux or other things we will see if they get capitalized they do okay should have put a day there
Gotit and we'll see how accurate it is because there are a lot of words that sound alike paragraph
return
okay for example my wife whose first language is not English cannot differentiate between the
two words quote soup quote and quote soap quote which is a very interesting conversations at
dinner time quote do you want me to make you some soup for dlnnerl
+]

Figure 16-10. The result of voice typing

We learned several things from dictating this paragraph. First, if you stumble over

your words, voice typing will faithfully record your stumbles. Second, it transcribes the

words, not the implied punctuation. You actually have to say things like “period” and

“comma.”

Also, to get a new paragraph, you say “enter” and not “paragraph” or “return.”
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Sharing Documents

As you’ll learn more about in Chapter 17, you can share documents with anyone who has

an e-mail account and a browser. To share a document, select File » Share, as shown in

Figure 16-11.

e = 2 ®

/1B3FNVUS2ESOMOoPLY-SCUZngYh1 3xkjx-qiK-dHg-sc/edit

F |}
dh View insen Format Tools Table Addons Help Al changes saved in Drve &5

n - B I NMA-ooDl E

]

Opsan. CrhO

Make a copy...
B Movelo Hi, | wiarited 1o share the results of The Voice typing with you
W Move to trash

Varsion history -

Download as

Publish Lo the web .
Email collaborstors. .
Emall a5 attachment..

Cocument details...
Language
Page setup

& Print Cris

Figure 16-11. Selecting the Share menu item
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This brings up the “Share with others” dialog, as shown in Figure 16-12. For simple
sharing, just enter the e-mail addresses of anyone with whom you want to share the

document.

/Bl voice-typing - Googhe & % me - O X
“« C | @ Secure | hitpsy//docs.googlecom/docurnent/d/ 183 VU S2E90MoPLY- 5CU2ngMh 1 Budjn-qik-dHg-scledit - F

voice-typing 2o

File Edh View insen Fomast Tools Table Addons Help ngas saved in Drive <3 n = Share |

&~ B " B I UYUa-«o0 5 = =EE 1= S-=E-EETR ' Eaning - A

x
Hi, 1w
. Share with others Gt shargable link @2
People

- Steve Oualine x
Add a note

Figure 16-12. Sharing with others

When you click Send, Google will send that person an e-mail with a link to your
document and give the person permission to perform edits on it. Figure 16-13 shows a

typical e-mail.
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) - o x
‘ 1 vatyping - X * B pen S LR . | forneds st XX+
| € @@ hitpsyimail.google.com/maili#inbox 1 5eb 1647672 de C O sudidty festures B + & O T s =
| Google iy 5 0@
Gmail ~ - . ] ] [ ] - - More - 1613 < > Q-
voice-typing - Invitation to edit wbox % S8 Steve Oualine
do07T @grnail cor
| tboxpiz — : S s
| Stave Qualline {via Google Docs) 558 PM {2 minutes ago) . - " -
| (Stamed to me
Impellm Show detais
Sert Mail
Drafts
Pamanal 1) sdol77 @gmail com,j wited you to edit the foliowing document
Travel B voice-typing
Qs -+
Open in Docs
Googie Doca: Craste and e docermts enkoe
Googe Inz 1600 &ghiheare Partwy Noysen View, G4 92043 S8 GOCgle'
Fou have recelved s emal ecaute SoMaone shared a Socumnt wih you fron Googe Docs.
Eind someone
& | Chick here to Reply or Famward
- 9 %
| (ot T~T~| Highlight 8  MatghCase WholeWords 1 of | match Reached end of page, continued from top b

Figure 16-13. E-mail link

When the person you shared the document with clicks this link, the document will
open in Google Docs allowing the person to edit it. You've still got the document in
your Google Drive, so any changes the person makes will show up in your version of the
document. This is useful for collaboration where one person writes the document and
another corrects it.

Lack of Advanced Features Google Docs is a good program for writing simple
documents. However, it does not have several features that you need for more
complex documents such as references, a table of contents, indices, and similar
features.

Its advantages are that you can access your documents anywhere there is an
Internet connection and that multiple people can work on the same document at
once.
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Summary

Google has tried to create a cloud-based system to replace Microsoft Office. Google Docs
is a nice start, but it has a long way to go. Although it’s good for basic documents, it lacks
sufficient features to be used for professional work with complex documentation needs.

As for which word processor tool is best, that depends on your circumstances.
Google Docs is useful when capturing the initial information. For example, you can use
it on your phone to dictate text and then download that text to your local computer for
editing with LibreOffice Writer.

Students often use Google Docs exclusively because their schools mandate it. They
like the collaboration tools it provides.

So, as to which is the best tool, it all depends on what features you value. There are
lots of choices out there, and many of them are free.
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Using Google Backup
and Sync

Originally Google Drive was just a cloud-based disk drive. It was just like a regular disk
drive, except it stored documents in the cloud to make them available to any system with
an Internet connection. This also meant that if you didn’t have an Internet connection,
you didn’t have access to your data.

Later Google Drive became Google Backup and Sync. This system lets you have
a directory that is replicated across all of your computers and the cloud. This means
you have access to your files even if there is no Internet. If you make changes to a local
copy, Google will copy it to the cloud version of Google Drive and then to all your other
computers connected to the Internet. In other words, it looks to you like you have single
shared directory across all your computers.

The advantage of this is that you don’t have to keep moving files from system to
system to work on them. In our case, this book is stored on a USB drive that moves
from place to place. If we had used Google Backup and Sync, we could have all these
files stored on all our computers and not worry about forgetting the USB drive when
changing computers.

Google Backup and Sync also has the ability to back up your important files. (You
select the directory that’s important.)

Warning Google Backup and Sync is a free service, and there is nothing you
can do if Google decides to turn it off tomorrow. Do not keep your only copy of
important data on Google servers.
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In this chapter, you will learn the following:
o How to install Google Backup and Sync
e How to share files using a Google Drive folder
e How to back up important folders

¢ How to share files

Installing Google Backup and Sync

Google Drive has a web interface as well as an application that integrates Google Drive
with the Windows File Explorer. Start by going to http://drive.google.comand signing
in. The initial screen will look different if you already have a Gmail account and have
used it in this browser. But after a few prompts, you'll arrive at the screen shown in
Figure 17-1.

= =] b
My Drive - Google Drive x L+
% | © &  httpsy/drive.google.com/drive/my-drive ¢ Pseqrch B 4+ # D e =
Google Drive Q v w@m O e
= o o »
b g My Drive ST

Download Backup and Sync for Windows
L4 Eﬂ Computers

Keyboard shortcuts

Shared with me Help

(1]
-
Bonus Chapter - Games

@ Recent W g-r -
b Google Photos Ch20_Games.docx volce-typing 00019.mkv

¥ You edited today You edited this week You edited today

* Starred

-

u Uit Files Name T
d Backups e

@ Howtogetst B oualline Fam

Google Drive was unable to initialize search. Please refresh to try again.

Figure 17-1. Getting the application
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Now let’s get the Google Drive application by selecting Settings » Download Backup
and Sync for Windows.

The download page will appear, as shown in Figure 17-2. Click the Download button
in the Personal Use section.

= a b8
M Inbox (2) - soualline@gma | % [ Practical Open Source Alter X google dive app - Yahoo 5¢ X & Download Google Drive e
®a ¢ | Qgooglediveapp > W B + A O B p =

GO gle Meet Drive  Using Drive  Pricing Download For Work Help Go to Google Drive

Access and sync your files anywhere

Personal Business

o Backup and Sync B Drive File Stream

. ..I..

Figure 17-2. Download page
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Next you have to agree to the terms of service; once you've done that, the download
will begin. After downloading the program, start it by clicking Get Started, as shown in
Figure 17-3.

Y b - ouemeoupraR: X || B Pacto toehsowes ke X | I eode e mp-YMo SR & DowriosdGoogetie X il

€ @ @  httpsy//www.google.com/drive/download/ e Q google drive app T e $ & O 2 » =

Download Backup and Sync for Windows
Google Drive Terms of Service
By using Backup and Sync, you agree to the Google Terms of Service. If you

are a Google Apps user, yo! ropriate Google
Apps Terms of Service, or t , if applicable.

Cancel Agree and dow

Figure 17-3. Initial installation window
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If you're not already signed in to Google, you need to do so now, as shown in
Figure 17-4.

Welcome to Backup and Sync (Step 1 of 3) X

o Sign in GOgle

Sign in with your Google Account
2 My Laptop

3 Google Drive

Enter your email

Find my account

Create account

One Google Account for everything Google
GMEDL > O

About Google Privacy Temms Help

Figure 17-4. Signing in to Google
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The next screen, as shown in Figure 17-5, tells you what the screen after that does, so
click Got It to continue.

Choose folders from your
computer to continuously back up
to Google Drive

Find them in the "Computers” tab at
drive.google.com

.

Learn more

Figure 17-5. Clicking Got It
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The next screen lets you select the folders to be automatically backed up, as shown in
Figure 17-6. By default these include Pictures, Documents, and Desktop. When backed
up, these files will occupy their own folder on the Google Drive web site and are not
downloaded to your other computers.

Welcome to Backup and Sync (Step 2 of 3)

o Sign in My Laptop L

o My Laptop

Google Drive

Choose folders to continususly back up to Google Drive

m Desktop 13 KB
{5 Documents 15 M
| Pictures 857 KB

CHOOSE FOLDER

Learn more about phote and video uploads

Photo and video upload size Learn more

(O High quality (free unlimited storage)

Great visual quality at reduced file size

(® original quality (14.8 GE storage left)
Full resclution that counts against your quota

Google Photos ‘@ Learn mors
[ upload photos and videos to Google Photos

Check your Phetos setiings te see which items from Google Drive a le
Fhotos

Network settings

Figure 17-6. Selecting a folder

This is different from the Google Drive folder on your computer that will be

synchronized with the Google Drive cloud storage and all your other computers. (That is
done automatically and does not need to be configured.)

Also, note that we’ve named the computer My Laptop. That name will be useful
when trying to find the backup on the Google Drive web site.

If you have folders with really important files, add them here. When you are done,
click Next.

Another information screen appears telling you what’s about to come. Click Got It.
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Finally, you get to the Drive part of Google Backup and Sync, as shown in Figure 17-7.
This lets you synchronize the cloud version of Google Drive with your local Google Drive

folder. Since this is the first time you've set this up, there is not much to sync, but click
Start anyway.

Welcome to Backup and Sync (Step 3 of 3)

o Sign in Google Drive & Leam more
o My Laptop
° Google Drive

Sync My Drive to this computer

Folder location: C:\Users\User\Google Drive Change...

® Sync everything in My Drive (0 MB)
() sync only these folders (0 MB selected)...

BACK

Figure 17-7. Synchronization process
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The confirmation window appears, as shown in Figure 17-8. Click Continue to start
the process.

Merge with My Drive?

All files in *Google Drive” will merge witl
drive.google.com. To cancel this merge,

CANCEL

Figure 17-8. Confirmation window

When you're done, close the final window. Now start the Windows File Explorer.
You'll notice that you have a new item in the “Quick access” section named Google
Drive, as shown in Figure 17-9. Select it, and you'll see the files on your drive.

& I\ Ik | Google Drive = o Xﬁ‘
T 5 " -
&n o ‘
4+ & » User 3 Google Drive

» O Search Google Drive »
A Mame ' Date modified Type Size
# Quick access
®o = \#] Howto get started with Drive /32014 49 AM  Fille 2,547 KB
esktop
& Downloads
] Documents #

= Pictures L ,
& Google Drive +

13-video-suppoi
14-dvd-support
book

hand.out

i OneDrive

B This PC
I Deskiop
[ Documents
& Downloads
B Music
&= Pictures
| videos

Lo OS6CH o
1 item

Figure 17-9. File Explorer with Google Drive
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Now you can treat this as pretty much a normal drive, although one that’s a little

slow. In particular, as shown in Figure 17-10, you can drag files from one File Explorer

window to another to copy files.
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= ~ 4 & » User » GoogleDrive w O | Search Google Drive 211
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& Google Drive # ¥ | book
13-video-suppor Home Share View
14-dvd-supparnt
book =
hand.out ;E;pytuswgle Drive # O i N
£ OneDrive B Deskto
X, i & Dewnlosds 3] 12-audic.oct

Titem  1itemn selected 267 ME

& Google Drive &
13-video-suppat
14-dvd-support

bock tmpl.odt
hand.out [ zip-1ah

i OneDrive
v £
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v O

Search book
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17 4:29 PM

6M11/2017 430 FM

S/0/2017 10048 PM
17 10:33 PM

2T 524

B2017 4:55

AM

AM

u] X
-0
o
Type {3
OpenDocumen

OpenDocumen
OpenDocumen
OpenDocumen
OpenDocumen
OpenDocumen
OpenDocumen
OpenDocumen
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OpenDocumen
SH File

Test Document o

>
;

Figure 17-10. Using drag and drop to copy a file

Drag and drop to add files (just like any other folder only slower).
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After a few seconds, the file will appear in your web view as well, as shown in
Figure 17-11.

& MyDrive- GoogleDrive % Google Drive x| + = R
€ @@ hipsy/drivegeogle.com/drive/my-drive ¢ Psearch wBa ¥ & $- » =
Google Drive Q. Search Drive = # 0 e
NEW My Drive ~ = @ O
» B myorive Files Name

&%  Shared with me

@ Recent

4% Google Photos

W  Starred
B Trash W 16-drive.odt I Howtogetstarted ..
& sackups

10 ME of 15 GB used

&= Upgrade storage

Figure 17-11. Web interface to Google Drive
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Sharing Files

Say we want to share this chapter of the book with our editors. So, we need to tell Google
Drive that we want to share it with them. We start with the steps in Figure 17-12, which
consist of right-clicking the document and selecting Share.

= o X
‘ & MyDrive-GoogleDrive X | d Google Drive x|+
€ (@ nhitps//drive.googlecom/drive/my-drive ¢ Psearch o8 ¥ & O % » =
Google Drive Q,  Search Drive v # 0 e
NEW My Drive ~ o 2 O § i =
» B3 myorive © Preview Name T
¢:¢ Open with H
&%  Shared with me
*8  Share..

(©  Recent

GD  Get shareable link
4% Google Photos

Move to...
W starred Add star
B  Tash Rename...
&  Backups View details

10 ME of 15 GB used Make a copy

0
£9  Manage versions...
D
A

&= Upgrade storage Download

§ Remowe

Figure 17-12. Sharing a document
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The “Share with others” window appears, as shown in Figure 17-13.

Share with others Get shareable link 2

People

Enter names or email addresses 7 -

Shared with one other person

m emneed

Figure 17-13. Sharing with others

There are two ways of sharing a file. The first gives Google a list of people to share
it with. That works only if they all have Google accounts. The second is to create a
shareable link. This is less secure because anyone with the link can view the document.
Let’s use this method here, so click “Get shareable link.”

The magic link is copied to the clipboard, and sharing is enabled. You can now
e-mail this to other people so they can view the document.
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Using the Backup and Sync Controls

You may notice a small icon in the lower right of your screen. Figure 17-14 shows where
this is located.

(B4-bit) sdo077@gmail.com
193 MB of 15 GB used Upgrade

DA

(!9 Can'tsyncditems VIEW

et % oualline2.gnucash.2017052...gnucash o

Synced 3 minutes ago

3 00019.mkv
| vy @

Synced 2 minutes ago

]

R, Updated 1 minute age &

Figure 17-14. Opening the Backup and Sync controls

Clicking this icon brings up the Backup and Sync control panel, which shows you the
progress of any synchronization that is being done. It also contains icons that will take
you directly to your Google Drive (local copy) and Google Drive (web copy).

Summary

Google has tried to make Google Drive as simple and as easy to use as a regular disk
drive. There are a few more advanced features to explore such as version control and
document conversion, but for the most part Google Drive is easy to get started with.
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Using Google Sheets

Google Sheets is an online spreadsheet program. Its main advantage is that it is on the
Internet. That means you can access it from anywhere. There are even phone apps that
let you access it through your smartphone, which makes it useful for storing numbers as
they are generated.

In this chapter, you will learn the basics of Google Sheets, including the following:

o Getting started
o Creating a basic cost estimation spreadsheet
o Creating titles

o Creating a chart

Getting Started with Google Sheets

To get to Google Sheets, go to http://sheets.google.com. Android and Apple users can
download it from their phone’s online store. After signing on, you'll see a startup screen

similar to Figure 18-1.
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Google Sheets x B

€ @ 8 nipsy//docs.google.com/spreadsheets/u/0/ ¢ O ohnsonfareboxbelt + T B 4+ #® @ S~ » =

= Google Sheets Q

Start a new spreadsheet TEMPLATE GALLERY

w

Annual budget

Recent spreadsheets Owned by Last m oAz [&=]

opened by

anyone ~ M€

No spreadsheets yet

Click + to create a new spreadsheet.

Figure 18-1. Google Sheets startup screen

Creating a Spreadsheet

As you know from previous chapter examples, the Working Farm Museum needs to
recover from a school visit. Let’s create a basic worksheet to see how much money this is
going to cost Farmer Brown.
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Google Sheets comes with a rich set of templates. You will use the simplest for this

example, the Blank template. Clicking Blank takes you to the initial spreadsheet in
Figure 18-2.

= 8] x
[E] untitled spreadsheet - Gooz X | 4
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17
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v
< >
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Figure 18-2. Initial spreadsheet
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Creating Titles

You want to create a nice title for your spreadsheet, one that spans multiple columns. So,
you need to merge cells Al through D1. Start by clicking Al and then dragging the cursor
to D1, as shown in Figure 18-3.
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[
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]
]
10
"
12
13
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17
18
v
i : | L2 I
+ = Sheet1 = |

Figure 18-3. Selecting four cells
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Now let’s select Format » Merge Cells » Merge all, as shown in Figure 18-4. The

cells will be combined.
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Figure 18-4. Merging the cell
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You now have a four-column cell in which to type the title: Working Farm Recovery
Costs. After entering this text, select it and click the Bold icon to make it bold. Then
select the arrow next to the text alignment icon and select Center. Figure 18-5 shows the
steps.
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Figure 18-5. Setting up the title

On the next line, cell B1, enter the label Labor and make it bold as well.
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Starting with C1, let’s add the headings Task, Hours, Rate, and Cost. Since the Task
column is going to be a bit longer than the others, you can make it wider by dragging the
bar between the A and B columns to the right. Figure 18-6 details these steps.
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Figure 18-6. Adding the headings

Now let’s put in the first task. The data for the cells is as follows:
A4: Enter Securing existing site.
B4: Enter 20.
C4: Enter 15.00.

D4: Enter =B4*CA4.
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Figure 18-7 shows the results.
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Figure 18-7. Entering the first task
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You'll notice that you don’t get a rate of $15.00; you get a rate of 15. You need to tell
Google Sheets that you are dealing with money, so select column C by clicking it and
selecting Format » Number » Currency. Figure 18-8 shows this process, but you'll have
to trust us when we tell you that column C is highlighted because the menu covers it up.
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Figure 18-8. Formatting the columns
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Do the same for column D. Figure 18-9 shows the result of the formatting. We’ve also
filled in a few more tasks in the figure. Remember, the contents of D5 should be =B5*C5,
and D6 should be =B6*C6.
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Figure 18-9. More tasks

You are now positioned on cell D7. This will contain the labor total. To generate the
total, click the arrow next to the Sum icon and select SUM.

A “helpful” dialog appears. To tell the system what values to add up, click cell D4 and
drag the cursor down to cell D6, as shown in Figure 18-10.
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Figure 18-10. Selecting what to add up

Figure 18-11 shows the result after pressing Enter.
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Figure 18-11. Spreadsheet with sum
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Now you’ll add a couple more sections for Buildings and Services, as shown in

Figure 18-12.
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Figure 18-12. Spreadsheet after additional sections have been added

During this process we've changed the format of a few cells. This was accomplished

by selecting the cells and executing the command Format » Number » Currency.
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Now let’s add a Summary section and compute a grand total for everything you've

done so far. Figure 18-13 shows the result.
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Figure 18-13.

Adding a Summary section
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Since every good spreadsheet must have a chart, let’s add one. Click in cell A26 to
select Labor and then Shift+click in cell B28 to select a 2x3 square of values. Figure 18-14
shows the result.

‘ - o x
[E] Untitled spreadsheet - Gooo % 4+
€ & hupsyidocs.googlecom/spreadsheets/d/1 BFWSdiZEwrp_ld)- cez WVEQDiBewcKog ¢ O johnson farebox beit » B F AD % »p =
Untitled spreadsheet B SCRMIRSCHOM LR v
File Edit View Inset Format Dala Tools Add-ons Help Al changes saved i Ume Comments m
S e 2T § % 0 00123 Cambia - 0 - B J 5 A. S-H-EH- E-1-|+-%- coBMY-E- 2
S | Labor
| A ] c o E L3 G H 1
4 PigSty §2537.00 $2,537.00 -
5 Chicken Coop 53,128.00 $3,128.00
8 | Total $2.547.198.00
T
& Services
s Vet $93,788.00 $93,786.00
20 Attorney (So far) $100,000.00 $100,000.00
21 Doctor for PTSD $10.000.00 $10,000.00
22 Hospital $192873.00 $102,.873.00
2 Total $396.661.00
24
| 25 Summary
28 [Labor e | $9.876.00
| 2 Buldinge $2,547,196.00
| 3 Services 5192873.00 \’
| 28 [Tota $2,749.947.00
0
k3 o
<
+ & | Sheet1 - Sum: $2,749,947.00 3

Figure 18-14. Chart data selected

Creating a Chart

Let’s now create the chart by selecting Insert » Chart, as shown in Figure 18-15.
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Figure 18-15. Inserting a chart

A chart appears right over most of the important data, and a chart editor dialog

appears. Figure 18-16 shows the mess.
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Figure 18-16. Chart inserted

403



CHAPTER 18  USING GOOGLE SHEETS

Close the chart editor by clicking the X button. Now use the handles of the chart to
drag the chart into a nice location below the data. The result should look something like
Figure 18-17.
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Figure 18-17. Final spreadsheet

Now you can rename the spreadsheet (File » Rename) to something decent, such as
Farm Recovery, and then print or share it as needed.

Summary

Google Sheets is a good, basic spreadsheet program. It doesn’t have as many features
as LibreOffice Calc or Microsoft Excel, but it does have all the features that a simple
spreadsheet needs. You might find it ideal when you need to access data from your
phone. The nice thing is that you have a choice; in addition, both Google Sheets and
LibreOffice Calc are free.
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CHAPTER 19

Playing Games

This book would be incomplete without talking about some games. There are lots of

open source games that are fun and free to download. Table 19-1 lists some of the best

ones, and they are discussed further in the following sections.

Table 19-1. Game Summary

Game Download Recommended Age Complexity Learning Gurve

SuperTuxKart https:// Young Simple Low
supertuxkart.net/
Download

Xonotic www.xonotic.org Preteen and teens Slightly Low

complex

2048 https:// All Simple Low
gabrielecirulli.
github.i0/2048/

Torcs http://torcs. Teens and young Slightly Medium
sourceforge.net/ adults complex

index.php?artid=3&na
me=Sections&op=viewa
rticle

FlightGear www.flightgear.org/  Adult Complex
download/main-
program/

Neverball http://neverball. Kids and teens Simple
org/download.php

High

Low

© Steve Oualline and Grace Oualline 2018
S. Oualline and G. Oualline, Practical Free Alternatives to Commercial Software,
https://doi.org/10.1007/978-1-4842-3075-6_19

(continued)
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Table 19-1. (continued)

Game Download Recommended Age Complexity Learning Curve

Teeworlds www . teeworlds. Kids and young Adults Simple Low
com/?page=downloads

0A.D. https://playoad.com/ Young adults and Slightly Medium
download/ adults complex

OpenTTD https://www.openttd. Adults Slightly High
org/en/download- complex
stable

SuperTux http://supertux. Kids and teens Simple Low
github.io/download.
html

Who Is Tux, and Why Is He Everywhere?

Before starting, we need to explain why a lot of the games have Tux in their names. Tux,
pictured in Figure 19-1, is a penguin who is the mascot of Linux. Linux is a popular open
source operating system, so many game designers decide to honor this penguin by
having him be a main character in their work. So, if you see Tux, the game is probably
open source.

Figure 19-1. Tux
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SuperTuxKart

SuperTuxKart is a racing game a lot like Mario Kart, except everyone is an animal, and
the main character is a penguin. In Figure 19-2, you can see a typical game screen. To
download and set up the game, go to https://supertuxkart.net/Download.

Figure 19-2. SuperTuxKart

The goal of the game is to race against the other players and win the race. There are
three different modes: story mode, single/multiplayer, and login.

Story mode plays some videos before and after races. This gives the game a story.
The main plot is that, Tuc, the King of Karts, has kidnapped the Great Wise One, the
leader of a village that Tux lives in. Tuc says that if Tux can beat him in racing, then he
will release the Great Wise One. If Tux loses, then the Great Wise One will be served for
dinner at Tuc’s castle.

Single and multiplayer modes are the same thing, except there are no videos. You
can play with up to four different players and can play with joysticks or the keyboard.

Login is where you connect to the Internet and race against other people in real time.
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Overall, it is a decent game. The quality of animations is lacking, but you can still
tell what is going on. We recommend this to children or adults but not for teenagers,
who would like more detailed animations like in Torcs (described later). Overall, it is a
well-developed game.

Xonotic

Xonotic is a first-person shooting game. You run around with a gun and shoot at your
enemies, as shown in Figure 19-3. This game is designed for the older kids, mainly teens,
and uses a lot of graphics, so it may slow down your computer if you are using a laptop.
You can download it from www.xonotic.org.

Figure 19-3. Running and shooting

There are two different modes, single player and multiplayer. In single player mode,
one person is connected through the computer to other players on the Internet. In
multiplayer mode, more than one person can be connected through a single computer.
The controls are fairly simple and self-explanatory, and you can figure out how the
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games work within seconds. There are many different terrains so you will never get
bored with the layout. There are also a variety of guns that have their own distinct power.
For example, one gun shoots fire and blows up your opponent. Another gun shoots
six electric balls, which spread out so you can get your opponent even when they are
moving.

Overall, it is a good game if you don’t get motion sickness.

2048

2048 is a simple yet addicting game. The goal of the game is to combine similar blocks
next to each other into one block containing the number 2048. You can move the blocks
up, down, left, and right. Each block has a number on it. For example, a “2” block can
merge with another “2” block, which creates a “4” block. This game is good for phones,
as shown in Figure 19-4. You can play it at https://gabrielecirulli.github.io/2048/,
or you can download it from any app store for free.

Figure 19-4. 2048

We recommend this game to anyone. It is an easy game to play and can be rewarding
when you finally get the tiles to display 2048.
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Torcs

Torcs is another racing simulator, like SuperTuxKart, but with more detailed graphics
designed for more mature players. Its home page is at http://torcs.sourceforge.

You control your car with the arrow keys, and you can choose from a variety of car
models and tracks, as shown in Figure 19-5. Torcs stands for Texas Off-Road Champion
Series. This game has been used as a research platform for many things car related, such
as the use of Al programs in cars.

Figure 19-5. Therace track

This game is a lot of fun for those who feel like they’re too old for SuperTuxKart and
Mario Kart and want something a bit more challenging.

FlightGear

FlightGear is a flying simulator, where you fly your own plane. You can download it at
www.flightgear.org/download/main-program/.Itis a detailed game, where you start
out in the cockpit of the plane, such as the one shown in Figure 19-6, and use controls
that are similar to those in a real plane.
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Figure 19-6. The cockpit

You can also create your own flying environment, as well as choose the type of plane
you want to fly. Scenery and planes have to be downloaded separately. The game comes
with a long manual on how to fly the plane, so if you want to play this game properly,
you’ll need commitment. There are many fun and different types of planes; for example,
you could fly a space shuttle. It is a rocket ship that you get to drive into orbit, but it lands
like a brick, which is really challenging.

This game requires a lot of CPU power. When we ran it on a laptop, the system became
very “laggy.” We suggest downloading this on a stronger computer with a good CPU.

This game is good for young wanna-be pilots or if you are looking into flying and
want to see how a plane is operated. Overall, it is a more complicated and technical
game but can be fun once you learn how to play it.

Neverball

Neverball is a game a where you guide a ball through crazy courses and get it to the
target. You can install it at http://neverball.org/download. php.

The player gets to customize their ball and choose from a variety of levels. There are
many fun and different levels of games. Some courses look like the inside of a ping-pong
machine, shown in Figure 19-7, while others have portals that teleport the ball. Others
are like a puzzle, where you have to figure it out before you can win.
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Coins
Goal

Figure 19-7. Ping-pong machine in Neverball

The goal is simple: try to get the ball to the target. For the controls, you just use the
keyboard arrows to tilt the screen in the direction you want the ball to go. You can also
collect coins, which are good for the store, where you can buy different skins for your ball.

Overall, this game has great graphics and is fun for all ages. It comes with seemingly
endless levels, so this game will keep you occupied for a long time.

Teeworlds

Teeworlds is a simple, cartoon, multiplayer shooting game. You can find it at https://
www . teeworlds.com/?page=downloads. The main goal of the game is to try to be the last
one standing, so you basically shoot everyone else until they are all dead.

It has a two-dimensional course that you can explore. There are a variety of different
guns to use, along with different terrains and games. One game you can play is called
capture the flag, shown in Figure 19-8, where there are two teams. Your team’s mission
is to try to take the other team’s flag while protecting your flag from the other team.
Different terrains can consist of the desert, grass, jungle, snow, and much more.
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Figure 19-8. Playing capture the flag

This game is great for anyone who loves shooting games but hates the motion sickness
that most 3D shooting games give you. It is good if you want a simple, friendly game.

0A.D.

0 A.D. is a game based on the year 0 A.D., where you build civilizations and practice
strategy in ancient warfare. You can get it at https://playoad.com/download/.

In the game, you have a certain territory where you can construct your buildings.
Figure 19-9 shows a typical layout. You can expand your territory by leveling up or by
building next to the border. Each type of building supports different things. There are the
village buildings to sustain the people. Housing supports population. A mill is used to
collect wood, metal, and stone for building. Farmstead and corrals are for growing and
breeding animals for food. Docks are to build ships for fish, trade, and warfare.
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Figure 19-9. A normal day 2,000 years ago

There are also a variety of military buildings to protect the people. Barracks are
where citizens train and become soldiers. A temple trains healers, who heal the soldiers
during battle. A defense tower shoots at enemies close by. You can also build walls and
fortresses for defense.

This game is lots of fun for those who love strategy games and building their own

civilizations.

OpenTTD

OpenTTD is a strategy business simulator where you make money by transporting
customers using different routes and different modes of transportation, as shown in
Figure 19-10. You can download it at https://www.openttd.org/en/download-stable.
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Figure 19-10. A day at work

The main goal of this game is to get as much money as you can by starting a
transportation business. There are many factors needed to win this game, such as where
to put the routes that your vehicle will travel and how much to charge for one trip. The
game comes with a long manual that tells you how to place different modes of transport.
There are four modes you can choose from: road, railroad, ship, and airplane. You can
also earn extra money by using your business for a shipping and postal service.

Overall, this game is for those who love to strategize and build their own businesses.
We recommend this to someone who has a lot of patience because it takes a long time to
grow your business.

SuperTux

SuperTux s a lot like Super Smash Bros., except the main character is a penguin. You
run and jump, collect power-ups, and defeat the evil snowballs. You can download the
software at http://supertux.github.io/download.html. The main goal of the game is
to guide Tux through the level and get to the end.

If you took Super Mario Bros. and turned it into a second graphic penguin game,
then you would have SuperTux. Everything is identical, all the way down to the powers
and the enemies.
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There is unique feature that you don’t have in most proprietary games, that is, debug
mode. This mode allows you to “debug” the program by giving Tux special powers, like
being invincible. Although designed for people working on making the program better, it
doesn’t stop people from using it to “cheat” and reach the highest level without having to
bother getting really good at the game.

We recommend this game to anyone who loves adventure games and wants to play

an open source version of Super Mario Bros.
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Summary

Supposedly there aren’t a lot of open source games available. That may be true, but
there are enough fun ones out there to keep anyone entertained. Many of the simulation
games are made by people fanatical on making the most realistic game out there. That’s
why you have a game like FlightGear, which gives you the ability to fly a Wright biplane
and a space shuttle.
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0 A.D. game, 413-414
Audacity
background music
add new track, 297-298
amplify effect, 298-299
click mute, 298
in background, 300
cut audio, 288
editing window, 277-278
Edit Metadata Tags dialog, 283-284
export audio, 278-280
highlight junk, 286, 288
LAME
download, 282-283
installation page, 281-282
to create MP3 files, 280
musical
steps, 289
musical introduction
copy to clipboard, 290-291
fading out, 295-296
paste, 292
paste music, 293-294
Rewind button, 291-292
steps, 289
playback, 284-285
12-second mark, 285-286
splash screen, 277
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Authentication icon for
verified senders, 355-357

B

Bender, 330
Budget
basic, 100-101, 103
charts, 113,115-117
computing totals
actual and budgeted, 104
final single-month
budget, 106-107
percentage, 105-106
summing up, 104
Merge Cells, 101
spreadsheets
February’s numbers, 110
Move/Copy Sheet, 108-110
referencing, Jan17 value, 111-112
Rename Sheet, 107-108
starting to reference previous
months, 111
two months budgeted, 113
spreadsheet with headings, 102-103
Business letter
“Dear” line, 56
envelope
changing, page format, 59-60
final, 62-63
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Business letter (cont.)
Page Style Default Style dialog, 60
page style settings, 62
“From” section
attributes, 52
complete, 55
Create Style dialog, 53
New Style icon, 52-53
paragraph settings, 53-54
Update Style icon, 54-55
simple, 51-52
Text Body style
body of letter, 58
changing, 57
default, 57
finishing up, 58
signature, 59
“To” section, 56

C

Charts, budget, 113, 115-117
Clothify filter

dialog, 185

image, 185

selecting, 184-185

D, E

Database
Add Table or Query dialog, 159
blank, 155
completed query design, 162
copying, 156
creating, 152, 154
creating table, 157-158
Database Wizard, 152-153
Design View window, 160
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empty, 155
first column, 161
fourth column, 161
new table, 158
pasting in new table, 157
Queries icon, 159
query, data source, 163
saving the query, 163
second column, 161
third column, 161
Database management
addr.csv, 139
field names, 140
form letter (see Form letter)
import dialog, 140-141
opening file, 140
PostgreSQL, 139
saving file, 141-142
Text CSV (*.csv), 140
Dia Diagram Editor
bell, 239
bell with arrow, 239
blue lines, 231
box, 243-244
connecting nodes, 226
decision box, 225, 229
diashapes, 236-237
electrical diagram, 234
electrical symbols, 234
electronical sheet add-on, 236
flowchart, 221
Initial Dia screen, 222
line ending, 242
operation node, 229
Page Setup, 232
position adjustment, 227
properties, 241-242
relay, 235



sheets installed, 237

start node in place, 224

start/start node, 223
Double-entry checkbook, 97, 99-100
DVDStyler

download page, 334

video clips (see Video clips, DVDStyler)

F

Firefox

account creation, 2

ad blocking
Ad-Blocker home page, 20
add-on search/install page, 19
“ad”-filled web pages, 17
advantages, 16
confirmation screen, 20
disabling, 21
Menu icon and Add-ons, 17-19
test page, 20-21

download, 2

features, 1, 26

private browsing, 1
blogs/sites, 4
bookmark, 4
creating, private window, 4-5
Internet, 3
private mode, 3

reading mode, 14, 16

tab and bookmark synchronization
Manual Syncicon, 12-13
set up an account, 5-6, 8, 10, 12
tabs from other

computer, 13-14
tab muting, 1-3
Video DownloadHelper (see Video
DownloadHelper)
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FlightGear, 410-411

Form letter
“addr” database, 144
computation, 149
database connection, 142-143
dialog, 148
exchange databases, 143-144
field inserted, 146-147
final, 148
inserting field, 145
letter with fields, 147
Mail Merge dialog, 149
Print dialog, 150
selecting fields, 146
spreadsheet/database

translation table, 143

G, H
2048 game, 409
GIMP
Clothify filter
dialog, 185
image, 185
selecting, 184-185
color tools
brightness-contrast, 179-181
curves, 181, 183
cropping image, 175-178
initial windows, 168
rotating images, 169, 171
splash screen, 167-168
XCF file to universal format, 172
Gmail
Authentication icon for verified
senders, 355-357
create an account, 347
e-mail scam, eBay, 355
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Gmail (cont.)

Good safety practices, 355
hackers, 354-355

important message at top, 351
message received, 350

new message, 349

Personal messages, 352-354
security, 347

“star” flag, messages, 347
start screen, 347-348
top-level screen, 348-349

GnuCash

advantages, 247
checking account
book options, 252-253
click apply, 255
currency type, 251-252
ledger window, 257
main window, 249-250
New Account Wizard, 250-251
open account, 257
save file, 255-256
screen, 256-257
select type, 253-254
Tip Of The Day dialog, 248
type, 254-255
memo line, 259-260
print check, 260, 262
reconciliation process, 267-268
savings account
account list with, 265

checking account with transfer, 266

create, 262-263

new account dialog, 263-264
open balance setting, 264-265
save ledger, 266

set field values, 265
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scheduling process, 269, 271-272
select check format, 262
written checks, 258-259

Google Docs

advantage, 359

definition, 359
educational settings, 359
letter template, 360-361
printing, 363-364
renaming file, 365-366
share documents, 370, 372
sign in with Google account, 359
top-level screen, 359
voice typing, 366-367, 369
writing the letter, 362

Google Drive

advantages, 375

Backup and Sync
clicking Got It, 380
confirmation window, 383
control panel, 388
download page, 377
drag and drop to add files, 384
File Explorer, 383
getting the application, 376
initial installation window, 378
selecting folder, 381
Signing in to Google, 379
synchronization process, 382
web interface, 385

Internet connection, 375

sharing files, 386-387

Google Sheets

advantage, 389

creating chart
final spreadsheet, 404
inserting, 402-403



creating titles
adding headings, 395
additional sections, 400
chart data, 402
first task, 395-396
formatting columns, 397
“helpful” dialog, 398-399
Merge Cells, 393
more tasks, 398
selecting cells, 392
setting up, 394
spreadsheet with sum, 399
summary section, 401
initial spreadsheet, 391
startup screen, 389-390

LJ, K

Inkscape
download, 187
rose drawing (see Rose drawing)
zoom drawing page, 187-188

L

LAME
download, 282-283
installation page, 281-282
to create MP3 files, 280
LibreOffice Base
Java, 151
LibreOffice Calc
budget (see Budget)
checkbook
blank spreadsheet, 90
bold headings, 92
check number 0063, 95
corrected entries, 96
currency symbols, 94
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date format, 95
double-entry, 97, 99-100
first check, 95
formatting cells, 94
headings, 91
headings entered, 91
initial balance, 92-93
initial Calc screen, 90
new balance, 97
second check, 96
spreadsheet, column
adjustments, 92
description, 89
LibreOffice Writer

business letter, 52

database management (see Database)

definition, 29

drawing tools, 50

fontworks, 50

gradients, 50

initial window, 30

party invitation (see Party invitation)

report, 65

screen components, 31

Microsoft Visio, 221

N

Neverball, 411-412

O

OpenShot editor, 303
adding title, 327-330
advanced features, 332
animated titles, 330
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OpenShot editor (cont.) creating “Where” section
converting video files Align Right settings, 42
adding all files, 309 dragging the margin, 42
batch scan, 307 final text, 43
conversion process, 306 font size of 48 points, 33
default path for graphics
output, 306 anchoring image, 47
encoding in progress, 313 anchor point controls, 46
HandBrake program, 303 balloon free clip art, 44
job queue, 310 balloon pasted, 45
MOD file, 303 flipping an image, 49
Preferences dialog, 304-305 Gallery icon, 43
Progress dialog, 308 image in proper location, 48
starting queue, 312 size of balloon, 45-46
subtitle warning, 310 wrapping through, 48
importing media initial window, 30
Export Video dialog, 326 insert cursor, 32
first video on track, 320 paragraph indentation and
good and bad stuff, 322-323 justification
initial screen, 314 Before Text Indent setting, 39-41
opening video files, 315 increasing, indent, 39
Preview window, 318 moving the indicator, 38
removing excess tracks, 317 Style list, default style, 37-38
removing file Properties panel, 35
from project, 319 result of color change, 33-34
video files imported, 316 screen components, 31
zoom and play, 321 text style icons, 33
stills and transitions, 330-331 typing Party, 32
OpenTTD, 414-415 Ping-pong machine, 411-412
Playing games
2048, 409
P’ Q 0A.D., 413-414
Party invitation, 29-30 FlightGear, 410-411
adding, No Good Reason, 36-37 lists, 405-406
Background Color icon, 34 Neverball, 411-412
Center icon, 35 open source games, 405
color selector menu, 34 OpenTTD, 414-415
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SuperTux, 415
SuperTuxKart, 407
Teeworlds, 412-413
Torcs, 410

Tux, 406

Xonotic, 408-409

Presentations, LibreOffice Impress

animation
adding, 128
after first click, 131
first paragraph, 129
panel, 128-129
result of second click, 131
slide show, 130
third click and full joke, 131-132
title of slide, 130
collapse section, 121
description, 119
font size, 122
graphics
arrowicon, 122-123
final title page, 125
joking, 126-127
Position and Size menu item, 123
Rotation tab, 124
“Title, Content” slide, 126
title with arrow, 124-125
Initial Impress screen, 120-121
presenter’s console, 137-138
Properties panel, 122
selecting template, 119-120
slide transitions, 132-133
sound
interaction, 134-135
“Mistakes Happen’, 134
selecting, audio file, 136
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R

Reconciliation process, 267-268
Report
adding paragraph, 68
author’s name, 66
description, 65
endnotes
entering, 75
inserting, 75
menu item, 76
settings dialog, 77
footnotes, 68
bottom of the page, 68-69
format menu item, 76
inserting, 68-69
menu item, 76
settings dialog, 77
word structural, 68
graphics
Callouticon, 85
cat with circle, 85
circle drawn, 84
cute kitten, 82-83
Drawing toolbar, 83-84
labeled kitten, 86
Heading 1 style, 67
quotes
creating, Quote Who style, 72
More Styles option, 70
new style, 71
paragraph and font, adjusting, 71
Properties icon, 70
style guide, 70
style modification, 72-74
structured numbers, 67
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Report (cont.)
tables
adjusting, column size, 81
enter data, press tab, 79
entry, 79
inserting, 78
nice, 81-82
rows, 80
selecting, 80
title, 65-66
Rose drawing
add color
duplicating bowl, 210-211
lowering object, 214-215
path effects, 211
red fill, 214
remove effects, 212-213
add detail line, 216-217
add stem, 217-219
cleaned-up rose top, 203
filling spiral with black, 205
flattened circle, 205-206
form bowl, 209
line wider, 207-208
set width pattern, 204-205
shapes
click circle/ellipse tool, 189-190
create spiral, 192-193
fill and stroke panel, 190
stroke to solid black, 191-192
turn off fill, 191
stretch bowl, 209-210
tweaking shapes
copying skinny ellipse, 198-199
path effects, 200-202
path menu item, 197
select all menu item, 196
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select spiral, 199-200
skinny ellipse, 194-195

S

SuperTux, 415-416
SuperTuxKart, 407-408

T, U
Tab and bookmark synchronization,
Firefox
Manual Sync icon, 12-13
set up an account
account creation information
request screen, 8
confirmation, 11
e-mail verification, 11
Gmail account, 9
save settings, 8
signin, 6
signing in to sync, 6
tabs from other computer, 13-14
Teeworlds, 412-413
The cockpit, 411
Torcs, 410
Tux, 406

Vv

Video clips, DVDStyler
add video to menu, 338-339
burn dialog, 342-343
burn video, 341-342
editing window, 337-338
generating DVD dialog, 343
save project, 340-341
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select template, 336-337 searching, 22
success message, 344 YouTube, 22-23
warning dialog, 339
welcome dialog, 335-336

w

Video DownloadHelper
ConverterHelper.exe, 25 Web browsing, see Firefox
converter request, 24 Wipe effect, 133

download page, 25
home page, 22

installing, 26 Xa Ya Z

save file dialog, 24 Xonotic, 408-409
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