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( Introduction )

/ Welcome to “Get Ready for Open Source.”\

My name is Geeko and I am the mascot of SUSE Linux. I will
guide you through this Linux course.

The following icons are used frequently:

Read this special hint before proceeding.

@ Further information is found here.

Check your skills with an exercise.

This course is based on Novell SUSE Linux Enterprise Desktop
Q. You will find all required software on the installation media

and the course CD.
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1 Understand the Concept of
Open Source Software

1.1 The Historical Development of UNIX

At the end of the 1960s, most operating systems were designed only for
batch operations. If you wanted to run a program, you inserted a pile of
punch cards or a roll of perforated strips into a reading device and waited
until the result was sent to a printer.

If there was an error in the program or if
you did not get the required result, you had
to rewrite the perforated roll or replace one
or several punch cards, reread the stack, and
again wait for the result.

This procedure was tedious and inefficient,
which led computer developers to look for a
way to allow a number of users to simulta-
neously use an interactive method of working
with the system.

MULTICS was one of the first programs created to meet this demand.
It allowed you to work using a dialog with the computer, but it was still
very strongly influenced by the batch operation, and it was difficult to
operate.

In 1969, one of the MULTICS developers, Ken Thompson, began creating
an operating system that, apart from an interactive operation, aimed to
provide a high functionality and structural simplicity.

(©2007 Novell Inc. Copying or distributing all or part of this manual 3 l
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The first version of UNIX was written in Assembler, a programming
language which approximates machine type language. To be machine-
independent in its further development, UNIX was rewritten in 1971 in
the programming language C, developed by Dennis Ritchie.

7

As Bell Laboratories (a subsidiary com-
pany of AT&T) provided documentation
and the source text of UNIX to universi-
ties at almost no cost, the system spread
relatively quickly.

The simple operation of the system, the almost unlimited availability of
the source code, and its relative portability motivated many users and
companies to become actively engaged in the development. Functional-
ity was added very quickly to UNIX and it reached a very high level of
maturity.

At the same time, a series of commercial UNIX derivatives arose including
versions from IBM, DEC, and HP (HP-UX, 1982), as well as BSD UNIX
(Berkeley Software Distribution, 1978), developed by the University of
California in Berkeley.

In 1983, AT&T began marketing UNIX System V commercially via its
sister company USL, proclaiming System V as “the” UNIX standard.

As a consequence of this, the licensing of UNIX changed considerably,
leading, among other things, to a long-lasting legal battle with BSD. At
the same time, with never-ending quarrels between UNIX vendors, a gen-
uine standardization of the UNIX operating system family was prevented.

Modern UNIX operating systems can still
be separated as either more System V or
more BSD like, although there are no “pure”
systems of one or the other kind. Linux tries
to combine the best of both worlds.

Linux is written in C, and is applicable to many
different hardware platforms, like Intel com-
patible processors with 32 or 64 bits, AMD and
PowerPC.

4 (©2007 Novell Inc. Copying or distributing all or part of this manual
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-

Exercise: The Historical Development of UNIX
Try to find the following information in the Internet:

Year when MS-DOS 1.0 was released
Year when MS-DOS 6.0 was released
Year when Windows 1.0 was released
Year when Windows 3.0 was released
Year when Windows N'T was released
Year when the Apple I was developed
Year when the Apple Macintosh IT was developed

1.2 The Development of Linux

In the spring of 1991, the Finnish student Linus Benedict Torvalds began
to take a closer look at the memory management of his Intel based 386
personal computer.

A few months later he had developed a rudimentary kernel which he
passed on via the Internet as source code to others who were interested.

Linus Torvalds made the source code of his Linux kernel available with
the GPL (GNU General Public License; GNU = GNU is not UNIX). The
GPL allows everyone to read and edit the source code freely. The GPL
license also requires any edited source code to be made available to the
public.

Linux rapidly developed into a project involving many people, although
the development of the system’s core functions (“Linux kernel”) is still
coordinated by Linus Torvalds. All kernel modifications are integrated by
him personally.

The functions of the kernel include input and output control, device con-
trol, process management, and file management. Other system compo-
nents (utilities, network programs, and implementations of the kernel for
non-Intel processors) are coordinated by other people or groups.

(©2007 Novell Inc. Copying or distributing all or part of this manual 5 '
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As a rule, there are two current versions of Linux de-
velopment: a stable one, identifiable by an even number
after the first dot, and a developer version identified by
an odd number.

Linux distributions—consisting of the Linux kernel, applications (such
as office packages, databases, and network services), and manuals—are
based on the even-numbered versions, but they often also provide current
development kernels, which, under certain circumstances, are needed for
the integration of new hardware components.

Exercise: The Development of Linux
Try to find the following information in the Internet:

Who developed the GPL?
When was the first SUSE Linux released?
When did Novell buy SUSE Linux?

What other Linux distributions do you know?

) (©2007 Novell Inc. Copying or distributing all or part of this manual
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( 1.3 Installation of SUSE Linux Enterprise Desktop 10)
-

Installation of SUSE Linux Enterprise
Desktop 10

1.3.1 Pre-Installation Considerations

(Certain aspects of your system configuration
can be difficult to change after the initial SUSE
Linux Enterprise Desktop 10 installation. Tak-
ing time to gather certain information before
the installation begins can save you significant
re-configuration time.

Recommended system requirements:

=
=
=

512 MB to 3 GB RAM, at least 256 MB per CPU
4 GB hard disk space

Network interface (Ethernet or modem)

What is the expected role of the system?

=

=

The role of a system will determine the software packages that are
installed.

While it is easy to install and remove packages after installation,
experience has shown that busy administrators often neglect to re-
move unnecessary software packages after the initial installation.

Every software package installed on the system should be considered
a potential security vulnerability.

One of the most important steps in securing a system is simply
ensuring that it is not running any services that are not absolutely
required.

1.3.2 Basic Installation

Insert the installation DVD of SUSE Linux Enterprise Desktop 10 in your
DVD drive and restart your computer.

(©2007 Novell Inc. Copying or distributing all or part of this manual 7 '
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_[ 1 Understand the Concept of Open Source Software]

v/

N SUSE Linux Enterprise

Installation

Installation— ..rI Disabled
Installation--Loccl APIC Disabled
Installation--Safe Svttings
Rescue Sustem

Hemory Test

Boot Options

Help Language Other Options Select Installat lon by
using the cursor keys.

The program for installation and configuration is called
“YaST” (Yet another setup tool).

Preparation
= Language % Laspusye
o License Agreement
® System Analysis

e Time Zone

Installation
® Installation Summary
@ Perform Installation

Configuration
o Hostname
 Root Password
 Network Deutsch

@ Update Configuration English (UK)
= Online Update

® service

® Users

e Clean Up

 Release Notes

@ Hardware Configuration

YaST asks you for the lan- e | o |
guage to be used during the in-

stallation process. Select your
language and select [ %=t |,

| 8 | (©2007 Novell Inc. Copying or distributing all or part of this manual
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<

Preparation

~ Language

= License Agreement
® Systern Analysis

® TimeZone

Installation
& Installation Summary
# Perform Installation

Configuration

# Hostname

# Root Password

® Network

# Update Configuration
® Online Update

® Users

® Clean Up

® Release Notes

® Hardware Configuration

Accept the Novell Soft-
ware License Agreement
and select | =

i_ License Agreement

-

SUSE(r) LINUX Enterprise Desktop (SLED) 10 Novell(r) Software

| License Agreement

| PLEASE READ THIS AGREEMENT CAREFULLY BY INSTALLING OR OTHERWISE
| USING THE SOFTWARE (INCLUDING (TS COMPOMENTS), ¥OU AGREE TO THE

TERMS OF THIS AGREEMENT. IF YOU DO NOT AGREE WITH THESE TERMS,
DO NOT DOWNLOAD, INSTALL OR USE THE SOFTWARE AND, |F APPLICABELE,

| RETURN THE ENTIRE UNUSED PACKAGE TO THE RESELLER WITH YOUR

RECEIPT FOR A REFUND. THE SOFTWARE MAY NOT BE SOLD, TRANSFERRED,
OR FURTHER DISTRIBUTED WITHOUT PRIOR WRITTEN AUTHORIZATION FROM
MOVELL,

RIGHTS AND LICENSES

This Novell Software License Agreement ("Agreement") isa legal
agreement between You (an entity or @ person) and Novell, Inc.
i"Novell") with respect to the software product identified in the
title of this Agreement, media (if any) and accompanying
documentation (collectively the "Software").

The Software is @ collective work of Novell. You must acquire a

| license for each installation of the Software and for each

| Yes, | Agree to the License Agreement
1 Na, | Do Not Agree

Eack

If you have Linux already installed on your computer, the following dialog

appears:

Preparation

+ Language

+ License Agreement
= Systern Analysis

® Time Zone

Installation
® Installation Summary
® Perform Installation

Configuration

@ Hostname

® Root Password

® Network

® Update Configuration
® Online Update

® Users

® Clean Up

® Relzase Notes

® Hardware Configuration

Abort

Installation Mode

~Installation Mode -
® New |nstallation

Inglude Add-Cn Products from Separate Media

If there

is no old installation
found on the hard drive, only New

Abort

Installation can be selected.

Select the time zone you are living in and the time zone your hardware
clock is set to.

(©2007 Novell Inc. Copying or distributing all or part of this manual
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Preparation

~ Language

~ License Agreement
+ System Analysis

= Time Zone

Installation
® Installation Summary
@ Perform Installation

Configuration

@ Hostname

® Root Password

® Metwark

e Update Configuration
# Online Update

@ Users

® Clean Up

® Release Notes

# Hardware Configuration

[ Aep |

[ Clock and Time Zone

Region Time Zone
}Europa Alaska
leutan
Canada Arizona
Central and South America Central
Russs I
Asia EastIndiana
Australia Hawaii
Africa Indiana Starke
Pacific Michigan
Global Mountain
Etc Pacific

Samoa

Hardware Clock Set To

Time and Date

|uTC

08:54:57 - 04-09.2006

”;hange N ‘

| abor |

YaST displays the following information
suggestions for the installation:

Preparation

v Language

+ License Agreement
+ Systern Analysis

~ Time Zone

Installation
= Installation Summary
@ Perform Installation

Configuration
® Hostname
® Root Password

® Network

® Customer Center
@ Online Update

® Service

®» Users

& Clean Up

® Release Note,

® Hardware nfiguration

| show Release Notes |

The Expert tab shows

all settings.

| Hetp |

[ hext |

on your

hardware

and makes

E] Installation Settings

Qvervigw I Expert

Click any headline to make changes or use the "Change

" menu below

* Delete partition /dev/sdal (3 5 GB)
* Use jdev/sda2 as swap
Software

+ SUSE Linux Enterprise Server 10
* 4 Print Server

* + Novell AppArmor

+ 4 Base System

* + GNOME Desktop Environment

* 4+ X Window System

* Size of Packagesto Install: 1.3.GB

Language

+ Primary Language: English (US)

* Create root partition /dev/sdal (3.5 GB) with reiserfs

Change.. v |

[ |

You can change these settings by selecting the headline of each of the
sections or by using the [ == - menu.

10
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me following sections are available: \

System — Lists details about your hardware.

Keyboard layout — Identifies the layout of your keyboard.

Partitioning — Lets you create and change the parti-

Add-On Products — If you have foreign installation media

Software — Lets you select the software to be in-
stalled.
Booting — Lets you install and configure the

Time zone — Lets you select your time zone.

Language — Lets you select the default language for

Default Runlevel — Lets you select your default runlevel

\_

tioning table of your hard disk. If you
have free space on your hard disk, the
configuration program tries to use it
all for the installation.

If a Windows partition exists, YaST
tries to resize it. An existing Linux
Partition is overwritten. In any case,
you should make a backup of any par-
titions you still need.

with add-ons, you can add them here.

GRUB (Grand Unified Bootloader)
boot loader.

your installation.

for SUSE Linux Enterprise Desktop

10. /

Runlevels are different modes your system can work in.
Runlevel 5 offers full networking capabilities and starts
the graphical user interface. Runlevel 3 offers only a
text interface.
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Confirm Package License: AdobelCCProfiles

ADOBE 5YSTEMS INCORPORATED =
COLOR PROFILE LICENSE AGREEMENT

NOTICE TO USER: PLEASE READ THIS CONTRACT CAREFULLY. BY USING ALL OR AMY PORTION OF THE SOFTWARE
YOU ACCEPT ALL THE TERMS AND CONDITIONS OF THIS AGREEMENT. YOU AGREE THAT THIS AGREEMENT IS
ENFORCEABLE LIKE ANY WRITTEN NEGOTIATED AGREEMENT SIGNED BY YOU. IF YOU DO NOT AGREE WITH THE
TERMS OF THIS AGREEMEMNT, DO NOT USE THE SOFTWARE.

1. DEFIMITIONS. In this Agreement, "Adobe" means Adobe Systermns Incorporated, a Delaware corporation,
located at 345 Park Avenue, San |ose, California 95110. "Software" means the software and related items
with which this Agreement is provided.

LICENSE. Subject to the terms of this Agreement, Adobe hereby grants you the worldwide, nonexclusive,

nontransferable, royalty-free license to use, reproduce, and publicly display the Software. Adobe also

grants you the rights to distribute the Software only (a) as embedded within digital image files and (b) on

a standalone basis. No other distribution of the Software is allowed, including, without limitation,

distribution of the Software when incorporated into or bundled with any application software. All individual

profiles must be referenced by their ICC Profile description string. You may not modify the Software.

Adobe isunder no obligation to provide any support under this Agreement, including upgrades or future

wversions of the Software or other iterns. No title to the intellectual property in the Software is transferred to

you under the terms of this Agreement. You do not acquire any rights to the Software except as expressly
set forth in this Agreement.

. DISTRIBUTION. If you choose to distribute the Software, you do so with the understanding that you agree to
defend, indemnify, and hold harmless Adobe against any losses, damages, or costs arising from any
claims, lawsuits, or other legal actions arising out of such distribution, including without limitation, your
failure to comply with this Section 3. If you distribute the Software on a standalone basis, you will do so @
underthe terms of this Agreement or your own license agreement which {a) complies with the terms and

Aftor solocting L&) you 2 ttoes | [1mworc |

=

w

have to accept the Licenses
of Adobe and Macromedia.

The last confirmation dialog appears, before the installation starts.

Confirm Installation

All information required for the base installation is now complete.

If you continue now, partitions an your hard disk will be fermatted (erasing any existing data in
thiose partitions) according to the installation seftings in the previous dialogs.

Go back and check the settings if you are unsure.

| Back

Start the installation
process here.

Now the selected partition is formatted and the software is installed. This
can take some time, depending on your hardware.
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S“\:r:;::;e @ Package Installation

~ License Agreement

v System Analysis [re— — = R

v Time Zone “Madla Size [Packages |Time | | aaais
fTctal 1.24 GE 631 L4G12

ot o1 33155 MB 524 11758

v Installation Surmmary

o Petfarm nsiailation co2  337.34MB 07 2814

Configuration

® Hostname

® Roat Passward

® Network

@ Customer Center

= Online Update

® Service

o Users —— .

= Clean Up LaTex to HTML Converter =

o e Hofks 5 manrdpagEZsUZUgQ]rSz;m]?r(h e 3 54(1!?54%? TFstPOfSD: Man(ua\ Pages ;

- | providers-, .1.25-11.noarch.rpm — A list of internet service providers

o Herdware Configuration. | | i firmware.1.0-13 noarchirpm [708:25 KB) - Firmware filesor Qlogic FibreGhanmel
| Cards [QLA2XXX Series)
| release-notes sles-10-43 i586.rpm (23.76 KB) - A Short Description of the Most Important
| Changes for This SUSE Linux Enterprise Server Release
| sash-3 7-46.586 rpm (610,13 KB) - A stand-alone shell with builtin commands
| slesrelease-10-15.1586.rm (121,00 ) - SLES release file
| terminfo-5 5-18 1586 pm (1 44 MB) — A terminal descriptions database .
| xorg-x11-onts-75dpi-5.9,0-50.1586 rpm (10.80 ME) — 75dpi Bitmap Fonts
xorg-x11{onts scalable-6.9 0-50.1585 rpm (3.65 MB] - Scalable fontsfor the X Window [
| Systern =
| %org-x11-man-6.3,0-50.1586 rpm (1.4 MB) — On-line manuals for X11 =
xorgx11-man-6.9 0-50.i586.rpm (1.48 MB)
AESEEURNEREREL
Next CD: SUSE Linux Enterprise Server 10 CD 2 - 1:17:58

| Help | | Abopt |

If the installation of the software packages was successful, YaST stores
the information and reboots your computer.

Now you have to do some basic configuration.

1.3.3 Basic Configuration

First, specify the name of your host and the name of your domain.

Preparation
v Language

v Licanss Agresment
v Syem Analysis
v TimeZons

Hosiname and Domain Name

Installation
v Instllation Summary
v Perbrm Instllation

Gonfiguration
& Heaname

® Aot Passuord
Network
Gustomer Cear
Online Updat
Service

Users Domain
Glean Up Hosirame

Roleass Noka

Domain Name

linux-jsiz st
Hardwars Conligurafion

%) Ghangs Hestnams via DHGP

Help Abort
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You have to specify the

Praparation

Language

Licenss Agresment
Sysem Analysiz
Time Zons

stallation
Insallafion Summary
Pertorm Instfation

€ eE & oE

password for the root user. e

v Hesinams

= Rooi Password

® Network

® Updais Goniiguration
® Online Updats

For security reasons, the let- ::.,

ters of the password are

shown as stars.

® Ralsass Nows

@ Hardware Gonfiguration

Password for the System Adminisirator "roof"

Da netorget whal you snisr hers.

Bassword for reof Ussr

| E——

Gonjirm Password

Back Abort |

The system administrator of a

Linux system is called “root.”

Attention! Warnings appear if the password is too simple.

After you have specified a password, you should review your network
configuration. YaST displays a summary of the network devices it has

discovered:

Tims Zons

stallation
Installation Summary

® LUpdas Gonligurafion

® Cnlina Updats
® Ussrs

® Clean Up

® Rolease Noies

® Hardwars Canfiguration

Network Configuration

) Skip Configuration

®) Uss Following Configuration

| Network Mode

* User-Gantrolled Infarbes with fha
Firewall

Firswall is snabled
SSH port is blosked

| Network interfaces

* AMD PCnet- Fast 705071
Conligured with DHZP

DSL Conneclions
* Mot dsteoted
| ISDN Adapters
* Mot detected.
| Modems

* Mot deteckd,

Applel (Disable Networkianansr)

Back

14
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The following types of network devices are displayed if the hardware is
available:

=" Network interfaces
=" DSL connections

1" [SDN adapters

15> Modems
By default, YaST selects the NetworkManager configuration for the net-
work interfaces. You can change the network configuration by selecting

the headline of the section or by using the &=« menu.

In the next dialog, you can test your Internet connection.

Preparation %‘ Tesl Internei Conneciion

To validat your Imernet access,
activate the =i procedurs.

The following sleps will be performed:

- Download laks! release noks

- Check for laksl updaks

® Hardware Configuration

~Salect

@) Yo, Test Connesiion o the Inkrnet
" via s 0002 BB R
| Ghange Devics

") Mo, Skip This Test

If you select this option, and the test is =
successful, the latest release notes will
be downloaded and YaST will check for

new updates.

If the prerequisites have been met to connect to the Internet, you should
get a success message.

(©2007 Novell Inc. Copying or distributing all or part of this manual 15
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



~
1 Understand the Concept of Open Source Software

Preparation

T % Running Internei Connection Tesl

v Licenss Agresment
~  Syskm Analysis
~  Time Zons

Installation

~  Inzallaion Summary
+  Periorm Installation
Configuration

v Hosinams

~Tesi

Ui e Gonl i
pda Gonliguralion J  Downloading the laest releass nows,
Online Updak

-

-

® Usars Recult Sueses
® Glean Up

® Feleass Noks

-

Hardwars Configuration

| Misw Logs

| Hep | Back |

After selecting [ % | you can configure the Novell Customer Center, which
helps you to keep your systen up to date.

Preparation

e % Novell Cuslomer Center Configuralion

+  Licanse Agrsement
w  Sygem Analysis
+  TimaZana

Installation
«  |nemllation Summary
+  Perlorm Inshllafion

Configuration

v Hoslname

+  Pool Password
v Nework

o UpatGonquraton Gt teefinical supportand produst upats and
: manage subszriptions with Nowsll Gusiomer Center
® Online Updats
& Usars
 Glean g 1 Conligure Later
® Feleass Noks (@) Conligurs Now {Recommended)
® Hardwars Configurafion

Include for Gonvanisnce
|X Hardware Profile
[X/ Sptional Information

Detiils...

Select , to configure your
Novell Customer Center.
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| The owner of the key may disiribuie
updates, packages, and package & Import Untrusted GnuPG Key
reposiories thal your sysiem will frust and
offer for insillation and updake without

any furher warning. In this way, The following GnuPG key has beean found:

importing the key inio your keyring of |0 FF190F54FBAMEsE0

frusted keys allows fhe key owner 1o have Fingerprini: AASF 9250 A20A 7E3A COSF 74B1 FF19 DFS4 FB40 4230

a cerfain amouni of conirol aver the Mame: ATI Linux Scftware (ATI-REPO.ZIP) <atilinuxsoftware@ati.com=>

softwa re on your syskem.
You can choose o impor i imo your keyring of frusied

A warning dialag opens for every public keys, meaning that you rust the owner of the key
package thal is not signed by a frusied You should be sure thal you can frust the cwner and that
(imporied) key. If you do not impert the 1he key really belongs 1o that owner before im poring it.

key. packages created by the owner of
key FF19DFS4FEL0493 0 show this
warning.

Import the GnuPG (GNU Pri- e | EESEED
vacy Guard) keys of ATI Linux
Software and NVIDIA Coopera-
tion to be informed about new
graphic drivers.

A web browser starts and you enter your email address.

Mozilla Browser

File Edit View Go

e 0O

[l e

Novell Customer Center System Registration
AT| Video Drivers

SUSE Linux Enterprise Desktop 10

nVidia Video Drivers

Please enter the following information to register your product. By completing this simple registration. you will gain
immediate acce ss to online updates,

E-mail address: l

Confirm e-mail addres s: I

Which e-mail address should | provide and why? (=

Activation code for SLED |
componenis
{oplional):

What if | don't enter an activation code? (3

Sysfem name or description |j351
{oplional):

N Help » Cancel » Submit » L
. =

After clicking through the confirmations of Novell Customer Center, YaST
looks for updates and asks if you want to start the YaST Online Update
(YOU) module.
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Preparation

v Llanguage

v Licanse Agresment
v Sysem Analysis

v Time Zone

Installation
«  Insallation Summary
Perform Insllation

onfiguration
Hestname
Roct Password
Network
Update Configuration
= Online Updat
® Users

L et ¢

® Hardware Configuration

3

% Online Update

stallafion
Inswliation Summary
Perform Insallation

nfiguration
Hesiname

Root Password
Network

Update Configuration
= Online Updak

® Usrs

ttten teE ek

® CleanUp
® Release Nots
® Hardware Configuration

fun Online Update now?
(®) Run Updae
() Skip Upda

to get the latest updates.

Select Run Update and

Patch Download and Installation

Progress Log

Refrieving banshes-enginegst OK

Installing frpm/isEbanshee engine-gst0 10,826 41 1526 rpm  "The GSireamer engine backend” OK
Retrieving glibc. OK

Instslling /rpm/iEBEglibe2.4-31 51686, rpm: “Standard Shared Libraries (from the GNU C Library)”

You should apply the
available updates to en-
sure your new system
has the latest patches.

Patch Progress
Tetal Progress

B 2%

|| Remowe Source Packages afier Update

If you downloaded a patch for the Linux kernel a reboot is necessary.

Select to go to select the user authentication method.

18
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@16013 one of the following user authentication methods: \

[] Local (/etc/passwd). This setup is used for systems
where no network connection is available or where users are
not supposed to log in from a remote location at all. User
accounts are managed using the local file /etc/passwd.

[ ] LDAP. (Lightweight Directory Access Protocol) User ac-
count data is managed centrally by an LDAP server. Users
must be authenticated via LDAP if you are working in a
network environment that has both UNIX and Windows
computers.

[] NIS. (Network Information Service) User account data is
managed centrally by a NIS server. NIS can only be used
in pure UNIX environments.

[ ] Windows Domain. User account data is managed by a
Microsoft Windows domain controller.

[] eDirectory LDAP. A special LDAP implementation de-

K veloped by Novell. j

sssssssssss User Authentication Method
Languags °

||||||||||||

v Installafion Summary

uuuuuuuuuu

= Ussrs —Authentication Method

@) Local (felo/masswd)
LDAR

NS
Windows Domain
eDirscbory LDAP

Select local authentication B
for this course.
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If you choose Local (/etc/passwd) and select L% | you can start cre-
ating your first user.

Why do you have to create normal users besides the
system administrator root?

It is safer to do daily work as a normal user, because normal
users are not allowed to change important system configura-
tion files (intentional or unintentional).

To add a user, provide the following information:

User’s Full Name — The complete user’s name.

Username — The user’s login name. This name must be unique on
the system.
Password — The case-sensitive login password for the user. You

have to enter the password twice for verification.
YaST displays warnings if the password chosen is con-
sidered vulnerable or insecure.

& New Local User

Aot Passward Ussrs Full Name
Network

Update Configuration 2
v Online Updas RS
B Users =

® Glean Up
® Rsleass Noks i
® Hardwars Gonfiguration

LR CUF Lot
g H Fi

g

o

3

3

| | suagssion

Gantirm Password

Recsivs Sysim Mail
Aulomaic Legin

For security reasons, the letters of =
the password are shown as dots.

If you want the user to receive automatically generated email for root,
then select Receive System Mail.
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If you use your Linux computer only at your own desk and you want to
avoid the login during the startup, select Auto Login option.

Attention! For security reasons, we recommend that you
deactivate the auto login option, since anyone who turns on
your machine has full access to all the files stored there.

After setting up one or more users, the system information is written to
disk. YaST opens a window with the release notes.

G Fomeetom Go to the last step of the

System Analysis

e installation by selecting

.
T melaten Sumnen SUSE Linux Enterprise Desktop 10 Release Notes = .
<

onfiguration Auly 6, 2008
Hosiname
Root Password
Network
Update Configuration

For the Iatest version of the SUSE Linux Enterpriss Desiiop 10 Release Noes, see.
bt 1 1 EASE-NOTES en_him!

Online Update 1.0 Xgl
v Users
v Cleanup 1.1 Registering SLED 10 to Enable Xgl

 Releaca Noks

® Hardware Configuration

T regiskr r and click Scfware > Novell Cusbmer Cener Configurafion
d register your copy of SLED 10.

ion i5 called Deskiop Effects in the GNOME Control Center. For ATl and NVIDIA cards. you
o (se= sction 1.1 for i n how  get the drivers). For Ikl cards, the.

your card. unda the swikch by leaging in as rost 1 a viriual console and running the fallowing command

gneme-xgl-swich —disablexg|

13 Semktransparent Application Windows with Xg1

Under Xgl, some programs (such as Eagle CAD) have 3 bug whers fhe lication window This | ¥

At this point, the final configuration dialog appears (hardware configura-
tion):

El:5 Hardware Configuration

() Skip Configuration

(@ Use Following Configuraion

| Graphics cards

© Lisiening 5 CUPS servers to provide access o remote queuss

| Sound

* Creafive Sound Blaskr AudioPCIGIV, AudioPCI128
Canfigured s snd-card-0

| v cards
* ot etected
| Biustootn

* Disabled

From this dialog you configure additional hardware items such as the
following:
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1" Graphic card
=" Printer
=" Sound card

YaST configures the graphic card and the

sound card automatically. YaST also detects
some printers automatically.

Confirm the settings and write them to the system by selecting [t |,

The last dialog tells you that the installation was successful. Select
SUSE Linux Enterprise Desktop 10 is now ready for use.

Fraparation % Installation Compieted
v Language g
v Licens Agresment

v Sysem Analysis

| The installation has completed successfully. Vour system is ready for use. Click Finish 1 log in 15 fhe sysiem

| Pleass visit us a1 htip:/fwven. nowel | com/linuz/.

$ELUE LR taE o

] Clone This Sysem for Autyast
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Exercise: Installation of SUSE Linux Enterprise
Desktop 10
Install the SUSE Linux Enterprise Desktop 10 on your system.

The following table will lead you through the installation pro-
cess and information on the data you have to enter.

Language English
Installation Settings Accept defaults
Root Password novell
Network Configuration Accept defaults (NetworkManager)
Test Internet Connection Yes
Run Online Update Yes
Service Configuration Accept defaults
User Authentication Method | Local authentication
Local Users Name: Geeko Chameleon
Login: geeko
Password: novell
Hardware Configuration Accept defaults
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2 Understand the GUI
Environment

2.1 Introduction

With Microsoft Windows, it is impossible to install a computer without its
graphical user interface (GUI). In Linux, the GUI is a normal application
that you can choose whether or not to install, since most functions can
also be completed in a text based interface.

Most services in Linux can be configured by editing an ASCII text file,
so you do not always need a GUI if you want your computer to act only
as a server.

~\

/
/Not installing a graphical user interface has the following
advantages:

[] Stability. Every program contains errors that can make
your system unstable. The fewer programs that are in-
stalled, the more stable your system will be. A graphical
user front end is a large program that might contain a large
number of undiscovered programming errors, even if the er-
ror ratio is low.

[] Performance. Every running program needs system re-
sources. Fewer programs running on your computer means
increased performance. y

J
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2.2 Overview of the Linux Desktop

The basis of any graphical user interface is the X Window System (simply
called X or X11). It allows you to control the input and output of several
applications in different windows of a graphical interface.

It is important to distinguish between graphical applications, which run
in their own windows, and text-based applications, which are carried out
in a terminal window.

The X Window System was created in 1984 at MIT
(Massachusetts Institute of Technology). The aim
of the development was to be able to use graphi-
cal applications across a network, independent of
hardware.

The X Window System allows graphical applications to be displayed and
operated on any monitor, without running the applications on the ma-
chines to which these monitors are connected.

The basis for this is the separation into a server component (X server)
and the application itself (client application). The X server and client ap-
plication communicate with each other by way of various communication
channels.

15> X server. The X server controls the graphical screen. This corre-
sponds roughly to what would be called a graphics driver on other
systems. In addition, it manages the input devices, such as keyboard
and mouse, and transmits their actions to the X client.

The X server, however, has nothing to do with the appearance of the
window and the desktop; this is the task of the window manager.
XFree86 3.3.x and its successor XFree86 4.x are free implementa-
tions of the X server. SUSE Linux Enterprise Desktop defaults to
using X.Org.

15" Client application. The client application is a graphical applica-
tion that uses the services of the X server to receive keyboard and
mouse actions, and to have its own output displayed on the screen.

(©2007 Novell Inc. Copying or distributing all or part of this manual 25
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



~
2 Understand the GUI Environment

Vo

The communication between X server
and X client uses the network proto-
col TCP/IP—even if the server and
client run on the same computer.

As shown in the following figure, the X server is running on computer
dab, while the X applications are running on computers dal and da2:

dal

Network

e

~eo

X Application
da2

X Application
dal

da5
X Server

The display of the client applications, however, is performed by the X
server on the machine dab. All of these computers can be running different

operating systems (at the same time).

Window managers are specialized client applications. A window manager
works together with the X server and provides additional functions. The

window manager:

I Provides control elements

1" Manages virtual desktops
15" Provides functions of window frames (for example, changing their

size)

The X Window System is not linked to any specific window manager and
thus it is not linked to any particular look and feel.

26 (©2007 Novell Inc. Copying or distributing all or part of this manual
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.




( 2.2 Overview of the Linux Desktop)
N

The distinction between the X server, client application, and window
manager is not noticed during normal operation; once you have logged in
by way of the graphical login, the entire environment is available.

SUSE Linux Enterprise Desktop 10 is currently released with several
window managers, including Metacity (the GNOME window manager;
GNOME = GNU Network Object Model Environment) and twm (Tab

Window Manager).

Desktop environments go far beyond the look and feel which window
managers provide for desktops and manipulating windows. The aim is
to provide clients with a unified look and feel. GNOME is the standard
graphical desktop for SUSE Linux Enterprise Desktop, but you can install
the KDE interface instead, if you choose.

Exercise: Overview of the Linux Desktop
To identify the structure more clearly, the components can be
started individually.

SUSE Linux Enterprise Desktop 10
Floppy
SUSE Linux Enterprise Desktop 10 (Failsafe)

Boot Options d

LS Enter 3 at the boot option screen
when you start your system.

The system will start without any graphical environment.
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Enter root as login and novell as password.

You are logged in successfully as root when you see a prompt
like

1'da51:" # ‘

Enter X & to start the X server.

The result of this command is a gray area with a mouse pointer
cross. Users cannot use the pure X server in a meaningful
way, but X applications can use the X server for the graphical
output.

Press Ctrl + Alt + F1 to switch back to the console from
which the X server was started.

If you start a graphical application from this console, the fol-
lowing error message is displayed:

1/dabl:” # xterm

xterm Xt error: Can’t open display: %s
4| xterm: DISPLAY is not set

The application “xterm” lacks the information on the X server
to be used. The X server needs to be addressed specifically,
as it may be active on the same machine or on a different
machine, or several X servers may be active on one machine.

Graphical applications interpret the variable
DISPLAY, which contains the necessary
information. However, in the above example,
this variable is not set.

Enter DISPLAY=:0 xterm & and you won’t get any errors.

You can switch back to the X server by pressing Ctrl + Alt +
F7. Here you can see the xterm window in the top left corner.
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If you move the mouse pointer over the window, commands
can be entered within the window, but you cannot move the
window by using the mouse.

Enter twm & to start the simple window manager twm.

Now you can move the window by clicking the title bar and
holding down the left mouse button.

To restart the X server and unload the running X clients, press
Ctrl + Alt + Backspace.

To set your computer back into the default state, enter init
5; exit.
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2.3 Use the GNOME Desktop Environment

2.3.1 How to Log In

If computer users want to work with a multiuser-capable operating sys-
tem, they must first identify themselves to the operating system. For this
purpose, they need

=" A login string or username

15" A password (usually assigned by the system administrator when a
new user is added)

When the computer is booted and ready for work, the following login
dialog appears:

Username:

Shut Down
Enter your username here and press
Enter | to enter your password.

After entering a username and password, press .
If the login is successful, the GNOME desktop environment appears.
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B compuer [ = B@ ) ™oc2, 70sam

2.3.2 How to Identify GNOME Desktop Components
The GNOME desktop includes a panel at the bottom of the screen:
W computer  [[#] @ B af) ™oz 7:08AM |E|

The panel at the top of the desktop is responsible for launching applica-
tions. The following features are available (from left to the right):

[H Computer Main menu for launching applications
= Write post-it notes on your desktop
A task manager
i Applet for NetworkManager
Displays information and settings
(1) Informs you when new updates are available
i) Volume control
Thu Oct 12, 7:08 AM A clock
The board minimizes all open windows or
shows them again on the desktop

Exercise: ldentify GNOME Desktop Components
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Label the items of the GNOME desktop on the following
screenshot.

8 oo D O B
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You can start a program with an icon on the desktop by double-clicking
the icon. But normally programs are started from the main menu.

E = T \
Search: || ] System
‘ \ Hel i
Show | Favorte icati = @ .
|3A| controt Center
Firefox i, Evalution
Web Browser -@ Mzil and Calendar Q NSl
. 'ré} Lock Screen ...
..-1 Helz Banshee ~ — OpenOffice .ong Winter
Music Player 4 Word Processor E Log Out ...
/3 F-Spot [ﬁﬁl. Home Folder Status
Photo Browser 8% | Fie Browser
Hand Diriva
784M Free | 3G Total
| Mare Applications...
Network: Wired
= Li=ing ethemaet {ethD)
: — = N\
B o] (£
8| computer| | 411 [n the Search textbox you can enter

the name of a file or application.

At the top of the left frame there is a pull-down menu labeled Show show-
ing three different filters:

I Favorite Applications

IS Recently Used Applications

I Recent Documents

In the left frame, there is also a button |weeassicaen=..| If you select this
button, the application browser appears.
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Audio & Video

#%  Gnome COVDVD Creator 4] Heiix Banshee
COVDVD Creator Music Player

Groups % i
ﬁ King q-) RealPlayer 10
e jeo Edio Media Player
Blress Z=  Recording Level Manftar @ Saund Recorder
- Monitorthe recording mput vokime  Recard sound cips
Games Q —
Totem Volume Control
it Movie Play LJ'« Adjist the valumea level |
Images
Office Volume Monitor |
System |
Tooks Browse |
E Citrix |CA Chent E Citrix PNA Menu tems
B comouer 6 Firefax
)
E Gnome FTP BB Hame Folder
M Nautius
Communicate
~A Evoluton Email @ Gam
Enter a part of the name of the _ =

application you want to start here.
The filtered applications are shown
immediately in the right frame.

The right frame of the application browser shows a list of the most im-
portant installed applications. The applications are grouped and you can
see a list of the groups in the left frame. Select a group to see only the
applications that belong to this group.

In the right frame of the main menu, there are five system options:

@ Hen — Starts the online help.

o conmicenter . — Starts the GNOME Control Center where you can config-
ure your desktop.

) msmnsommare — Shows a list with the available software on your registered
installation media.

8 tocksamen.. — T,ocks the screen. To unlock you have to enter your pass-
word.

il egout. — Must be selected to log out of the system.

At the bottom of the right frame you can see the status of your hard
drives and network.

To start an application select the icon in the main menu or the application
browser with a single mouse click.
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2.3.3 How to Log Out

When you are ready to log out of the system, open the main menu
in the bottom panel. At the right side of the Computer menu, select
gl Legout. A confirmation dialog appears.

@ Are you sure you want to log out?

@ Logout
Shut down
Restan the computer

Suspand the computer

@uﬁe!n | | x Cancel I @QK
If you select Save current setup, your cur-
rent desktop environment settings are saved

and restored after your next login.

Select after selecting an action.

2.3.4 How to Manage Icons in GNOME

There are icons in the following three areas on your desktop:

15" Desktop
=" Panel
1" Application Menu

Desktop

You can create a new icon on your desktop in different ways. For the sake
of simplicity, we will describe only one method.

(©2007 Novell Inc. Copying or distributing all or part of this manual 35
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



~
_[2 Understand the GUI Environment

To create an icon for an application on your desktop, select the item in
your Applications menu or file manager and drag it to a free space on
your desktop. If you release the mouse button, the new icon will appear
on the desktop.

Notice there is a small plus icon at the mouse
pointer when moving the icon. This indicates
that a copy of the icon will be created.

To create a new icon right-click a free space on your desktop. A menu
pops up.

Creals Folder *
Create Launcher...

Create Document 3

E COpen Teminal

Ciean Up by Name
+ Keep Agned

Change Desktop Background

At the top of the pop-up menu there are three entries to create a new
item:

Create Folder. Creates a new and empty folder icon. When the icon
appears you can enter the folder’s name.

Create Launcher. Creates a new application launcher. A dialog appears:
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= __ -Cre;tez.amher

Ba

Name:

Type:

lcon:

sk | Advanced |

Genenc nama: |
Comment:

Caommand:

' @) tep '

[

Al !Qmw&s...!

-
il |

[ Application

| Mo teon | Run in teminal

| xganoel_| ok

Enter the following information:

=
=

Name. Name of the launcher.

Generic name. (Optional) Enter the class of application to
which the launcher belongs (e. g., Text Editor).

Comment. (Optional) This comment is shown as a tool tip
when moving the mouse pointer over the icon.

Command. Command that should be executed when double-
clicking the launcher icon.

Type. You can create launchers for different file types (e.g.,
application, directory, link, device) using this dialog.

Icon. (Optional) Select an icon for the launcher.

Run in terminal. Select this option if the application does

not have a graphical user interface and runs in a terminal win-
dow.

Create Document. You can create an empty document by using this
menu.

Depending on your installed software there are
various document types available in this menu.
After a default installation there is only the
possibility to create an empty text file.

When the icon appears you can enter the text file’s name.
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Panel

You can add new programs to the bottom panel by right-clicking a free
area of the panel and then selecting Add to Panel. From the dialog that
appears, select the application you want to add.

Add 1o Panel x
Select an item fo add to the panei:

Cuslom Application Launcher
Create a new launcher

Application Launcher...
Launch a program that is aleady in the GNOME menu

Battery Charge Monitor
Monitor a laptop’s remaining power

Character Palelte
Insert characters

Clock
Get the cument time and date

Command Line
Mini-Gommander

FOE @ W w

P
& a Connect fo Server... =

[ @ tew [ | ¥ cancel | I:]

If you want to add an application laucher, select
Custom Application Launcher or Application
Launcher from the top of the list.

You can remove a program from the control panel by right-clicking its
icon in the bottom panel and then selecting Remove From Panel.

You can move icons in the panel by holding down the right mouse button
and selecting Move from the context menu.

Main Menu

To add an entry to a menu, do the following:

[] Open the main menu in the panel. The menu appears.
(1 Select [wer Appicatens....
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[] Select an application item in the right frame with the right mouse
button.

[] Select Add to Favorites from the pop-up menu.

Acrobat Reader
A PDF Y

Start Acrobat Reader
0 Dictio:
7 >

: Eval| Add to Favarites *
@ Ma Add to Startup Progmams
=
3.

Upgrade
IET Ewolu

i Uninstall
==l Sche

Search: [l ]

Show | Favonte Applications

@ e

28| Control Center

Ak

Firefox . Evolution P
Web Browser -@ Mzil and Calendar \ﬁ} NSl
. E"-i} Lock Screen ...
5 Hel: Banshee ~ A OpenOffice.ong Wiiter
Music Player Word Processor a Log Out ...
i F-Spot Eﬁl Home Folder

Photo Browser &% Fie Browser

| Hard Drive
— b= 784M Free / 3G Total
Mare Applications... |

T

| Network: Wired
E‘-E Li=ing ethemaet {ethD)

N

Your favorites are shown when you se-
lect filter Favorite Applications.

j! Computer | E

Exercise: Manage Icons in the GNOME Environ-
ment

There is a calculator program called “Gnome Calculator”.
Create an icon to start the Gnome Calculator program

IS at your desktop
I in the bottom panel
I in the main menu

2.3.5 Use the GNOME File Manager (Nautilus)

GNOME provides its own file manager (called Nautilus).
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Although Nautilus does not provide as many features
as other file managers, it contains the features you need
for most file navigation tasks. You can start Nautilus
by selecting the username Home icon on the desktop.

pgeeko _File Browser.

Fle Edi View Go Bookmars Help

@ = £ =
Up Reload Home Computer
Placesw x Vﬁ“

EI = | |

bi Deskiop

T3 Destop i .

[_] File System m lﬁl

[T Network Servers | ! . 4'

Floppy Drive Documents public_htmi

4 items, Free space: 1.9 GB

Normally, Nautilus shows the content of the user’s home directory after
starting.

The left frame of the Nautilus windows shows the content of the current
directory.

You can see your current position in the location bar below the tool bar.
All higher directories are shown as buttons. Select one of these buttons
to switch into the higher directory.

| [ Eogeeko

GNOME and its applications try to simplify

the work by providing only selected features.
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The items on the toolbar are

;ﬁ ¥ — Go back to the last position
» .
oo Go forward (after back)
% — Go up one level
g — Stop loading
o
Retond — Reload
= I .
Home Go to the home directory
ﬁ%m, — Shows all available file systems
a — Search for files

Search

The right frame is called Side Panel.

Places w »

e

iﬂ Deskiop

[ File System
:% MNetwork Servers

=50

To change the content of the
side panel, use this menu.

The following side panel tools can be chosen:

1" Places. Shows the most important directories and devices to store
files.

1" Information. Shows some information about the current directory.

=" Tree. Shows the file system tree and the tree of the home directory.
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¥ History. Shows a history of the last visited directories.
I Notes. Enter notes for the current directory.

1" Emblems. Shows the list of emblems.
To add an emblem to an icon use drag and drop.

Use Erase to remove all emblems from the icon.

X x x X x
| ‘ = b @
2z ] a . o
;h‘ | =4 Search for "loremipsum | [ EI File System
m | E!cumpmer
geeko

| folder, 5 items
| Thu 12 Oct 2006 07:25:59 A._.

Open with Nautius

Binary ,:

Manage the File System with Nautilus

Before we describe how to manage the file system, you have to know some
basics about the Linux file system.

File Names in Linux A file name can be up to 255 characters long. It
may contain any number of special characters (“.” or “%”, for example).
Certain special characters (the dollar sign “$”, the semicolon “;”, or the
space, for example) have a specific meaning. If you want to use one of
these characters without the associated special meaning, the character
must be preceded by a “\” (backslash) so its special meaning is masked

(switched off).
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Umlauts, letters with diacritical marks, or other country-specific char-
acters can be used. Using them, however, can lead to problems when
exchanging data with people in other countries using other settings if
these characters are not present on their keyboards.

Linux differentiates between uppercase and lowercase letters.
For example, Invoice, invoice, and INVOICE identify three
different files.

Basic Principles The Linux file system is a hierarchical arrangement
of directories and files. The basic structure is the same for all UNIX
derivatives. Data is classified according to the following criteria:

" Static files (those that are not modified during operation, such as
documentation) are distinct from dynamic files (those that can be
changed, such as configuration files).

1" Files are ordered according to their functions, such as executable
programs, configuration files, or help files.

1" Operating system files are distinct from user files.

Structure The hierarchically built file system starts with the root di-
rectory (root), which is denoted by the slash, “/”. The root directory
contains a series of directories and subdirectories ordered and organized
according to the above-mentioned principles.
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/bin
/boot
/dataX
/dev
/etc /home/geeko/
/home ———»/home/tux/
/1lib
/media ——» /media/cdrom/
/mnt /media/usbdisk/
/opt /media/dvd/
/ ————w» /proc
/root
/sbin
/srv
/subdomain
/sys
/ tmp
/usr
/var
/windows

When referring to such a subdirectory, the slash (with-
out a space) is placed in front of the directory (/home/,
for example). Further subdirectories are also separated
from each other by a slash (/home/geeko/).

A characteristic of the Linux file system is that the structure does not de-
pend on the physical storage medium in which the directories are actually
located.

(

For example, if a computer is equipped with two hard
drives, the /usr/ directory can be stored on one drive
and all user data (the /home/ directory) can be stored on
the other drive. Both directories are, however, directly
attached to the file system in the root directory, so users
do not even notice that the hard drive has changed when
they change directories.
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4 h

The Most Important Directories — Home directories

=" The /home/ Directory. As many people can work on a
Linux system at the same time, the data of an individ-
ual user must be clearly separated from that of another
user. To achieve this, each user is assigned a home area
(/home/name/). This directory can be organized accord-
ing to personal requirements. This is where directories can
be created, data stored, and personal programs installed.

The path for the user’s home directory can be ab-
breviated with the tilde (“~").  For example, for
the user geeko, ~/Documents/ corresponds to the path
/home/geeko/Documents/.

15" The /root/ Directory. The system administrator (called
root in Linux) also needs a home directory. This directory

& is called /root/. /

4 )
The Most Important Directories — Other storage
15> The /media/ Directory. /media/ contains a subdirec-
tory for each replaceable medium (for example, floppy disk
drives, CD-ROM drive, CD burner, USB stick). Here, the
contents of such a data storage medium are mounted into
the file system.

15> The /mnt/ Directory. /mnt/ is the default directory for
temporarily mounting file systems such as other partitions
or for accessing directories exported over the network.

1" /dataX/ Directories. Depending on the hardware equip-
ment and the configuration of the computer, the root di-
rectory may contain directories like /datal/, /data2/,
/data3/, and so on. These directories allow access to other

hard disks or partitions.
\_ /
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7

The Most Important Directories — Temporary files
15" The /tmp/ Directory. In the /tmp/ directory, some
programs create temporary files to store data. The
content of this directory is regularly deleted, depending
on the configuration, sometimes upon system start-up.

J

Create Directories To create a new file directory, click the white back-
ground of Nautilus with the right mouse button. A popup menu appears:

gaek'n:'—,_Fj i Browser

Fie Edit Vew Go Bookmarks Help

(] ﬁ = =
@ w @ [z == L{@
Back Up Reload Home Computer Search
| @ | Location: |fhome/gesko
Piacesw x ,ﬁ, =—
— I | Creata Foldar * | |
o | "
. Search
hin y Create Document 3 Bocuments
E;‘Des?kmp 'h_‘ E Open In Teminal
| |
D Fole System S—— Amange ltems 3
| % NatasaE Serias pubfic_html
Fioppy Drive
Q Zoom In
Q Zoom Cut
Q Mormmal Size

3l o erties
ceaanewen| Select, Create Folder to
create a new directory.

Alternatively, you can select Create Folder
from the File menu of Nautilus.

A new folder icon appears and you can enter the
directory’s name.
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Exercise: Create Directories

Create a directory called GNOMEFiles in your home directory.

Copy and Move Files

The explanation for using files below is also

valid for directories.

7

\¥

One way to copy or move a file is to drag and drop the file icon

from one Nautilus window into another.

If you hold while you are moving the mouse pointer, the
file is copied.

A\

You can also use the popup menu. Right-click the icon of the file you
want to copy and select Copy. If you want to move the file, select Cut.

To copy and move several files at the same time,

hold down while you are selecting files.

Documents - File Browser.

Fie Edt View Go

€ .

Back

Bookmarks Help

]
& g 6 =
Up Reload Homa Computer

| E | Location: | /home/geeko/Documents

‘:-é Search

' [Eigeeka

I m Desktop

| [ Fe System
' Q‘g‘ Network Servers
El Floppy Drive
|

| - -
Placesw .
| X ‘ & open with "geds*

Open with Other Application...

'ﬁ' Move to Trash

L:ﬂ Send Ta..,

Create Archive...

The items Cut and Copy.

[&] propartes

e movad with a Pas

=3
e,
Search

is protected by a Creative Commons
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Now you can navigate to the directory you want to copy the file to. Right-
click the white window background and select Paste Files from the

popup menu.

_gesko- File Browsar

File Edt View Go Bookmarks Help
€ . N = L
sacs s 2|8 215 You also can use
|§| Locatian: imumexgeeku Shortcuts
Places v X 'ﬁ,‘ ,ﬁ_‘ ’ﬁ.‘
@Searr_h L " Create Folder | | @ Copy.
@ bin Create Document » Documents
lﬁ.t‘x;.sktua 'ﬁ, [E open In Teminal Ct Ir l +
I:I File System |, £ i i
@ ek Sariem public_htmi mange ltems »
Flappy Drive @ C ut .
e Ctrll+
&, zoom In
Q Zoom Out
@, Normal Size = PaSte.
Mowve or copy files previously selected by a Cut or Copy comma @ Broperties Ct r l +

Exercise: Copy and Move Files
Copy the file /usr/share/cups/calibrate.ppm to the direc-
tory ~/GNOMEFiles/.

Rename Files To rename a file, right-click it, select the entry Rename
from the popup menu and enter the new file name.

Documents. - HIEZE_‘[uw5f_r-

Fée Edt View Go Bookmarks Help

€ . . @ 2 6 5  &J

Back Up Reload Homa Computer Search

| @ | Location: ?.fhume.fgeeho.fﬂucuments

Places w X ﬂé Open with “gedit”
@ searcn a— Open with Other Applcatian...
[Eigeeka w— =
uDesktcm & ot
[] File System [5] Copy
@I Metwork Servers Make Link
o T
Move to Trash
Eﬂ Send To...
Create Archive...
@ Properties
Raname selected tem
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You can also use the entry Properties for renaming files. At the Basic
tab, enter the new name.

Basic l Emblems | Permissions | Cpen With | Motes |

e — )

in text document

: /0 bytes
fhomefgeeka/Documents

: text/plain

t Thu 12 Oct 2006 06:53:51 AM EDT

Thu 12 Ot 2006 08:44:52 AM EDT

Select Custom lcon...

 @sen | [

Enter the new
file name here.

X Qose

Exercise: Rename Files
Rename the file calibrate.ppmin the ~/GNOMEFiles/ direc-
tory to first_picture.ppm.

Delete Files You can prepare to delete files by moving them into the
trash.

Files thrown into the trash can be

restored before the trash is emptied.
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To throw a file in the trash, select Move to Trash from the popup menu.

Documents - FIIEZE,I;rmq51_'=_r-

Fie Edit WView Go Bookmarks Halp

g 0 B [
'ﬁl L v ‘ﬁ‘ e l sl
Back Up Reload Home Computer Search
| @ ‘ Locatiom: | /home/geeko/Documents

Places v e i 'I
I E Open with "gadit”
Q Search L

Open with Other Application...

Eﬁ:] geeko

u Desktop &% Cut

I:I Fie System g Copy

!ﬂ-g'_l Network Servers

Flapgy Drive Make Link

Rename...

'E_' Maywe 1o Trash k

L@ send To...
Create Archive...

. [&] properties
Mowe each salected itemn to the Trash

Attention! Nautilus does not ask for confirmation when mov-
ing a file to trash.

You can also move a file to the trash by dragging the file with the mouse
over the trash icon and then releasing the mouse button.

The trash icon on the desktop
changes as soon as it contains
something.

To view the contents of the trash, double-click it. You can see the files
that have been moved there and you can even retrieve then.

A file that has been thrown in the trash has not really been deleted, so
it still takes up hard drive space. To permanently remove or delete the
items in the trash, empty the trash.
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Bename...

To empty the trash, right-click the trash
S icon on the desktop. In the popup menu,
select Empty Trash.

El Properties

Connect Files Using Links

(Links are references to files or directories. Us-
ing links, you can access a file multiple times
from different locations in the file structure,
without the file physically existing in each loca-
tion. Links are useful to keep order and avoid
redundancy.

If you are working with a linked document, the original file is stored in
only one directory, but a link to the document may be stored in other
directories. The original file can be opened in two ways: by opening the
original file or by opening the link. The link is only a pointer to an original
file, which is located somewhere else in the file system.

loremipsum A link can be identified by
the small arrow on the icon.
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To create a link, select Make Link from the popup menu that appears
when you rightclick an icon.

You can also create a link by using drag and drop. Therefore, you have
to keep pressed while moving the mouse. If you release the left
mouse button after moving the mouse pointer, a popup menu appears.
To create a link, you have to select Link here.

Mave hem

Copy here

Copying, moving, renaming, and deleting links works in the same way for
both files and directories.

Exercise: Connect Files Using Links

[] Create a link to the file ~/GNOMEFiles/
first_picture.ppm in your home directory.

Rename the link’s name to first_link.
Move ~/GNOMEFiles/first picture.ppm to trash.
Test what happens when you select the link.

10

Empty trash.

Use the Linux File Permissions To separate the data of different users
on a Linux multiuser system, users are assigned their own home directories
in which to store personal data. This separation of data does not protect
data effectively against unauthorized access by other users. Owner and
access permissions are assigned to stored data and executable programs.
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To facilitate data access, users are divided into three categories:

[] Each directory and each file is first uniquely assigned an owner.

[] In addition, each user belongs to one or more groups of users, who
might work together on a project and need access to the same data,
for example. For this reason, files are assigned not only to an owner,
but also to a group.

[] All other users apart from this group are referred to as others.

There are three possible permissions:
[] Read (short form: r)
[] Write (short form: w)

[] Execute (short form: x)
\ p

Although they are similarly labeled in the permission dialog, the permis-
sions for files and the permissions for directories are different. For files,
the permissions mean:

Read - authorized to see the file’s content — read access

Write — authorized to change the file’s content — write access

Execute — authorized to run the file as a program — execute access
For directories, the permissions mean:

Read  — authorized to list the contents of the directory access
Write — authorized to create or delete files or access
Execute — authorized to enter the directory

For each file, you have to configure these three permissions for the file
owner, the associated group, and others.

To view and change the permission, right-click an icon, select Properties
and activate the Permissions tab.
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| Basic | Emhlemsl Permissions | Open With | Motes |

File owner: beekﬂ - Geeko Chameleon

File group:

: [+ Bead
Read

Read

Special flags:

Sticky

T TN——
mber wview: G600

st changed:

| @ren |
Change the file’s

o | Winte

Set user 1D

Set group 1D

Thu 12 Ot 2006 08:53.57 AM EDT

Execute
Write Execute

Write Executa

M Cose

group here.

There are also some “special” permissions available.

Name Meaning for files Meaning for directo-
ries
Set user ID | The program is running | ./.

with the owner’s permis-
sions.

Set group ID

The program is running
with the permissions of
the group assigned.

The files in the direc-
tory belong to the direc-
tory’s group and not to
the user’s group.

Sticky

7.

The user can only delete
files if they belong to him
or if he has explicit write
permission.

Attention! These permissions should be used very carefully.
They are only explained here briefly.
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Exercise: Use the Linux File Permissions
Change the permissions of the directory ~/GNOMEFiles/ that
only you have the permission to view and change the content.

2.3.6 How to Search for Files

Sometimes you have to find a file, but you do not know exactly where it
is in the file system. You might know the name of this file or only a part
of the file content.

“Beagle” is a desktop search engine similar to search engines on the inter-
net. Beagle searches your files not only by name or date, it also creates a
search index based on the file content and metadata.

[t can index all kinds of files and information on your computer (txt, pdf,
doc, emails, images, music, etc.).

Hel
| Fofuorite Appiications @ rer
28| Control Center
. Evolution P
.@ Mail and Calendar R ==K o
i I:'."-i‘ Lock Screen ...
Io: Banshee ~ A OpenOffice.ong Wiiter
4 Word Processor a Log Out ...

[:ﬁl_ Home Foider
Photo Browser &% Fie Browser
Hand Diriva

784M Free ! 3G Total

[]

I
More Applications... |

(| MNetwork: Wired
E,E_‘: Li=ing ethemaet {ethD)

Enter the search | [£
string here.

One of the exiting features of Beagle is the live query functionality. The
search results are updated in real time. For example, if you receive an
email with the search term included, the email will be instantly shown in
the desktop search window.
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Deskiop Search: dolor

Eind: | dator [ || Find Nuw|

[+

Documents 1-1at1

loremipsum,txct
Today

Title: loremipsum. bt

Last Edied: Today

Full Path: fhomelgeekoforemipsum. bt

LOREM IPSUM DOLOR SIT AMET ... Lorem ipsum d...

To find files with specific features, select the GNOME Search Tool from
the System group in the Application Browser.

Sean:h_fnr Files-

[» Select more aptions

@ b= |
Enter the search |
string here.

X Close | l g Eme

If you do not know the whole name of the file, you can use the wildcards
“?” (for any character) and “*” (for none, one, or several characters) in
the GNOME Search Tool.
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Gxample: Suppose the following files exist: \
IZ" File IZ° Filela I File2a
I file I¥" Filelb I FILE
IS Filel I File2 5" MyFile

The following table shows the results of three different search
strings:

| Search string || File? | Filex | 7ilex |
Found Files Filel | File File
File2 | Filel |file
Filela | Filel
Filelb | Filela
File2 |Filelb
File2a | File2
File2a

Enter the directory you want to search in Name contains. You can also
use the menu Look in folder to specify the directory you want to search

11.

Select

to start the search process. All matching files and directo-

ries are shown in the lower window with details of their locations.

Further settings can be made when you open the menu under Show more

options.
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Search for Files.

L S|
1
C Name contains; [I Y

Look in folder: |E|__._hgeeku

W Select more options

Contains the text:

Available options: Date modified less than = | | |:|‘]:| Add l

i @Heln |
Select a search rule from the pull-
down menu Available options.

After selecting the | #2¢ | a new text field is added and you can enter

the information necessary for the chosen option. To remove a search rule,
select the  ===| next to the rule.

Exercise: How to Search for Files
Use Beagle to search for “novell”. Let the search dialog open

and create a new OpenOffice document with the following
content:

It starts with Novell.

Save the file under the name “testdoc” in your Documents
directory.

In your home directory, search for files that are older than one
day.

2.3.7 How to Archive Files

With the program File Roller, you can pack multiple files or even entire
directories into an archive. This can be very useful to

5> Back up data

=" Prepare data to be sent via floppy disk or email by compressing it
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To back up files by using File Roller is very
useful, because the file structure of a directory
will be recreated when you unpack the archive
later.

You can start File Roller from the main menu. The

launcher is in the Tools section of the Application @ File Rofier
Browser. Archive Manage:

The following appears:

Archive Manager

Archive  Edit  View Help

0 a @ -
New Open Delete

Before you start to archive files, create a new archive. Select the New

button in the toolbar to open a window to specify the archive’s path and
name.

When you select , an

empty archive is created here.
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7 N
In Linux, the standard file format for archives is .tar

(from tape archiver; originally this was developed for
data backup on magnetic tape).

Sometimes, tar files become quite large, but you can
compress them. File Roller carries out archiving and
compressing in one step if you use .tar.gz as the file

format.
\ J

File Roller also handles the .zip format used in Microsoft Windows envi-
ronments.

File Roller supports the following file formats:

5" Ar archives (*.ar)

15" Ear archives (*.ear)

" Jar archives (*.Jar)

5" Tar uncompressed (*.tar)

15" Tar compressed with bzip2 (*.tar.bz2)
5" Tar compressed with gzip (*.tar.gz)
15" War (*.war)

I¥° Zip archives (*.zip)

If you select the Automatic archive type, you have to enter the suffix
(e.g., *.zip) after the file name.

To fill the archive, drag the files you want to archive from Konqueror onto
the empty window.

To open an existing archive (whether it is compressed or not), select the
file in Nautilus or start File Roller and then select Open. The contents of
the archive are displayed.

Using the mouse, you can drag individual files from the archive window
and place them in a Nautilus window. You can also unpack the entire
archive by selecting Extract.
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Exercise: Archive Files
Create archives and include the content of the /bin directory.
Use the following file formats for these archives:

I .zip
¥ tar
=" .tar.bz2

Compare the file size of the different archive types.

2.3.8 How to Customize GNOME

GNOME provides a lot of configuration modules that are accessible via
the main menu.

Search: I| ]

® er

2" Control Center

L1

| Favorte Applications

| Firefox i Evolution P
Web Browser -@ Mail and Calendar =7 Insta¥ Softvens
) El..'-i. Lock Screen ...
“1 Helix Banshee = OpenOffice org Wiiter
Music Player | Word Processar £ Logout ..
@i\ F-Spot [Eim, Home Folder
Photo Browser L8| Fie Browser
[\ Hard Drive

. | Il 784M Free /3G Total
| Mare Applgatons...
M| Network: Wired
L!E Lising ethemat {ethl)

8] computer | [ |Select Control Center.

The Contol Center contains four categories with a different number of
modules. Some of the listed modules are for system-wide configurations.
Only root is allowed to do this. You have to authenticate first.

Hardware Category

Here, you can configure accessibility features for handicaped people.
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Bluetooth Configure Bluetooth. Only root is allowed to do this.
DSL Configure a DSL connection. Only root is allowed to do this.

Graphics Card and Monitor Configure your graphics card and monitor.
Only root is allowed to do this.

Keyboard Keeping a key on your keyboard pressed, after a short delay,
the output of the keyboard begins to repeat.

In this module, you can specify the delay and the speed of repeat.

The cursor blink frequency can also be configured.

Keyboard Prefarances.

-—l
| Keyboard | Layouts | Layout Options | Typing Break

Repeat Keys

nf Key presses repeat when key is held down

Delay: Shaort — | Lang

Speed: Slow | ; Fast

| Cursor Blinking

o| Cursor blinks in text boxes and fields

Speed! Slow  —— | Fast

Type to test seftings: |

K Chose

| @L‘Elp l |@$m55lhl|ny”_-i .
| Here, you can test your
keyboard settings.

In the Layouts tab you can specify your keyboard model and layout. In
the tab Layout Options you can configure the behavior of special keys,
e.g. Win key. If you want to enforce typing breaks, configure them at the
Typing Break tab.
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Modem Configure a modem connection. Only root is allowed to do this.

Mouse In the Buttons tab, you can swap the mouse buttons if you are
left-handed. You can also change the speed for double-clicks.

Mouse Preferences

-

=: | Cursors | Mation |

Mouse Orientation

Left-handed mouse

Double-Click Timeout

Timeout; = 0.4 seconds

| @Eelp |
Here, you can test the
double-click speed.

In the Cursors tab there are three sizes for the mouse pointer available.
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Mouse ;P‘r:_ef‘_a rences

Cursor Theme

]

G whiteglass

whiteglass

whiteglass =

whiteglass

767675

[«

whitealass

Locate Pointer

sghlight the pointer when you press Ctr
| @:\ — (e |

If this checkbox 1is activated,
the mouse pointer is highlighted

when you are pressing .

In the Motion tab change the mouse speed and sensitivity.

Network Card Configure network card and connection. Only root is
allowed to do this.

Printers Manage your printers and view the print queues.

Frinters:

Printer  Edit
New Printer
Double-click a printer
icon to see the queue.
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Removable Drives and Media When you insert an audio CD into your
CD drive, the player Banshee starts automatically. This automatism you
can configure here for the following devices and medias:

1" Removable storage 15" Keyboards
1" Blank CDs and DVDs 15" Tablets

> Audio CDs e —
15" Video DVDs iRmi;::::ilcams|m|%msam o

f-’ ! «| Mount remavable drives when hot-plugged
'@ Port able music play_ = «| Mount semovable media when inserted

+«| Browse mmovable media when insered

ers
Auto-run programs on new dives and madia
Ig Cameras Blank CD and DVD Discs
2 «| Bum a CD or DVD when a biank disc is insered
0@ |

l@ PDAS \ Command for Audio CD=; | banshee —bum-cd %d * | !ﬁmwse...!

Command for Data Chs: nautilns—no-d.esk{clp burmn: | s} | | Browse... |
= Printers

| X Oose |

=" Scanners

=" Mices

Scanner Configure a scanner. Only root is allowed to do this.

Screen Resolution Here, you can switch to another screen resolution or
select a different refresh rate.

Default Settings
Resolution: | 1024x768 i |
Refrash rata: 70 Hz - |
Options

Make default for this computer (daS51) only

| © 1= | | Moo || of aoey |
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Look and Feel Category

Desktop Background In this module, you can specify your desktop
background.

Select a background picture in the upper frame..

Desktop Backgroound Preferences

Dasktop Wallpaper

_ VAR R, S oo e R e s EI

.~ Crabapple
* JPEG image, 1024 piels x 768 pixels

default1600x1200.jpg.
JPEG image. 1600 pivels x 1200 pissls

Diamond Tile Pattern {Translucent Tile)
PMG image, 128 pixels x 128 pixels

‘: |
Siyle: | [ Fill Screen :‘ | l:E:l Add Wailpape:l == Remove
Degftop Colors
e
I 1= )
(@ | [

In this menu, you can specify the
alignment of the selected picture.

Instead of a picture, you can select a solid color background or a gradient
background.

Desktop Effects If you activated 3D acceleration for your graphic card,
you can enable various desktop effects here. Only root is allowed to do
this.
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Fonts In this module, you can select fonts for your desktop and the kind
of font rendering you prefer.

.' Font Preferences Xl
Application font: [ Sans 10 |
Desktop font: | Sans 10 |
Window title font: | Sans Bold 10 |
Terminal font; | Monospace 10 |
Font Rendering

Maonochrome @ Bast chapes

abcfgop AQ abcfeop| | abefgop AO abcfgop

Best contrast SUhEixel smoathing (LCDs)

abcfgop AO abcfgop||abefgop AO abefgop

A’ |Dglaﬂs...|

‘_ @Lielp ‘ X Cose

Select the render type
that looks best.

Select one of the four font buttons to change the font or its size.

A new dialog appears.

Pick a Font

Famity:
Mimbus Roman NoQ L

Mimbus Sans L 8
OpenSymbal Baold g I:l

E | | oo

Schumacher Clean ‘j 11-
Serif
E3

Sony Fued

[« D

Preview:

abcdefghik ABCDEFGHIJK

4]
(4]

|. X cancel | @QK
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Menus & Toolbars This module offers some features concerning the
appearance of menus and window toolbars.

Behavior and Appearance

vl s

Editable menu accelerators

Detachable toolbars

|

Taaibar bution abels: Text below icons
Preview
Fie Edit
&8 &

Mew Open Sawve

I @lﬂeln l I X Cioze I

Screensaver Seclect a screensaver and an idle time to start the screen-
saver.

Screensaver

_ Banksoeen |

Random

Cosmos
F-5pot photos
Floating Feet
Pictures folder

Pop art squares

10 minutes

Set session as idle after:

+ | Activate screensaverwhen session is die

o | Lock screen when screensaver is active

.3 Help . R Cose
If this option is activated, you
have to enter your password to
unlock the screen.
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Theme A GNOME theme consists of a set of colors, window borders
and icons. You can select a complete theme from the list. If you change
a theme, use the item Custom theme. To save these settings, select

i&‘. Save Thema... .

1 Theme Preferences X

P T ———
| o Install Theme..

Gilouche

Linht biu= colors, easy on the eyes. | [@m|Theme Details |

Chlorophyll
Light green and tan calors, inspired a fittle by plan

Clearlooks
Attractive Usabiity

Glider
Simple, smooth and aesthetically pleasing

[1]

This theme doas not suggest any particular font or background.
| (21 | - L '

— Select this button to change
the theme settings.

n Theme Details =

After selecting Eemrez==| o dialog appears o
to change the GNOME appearance. —

s
| ’%,gu To Theme Folder
|

bluebubble

Chiarophydl

Clearinoks

Crux

Giider

Grand-Canyon
HighContrast
HighContrastinverse
HighContrastLargePrnt

HighContrastLargePrintinvarse

Industrial

LargePrint B

To install a new theme, select | @ nssimene. |

ﬁ New themes can also be installed by dragging
EI them into the window.

I. © ren |

Attention! After installing or creating a new theme, restart
the theme module.

@ At http://themes.freshmeat.net/, you find a lot of themes.
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Windows In this module, you can configure three things:

[1 In Microsoft Windows and Macintosh OS, windows can be focused
by a mouse click. In some GUIs of UNIX, a window gets the focus
when the mouse pointer moves onto it.

[ ] The action when a window titlebar is double-clicked.

[] Move a window by pressing the specified key and selecting it with
the mouse.

Window Preferences:

Window Selection

gﬁelecl windows when the mouse moves over them:

Titlebar Action

[ -

Double-chick titlebar to perdorm this action: | Maximze

Movement Key
To mowve a window, press-and-hold this key then grab the window:
Control

® Al

Super (or "Windows logo”™)

| (FT | | X guse |

Personal Category

Accessibility Enable keyboard accessibility features, e. g., repeat keys,
bounce keys.

Assistive Technology Enable assistive technologies for handicaped peo-
ple, e. g., screen reader.

Password Change your user password.
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Change -Password

Changing Password for User "geeko’

O Password: [l

New Paszword:

Confirm Password:

Mew Password empty

!-xgancel |

Novell CASA Mananger Common Authentication Service Adapter
(CASA) is used to manage your user credentials. You can configure it
here. Only root is allowed to enable CASA.

Shortcuts Here, you can configure keyboard shortcuts for system ac-

tions.
féE_‘lp'bl‘:la_rd"ShDr‘tC_L!_fE
Em:tiun Shorout e
= Desktop
Launch help browser Disabled
Lag out =Control=<Alt=Dale
Sleep Disabled
Lock screen Dizabled
Home folder Disabled
Seanch Dizabled
E-mail Dizabled
Launch web browser Dizabled
Show the panel un application dialog =Alt=F2
Shaw the panal menu <Alt=F1 ,T‘
ﬁ' Tao edit a shorcut key, dick on the comesponding row and
'[:‘j" type a new accelerator, or press backspace to clear.
| @ | | X |

Select a line and enter your key combination. To disable the shortcut,
type backspace.
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System Category

Date and Time Control time zone, date and time. Only root is allowed
to do this.

GStreamer Properties Select a software plugin for audio and video in-
put and output.

Multimedia Systems Selector

_;'v.deo|

Default Output Plugin

I
Qutput; [ Autodetact = |

Pipeline:  autoaudiosmk | of Test
Default Input Plugin
Input: [ ALSA - Advanced Linux Sourid Aschitectire = |
Pipeline: alsas | v Tegll
| @ e | X gose |

If you want to access the sound output of other computers in your network,
or allow others to access to your sound system, you can activate that here.

Language Select the language of your system. Only root is allowed to
do this.

Network Proxies Configuration for accessing the Internet via Proxy.

Power Management Praferances

Power Management To save energy
(e.g. when using a laptop computer) Contiguration
you can specify the idle time, when the 54 vl A s i e
computer is put into sleep mode. 30 minutes
Put computer to sleep when it is inactive for
] ]
Mewvar
| @) e | | 5 cose |
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Preferred Applications Select your preferred web browser, mail client,
text editor, and terminal emulation.

P_(_Eferra_d_,lpplic_aﬁuns

| Mail Reader | FTP ] News | Teminal |

Default Web Browser

® Select:  |Firefox Tyt |
Customn: firefox %=
[ @ e | X Qose |

Remote Desktop Here you can allow others to view your desktop over
the network. You also can allow them to control mouse and keyboard.

;m' Remote Desktop P nr-_ﬁ_ra nces 8
Sharing
| Adlow other users to view your deskiop
= ..
Security

When a user tnes to view or control your desktop:
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Search Settings Beagle uses an automatically created index to find files
very fast. In the Search Settings module you can allow that the index is
updated automatically in the background. You also can specify directories
that should (not) be indexed.

Search Preferences

Indexing

General

«'| Start search & indexing services automaticaily

Display the search window by pressing Cird At (F12

| @L‘Elﬂ | I X cancel I | @gk

Sessions You can save the state of the running applications. When you
log in the next time, all windows will be restored.

@ Are you sure you want to log out?

up.
tion
@ Logout
Shut down
Restar the computer

Suspend the computer

I @)ﬂelp || X cancel | @gx

When you log out of
GNOME, you can save
your session.

With the Sessions module, you can manage your saved sessions.
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¢( Show splach screen on lagin

|« Azk on logout

Sessions:

Seszion Mame

!@L‘Ehﬂ|

Automatically save changes to session

=i | Cument Sessin | Startup Programs |

At the tab Current Session,
you can view the running appli-
cations. At Startup Programs,
you can select programs that
should be started automatically
after your login.

Sound In the Sounds tab , you can configure sounds for some system
events. For example, the sound that is played when a warning message

appears.

5| System Beep |

o] Enable software sound mung (ESD)

-( Play system sounds

System Sounds

Selact check box:

Choose menu item:

Click on command button:

Miscellaneous message:

Quiestion dialog:

Emor message:

Waming message:

Informational message:

Laog out:

Log im:

| @) e |

Sound Preferances x|
e )
!_Nu sound = ”I|
T ]
— e
| Na sound e le_'|
feep 2w
! waming.wav S Hll_l|
!_Nu sound = ”I|
= 36
= e

In the System Bell tab, you can deactivate the audio bell of the internal
PC speaker. You can enable visual feedback instead if necessary.
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User Management Manage the user accounts. Only root is allowed to
do this.

YaST Start the system configuration tool YaST. Only root is allowed
to do this.

Exercise: How to Customize GNOME
Search the Internet for a GNOME theme and install it.
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2.4 Use the KDE Desktop Environment

2.4.1 Install the KDE Desktop Environment

GNOME is the default desktop environment of SUSE Linux Enterprise
Desktop 10. If you want to use the KDE desktop environment instead,
you have to install the KDE software packages first.

Normally, you will install KDE during the in-
stallation of SUSE Linux Enterprise Desktop
10, but you also can install it later and next to
GNOME.

You can install new software using the configuration tool YaST.

YaST can be found in the System i‘f,‘ ¥aST
group in the Application Browser. WS Adminisirator Settings

Only the root user is allowed to start YaST. To prevent illegal access, you
have to authenticate by entering the root password.

‘Passwo rd neaded

tj Administrator (root) privilege is required.
Please enter the root password to continue.

Command: fshinfyastd

Password: [| ]

| xgam:el i @Cgminue

The YaST dialog is divided into two frames. In the left frame you can see
seven categories. In the right frame the modules of the selected category
are shown.
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¥aST Control Center @ das1

File Edit Help

Software, ,( . e’
Q)_ Dnline Update ‘ Software Management
Hardwa -
Syt ﬁ Add-an Product Q Installation Source
Metwork Devices T [ ]
|£ Installation into Direciory %8 | Media Check
S5 Matwark Services .
jy Movell Customer Cente s
=] 7 OV, SR een St T J Online Updat Setup
Mowvell Apparmeor (e Configuration

| Security and Usars

_,_\f Patch CD Updake {—E Syskem Updat

' Miscellanecus

Ready. Select a category to )
see the modules.

=i In the Software category, there is a module
] =re Management labeled Software Management.

Select the icon Software Management once with the mouse. After a few
seconds, the software module appears.

SUSE Linux Enterprise Desktop contains a broad range of software. When
selecting individual packages, you can use different filters to display the
available software packages.

Filz Package Exiras  Help

Fifeer | Search e | [Package | Summary |Siz |Avail Ver |inst Ver |Source |

[ \ Il

| search 7|

Descripion | Technical Dats | Dependencies | Versions File List | Change Log

|Mame | Disk Usage | |\isad [Free  [Tow |
Select a filter. |l e |Tamma ==y
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ﬁhe following filters are available: \

I Patterns. Displays all software that is available
on the known installation media. It is grouped in
predefined sets of packages that logically belong
together.

I=° Package Groups. Displays all software packages
that are available on the known installation media.
It is grouped by category.

I Languages. Displays all language related files
(e.g., spell checker, help)

I Installation Sources. Lists all registrated in-
stallation sources and displays the available pack-
ages of this source.

I° Search. Lets you enter a search term and select
where you want YaST to search.

I5° Installation Summary. Displays all the pack-

ages with the marked status.
\__ ™ J

In most cases you will use Search to find the items you want to install.
Enter the full package name, part of the name, or keywords in the Search
text field and select [ s |. The results are listed in the right window.
The install state is shown by a small symbol in front of the package name.
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The most important symbols are shown in the following (get a complete
list by selecting Help — Symbols):

|:| Do not install This package is not installed and it will not be
installed.

E Install This package will be installed. It is not installed yet.

E Keep This package is already installed. Leave it untouched.

a Update This package is already installed. Update it or reinstall
it {if the versions are the same).

'a Delete This package is already installed. Delete it.

e Taboo This package is not installed and should not be

installed under any circumstances, especially not
because of unresolved dependencies that other
packages might have or get. Packages set to "taboo”
are treated as if they did not exist on any installation
media.

Protected This package is installed and should not be modified,
especially not because of unresolved dependencies
that other packages might have or get. Use this status
forthird-party packages that should not be overwritten
by newer versions that may come with the distribution.

Autoinstall This package will be installed automatically because
some other package needs it. Hint: You may have to
use "taboo" to get rid of such a package.

Select the symbol of the package you want to install until the § symbol
appears; then select [ ace |,

You might see a dialog indicating that the depen-
dencies between the packages cannot be resolved
and that some other packages need to be installed
as well. In most cases, you can confirm this dialog.

If the wrong DVD or CD is in your

drive, a warning appears.
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Exercise: Install the KDE Desktop Environment
As the KDE desktop environment consists of a lot of software
packages, use the Pattern filter to install all KDE packages.

File  Package Exras Hslp

al
Ii

&4 acroread Adobe Reader for POF Files

[ AdobeicCprofiles Adobe ICC Profiles

& als-firmware Firmware Data Files for ALSA

4 aspeit A Fres and Open Source Spell Checker

4 aspeilen An English Dictionary for ASpell

L4 atk An Accessibilite TealKit

atepi Assistive Technalogy Service Provider Interface
audit User Space Tools for 2.6 Kernel Auditing

4 suditlibs Dynamic library for libaudit

[ banshee A Music Player Based on Mono and GStreamer
& bansheeenginegst

4 bansheeenginehelix
[ banshee-pluginsdefault

L4 beagle
=

<

i

Descriptian }Iunm(a\ Dt | Dependencies | versions | FileList | Changelog |

a2ps - Converss ASCI Text info PestScript

a2ps converts ASCI| ¥ into PestSeript This feafure is usscl by apsfilier, for example. o prey-print ASCIL
=
Name |DiskUsage | |Used [Free |Toml
! [ % 28GB 7659 ME 35GE
Select the KDE pattern con ] [ secm

2.4.2 How to Log In

If you want to log into the KDE desktop environment the first time, you
have to select Session at the login screen.

Select Session.
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The following login dialog appears:

Choose a Session
®
1 1. GNOME

") 2. Default System Session

| Failsafe GNOME

) Fails=afe Terminal

| x Cancel [ &QK ]
Select KDE to start the KDE
desktop environment.
You are asked whether you @ e
Do you wish to make KDE the default for future sessions?

want to make KDE your de-
fault desktop environment.

Just Far This Session 1 Make Default ] | x Cancel |

When you enter your login data, the KDE desktop environment appears.

OATEREL g QF QUG owssam
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2.4.3 How to Log Out

When you are ready to log out of the system, open the KDE menu by
selecting the first (left) icon on the bottom panel:

All Applications

B | T —

@ Audio & Video
O Browese

i ‘_.': Communicak

(o . Games
J

{_ Find Files'Folders
=
: ? Home (Personal Files)
!
E“_f Personal Sefings

=,
"(fl SUSE Help Centr

Actions

) _| Receni Document
i

b I My Syskem
—

Q Run Command. ..
E Switch Lser

This menu is called
“KDE menu”.

At the bottom of the KDE menu, select the Log Out entry. You can also
right-click on the window background and select the same option from

the popup menu.

After selecting Log Out, a confirmation dialog appears.
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End Session for "geeko"

| S L

If you select this button, you are
logged out and the login screen re-
appears, allowing you or another
person to log in.

2.4.4 How to Identify KDE Desktop Components

After you log in, your system will start the KDE desktop environment by
default. It is composed of

15" The Desktop

15" The KDE Control Panel (Kicker)
1" The KDE Menu

5" Virtual Desktops

The Desktop

On the desktop you will see only a few icons. You can start the applica-
tions associated with these icons by clicking them once with a left mouse
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click.

OaEE M D You can move thel @&@us cessam
icons by dragging
them with the mouse.

The KDE Control Panel (Kicker)

The KDE desktop is operated by using the mouse on the KDE control
panel (called Kicker) located at the bottom of the desktop:

CRLE Y TR

107200,

The following are the most commonly used icons and their functions (from
left to right):

s

@ Menu of all configured programs and functions (not of
all programs and functions installed on the machine).

This menu is called the KDE menu.

& Konqueror, the preferred KDE file manager

F A terminal window in which to type commands directly

@ The SUSE Help Center
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~

Konqueror, as preferred KDE Web browser

)
2 The personal information manager Kontact (including
— email, address book etc.)
5 Virtual desktops
QO A sound mixer
w A tool to control the power management
()] Software Updater for automatic updates
K] Clipboard
SN Beagle search
S Applet for NetworkManager
06:55 am | Current time and date

The KDE Menu

Programs are normally started from the KDE menu. You can select the

KDE menu

In the bottom part of the menu a command line interface, an overview
of the recent documents, shortcuts for important positions in the filesys-
tem, an option for locking the screen, and the option for logging out are

provided.

The upper section of the menu features an overview of various applications

button to open the KDE menu.

sorted by subjects (such as Office).

There is a text field for filtering at the top of the menu. When the menu

is open, enter “/” and the application you are looking for.
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All Applications |

Iopenoﬂice' |

The path to applications
that match the entered
name are highlighted.

A submenu in the KDE menu is marked by a small black arrow in the
right-hand corner. To open a submenu, move the cursor over the menu
entry. To start a program, click the corresponding entry once with a left
mouse click.

All Applications

nnnnnnnn

s Images
e GCffice
- \g Sysem

| Find Files/Folders
? Home (Persanal Filas)
B oeional Sefings

87| =

2 fril SUSE Help Center

Actions

Recent Documents »

' Switch User 3
i E Lock Session
. @ ou ), |
© AN =B W

@ 1’;-3 = R Submenus are marked

by a small black arrow.
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Virtual Desktops

If you are working with several programs simultaneously, the screen can
quickly become cluttered with open windows. In Linux, you can bring
order to this chaos by changing to another (virtual) desktop. You can
switch between the various desktops via the control panel.

<) A & B ih S 1& s —y
"@ fﬁ = iR e 2 By default, two virtual

desktops are configured.

In the KDE control center, you can increase the number of usable virtual
desktops up to sixteen. Every virtual desktop can host a virtually unlim-
ited number of applications. Using these virtual desktops, you can easily
organize your work.

In GNOME there is an applet “Workspace
Switcher” you can add to your panel. In the
preferences of this applet you can specify the
number of virtual desktops.
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Exercise: ldentify KDE Desktop Components

Label the items in the following screenshot.

10200

-
€
&
®
o
P

is protected by a Creative Commons
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2.4.5 How to Manage lIcons in the KDE Environment

You can find icons in your KDE environment in three areas:

=" Desktop
= Kicker
i KDE Menu

Manage Icons on the Desktop

You can create a new icon on your desktop in different ways. For simplic-
ity, we will describe only one method.

[] To create an icon for an application on your desktop, select the item
in your KDE menu.

[]

All Applicae....

£ BI-'

‘b‘" Audio & Vides &) sudio piayer

: Q Browsa Ll _') COVOVD Burning 4
{4 Communicae » z Recording k
:{_S. Games ¥ & Videa Player 4
o Images ¥ E‘\\ Valume Contral 4
& Cfica » L:_! CD Player
B G, e B s Hold down the left mouse but-
| (S . 4 ]
J.;' Toals 4 ;ﬁ Media Editing ton, move the mouse pOlnteI' tO
_. | Find FilesiFolders I Music

free space on your desktop, and
release the mouse button.

g ‘-? Heme (Persanal Files) G Reaipiayer 10 (Media Player)

i Personal Seffing

r s
—l

I’

--:.._\il SUSE Help Center

/a|‘jginkHem ! Cirl+Shiff ‘

In the menu that appears, fan=! Escape
select Copy Here.
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Manage Icons in Kicker

You can add new programs to the control panel by right-clicking on
a free area of Kicker and then selecting Add Applet to Panel or Add
Application to Panel.

Add Applet b Panel
Add Applicaton 1o Panel

Remowve From Panel b

Add Mew Panel b

E Lock Panels

Configure Panel...

Right-click on a
free area of Kicker.

You can remove a program from the control panel by right-clicking its
icon in the control panel and then selecting Remove program name.

You can move icons in the panel by holding down the middle mouse button
or by choosing Move program name from the context menu.

Manage Icons in the KDE Menu

To make changes in your KDE menu, start the KDE Menu Editor by
selecting the KDE menu icon with a right mouse click and selecting Menu
Editor.

<-I-b Meonwve K Menu Menu
Q BRemowve K Menu Menu

E Menu Edpor -
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The following appears:

B2 KOE Menu Editor 0}

Eile  Edit Setings Help

IR

&3] :)A pplications

&) @Audio& Videa
QBI'U-\‘SE
@ _,)'Communicat I
2] :EDe\nelopmem
3] ‘;.)Gams
=) Images | |
] 60ﬂice
@ Ty Sysem
@ i Teels
L__:iFind Files/Falders
Y Personal Files (Home) M
W, Personal Setiings =t
(FL/SUSE Help Center

|

™

[=n ]

In the left frame, you can see the
structure of your KDE menu.

There are three important icons in the toolbar:

Create new item

_1__| Create new submenu

Delete marked item
Xl

If you create a new item, you are asked to enter a name for the item.

lem nama

I J

Select 1¥_2¢ [ when you

have entered a name.
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The right part of the window become active.

¥ KDE Menu Editor 84

Eile Edit Sefings Help

@ )Applications
@A udio & Video
&3] UBI’WEE

® .j;CommunicaE
& 'EDeuelopmem
-;.}Games

@ oLl Images

IR il

X
Mame: [Firstiem | ‘ e ‘
Descripfion: | | il
Comment. | |
Command | ks |
: A

|3 Enable launch feedback

- @ Office

® G sysem [ Place in sysiem tray

} Taols \
__IFind Files/Folders = —
#2 Personal Files (Home) Work pah | | 'q

l‘:persnnal Sefings

(IS USE Help Cenker

[ ] Run inerminal \\

[ ] Run as a differant user

Cirrani ekl

Select this button to choose
a new icon for the item.

In the Command text box, you can enter the path of the program you want
to start with this item in the future.

Exercise: Manage Icons in the KDE Environment
There is a program called “xlogo,” that simply shows the logo
of the X Window System. You will not find any icon or menu
entry of this program in KDE.

To view the functions of xlogo, use the command line which
can be started from the KDE menu via Run Command.

“ Run Command &3

E % Enter the name of the application you want 1 run ar the URL you want i view
<,

"“ﬁ. Options »> | % cancel |

Enter xlogo in
the text box.

Select [® = ] to execute the command xlogo.
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Create an icon to start the xlogo program

" on your desktop
=" in Kicker
=" in the KDE menu

2.4.6 How to Use the Konqueror File Manager
Customize Konqueror
Almost all work in the file system can be carried out with the KDE

Konqueror program. To start Konqueror, select the &% icon in Kicker.
The following appears:

=]
Location  Edit View Go  Bookmarks  Teols  Sefings  Window  Help
200 0 & IEHE S

B Lestet: B nonekede [-] &

3 FNHome Folder . [ — )
SRR == & i ‘ | ¢
| BDmiep \} = 1

| /Decument bin Deskiop Documents public_himi
Bl
[Egpublic_himi

€ & iy Home Folder D W | K

4 [

&9 4 llems - No Files - 4 Folders

The most important icons in the toolbar are:

Q Go up one level Enlarge the icons

PN
7

Q Go back to the last position Diminish the icons

0™
&

Switch to icon view

Q Go forward (after back)

Switch to tree view

Ju e

@ Go to your home directory

On the right side of the Konqueror window, you see the Navigation Panel.

94 (©2007 Novell Inc. Copying or distributing all or part of this manual
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.




(2.4 Use the KDE Desktop Envjronment)
<

Clicking on these icons opens a new frame.

Show bookmarks
Show home directory
Show network

Start multimedia player Amarok
Show history

Show meta information

Show root directory

Show important system directories

@ X

Show special services

EEZz0®

The /% icon on the navigation panel displays
the directory tree starting from the user’s home
directory.

The icon displays the directory tree start-
ing from the root directory.

You can use several methods to navigate through the file system. Using
the three arrows on the left side of the toolbar is the simplest way. The
current position is shown in the text box of the address panel (in the
following image, /home/geeko).

oy wr |

- -

E# Locaiion ;."hDI'I'IE.'gEE'kD\_

~ Meme eaqs| In the address panel, you can see
your position in the file system.

If you select €3, you will move from the current direc-
tory to the next higher directory (from /home/geeko
to /home). The arrow (3, returns you to the previously
visited location. You can move forward again with €.
Selecting #% in the toolbar takes you directly to your
own home directory (for example, /home/geeko).

Another method of navigating is provided by the navigation area. If you

select a directory in the navigation panel, its contents are displayed in the
file view.
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You can double-click the directory in the navigation panel to open it and
view all subdirectories contained therein. Double-click the directory again
to close it.

Another useful feature of Konqueror is its ability to split the window.

In the Window menu, there are Split View Left/Right and Split View
Top/Bottom options used to split the window.

a= |'Hindc!:.'_ Help

 [T] SplitView LefiRight Cirl+ S hif+L
S | [ split View TopiBotiom Cirl+Shifi+T
.--';Ei. hlawe T=k LG R

B geeko -Kengueror €Y

Location  Edit View Go Bookmarks Teols  Sefings  Window  Help
,0.00/00|= A4 [HRS
E# Location [@momefgeeho i'| AJ
2y Home Folder
A | ghDeskop \ g ‘ \)
QD‘:“:“’T‘E"E bin Deskiop bin Deskiop
@ |Edpublic_html —J ~ ‘ e 7
& é (¢ %
E Documents public_himi Decuments public_html
§
D
M
L]
(=]
L2
=1
The green light shows || |CEEm e a6/t - to i 4 it IC

the active view.

You can save your settings by selecting Settings — Save View Profile
‘‘profile name’’.
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E Profile Management - Kengueror .27

Profile name:

; K.DE Development

Midnight Commander

Simple Browser
Tabbed Browsing
Web Browsing

% save URLs in profile

D Save window size in profile

© e

[ﬂ Save Hﬁ Delete Profile H Eename Profile

Here, you can enter
your profile’s name.

To switch to another profile, choose Settings — Load View Profile
and select a profile from the submenu.

Exercise: Customize Konqueror
Look at the following Konqueror screenshot.

B= geeko - Kongueror 59

Location Eddi Wiew Go  Bookmarks  Tools  Sefings Window  Help

100000 ~aa s
3 Location [[E5 omeigesks =) il
= =
75 I B
‘\'i\' A
bin bin bin Deskiop
. L — =
Deskdop i Deskiop — i:)ocuments public_himl|
‘_A-! ; |a |
T — 4 T — =
| -] : Lz}
|2]la ems- . Feoiders ||| 3]l tems- . Foiders|[ | [£3]l4 bems - No Files - 4 Folders [
|Name | siz= _'
& Deskiop 321 ! .
EiDocuments =N bin Deskiop
& |gpublic_tim| 2 m— @
Cocuments public_himl
[« | [«
i | |/ terms - Mo Files - 4 Folders 7] &k Hems - Na Files - 4 Folders: =

Rebuild it on your computer and save it as a profile labeled
“My Profile.”
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Manage the File System with Konqueror

Create Directories To create a new directory. Click in the white back-
ground of Konqueror with the right mouse button. A popup menu ap-
pears:

. Create New
4 up Ali+Up

7 ~§ CpenDocument Drawing...
7% OpenDocumeni Presentaiion..
Dpen With & Openbocument Spreadshest.
Preview In - Openbocument Text...

Actions i'.'_*, Link 1o Location (WRL)

Q Link o Applicatian..
2 Link 1o Device L

Select Create New — Folder
to create a new directory.

¥} Compress

Copy To

Mowe Ta

Alternatively, select Create New — Folder

from the Edit menu of Konqueror.

Then you are asked to enter a name for the new directory.

&= New Folder- Kongueror 23

Enter folder name:

(i Foice] |

iB Clear i|'r'" [8].4 |!x Cancel |

Exercise: Create Directories
Create a directory labled FirstFiles in your home directory.
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Copy and Move Files

The explanation below for using files is also

valid for directories.

7

file is copied.

¥

One way to copy or move a file is to drag and drop the
file icon from one Konqueror window into another.

If you hold while moving the mouse pointer, the

A\

Another way is to use the popup menu. Right-click the icon of the file
you want to copy and select Copy. If you want to move the file, select

Cut.

ing files.

To copy and move several files at the same
time, hold down Ctrl while you are select-

&?.I
| _| Open in Mew Window

/i Open in New Tab
of, Cul
.-| Copy
Eename
_].' Mowe 1o Trash
Open With
-"5 Praview in Embedded Advanced Texd Edior
Actions
‘:’f Compress
Copy To

Meve To

The items Cut Propertiss

Cirl+x
Cirl+C
F2

Delate

* v v v

and Copy.

Now you can navigate to the directory you want to copy the file to. Right-
click in the white window background and select Paste from the popup

menu.
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Exercise:

Al+Up

W Sl
Op=n With
Preview In
Actions
g; Compress
Copy To
Mowve To

Properies

v vy v v

Copy and Move Files

You also can use
the shortcuts.

Copy the file /usr/share/cups/calibrate.ppm into the di-
rectory ~/FirstFiles/.

Rename Files

To rename a file, right-click it, select the entry Rename

from the popup menu, and enter the new file name.

- __| Cipen in Mew Windoew

.i-_\.-: Opzn in Mew Tab

¥ Cuof

&

" Copy

i Move 1o Trash

Cip=n With

Aclions
Y_—T Compress
Copy To

Maowe Tao

Proparies

S Preview in Embedded Advanced Text Edior

Ciri+ X
Cirl+C

Daleie

* v v w
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You can also use the entry Properties to rename files. At the General
tab, enter the new name.

! E Properties for loremipsum - Konquere L =

Type: Plain Texi Documeni [--_;. [

-
Location fhome/gesko

2B

1012006 08:22 am

112006 02:28 am

/ |V oK ||K Cancel
Enter the new
file name here.

Exercise: Rename Files
Rename the file calibrate.ppmin the ~/FirstFiles/ direc-
tory to first_picture.ppm.

Delete Files You can delete files directly or by throwing them into the
trash.

Files thrown into the trash can be

restored before the trash is emptied.

To throw it into the trash, select Move to Trash from the popup menu.
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_—| Op=n in New Window

_.-fg. Opzn in New Tab
@ & Cui Cirl+x

[ | Copy Cirl+C

Benames 2

E_' Mowve o Trash

Op=n With 3
Q{ Preview in Embedded Advanced Texi Edilor
Actions
gp Comprass

Copy To

o | e

Mowe To

Properies

Before moving a file into the trash, Konqueror asks for confirmation.

You can also move a file into the trash by dragging the file with the mouse
onto the trash icon and then releasing the mouse button.

The trash icon on the desktop
changes as soon as it contains
something.

To view the content of the trash, double-click it. You can see the files
that have been moved there or you can even retrieve them.

A file thrown into the trash has not really been deleted, so it still takes
up hard drive space. To permanently remove or delete the items in the
trash, empty the trash.

To empty the trash, right-click the trash
icon on the desktop. In the popup menu,
select Empty Trash.
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Connect Files Using Links You can create a link by using drag and
drop. If you release the left mouse button after moving the mouse pointer,
a popup menu appears. To create a link, select Link Here.

‘ § Mowe Here Shift

4 Copy Here il
; T Cirl+Shifl
Ej Cancel Escaps |

N\

W/

A link differs from a normal file: The icon’s label is
emphasized (font italic).

[

loremipsum

k2

@ wemipsum Llnk .
\. J

= — Normal file.

Attention! Be careful when deleting the original file. Do
not forget to delete the corresponding links. If the link is not
deleted, you will get an error message if you click it.

Copying, moving, renaming, and deleting links works in the same way for
both files and directories.

Exercise: Connect Files Using Links

[] Create a link to the file ~/FirstFiles/
first_picture.ppm in your home directory

Rename the name of the link to first_link

Move ~/FirstFiles/first _picture.ppm to the trash
Test what happens when you select the link

Empty the trash

Remove the link directly
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Use the Linux File Permissions To see the file permissions, switch to

the tree view in Konqueror by selecting the [(5] icon.

To change the permission, right-click an icon, select Properties, and

B2 geeko - Kongueror @)

0000

Locafion  Edit  Wiew Go Bookmarks Tools Sefings  Window  Help

o oE=

E# Location ! fhome/geekn

2] =

@ [ERost Foider |Name  + |size | File Type | Medified | Permissions | Cwner | Group

!Lmk

Dln

@ [EFihome
- @ [Ein
= @ [Emedia
” [Emnt
5 om
& [ proc
@m
@ [Ejsbin
& [ s

@sutdomain
| ® [

@ [ EFimp
? ® [Eusr

B [Ear

Root Foider (&)

e @ [t ®

@ §5bin: 42 B Folder A0V12M06 0637 am drwkrxrx  geeko users

j Deskiop 320 B Folder 1012006 0240 am d rer-xr-x geeko users
| @ [Bade =

= L_.Documems 20 B Falder 10121060637 am dras—  geeko usars

@ @ (e @public_hlml 80 B Folder 10112106 0637 am drver-xr-x  gesko users

‘_, loremipsum 2 B Plain Tex Document 112106 (828 am -rw-r—r— geeko users

- £l

Tree view shows Permissions,
Owner and Group.

activate the Permissions tab.
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E Properties for loremipsum - Kenguere -

et | s [ emive [ 4[0

—Mccess Permissions

Owner: [;Can Hoad & Wir e | vl
Sroup: [Can Read |v]
Chers: [Can Read |vl

D Iz executable

[ Advanced Permissions l\

—Cenership

Uszar:  geesho

G (s [

V'QKAU_me_&—

Use these menus to

change the permissions.

(©2007 Novell Inc. Copying or distributing all or part of this manual

is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



(2.4 Use the KDE Desktop Environment)
N\

Exercise: Use the Linux File Permissions
Change the permissions of a directory ~/FirstFiles/ that
only you have the permission to view and change the content.

2.4.7 How to Search for Files

Sometimes you have to find a file, but you do not know exactly where it
is in the file system. You might know the name of this file or only a part
of the name. You might need a list of all files that have been modified in
the last two days or that exceed a certain size.

To find files with specific features, select the KDE menu with Find Files.

B\ Find Files/Folders
;

MName/Location | Cgnent | Properiies | I" 'y FEind
MNamed: ﬁ :v_;
Lok in le:fiihomeigesko T+ Browse. . ¥ |
(%€ Inclugde subfolders
| '_| Case sensifive ssarch
Namf v [InSubfoider | Swe | Modified | Permissions | First Matching Ling| -
I - | Close |
& ] ————
= I | @ Hep |
In the Named field, enter the

name of the file you are
looking for.

Alternatively, you can start the search tool
directly from Konqueror by selecting Tools
— Find Files.

If you do not know the whole name of the file, you can use the wildcards
“?” (for any character) and “*” (for none, one, or several characters).
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“8\ Find Files/Folders 0

Name/Location | Conent | Properiies I'#'Li Find
Mamed: lE IV]
Look in: ifi le:/ifhomelgeeko | - | | Browese. . | | I'_‘

M nclude subfolders

__| Case sensilive search

IName/ m | In Subfolder | Size Modified | Permissians | First Matching Ling| -

@ g= |
@ e |

o - | )
Enter the directory you "
want to search in Look in.

You can also use the button [ eewe. | to specify the directory you want
to search in. Select (& ms ] to start the search process. All matching
files and directories are shown in the lower window with details of their
locations.

Find Files/Folders £

Name/Locafion Conents Properiies | I"—L; Eind
Named: =] | |

Leekin: |file:iihometgeeka ||| Erows. || | savess. |

[¥] Include subfaiders

[ ] case sensitive search

IName - In Subfalder ! Siza Medified Permissions ! First Makhing Ling| -
%dakbp geonfl 104 101127060641 am Read-write
.\}Dskbp 320 10112060240 am Read-write

@ ce= |
] | ol —————
— TR festound | | @ pen |

All matchihg files
and directories.

Further settings can be made when you switch to the tabs Contents and
Properties.
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If you liked the live search from Beagle, you do not have to miss it when
using KDE. The KDE plugin that allows to use Beagle is called “Kerry.”

To start Kerry, select the search icon at the right in the KDE
Control Panel. —h

J‘ Kerry Beagle Search .2

| within: | Everyhing [+] | ¢

uick Tips
- ¥ou can use upper and lower case, search is case-insensifive
- Tosearch for oplional ®rms, use OR. ex: George OR Ringo

- Toexclude search #rms, use the minus symbal in front, such as -cats
- When s=arching for a phrase, add quoies. ex: "There be dragons™
- Add exttype o specify a file extension, ex: exttxt or ext: for none

Enter what you are
looking for here.

Before you can use Kerry, you have to start Beagle. Enter something in

the Search textbox and press or select (@ e ] . You will get

an error message, that your query failed. At the end of this error message
there is a link to start Beagle.
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@ Kerry Beagle Search .9

|§| Search: [deskior] | witin: | Everyhing v L4 Fina

The query for 'deskiop” failed.
The likely cause is that the Besgle dasman i not running.
|| Aubmaically siar Baagle dasmon &t lagin

£ Clicktstarithe Beagle daemen

: [ 1[0 o= |

Start Beagle here.

By selecting the option Automatically start Beagle daemon at
login Beagle is started automatically at login in the future. When Beagle
is started, searching for files and file content works quickly.

"' Kerry éea gle Seari

¥ | search [deskion | within: | Everything [+] €

In Foldar

Last modified: Wednesday 21 June 2006 05:48 am
Title 1.4, Using Virlial Deskiops

2 ¥

RELEASE-NOTES.da.himl In Folder SUSE Linux Enerprise Desfop 10

Lasi modified: Tussday 26 Seplember 2006 08:59 pm
Tille: SUSE Linux Enferprize Deskiop 10 Releasa Moks

Score: 236 @ Cpen 8 Reveal in File Manager

RELEASE-NOTES.plhiml In Folder SUSE Linux Enterprise Deskiop

Last madified: Tuesday 26 Seplember 2006 08:59 pm
Tille: SUSE Linux Enterprise Deskiop 10 Releass Notks -

Score: 236 @ Open @ Reveal in File Manager

BRELEASE-NOTES pl.himl In Foldar SWSE Linux Enferprise Deskdop 10

Last medified: Tuesday 26 Sepiember 2006 08:53 pm

Tifla: SUSE Linux Enterprise Deskiop 10 Release Noles E]
=)
Best § results of 137 shown. & N Vin 1
| Specify what file type you
are looking for here.
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Exercise: How to Search for Files

Start Beagle and search for “desktop.” Leave Kerry open and
start OpenOffice. In an empty spreadsheet enter KDE Desktop
Environment into a cell. Save the spreadsheet document un-
der the name “testspread” in your Documents directory.

2.4.8 How to Archive Files

With the program Ark, you can pack multiple files or even entire direc-
tories into an archive.

You can start Ark from the KDE menu by selecting Tools — Archiving
— Ark (Archiving Tool). The following appears:

Before you start to archive files, create a new archive. Select File — New
to open a window to specify the archive’s path and name.

©2007 Novell Inc. Copying or distributing all or part of this manual 109
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



~
_[2 Understand the GUI Environment

%4 Craate New Archive - Ark )

@ O @.— "'—,-\_‘ |r fhomel/geeka/Documents! |Vi
|EQ public_himl

¥ Deskiop

P
3 Home Folder

!_' Storage Medig | Lecation Il |~ | H sae |
ﬁj Network Folders Filer: | Gripped Tar Archive | # cancel |
LTI el it il Do /

When you select (@ s« | an empty L
archive is created at the given location.

Ark also handles the .zip format used in Microsoft Windows environments.
Ark supports a lot of file formats, e. g.:

15° Tar archives (*.tar, *.tar.gz, *.tar.Z, *.tar.bz2, etc.)

15" Compressed files (*.gz, *.bz, *.bz2, *.1zo0, *.7)

K" Zip archives (*.zip)

15" Lha archives (*.1zh)

5" Zoo archives (*.z00)
(*

5" Rar archives (*.rar)

5" Ar archives (*.a)

To fill the archive, drag the files you want to archive with the mouse from
Konqueror onto the empty window.

To open an existing archive (whether it is compressed or not), select the
file in Konqueror or start Ark and then select File — Open. The contents
of the archive are displayed.

Using the mouse, you can drag individual files from the archive window
and place them in a Konqueror window. You can also unpack the entire
archive by selecting Action — Extract.
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fFurthermore, you can use the icons in the toolbar: \
~°; — Create new archive

l@ — Open archive

ﬁ“g — Add file to archive

¥ — Add directory to archive

WF — Extract selected file(s)

“'ré — Remove selected file from archive

— View the selected file

\_ J

Exercise: Archive Files
Create archives and include the content of the /bin directory.
Use the following file formats for these archives:

5" tar.gz
5" .bz2

Compare the file size of the different archive types.

2.4.9 How to Customize KDE

To customize the KDE environment, use the KDE Control Center. It can
be started from the KDE menu by selecting Personal Settings.
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G Perzonal sett
File View Sefings Help
|E} Search: |
| ﬂ Appearance & Themes
é Deskiop
@ Inernet & Network
&KDE Components
qperipherals
= KDE version: 35.1 Level "a™
%Rﬁgional & Accessibility Ui geeko
[ Hostname: da51
b ]
:L_;"‘;J Security & Privacy System: Linux
/h‘ i i Release; 26.1621-0.25-default
Sound & Multimadia
@ Machine: 686
'!%SYS‘EF" Administration Use the "Search” field if you ars unsure whers 1 look for a parlicular configuration option

In the left frame, you can
see the available sections.

If you select one of the sections, the modules of this section are shown in
the left frame. On the top of the item list, you see the button Osack that
brings you back to the main menu.

It is not possible to explain all functions of
the KDE Control Center here. But you are
invited to explore it for yourself.

We only will introduce some important modules and functions.

Appearance & Themes Section

Background Here, you can specify the background of your desktop.
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'I38 Background -Personal Settings .2}

File  Wiew Sefings Help

[©

|B| Search! | |
. Sefing for deskiop: | All Deskiops | ¥ |

@Bad( —Background
m Background ) Mo piciure

| (@) Picturs | Defaut sUSE (16dpx12.
4 |Colors
— () Slide show
Fonts
GTK Styles and Fonk - \ .
o \
Ii {Eond Pesifion; | Scalz & Crap \ I
i B5) \

ﬁuunch Feedback Colors: | Single Caolor \ |v;
: ————— \ -
( [l \ | Acvanced optons |

| Get New Wallpapers |

(2] screen saver

6.9 - - ]
95, spiaen sceen Blending | No Blending \ | =]
(S

| Theme Managsr

I@Windm Decorations

[ petaure f \
0 e J| e Select whether these set-
tings are valid for all virtual
desktops or only for one.

In the Background section, you can specify the background image.

In the Options section, you can define the position of an image, the
background color, or the type of blending if you want a slide show.

You can apply your changes by selecting (v s |.
To reset, select « &t |.

Exercise: Change the Background
Select another background image.

Colors Here, you can change the colors of the window items.
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e l_.-1 —
4| Colors
|B‘ Search | i_l:’ |Q
@Back — —# Inactive window - O X |
= Active window
File  Edit
New 7S
g Stndard &xi link follawed link |
@GTK Styles and Font N
~Colar Sch — Widgel Colar
et _ \
I lcons
[ KDE Default | [ standard Backgroukd [+]
ﬁaLauncn Feedback [ Adlas Green L] \
( t:l:issmg | \ |
[N |Screen Saver
|l EEmCOE \
LI [N Cark Blue = .
| Shade soried col lists
"{l_‘)“splash Screen o i [0 5 e vt ety 1
3 BN Digits| CDE = | - coniast
f&i] Siyle 5 =)
; | Save Scheme.. |
Theme Managsr .
T ) = ) High
@Windc\w Decorations | P S e |
|3 Apply colars 4o non-KDE applications \
| ) Hep ‘ Defauls \ -
— Here you can see a preview

of the selected color sheme.

You can select a full color scheme from the Color Scheme list or change
the color of a single window item ( Widget) in the Widget Color section.

Exercise: Change the Colors
Select another color scheme.

Fonts In this module, you can change the used font types.
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Icons In this module, you can change the icon

(2.4 Use the KDE Desktop Environment
N\

~

I-|Bachground
o
(—

GTK Styles and Fons

Icnns
v
éguuncn Feedback
X
| (N screen saver

).
c‘;‘ i‘_smasn Screan
1%

g
\j Theme Manager
[’;)_']w.ndm P

ﬁ‘ Fonls \
General: [Sans Serif 10 ] | Chooss
Fixed widih |nono=p=ce 10 ] ‘ Cheose:..
Toolbar,  [Sans Serif 10 || choose..
Menu |sans serif 10 ] | Choses..
Window file. | Sans Serit 10 | [ choose..
Taskbar |Sans Serif 10 ] | Chooss
Deskop: [ Sans Serif 11 || Choose

‘ Adjust All Fonks...

[X] Use agfialiasing for fonts | Configure...

|\_) Help Defauls _|

i Tons  Parcanal Settings G

Eile  Wiew Sefings Help

|E‘Eechgmund
@cm

ﬁ'm

@GTK Styles and Fonks

ﬁ\.aunch Feedback

~
| [} 5cre=n Saver

@8

{)_Splash Screen
9@
\/] Theme Managsr
)

_f‘ kcons
Theme | Advanced |

Selectihe icon theme you want i uss:

0B

| Name Desc ripiion

Crysial 5USE lcon Theme by Everalda com Design Studia
Crysial 5VG  Icon Theme by Everalda com Design Studio

| Install New Theme..

|\,§ Help | Defauls

set.

In a standard installation, there are

only two icon sets.
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Launch Feedback If you start an application, the icon of the application
bounces next to the mouse pointer to indicate that the application is

loaded.

You can configure this behavior here.

Screen Saver In this module, configure the screensaver.

There are a lot of screen savers avail-

able after a standard installation.

Splash Screen When you log into KDE, a splash screen indicates that
KDE is loaded.

In this module, you can select the splash screen.

Style Here, you can select the style of the KDE widgets.

} Style - Personal Settings )

File \Miew Sefings Help
B seaen £ == (2
— Stle | Effeck iIthar |
@m
b ~Widget Style
B [sacrorauna | Plastik [=]| gonfigur=
@cmm Description: A simple and clean style
; [ Shew icons on butons
ﬁ‘p‘m =
[ Enable oltips
@GTK Styles and Fonts e
é{jlcons Tabl | Tabz |
P S e — (TN
£V (®) Radio buton =:‘_ = |_|
Scresn Saver il o
@ 9 o B Bula | =
£y, Splazh Screzn 3] Checkbox =, = IE|
I | Gombobax I~ [+
Syl
J Theme Manager
[’j]Wmdow Cecorations.
\
|\) Help || Defauls ‘ R
B} Here you can see a preview g |
of the selected widget style.
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Theme Manager
parts:

15" Background image

=" (Color definitions

=" Widget Style

=" Icons

=" Fonts

=" Screensaver

(2.4 Use the KDE Desktop Environment)
N\

A desktop theme is a combination of the following

Eile Wiew Setings Help
B sesren | |
@Ba[k

B eckoroune

@9 |colors

=%

&

@GTK Styles and Fonk

| Theme Manager

Choosa your visual KDE theme

|Theme -
Gilouche
HighConfrasiDark
HighConfrasiDark-big
HighContrastLight
HighConfrasiL ightbig
KDE_Classic

Keramik

Plastik

SUSE_Default
VellowOnBlue
YellowOnBlue-big

| Insmil New Theme... |

| creaw New Theme

Cusbomize your theme:

(3 = = Ey &
B § e B % =
Background | Colors Syle | leons | Fonts Screen Saver

[0 vee || petmus |

Start the corresponding modules by selecting the buttons at the bottom

of the window.

Window Decorations
Select the style of the
window decoration (tab
Window Decoration)
and the style of the
buttons in the window
title (tab Buttons).

File  Wiew Setings Help

!B‘ search: [ |

e

')

.C ) Splash Scraen

oo
J Theme Manager

‘Window Decorafions

Window Decoration | Butians }
SUSE ivl
Decaratian O

Border siz= | Norma |=|

X Inactive Window

zj=joluxi]

SuSE preview

|U Help H Defaule

Exercise: Change the Appearance of KDE

Configure KDE that it looks like Windows XP or Windows

95.

(©2007 Novell Inc. Copying or distributing all or part of this manual

is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.

117



_[2 Understand the GUI Environment]

Desktop Section

Behavior To configure a menu bar at the top of the screen (like the
Macintosh OS) and the behavior of KDE, click with a mouse button on
the desktop.

Eile  View Setings Help

|}3 Sgarch! | ”
Ceneral | Filelcons | Device lcans

B. Show icons on deskiop

©)

[ ] Allow programs in deskiop window

[ Show poltips

Menu Bar at Top of Screen
(@) None

() Deskiop menu bar

o () Currentapplication's menu bar (Mac OS-style)
@Taskbar
— ~Mouse Bufion Actions
Window Behaviar
Lefibuton | Mo Action -/
@Windwswific Seflings Middlle buton: | Windaw List Menu |v\ |

Right butbn: | Deskiop Manu v

(De)activate tooltips.

‘ Defaule

In the tabs File Icons and Device Icons, you can activate icons for
special file types or devices at the desktop.
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Multiple Desktops

L% Multiple Desktops - Personal Settings -2

File  View Sefings Help

=y % Multiple Deskiops @
!B| Search: | —
& [i 2 =
Back Mumber of desidops: | ' i ' ' ' ' ' ' o L)
/ ’ '
é Behavior o e Mibareem //
- Deskop 1 | Despfop 1 Deskiop 11
[Figros s B -
Deskiop2: | feskiop 2 | Deskiop 12: |
‘__ Multiple Deskiops ] | Deskap 13: [
L Panels | Destiop 14: |
— | eskop 15: |
oY Taskbar ;
| Deskiop 16: |
|:Winduw Behavior | Deskiop 17 |
hWindmspa[iﬁc Seflings | ko e | )
| Deskiop 10 |
| Deskop20: |

|| Mouss wheel over deskiop background switches deskiop

Specify the number of |__
the virtual desktops.

‘\} Help || Defaults

It is possible to label each desktop in the Desktop Names section.

Panels In this module, you can configure Kicker.

The dialog contains four tabs:

Arrangement
Hiding
Menus

Appearance

— Position and size of Kicker
— Hide Kicker automatically
— Add special menus to the KDE menu

— Add background images for the icons in Kicker

You are not limited to one panel in KDE.
To add further panels, right-click Kicker and
select Add New Panel — Panel.
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| | . Panels
| B| Sesreh - @
. Arrangement l  Hiding | . Menus | Appearance i
Back : £ -
~Pesition ~Scresn
Behavior -
| I J J [
I.KDE Resources |7| |7|
\éM uliiple Deskiops | | | |
B .- L L
L = e
[ J J J
Taskbar
-  Length
Window Bzh
[ : P —
g\’\fmdep&:lfic Sefings [3¢] Expand as required 1o fit contents
~ Siz
| Marma) |=]
& [ i [
]
i) :
|U Help Defauls | v <

The taskbar is available in Kicker and shows a list of the win-

Taskbar
dows from all desktops.

In this module, you can configure the taskbar and specify the actions:
Click the taskbar with your mouse.

i Tesroar. Personal Semings 2]

File Wiew Setings Help

7| @ Taskbar

= —Taskbar

©

[3¢] Show windows from all deskiops

[ Sori windews by deskiop

120

o
-
.\'éMuliiple Deskiops

lsg Panels

I g Taskbar

|Window Behavior

lWindn:w—pr\fi( Sefiings

["] Shew anly minimized windows
[3] Show application icons

("] Show window list buton

Group similar asks: | When Taskbar Full

Appearance: [ Elegant
—aAcil
Lefl buton: | Shew Task List -

Middle bution: | Cycle Through Windows

Right butien: | Shew Operations Menu

‘\) Help | Defaults
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Window Behavior In this module, you can configure what will happen
if you double click the title bar of a window.

Focus — Microsoft Windows and Mac OS users are accustomed to
focus a window by mouse click. Some flavors of UNIX use
other methods. Here, you can select the focus policy.

Titlebar Actions — Here, you can change the actions for clicking a ti-
tlebar of a window with the mouse.

Window Actions — Here, you can specify a modifier key and the actions
of it.

Moving — In some cases, you used to see the content of a window when
it was being moved. If you have an older computer it could
be necessary to change this setting.

Advanced — Advanced features.

% Window Behavior - Personal Settings -0

File  Wiew Setings Help

5 = E h Window Behavior (7]
| Search I o
B e |
@ Focus | Tfiehar Actions | Windaw Actions | Moving | Adwanced | Translucsncy
Back : - :
~Focus
\'-gBeha\"Dr Palicy: | Click to Facus [~
IKDE st
o T

¢ ‘.é Muliiple Deskiops
% nels
v

]

[3¢] Click raise active windew

- Windew Behayiar
| —Mavigation

Window-Specific Sefings % Show window listwhile switthing windows

|| Traverss windows an all deskiops

®| Deskiop navigation wraps around

["] Popup deskiop name on deskiop swiich

|‘\_} Help |‘ Defaults

Exercise: Change Window Behavior
Change the focus policy to Focus Follows Mouse. Open
some more windows and see the differences.
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Internet & Network Section

Briefly review some of the modules of the Internet & Network section
here, because going through them all would be out of the scope of this
course. For some of the modules you have to get root permissions.

This is an overview:

Web Browser — Configure the Konqueror web browser.

Desktop Sharing — You can allow access to your desktop via
the network.

File Sharing — Allow file sharing with Windows computers.
You need to be the system root user for this.

Local Network Browsing — View user information for accessing Win-
dows shares.

Proxy — Configure access to the Internet via Proxy.

KDE Components Section

We do not want to discuss all modules of the KDE Components section
here, because they are also beyond the scope of this course.
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ﬁere IS an overview: \

Component Chooser — Choose your default mail client, text
editor, and terminal emulator

File Associations — Choose an application for each file type
to open the file

File Manager — Settings concerning appearance, behav-
ior, and preview of the Konqueror file
manager

KDE Performance — Minimize memory sage and configure

the preloading of Konqueror
KDE Resources — Configure resources for KDE

Service Mananger - Start and stop KDE services

Session Manager — Default settings for starting (log in)
and terminating (log out) a session
Q)ell Checker — Configure the spell checker j
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Peripherals Section

Display Here, you can switch to another screen resolution and refresh

rate.
: - — . —. - — = !
PV AeIEy [ [A)KIE <
¢ F 2 2 §F ; :HB: P|§ =@
; ! ? S x = o — | i’
: 3 i 8 : B
iy =
¢
- _|
== ] vz v g 5 &
- > O®e 7§ % i @
3 B zg - 2 8 9 3
|1:I = = nra_ ' g ] E
— g g 2 " g K
g g i =
& : g
g 7 g
z =
i o
q
g
5
SR |
g H
i i S -__|
Geeko has changed the MR ©
display’s orientation.
If your hardware supports more than one
monitor, you can configure them in the tab
Multiple Monitors.
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In the tab Power Control you can select the time for standby, suspend,
and power off.

IEll| Display
‘ Size & Orientafion | Monitor Gamma ] Pover Corniral
G-
[ Enable dizplay power management
Standby afier:
[ zmn i@
Keyeears
R Suspend afer:
|5 Mouse —x
\ 5 : | 13min 2
OBEX Devices
Power off afier
(e rimers s T
@ Rema Confrols
-,J Storage Media
[l | @8
[Q rep |

Keeping a key on your keyboard pressed, after a short delay,
the output of the keyboard begins to repeat.

In this module, you can specify the delay and the rate of repeat.

is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.

~Keyboard Repeat
|%] Enable keyboard repeat
Delay - | | IT:| fmmﬂ@
Ratke: 2 EEUS%
Key click valume ‘:I' %ECH
) Help Defaule
Choose the state of the Num- p e | e
Lock key on KDE startup.
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~

Mouse The mouse module of the KDE Control Center contains four

tabs:

[ ] General. Left handed people may prefer to swap the left and right

mouse buttons.

[] Cursor Theme. There are some themes for the mouse pointer avail-

able.

[ ] Advanced. Here, you can select some advanced features, e.g., the

pointer acceleration and the speed for double-click.

Be careful with these settings. It can be hard to hit

the [ 2== | button with a high speed mouse pointer.

[] Mouse Navigation. To navigate the mouse pointer by using your

keyboard, enable it here.

A Mouse . Pereonal setings 0

File  WView Sefings  Help
—
|| semrch | |

o~

116 Digital Camera

_ Display
,F’: dayslick
i/

e

ﬁOEEX Devices

() Priniers
=

@ Remoie Conirols

[ ] ISbrage Media

'\ Mouse

General | Mouse Navigation

Cursor Theme }Advancm |

— Bution Order

(®) Right handed

() Left handed

|| Reverse scroll dreciion

~lcons

(") Double<click to apen files and falders (sslect icons on first click)
®) Singleclick t open files and folders
[%] Change pointer shape over icans

[ Aulematically select icons

[X] Visual feedback on aciivation

clicks to open files.
single-clicks by default.

Microsoft Windows uses doublé—
KDE wuses

Help || Default

Printers This module helps to manage your printers.
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F=x] j=) Printers | &
B search | | @
A, Add e Priner Qpnm Server 7] PrintManager | |View @Documemahcn
@Bm e i = % & 4
x A Printw File (Postseripy
1.6, Digital Camera
3 Advanced Faxing Tool (ksencax) ] Send o Fax
(£} Diepiay A1 Mail FOF File
i d . Print o Fils (PDF)
oy doystick y
~
éKeymard &4 Infarmaiion | = : L Broperties |l Insiances
Type
Stake:
Location
Description
URI
Bl |siorage Mefia Device
i Model
Prinisysiem currenily used: | CUPS (Common UMIX Print System) -
Server. lacalhost631
Th th l Administrator Mode |

able (pseudo) printers.

You can add, remove, and modify printers. You also can manage your
print jobs.

For a lot of functions, you have to be logged in as the root user, e.g., to
add a new printer or to change the configuration of a printer.

To get root permissions, select the [ zmmssomee

button.

You will learn to manage printers and print jobs later.

Remote Controls You need infrared hardware inside your computer to
use this module. Otherwise you get a notification.

% Software Not Running - Personal Settings Fih)

configuration module will not work properly without i, Would you like o star
H nowe?

i i The Infrared Remoke Conifrol software is nol currendly running. This

Do NoiSar |
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Regional & Accessibillity Section

Accessibility Functions for handicapped people.

Country/Region & Language Every region has its own standards for
formatting numbers, date, and time. In this module, you can select the
one you prefer.

CountrylRegion & Languiage - Personal Setings 0

Eile View Sefings Help
%‘! Couniry/Region & Language \_!-_:ﬂ

Lecale ‘ﬂumtzrs [ Morey | Time& Daks | other |

Couniry or region Uniked Steks of America -

Languages: | s English | Add Language - |

= Couniry(Reglon & Languags

,& Keyboard Shortuts

MNumbers. 1,234,557 80/ 1,234,557 8@
Maney: $ 123.456,780.00 7 § -123.456,720.00
Date: Thursday 12 Ociober 2006

Short date: 1012706

Time: 06:57 04 am
hY

: = =
V) Help || Defauls

Here, the current set-
tings are shown.

If you select your country from the Country or region menu, on the
Locale tab, the settings should be correct.

If you want to change the default settings, change them on the other tabs.

Exercise: Change Region

Compare the standards for writing numbers, date and time of
three different countries. Compare North America, Europe,
and the standards of Asia.

Keyboard Layout Different regions use different keyboard layouts. In
this module, you can select the layout of your keyboard.
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Keyboard Shortcuts Here, you can configure keyboard shortcuts for
system actions.

L7l} Keyboard Shoricuts (@]

Shorcul Schemes | Command Shorkuts |Mﬂdifi9rl@y§ |

IBAccibi“w (@) | Current Scheme | - @)

= \
‘gCoumnﬁ'R&gion & Language Global Sharkuts | Shorkcut Sequences | Applicaion Shorkus |
@llnpui Actions !E| Search | |
‘.Amion | shorcu | Alernak ';I
Q Keyboard Layout -
Sysem [
| %K L (= Mavigation
ey b orcuts
-] - i : Walk Through Windows Al+Tab
Walk Through Windows (Reverss) AH+Shift+Tab

Walk Through Deskiops
Walk Through Deskiops (Reverse)
‘Walk Through Deskiop List
Walk Through Ceskiop Lisi {Reverss)

15 Windows
Window Operations Manu AR+F3
Close Windaow Al+F4 el

—Shorcut for Selecied Acfion

r._.l I_! I:-.I

|U Help || Defauls | i

The available system actions are classified into Global Shortcuts,
Shortcut Sequences, and Application Shotcuts.

Select an action from the list and activate the Custom option below. A
dialog appears.

g Configre Shortcut- Personal Settings .23

Shorcut B | |

Advanced == | [V [a].8 ||x Cance| |

Enter the key combination. Select ¥ 2] to finish your input.

Security & Privacy Section

Crypto Configurations you need for encrypting and decrypting data.
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KDE Wallet KDE Wallet allows you to store your passwords and other
personal information on your disk in an encrypted file, preventing others
from viewing the information.

Password & User Account When you log in, your password is shown as
stars. In this module, you can configure how passwords should be shown
in general.

Privacy In this module, you clean your desktop environment from all

private information that is stored—e. g., by your web browser—on the
disk.

Sound & Multimedia Section

Sound System To access sound output
of other computers in your network or to
allow them to access your sound system,
activate it here.

System Bell If you enable system
notifications, KDE plays a sound file for
system messages.

In this module, you can deactivate the sys-
tem bell. The internal PC speaker will be
used instead. You can configure the vol-
ume, pitch, and duration of the system

bell.
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System Notifications In this module, you can configure sounds for a
lot of system events, e.g., the sound that is played when you get an email.

G System Notifications - Personal Settings ,,L

Eile  View Sefings Help

|E| — |7| f System Nofifications |§
— Eventsource: | KDE Syskm Noiifications |~
Q - R B =
':\-ﬂAudio cbs B 4] AT e R e
;_{ r::] E An information message is being shown
@Sound Sysem (7] A prim error has cecurred
rf LE A question is being asked
[2[ Syt Cell @ A vary sarious error cccurred, at lsasi causing the program 4o exit
Syskm Netfications _LEI L’_._ Awarning message is being shown
= KDE is exifing
= KDE is starfing up
Mo maikhing completon was found |d
E Something special happened in the program ||

—CQuick Contral

I:i Apply 1o all applications

| Tunonan || seunds [~
| Twnoftan || sounds Bd
—Actions
[z| Play a sound: |:EiKDE_Eerr_1 .ogg 1 |E|
Advanced = | Player Seflings
|
| U Help || Defauls | i

There are a lot of
event sources.

An event source can be a program.

In the white frame, the events for the selected source are shown.

The following actions are possible:

ﬁ — Execute a command
.' — Send an error message to the default error channel
ﬁ — Display a message box
@ — Write an error message to a log file
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- — Play a sound

|_T'-_ — Flash the taskbar entry of the application

System Administration Section

Font Installer Normal users are only allowed to install fonts for their

own private use. The root user can install fonts that are usable for all
users of the system.

' Font Installer - Personal Setings k)

File  View Sefings Help

— . : ﬁrommsmm [
B seareh | ; .

8 oo e Jtiame | i | Rem |

@ Paihs

)

The fonts shown are your persenal fonts.
Tasse (and install) syskem-wide fonk, click an the “Administrator Meds" butian belaw

|;¢_,| Add Fons.. |

| Administrator Mede |

Select this button to
install a new font.

Login Manager Here, the root user can configure the appearance and
funtionality of the Login screen.

Paths Specifies the path of important KDE directories:

1" Desktop path. Includes the item of your private desktop.
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15> Autostart path. The programs in this directory are started auto-
matically after logging in.

15> Documents path. When saving documents, this directory is set
as the default.
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3 Use Open Source Tools

(" SUSE Linux Enterprise Desktop 10 is a desktop product.
That means that much of the software included is for needs
in a office, such as word processing, email and presentations.

SUSE Linux Enterprise Desktop 10 based on the same code
like the SUSE Linux Enterprise Server 10. The server prod-

uct is delivered with software especially for server needs, e. g.,
DNS, DHCP, security tools

We want to introduce the software in this book to convince you of the
quality of open source software. If you are comfortable in using this
software, you can increase your productivity in school.

Exercise: Use Open Source Tools
What kind of software typically runs on a server and what on
a desktop workstation? Consider five.

Software on Servers Software on Desktop
Workstations
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3.1 Use Firefox

An incredible amount of information is available on the world wide web
(WWW) (also called the Internet). You must have a web browser to access
the Internet and everything it offers. The Firefox web browser is one of
the more common web browsers and it is an open source applications.

After a standard installation of SUSE Linux
Enterprise Desktop 10, Firefox is your default
web browser. In this section you learn how to
use Firefox.

The Firefox web browser was developed by the Mozilla Foundation.
You can find more information about Firefox and the development
process on the following web site: http://www.mozilla.org/

3.1.1 Understand the Firefox User Interface

Firefox looks a lot like the other major web browsers on the market.

/
“The Platform for the Open Entefprise. SUSE®: Bridging
it the divide.
data center. 1 security, cost and bill i s

[=]
)

Probably the most important part of the user interface is the address bar
where you can enter web page addresses (URLs).

_ Select o or press Re-

| N hitp:ffwenw. novell comélinux?sourceid=sle10 |V {@; L]
— turn to load the web page.
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Use the <@ - and 5 - to jump back to the previous page or forward to the
next page in the browser history.

Use f to reload or refresh a web page.

Use @ to end the loading process of a page.

Selecting £ brings you dirctly to your default web page.

The text box at the far right of the toolbar allows you to use a search
engine (Google by default). Enter the words you want to search for and
press Return.

=== Select this triangle if you want
to change the search engine.

Exercise: Understand the Firefox User Interface
Use the search text box in the Firefox toolbar to search for
Firefox’s share of the installed web browser market.

3.1.2 Use Tabbed Browsing

When you browse the web, you may need to open more than one web
site at the same time. Firefox offers tabbed browsing to help you manage
multiple open web sites.

With tabbed browsing, you can switch between open web sites by selecting
different browser tabs instead of opening and closing multiple windows.

SUSE Linux Enterprise Deskiop 10 - Moziila Firefox.

File Edit View Go Beookmarks Tools Help

@I - - % @ N ittpe vy nowel| comfproducts/desktopt

SUSE Linux =  Entertsinment =  News~ Internet Search = Reference = Mapsand Directions = Shopping *  People and Companies =

P Mozilla org - Home of the Mozilla Project I N SUSE Linux Enterprise from Movell | N SUSE Linux Enterprise Deskiop 10

Kasrall ¥ ~-—-=—= | Select [ to closeffiar=n ||
the active tab.
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You can open a new browser tab in three ways:

[] Select File — New Tab from the menu bar
[ ] Press the key combination [Ctrl]+

[] Select a link with your middle mouse button

Exercise: Use Tabbed Browsing
Practice the three ways of opening a tab.

3.1.3 Use Bookmarks

Understand the Advantage of Using Bookmarks

If you find an interesting web site and you want
to be able to easily find it again later, Firefox
lets you store the web site’s address. A stored
web site address is also called a bookmark.

You can complete the following tasks with bookmarks:

[ ] Set a Bookmark: Save the address of a web site
[ ] Use a Bookmark: Use a stored web address to access a web site

[ ] Manage Bookmarks: Sort bookmarks into folders

Set and Use Bookmarks

To save the address of the current web page, select Bookmarks —
Bookmark This Page from the Firefox menu bar or press Ctrl+D.
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The following dialog apears on the screen:

-Add Bookmark

Create in: | Bookmarks - | |.T|

Lot b

Select | 2. | to add the
current address to the list
of bookmarks.

To access a stored web site address, select Bookmark in the Firefox menu
bar. Then select the bookmark for the web site you want to open.

Manage Bookmarks

If you set a lot of bookmarks in Firefox, finding a particular bookmark can
be difficult. To simplify the search, Firefox lets you sort your bookmarks
into folders.

Managing bookmarks in folders is similar to

managing files on your computer.

Firefox provides the Bookmark Manager to help you manage your book-
marks. To access the Bookmark Manager, select Bookmarks — Manage
Bookmarks from the Firefox menu.

=] Bookmarks Manager

File Edit Yiew Help

New Bookmiark... 'New Folder.. New Separator |  Move.. Properties...

Search:

< B Bookmarks Name Location Description 5B
b B Bockmaric.. | M L Adel boakimairls to this folder ta s

[7 Mezilla org - Home . http:fiww. mezilla org!

& abject(s)

©2007 Novell Inc. Copying or distributing all or part of this manual 139
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



~
[3 Use Open Source Tools

The icons in the Bookmark Manager are described here briefly:

Ly

MNew Bookmark...

&

Mew Folder...

Mew Separator

L

Muowe. .

Froperties. ..

Delete

140

Creates a new bookmark. A
dialog appears and you have
to enter at least a name and e
a location. i

Description:

Mame

Load this bookmark in the sidebar

=————, |
| cancel | | ok |

Creates a new folder for bookmarks. A dialog appears so you
can enter a name for the folder.

Inserts a separator.

Moves bookmarks or folders. If you select a bookmark and
select Move a dialog appears and you can select a folder you
want to copy your item into.

Choose Folder

WELSES | B2 eokmarls | Mew Foider |

b Bookmarks Toolbar Folder

| cancer | | ok |

Using drag & drop to move bookmarks and

change their order is easier.

Changes the name, location, or description of a bookmark.

Deletes the selected bookmark or folder.
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Use the Bookmarks Toolbar

Firefox provides a Bookmarks toolbar for quick access to your bookmarks.

SUSE Linux ~ Entertainment =  Mews = Internet Search ~  Reference = Maps and Directions = Shopping ~  People and Companies «

The Bookmarks toolbar contains single bookmarks and bookmark folders.
Select a bookmark on the toolbar to load the corresponding web site.
Select a bookmark folder to see a list of the bookmarks stored in that
folder.

To access your bookmarks through the Bookmarks toolbar, add the book-
marks to the Bookmarks Toolbar Folder using the Bookmark Manager.

Mame | Location | Description |m=
SR b [E SUSE Linux

| b [B) Entertainment

b B Mews

P [E5 Internet Search

P [E5 Reference

[ [E5) Maps and Directions

P [E5) Shepping

[ People and Companies

Exercise: Use Bookmarks
Create a new bookmark folder in the Bookmarks toolbar and
add bookmarks to three of your favorite web sides.

3.1.4 Print Web Pages
Print a Web Page

Like other browsers, Firefox lets you print web pages. To print a page,
select File — Print from the menu bar, or press [Ctrl}+ [P].
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A print dialog appears on the screen:

Frinter Mame: [[CUPS/printer

Printer Description

Print Range Copies

@ Al Pages

Pages

Print Frames

cancel | | Print |

The print dialog lets you change
the print settings for individual
print jobs. In the upper part
of the dialog, you can specify
which printer should be used.

In the middle of the print dialog,
you can specify which pages you
want to print (the print range)
and how many copies you want
to make.

The third part of the dialog lists three options for printing web pages or
parts of web pages that are made with frames:

IZ° As laid out on the screen. Print the web page as it is displayed

on the screen.

15" The selected frame. Print only the selected frame. You can select

a frame by clicking it.

IZ° Each frame separately. Print out each frame of the web page

separately.

You can start the print job by selecting [ e |,

Exercise: Print Web Pages

Print something from your favorite web site.
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3.1.5 Manage Cookies
Understand What Cookies Are

Some web sites are personalized, which means that their content is espe-
cially adapted for your visit. The following is a list of some web sites that
are often personalized:

15> The web site you use to read your emails
1" The online shop where you order books or other products

1" The news web site which allows you to choose which kinds of news
stories you are interested in

=" The search web site which stores your personal preferences

Personalized web sites all have one requirement in common: they need
to be able to identify you. Otherwise, they would not be able to display
your emails, your ordered products, your site preferences, or whatever
personalized information or products they are offering.

One way a web site can identify you is by using cookies. A cookie is a
little piece of data which the web site stores on your computer. Each time
you return to this web site, the data is transferred to the site and used to
identify you.

7

Identify, in this case, does not necessarily mean
that the web site knows your name, your ad-
dress, or any other personal data. It means
that the computer or the browser installation
you are using is identified. Personal informa-
tion is handed to the web site only when you
enter it in a form and submit it to the site.

Understand the Risks of Cookies

Although cookies enable a lot of useful features, you have to understand
the risk associated with allowing them to be used.
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( Whenever a web site sets a cookie on your
computer, everything you do on this web site
can be traced by the company or organization
which runs the site. This could affect your pri-
vacy, especially if you give your personal infor-
mation to the site. That personal information
could then be combined with the cookie.

Using cookies in a reasonable way is therefore an important part of secure
web browsing.

Manage Cookies

Firefox offers powerful cookie management features that you can use to
control how cookies are used on your computer.

You can manage cookies through the Firefox Preferences dialog. To open
this dialog, select Edit — Preferences from the menu bar.

To access the cookie management option, select Privacy at the |
top of the dialog. |

Privacy
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Firefox Preferences

As you browss the web, Firefox keeps information about where you have been, what you
have done etc. in the following areas:

History | Sawed Formsl Paswords| Download History Co-oki5| Cache|

Remember visited pages for the last | 9

Clear Browsing History Mow |

The Clear Private Data tool can uszed to eraze your private data using

a keyboard shortcut ar when Fi clomes, | Hetline. |
Haln | Close

Then select Cookies

in the list on the right
side of the dialog.

Firefox Preferences

=& B

General Privacy Content Tabs Dowvnloads Advanced

As you browss the web, Firefox keeps information about where you have been, what you
hawe done etc. 10 the following areas:

History | Saved Formsl F‘assmrdsl Download Hish:ry! kai5| Cachel

Cookies are pieces of information stored by sites on your computer. They are used to
remember login information and other data.

Exceptions

[ | for the ariginating site only

[ | unless | have removed cookies set by the site

Eeep Cookies | until they expire : |

View Cookies | | Clear Cookies How |

he Clear Private Data tool can be used to erase your private data using [ - |
@ keyboard shortcut or when Firefox closes. Settings...

Hal L Closz

Deactivate this option to
prohibit setting Cookies.

Select to remove all cookies.
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If you select | viencoks| you get a list
of all of the stored cookies, and you
can organize the cookies.

Search

The fallowing cookies are stored on your computer:
Site | cookie tame
L4 20?.net
‘ | EZH?DI!
| [» novell.com

= yi_afe7 Flesjfd:

Mame s wvi_gf«? Fleejfd
anlEnt [CS]wd|45583 86200007 AAS-ADIORLSE00001 1 BAj45583982 [CE]
Domain 207 .net
Path i
Send For o Any type of connection
pires 1011/2011 05:49:50 AM

Remove Cookie | | Remove All Cookies | | Clos=

Exercise: Manage Cookies

Count the number of cookies that are stored on your computer.

3.1.6 Delete Stored Data

Understand What Kind of Data Is Stored

Firefox stores several types of data when you are browsing web sites. The
following is an overview of these different types of data:

1" History. A list of visited web sites.

I Saved Forms. Information you have entered into forms on a web

site.

1= Passwords. Passwords for web sites.

=" Download History. A list of downloaded files.

I Cookies. Cookies that have been set by web sites.

1= Cache. Web site data which is stored to save network bandwidth.
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Understand the Risks of Stored Data

In general, the fact that Firefox stores data is
not a problem. Stored data can enhance Fire-
fox’s performance when you are browsing web
sites. However, you have to make sure that the
stored data is not misused.

The following list contains some examples of when the stored data could
be at risk of being misused:

=" You share one computer account with other people.

I¥° You cannot trust the administrator of a computer (in an Internet
Cafe, for example).

=" You do not want a web site owner to use cookies to trace your visits
to the web site.

15" Another person is sitting at your computer (browser history).

Delete Stored Data

Firefox allows you to delete all kinds of stored data. Select Edit —
Preferences from the menu bar. In the Preferences dialog, select
Privacy on the left side.
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.-Hr_e_i_’ox__}"—:"r_a_ﬁﬁg_ru:es:.

=& O

Content Tabs Downloads Advanced

||

General

)

As you browse the web, Firefox keeps information about where you hawve been, what you
have done etc. in the following areas:

rem— VR
| HisiDryl Saved Forms | Passwords | Download Hismry| Cc\okia| Cache|

Remember visited pages for the last | 9 days.

| Clear Browsing History Mow I
For
The Clear Private Data tool can be used to erassfur private data using | P |
a keyboard shortcut ar when Firefox closss. | Settings..

| .
On each tab, you can

delete the stored data.

Close |

Alternatively, you can select Clear Private Data from the Tools menu.

3.1.7 Handle SSL Connections

Understand What SSL Is

Usually, the data which is transferred to and from the web browser is not
encrypted. Anyone with the right technical equipment and knowledge
could intercept and read the transferred data.

In some cases, you need to send or receive data
that shouldn’t be intercepted, like passwords
or credit card information. To prevent unau-
thorized access, you must encrypt the data.
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/ N
The following is a list of some of the situations
in which encryption is strongly recommended:

I=° You are reading email through a web site.
=" You are doing online banking.
=" You are requesting confidential docu-

ments from your company’s intranet site.
L J

Firefox uses a technology called Secure Socket Layer (SSL) to encrypt the
tranferred data.

Understand How Firefox Handles SSL

If a web site offers an encrypted connection, Firefox displays a dialog
which indicates that the connection is encrypted.

Security Warning

Wou have requested an encrypted page. The web site has identified itself correctly, and information
wyou === or enter on this page can't easily be read by a third party

Alert me whenever | am about to view an encrypted page.

Firefox indicates that you are on an encrypted web site by the following
hints:

[] The background color of the address bar changes to yellow.
[] A lock icon is displayed at the end of the address bar.

|F' https:diwanw. novell.com/ ,'E“llvl e,_[

[] A lock icon is displayed at the bottom left corner of the window.
——————| Lk

wwew nowiel | com .'i‘:'l 4_&
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3.1.8 Install Themes

To change the appearance of Firefox, you can download themes from the
Internet and install them locally.

To do this, select Tools — Themes. A dialog appears.

[ Tangolcons 148
" Tanga leans for Meeilla Firsfox

Here, the installed

=4

A

Plastikfox 2.0 beta
Plastik style from KDE {www.k

Firefox (default) 20
The detault them:

en =00

£ Fina gpdanp_e.! Get More Themes

themes are listed.

If you select Get More Themes, a Firefox window opens and shows a
mozilla.org’s web site, from where you can download a lot of themes. On
each theme description, you will find a link Install Now. If you select
this link, Firefox asks for confirmation.

Install the theme "Aluminium Kai 2 1.7" from
9 http:/ireleases mozilla.org/pub'mozilla orgithemesfaluminium_kai_2/aluminium_kai_2-1.7-fx jar?

Cancel | |r

To downloaded the theme file, select the new theme in the list of themes
and select ¥ v=r=re| You have to restart Firefox to activate the new theme.

To uninstall a theme, select :@ st |

If you want to look for a newer version of an installed theme, select

|
' @ Find Updates I.

Exercise: Install Themes
Install a new theme and change the appearance of Firefox.
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3.1.9 Install Extensions

There are a lot of extentions for Firefox. Using extensions, you can add
powerful functions to the web browser, like a preview for search engines.
To do this, select Tools — Extensions.

The dialog is similar to the theme dialog.

Extensions:

DOM Inspector 1807
* Inspact the DOM af HTML. XUL. and XML pages including the browsst chrame

Beagle Indexer 05
Index webpages you visit using Beagle.

[ oo -
» Find Upcates | Get More Extensions
||—( ind Upda i

Select Get More Extentions to get a list of available extentions from
mozilla.org.

is activated.

Exercise: Install Extensions
Install and test an extention.
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3.2 Use OpenOffice.org

OpenOffice is the most used office software on Linux. With OpenOffice,
you can do the following:

1" Create and edit text documents
1" (Calculate and manage data in spreadsheets
1" Create and deliver presentations

=" Create paintings and illustrations

You may have worked with other office suites such as Microsoft Office.
OpenOffice provides you with a similar set of tools and features to help
you complete your work.

OpenOffice is not included on the SUSE Linux Enterprise Server, because
you normally do not use office software on a server.

OpenOffice is based on a software program called StarOffice, which was
developed by Star Division, a German software company. A few years
ago, Sun Microsystems acquired Star Division and released StarOffice as
open source software.

The software was renamed to OpenOffice and the OpenOffice organization
was founded. OpenOffice manages the development process of OpenOffice
and works, together with the worldwide OpenOffice developer community,
on further improvements.

From time to time, Sun Microsystems adds some new components to
the current OpenOffice version and then releases this modified version
under the name StarOffice. OpenOffice and StarOffice files are completely
compatible and can be exchanged without any problems.

For more information about the development of OpenOffice, or
to download the latest version, visit the OpenOffice website:
http://www.openoffice.org
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3.2.1 Basics about OpenOffice
Understand the Components of OpenOffice

OpenOffice can be used to complete many different tasks. OpenOffice is
split into several sub-applications, each of which is used for a dedicated
task.

The following table lists these OpenOffice sub-applications and gives a
brief description of their functions:

OpenOffice Base Create databases similar to Microsoft Ac-
cess

OpenOffice Calc Create spreadsheets similar to Microsoft
Excel

OpenOffice Draw Draw pictures and create illustrations

OpenOffice Impress | Create and deliver presentations similar to
Microsoft PowerPoint

OpenOffice Math Create complex mathematical formulars
OpenOffice Writer Write text documents, reports, and letters
similar to Microsoft Word

el
arch: | ]

| Hel
| Favonte Applications = @ P
| Control Center
Firefox . Evolution P
Web Browser ' ) Mail and Calendar Ky InstaNSoftwers
- I.?in Lock Screen ...
Hel: Banshee ~ A OpenOffice.ong Wiiter
Music Piayer Ward Processor &8 Log Out ..

@ F-Spot ¥ 'Home Folder
Photo Browser L&Y, Fie Browser
Hand Diriva
784M Free ! 3G Total

[]

e
More Applications... |

|

3| Metwork: Wired
-,E_‘: Li=ing ethemaet {ethD)

i)

B compuie By default, there is a
launcher for OpenOffice
Writer in the main menu.
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Understand the OpenOffice File Formats

(OpenOffice uses the OpenDocument file for-
mats approved by OASIS — the standards body
for XML data formats in business; OASIS is
sponsored by all the leading names in the com-
puting industry, including Microsoft. Open-
Document is a genuine, vendor-neutral, open-
standard specification, free from intellectual
roperty challenges.

Each file type has a different file extension. The following table lists each
file type and its associated OpenOffice application and file extension.

File Type OpenOffice Application | File Extension
Text File OpenOffice Writer .odt
Spreadsheet File | OpenOffice Calc .ods
Presentation File | OpenOffice Impress .odp
Drawing File OpenOffice Draw .odg
Database OpenOffice Base .odb

OpenOffice can import and export most important formats of other office
suites, allowing you to collaborate and exchange documents with people
who are not using OpenOffice.

3.2.2 Get Help and Support

If you need to find out how to use a particular feature of OpenOffice, but
neither your friends nor the teacher can help you, you can use the built-in
help system or online OpenOffice resources.
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You can reach the integrated OpenOffice help system by selecting Help —
OpenOffice.org Help from the menu bar. The OpenOffice help system
opens up in a separate window.

OpenOfiics.org Help

| DpenOffice.org Wiiter -

Search tem

142 replacement |
2D chars selection |

3D text creation
30 view
abbreviation replacement

@ e p SOE

ffica.org Writer

OpenOffice.org Writer Help

Working With OpenOffice.org Writer

OpenOffice org Wiiter Features
Instructions far Using O Offi 1 Write

abbreviations
absolute hypeilinks
absalute saving of URLs

access rights for database rables
aceessibility
Opendffice.org assistive technology
OpenOffice.org features
OpenOffice.org Wiiter
options
shortcuts
activating
Context menus
Error Repert Toal
extended help tips
plug-ins Contents - The Main Help Topics
ActiveX control Getti )
add-ons, see UNO companents

adding |
iz samiie =

Managing Bookmarks

wmlm4]

The help text is displayed in the right-hand frame. The help pages are
cross-referenced with links, just like web pages. The left-hand frame offers
four tabs for finding information about the topic of interest:

Contents — This tab features a table of contents with all of the chapters
available for help.

Index — This tab features keywords like an index of a book. A search
function helps you find a keyword.

Find — This tab lets you search the contents of all help chapters for
specified terms.

Bookmarks — Use the icon to the far right to mark interesting help pages
with a bookmark. The tab Bookmarks lists all previously
set bookmarks.

Know the Help Agent

OpenOffice features a context-sensitive help function. Certain actions
activate the Help Agent in the lower right corner of the application.
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You can also select the im-
age of a light bulb to get
context-sensitive help.

Use the OpenOffice Web Forum

The OpenOffice Help System contains a lot of information that can help
you solve many kinds of challenges that may occur when you use OpenOf-
fice. However, in some cases, the interaction with other users is much more
efficient.

You can go to the website http://www.oooforum.org. This site
hosts many web forums where you can discuss questions and chal-
lenges with other OpenOffice users.

An overview of the available forums appears on the start page of the site.
You can read the forums for free. If you want to post your own questions
or respond to someone, you need to set up a free account by selecting the
Register link in the upper right corner of the start page.

3.2.3 Customize OpenOffice

The configuration of OpenOffice can be done by Tools — Options.

Options - OpenOffice.org - User Data

Bl OpenOffice.og Address

General Ciirinshy
View First/Last name/initials [Gaske Chameleon
Paths Steet

City/State/Zip

N ince Country/Region

Title/Position

OpenOfiicd\arg Wiiter Fax / E-mail
OpenOffice\org WiiterWeb =
OpenOffice Arg Base

Chans
Internet

HEBEHEHEH

|
|
|
Jav;
Load/Sav Tel (HomeMo)
ettings -

The available options vary =3 == [ s ][ e«
between the OpenOffice
components.
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Menus, keyboard shortcuts and toolbars can be customized via Tools —
Customize.

[Menu! Keyboard | Toolbars | Events |

OpenOffice.org Writer Menus

Menu | :_ | I __ﬁg‘."f'.“..
[ Menu |

Menu Content

Entiinz I _A [ Add... |
& Open... I Modify 3|

Recent Documents

__________________________________ 3
Wizards
¥ Close [l
Save In | DpenDffice.org Writer |

Description
Creates a new OpenOffice.org document.

oK | cancel || Help

| Reset

3.2.4 Work with Text Documents

We will start with OpenOffice Writer, because
this will be the component you use the most.

I-BEH® HEE8 vV YBEE S5 9-¢ QEH Z QeE
B [oetoun [~ [Tromssemmr =] [z [~ [A] Al -al- 7
= iy T L R e O W T i 5 o T =
=
il o
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Create a New Text Document

By default, OpenOffice Writer opens a new text document. You can start
creating text in the new document immediately. To create another new
document, select File — New — Text Document from the OpenOffice
menu bar.

cue Edit Wies,

i You can also select the first
icon in the toolbar to create a
new text document.

Save a Text Document

When you create or modify a document in OpenOffice, you need to save
it using one of the following commands from the File menu:

Save As — This command lets you name your document and select a file
type for it.

Save — This command lets you save changes to an existing document
(a document that has been saved before in OpenOffice).

You can also press the key combination [CtrlH (8] to save a s, c
file or click on the floppy disk icon in the toolbar. i

The Save As command opens a dialog that allows you to enter a file name
and select a file type.
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Save in folder lDDocuments = I

[+ Browse for other folders

[» File typa

Save with password

ql‘ Automatic file name extension

l- X cancel | @iave

If the option Automatic file name
extension is checked, the .odt exten-
sion is automatically added to the file
name you have typed in.

The first time you save a new document, Save
also opens the Save As dialog. After that, you
can use Save to write your changes to the file.

You can also choose a file location and a file type for your document. By
default, files are stored in ~/Documents/.

The following is a list of the most important file types supported by
OpenOffice. All file types are listed, if you open the File type menu in
the Save dialog:

OpenDocument Text. Native file format for OpenOffice. You should
always save one copy of your document in this format to make sure

that your document formatting is saved correctly. The file extension
is .odt.

OpenOffice 1.0 Text Document. Native file format for old OpenOffice
versions. The file extension is .sxw.

Microsoft Word 97/2000/XP. Text document type of the current ver-
sions of Microsoft Word. Use this file format to exchange text doc-
uments with Word users. The file extension is .doc.
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Rich Text Format. File type that can be opened by many word proces-
sors. It is a good choice when you need to exchange documents
with someone, but you are not sure which word processor the other
person uses. The file extension is .rtf.

Text. Stores documents in plain text. Other elements, such as images
and formatting, are not saved. This is the simplest way to store a
text document. The file extension is .txt.

OpenOffice is able to create PDF files without installing an exter-

nal PDF creator. You can create a PDF file of your document by
selecting the icon in the toolbar or selecting Export as PDF from

the file menu.

In most cases you should use PDF files when

you send a document to others.

To close a document after you have saved it, select File — Close. To
exit OpenOffice Writer completely, select File — Exit.

Exercise: Work with Text Documents — Part 1
What are the benefits of PDF?
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In which cases does it not make sense to give your friend a
PDF file?

Open a Text Document

To open a text document, select
File — Open from the menu
bar. OpenOffice displays the
Open dialog.

The Open dialog lets you browse
the file system for files.

You can open any file type (not just word process-
ing files) that can be used in any OpenOffice program.
OpenOffice then opens the appropriate OpenOffice pro-
gram for the file you selected.

Alternatively you can
select the folder icon
in the toolbar.

Exercise: Work with Text Documents — Part 2
On the CD with your course materials, in the directory
examples/OpenOffice/ you find a file loremipsum.odt.
Open this file and save it in Microsoft Word format.

(©2007 Novell Inc. Copying or distributing all or part of this manual 161
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



~
[3 Use Open Source Tools

3.2.5 Understand the Structure of Writer Texts

Before you start writing with OpenOffice writer, you have to know how
text is stuctured in Writer.

The smallest unit of text is a character. The biggest unit of text is a
document. Between document and character there are some more units:

[ ] Character. A character

[1 Word. One or more characters build a word. In most cases, a word
is separated by white spaces.

[ ] Paragraph. Several words build a paragraph. A new paragraph
always starts on a new line and finishes with a line break (also known
as a “hard return”).

[] Frame. A frame normally contains of something that is not in-
cluded into the textflow, like a graphic, or a formula.

[] List. Two or more items. Each new item is introduced by a bullet
point or a number.

[ ] Page. Equivalent of one sheet of paper.

Document. The whole text.
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Change Character Formats

The most common character formats are available in the OpenOffice for-
matting toolbar.

B [Themdasieamt [~ Select a font from the pull-down menu
=" 12 [~] Select a font size from the pull-down menu

1" [A] Enable/disable bold font weight

= Enable/disable italic font

= Enable/disable underline

= @ - Select a font color from the pull-down menu

15 [Al - Select a background color from the pull-down menu

If you select Format — Character a dialog appears from which you can
select more character formats within the tabs.
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= Character = i
Font | FontEffects | Position | Hyperlink | Background |
Eont Typeface Size
Thamdale AMT Regular 12
Thamdale ANT -] T |-
URW Bockman L Italic 13

URW Chancerny L Baold 14
URW Gothic L Eold Italic 15
URW Palladio L 18
Utah MT 18

K15 TN

Language
B English (USA) A

Thomdale AMT.

The same font will be usedMﬂnter and your screen,

Here yOu can see oK [ Cancel [Nl Help [ Reset ]
a preview.

You can adjust the font properties before you
start writing. You can also change the font
properties of existing text by selecting the text
first and then adjusting its font properties.

Exercise: Change Character Formats

Change the font in the file loremipsum.odt to Lucida Sans.

Change Paragraph Formats

Some formats refer to paragraphs and not to characters, e.g. alignment.

For the most important paragraph formats there are icons in the format-
ting toolbar available.

Default

[ (] () [

164

| »| — Style of the paragraph
— The lines of the paragraph are aligned to the left
— The lines of the paragraph are centered
— The lines of the paragraph are right aligned

— The lines of the paragraph are filled with whitespaces
so that they build a block
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— Numbered list
— Bullet list
Decrease indent

— Increase indent

B @ @ [ [

* — Select a background color from the pull-down menu

When you change a setting, it affects the paragraph

in which the cursor is currently positioned.

| Paragraph

For more detailed para- | Eackgrouns
. A | Indents & Spacing | Alignment | Text Flow | Numbering | Tabs | Drop Caps EBorders |
graph settings, activate Indent
Eefore ta lo.00" =]
Format — Paragraph. A o —
er text 10.00
dialog appears and you Eimtine 000" —
. . Autornatic I
can specify indents, bor- o —
pacing =
ders, and much more. Absve paragrarh T
Eelow paragraph looo" '_,%}

Line spacing
|single o= |
Register-true
Activate

oK | cancel | | Help | 1 Beset !

Use Lists

Lists are special kinds of paragraph formats. OpenOffice supports two
different kinds of lists:

15> Numbered Lists: In these lists, every item starts with a number.

15" Bulleted Lists: In these lists, every item starts with a bullet point.

You can activate the List function using the list buttons or in the
toolbar.
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After you have activated the list function for a paragraph, a new item is
inserted whenever you press the Enter key. To disable the list function,
select the corresponding list button again.

You can change the way (SR —
a list 100ks by selecting | e o] e | e | o]
Format — Bullets and ’ . u
Numbering. In the Num- . L
bering/Bullets dialog that . S
appears, select a numbering . ”
or bulleting scheme for your > . . .
list. __

> e X v

OpenOffice creates a list automatically if you start a new paragraph with
1. (for a numbered list) and -, * or + (for a bullet list). You can de-
activate this option by selecting Tools — AutoCorrect — Options and
deactivating the option Apply numbering - symbol:e.

Use Tabs and Indents

One important paragraph formatting tool is tabs. You can use tabs to
align text in columns. There are four types of tabs available.
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| Icon | Alignment | Example |

Duis te feugifacilisi.
Lorem ipsum
= left Duis autem dolor.
Ut wisis enim ad minim veniam

Duis te feugifacilisi

: Lorem ipsum
- right Duis autem dolor
Ut wisis enim ad minim veniam

102.64

) 3.995

& decimal 0.95343

647.55
88.0

Duis te feugifacilisi
Lorem ipsum

" center Duis autem doior

Ut wisis enim ad minim veniam

Here you can select
the type of tab.

To set a tab perform the following two steps:

[] Select the type of tab.
[] Position the tab in the horizontal ruler.

In the text press to jump to the next tab stop.

To delete a tab, select it with the mouse and
release the mouse button when you are out of
the horizontal ruler.

By default OpenOffice Writer sets a left alignment tab stop every 0.49”.
These tab stops are removed automatically if you set your own.

©2007 Novell Inc. Copying or distributing all or part of this manual 167
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



£3 Use Open Source Tools

~

D et w2 |Thisis the mark forfp '~ AT
a default tab stop.

In the horizontal ruler there are some more icons:

[ ] The first line indent:

1 The left indent of the first | .a” -
line of the paragraph.

[ ] The before text indent:

Aol o2 | The left indent of |- A7
the paragraph.

[ ] The after text indent:

& il 20| The right indent of oA
the paragraph.

Use Defined Paragraph Styles

The leftmost pulldown menu in the formatting
toolbar includes a list of predefined paragraph

Sl . E} styles.
_ Clearfarmatting
— Heading 1 L —  These styles include definitions for font, font
Heading 2 . . . . .
Heading 3 size, typeface, indents, spacing, line spacing
Text body [ and more.
Mare...
1
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Default represents the default style. The other
styles are based on the default style.

The heading style should be used for headings.
Heading 1 is the top level heading. Heading
2 the second level heading and Heading 3 the
third level heading.

Text body should be used for the text body.

Default

Heading 1
Heading 2

Heading 3
Text body

this dialog later.

Using styles for headings has a lot of advantages:

If you select More from the pulldown menu,
the Stylist dialog appears. We will explore

=" You need only one mouse click to format headings.

=" You do not need to keep in mind the font attributes of your headings.

=" OpenOffice can use these styles to create a Table of Contents auto-

matically.

Exercise: Use Defined Paragraph Styles

Change two paragraphs of the file loremipsum.odt to

Default and the first line to Heading 1.

Change Page Settings

When you are working with a text document, you will often need to
modify the document’s page setup. The most important page parameters

that you can change in OpenOffice are listed below:

1" Paper format 1" Page background
15" Page margins 1" Page borders
I Headers and footers " Text columns
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To change a page setting, select Format — Page. The Page Style dialog
appears:

me |Detault

Next Style |Detault

L1

Custam, Styles
Caontains

‘Width: 8. 5inch, Fixed height: 11 .0inch + From top 0.73inch, From bottom 0.79inch + Text
direction left-to-right (horizontal) + Page Description: Arabic, PortraitLeft + Default + Not
register-true

ance ]l L | Bset
The dialog includes ek | exen J[_fes =

several tabs.

Use the Stylist

You can start the Stylist by selecting the very left icon in the Ema
formatting toolbar. (e
e The Stylist shows all defined styles in

a separate dialog. Use double-click to
assign a style. The styles are grouped.

aeoeaE &ne-

Complimentary close
Default

First line indent
Hanging indent

Hedcing ﬁl

Heading 10
Heading 2
Heading 3
Heading 4
Heading &
Heading &
Heading 7
Heading 8
Heading &
List Indent
Marginalia
Signature
Text body
Tesxt body indent

Paragraph styles

— Character styles

Frame styles

& @ (&

— Page styles

[ : Y .
Automatic o LlSt Sty1€S
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Furthermore you can use the pulldown menu at the bottom of the dialog
to filter the defined styles.

The fill icon (<¥) can be used to “pour” the selected format into the text.
Select the icon a second time to deactivate the fill mode.

The icon at the very right (1= ~) can be used to create new styles. Open
the menu. You have three possibilities:

[] New Style from Selection. Enter a name for a new style. The
new style contains the formats of the selection in the text.

— Creats Style x
S [_ox ]
| Cancel

[ ] Update Style. The formats of the selected style are overwritten
with the formats of the selected text.

[] Load Styles. Import a style from another template or file.

[

— Load Styles b
My Templates r—]
Business Comespondence Cancel
Forms and Contracts
Presentation Backgrounds Help
Presentations
o Text Frame Pages Mumbering Owenvrite Fram File. ..

Styles are stored in a template file. You
can create a new template if you save a file
as the file type OpenDocument Text Template
(.ott)

Exercise: Use the Stylist

Create a new paragraph style from a paragraph you changed
the font to Lucida Sans. Label this style “Body Sans”.
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Change all paragraphs (except the heading) of the file
loremipsum.odt to style “Body Sans”.

Exercise: Work with Text Documents
Create your private letterhead with your name, your address
and your telephone number.

The default font should be Lucida Sans in size 14.

Save your template as OpenDocument Text Template
(.ott)

3.2.6 Adjust the Zoom Factor

With the zoom factor, you can control the scale (100%, 75%, 150%, and so
on) with which a document is displayed in the OpenOffice Writer window.
For example, you might want to view the document layout on a different
scale (50%) than the scale you would use to enter text (100%).

You can control the zoom factor in OpenOffice by opening the zoom menu
in the toolbar.

| (] ¥ I} z;f_j
S0 %
7o%
m |
& 150%
— 200% '
___ Page Width |
Optimal _—
Entire Page | T |
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4 )
I 200% ]
150%
100%
Alternatively, you can control the zoom 75%
factor by right-clicking on the status bar 50%

at the bottom of the program window. Optimal
Bage Width

Entire Page =
e ~——H&TL
g

\. J

You can specify the zoom factor as a percent value (such as 150% or 75%)
of the original size of the document, or you can select one of the automatic
settings. The following settings are available:

Optimal — Adjusts the zoom factor automatically so that it’s opti-
mal for entering text.

Page Width — Adjusts the zoom factor so that you can see the whole
width of a page.

Entire Page — Sets the zoom factor so that you can see the entire page.
This setting is also useful when you want to check the
layout of a page or several pages at one time.

3.2.7 Enable the Spell Checker

The spell checker in OpenOffice Writer helps you identify misspellings in
your text documents.

You have two possibilities when using the spell checker:

[] Activate the AutoSpellcheck icon "V in the toolbar.

When the spell checker is enabled, | .. Openoffice Write:
OpenOffice marks every misspelled word — ts]
it finds, is underlined in red.
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ecker in s Wit
snts. Open office
OpenOffice
Spellcheck...
Add 3
_l_gncnre All

AutoCorrect 3

To fix a misspelled word in a document,
right-click the word. The spell checker
will suggest the correct form of the word
in a pop-up menu. If you select the cor-
rectly spelled word in the pop-up menu,
the misspelled word will automatically be
replaced by the correct one.

[] You can enable the spell checker by selecting Tools — Spellcheck
or the Spellcheck icon ™ in the toolbar.

A dialog appears:

Spalicheck: (English (USA)

Matin dictionany

Suggestions
(Open office

OpenOffice

7

Dictionary language

The spell checker in Dpenoffice Writer helps you to identify
rizspellings in your documents.

| lgnore Once |

| lanore All |

| Add - |

| Change All |

| AutaConect |

| #B% English (USA) =5

! Cptions...

Suggestions made by

Help | | Close |

the spell checker.

3.2.8 Insert Image Files

Writers often add image files to their text documents. To insert an im-
age, select Insert — Picture — From File. The Insert Picture dialog
appears. It allows you to select an image file from your hard disk.
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‘Bl \DH usr “ i ||uua20 “ = gauery
Places pime o a4 apples.gif
Eﬁ, Sesuch [ butets Today
i geeko [E himsexpo Today
8 oeskicp Ben
[Z] File System [Esounds Today
= Foppy Drive [ www-back Today
5] Netwark Servers [ wvgrat Today
[Fvigapple. gi 09/19/2000
[ rowergr 09/19/2000 | [

[ Fie type

|« Praview
Link \

&

<All formatss

Style:! Graphics %

Select this option for
activating preview.

If you select the option Link, the graphic file itself is not included in the
OpenOffice file. This is useful if the graphic file is very large. If you do
not select Link, the graphic file will be included in the document. This
allows you to share your document with other people.

After you select a file, click Open.

The graphic will be inserted into the

document. You can change the size of the image by selecting and moving
the border of the image. Hold down the Shift key while resizing the image

to ensure that the width-to-height

File Edit View Insert Farmat Table Tools Window Help

AE}

ratio of the image is not changed.

loremipsum - Ope qi)ﬁi’ce.qrg-ﬁrl}‘ér

Ut wisi enim ad minim veniam, quis nostrud exerci taion
lobortls nisl ut aliquip ex en commodo conse conseguat

consedquat.
'; m ipsum dolor sit amet,

consectetuer adipiscing elit, sedr
diem nonummy nibh
euismodtincidunt ut lacreet
dolore magna ahguam erat .
volutpat Ut wisis enlm ad minim veniam, quis nostrud

Snerinit lnhees ~licnvin aw an cares

H-bE= BES& VY
Graphics [~ E ;I
L RS RSB SRR R, f e RS , B P 209 PRGN |
C Picture - xE
! = Hic
: ® N 2] [E 0 ® PO A

n ullamcorper

Duls te eug]famhsl per suscipit lobortis nisl utgggggp ex en commedc
5 o

exerci tutlon

v

After you have inserted an image file, you can determine how the image
is integrated into your text document. For instance, you might want to
change how the image is anchored to the page (where it appears on the
page) and how the text flows around the image.
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When you select an image with a left ‘
mouse click, green dots are displayed = . =

. . Alrange o
around the image. If you now right- |

. . Alignment  + |
click the selected image, a context . ven To Page w
menu appears. This menu allows you ex EEll Wiap .| ¥ To Paragraph M€
. . mnwvu - 1
to configure several image settings. g s To Character I,EE
When you move the mouse over the — mptaty ., AsCharacter 0l
[iagt EBRHEN::
Anchor entry, a sub-menu appears. It 1sectelif] imagemap | glit, sed diem n
lists several options for anchoring the t dolo am erat volutpat.
. th strud qﬂ W cut AmCcorper suscipi
1mage on the page. onsed| R
"Hcﬁgﬂﬂﬁ ...... vilputate velit ¢
The anchoring options are explained below:
To Page — Anchors the image to the current page. No matter what
you do with the text on the page, the image stays on

this page.

To Paragraph — Anchors the image to the current paragraph. When the
paragraph is moved, the image moves, too. This is the
default setting.

To Character — Anchors the image to the currently selected character.

As Character — Interrupts the text flow at the position where the image
is inserted.

You can also configure how the text flows around the image. Right-click
the image. Select Wrap from the pop-up menu that appears.
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msequat,
dolor in hendrent in w

Mo Wrap

R ]

Page Wrap
®  Optimal Page Wiap
Wrap Through

=

In Background

Contour

=

e

= Edit Contour...

Eirst Paragraph

The Wrap options are explained below:

No Wrap

Page Wrap

— The inserted image splits the text into two para-
graphs (above and below the image). No text will
appear to the left or right of the image.

— The text flows around the image on the left and
right sides.

Optimal Page Wrap — Similar to Page Wrap, but OpenOffice decides

Wrap Through

In Background

Contour

Edit Contour

how the text is wrapped.

— The text continues behind the image and is not
interrupted.

— The text flows over the image instead of behind
the image.

— Trys to detect the contour for wrapping the text
around the image.

— Opens a dialog that allows you to define an exact
contour for wrapping the text around the image.

First Paragraph — Starts a new paragraph below the object after you

press (Enter)-
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3.2.9 Insert Tables

A table allows you to display information in a text document in a struc-
tured form. To insert a table in OpenOffice, select Insert — Table. The
Insert Table dialog appears. It allows you to configure the table.

Name firabet 1 ——r—
Size —

Columns 2 [ [ Cancel

L =

— . | .

e (X Help
Options

o Heading

o PRepeatheading
The first ¢ {2 raws
Don't splittable
| Border

AutoFormat...

The Columns and Rows fields are the most important fields in this dialog.
You can specify how large your table is going to be. After you have

defined your table and selected [ ok ] the table is inserted into the
document.

Toremipsum - OpenOfice org Wriler

Eile Edit View [nsert Format Table Tools Window Help

CHE RBEE VY ABB -9 ¢ B
E:J:A_.‘I Table Heading | v | [Bitsteam Vera Sedf | | [12 | = | @ ’E ’E

L PP L S | 2 il Rl B B e B ]
_——Tah\:

modo consequat, Lorem
>m nenummy nibh

v olutpat.

= n ullamecorper suscipit

; = R s s @
| |FEn e T Y. T onos o
i consequat, el illum

I+ dolore eu feugiat nulla facilisis at vero eros st accumsan et justo odio dignissim
|

qui blandit praesent luptatum zzril delenit au gue duis dolore te feugat nulla
facilisi,

Lorem ipsum dolor 51t amet consectetuer adipiscing elit, sed diem nonummy

S g Yo S o e kT e 1am arat wale-

To add text to a table, you simply select a field and type in the text. You
can format the text just as you would regular text in the document. If
you right-click in a field, you can format the text in that field with the
menu that appears.

To format more than one field at once, select multiple fields by clicking in
one field and then moving the mouse over the table while holding down
the left mouse button.
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When you select a table or a cell —

in a table, a new toolbar ap-

pears. >
The most important tools are:

- — Create new table =t — Center cell content verti-

cally

— Style of the lines

=l — Align cell content at the
[og - — Color of the lines bottom
- _ Borders — Add new line

— Add new column

=

— Background color

— Remove line

[] — Split cell

=t~ Align cell content at the Remove column

top

41 2 H

— Table properties

3.2.10 Embed Other Office Documents

To embed another OpenOffice document (e.g., an OpenOffice Draw im-
age) in a text, select Insert — Object — OLE Object. The Insert OLE
Object dialog appears. OLE is also a very old concept, and stands for
Object Linking and Embedding. It asks you what kind of object you want
to embed.

= Insert OLE Object »
Ohject type _cance|
OpenOffice.arg 2.0 Spreadsheest

CpenOffice.org 2.0 Chart Help

OpenOffice.arg 2.0 Drawing
OpenOffice.org 2.0 Presentation
COpenOffice.org 2.0 Formula

©2007 Novell Inc. Copying or distributing all or part of this manual 179
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



~
[3 Use Open Source Tools

You can select Create new or Create from file. If you select the
Create from file option, you can load and embed existing OpenOffice
documents.

Object type lists the available object types corresponding to the docu-
ments that can be created with OpenOffice.

After you have embedded a document, you can edit the embedded docu-

ment by double-clicking it.

3.2.11 Embed Table of Contents

If you use the styles Heading 1, Heading 2 and Heading 3 in your docu-
ment, it is easy to let OpenOffice create a Table of Contents.

Select Insert — Indexes and Tables — Indexes and Tables.

Insertindex/Table

| IndexTable | Entries | Styles | Columnzs

Type and title

Title il'ahle of Cantents
Type |Table of Contents = |
| Frotected against m | chang
Creat; dexftabl |
fo Entire document  + | Evaluateup to level 10 —_é_.
Create from - . |
[ Outline |
I Additional Styl
o Index marks

Preview of the ta- 3 "=
ble of contents.

The dialog has five tabs:

Index/Table — From the Type pull-down menu you can select what type
of index or table you want to create.
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Entries — With Structure you can configure the structure of the
entries for each level. The following abbreviations are
used:

E# Chapter number
E Entry text
T Tab stop
# Page number

LS Hyperlink

Use the five buttons below to change the structure. To

delete an element press [Del].

Styles — Select a paragraph style for each level.

Columns — If you want a more than one column layout for your table,
you can select it here.

Background - Select the background color.

4 If you do not deactivate the option Protected against
manual changes in the Index/Table tab, it is not
possible to modify the Table of Contents manually.

Readonly content cannot be changed.
Mo modifications will be accepted
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File Edit Miew Insert Format Table Tools Window Help x
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HED R REE vV ¥ BE :
— I >
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: Table of Contents il
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i Ex ea commodo consequat @)
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: Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diem nonummy
7 nibh euismodtincidunt ut lacreet dolore magna aliguam erat volutpat, Ut wisis
i enim ad minim veniam, quis nostrud exerci tution ullamcorper suscipit lobortis
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3 Cuis autem dolor in hendrerit in vulputate velit esse molestie consequat, vel
illum dolore eu feugiat nulla facilisis at vero eros et accumsan et justo odio
z dignissim gqui blandit praesent luptatum zzril delenit au que duis dolore te feugat
: nulla facilisi. Ut wisi enim ad minim veniam, quis nostrud exerci taion o
; ullamcorper suscipit lobortis nisl ut aliquip ex en commodo consequat. Duis te =
7 feugifacilisi per suscipit lobortis nisl ut aliquip ex en commodo consequat, Lorem :};:
) ipsum dolor sit amet, consectetuer adipiscing elit, sed diem nonummy nibh =
| enicmadtinciduant ut lacrast dalore macma alicrmiam arat salubnet \ < L
1
| [Page1/2 Default 100% INSRT STD [HYP [* 1ead- The table Of

contents.

3.2.12 Print Text Documents

Learn About Basic Print Procedures

(Printing a text document in OpenOffice is
simple.
need to change some printing options to get
the results you want.

In some cases, however, you might

The basic procedure for printing a text document in OpenOffice is ex-

plained below:

[] Save your document before you print it.

[] Select File — Print from the menu bar. A Print dialog appears
on the screen.

182 (©2007 Novell Inc. Copying or distributing all or part of this manual

is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



(3.2 Use OpenOche.org)
N\

an AT 2 | [ Propen
Stat Default printer
Typ CUPS:printer
Location
Camment
Print ta fil
Print range Copies
@ &l Number of copies 1 =
Pages 1
1 2 2
1 2 3
Dptions... ok [ cancer | | Help |

[] You can change three different settings in the Print dialog:

1" The Printer that will be used to print the document
1" The Print range of pages that will be printed
15" The Number of copies that will be printed

[] Select to start the printing process.

The OpenOffice Print dialog lists the printers that are currently installed
in your system.

Change Printer Properties

Depending on the printer model, you can adjust some printer settings
in the OpenOffice Print dialog. Select | rupeni=s.. | on the Print dialog.
The following is a list of the options that commonly appear on the Print
dialog:

" Paper size. Which paper size (like U.S., Legal, or A4) the printer
will be printing on.
¥ Paper tray. Which tray the printer should use as the paper source.

1" Scale. Whether the document will be printed at 100% or in a
reduced size.
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| |
|Paper | Dewice

‘Properties of printer,

Papersize

Paper tray

Ecale

Bl

100%

i L

!

oK | Cancel |

The options that you see depend on the

printer that is installed in your system.

Use the Print Preview Feature

OpenOffice lets you preview your document before you print it, so you

can see how it will look when it is actually printed on paper. To preview
your current document, select File — Page Preview.

File Edit View Inse

Faimat Table Tools Window Help

loremipsum - OpenGffice org Writer

1 BE = BHaE& v"

W ANEB 4% ¢ BE @ ]
E =3 @@ DDEE'GDQSS%mQ %ﬁémsep vvvvvv

5%

W]

[+]
When you have finished previewing your document, select ciose preview from

the preview toolbar again to return to the normal edit mode.
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3.3 Work with Spreadsheets

A spreadsheet is basically a large table in which you can enter differ-
ent kinds of data. This data can be text, numbers, prices, or anything
else that can be processed by a computer. In spreadsheet programs like
OpenOffice Calc, you can use formulas to process the data you have en-
tered. This makes a spreadsheet program a very powerful tool for all
kinds of data processing.

The following is an example of how a spread-

) Position Price
sheet could help you in your daily work. Sup- Position 1 123.95
Position 2 §3.45
pose you want to create a table about the Bosition 3 580
whereabouts of your allowance. This table con- Position 4 23.50
tains several positions. Position 5 160.75
It sometimes makes sense to have a sum of all
ositions at the end of the table. In this exam- Position Price
p Lable. Position 1 123.95
ple, you could add all positions manually and Position 2 93.45
: Position 3 45.90
type in the sum at the bottom of the table. If Socition 4 3 50
you use a spreadsheet program, however, you Position 5 160.75
can solve the problem in a more convenient Sum: 447.35

way. Simply add a formula to the spreadsheet!
The formula then sums up the positions and
writes the result in the field at the bottom of
the invoice.

Another advantage to using a spreadsheet: If you change one of the prices,
the sum is automatically recalculated and adjusted.

3.3.1 Start OpenOffice Calc

You can start OpenOffice Calc by selecting OpenOffice.org Calc from
the 0Office group in the Application Browser. After a while the Calc
window appears on the screen.
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Untitlad1 - OpenOffice.org Calc
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35 |
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1% Sheetl (Shest? [Sheet3 7 A KT 3
Sheet 1/3 Default 100% sTD Sum=0

If you have already opened another OpenOffice window, you can select
File — New — Spreadsheet from the menu bar in OpenOffice.

3.3.2 Work with Multiple Sheets in One Document

Each OpenOffice Calc document contains several spreadsheets. You can
switch between these sheets using the spreadsheet tabs at the bottom of
the Calc window.

=)
di * Sheetl {Sheet? [Sheet3 /

Sheet 1 /3 Defaut
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If you right-click a spreadsheet tab, the following menu appears:

[
r

(]
(=]

Insert Sheet...

Delete Sheet...
Bename Sheet...
Move/Copy Sheet...

Select All Sheets

S\@ Cut
Copy
Paste N
i1} TeEeEls TTEET,

Default

(o | Dt [ o (10 (€ f €3 JCo JCad a0 |0 |10 | RO
00 | =0 | [P [P f a3 3 | = |5 | |20 | =]

L
o

=
=]

g

w
=
o

)
-
-
w

This menu allows you to complete the following tasks:

Insert Sheet. Adds a sheet to the current document. You can give the
new sheet a name and decide whether it’s inserted before or after
the current sheet.

Delete Sheet. Removes the currently selected sheet from the document.
Rename Sheet. Allows you to rename the current sheet.

Move/Copy Sheet. Allows you to move the current sheet to a different
position in the tab list.

Select All Sheets. Selects all sheets in the document. Then, any
changes (like formatting changes) made to one sheet are also ap-
plied to all other sheets. To deselect a sheet, click on its tab while
holding down the Ctrl key.

Save and Open Spreadsheet Files

OpenOffice Calc files use the .ods file name extension. To save a file,
select File — Save As, File — Save, or [5]. To open a file, select File
— Open or 5. The Open and Save dialogs in OpenOffice Calc are very
similar to the dialogs in OpenOffice Writer.
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Name:

Sawe in folder: IEI Documents > |

[* Browse for other folders
[* File type

OpenOffice Calc can import and export Microsoft Excel files. Opening
and saving these Excel files in OpenOffice Calc is simple. To export your

OpenOffice Calc document, you simply select the Excel format in the Save
As dialog.

When you create an Excel spreadsheet in
OpenOffice Calc, you should always save one
copy in the .ods format to make sure that all
formatting is saved correctly.

Use Your Excel Knowledge

If you have worked with other spreadsheet programs such as Microsoft
Excel, you will see that the basic concepts are the same in OpenOffice
Calc. With very few exceptions, Calc can do everything that Excel can do,
but sometimes Calc accomplishes a task in a different manner. However,

most of your knowledge about spreadsheets can be reused when working
with OpenOffice Calc.

3.3.3 Enter and Format Data

Entering data into a spreadsheet is easy. Simply select a cell with a single
click and start typing data. The data you are typing appears on the screen
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in two locations: in the cell itself and in the formula input line above the
spreadsheet.

‘L&J [
Select this button toj™——=—1——=
accept your input.

I =

Attention! Calc distinguishes cell content between two data
types: numbers and text. With numbers Calc is able to com-
pute. With texts not. Using number formats you can append
characters to a number (e.g., a currency sign).

You can format the data using the Format bar of OpenOffice Calc.

Nz - el Y R SR L - A -

The options in the Format bar are similar to those in OpenOffice Writer.
The options include font family, font size and face, and alignment of the
data in the spreadsheet cell.

Some new icons are introduced here:

== — Merges the selected cells to one cell

Ji — Adds the default currency symbol behind a number

% — Adds a percent symbol behind a number
$%  — Resets to the default number format

% — Adds a decimal place to a number

i — Removes a decimal place

- — Specifies the border for the selected cell(s)
[Al - — Specifies the background color for the selected cell(s)

[A] - — Specifies the font color for the selected cell(s)
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When the data is too large for a cell, you can adjust the width of the
column by selecting the right column border in the column header and
moving the border while holding down the mouse button.

A 4l B |

Select this line to
resize column A.

Resizing rows works in the same way: select the lower line border in the
line header.

You can access advanced cell formatting options by right-clicking a cell.
Select Format Cells in the pop-up menu that appears to access several
advanced formatting options. (You can format more than one cell at a
time by marking multiple cells.) Alternatively you can select Format —
Cells.

= Format Cells.

!Numher! | Font] Font Effects | .ﬂ\lignment| Borders | Background | Cell Pratection

LCategaorny Farmat Language

Al =] [Defaunt re
User-defined B -1234 b d
Humber 123412

Fercent -1.234

Currency s :: ggi:: g
Date o et

Tir!'ue - — 1234 57
Scientific

Options
Decimal places a =:$_4 Negative numbers red
Leading zeroes :1" '—_¢—1 Thousands separator
Eormmnat code

[General w! | 1 %

(]} | Cancel || Help || Beset [

To edit the existing content of a cell, double-click the cell. Then you can
position a cursor in the cell and make your changes. Instead of double-
clicking the cell, you can just select the cell and then edit its content in
the input line.
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Adjust Data Types

An advantage of defining the data types correctly is that
OpenOffice can format the data correctly. In the example,
the price is displayed without a currency symbol such as “$”
or the Euro symbol, so you don’t have enough information.

To format the cell containing prices, right-click the cell and select Format
Cells. The Format Cells dialog appears:

Format Cells.

!Numher! | Font] Fant Effects | .ﬂ\lignment| Baorders | Background | Cell Protection
LCategaorny Farmat Language
Al ‘T [Default &1
User-defined B -1234 b d
i 123412
FPercent -1.234
Currency s :: ggi:: g
Date TAETT
Time = |
1234 57
Scientific d
Cptions
Decimal places a =:$_4 Negative numbers red

Leading zeroes :1" ;—.,;] Thousands separator

Eormmnat code

| General

oK | cancer ||  RHep ||

Here you can
see a preview.

To configure the data type that will appear in the selected cell, make sure
the Numbers tab of the dialog is selected.

You can select a data type from the Category list of data types in the
upper left corner of the dialog.

Under Format, you can select the format of the selected data type.

As with all formatting, you can apply the data type to more than one
cell at a time by selecting multiple cells before starting the Format Cells
dialog.
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Exercise: Enter and Format Data

Create a spreadsheet containing your school time table and
class schedule. Use different fonts, alignments, borders and
colors.

3.3.4 Work with Formulas
Address Spreadsheet Cells

To work with data in a spreadsheet, you must be able to refer to a par-
ticular cell in the spreadsheet. If you could not specify a particular cell,
how could you enter a formula which says, “Take the values from cells x
and y and write the sum in cell z”7

Spreadsheet programs identify each column with a letter and each row
with a number. Each cell can therefore be identified by a letter /number
combination. The cell B2, for example, is in column B and row 2.

B2
| A
: //1
/2 —1
Here the address of the
selected cell(s) is shown.

Understand the Formula Syntax

A formula can basically be seen as a box that processes input from other
cells and displays the result. OpenOffice Calc provides many different
kinds of formulas for all kinds of data processing. Each formula has
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a unique name. For example, the formula that sums up the values of
multiple cells is called “SUM”.

To use a formula, you must first select a P 2 B
. 1 |Positon Price
cell to which the result of the formula can =—Paosition 1 133 85
: 2 |Position 2 9345
be written. 1 |Position 3 4580
5 |Position 4 2350
& |Position 5 160.75
7
=
Then you can start defining the formula |- A | B |
. 1 Position Price
with =formula name. In the example, 2 |Puosition 1 123.95
. 3 |Position 2 a3 .45
this would be =SUM. 4 |Position 3 45 90
5 |Position 4 Y
& |Position 5 SUMQ
7 =SUM
=]

Each formula needs to be told which cells should be processed. You need
to identify the parameter(s) of the formula. In the example, the SUM
formula needs to know which cells it should sum up. The parameters are
added to the formula in parentheses after the formula name.

In the example, the SUM function needs to know which cells contain the
information that is to be summed up. One way to provide this information
is to type each cell address, followed by a semicolon.

=SUM(A2;A3;A4;A5;A6)

This formula would sum up the cells A2, A3, A4, A5, and A6. If the
input cells are numbered sequentially, you can specify them using the “:”
character.

=SUM(A2:A6)
- . - A B

The =SUM(A2:A6) formula will sum up the - L,“m“ _—_—
values in cells A2 to A6. After you have 2 |Pasition 1 123.95
. 3 |Position 2 93.45
entered the formula, press Enter to display 4_|Pasition 3 45 90
the result in the target cell. E EEE:::E:S 1%3%

7
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SUM is one of the most common formulas.
Therefore, there is a icon for SUM on the left
of the formula input line. Select 2 and then @ 2% =
you can select the cells using the mouse. N

Use Basic Arithmetic

Instead of using pre-defined formulas such as SUM, you can use basic
mathematical operators (“+”, “=”  “/” and “¥”) in a spreadsheet. The
following list explains how to use these operators:

=" +. Adds two cell values. For example: =D6+F8
=

. Subtracts one cell value from another. For example: =E4-F5
=" /. Divides two cell values. For example: =A3/D4
=

*

. Multiplies two cell values. For example: =F5%*F6

You can also combine multiple operators in one expression. For example,
you could specify =C7+C8/F6.

(Be aware that OpenOffice processes division
and multiplication operations before addition
and subtraction operations. Thus, if you spec-
ified =C7+C8/F6, C8 would be divided by F6
and the result would then be added to C7.

You can use parentheses to change the order in which operators are pro-
cessed. The operations inside the parentheses are processed first, and
thereafter the operators outside the parentheses are processed. For exam-
ple, if you specified =(C7+C8) /F6, C7 and C8 would be added first and
the result would then be divided by F6.
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Use the Functions AutoPilot

OpenOffice Calc provides hundreds of formu-
las for all kinds of purposes. If you have used
other spreadsheet programs, you should not
have any problems using the formulas in Calc.
OpenOffice Calc provides a Function Wizard
to help you browse and use the available
formulas.

To use the Function Wizard, select the target
cell for the function; then select fi# in the tool
bar.

You can pick a formula from the Functions tab on the left side of the dia-
log. First, you can choose a category from the Category drop-down menu
to narrow the formula search, or you can browse all available formulas by
selecting A11.

Function Wizard

|Fum:lion5 | Structure | Functian [esult]
Categaory ABS

Function

= o
ACCRINT

ACCRINTM E
ACDS

ACOSH
ACOT
ACOTH
ADDRESS

Absolute value of a number.

ADDRESS_XL
AMORDEGRC

AMORLINC Formula Result [Em520
’; [=]
-
=l |
=]
| Help | Cancel | | Nesasms | oK

A description of the
selected function is
displayed here.

If you select [ nmea>> | or double-click a function, the AutoPilot shows
you input fields for parameters that can be used with the selected formula.
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| Functions | Structure SHM

LCategory Returns the sum of all arguments.

| Mathematical =
number? frequired
Eunction ren )

Function result |0

Number1, number2, .. are1 to 30 arguments whose total isto be

RADIANS |

RAND E calculated. - -

RANDBETWEEN number 1 21 (= [=]

ROUND f"_ 3 E =

ROUNDDOWN number2 | £ sl ‘ |

ROUNDUP — —_—

SERIESSUM AUfmBELE of | &l

SIGN T =

SIN numberd | & =) [x]

SINH |

SQRT Fon 4 Result |0

SQRTPI UNm =]

SUBTOTAL | {

SUMIF | {
=]

Then input ﬁeids for

the selected function.

You can fill in the fields manually or you can select areas in the spread-
sheet. To get more space on the screen, you can select to shrink the

Function Wizard dialog.

When you select [_ox ), the formula is inserted into the spreadsheet.

Exercise: Work with Formulas

Ask your parents for the receipt of their last shopping trip, or
think of the things you need to buy when you go to the store
the next time. Rebuild the receipt in OpenOffice Calc. The
sum and the taxes should be computed using Calc formulas.

3.3.5 Create Charts

OpenOffice Calc also helps you with creating
charts. For this, you need the information in a
simple table.

Select the cells of the table.If you want you can
select the table including the labels of the rows
and columns.

Possibility

Answers

A | B |
L |Possibility Answers
2 |a 18
3 B 21
1 |c 4

196 (©2007 Novell Inc. Copying or distributing all or part of this manual
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.




(3.3 Work with Spreadsheets)
<

Select Insert — Chart from the menu or @ from the toolbar.

The mouse pointer changes and you can draw a rectangle, that will include
the chart when you finish using the wizard. After releasing the mouse
pointer, a chart wizard appears.

= AutoFormat Chart x
Selection
Range =1
| Eirstrow as label Chart results in woksheaet
/| Fist column as label [Sheett ol

Iffhe selected cells do not contain the desired data, select the data range now.

Ipclude the cells containing column and row labels if you want them to be included in your char.

Deselect these Op— l I Cancel ] Next == [ Lreate ]

tions if you have not
selected any labels.

Normally, the Range of cells is taken from your selection correctly and
you can select [ neas |,

In the next dialog you can select the type of your chart.

AutoFormat Chart o

Choose a chart type
oB@ 2 *
@ sot f‘)‘gx. o

Columns
Show text elements in Data series in: Bows @ Columns
% preview
I Cancel ] I =< Back ] Next == [ Create ]

Activate this option if
you want to see text
elements in the preview.

Depending on the kind of data, not all type of charts make sense for
charting all kinds of data.
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=" . Lines

Columns

Pies

Net

Areas

Bars

XY Chart

Stock Chart

Very important in the dialog is also the option,

whether the data series are in Rows or Columns.

In the next dialog you can select a variant of the selected chart type. Here

you also can add grid lines.

Show text elements in

Data series in: Bows @ Columns
preview /

AutoFormat Chart

Choose a variant

EE

E |l

[Io 10 Tv]

Grid lines
X axis

o N axis

Mormal

select whether data series
are in Rows or Columns.

) |
Once again the chance to

[

== Back

| Mext == 1 Create |

In the last dialog you can enter a chart title and axis titles.
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AutoFormat Chart - 4
Display
| Charttitle Main Title
| Legend
Auis titles
¥ axis * axis title
% axis Y axis title
£ axis title
Show text elementt in Data series in: Bows @ Columns
preview
N ] [ == Back ]
Select Legend to include

a legend into your chart.

Select to create the chart.

P T e 1 R B | L N
A [ B [ C D [ E [ F

1 Possibility Anawers

2 |A

2 |B

4 |C

5

[]

Fa

8

a

10

11

12

13

14

15

16

17

18

18

2° L ] L] L]

21

You can move and resize the chart after you select it. It is also possible
to change the colors if you double-click the chart.

Exercise: Create Charts
Look in your school reports for your grades in mathematics
over the last few years.

Create a small spreadsheet with a chart that shows your
progress in mathematics.
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3.3.6 Print Spreadsheets

Understand the Basic Printing Procedure

Printing a spreadsheet is very similar to printing a text document. Select
File — Print. A Print dialog appears.

= Print 4

Frinter
Status Default printer
Type CUPS:printer
Location
Comment
Erintto file
Print range Copies
@ Al Number of copies 1 @
Pages 1
1 2 3
1 2 3
DOptions... QK [ Cancel | [ Help ]

In the Print dialog, you can choose a Printer, specify the Print range (how
much of the document you want to be printed), and select the Number of

copies to be printed. When you click [ ok ], you actually send the
print job to the printer.

Adjust the Page Settings

By adjusting the page settings, you can control exactly how your spread-
sheet is printed. To adjust page settings, select Format — Page. The
Page Style dialog appears.
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= Page Style: Default _x

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

Name Default

Contains
Header { Indent left 0.0inch, Indent right 0.0inch + From top 0.7inch, Fram bottarm 0.1inch
+ Width: 0.0inch, Height: 0.3inch ) + Footer | Indent left 0.0inch, Indent right 0.0inch +
From top 0.1 inch, From bottam 0.7 inch + Width: 0.0inch, Height: 0.3inch ) + Text
direction left-to-right (horizental)

Ok [ Cancel ll Help ][ Beset l

The most important options affecting the printing of a spreadsheet can
be found on the Page tab of the dialog. Here you can configure the paper
format, the paper margins, and some common layout settings.

Page Style: Default

Drganizer ] Page | Borders ] Background | Header] Feater] Sheet]

Faperformat

o (ST S

Width [eso" &
Height (100" F5
Orientation @ FPorrait
Landscape Paper tray |[Fram printer settings] : |
Margins - Layout settings
Left l.'.'l_?é" |@ Page |ayout |Right and left =
Right hO_?S_" @ Format Hu23 = |
Tap o.7a" ]3{ Table alignment “. I:I-nriéonte.l.l
Bottom 079" =] [ |eemeal

oK | cancel | | Help ! | Beset

Other printing options can be found on the Sheet tab.
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Page Styls: Default

Scaling mode

|Reduce/enlarge printout = Scaling factor [100% 5

QK | cancel || Help '| Reset |

The dialog offers options in three different groups:

Page order. Here you can specify how the spreadsheet is printed when
it does not fit on one page. The Top to bottom, then right option
prints vertically from the top to the bottom. The Left to right,
then down option prints first from left to right. The graphics on the
dialog help illustrate the settings.

Print. Here you can control which elements of the spreadsheet should be
printed in addition to the content of the sheet.

Scale. This option lets you control how the spreadsheet is scaled to fit
on the paper. You can either adjust a percentage value to reduce or
enlarge the printout, or you can specify the number of pages which
should be used for the printout.

3.3.7 Create Serial Letters

Using serial letters you can send one letter to
different people. The names and addresses are
inserted automatically.

Before you can create a serial letter in OpenOffice Writer you need a
source for the input data. This could be a Calc table or a database, for
example.
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To show how to create a serial letter, we use a simple table that only
contains a few names.

A | B |
Last Mame First Name
Chameleon Geeka

i |Fenguin Tux
4 |Bailey Kate
% |Torvalds Linus

When finished with your table you can save it and close OpenOffice Calc.

Start OpenOffice Writer and write your letter. Sometimes you will come
to the position where the names should be set in. You have to insert a
field. Select Insert — Fields Other and activate the Database tab.

|Document] References ] Functinns] Doclnfarmatian | Variables | Datmbase |
Type Database selection
Wollkiblingraph
Datalaae Hame tg EvolutionLocal
Mail merge fields
Next recard
Record number
Conditian Add database file | _E__TD?"-_S_'?-_:-_
TRUE i
Record number @ -
) General
Insert [ Llose | Help |

To add your Calc table to the available databases, select | Browse.. |
Now you can select the Calc file you created before.

The file should be added to the Database selection list.

Select Mail merge fields in the Type list and open the tree of your file
in the Database selection list.
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_g
= Fields i
|Decument] References l Functinns] Doclnformation | “Wariables ] Database |
Type Database selection
Any record #=} Bibliography
Database Mame .
Mo rNe T E s = EvlutlonLecaI
Mext record SRR 5 ddreszhool]
Recard number = m Sheet]
Last Name
First Name
Add database file | Browse. ..
Farmat
L
General
- Insernt | Llase ! Help
Select Mail merge : -
fields.

The column heads should be shown in the tree like in the previous screen
shot.
Now you can select the field, you want to insert. Select [ inser .

To: <FirstWame> <Last Mame>
Dear <First Name> A S
car r ame The fields are shown in

the letter with brackets and
grey background.

If you select File — Print a message appears.

CpenCiffice.org 2.0

@ Your document contains address database fields. Do you want to print a form letter?

| Do notshowwarning again

Help |

If you select

204

(©2007 Novell Inc. Copying or distributing all or part of this manual
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



(3.3 Work with Spreadsheets)
<

Select which records

7 5 z A z »
1B YEE S R®- i 77
= B ChLast Il\lame |G Firkst Hame |
: . | 2 ameleon i eeko Y
B Queris Penguin | Tux |
S| EJ Tables ~ Bailey | Kate |L|
|‘ IL Recumh |nf 4 f IT]"WI &
Recards Qutput
o &l @ Printer File
Single print jobs
Fraim iR To 1 fhomefgesko/Doacuments
; (] Last Name $_|

| Cancel |

| Help |

you want to print.

Select to print the serial letter for the selected records.

Exercise: Create Serial Letters

Write an invitation to your next birthday party. This invita-
tion should be a serial letter to ten of your friends. Include

the following information in your serial letter:

" Last Name
" First Name
I Street

= City

iz ZIP Code
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3.4 Create Formulas using Math

OpenOffice Math is an easy tool to help you write formulas. You can
start the tool in two ways:

[] Select Insert — Object — Formula from the menu of an OpenOf-
fice component.

=

In this frame you
create the formula.

Eile Edit View Fgimat Tools Windaw Help

B -

E= 28 ¥

Untitiad1 - OpenOffice.org Writer =

BE e ¢ B, a0Q

ox

D A,

L

e i B e

& 7

tion x |

asb asA [y Za

a & f?]M_

+4 -6 *a Fa -a
a+b a-b axb axb arb
b % azb a/b avb

asb

[] By searching in the main menu. (OpenOffice Math does not have
an icon in the Application Browser by default.)
'F‘| : Untitiad1 - OpenOffice.org Writer —_oOx
B-ed $¥EE e ¢ B, @QAQ A1 K,
L 2 1 2 2 A X 5 . 3 . & ] Tﬁ
- % ashb ash £ Za
; = i S m A
% a+b a-b axb asb asb
a-b % azb a/b avb L
T asb :%
il \\\ E.

In this frame you see a
preview of the formula.
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The Selection window is devided into two parts.
1" The top part shows eight icons of mathematical categories:

7 Unary/Binary operators
asb — Relations

aef — Set operators

f(x) — Functions

>a — Operators

a - Attributes
r.'ll:'_gI — Others

(8] - Brackets

I% Formats

1" The items of a category are shown in the bottom part of the window.

Selecting one of the items inserts a symbol or a command in the lower
frame. This symbol or command represents the selected operation.

E.g., b from the / category, inserts <?> over <7>

Replace the <?> with numbers, variable names, other operators or expres-
sions.

To refresh the preview manually click the
frame once with your mouse.

If you know the symbols or commands, you
can enter them directly into the lower frame.
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7 N
To group parts of the formula, use curly brackets {. . .}.
For example, the formula a + b over 2 creates:

b
at=

To get the formula
a+b
2

you have to group {a + b}. The text of the formula

should look like this: {a + b} over 2
. J

If you need greek symbols, select Tools — Catalog.

E X AEHTI I~ =
| Edit... (i |

[k amMw oo n| |
¥PYXTOYZEZl-
a B X5 e n oyt
KR

B

¥
v oo ofom |-

ALPHA

You can save a formula as an .odf file and include it in other OpenOffice
documents.

Exercise: Create Formulas using Math
Build the following formulas:
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3.5 Work with Presentations

You can use a presentation program to prepare electronic presentations.
These presentations can be displayed on a computer screen or projected
on a large screen using a video projector. You can also print your presen-
tations on paper or transparencies.

(OpenOffice Impress is similar to Microsoft
PowerPoint, another commonly used presenta-
tion program. If you have worked with Power-
Point before, you can use a lot of your Power-
Point skills and knowledge when working with
OpenOffice Impress.

Presentation files in OpenOffice Impress are saved as .odp files. Impress
can also import and export PowerPoint files.

To save a presentation file, select File — Save. You should save your
presentation files frequently so you can avoid losing too much data if the
program crashes.

3.5.1 Start OpenOffice Impress

To start OpenOffice Impress, select Open0ffice.org Impress from the
Office group in the Application Browser. After a moment, the Presen-
tation Wizard dialog appears.

= Presentation Wizard

Type

@ Empty presentation
Eram template

DOpen existing presentation

o Ereview

Do notshow thiswizard again

Help il Cancel | Create |
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You can choose from the following Type options:

I¥° Empty presentation. Creates a new blank presentation.

I° From template. Creates a new presentation based on a template.
(OpenOffice Impress comes with two sample templates.)

I5° Open existing presentation. Lets you open an existing presen-
tation from a file.

To begin creating a new presentation, select the Empty presentation
option or the From template option. Then select [ nea== .

Now you can configure a slide background.

Select a slide design

|Presentation Backgrounds * |

=Original=
Dartk Blue with Orange
Subtle Accents

Select an output medium
@ Scleen

Owerhead sheet Slide . .
o Ereview

Paper

4 | |

Select your output
medium here.

Cancel | == Back |

| Lreate

There are some predefined backgrounds available in the upper section,
but you will learn how to create your own design later.

In the next dialog you can select the transition effects and other presen-
tation options.

210 (©2007 Novell Inc. Copying or distributing all or part of this manual
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



(3.5 Work with Presentations)

Select a slide transition
CHECY [Na Effect o]
e | Medium + |
Selectthe presentation type
@ Default
Sutamatic
oo 10
000010 o Ereview
o
! Help ! | Cancel | | == Back

When you have reached the last step, select to create your new
presentation.

To work on an existing presentation, select Open existing
presentation at the first Presentation Wizzard dialog and then
== ). You can choose an existing presentation file from the dialog
that appears.

3.5.2 Insert and Edit Slide Content

Choose a Slide Layout

When you select in the Impress screen appears.

The screen is divided into three parts:

[] List of slide previews
[] Current slide

[ ] Task frame
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Untitled? - OpenOffice.org Impress

BEYY LEBE S5 9 ¢ 3R - ¢+ |

2] oo T3 mene 2] dy e 2 (=ewes 2] @

Slides # || [Normal | Qutline | Motes | Handout | Slide Sorter | Tasks View v X%
A R T N N R g e gt ] | Meete g

Iv]

Slide 1

< e i—
L /*DOMI-{}-O-@-D-D.{Z.

- 0397669 =1 0100 x0.00 58%

o o

In the task frame there is a menu Layouts. From there you select a slide
layout for the slide you are creating. The layout of the slide you select
determines how text and images will be placed on your slide. To use a
particular slide layout, select the layout icon. The layout is inserted into
the current slide immediately.

Eile Edit Wiew Insert Format Toels Slide Show Window Help -4
B-eE = BEe vV BB £ 9-¢ 0B <
a & - [—= ) oo = (mEendk = | & [Color = |[ETBues =] @ m
Siides %[ [ [Rormat | Qutins ] Notes ] Fangout] Stios semer| |
ER R e PR e e R AR o [ SR RN e [ R
: Click to add title
Slide 1 ” + Click to add an outline
i --nm
h /~BOT M-L- O = = D mnEE %
s This layout was i
selected.
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Each time you want to add a slide to the presentation you are currently
working on, select Insert — Slide or &1 swe from the toolbar.

Insert and Edit Text

To insert text on a presentation slide, select a text frame—inserted by
the layout—with the mouse. The frame is highlighted and you can start
typing text in this frame.

EV/////////////////////////////////////////////////////////A’J’//////////////////////////////////////////////////////////
o

R
W

R
B

To finish your input, click somewhere outside the frame.

To edit an existing text frame, move the pointer over the text frame.
When the pointer changes its shape into a cursor, you can select the text
frame and edit its content. When you move the pointer over the frame
border, you can select the frame itself instead of its content.

When the frame is selected, you can move the frame to a different position
on the page. You can also change the size of the frame by selecting and
moving one of the green dots in the frame border.

Format Text

You can format text in text frames just as you would format text in
OpenOffice Writer. Use the pointer to turn on the edit mode in the frame
and mark the text that you want to format. Then use the Text toolbar
to change font, font size, alignment, and other text formatting features.

Eeyaur [+ 2 [+ [A] A

Eew a9 &2&E R -,
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You can also format the text frame. For example, you can format the
border around the text frame or the background color of the frame. To
format a text frame, you first have to select the frame. Select just the
frame border; do not turn on the edit mode. Then, using the Frame
toolbar, you can (from left to right) adjust the border thickness, border
color, and background color.

bd 0 - |invisible | ¥ | [0.00" & | Black| ¥ | ) [invisible ¥ | O

Insert Graphics

To add a graphic to a slide in your presentation, select a layout including
a graphic. Double-click the graphic frame. Alternatively you can select
Insert — Picture — From File from the Impress menu or ® from the
bottom toolbar.

Then select a graphic file from your hard disk. After the graphic has been
inserted, you can format it just as you would format a graphic in a text
document.

Insert Drawings

OpenOffice Impress offers drawing tools which you can use to add basic
elements to the slides. You can access these tools in the toolbar on the
bottom of the program window.

R/~ B ®T -l -0 - -l -B-4 - 5 P @E@_@E = N

T 112371718 S 0.00 % 0.00 3% : Slide 1 /1 Defauk

The drawing tools allow you to create different . _ ,

kinds of drawing elements such as rectangles, O D7 OB
ellilflses, 3D (;bjects, and li;es. Most tolols come SO® OO ]
with a set of variations. To see a tool’s varia-  _ L
tions, select the tool and hold down the mouse {} {1 EOS N
until a small selection window pops up. You @-&e-F-B-

can select a tool variation from this window. 50872 ;#4000 x0.00 &
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After you have selected a drawing tool, move the cursor to the position on
the slide where you want to insert the drawing. Then press the left mouse
button. If you move the cursor while still holding down the mouse button,
you can determine the size of the drawing element. When it reaches the
correct size, you can release the mouse button.

Exercise: Insert and Edit Slide Content

Create a presentation about OpenOffice Calc with five slides.

3.5.3 Manage Slides

Rename and Delete Slides

Each slide has a name which is displayed at the bottom of the preview.

By default, the slides are numbered Slide 1,

Slide 2, Slide 3, and so on.

These default names are not very helpful if you have a large presentation
and you are trying to locate a particular slide.

L
Name of an ——>p- Slide 1
empty slide.
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4

You can give a slide a more descriptive name by right-clicking its entry in
the tab bar and selecting Rename Slide in the pop-up menu that appears.

! [
) New Slide 5
Bename Slide '
) Slide Design "
I’E Slide Layout '
i
Slide Transition
[/ | Hide Slide '
r
Copy

Type a new name in the Rename Slide dialog that appears and select

)

RF_-,narnEr'Slid-é

Cancel |

| Hele |

To remove a slide from your presentation, right-click the slide’s preview
and select Delete Slide from the pop-up menu that appears.

Change Slide View
The view you have been working is called the Normal view. In this view,
you see a single slide that can be edited.

OpenOffice Impress also provides some other views which can be accessed
by the tabs in the frame of the current slide.

" Mormal | Dutline] Nu:-tes] Handout | Slide Sorter

-] Select a view.
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rNormal Change the content and layout of a slide )
Outline Create an outline for your presentation
Notes Add notes to each slide
Handout Create a handout with smaller sized slides

KSlide Sorter Change the order of the slides using drag and drop )

Change the Slide Background

To change the background of a slide, select Format — Page and activate
the Background tab.

Under Fill, you can select

[Page | Background |
Fill —
(T : | 5> None
" Color
" Gradient
IS Hatching
oK | cancel || Help || Reset | l@ Bltmap
|Page | Background |
. Fill Size
The dialog changes depend- ;| v oim
ing on your choice. You can = a S
scroll through the list of col- — ¢ r
. . B Metal £ofitn e
ors, gradients, hatchings or 2 Diples %o T
. IR Linen ¥ Offset 0% [+
1mages. E S B 7 Tite J
] M
Row
Column (0% E}
oK | cancel || Help |! Reset |
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When you select to confirm your selections, the Page Settings
prompt appears, asking you if you want to apply the background settings
to all of the slides in the presentation.

If you select [ %= |, your changes to the
slide background will be applied to all of
the slides in the presentation.

Use the Master Page

In addition to changing the background color of all slides in a presentation,
you can also configure other presentation-wide settings. For example, you
can add a logo or set up common font sizes.

Switch to the Master Page by selecting View — Master — Slide Master.

Instead of real slide content,

s b2 B B a7 Master Vi v 4]

L | Close Master View

Click to edit the title text format

* Click to edit the outline text format
- Second Outline Level

the Master Page displays
only a schematic view of
a slide.  Everything you

change in the Master Page

= Third Outline Level
- Fourth Qutiine Level
= Fifth Qutline Level
= Sixth Outline Level
I * Seventh Oufline Level
» Eighth Outline Level
= Ninth Outline Level

is automatically applied to
all slides in the presenta-
tion.

. 7

=ddatefmes oot rnmibers

.8

If you insert a graphic into the Master Page slide, for example, the graphic
will be visible on all slides in the presentation. Likewise, if you adjust the
font size for titles in the Master Page, the font size of titles on all slides
will be adjusted.

To switch back to normal mode, which allows you to edit each slide indi-
vidually, select Clase Master View .

218 (©2007 Novell Inc. Copying or distributing all or part of this manual
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.




(3.5 Work with Presentations)

Tasks Wiew + M

= Master Pages
Used in This Presenmation

] Recently Used

=] Available for Use

[ Layouts
[ Customn Animation

The available Master [p side Transition
Pages are shown in the
task frame.

Change Slide Transitions

To beautify your presentation, you can use effect transitions between the
slides.

Tasks Wiew T X
[+ Master Pages

P Layouts

[+ Custom Animation

~= Slide Transition

pply to selected slides

Mo Transition
Wipe Up
Wipe Right
Wipe Left
Wipe Down
‘Wheel Clockwise, 1 Spoke

Wheel Clockwise, 2 Spokes

‘Wheel Clockwise, 3 Spokes

‘Wheel Clochwise, 4 Spokes

Wheel Clockwise, 8 Spokes El

Modify transition
Speed [jedium

Ak| Ap

Sound 2y Sound=

Advance slide
@ 'Onmouse click

Automatically after
1sec

| e— |
Apply to All Slides

T | | [T —
Flay Slide Show

Automatic preview

| The available transitions.
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The frame contains three sections:

I=° Apply to selected slides. Choose one of the available transi-
tions from the list.

I¥° Modify transitions. Select the speed for the transition. It is also
possible to play sounds during the transition.

1" Advance slide. If you want to play your presentation automati-
cally you can activate it here.

Exercise: Manage Slides
Change the background and transitions of your Calc presen-
tation.

3.5.4 Give a Presentation
Start the Presentation Mode

After you have created all of the slides for your presentation, you can start
the presentation mode by selecting Slide Show — Slide Show. You can
also press the F5 key or select side shew  t0 start the presentation. In
presentation mode, the slides are displayed in full screen without any
window borders.

To leave the presentation mode, press .

Navigate in Presentation Mode

When you are in the presentation mode, you can switch to the next
slide in the presentation by clicking the left mouse button or by pressing
[Right arrow].

To go back one slide in your presentation, you can click the right mouse
button or press {Left arrow|
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Print Presentations

Although presentations are designed to be viewed on a screen or presented
with a video projector, sometimes you may want to print them on paper.
For example, you might want to use a printed version of the presentation
as a handout for your audience.

To print your presentation, select File — Print, choose a printer, and

confirm the print job by clicking [ ok ],

To print the presentation outline, the slides with your notes or the hand-
out, activate the corresponding tab and select File — Print then.

Exercise: Give a Presentation
Show your presentation to your classmates. Print a handout.

3.6 Draw Images Using Draw

3.6.1 Basics of Computer Graphics

There are two types of computer graphics:

] Bitmaps

[] Vector images

Bitmaps are built from a matrix. Each field in the matrix is called a point
or dot.

The finer the matrix the higher the quality of the image. The number of
points per inch is called resolution.

Each point has a defined color.
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Low resolution Higher resolution Highest resolution

In vector images everything is described in geometrical shapes, like lines,
curves. A line can be described by the coordinates of the beginning and
the coordinates of the end. It has a certain thickness, and can be dotted
or not.

Enlargement of a vector image means only that the com-
puter has to compute the new coordinates. The quality
of the image is not effected.

Exercise: Basics of Computer Graphics
Think about the advantages and disadvantages of bitmaps and
vector images. Complete the following table.

‘ H Bitmap ‘ Vector Image ‘

File size of large
images

Quality after
zooming

Used computing
time for zooming
Suited for photo yes
manipulation?
Suited for techni-
cal graphs?
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3.6.2 Start OpenOffice Draw

OpenOffice Draw can be used to create vector images.

You can start OpenOffice Draw by selecting File — New — Drawing
from the menu of another OpenOffice component or be selecting
OpenOffice.org Draw from the Images group in the Application
Browser.

3.6.3 Create a Drawing

You can launch OpenOffice.org Draw from the Programs menu using
Office — Drawing or from any running OpenOffice.org application using
File — New — Drawing.

Untitid1 '~ OpenOffice org Draw,

-6 II““““ PR T
E?&'} Q - %] (000" [ (EEBlack = | (?;;i [Color = |[E3 Blues - D
Pages » Fo eI EES 7. R TR IR A POt R T e R A i Aoy Geeeoren Boveereens] o SR R B-fae T T g ;e TR 1250 134 A,
1 :
"
"
3
di
Slide1 i -
6
"
& el
&
=
-:' [~]
\,Laymlt( Controls ( Dirnension Lines Ii_ | m
— »
N /~BeTWN- DL._..<> @-o-NF- D oD meE
A 7390333 o4 #0.00 % 0.00 S0% Slide 141 Default

In the left frame you see a preview of the pages. The current page is
shown in the right frame.
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OpenOffice Draw offers drawing tools which you can use to add basic
elements. You can access these tools in the toolbar on the bottom of the
program window.

| Layout

Lty L | jry |

R/~ EHOST WM -L-— & - O--A-D-%- D2 0eE & -B -

L 15117527 JEE A = Slide 141

The drawing tools allow you to create different kinds of drawing elements
such as rectangles, ellipses, 3D objects, and lines. Some tools come with a
set of variations. To see a tool’s variations, select the tool and hold down
the mouse until a small selection window pops up. You can select a tool
variation from this window.

3 Select an existing object.

If you select an object once, small green dots at the corners indicate
that the object is selected. You can resize the object if you click
one of these squares, keep the mouse button pressed and move the
mouse.

A

Resize the rectangle here.

/" Draw a line

Draw a line that ends with an arrow
] Draw a rectangle

© Draw an ellipse

T Write text

W - Menu that contains eight variants of curves. You can finish a curve
by double-click
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. -

e o |

U o @

Menu that contains twelve variants of connectors. Connectors are
lines between objects. If the object is moved, the line stays con-
nected.

| Points for connection. | == A — ’

Menu that contains ten variants of lines and arrows.
Menu that contains a lot of simple geometrical figures.
Menu that contains some symbol shapes.

Menu that contains a lot of shapes for block arrows.
Menu that contains shapes for flow charts.

Menu that contains shapes for callout balloons.

Menu that contains twelve shapes for stars.

Some tools allow you to manipulate the points of the shape later,
e.g. rectangle. Select this tool to switch to point manipulation.

Manage glue points. A glue point is a custom connection point
where you can attach a connector line.

Create text with graphical effects.

You can select a style from the font gallery.
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Fonhwork ..Gahery

Select a Fontwork style:

i Pty
Fon™® /A
Rl et

| (a] 4 | 1 Cancel | Help |

R

[«

& - Menu that includes eight effects, like rotate, mirror and 3D rotation.
Select the alignment for the selected object from this menu.

£ - A new object always lays on the top of the older objects. You can
change the order of the objects using this menu.

8 Use extrusion to create a 3D object out of a 2D object.

Exercise: Create a Drawing

For a lot of drawing tools and can be used as
modifiers. Write down the functions of and for

the following tools.

Tool Shift Alt
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0

3.6.4 Specify Lines and Fills

To specify the poperties of a figure, there is the line and fill toolbar at
the top of the OpenOffice window.

B e <

| ! e 5 s B e iy JRRE =

= | (oo = (mEBack = | <§:ﬁ [coer = [Eenes 2|

i

If there is an object selected, you can change the line and the fill for the
selected object here.

If there is no object selected, the properties are valid for all subsequently
created objects.

The items are described briefly here.
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Open the Stylist. As in OpenOffice Writer,

the Stylist in OpenOffice Draw allows to define
styles for fonts.

PR -

First line indent
Heading

Headingl
Heading2

Ohbject with arrow
Object with shadow
Object without fill
Teuxt

Text body

Text body justified
Title

Titlel

Title2

Al Styles -

& Open a dialog to configure lines.

= Line - X
ml Line Styles ] Arrow Styles ]
Line properies Arrow styles

Style Style

M) | (e 3 fooe 2]

Colar Width

(I Black - oaz" = 012" =

Width Center Canter

o.oo" @ Synchronize ends

Transparency Comer style

0% = Style

Rounded =

/\ /\
oK l Cancel ]l

Help ||  Reser |

%X " Select the ends of arrow from this menu.

—— > Select the style (e.g., dotted, dashed, solid) of a

line or border from this menu.
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000" 1% Specify the width of lines and borders.

M ek v | Select the color of lines and borders.
O Open a dialog to configure the fill of areas.

= Area = &4

Area | Shadow] Transparency] Caolars ] Gradients ] Hatching] Eitmaps]
Fill
Color

= Blue 8

[ Turquaise 1
[ Turquoise 2
[ Turquoise 3
[ Turquoise 4
B Turquoise 5
B Turquoise &
B Turquoise 7
Il Turquoise 8
Il Green

B Green 2
[ I TP

u(}

K1 S

QK [ Cancel II Help ][ Reset I

coler 31 Select the style of the fill (e.g.,solid color, gradi-
ent) from this menu.

‘Bewes 3| Select the color of the fill.

) Add a shadow to the selected object.

Exercise: Specify Lines and Fills
Draw a woman and a man.

3.6.5 Group Objects

You can select objects with a mouse-click. If you want to select more
than one object, keep pressed, when selecting the second object.
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Alternatively you can click on the background, keep the left mouse-button
pressed and drag the mouse. A rectangle appears on the screen. If you
release the mouse-button all objects inside the rectangle are selected.

You can see how many objects are selected : . -
in the status bar at the bottom of the i = =
OpenOffice window. = PEREERNE

If you finish a part of your image and you do not want to change the
arrangement anymore, it is a good idea to group the objects. Then you
can handle the group as one single object.

To group the selected objects, select Modify — Group. To ungroup a
selected group of objects, select Modify — Ungroup.

Exercise: Group Objects
Create the following groups for your woman and man figures:

=" Face
=" Arms
5" Legs

3.6.6 Use Grid

A grid is very helpful to align objects. You can configure a grid by select-
ing Tools — Options.
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Options - OpanOffice.org - User Data

El Opendifice.arg

Address
General Company
Memary =
Wiew First/L ast name/Initials |Geeko
Print
P aths Street
Colais
Fonts City/State/Zip | || | |
Security p — — -
Appearance Countrw/Region
Ak essibilg Title/Position
LoadiSave

Language Settings Tl (HemeWarg

OpenOffice.org Draw
OpenOffice.org Base
Charts

Intermnet

HEE

Fax/ E-mail

oK | cancel Jilli Help | | Back

Select the options for
OpenOffice.org Draw.

Open the menu for OpenOffice Draw and select Grid.

Options - OpenOffice.org Draw -.Grid

E OpenOffice.org .
User Data firid
General « Snap to grid
femary - .
View “isible grid
Print
Paths Resolution Subdivision -
gOlD'S Harizantal lo.s0" = Horizantal 1 F2] pointis)
onts E—— i s A
Security Wertical ‘,’Q Wertical 11 r? paintis)
Appearance i = T
Accessibility Synchronize axes
Java 5
Load/Save Snap Snap position
Language Settings Tuosnap lines When creating or moving objects
E OpenOffice.org Draw
General | Tothe page margins | Extend edges
Ule?“ | Toobject frame | When rotating 1500 degrees
Bii = 3 3 i
OpenOHidwg Base T8I Retpalns Point reduction 15.00 degrees |55
Charts Snap range
Internet IR
. oK | Cancel I Help | | Back |
| Select Grid. : :

There are five important options:

[] Select Snap to grid, if you want to align your objects to the grid.
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[] Select Visible grid, if you want to see the grid on the screen.
[ ] Specify the horizonal resolution of the grid at Horizontal.
[ ] Specify the vertical resolution of the grid at Vertical.

[] If you want to use snap lines to align your objects, activate To snap
lines.

A horizontal snap line can be created by !
clicking on the ruler at the top. Keep the
mouse button pressed and move the mouse
pointer down.

A vertical snap line can be created by
clicking on the ruler at the left. Keep the
mouse button pressed and move the mouse
pointer to the right.

A snap line is not printed.

To remove a snap line move it back to the ruler.

Exercise: Draw Images using Draw
Draw a landscape with mountains, trees, and clouds. Copy
your woman and man figures into your landscape.

3.7 Use Gaim

IRC (Internet Relay Chat) is one of the first standards from the begining
of the internet. Communication via IRC is called “chatting.”

Instant messaging (IM) is a newer development of chatting, and has be-
come more popular than IRC. The advantages of instant messaging in
contrast to IRC are:
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=" You can create a list of your contacts
=" You can see who of your contacts is online or ready for chatting

=" You can send files

r D
There are a lot of instant messaging standards (proto-
cols) available. The most common are:

1 AIM/ICQ (from AOL/Mirabilis)
2> Yahoo

15" Groupwise (from Novell)

15" MSN (from Microsoft)

The Linux application Gaim supports all these protocols and some more.

You can get a free instant messaging account for yourself from any
of these websites:

¥ http://www.icq.com
I° http://www.yahoo.com

3.7.1 Create an Account

When you select Gaim from the Communicate group

in the Application Browser, three windows appear Gaim
. . Instant M
on the screen. One window is labeled “Add Ac-
count.”
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Login Options

Pratocol:

Screen Name:

Password:

Alias:

Remembfer password

A=l Open | | == Remove

I /Show maore options

Cancel

Select the protocol
you own an account.

Depending on the selected protocol the dialog changes because each pro-
tocol requires different parameters. But there are some parameters you
need to enter for each protocol:

Screen Name — Your login for the instant messaging provider.
Password — Your password.
Alias — An alias for your account which is visible for your

communication partners.

Remember password — If this option is not activated you will always need
to authenticate when you connect to your instant
messaging provider.

Auto-login — If this option is selected the connection to your
instant messaging provider is built automatically
after starting Gaim.

When you have configured your account, select | .?'.E-,ém " and your ac-
count is added to the Accounts window.
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A\: counts:

Screen Mame | Onlne  Auto-dogin | Protocol

instant messaging server.

98 246203521 O AIMIICD

EY"
Activate Online to estab-

(4]

X Close

lish the connection to the

3.7.2 GNOME Password Keyring

You know the problem of keeping dozens of passwords in mind:

=¥ for mail access
=" for F'TP space

I for instant messaging

GNOME provides a tool that
stores all the (encrypted) pass-
words and provides them if
necessary. The advantage is, you
only have to keep the password for
accessing the keyring in mind.

When the keyring is called the first
time, you have to enter a password
for it twice.

New Keyring Fassword

Choose password for new keyring

The application 'gaim’ (fopt’gnome/bin/gaim) wants to create a
new default keyring. You have to choose the password you
want to use for i

Exercise: Create an Account

Create an ICQ account at https://www.icq.com/register
for yourself and configure Gaim.
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3.7.3 Manage Buddies

After you have configured your own account and have established a con-
nection to your instant messaging server, you now need to configure the
accounts of your buddies.

Do this inside the Buddy List window.

et Info Chat Away

2 e » &

Add a Buddy

Select Buddies — Add Buddy to add a new buddy.

Enter the screenname of your buddy. You also can enter an alias name
and a group this buddy belongs to.
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% AE&_BM&Q :;:

You may optionally enter an alias, or nickname, for the buddy. The alias will be

Pleasze enter the screen name of the person you would fike to add to your buddy list.
displayed in place of the screen name whenaver possible,

Screen Mame: [l ]

Alias:
Group: éEIucId'les Y |
Account: 246203521 (Geako) (AIMACQ) : |

| & Cancel | SF Add

If you have more than one ac-
count, you can select the one you
want to use for this buddy.

Exercise: Manage Buddies
Add three of your class mates as your buddies to Gaim.

Your buddy gets a notification that you added him to your buddy list,
and he can add your account by selecting | b acd |,

Add buddy to your list?
! 16466263 has made 246293521 his or her buddy,

Do you wish to add him or her to your buddy list?

‘ X Cancel || o Add |

After entering an alias name, your buddy is added to the Buddy List.

v Buddy List: R e
Buddies Tools Help

~ Buddies (1/1)

ﬁ Tux

If you want to remove a buddy from your
Buddy List. Right-click the entry and select

2 @ » B Remove. You are asked for confirmation.
1M et Info Chat Away
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Add a Group

If you have a lot of buddies it is good to build groups to organize them.
You can add a group by selecting Buddies — Add Group.

You are asked to enter a group name.

Add Group

Please enter the name of the group to be added. I

[ ]

l H cancel | b Add

Select | 424 | to add the group to the Buddy List.

You can use drag and drop to put a buddy into a group.

3.7.4 Chat

Communicate with Buddies

Double-click the buddy you want to chat with in the Buddy List.

Conversation  Options
@ Tux A |
@
I
/; e @ - =
Biock Send File Remave Infa Send
Enter your text here.
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Depending on you IM protocol, the icons between the two text boxes can
be used to format your text. The meanings are:

[&] - Bold font — Change text color

— TItalic font [[J - Change background color
- Underline & — Insert link

— Enlage font '"EI — Insert image

— Reduce font size @ _ Insert smiley

— Select font

If you select the Send icon, your message is sent. Alternatively you can

press (Enter).

To create a line break in your mes-

sage, press + (Enter]

Block a User

If you are annoyed by another instant message user, you can block @
their account by selecting the Block icon in the conversation di- gk
alog.

You are asked for confirmation.

To remove this block, select Tools — Privacy.
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Privacy

Changes to privacy settings take effect immediately.

Setprvacy for: || 9B 246293521 (Geeko) (AMAICQY % |

| Block only the users balow fem l

B7BGTIGE :

3}

| =k Add i | %\“::anax |

Select a rule from
this menu.

There are five rules available:

[] Allow all users to contact me

Allow only the users on my buddy list
Allow only the users below

Block all users

Block the users below

N I O Y

Exercise: Block a User
Block one of your users and test the effects of a block.

Change your Status

When you go online with Gaim, the people who added you as their buddy
can see that you are online and ready to chat.
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If you want to stay online but not be
disturbed, you can leave a message for
your buddies. Select the Away button in
the Buddy List window. A menu pops up
showing a list of predefined messages.

If you want to create your own message,
select New Away Message from the menu.

(3.7 Use Gaim)

Online

Away

Do Mot Disturh
| Mot Available
Crcoupied
Free For Chat
Invisible

Alternatively you can select Away from the Tools menu.

= Buddies {1/1)

%lﬁ

Get Info

Buddies Tools Help

&

¥

Chat

Exercise: Chat

Discuss via Gaim with one of your classmates about “the

=N message looks

like this.

benifits of using instant messaging at school.”

O

3.7.5 Customize Gaim

You can customize Gaim by selecting Tools — Preferences.
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4

Preferences

Interface

Buddy List

= Conversations Interface Options
Meassage Text q( Display remote nicknames if no alias is set
Shorcuts
Smiley Themas
Sounds
MNetwork
Logging
= Away / Idie
Away Messages
= Plugins
Auto-Reconnect
System Tray lcon
Message Notification
Text replacement

Buddy State Motification

ErS

A

When you close all Gaim windows there will be still an -
icon in the bottom panel and you are visible for others. _| i’ g

To exit Gaim, rightclick this icon and select Quit.
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3.8 Use the Collaboration Software Evolution

Collaboration software is very important in companies today. It allows
you to manage emails, contacts and appointments. You can share it
with your colleages. Using collaboration software at school can make it a
powerful tool to manage your work.

There are a several collaboration software packages available for Linux,
such as:

15" Evolution
=" Novell Groupwise
1" OpenExchange

Here we will talk about the open source project Evolution. It was de-
veloped by Ximian, before Novell bought their company and released
Evolution as an open source product.

3.8.1 Configure Evolution

You can start Evolution by selecting Evolution in the main menu.

| )

| Faworte Applications = |

@ rev

&7 Control Center

, Firefox

™
Web Browser (ej Install Software

Heliz Banshee
Music Player

% F-Spot
Photo Browser

.....

| Computer | |Zl Select Evolution.
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v

The first time you start Evolution, a wizard runs to help you configure
the program.

Evelution Setup Assistant x

Welcome to Evolution, The next few screens will allow Evolution
to connect to your email accounts, and to impon fles from
other apphications.

Please dick the "Forward” bution to continue.

X concet | fatd

Select to begin the configuration.

In the Identity screen, type your full name and email address.

Evolution Sefup Assistant

Please anter your name and email address below. The
“optional® fields below do not nead to be filed in, unless
you wish to include this information in email you send.

Required Information

Full Mame: | Geeko Chameleon |

Email Address: l |

Optional Information

[«| Make this my default account

Reply-To: | |
Organization: | |
[ N Cancel ‘ [ o Back ‘ l o i I
244 (©2007 Novell Inc. Copying or distributing all or part of this manual

is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



(3.8 Use the Collaboration Software Evolutjon)

Under Optional Information, you can enter the name of your school
and another email address to which replies to emails will be delivered.
Select | | to go to the next screen.

Next, you need to provide information
about your incoming mail server.

You can get the internet mail settings from

your school’s network administrator.

Eval LFliDI'I-S._E_ﬁ.I'p ‘Assistant

Receiving Email

Please select among the following options

Server Type: | Mone -

Descnption:

. XQE“CEI Back
Choose the appropriate set- || s |

tings for your account from the
Server Type pull-down menu.
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Possible server types are:
1" Hula. Choose this option if you want to access a Hula server.

You can find more information about the open source group-
ware Hula find at http://www.hula-project.org.

1" IMAP. Choose this option if you want to access an IMAP mail server.

IZ° Microsoft Exchange. Choose this option if you want to access a
Microsoft Exchange server.

I=° Novell GroupWise. Choose this option if you want to access a
GroupWise server.

1= POP. Choose this option if you want to access a POP mail server.

I=Z° USENET news. Choose this option if you want to access a news
server.

¥ Local delivery. Choose this option if your workstation or server
is working as a mail server or if it is not connected to a network.

I MH-format mail directories. Choose this option if your email
messages are already delivered to a spool using the MH format.

I Maildir-format mail directories. Choose this option if your
email messages are already delivered to a mounted mail directory.

I¥° Standard Unix mbox spool or directory. Choose this option if
your email messages are already delivered to spool using the mbox
format.

I=Z" None. Choose this option if you do not want to receive email.

You might need more information for the Configuration part of the dialog.
For instance, you might have to specify the host of your email, your
username on that host, and a password. You might have to select a
mail directory where new email messages can be stored. You can get
these settings from your network administrator or your internet service
provider.

In most cases, you have to choose

between IMAP and POP.
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to continue configuring incoming mail.

Select

The options in the next dialog will vary slightly, depending on the server
type that will be receiving mail.

(] Evolution Setup:As sistant x|

Receiving Options

Checking for Mew Mail

:" | Automatically check for new mail every | 10 r:—l minutes

In most cases, you have to specify how often your mailbox will be checked
for new mail.

Select | to go to the next dialog.
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v

Now decide which type of transport you want to use to send email:

SMTP — Configure the details of your mail servers manually.

Sendmail — Apply the settings if your workstation or server already acts
as a mail server. Choose this option if your machine is not

connected to a network.

(] Evolition Setup-Assistant x

Sending Email

Please enter information about the way wou will
=sand mail. If you are not sure, ask your system
administrator or Intemet Senvice Provider,

FY

Semver Type: SMTP -
Description: For delivering mail by connaecting o a remaote

mailhub using SMTP.

Server Configuration
|

Server,

= Sernver requires authentication

Security
Us=e Secure Connection: [ Mo enonyption = |
Authentication
Type: PLAIN * | ‘ Check for Supported Types

Usemame: !geelou

|_| Remember password

oo | [ e [[00]

In most cases you will select SMTP. If you
are not sure which option to select, ask your
school’s network administrator.
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You can enter the server settings for sending email by

1" Entering the host name of the server Host.
I If the server requires authentication, specifing

[1 Type. The type of authentication.
[] Username. Your login name.

| to continue.

Select

You can enter a name for your configuration in this dialog. Naming your
configuration is useful, particularly if you have to manage multiple mail
accounts (one for private mail and one for business mail, for example).

Exolution Setup Assistant x|

Account Management

Pleasze enter a descnptive name for this account in the space

below.
This name will be used for display purposes only.

-]

Account Information

Type the name by which you would ke to refer to this account.
For example; "Work™ or "Personal’

MName: !geekn {mdigitalaidines.com |

to go to the last configuration dialog.

Select
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v

Specify the time zone in which you will receive mail.

] Evolution Setup Assistant

Timezone

i‘ .h Use the left mouse button to zoom in on an area of the map and =elect a time zone.
E{ Use the nght mouse button to zoom out.

Time Zones

[ Xowo | | e ][

You can select the time zone
by clicking the map or by
choosing a time zone from the
Selection menu.

Select | . You should receive a confirmation that the configuration
was successful. Now you can start Evolution by selecting [ ¥ &= |.

Exercise: Configure Evolution
Configure Evolution so that it allows you to receive and send
email from your school email account.

3.8.2 Read Email Messages

When you start Evolution, the email dialog appears.
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Evolution - Inbox {1 total)

Fie Edit Wiew Folder Message Search Help
‘ & New || ™ ﬁ v
- PR e
Inbox 1 katal | Subject or Sender contains | ¥ | | Clear I
< On This Computer @ @: From Subject Date =
@ . @ The Ewolution Tea... Welcome to Evalu. .. Mar 15 7:00 AM
[Ciorans
"';;ijunk
@Guﬂmx
Sent =
ﬁTmsﬂ il
b Search Folders =
| [a] mai ‘
| '_} Caontacis | | .T_;; Calendars |
| E/ Memaos | | Tasks
| 1l =
| == :
. Start the modules of Evolution

with these five buttons.

You can see the list of available mail folders in the left frame above the
module buttons.

If you select a folder, all mail inside this folder is listed on the right. In
addition, you can see who the email is from, the subject of the email, and
the date the email was sent.

The icons at the beginning of each email entry indicate the following:

— Unopened envelope: If the envelope is closed, the email is new and
unread.
& — Attachment: The email includes an attachment.

@ — Exclamation mark: The email includes important information.

When you select an email message in the list of email messages, it is
displayed below the list.

Exercise: Read Email Messages
Read the welcome mail from the Evolution team.
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3.8.3 Compose and Send Email Messages

After you have configured Evolution, you can begin writing and sending
email messages. To write a new message, select [~ mvew in the Evolution
toolbar.

The Compose Message window appears.

a Compose Message.

Fie Edt Vew Insert Fommat Secunty
1 e = =
! LY s =]
B & @ 3 @ w [ O & .
Send Save Draft Attach Unda Reda Cut Copy Pasta Find
From: | Geeko Chamsaleon <geekoi@digitalaiiines.com> = | Signature: | Mone ==
! Tao: [
Subject: |
=5 B = = =]
[roma 8 B2 E BN |

3]

[4]

P Show Attachment Bar

Type the recipient’s email address in the To field, and type a title @
in the Subject field. After you type your message, select Send to

Send
send the message.

If you want to send a carbon copy of your message to another recipient,
select View — Cc Field or View — Bcc Field. (By default, Evolution
does not show text boxes for carbon copy (Cc) and blind carbon copy

(Bee).)

Email messages are created in plain text by default. Formatting buttons
are visible, but you can only use them if you send mail in HTML format.
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[<2][wme | M A 4 A & [E]E = BN B

To activate the HTML format, select Format — HTML.

You can write email messages to a user of
your local machine by using the email address
login@localhost. You do not need to be
connected to a network.

3.8.4 Reply to a Message

You received an email from a friend and now you want to send him an
answer. Maybe you want to refer to parts of your friend’s email in your
response.

To reply to a message, select the message in the list of email — Lgl
messages and select Reply. Reply

The original message appears as quoted text for editing. The sender of
the original message is automatically set as the recipient. The subject of
the original message is also copied.

If the original email was sent to more than one person and
& you want to reply to everyone that received it, select Reply
Rephy to All tO All

Sometimes you will receive messages that you want to send
to another person. If you want to forward an email to a ]
friend or classmate, select forward. Fonward

The original email will be attached to the email message automatically.
Address the email message as usual. You can send the forwarded email
with or without including your own message in the body.
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3.8.5 Handle Attachments
Receiving Attachments

When you receive an email with an attachment, it will be marked with a
small paperclip icon (€ ) in the list of email messages.

The attachment is also marked with icon at the top and at the bottom of
the message body.

et s oo SUaUuy

i |
¥ 1 attachment l'%'_'- Save
1t T e

Lorem ipsum dolor sit amet, consectetusr adif
nocnummy nibh euismodtincidunt ut lacreet dols
volutpat. Ut wisis enim ad minim wveniam, gui
ullamcorper suscipit lebortis nisl ut aligui
puis te feugifacilisi.

' |
[;;,' #_ W | PNG image attachment {wilber-scon. pogh

The kind of icon that appears at the end of the body depends on the
attachment’s file type. An image is identified by a thumbnail icon of the
image.

When you click the icon, Evolution displays the content of the attachment
(if possible).

If you select the triangle button next to the attachment icon, a pop-up
menu appears asking whether the attachment should be opened with a
specific application or saved as a file.

Sending Attachments

You can attach a file to your email message before you send it. &
To add an attachment, select Attach in the toolbar. Attach

A standard file selection dialog appears. You can navigate through the
directory structure and select the file you want to attach to the email

message. Then select .
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A new frame at the bottom of the Compose window |« e asschment sar
indicates which files are attached to the email. ' i

Each attached file is identified with an icon. Image file Wy
icons are usually thumbnails of the images themselves. | s

Exercise: Handle Attachments

In the directory /opt/gnome/share/pixmaps/backgrounds/
there are a lot of wallpapers. Send one of these image files to
a classmate.

If you receive a email with an attached wallpaper, you could
save it into your home directory.

3.8.6 Manage Email Folders

If you are receiving many email messages a day, you probably need more
than one folder in which to store your messages, and you probably need
a system to organize them.

To create a new mail folder, select File — New — Mail Folder or select
Mail Folder from the (=] mew pull-down menu.

A Create folder dialog opens.
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Create folder

Type the name of the new folder
in the Folder name field.

Under Specify where to create the folder, indicate where you want
the folder to be located.

7 N
If you select On This Computer, the new folder will be

created at the same level as the Inbox folder.

If you select one of the other folders, such as Drafts, the
new folder will be created as a subfolder of the selected
folder.

\ )

Exercise: Manage Email Folders
Create a new folder “Classmates” inside the Inbox folder.

3.8.7 Filter Incoming Emails
Basics of Filtering Email Messages

Suppose you are receiving several email messages every day. You already
created several mail folders, but manually sorting the messages into these
folders each day is difficult and time-consuming.

You can filter your incoming email messages automatically. Message fil-
tering has the following advantages:
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=" You can easily separate important and unimportant email messages
15" You do not need to sort your email messages manually
=" You can eliminate some of the spam and junk email automatically

You can filter your email by setting up filter rules. A filter rule contains
two parts:

[ ] The condition or criterion (the “if” part) describes what should be
filtered out.

[] The action (the “then” part) describes what should happen to the
email message if it meets the condition.

For example: If the sender is Tux, then move the mail
into folder XYZ.

Manage Filter Rules

To create a new filter rule, select Edit — Message Filters.

You can select an item from Message —
Create Rule to shorten the process of creat-
ing filter rules, but we want to describe the full
filter creation process here.

The Manage Filters dialog appears. This dialog allows you to manage
your filter rules.
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Mes=age Fiters

Show fiters for mail;

[¢ i
| Incoming i

Fil ules

| X cancal | I @QK |
Here you can specify whether you
want to manage the filters for incom-
ing or outgoing email messages.

The seven buttons on the right side of the Filters dialog let you do the
following:

| 44 | Create a new filter rule
=5 — Edit the selected filter
= remav= | — Remove the selected filter
| Tz |~ Move the selected filter to the top of the list
. @w | — Move the position of the selected filter up one item
| ®on | Move the position of the selected filter down one item
| Qﬁmf" — Move the selected filter to the bottom of the list

Each email message is filtered starting with the filter rule at the top. If the
first filter condition matches, that filter is used. If the first filter condition
doesn’t match, the next filter is checked, and so on down the list until a
match is found. When a filter condition matches, the associated action
will be taken, and the search for a filter will end.
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Create a New Filter Rule

To create a new filter rule, select = % & “on the Filters dialog. The Add
Rule dialog appears.

Search name: l"“| 2l

I

Find items that meet the following criteria

'#&dd|

Find tems: | If all citena are met frat |

! Sender

== Remove |

-
=) | | contains

Then

'-4}=A;dd|

| Mave to Folder : | | =click here to salact a foldar= | == Remove

| 3% cance: || Pox i

In the Rule name field, type a name for the rule you want to create.

In the window area labeled Find items that meet the following
criteria, specify one or more filter conditions.

In the window area labeled Then, specify one or more filter actions.

Create a Filter Condition

To create a filter condition, you need to understand the following infor-
mation.

One filter can check each email message for a specified condition. Each
condition is represented by one line in the If area on the Add Rule dialog.

Find items that meet the following criteria

| |:|‘}:| Add | Find items: | If all critenia are mat

o |
>

= Remowe |

11
| Sender 2 | | contains
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By default, a filter has only one line, so you can only specify one filter
condition. If you want to create a second line for a second filter condition,

select | & |

If you list more than one condition in your filter, the Find items pull-
down menu becomes complicated. You must specify whether the action
will be executed

=" [f all criteria are met or

I If any criteria are met

7/ N\
/Each condition is made of three pieces of information: \

[ ] What part of the email contains the information that
is being considered? (for example, the sender, the sub-
ject, the body, the size of the mail, and so on). You
must select an item from the Sender menu (explained
below).

[ | What must this part do or be? (For example, it must
be equal to something, or not equal to something, or
it must contain something.) You must select an option
from the contains menu (described below).

[ ] What is the criterion (the something)? You must define
the something (explained below).
\_ )

When you create a filter condition in the Filters dialog, you must first
select an item from the Sender pull-down menu. You can select one of
the following options:

" Sender
IS Recipients
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=
=

Subject

Message Body

Date sent

Date received

Size (kB) (of the email message)

Attachments (did the email have an attachment)

The contains pull-down menu lets you select the criteria which the item
you selected from the Sender menu should meet. The menu includes the
following options:

[y
([ Sy
[y
[y
([ Sy

contains something

is equal to something
starts with something
ends with something

sounds like something

You must define the ”something” (criterion) in the empty text box next
to the contains menu. The something could be an email address, a date,
a file size, and so on, depending on what you selected in the Sender
pull-down menu.

If you want to delete a condition, you can select | === | at the end of the
condition’s line.

Create a Filter Action

After you have defined the filter condition, you can start defining the filter
action (the Then part of the filter).

Then

ok Add

f = 1
Move to Folder | & <click here to select a folder= == Remaove
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If you want more than one action, you can add a new action by selecting
+24 [ yunder Then.

Each action is written on one line and consists of one or two items.

From the Move to Folder pull-down menu, you can specify what should
be done with an email that meets the filter condition. For example, you
can choose to:

15" Move the email message into a special folder

1" Copy the email message into a special folder

15" Change the color of the email title in the list of email messages

=" Assign the email message a special status

=" Have the computer beep or play a sound

I Start a special program
Some of these actions require additional information (the name of the
folder the email will be moved or copied to, or the name of the sound

to be played, for example). You can enter this information in the click
here to select a folder pull-down menu.

If you want to delete an action line, select | === at the end of the line.

Exercise: Manage Filter Rules
Create a filter rule that moves mails
from your classmates into the email
folder “Classmates.”

3.8.8 Add an Address Book

Evolution provides a Contacts module that you can use to

| L [
Contacts
= manage your address books and contacts.
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You can start the Contacts module by clicking the Contacts button in the

bottom left corner of the Evolution dialog.

The Contacts dialog appears:

Evolution - Contacts
Fi#e Edt Mwew Actions Search Help
© v W
| || | cetman
Personal Mo ks | Hame beginswin % || | | gear |
¥ On This Computer
On LDAP Servers Double-click here to create a new Contact,

| B man |

=11
| cumans | [12] Calendars

o
‘ [ veres || @ rese |
==

The content of the address book appears in the large frame on the right

side of the window.

To search for a particular contact, open the Name begins with pull-down

mendu.

Email begins with

571 »

Category is

Any field contains

Advanced Seanch. ..

When selecting Name begins with you see a pull-down menu with the

following items:

I Name begins with
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I Email begins with
5" Category is
I Any field contains

I° Advanced Search (for a more complex search)

Add a New Address Book

You might want to keep your contacts in different address books. For
example, you could store school contacts in one address book and personal
contacts in another address book.

To create a new address book, select File — New — Address Book or
select Address Book from the New pull-down menu.

A Create folder dialog opens, which is similar to the dialog to create a
new mail folder (see page 256).

Address Book

Type: | On This Computer =
Mame:

Mark as default folder

| xgancel [

Under Type, indicate where you want the address book to be located.
Under Name you can enter a name for your new address book.

Then you can right-click the address book in the list and
select Delete from the pop-up menu.

Exercise: Add an Address Book

Create a new address book “Classmates” inside the Contacts
folder.

264 (©2007 Novell Inc. Copying or distributing all or part of this manual
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.




(3.8 Use the Collaboration Software Evolution)

3.8.9 Add a Contact

To create a new contact, select Mew . The Contact Editor dialog opens.

The Contact Editor dialog displays three tabs:
IZ° Contact. Includes the contact’s name, email telephone numbers
(work, home, mobile, and fax), and instant messaging accounts.

B Personal Information. Includes the contact’s web addresses (if
any), job information, and birthday.

B5° Mailing Address. Includes three addresses (home, work, other).

Contact Editor,

I
| Contact | parsonal Infarmatian | Mailing Address

| Full Mame... | [| Nickname:
— i 1
File under, | - | Where: | Personal 3|
| Categaries |
Email
Waork :l _|01her¢ |
f _A-l f =
| Home % | Other | % |

Wants to receqve HTML mail

Telephone +

| Business Phane sy [ [ Mabile Phone o |

| Home Phana 3' | | | Busessrax 3'

Instant Messaging

-

| AlM = ' [se] =

| Yahoo = | [ GroupWise | % | |

| @ﬂelp | | X cancel |

Most of the items on the Contact Editor tabs are self-explanatory. Some
of the special items are described below:

1" Full Name: To enter the name of your contact in more detail, select
Full Mame... .
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i ¥ cancel i | @gk

=" Categories: To separate a large number of contacts into categories,
select | categones.. .

ltem{s} bekong to these categories:

[

Available Categaries:

D Annmersary
[ +oliday

T e To add new category, select the Edit

" | 2z« |[@s | | Master Category List button in the
' B Category dialog.
| X concel |

Kl NI D

(l

15" Telephone: To list more than four telephone numbers for a contact,
select the triangle button ( *) next to the telephone label.

Exercise: Add a Contact

Add ten of your classmates to your address book “Class-
mates.”

3.8.10 Add a Contact List

If you communicate with a particular group by mail regularly, you can
build a contact list for this group. With a contact list, you will no longer
need to select all addressees manually.

To create a new contact list, select New — Contact List. The Contact
List Editor appears.
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Contact List Editor

List name: “

-
Whenre: | Parsanal :| @

Members

Type an email address or drag a contact into the list below:
o | :E:, Add |
| = Remowe |

| Selact |

[+ Hide addreszes when sending mai to this list

| xgam:el |

The items in the Contact List Editor dialog are described below:

=

=

=

List name. Assign the contact list a name.
Where. Address book where the contact list is stored.

Members. Add a member to the list by dragging a contact into
the text box, by using | #2¢ | and | === or by typing in an email
address.

Hide addresses when sending mail to this list. Hide the
mail addresses in the mail header so contact list members cannot
see the addresses of other contact list members.

Exercise: Add a Contact List
Create a contact list that includes your classmates.
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3.8.11 View the Calendar

Evolution contains a Calendar module that you can use to manage your
appointments.

To start the Calendars module, select the Calendars icon in the left frame
of the Evolution dialog.

=i

| 1&| Calendars
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The Calendars dialog appears:

Evolution - Calendars

Fie Edt Mew Actons Search Help

I
Gy ® & 4 & B > .
! Get Mail Print Pravious Today MNext Go To Day
&| Calenda |
L RIELE, Thursday 12 Oct 2006 | Summary contains | 5 | | Clear |
CalDAV
Thursday 12 October = October 2006

= On This Computer
= M TW T F S5 5§

‘On The Web Ll
o o |
= Contacts 410 1 13 14 15
DEIh'mdays&Annimessaries 16 17 18 19 20 21 22
103m | 23 24 25 26 27 28 29
Weather 20 31
E
N E
120 i
1o
20
| (4 Wai | 3m
‘ Contacts ‘ E@ Calendars ‘ 4 pm
pm |
‘ Meamos | ‘ Tasks ‘ 5
- =
==
e
- e S
CalDav

= 0On This Computer

[] Binthdays & Anniversares

Weather

Select the calendars you want
to see by activating the
checkboxes in the left frame.

The content of the selected calendar appears in the center of the window.

You can use the small calendar on the right to quickly navigate through
the calendar.

The small frame in the lower right corner lists tasks that need to be
completed. Managing tasks is described later in this chapter.

©2007 Novell Inc. Copying or distributing all or part of this manual 269
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



~
[3 Use Open Source Tools

Evolution supports four views of the calendar:
=" Day: A single day is displayed in the main frame of the calendar
dialog.

1= Work Week: Five days (Monday to Friday) are displayed in the
main frame.

15" Week: Seven days (one week) are displayed in the main frame.
15> Month: One month is displayed in the main frame.
Iz List: A list of all appointments with start and end.

Use the following icons to switch between the different views:

y B M BE BH 2

1 Tao Cay Work Week Weaek Manth List

3.8.12 Navigate Through the Calendar

You can navigate through the calendar in several ways.

First, you can use the four navigation icons that appear in the icon bar
of the Calendar module:

[ - Jump to the previous day

Previous

& _ Jump to today

Today

D - Jump to the next day

Mext

¥

Go To

— Select the day you want to jump to from a small calendar that is
displayed
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You can also navigate the Calendar using the small calendar on the right
side of the dialog:

Cotober 2006
M TW T F 5 5
1
2 34 5 B 7 H

16 17 18 19 20 21 22
23 24 25 26 27 28 20
30 31

To view a different month in the
small calendar, select the small dots
on either side of the month.

In the small calendar, select the day you want to view. The selected day
will be displayed in detail in the center of the Calendar dialog.

Exercise: Navigate Through the Calendar
What day of the week are the following dates? Practice se-
lecting them.

Date Mon. | Tue. | Wed. | Thu. | Fri. | Sat. | Sun.

2nd Jan. 2009
14th Oct. 2007
30th Nov. 2004
8th Mar. 2008
6th Feb. 2030
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3.8.13 Add a New Calendar

You might want to store private appointments and school appointments
in separate calendars.

To create a calendar, select File — New — Calendar or select Calendar
from the & new pull-down menu.

A New Calendar dialog opens.

Calendar

L1

Type: | CalDAV

Copy calendar contents locally for offfine aperation

Mark as default folder

| xgancel [

CalDAV is a protocol that al-
lows you to access calendar
files on other computers.

Under Type you can indicate where you want the calendar to be located.
Under Color, you can select a background color for the appointments
shown in the calendar view. The other information depends on the type
of the calendar.

Then you can right-click the calendar in the list and select Delete from
the pop-up menu.

Exercise: Add a New Calendar
Create a new calendar “Classmates” inside the Calendar
folder.
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3.8.14 Create a New Appointment

 Appaintment - No s ummary

Fie Edt Mew Insert Options ip

i X 2 o B @

To create an appoint- | Cose i e bEe Admie
ment, select & mew In | coewser
the tool bar. The Ap- | == | J

pointment dialog ap- b = =

| T T
Time: 10/12/2006 v | o330 PM | - for | 2| |0 %! hows |30 [ minutes. £}

pears . Description:

| b Show Attachment Bar

The dialog has three important icons in the toolbar:

AED — Select this icon if you want to configure a reminder for the
appointment.
mm@ | - Select this icon if your appointment is an all day event (e. g., a
birthday).
[ - Select this icon if the appointment recurs (described later).

Recumence

The other items of the dialog are described here:

=" Calendar. Select a calender where the appointment is stored.
1" Summary. Type the name or a short summary of the appointment.
" Location. Type the location of the appointment (optional).

" Time. In the first textbox, specify the start date and in the second
text box the starting time. From the following menu, you can select
whether you want to specify the duration of the appointment (select
for) or the date and time when the appointment ends (until).

=" Description. Description of the appointment.

5" Show Attachment Bar. Like an email, you can add attachments to
an appointment by selecting the Attach icon in the toolbar.

Evolution can alert you before the appointment starts. Select the M
Alarms icon in the toolbar. Alarms
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4

|
Alarm | 15 minutes before appointment % |

You can select the time of the alarm from the Alarm menu:

5" 1 hour before appointment

I5° 1 day before appointment

IS 15 minutes before appointment
I Customize

" None

When selecting Customize, you can configure the time and kind of the
alarm in detail. To configure a new alarm, use | #&¢ |

Alarm

Pop up an alei 3 [ 15 I|-A-| minute(s) = before 5 start of appointment |
-

Repeat

Options

Custom message

l X cancal || @gk |

A lot of appointments recur. You can easily configure recurrences ()
by selecting the Recurrence icon of the Appointment dialog. Recurrence
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Recurrence

Recurrence

| This appointment recurs

Excgptions
Plreview
October 2006 Movember 2006 December 2006
M TW TFS 8 M TW TFS. 5 M TW T F 5.5
1 i+ 2. 34 8 1 2 3

2 3 456 78 6 7 B 9101112 4 5 68 7 8 910
91!]11[213141 15 1314151617 1819 111213 141516 17
1617 18192302122 2021222324 2526 1819202122233 34
2324 252627 2829 272829130 25 26 27 28 29 30 21

30 3

First, select this
checkbox.

In the line beginning with Every, specify the interval of the recurrences
(how often the appointment recurs). In the field next to Every, type a
number. Then select the interval from the day(s) pull-down menu. The
minimum is one day; the maximum is several years.

You also have to specify when the appointment stops recurring. This can
be a date or a number of recurrences. If you don’t know when the last
appointment will take place, select forever in the forever pull-down
menu.

You can enter exceptions for the recurrences in the Exceptions area. You
can add new exceptions by selecting +#2 | or you can remove a selected
exception by selecting | = s |,
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7 N
Preview
Ociober 2006
The Preview at the bottom M TW T TFESS
. . 1
of the Recurrence dialog high- 2345678
lights all appointment recur- 910 11[E]13 14 15
. 16 17 18 10 20 21 22
rences with a bold font. 23 24 25 26 27 28 289
30 21
L J

Exercise: Create a New Appointment

Create appointments for the birthdays of your classmates or

family members.

Create appointments for your Linux course.

3.8.15 Filter Appointments

Categories are useful if you have a large number of appointments and you
want to filter them. When creating an appointment you can select View

— Categories.

Fie Edt View Insen Options Help

x o © @8] (=)

Close Attach Alamms All Day Event  Recumence

| |
Calendar: Persanal =1

Summary: I |

Lacation!

| — = =
Time 10/12/2006 v | 0330 PM =1 | 2| [o % hours (30 2] minutes £

| categares... |

escription

A neW line is added .D Show Attachment Bar

to the dialog.

To view the list of available categories, select | caegones... |,
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Item(s) belang to these categories:

[ J

Available Categories:

|:| Annwersary |
[ Haliday | |
[ 1deas

[ stams I_Y_!

1 i T meg 1T 72 |
|| New | =] Ean @Qelele

The Calendars module lets you decide whether you want to display or hide
your appointments. To display the appointments, select the checkbox in
front of the calendar name. The appointments will be listed on the right
side. If you don’t want to see the appointments, deselect the checkbox.

If you manage a large number and variety of appointments, you might
want to filter them. Then you can view only those appointments that
you need to at a given time.

To filter appointments, you can use the menus above the right frame.

1 | |_ 'l
Summary contains | Clear

The left pull-down menu contains the following options:

I° Summary contains. Filter the appointments based on the summary
of the appointment.

5" Description contains. Filter the appointments by the descrip-
tion of the appointment.

15" Category is. Filter the appointments by category.

=" Location contains. Filter the appointments by the location of the
appointment.

=" Any field contains. Filter all configuration fields of the appoint-
ment.

After you have selected an option from the Category is menu, select an
option from the Any category menu. Your Category is menu choice
determines what options are available in the Any category menu.
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Exercise: Filter Appointments
Use filters to see in the calendar only the appointments for
your Linux course.

3.8.16 Set Up a Meeting

You can use Evolution to set up a meeting with a classmate.

To set up a meeting, select
Meeting from the & mew menu.
Alternatively, you can select
File — New — Meeting.

The standard Appointment dialog opens. However, now it has two more
items:

[] a Free/Busy icon in the toolbar E@L

Free/Busy

[] an area to manage the attendees of the meeting

i "%Aﬂegdees... Attendee Role i ok Add |
Geeko Chameleon Required Participant -
| == Remowve |
i B |
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Meeting - No summary,

Fie Edit Aew Inset Options Help

x  ® @© B B @

Close Attach Alarms All Day Event  Recumence Frae/Busy
Organizer: Cetko Chaniekon <geeho@digialaiescoms | ||| Cakergars || perscral o]
| %Aﬂegdees... Rala | |:|‘}:| Add |
Required Participant
| == Remowe
BEE
Summary: ]
Location:
| e L O [P | T=] Ta)
Time: 10/12/2006 | v | lozz0Pm || |fer 2| |o 2l hours (30 (2 minutes 4

Description:

' =" Because you are considered to be
the appointment organizer, your
email address should appear in the
Organizer field.

If you have more than one email account configured, you can select a
different address from the Organizer pull-down menu.

The main frame lists the people who have been invited to the meeting.

The table displays the following information. (You can change an item in
the table by clicking on it.)

1" Attendee. Name or email address of the attendee. You can type
in the information or you can select the attendee from your address
book by clicking the Contacts button.

I5° Role. You can assign a special role to an attendee. The attendee
can be the chairman (select Chair), a Required Participant, an
Optional Participant or a Non-Participant. If you don’t know
the role of the attendee, select Unknown.

You can add attendees by selecting | #2 |. Enter the mail address (or the
name in the address book) of the attendee and specify the attendee’s role.
Alternatively you can select [#~=-| and another dialog opens and allows
you to select the attendees.
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4

Show Contacts

Address Baak: | Personal .|

Category: | Any categery b |

Required Participants
Geako Chamalaan <gaaka@digit:

| ——— 5

Optional Participants

Resaurces

The new button Busy/Free in the appointment can be used

to determine when the people you invited to the meeting @

have free time. Free/Busy
a .E_re,e.'E'Iusy o3

9:00am  12:00pm 3:00pm- |9:00am 12:00pm- 3:00pm |9:00a

Attendea

r
Geeko Chameleon ! —

-

K 3 I []

Tentative’ ] Busy [l ©Out of Office & Mo Information

Start time: | 10/12/2006 [~ | |oz:30 P | - |

End time: :Emnzxzuuﬁ |IT| | 06:00 PM |T|

Each participant’s calendar
is displayed in a single line.
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Possible meeting times are marked with a white column in the diagram.
You can use the [ = | and [ = | buttons to jump to an earlier or later times.

Autopick v

The options in the pull-down menu let you specify whether the

meeting time should match

I All people and resources
B All people and one resource
X" Required people

I Required people and one resource

After you have configured the Free/Busy dialog, you can close @
it. When you are done with the other meeting information,
select Send. The Evolution Query dialog appears:

(5] Evalution Query

Are you sure you want to send the appointment
withouta summary? |

|
Adding a meaningful summary to your appomtment will give |
wour recipients an idea of what your appointment is about. ‘

Send

When you receive an email invitation to a meeting, the email includes all
important information about the meeting.

From: Tux Chameleon <tuxidigitslaidines.com=>

Tao: ahostdi i com

Subject: Lorem ipsum
Date: Thu, 12 Oct 2006 17:13:28 +0000 (13:13 EDT)

(|
¥ 1attachment | "%‘ Save
nt | [ a

| ¥ ] ”jl VOSAICS calendar attachment (calendar ics)

;@ Tux Chameleon requests your presence at the following meeting:

Lorem ipsum

Start time: Tomomow 9:00 AM
End time: Tomomow 11:30 AM

Calendar; [ Personal

4k

«| Send reply to sander

Comment:

l @Qpen Calendar || x Decline [l @Ientatwe | | v Accept
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Using the buttons | ¥z== | | @zwe | and| &=  indicate whether

you accept, tentatively accept, or decline the meeting invitation.

Exercise: Set Up a Meeting
Create a meeting to preparate the next Linux course lesson.
Invite five of your classmates.

3.8.17 Create a New Task List

Evolution contains a Tasks module for managing your tasks.

To start this module, select the Tasks button in the left = |
frame of the Evolution dialog.

The Tasks dialog appears:

&  Evolution - Tasks.
Fie Edit Mew Acdtions Search Help
(] &
‘If] N-ew!i w ‘ﬁ* =
| | | Get Mail Print
m Tasks Diadks | et ' | Clear |
= On This Computer |Eﬂ ! SRS |
[ [Cick to add = task |
‘On The Web
[ |
| Mail
| @Cﬂniads | | @ Calandars |
| ‘/ Memos | | Tasks ‘
i ==

The available tasks are listed in the small frame above the module buttons
on the left side of the window. The large frame on the right shows the
individual tasks.

You might want to store private tasks and school tasks in separate task
lists. Create a new task list by doing one of the following
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Iz Selecting File — New — Task List
1" Selecting Task List from the [ new pull-down menu

Tasks List

I:
Type: |i0On This Computer

| Mark as default folder

| x Cancel

Under Type, indicate where you want the task list to be located. Under
Name you can enter a name for your new task list. Under Color, you can
select a background color for the tasks shown in the tasks view.

To remove a task list, right-click the task list and select Delete from the
pop-up menu.

Exercise: Create a New Task List
Create a new task list “Classmates” on
your computer.

3.8.18 Create a New Task

To create a new task, select [Z] new in the tool bar.

The Task dialog appears:
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Task - Mo summary

Fie Edt Mew Insert Options Help

x i3} [ B=

Tlose Attach Time Zone Status Details

I
| Stant date: | N;:me 'Tl
I

Due date; | Mane I v |

Description:

: P Show Attachment Bar

The dialog includes the following items:

=" Group. Name of the task list the task should be stored in.
1" Summary. Type the name or a short summary of the task.

I Start date. You can use the Start Date menu to specify by when
(what date) the task needs to be started. The second menu on the
Start Date line lets you specify a start time.

5" Due date. You can use the Due Date menu to specify when (what
date) the task must be completed. The second menu on the Due
Date line lets you specify a completion time.

I Description. Type a detailed description of the task.

When you have finished configuring the task, select Save to E
create the new task. Save

Exercise: Create a New Task
In the next two weeks you have to do the following tasks:

[] Mow your lawn

] Prepare a presentation for your Latin course
[] Buy a birthday present for your friend

[] Phone your grandmother
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[] Clean your room
Enter these tasks into Evolution.
Filter Tasks

Categories are useful if you have a large number of tasks and you want
to filter them. When creating a task you can select View — Categories.

| b Show Attachment Bar

A new line is added
to the dialog.

To view the list of available categories, select |categores.. |,

Evolution supports task lists. If you select the checkbox in front of the
task list name, the items of the task list are shown in the right frame. If
you deselect this checkbox, the items are not shown.

If you have to manage a large number and variety of tasks, you might
want to filter them. Then you can view only those tasks that you need to

at a given time.

To filter the tasks, you can use the menus above the right frame:
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[ :
| Summany contains | 3 l Clear I

The left pull-down menu contains the following options:

" Summary contains. Filter the task based on the summary of the
task.

I>° Description contains. Filter the task by the description of the
task.

IS5 Category is. Filter the task by category.
1" Any field contains. Filter all configuration fields of the task.

After you have selected an option from the left menu, select an option from
the Any Category menu. Your Category is menu choice determines
what options are available in the Any Category menu.

3.8.19 Manage Tasks

When you are working on a task, you may want to track its progress or
status.

Double-click the small notepad icon () in front of the task name. The
Task dialog appears again.

To change or configure the status of a task, select the Status =

Details icon in the toolbar. Status Details

) Task Details:

Status

Status: [¢ Not Started i
[

Percent complete: a

Prionty: Undefined

Date completed: Mone | ke |

Miscellaneous

Web Page:

| X Cose
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You can configure the following items:

1" Status. The status of the task. Here you can choose between the
following settings:
[] Not Started
[l In Progress
[] Completed
[l Cancelled

=" Percent complete. Select the percentage of completeness. This
value may influence the Status menu.

5" Priority. Specify the priority of a task (High, Normal, Low, or
Undefined).

I5° Date completed. Type the date and time the task was completed.
If you select Completed from the Status menu, the current date
and time are inserted.

I=° Web Page. To connect the task with a web page, type the URL
here.

Close the dialog to finish configuring the status of the task.

To delete a task, right-click the task and select Delete from the pop-up
menu.

Exercise: Manage Tasks
You already started with your tasks from the last exercise
(page 284). Enter the following percentage of completenes:

[] Mow you lawn — 25%

[] Prepare a presentation for your Latin course — 80%
[] Buy a birthday present for your friend — 0%

[] Phone your grandmother — 100%

[] Clean your room — 0%
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3.8.20 Assign Tasks

You can use the Evolution Tasks module to assign a task to a classmate
or to members of your team. Assigning a task is very similar to setting
up a meeting.

Open the [0 new menu and select Assigned Task. Alternatively, you can
select File — New — Assigned Task.

The standard Task dialog opens. However, now it has an Attendees area.

Assigned Task - No summary,

Fie Edt Miew Inseit Options Help

x @

Close Attach Time Zone Status Details

| b Show Attachment Bar

Exercise: Assign Tasks

Use what you have learned in the section about setting up a
meeting (see page 278) and assign a task to a classmate. Your
classmate should accept the task.

3.8.21 Use Memos

Evolution contains a Tasks module for managing memos.

To start this module, select the Memos button in the left | [ weme
frame of the Evolution dialog.
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The Memo dialog appears:

Evalition- Memos.

Fie Edit View Seach Help

o ® B &

Get Mail Paste Print

|E New}

Memos mems | Summary contains | % | [ coar |

¥ OnThis Computer i Summary ] Can.egnries |

On The Web

| 2 o |

| B cores | | () commos |

| [ wemos | | Tasks |

==

The available memo lists are listed in the small frame above the module
buttons on the left side of the window. The large frame on the right shows
the individual tasks.

You might want to store private memos and school memos in separate
memo lists. Create a new memo list by doing one of the following

I Selecting File — New — Memo List

1" Selecting Memo List from the I mew pull-down menu

New MemoLlst

Memaos List

Type: [Dn This Computer

Under Type, indicate where you want the
i memo list to be located. Under Name you can
enter a name for your new memo list. Under
Color, you can select a background color for
the memos shown in the memo view.

Mark as defauh folder

| x Canceal

To remove a memo list, you have to right-click the memo list and select
Delete from the pop-up menu.
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Exercise: Create a New Memo List
Create a new memo list “Classmates” on your computer.

3.8.22 Create a New Memo

To create a new memo, select & wew in the tool bar.

The Journal dialog appears:

Journal entry - No summary

File Edit View Insert Optons  Help

x @B

Closa Attach

Group: | Personal =

Memao Content:

P Show Attachment Bar
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The dialog includes the following items:

=" Group. Name of the memo list the memo should be stored in.

=" Description. Type the content of the memo.

When creating a memo, you can select View — Categories to select
categories for the memo.

3.8.23 Customize Evolution

You can customize Evolution by selecting Edit — Preferences. A new
dialog appears.

Evolution Preferences.

s'_.\ Genaml ’E‘ Alamms | Free/Busy | Calendar Publishing
Time

Time zgone:  |[UTC IE‘

Time format: (@) 12 haur (AM/PM) 24 haur

Work Week

Waek starts an: | Monday =
Work days ¥ Mon [« Tue v Wed ¥ Thu [¥ En Sat Sun
Day begins: 09:00 AM | =

Day ends: 05:00 PM | =1

Alerts
| Ask far confimation when deleting tems

_ e ———
¢! Show a reminder |15 =] [ Wpickines & | it aers appainnand

‘ X Cose

The configuration modules
are listed here.

Most of the modules contain several tabs. Here you can change the data
you entered into the wizard when started Evolution the first time.
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3.9 Use Gimp to Manipulate Images

You can use Gimp, a free graphics application, to process scanned photos
or images from the Internet. “Gimp” is an acronym for “GNU Image
Manipulation Program.” The application is very powerful, but it requires
some practice to use effectively.

The web pages for the Gimp project can be found at
http://www.gimp.org.

At http://www.gimp.org/docs you can find the official Gimp user
manual.

3.9.1 Start Gimp

To start Gimp, you can select the icon labeled The GIMP <t The GIMP
. . . lmage Editar
in the Images group of the Application Browser.

When you start Gimp the first time, some files are created in your home
directory. For this, a wizard starts.

GIMP User Installation

The GIMP - GNU Image Manipulation Program
Copynght {C) 18995-2004

Spencer Kimball, Peter Mattizs and the GIMP Development
Team,

This program is free software; you can redistribute it and/or
modify it under the terms of the GNU General Public License
as publizhed by the Free Software Foundation; either
wersion 2 of the License, or {at your option) any later version.

Thiz program is distributed in the hope that it wil be
useful, but WITHOUT ANY WARRANTY; without aven
the implied wamanty of MERCHANTABILITY ar
FITNESS FOR A PARTICULAR PURPOSE. See the
GMU General Public License for more details.

You should have received a copy of the GNU General
Public License along with this program; if not, wiite to

the Frae Software Foundation, Inc., 58 Temple Place -
Sutte 330, Baston, MA 02111-1307, USA.

Select _cnne | o go to the next dialog.
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GIMP. Userinstallation

- Emumelgeehu.f.gknp-ZQ E Far a proper GIMP installation, a folder named

home/geekol.gimp-2.2" needs to be ceated.

|:| Ll This folder will contain a number of imporntant fies.

|:| gtkrc Chick on one of the files or folders in the tree to get
maore information about the selected ftem.

[ puginee

|:| menurc

D sassionrc

|:| templaterc

|:| unitrc

Ehi‘ushes

Eﬂ:ms

[ aradients

Gimp creates a new directory .gimp-2.2 inside your home directory. This
includes several files and subdirectories. You can select a file in the left
frame of the dialog and the wizard shows some more information about
it.

Files and directories with a name that begins
with a dot (“.”) are hidden. To see them
in Nautilus you have to select View — Show
Hidden Files.

Select Continue | to go GIMP User Installation

ahead.

The next dialog shows a
log of the file creation.
Everything should be
fine.

Select _conme | again.

Creating folder Thomefgeeko/ gimp-2.2°... v
Copying file “home/geeko/.gimp-2.2/gthnc” from Vetc/gimp/2.0igtkrc”... v
Creating folder Vhome/geeko/.gimp-2 . 2/brushes’... v

Creating folder “homefgeeko/.gimp-2.2/fonts’... v

Creating folder “h ‘geekol.gimp-2. 2/ i v
Creating folder Yhome/geeko/ .gimp-2.2/palettes’... v
Creating folder “home/geeko/.gimp-2.2/pattems’... v
Creating folder Yhomergeeko/ gimp-2.2/plug-ins"... v
Creating folder Thomefgeeko/ . gimp-2.2/modules’... v
Creating folder Thame/geekal.gimp-2.2/environ”... v
Creating folder Thomefgeeko/ . gimp-2 . 2/scripts’... v
Creating folder h 'geeko/.gimp-2. v

Creating folder Yhomerfgeeko/.gimp-2.2/themas’... v
Creating folder Yhome/geeko! . gimp-2.2/tmp"... v
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GIMP. UserInstallation

For optimal GIMP performance, some settings
may have to be adjusted.

GIMP uses a imited amount of memary to store image
data, the so-called "Tie Cache”. You should adjustits
=ize to fit into memaory, Consider the amount of
meamaory used by other unning processes.

Tie cache size: | 128 B_ |Megahytes s

Allimage and undo data which doesnt fit into the Tie
Cache will be wrtten to a swap file. This file should be
located on a local flesystem with enough free space
{several hundred MB). Cn a UNIX system, you may want
to use the system-wide temp-dir "fmp® or "fvarftmp™).

Swap folder: 0 |.'!1c|rne.fgeelm|f.gi:rnp-2.2

In this dialog you can adjust the memory usage of Gimp to store image
data. Also, you can enter a swap directory where the data that does not
fit into the memory is stored.

Normally, it is not necessary to change anything and you can proceed by
selecting _cmne | and Gimp starts the first time.

GNU Image Manipulation Program

Querying new Plug-ins

vpropagate

Exercise: Start Gimp
Start Gimp and proceed through the wizard.
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3.9.2 Know the Gimp Windows

7 N
Three windows appear on the screen:

[ ] GIMP Tip of the Day
[] The GIMP

[] Layers, Channels, Paths, Undo. ..
\ J

The GIMP & Layers, Channels, Paths, Undo | Bru — 0 X

Kns  Help | B ”E]
2 8%

Layers

o
K
4
&
7
&

]

GIMP Tip of the Day

Welcome to the GIMP!
Paintbrush The GIMP can undo most changes to the image,
0 feel free to experment
Opacity; == |100.0 =

Mode: | Momal

-
>

= T— ) e i e R [@ Bk || s @] [ 5 ]
Brush: |. | Gircle (113 = 4 !

P Pressure sensitivity [ E‘
| | Fade out \... ~! ':I____
Brushes

|__| Incremental Circle (1T) (1T x 11)

1 A\
|| Use color fram gradient 7 / Vs
a

Spacing: =}

(F)C])

B Computer @ | wa The cime || & Layers, Channels, Pathe, Unda | Br... ”qp‘ GIMP Tip of the Day | Q@ g [qln)) Thu Oct 12, 11:40 AM [ﬁi
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[] GIMP Tip of the Day

Gimp shows a tip. The Tip of the Day is very useful to become more
comfortable with the program over time.

GIMP Tip of the Day

Welcome to the GIMP!
The GIMP can undo most changes to the image,
=o feel free to expenment.

[] {Shaw tip next time GIMP 5ﬁ%£ﬁvbu5ﬁp || Next tip @-| [ M Cloze

Deactivate this if you do not
want another tip the next
time the program starts.

Select to close the dialog.
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The GIMP window is the main window of Gimp. Here you can select
the tools and specify more detailed tool options in the lower part of the

window.

Rectangular Regions
Elliptical Regions
Hand-drawn Regions
Contiguous Regions
Select Regions by Color

fltr

Ay
(]
B
g
in
&
T

Move Layer

Crop and Resize Image
Rotate Layer or Selection
Scale Layer or Selection
Shear Layer or Selection

fltr.

CLtor

Draw Sharp Pencil Strokes
Draw Fuzzy Brush Strokes
Erase

Airbrush

Draw with Ink

Paintfrus 1| [
Foreground Color Lipschy R S IES
Background Color T =]
Active Brush Moess—r-hivwnal - |
Active Gradient T T
Active Pattern Bruzsh: | BEEESTECEERE

[> Pressure sensiivity

Fade out
Incremental

L= color from gradient

:|.E' . |

Save Options

Restore Options

Delete Saved Options
Reset to Default Values

Shapes from Image

Select Regions Using Curves
Select Colors

Zoom

Measure Distances and Angles

Lt

Change Perspective of Layer or Selection

fltr Flip Layer or Selection

Insert Text
Fill with Color or Pattern
Fill with Color Gradient

Trier |

Clone

Blur or Sharpen
Smudge

Dodge or Burn

Additional Options
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You can categorize the tools into four groups:

Selection tools | Layer tools | Draw tools | other tools
il b T v
i & &H 2
i = L] A
N\ J f
g E Py
Y =] a
g £
&
&
g
o
Exercise: Know the Gimp Windows
In the table above, insert the name of each tool.
B e . Corontive oy, € 1 manwal
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[] Layers, Channels, Paths, Undo. ..

o b el The upper frame of the window has four

[mus | tabs:

&
il

2 8|79 = :

e e — An image has at least one layer, la-
beled Background by default. A
layer is comparable with a transpar-
ent foil. The upper layers hide or

overlay the lower ones.

£  Each color on the computer screen
is a mixture of the three colors red,
| green, and blue. A channel shows
| how much of each basic color is used.
Regions with lots of basic color are
shown in white. Regions with little
basic color are shown in black.

Oim] 1] , \

| Brushes @ ® If you mix 100% red with
ot = 100% green with 100% blue
Rl o I H you get the color white.
« o o | ®| @ [ L )
00 o
T = f? & — A path is a bezier curve like you
ZaliEmi: (& | may be familiar with from vector

oriented draw programs. You can
create a selection from a path and
vice versa.

<:€J: — List of the last actions. To undo select the last valid step.

To undo one step you can press + (2).
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The lower frame of the window has four tabs:

[

— Select a brush from this menu.

pattern, use & and select fill type Pattern Fill in the lower

frame of the GIMP window.

.:I — Select a gradient from this menu. To fill a selection with a gradi-

— Select a fill pattern from this menu. To fill a selection with a

ent, select Bl in the lower frame of the GIMP window.

3.9.3 Open and Save Image Files

To open a file in Gimp, you must first choose Open from the File menu
of the GIMP window. This opens the standard Gnome dialog from which
you can select the file you want to open. The loaded image is displayed

in a new window.

couplejpg 1.0 [RGB, 1layer) 3504x2336.

il -
L3

gz Fiter= Scnpt-Fu

7| ¢

Edit Select View |mage Layer Tools
|

300 1000
T T T T A

g ﬁ-:lu 2300 3000
L 5 S T S S S A

-||||||||||||||||||||||||||||\|\||||||||Y|||||||_I

(al
(a]
!__

2040, 170 |p){ 21| 18% 2 ||Background (62.8 MB)

Most functions of Gimp can be
accessed by the menu bar on
the top of every image window.
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This menu is available by right-clicking the image.

Fila

=

Edit Select View |mage Layer Tools Dialogs Fiters Sonpt-Fu

n|._

||||\||v||

@ou)

Doo—)

a 500 v| 1000 1300 2000 2300 3000 | [a]
1 o ] e o e T T e T o S O o S A o) O S VS v
el

Select
View
Image
Layer
Toolks
Dialogs
Filters

Script-Fu

062,143 |px = ||| 18% % ||Backaroundez.8 ME)

The same menu as is in

the top of the window.

To save the image, you select File — Save as from the image menu.

The default file format of Gimp is XCF. All selections and layers are

stored.

Exercise:

Open and Save Image Files

Open the file examples/Gimp/couple. jpg from the course

CD. Save the opened photo as XCF file into your home direc-

tory.

3.9.4 Select

Regions

The most important thing you have to know for photo manipulation is
how to create a selection. Before you can copy a person from one photo

(©2007 Novell Inc. Copying or distributing all or part of this manual
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into another or before you can change the color of a person’s clothes you
have to select the region you want to use.

ﬁou may already know how to use the selection tools:\

- _ Elliptical selection
@ — Hand-drawn selection
% — Contiguous selection

EE — Color selection

.
T'FS‘E. — Select a shape at it contours

&m — Curves selection /

Rectangular, elliptical, and hand-drawn selection are very easy. They
work as expected.

Exercise: Select Regions — Part 1

Create an elliptical selection. What are the changes in be-
haviour when you keep the following keys pressed while mov-
ing the mouse?

' (Shift]
= (Ctrl]
= (Alt]

Normally a new selection replaces the old one. If you press
before clicking the mouse button to start the second selection (a small
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plus appears next to the mouse pointer), both selections are combined.
If you press before clicking the mouse button to start the second
selection (a small minus appears next to the mouse pointer), the second
selection is removed from the first one.

Y N\
Alternatively you can use the icons in the lower frame of the

GIMP window:

e — The new selection replaces the old one

— The old selection is enlarged by the new one

......

— The old selection is reduced by the new one

......

— Only the region that is part of both selections is selected

......

L J

With the contiguous selection tool, you can select a point in the image,
and a region around that point with similar colors is selected.

Exercise: Select Regions — Part 2

What happens if you select the contiguous selection tool, keep
the mouse button pressed and move the mouse to the right
and to the left?

The color selection tool selects all points in the image that have EE
the same color as the selected point.

Using the shape selection tool select some points around a shape. The
tools try to detect the contours of the shape. The last and the first point
must be identical. If you click in the center of the shape, the shape is
selected. ;)

i

Exercise: Select Regions — Part 3
Select all windows.
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The curve selection tool is not really a selection tool. You can m
also use it for drawing.

It works similar to the bezier tool you might know from vector oriented
graphic programs. Select a point, keep the mouse button pressed and
move the mouse. If the curve is fine, release the mouse button and select
the next point.

When you want to finish the curve, there are two buttons in the lower
frame of the GIMP dialog you can select:

[] [ cratesercionompatn | Creates a selection from the path you draw.

D [ Stroke path | Draws a path. For this a dialog appears where
you can specify the options of the path.

B Stroka Path. x|

(3] s

® Stroke line:

=il |«
Line Width: |60 = | o= =
P Line Stye

& Saolid

Pattem

Stroke with a paint tool

Paintbmush

| @ || @rest || K oonce || @fswe

Exercise: Select Regions — Part 4
Select the brush drawing tool (& ) and try to scribble inside
and outside the selection. What happens?

As you see, a selection can be used to protect regions of unintended ma-
nipulation or to limit a manipulation only to a part of the picture.

Concerning selections, there is a menu item Select in the image menu.
We can not describe all of the menu items here, but the most important
items are:

A1l — Selects the whole picture.
304 (©2007 Novell Inc. Copying or distributing all or part of this manual
is protected by a Creative Commons

Attribution-NonCommercial-ShareAlike 2.5 license.



(3.9 Use Gimp to Manipulate Images)
N\

None — Removes all selections.
Invert — Inverts the selection.

Shrink — Shrinks the selection. You can enter how much the selection is
shrinked into the appearing dialog.

Shrink Selaction

x (|l

Shnnk selection by

CI— T

o Shrink from image border

| @) v || X concer | & ox

Grow — Emlarges the selection. You can enter how much the selection
is enlarged into the dialog, which is very similar to the shrink
dialog.

Border — A border is drawn around your selection and maked as the new
selection. You can enter the thickness of the border into the
dialog.

Borde rfﬁﬂ:g_cﬂ_l':m

Border selaction by

B Blee 3
| @Llelp | | xganc\el! @gﬂ

3.9.5 Use Layers

You can copy the region you selected into the clipboard by selecting Edit
— Copy. Or select Edit — Cut to cut your selection.

To paste there are three menu items available:

Paste — Normal paste
Paste Into — Pastes the content of the clipboard into the current se-
lection.
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Paste as New — Creates a new image from the content of the clipboard.

= Layers, Chanrnels-,.-ﬁ.q_lfi';s-,_-j..l;ﬁ:_ln| Bru. . O x. |

=1 The pasted layer appears in
the Layer dialog and is selcted.

Select the Move Layer tools (4 ) from the toolbox to move the pasted
layer.
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Now you have the following possibilities:

[] You can select the white paper icon below the layer frame ( O ).
The pasted layer is made into a new “real” layer.

[] You can select the anchor icon below the layer frame ( d# ). The
pasted layer is added to the background.

[] You can select the trash icon below the layer frame ( @ ). The
pasted layer is deleted.

If you have more than one layer you can select the mode which controls
how the layer on the top influences the layers below. For this, use the
Mode menu.

Modes other than Normal

produce interesting effects.

LA | W

Layers =

| i e

Mode: | Momal o l o #

| Opacity; e fl 1000 o
|

s
R3] Backgrouw

Select the opacity of the
activated layer here.

When selecting the eye icon («@ ) in front of each layer entry, the layer
is made invisible.

If you select the label of the layer, you can rename it.

Exercise: Use Layers

Create a new layer labeled “Test Layer” and select it. Now
you can start testing the draw tool in the next section without
destroying the original image.
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3.9.6 Use Draw Tools
We can not cover all of the drawing tools here in detail, but we want to

introduce the most important features.

Use the pencil ¢, the brush & and the airbrush # tool to draw free-
hand.

Exercise: Use Draw Tools
Describe the difference between the pencil, the brush and the
airbrush tool.

Before you start drawing you can select a brush from the lower part of
the Layers dialog.

| |
Brushes = =
| circte (13) (11 % 11
g
ke # E
+ o o (| ® il
c0 0 i
. &2
|| Spacing: =1} 200 :%I
Nz = |\l £h |§I
Make sure that the brush |
tab is selected.
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| ® o

i Painthrush =

| Opacity: =} (1000
Made: | Nomal .

Birush: | & l.ElrcIE (11}
[* Pressume senstyity
Fade aut

Incremental

Use color from gradient

Alternatively you can select
the Brush icon in the lower
part of the GIMP dialog.

First, select the color in which you want to draw. In the

GIMP dialog there is a area where you can select the - 2
color of the foreground (the left box) and the color of -3

the background (the right box).

If you select one of the boxes, the color selection dialog appears.

Changs Foreground Color.

¥)I¥0) ) ) )

ollallellelle]|leo

You can select the color from the vertical rainbow bar in the center of the
dialog. The selected color of the rainbow is shown in the top right corner
of the left square.

Now you can select the saturation (vertical axis of the left square) and
the brightness of the color (horizontal axis of the left square).
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In the bottom right color there are twelve small empty squares, which can

be used to store colors. For this, select

When you finish,

} .

select .

To change foreground color and background color, select “.

To switch back to black and white, select ™.

The erase tool (&) works similarly to the brush tool, with the exception
that all colors are removed from the selected layer and the content of the
lower layers appears.

To “draw” text,

select the text tool (T). In

the lower part of the GIMP dialog, you can
specify text options such as

=" Font
=" Font size
=" Color

=" Alignment

If you click inside the image, a simple dialog

appears and you

' GIMP Text Editor

l @ﬂeln [ X Close

can enter the text.

i

: Taxt

= [

| |
Fant; Aa || sans

Size: 18 I pi

4[|

o' Hinting
Force auto-hinter

«| Antialiasing

coor |

ware. [E][EEI[E]
Indent: | 0.0 I—:—I
Lina '_-A_-_
Spacing: [l
(4] | [
9
. -

For each bit of text you enter, a new layer is added. The name of the
layer is the same as the entered text.

310

(©2007 Novell Inc. Copying or distributing all or part of this manual
is protected by a Creative Commons

Attribution-NonCommercial-ShareAlike 2.5 license.



(3.9 Use Gimp to Manipulate Images)
N\

hpacity: = LI L T T e

M -Backgrnuru:l

A text layer.

To use the filling tools &4 and EJ it is helpful to make a selection first.

For pattern fill you can select a pattern from the lower part of the layers
dialog.

Make sure the pattern
tab is selected.

For gradients, the frame looks like this:

Gradients = [

B [rc 0 86 X cockwise hue) =

I [rc to 86 sV cnterdockwse) |

E.FG to Traneparent

B ostract 1

BT ] sostrac 2

| e [~]

& || O || & | N

Select the gradient tab.
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In the tool options of the pattern fill (lower frame of the GIMP dialog)

you can select whether you want to fill your whole selection, or select
similar colors.

| Bucket Fl =

[ ®

Opacity: b 1000

Maode: |NEIITI16|

Fill Type <Ciri=
® FG color fill

BG color fil

Pattem fill

Affected Area <Shift=

@ Fill similar colors

Fill whole selection

mnding Similar Colors

i«f| Fill Tansparent areas

=
1™
|

Select this option to anf———F
the whole selection.

To fill a selection with a gradient, click inside the selection, keep the left
mouse button pressed and move the mouse in the direction of the gradient.
When you release the mouse button, the selection is filled.

;Elend = =@ |
. Opacity: ) [ 10000 I
Made: | Momal

Gradient: I. i Rever
Offsat: G 0.0
Shape: i Linear

You can select different -
types of gradients here.
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There are several different types of gradients available:

E¥° Linear
I¥° Radial
X" Square
¥ Conical
IS Shaped
5" Spiral
The clone tool (& )is useful for copying a texture in the photo to a new

location. This is needed when you have created things you want to du-
plicate.

First, position the cursor into the area you want to copy. Then press
and click into the image. Thereafter you can release and

start painting.

3.9.7 Know Other Important Tools

There are two more tools you will use very often:

15" Color selection tool (#)
IZ° Zoom tool ()

Use the color selection tool to pick a color from the image. A dialog
appears and the picked color is shown.

Color Picker Information
Badkground-2 Jooupbe )

=

{3 v
|i Pixel values ,.' | RGB ==
Red: 155 Red: 61 %
Green: 128 Green: 50 %
Blue: Fil Blue: 29 %

Hex: ObB04b

| @lﬂelp | | X Close |
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By default the foreground color is replaced by the picked color. You can
change this in the lower frame of the GIMP window.

Set background color
/' Add to paletie <Shift=

[ Color Picker [+ [
Sample average

I 3
Sampla mamged

Pick Mode  <Ctri=
Pick anly

@ Set foreground color

Select what to do
with the picked color.

You can pick a color directly by pressing

[Ctrl). This works not for all but for a lot of
tools (e. g. pencil, brush).

The zoom tool by default zooms in the image. If you keep pressed,
the tool zooms out.

More

zoom options are

available at View — Zoom in
the image menu.

314

Dot far
Zoom (18%} [ ¥

@, shrink wrap CirieE
Fulscrzen Fi1

@, zoom In +
@ Fitimage in Window  Shift=Cli+E
@, Fit image to Window

@ Info Window Siift+Ciri+|

16:1 (1600%)
+f navigaton Window  Shift=CireN

8:1 (800%)
éu" Display Fiters

4:1 (400%)

~ Show Selection CuisT 2:1 (200%)
11 (100%) 1

+ Show Layer Boundary
idas Shift+CrrsT H2.4508%)

~ Shaw

~ Snap to Guides 14 (25%)

Show Grid 18 (12.5%)
Snap ta Grid 1:16 (6.25%)
[] padding caior »

* Other (18%) ...
¥ Shaw Menubar é

~ Show ShiftsCiri+R

~ Shiow Statushar

|px 2 ||| 1% 2 | Background (62.8 MB)
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Press to switch to 100% view.

Exercise: Use Gimp Tools
Open the file examples/Gimp/house. jpg from the course CD.

Remove all the cars and refill the “holes” with the wall behind.

3.9.8 Improve Colors

Sometimes the colors of an image are not ideal. A picture might be
discolored by flash overexposure or might have received an odd tint during
the scanning process. In other cases, bad lighting might have led to
underexposure. Gimp offers various options for postprocessing and color
correction. You can access the color correction options by selecting Layer
— Colors in the image menu.
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house.jpg-4.0 fFlGB;_.‘J_]Iyerl:lEO'-INZ}.?G x|

Fie Edt Select View |mage [HEUCH

|E|‘||n |nan ||:| tiw Layer 2300 000 ‘fq\
) S T Y I I
T e s

(1] oupicate Layer

® petete Layer

||\|I|Iw‘h

Stack

|
|
|
L
|

eoul

Mask v | [B] rue-satmtion...
Teansparency »| & Cotarze
Transfarm »| (@) Brghtness-Contrast...

Ban

Threshokd.

B} Layer Boundary Size ..

'] Layerto Image Size

=
[

B Scale Layer..

Autacrop Layer

M

Align Visible Layers...

-

|px &[] 18% 2 | |Backgound (52.8 mE)

Make sure that the correct layer is selected.

Lets take a brief look at some of the dialogs:

=" Color Balance. Change the colors for shadows, midtones and high-
lights. You can add:

[] Cyan or red
[1 Magenta or green
[] Yellow or blue

Remember that it is possible to mix colors.
Red and blue generates magenta. Blue and
green generates cyan. Green and red generates
yellow.

Red and cyan are complementary colors. Also,
magenta and green, and yellow and blue.
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- Co_lon_;fBalancsz X
E} Adjust Color Balance -4
B Background-121 houseing) =S

Select Range to Modify

Shadows

Modify Selected Range's Color Levels

Cyan e i) Red |0 :
Magenta e | Green |0 [d
= )

Yellow i 2 Bhue |0 I%
Reset mnge |

«| Preserve luminosity

q( Preview

!- @me l| ﬁ&esﬂ || X cancal I @QK

1" Hue-Saturation. You can change hue, lightness, and saturation for
the whole image or the six basic colors:

- HuESat'urgtlpn b 4
E Adjust hue / lightness / saturation
Background-121 thodse gl
D Red Select Primary Color to Modify
I
[ Magenta &
M
[] Blue =
[] Cyan - : N
£
[1 Green
Modify Selected Color
D YGHOW Hue: —— ] 0_@
Lightness: e} |o i_—:_-!
Saturation: EE— ] 6_ IE_;
I Iig_s.etmm |
q( Prewview
| @ﬂem !l Flresat || ¥ cancel | @QK

I5° Colorize. The image is converted to grayscale. In the colorize

dialog you can change hue, saturation, and lightness of the main
color.
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Colorize.

# Colorize the Image
& coipound 12t houseipa)

Select Color

Hue: e I 1o (2

Saturation: E—— | 50

Lightness:

o« Preview

\ (FE || EDreset || 2¢ cancer | &P ox

I5° Brightness-Contrast.  You can use Brightness-Contrast to
darken bright images (Brightness) and brighten dark images. You
can make colors appear stronger by raising the value with Contrast.

Badkground-121 (house jpgl

@ Adjust Brightness and Contrast
=
=

Contrast:

[#] Praview

[ @Iﬂelp || EResat || xgancell @QK

This figure illustrates the difference between the ori-
ginal color in the upper left half of the image and a
slightly increased contrast in the lower right half.

I Curves. In this dialog you see can change the brightness of the
image. At the left you see the dark colors, at the right the light
colors.
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ACurwes: b
A9UD Coloe clreas

All Channels ! Curve Type

| é_f_j)QPEn &"Ea\r& | |E||7l

o' Preview,

- L A L = R . x Cancel | | @QK |
This curve shows how many points : 4|

in the image have this brightness

If you click the black diagonal line, you can add points and twist
the line. If you twist the line higher than the diagonal, the effected
colors are lightened. If you move it down to the diagonal, they are
darkened.

¥ Posterize. Use this dialog to reduce the number of colors.

 Posterize e |

E- Posterize (Reduce Number of Colors)

Badkground-121 {house jog)

Posterize fewvels: r ; 12

o | Preview

| @Limp [ FReset || M Cancei | @gx

=" Desaturate. Converts the image directly to grayscale.

15" Invert. Inverts the image.

The Layer — Colors — Auto option offers you five proven color en-
hancement procedures to try. These procedures produce variable results
depending on the source image, but trying these automatic procedures
may be worthwhile. If the changes are not acceptable, you can undo
them by right-clicking the image and then selecting Edit — Undo or,

alternatively, using the keyboard shortcut + .
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Exercise: Improve Colors
Improve the colors of the house photo.

The color of the sky is nearly white on the house photo.
Change it to blue.

3.9.9 Use Effects

Gimp provides several special-effects tools. Filters in the image menu
offers a number of submenus that contain various special-effect functions.

L coupley 1336

Fe Edit Select View |mage Layer Toals Qﬁbgsm

\TEI-"“ 90 1090 =t i ;
a

|px =] 18% 2 | |Background (2.8 MB)

Not all effects can be applied to all image modes. Some effects require
a selection; some do not. Some only make sense when applied to a color
image, some only when applied to monochrome images. Many filters
require a lot of processing power, so you may have to wait for the results
to be displayed on slower computers.
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Exercise: Use Effects
| Create five variations of the
house.jpg photo using five
different effect filters.

2867,781 |px 3 ||| 18% 3 ||Background (109 MB)

3.9.10 Use Script-Fu

Gimp can be extended by “Script-Fu” modules. These modules are stored
in the directory /opt/gnome/share/gimp/2.0/scripts/ and written in
a Gimp specific language, called “Script-Fu.”

The GIMP

32
=

These scripts often simply combine dif-
ferent Gimp tools and effects. So you can
automate complex tasks, such as creating
a slide with your image or to create a logo
for your website.

You can find the predefined Script-Fus un-
der Script-Fu in the image menu or at
Xtns — Script-Fu

ifgsnnil

32A

Exercise: Use Script-Fu
Test five Script-Fu scripts.

3.9.11 Create a Screenshot

You can create a screenshot directly in Gimp via File — Acquire —
Screen Shot from the GIMP menu.
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Screen-Shot

ﬁ Grab
[ ]
) [ T
Sglect Window After | O | Seconds Delay
the Whole Screen
Grab After TD = Seconds Delay
| @me | | X cancel Grab

You can select whether you want to capture the whole screen or a single
window. Also, you can specify whether the screen should be captured
immediately or after a delay.

Exercise: Create a Screenshot

Create a screenshot from you GNOME environment showing
an opened main menu.
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3.10 Enable Multimedia

3.10.1 Use a Sound Mixer

To control the volume, select the small loudspeaker icon
in the bottom right corner. Clicking with the left mouse
button it opens a slider to control the volume.

o Qi

If you want to manage the volume of the different sound devices in de-
tail, select the loudspeaker icon with the right mouse button and select
Open Volume Control from the popup menu. You also can select Volume
Control from the Audio & Video group in the Application Browser.

The dialog that appears may look
different on your computer, depend-
ing on the available sound hardware.

The Playback tab shows volume sliders for the available output devices.

|Mute a device here.

©2007 Novell Inc. Copying or distributing all or part of this manual 323
is protected by a Creative Commons
Attribution-NonCommercial-ShareAlike 2.5 license.



4

[3 Use Open Source Too]s]

The two sliders in the previous image are:

I — The master volume control

Master

- The volume of the PCM device (Pulse Code Modulation)

PCM —

The Capture tab normally shows more icons.

!'_“_E’) Microphona

ERE ERE
- @ « 2

/
/There are only the most important input devices\
shown. If you want to add other devices, select Edit —

Preferences.

| ® Volume Control Preferen X

Select tracks to be visible:

PCM

Line-in

D

Microphane

[] Mic Boost (+20dE)

I:l Videa -

|
Mastar

K Ciose

\_ )

To mute a device select the loundspeaker icon of the corresponding slider.
If you want to record from a device, activate the corresponding micro-

phone icon at the bottom of the slider.
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3.10.2 Play Music

To play music files (such as Ogg Vorbis or MP3) or Audio
CDs, run the Banshee program from Helix. You can do this 1. ok Banshee
by selecting the Helix Banshee icon in the main menu. :

A dialog with the Banshee license appears, when you start Banshee the
first time.

Helix™ Banshee Licensa Agreament

71_ Helix™ Banshee License Ag

(= ) TR
I Ta continue, you must accept this licansa agreemant

REALNETWORKS, INC. f
EMD USER LICENSE AGREEMENT ﬁ
REALNETWORKS PRODULCTS AND SERVICES

REDISTRIBUTION NOT PERMITTED

License for RealNetworks Products and Services

IMPORTANT — READ CAREFULLY BEFORE USING THIS
SOFTWARE: This Licensze Agreament for cartain
RealNetworks Products and Services ("License
Agreement” or "Agreemant”) is a legal

agreemant between you (either an individual

or an entity) and RealNetworks, Inc. and its

suppliers any licensors [collectively "RN' ar =

[ xgam:\e{|| @gx |

After accepting the license, the Banshee dialog appears.

Halix™ Banshee Music Player,

— <)
Music Library Search: |[E}
o) | Track Artist Title Album Genre Time
- 1
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4

It also appears a small dialog in the foreground, that asks whether you
want to import existing music files from your hard disk.

Import Mus icto Library

Import Music to Library

s Your music ibrary is empiy. You may import new
music inta your ibrary now, ar choose to do so later.

Choose an impornt sounce:

= ;
{15 Locat Faider 1

| Do not show this dialog again

| x Cancel | | Impon Music Source

Select your music directory

here and select | meermusi souree |

If you do not want to import music, select | xe= |, To import later, you
can select Music — Import Music. The imported songs should be listed
in the right frame.

Also if you put an audio CD into your CD-ROM, the songs should be
listed in the right frame.

Helix™ Banshee Music P (EVIE

Dans Ma Chair

) 'i Track Artist Title Album Genre Time
1 Patricia Kaas Quand Fai Peur De Tout Dans Ma Chair 4:20
2 Patricia Kaas Dans Ma Chair Dans Ma Chair 4:34
3 Patricia Kaas Chanzon Simple Dans Ma Chair 3:23
4 Patricia Kaas JFai Tout Quitté Pour Toi Dans Ma Chair 350
5 Patncia Kaas Je Me Souviens De Rien Dans Ma Chair 4:06
6 Patricia Kaas Les Lignes De Nos Mains Dans Ma Chair 4:15
) Db i la Sais P

If you select the button @ === the selected songs of the CD are ripped
and imported.
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Helix™ Banshee Music Player
Music Edi Playback Vew bl
‘W‘!D”[‘ﬁ“ T, |w@ |mpqncDH[L]];!‘
| o o | e i |
ﬁ Music Library Dans Ma Chair
© e e
= &) @ Texk | Amst Tite Album Genre Time
1 Patrcia Kaas Quand Tai Peur Da Tout Dans Ma Chair 420
2 Paticia Kaas Dans Ma Chair Dans Ma Chair 434
3 Patricia Kaas Chanson Simple Dans Ma Chair 323
4 Patricia Kaas rai Tout Quitis Pour Toi Dans Ma Chair 350
5 Pavicia Kass Ja Me Souviens Ds Risn Dans Ma Chair 405
s Pavicia Kaas Les Lignes De Nos Mains Dans Ma Chair 413
Select the songs you @ = e

want to import.

The songs are stored as MP3 files in the directory ~/Music by default.

You can arrange songs in a playlist. Select Music — New Playlist.

&

Music -Edit Playback MView Helip
e y L
I q Em—
T Hi £}

|| D> oo =

& Mew Playlist 1
< A playlist icon ap-
pears in the left frame.

To rename the playlist, rightclick the icon and select Rename Playlist.
To remove a playlist, select Delete Playlist from the popup menu.

Use drag and drop to fill the playlist with songs from the music library.
You also can use drag and drop to change the order of the songs in the
playlist.

To start playing the music, select >].
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3.10.3 Watch Movies

Although it is technically possible to watch movies with Linux, a lot of
legal issues must be considered. The movie on a DVD is encrypted and
cracking encrypted information is illegal. Applications are available on the
Internet to watch DVDs. However, these programs are illegal; therefore
Novell is not allowed to include them in the distribution or on the course

CD.

Another problem is proprietary file formats. Quicktime is a format that
was developed by the Apple Computer, Inc. Because Apple has not
made Quicktime available for Linux, you must use either illegal tools
from the Internet or use an emulation utility like CrossOver Office from
Codeweavers Inc. to view a Quicktime movie.

You can watch Real movies without any problems using the Linux version
of the RealPlayer.

To start RealPlayer, select Multimedia — RealPlayer. . st

Before you can start RealPlayer the first time, you have to set it up. A
welcome dialog appears.

RealPlayer Setup Assistant

Welcome to RealPlayer
Chick “forward” to set up RealPlayer.
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Select | #==+ | and the release notes are shown.

‘RealPlayer Setup Ass|stant

Release Motes

Please review the mleasa notes.

ReaiPlayer 10.0.8.805 for Linux
Release Motes
July 2006
System Regquirements

* 350MHz Intel Pentium || processor or
equivalent (500 MHz Pentium 11l or
greater mcommendead)

* G4MBE of RAM

* 30MB available disk space [

® 0 D e A (imbk ememed I s

| ] out || 8 Back | | @Eunvaml

Select | #=< | to see the license for RealPlayer.

tup Acsistant

License Agresment

Please review the terms of the end user bcense agreemeant.
By clicking "accept” you indicate that you accept the terms of
the license agreement

| ®|

Helix DMA Technology Binary Research Use License

REDISTRIBUTICN NOT PERMITTED

This Hele: DMNA Technalogy Binary Research

Use License ("License") is a legal agreement

between You and RealMNetworks, Inc. and

it= suppliers and ficensors (collectively,

"ReaidNetworks") for the binarny versions of =]
the Helix DNA Compiled Binares distibuted hd

RealMatworks Privacy Paolicy

| i oun | | 4 Back | | @) Accept |
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Here select | @x=s |,

Almaost Finished

The setup assistant can configure your mozila
helpers, and check for any player updates,

m @:ﬂ Back - &QK

In this dialog you can select whether RealPlayer should look for new
updates and whether tools should be installed that simplifies to see Real
videos included in web pages.

Select | @= | to start RealPlayer.

Fie Play View Tools Favortes Help

(4) | == .

Change the volume here.

You can open a file on your harddisk by selecting File — Open File.. ..
With Open Location... you can open a file somewhere on the Internet

by entering the URL.
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It is also possible to hear sound files like WAV with RealPlayer. If you
open an audio file, the RealPlayer dialog changes a little bit.

&  RealPlayer-card shuffleawav. ] Fe

File Play AView Tools Favontes Help

» | [4) | el T

| Stopped 0:00 7 0:03 |

Another program, you can use to play unencrypted
DVDs, see videos or audio files is Totem. You can start Fb, toem

it by selecting the Totem icon in the Audio & Video D
group of the Application Browser.
% = o)
Playiist » X
e
| Flopeed| 660G ug Totem supports playlists.

Use > ===| to activate and deactivate the sidebar with the playlist.

In the View menu you can switch between normal window size and
fullscreen by selecting Fullscreen. You can leave the fullscreen mode
by moving the mouse. In the top right corner a button [s:-- appears.

Much more easier to switch between normal

window size and fullscreen is to press .
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* 56, 105
.gimp-2.2, 293
/etc/passwd, 19
7, 56, 105

Access, 153

address book, see Evolution
administrator, 14

AIM, 233

application browser, 34
appointment, see Evolution
Ar, 60, 110

Ark, 109-111

Assembler, 4

audio CD, 325-327
authentication, 249

auto login, 21

background, 66

chat, 232-242

Clipboard, 86

clock, 31, 86

collaboration software, 243-291

complementary colors, 316

Control Center, 61-77, 88, 111-
135

Control Panel, 84, 85

cookies, 143-146

country, 128

CrossOver Office, 328

desktop
icons, 35
virtual, see virtual desktops
directories
most important, 45-46
permissions, 53

Banshee, 65, 325-327 directory
Beagle, 5556, 74, 86, 107-109 create, 46, 98
bell, 75, 130 DISPLAY, 28
bitmap, 221 display, 31, 124
boot loader, see GRUB domain, 19
BSD UNIX, 4 dot, 221
drawing, 221-232

C, 4 DVD, 328
CalDAV, 272
CD Ear, 60

audio, 325-327 email, 86, 250262
CD-ROM, 45 Evolution, 243-291
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address book, 262-267 owner, 53
appointment, 273-282 read, 53
attachment, 251, 254-255 write, 53
Bee, 252 file manager, 39-55, 85, 94-105
calendar, 268-282 file names, 42
carbon copy, 252 File Roller, 58-61
category, 264, 266, 276, 277, file system, 42-46, 98
285, 286 principles, 43
Cc, 252 structure, 43
configure, 243-250 files
contact, 262—267 archive, 5861, 109-111
contact list, 266—267 connect, 51, 103
email, 247-262 copy, 47-48, 99-100
filter, 256262, 276278, 285 delete, 49-51, 101-102
folder, 255256 link, 51, 103
forward, 253 move, 4748, 99-100
HTML, 252 permissions, 52-55, 104-105
inbox, 256 rename, 48, 100
meeting, 278282 search for, 55-58, 105-109
memo, 288-291 Firefox, 136-151
memo list, 289-290 address bar, 136, 149
recurrences, 274-276 bookmark, 138-141
reminder, 273 cache, 146
reply, 253 cookies, 143-146
settings, 291 downloads, 146
task, 282288 extentions, 151
task list, 282-283 history, 137, 146
thumbnail, 254 passwords, 146
time zone, 250 print dialog, 141, 142
wizard, 243-250 search, 137
Excel, 153, 188 SSL connections, 148-149
Exchange, 246 stored data, 146148
tabbed browsing, 137
file themes, 150
execute, 53 floppy disk, 45
group, 53 focus, 70
hidden, 293 font, 67
others, 53 fonts, 132
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Gaim, 232-242

account, 233-235
alias, 234, 236
auto login, 234
away, 241
block, 239
buddy, 236-238
buddy list, 237
font, 239
group, 238
image, 239

line break, 239
link, 239
message, 240
panel, 242
password, 234
preferences, 241
privacy, 239
protocol, 233
screenname, 234, 236
send, 239
smiley, 239
status, 240

Gimp, 292-322

airbrush, 308
background, 309
bezier, 304
brightness, 318-319
brush, 300, 308, 309
channel, 299

clone, 313

color, 309

color balance, 316

color correction, 315-320

curve, 304

effects, 320-321

erase, 310

fill, 300, 311

foreground, 309

freehand, 308

gradient, 300, 311

grayscale, 319

hue, 317

image menu, 301

invert, 319

layer, 299, 305-307, 310

path, 299, 304

pattern, 300, 311

pencil, 308

posterize, 319

region, 301-305

saturation, 317

screenshot, 321

Script-Fu, 321

selection, 301-305

shape, 303

swap, 294

text, 310

tip, 296

tools, 297-298, 302-305, 308—
315

windows, 295-300

wizard, 292-294

zoom, 313-315

GNOME, 27, 30-55

application browser, 34
Control Center, 61-77
customize, 61-77

color selection, 313-314 fonts, 67
colorize, 317 icons, 35-39
colors, 315-320 keyboard, 62
contrast, 318 log in, 30
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main menu, 33-34
menu, 68
mouse, 63
network, 72
NetworkManager, 31
panel, 31
power management, 72
proxy, 72
screensaver, 68
search, 74
Sessions, 74
shortcuts, 71
sound, 75
task manager, 31
theme, 69
toolbar, 68
GNU General Public License, see
GPL
GPL, 5
graphic card, 22
GroupWise, 246
Groupwise, 233, 243
GRUB, 11

hardware, 21, 61

Helix Banshee, see Banshee
help, 154-156

Help Center, 86

hidden files, 293

home directory, 45

installation, 7-13

KDE, 77-81

software, 77-81
Instant Messaging, 232242
internet connection, 15
IRC, 232

Jar, 60

KDE, 27, 77-135
accessibility, 128
background, 112
Colors, 113
Components, 84-89
components, 122
Control Center, 88
crypto, 129
customize, 111-135
desktop, 84, 90
fonts, 114
icons, 115
install, 77-81
Internet, 122
login manager, 132
menu, 83-87, 91
network, 122
panels, 119
passwords, 130
paths, 132
peripherals, 124-127
privacy, 129

host, 249
HTML. 252 SCreen saver, 116
Hula 2’ 16 security, 129
’ splash screen, 116
icons, 35-39, 90-94 style, 116
ICQ, 233 taskbar, 120
image, 221-232 themes, 117
IMAP, 246 wallet, 130
index, 180 window decoration, 117
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Kerry, 107-109
keyboard, 11, 25, 62, 125
layout, 128
shortcuts, 129
keyring, 235
Kicker, 84, 85, 91, 119
Konqueror, 85, 86, 94-105
customize, 94
icons, 94
navigate, 95
navigation panel, 95
Kontact, 86

language, 8, 128
LDAP, 19

Lha, 110

licence, 5

links, 51, 103
Linus Torvalds, see Torvalds
local delivery, 246
log in, 30, 81

log out, 35, 83
login manager, 132
login string, 30

mail client, 73

Maildir, 246

main menu, 33-34, 38

mbox, 246

meeting, see Evolution

menu, 68

menu editor, 91-93

Metacity, 27

MH mail directories, 246

mixer, 86, 323-324

mouse, 25, 63, 126
pointer, 126

movie, 328-331

Mozilla Foundation, 136

MP3, 325

MSN, 233

MULTICS, 3
multimedia, 323-331
multiple desktops, 119
music, 323-327

mute, 324

Nautilus, 39-55, 293
NetworkManager, 15, 31, 86
news, 246

NIS, 19

Novell Customer Center, 16

Ogg Vorbis, 325
online update, see updates
OpenExchange, 243
OpenOffice, 152-232
alignment, 164
alingment, 179
arrow, 224
attributes, 207
AutoPilot, 195-196
background, 210, 217, 218
Base, 153
brackets, 207, 208
Calc, 153, 185-205
cell address, 192
character, 163-164
charts, 196-199
color, 163, 165
column, 190
curve, 224
customize, 156
data types, 189, 191-192
database, 202-205
document, 158-161
Draw, 221-232
effects, 225
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ellipse, 224 slide, 211-220

file formats, 154 Slide View, 216

fill, 227-229 snap line, 232

font, 163 spell checker, 173-174
font gallery, 225 style, 164, 168-169
font size, 163 Stylist, 170-172
formats, 207 SUM, 193-194
formula, 192-196, 206-208 support, 154-156
functions, 207 symbols, 208
gallery, 226 table, 178-179
greek symbols, 208 tabs, 166-168

grid, 230 template, 172, 210
group, 208, 229 text flow, 176

Help, 154-156 tools, 224

Help Agent, 155 transition, 210, 219
image, 174-177 web forum, 156
Impress, 153, 209-221 wrap, 176

indent, 165-168 Writer, 153, 157-184
insert, 174-180 zoom, 172-173
layout, 211

line, 224, 227-229 panel, 38

lists, 165 partition, 11

Master Page, 218 password, 20, 30, 70, 130, 235
Math, 206208 root, 14

Maths, 153 patch, 18

operators, 194, 207 PDF, 160

page, 169 point, 221

paragraph, 164-169 POP, 246

PDF, 160 power management, 86
presentation, 220 power control, 125
preview, 184 power management, 72
print, 182-184, 200-202 Powerpoint, 153, 209
printer, 183 presentation, 209-221
rectangle, 224 printer, 22, 64, 126
relations, 207 proxys, 79

row, 190 punch cards, 3

serial letter, 202-205

sheets, 186 Quicktime, 328
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Rar, 110

RealPlayer, 328-331
update, 330

record, 324

region, 128

release notes, 21

remote control, 127

resolution, 221

root, 14

runlevel, 11

screensaver, 68
screenshot, 321
search, 74, 86
Sendmail, 248
shortcuts, 71
side panel, 41
SMTP, 248
snap line, 232
software, 11
install, 77-81
update, 86

sound, 75, 130-132, 323-327

file, 325, 331

mixer, 86, see mixer

system, 72, 130

volume, see volume

sound card, 22

spreadsheets, 185-205
SSL connections, 148-149

StarOffice, 152
support, 154-156

SUSE Help Center, 86

system

administration, 132

bell, 130

notifications, 75, 131

system bell; 75

system mail, 20
System V, 4

Tab Window Manager, 27
table of contents, 180
tar, 60

task manager, 31
taskbar, 120
TCP/IP, 26
temporary files, 46
terminal, 73, 85

text editor, 73
theme, 69

time, 31, 86

time zone, 11, 250
titlebar, 70

toolbar, 68

Torvalds, 5

Totem, 331

trash, 49-51, 101-102
twm, 27, 29

UNIX, 4
updates, 17-18, 31, 86
USB stick, 45
user

create, 2021
username, 30

vector drawing, 223

vector image, 221

video, 328-331

virtual desktops, 84, 86, 88-89,
119

volume, 31, 323-324

War, 60
WAV, 331
web browser, 73, 86, 136-151
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widget, 114

wildcards, 56, 105
window manager, 2629
Windows, 19

Word, 153, 159

X client, 25-29

X server, 25-29

X Window System, 2529

X11, see X Window System
XCF, 301

XFree86, see X Window System
Ximian, see Evolution

xterm, 28
YaST, 8, 76, 77
YOU, 17-18
Zip, 60, 110
Z00, 110
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