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1. Applying a style

A -- to a cell

Open the Stylist:
- choose Format — Stylist ,
- or pressF11,

e
- or click the icon ’:onthe Functi on Bar.

Inside the Stylist window, there are several ready-to-use styles.
You may choose the Def aul t style to modify it as you wish:

- select the Default style
- right click to display the context menu
- choose Modify. ..

Organizer | Mumbers Funt] Fant Effects |Mignmant | Eurders] Background ] Cell Protection

Eont Typeface Size
Arial | Mormale
Andale Mono

Corshio J
lanal Black Grassefto 11
lAnoso Grassetto Corsivo 12
AwantGarde 13
Bookman 14
Chesmarn =l 15 =
Font zolor Language
|Il Black - "% Italian (ltah) B

Anal
The same fontwillbe used on both your printer and your screen.
| ok Cancel | Help Feset | Standard

This new window includes all tabs needed to format your cells,
either for the fonts, alignment, or numbers. In fact, it's this
latter tab which is the most used.

Let's take a look at the Currency setting of the Nunber s tab.
Here, you can choose which currency you wish to work with. Below,
you can see what is displayed if you click on this category:

A box called For mat is displayed. Select your currency and an
example is shown just to the right. The language is what you have
chosen by default in the global options of your OO0 Suite.
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Latagon Format Language
LAl E |E Gemnan (Gemany) j IDeiauh j
Uzer-defined T =
Murnber 1.23400 €
Percent 1534 ¢
Currency | :
Date 1534 —
Time A, 234 un EUR
Scientific = |-1.234.00 EUR =l 123457 €
Options
Diecimal places 2 3: F Megatve numbers red
Leading zeres 1 3:  Thousands separator
Format code
|# #2000 [$E-407].[RED]-# ##0.00 [$€-407] v I e I o
Uzer-defined

Under ' Options', select the nunber of deciml places that you w sh
to be displayed, the color of the negative nunbers, etc.

When you have conpl eted your choices, click the OK button and all
cells formatted with the Default style will be changed accordi ng
to the new settings...

Not e : If you don't want to accept the style of some cell, select

it and instead of changing the Default standard, when the right

click context menu appears, select New. . . . In this way you'll be

able to create your own style. Repeat the same actions you may

have done for the Default style changes. Then, give it a name for

the new style in the Or gani zer tab and click on X to have the new
style displayed in the Stylist window

To apply it to a cell, locate your cursor inside the ceII and then

double click on the name style, inside the Stylist.

B. -- to a page
Once nore, everything happens inside the Stylist.

- Cick the second icon of the Stylist to access the 'Page
Styl es'

- Right click on the 'Default' style and choose Mdify...
- The windows that will appear have sonme new t abs:

Renmenber: it's inside this page that you can set the header and
the footer of your sheets and the col or of the background too.
Sone tabs are the sane as we have found in the previous procedure,
so they will not be expl ai ned again.
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Eomat

Instead, pay attention to the Page tab:

Now,

v

in the Paper Format section, you can choose not only the paper
type of the output but also its orientation. The sheet

di splayed to the right reflects your changes in a mni-
preview,

in the Margi ns section, you set the margin sizes. If you set

t hem beyond the printing area, a nessage will warn you.

in the Layout section, 'Page Layout ' l|lets you select how to
align the content of the cells inside the sheet. Mke your
choi ces!

| et' s exam ne another very interesting tab: the Sheet.
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i
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It's self-explanatory, except for the section, Scale, which is a
bit obscure:

« '"Reduce/enlarge printout' allows you to decrease or increase
the size of the print inmage of your sheet

- "Fit printout on nunber of pages' allows you to determ ne the

exact nunber of pages on which the spreadsheet will be
printed. The size of the sheets will be adjusted to fit that
nunber .

2. Using the AutoFormat feature

Attention : to use this feature, you have to sel ect, by
hi ghlighting an area of cells, because the function isn't for one
or two cells only, but rather for a range.

You can access the formatter by selecting 'AutoFormat' fromthe

menu, Format, or by clicking on this icon:
the Tool bar to the left of your display.

that you find in

Fﬂi’l‘f’rﬁt | I:IK |
Default -
D Cancel |
Black 1
Black 2
Blue Help |
Brown
Cumency Add.. |
Currency 30 B
Currency Gray Dalete |
Currency Lavender
Cumrency Turquoise |
e 4 i bore »>

Incredible! It seens that the whol e presentati on work has been
done automatically! :-)

You only have to click on the format's nane tabs to sel ect what
you prefer!

O course, you can create your own format (see the Add.... button
to the right) and, eventually, delete it when you think that its
| ook and feel doesn't reflect the fashion of the nonent anynore!

By clicking on More, sone additional formatting options appear. If
you nodify them the result will be presented in the preview imge
di spl ayed in the AutoFormat w ndow.

Note : if you want to undo an AutoFormat action, select the zone
to which you have applied the style, right click on it to display
t he context nenu and choose 'Default’

http://whiteboard.openoffice.org/doc/ 6



OpenOffice.org Documentation Project How-To

3. Using Thenes fromthe Gallery

They consi st of a collection of cell styles, Thenes, whose
settings are fixed, but whose styles are interchangebl e.

To understand how t hey work:

Yes,

open the Gallery

click on the 'Choose Thene' in the Tool bar to the left of your
di splay. It's just below the AutoFornat icon.

choose the '"Blue jeans' thene in the sel ection w ndow,

pay attention to the customcell styles that are displayed in

the Stylist,
your page will be nodified according to the thenme you have
chosen,

click on OK to close the selection w ndow,
now, click on the cell style to see how they are shown and,
eventual ly, nodify themto change your sheet pagi nation.

to utilize these thenes, it is necessary to learn a bit about

them but it's so easy to |earn!
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