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Overview

Overview

This chapter shows you step-by-step how to create and maintain a table of contents, an index
and a bibliography for a text document using OpenOffice.org Writer 1.1.X. To understand the
instructions, you need to have a basic familiarity with Writer and styles.

Copyright and trademark information

The contents of this Documentation are subject to the Public Documentation License,
Version 1.0 (the "License"); you may only use this Documentation if you comply with the
terms of this License. A copy of the License is available at:
http://www.openoffice.org/licenses/PDL.rtf.

The Original Documentation is Creating and Maintaining a Table of Contents, Index and
Bibliography. The Initial Writer of the Original Documentation is Catherine Waterman ©
2004. All Rights Reserved. (Initial Writer contact: sparkovich(@att.net.)

Portions covering Index and Bibliographies created by Paul Miller are Copyright © 2004. All
Rights Reserved. (Contact: paul m nz@hotmail.com.)

Contact the Initial Writers only to report errors in the documentation. For questions
regarding how to use the software, subscribe to the Users Mail List and post your question

there: http://support.openoffice.org/index.html.)

All trademarks within this guide belong to legitimate owners.

Feedback

Please direct any comments or suggestions about this document to:
authors@user-faq.openoffice.org.
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Creating a table of contents

Creating a table of contents

Writer’s table of contents feature lets you build an automated table of contents from the
headings in your document. Before you start, make sure that the headings in your document
are styled consistently. For example, you can use the Heading 1 style for chapter titles and the
Heading 2 and Heading 3 styles for chapter subheadings.

This section shows you how to:
«  Open Writer’s table of contents feature.
-« Use Writer’s table of contents feature to customize your document’s table of contents.

- Save the table of contents.

Opening Writer’s table of contents feature

To open Writer’s table of contents feature and insert a new table of contents in your
document, follow these steps:

1) Place the cursor at the point in your document when you want to insert the table of
contents.

2) From the main menu, choose Insert > Indexes and Tables > Indexes and Tables.
The Insert Index/Table window opens.

3) Click the Index/Table tab if it isn’t already displayed.

Insert Index/T able

IndexjTable I Entries | Styles | Columns I Background |

Type and title

Headtog 1 |
Headig 1.1 ! Title I
Headiag | 3 ! -
1) = iTaL‘ni-‘; of Contents j
Heading 1 ¥ Protected against manual changes

Thid a2 Codoedr frods 12 fird cHapeer, THiZ 12 & U R e dreey 2oy,

Create index ftable

Heading 1.1 for IEntire document ;I Evaluate up to level |1D %i
Thiaia the compeat fro chageer | 1. Thiara e ey for the able of coupeats.

Create fram

Heading 1.2 v Outline 1N |

Thia1a e Codoedr froda chapeer |3, Thia Key=ord 13 taid 240y,
[ Additional Styles |

[ Index raarks

Todic (- Thia il

OF I Cancel Help Reset W Preview
Figure 1. Index/Table tab of Insert Index/Table dialog
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Creating a table of contents

The Insert Index/Table window (Figure 1) has five tabs. All of them can be used when
creating a table of contents:

Use the Index/Table tab to set the attributes of the table of contents.
Use the Entries and Styles tabs to format the entries in the table of contents.

Use the Background tab to add color or a graphic to the background of the table of
contents.

Use the Columns to put the table of contents into a number of individual columns

The preview box, located on the left-hand side of each tab, shows as you work how the table
of contents will look. (If you don’t see the preview box, select the Preview checkbox in the
lower right-hand corner of the window.)

Using the Index/Table tab

Use the Index/Table tab, pictured in Figure 1, to set the attributes of the table of contents.

Setting basic attributes
To set the basic attributes of the table of contents:

1) From the Type drop-down list in the Type and title area of the tab, select Table of
Contents if it isn’t already selected.

2) From the drop-down list in the Create index/table area, select Entire document.
There is an additional option to create a table for just the current chapter. For more
information refer to Help > Contents.

3) In the Create from area, check the Outline checkbox.

4) In the Create from area, clear the Index marks checkbox.

Adding a title
If you’d like the table of contents to have a title, enter it in the Title field. (If Writer entered a

title in this field automatically, you can change it by simply typing over the value.) To delete
the title, clear the Title field.

Protecting against manual changes

To protect the table of contents from being changed accidentally, select the Protected
against manual changes checkbox. If this box is checked, the table of contents can only be
changed using the context menu or the Insert Table/Index window. If the box isn’t checked,
the table of contents can be changed directly on the document page, just like other text.

Changing the number of levels

By default, Writer evaluates 10 levels of headings when it builds the table of contents. To
change the number of levels evaluated, enter the desired number in the Evaluate up to level
spin box.

Creating and Maintaining a Table of Contents, Index and Bibliography 2



Creating a table of contents

Assigning custom styles

Writer automatically assigns to the table of contents all paragraphs formatted with the default
heading styles (Heading 1, Heading 2, and so on). To assign paragraphs formatted with
custom styles, follow these steps:

1) In the Create from area, select the Additional Styles checkbox.
2) Click the (...) button to the right of the checkbox. The Assign Styles window (Figure
2) opens.

Assign Styles

Styles

Mot applied bz s Ja s J86 [ |8 Jo o |

Contents 2 Help
Contents 3
Contents Heading
Default

Heading

Heading 1
Heading 2
Heading 3

Index

List

Textbody

Cance| |
cantents 1

« | » |

Figure 2. Assign Styles window

3) In the Not applied column, click the style that you want to assign to the table of
contents.

4) Use the >> button to move the selected style to the desired outline level. For example,
if you want paragraphs formatted with the selected style to appear as top-level entries
in the table of contents, click the >> button once to move the style into the 1 column.
To move the style in the opposite direction, use the << button.

5) Click OK to save your changes and return to the Index/Table tab, or click Cancel to
return without saving your changes.
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Creating a table of contents

Using the Entries tab

Use the Entries tab, pictured in Figure 3, to format the entries in the table of contents. For
each outline level, you can add and delete elements, such as chapter numbers, and you can
also apply character styles to individual elements.

Inzert Index/T able
Index{Tahle Entries. |St\.|1es| Calumns I Backaround |
Beadg 1. i Lewe| Structure and Formatting
Headieg | | |
e BN T N N T
3 Chapter na. | Erftriteis: | Tab stop | Padestia | Hypetlink |
Heading 1 :
Thid 202 codredt frods 12 firZ cHapear. THIZ 13 2 U7 L2ty 2dn. I3 Character Style ’{ Maones
7
Heading 1.1 g
Thid 2t Soxtedt e clager |1 Thided t2 2db fow' a2 abde of codtedes. 9
10
Heading 1.2 Farmat
This it Counenc ot hagede [ 3 Thidlceymied s/ witie 2y ¥ Tab position relative to Paragraph Style indent
Todic (- Mhia e bl
A,
Femge - T3 13 g |

oK I Cancel Help Eeset [ Breview

Figure 3. Entries tab of Insert Index/Table dialog

To begin, click a level number in the Level column to select the outline level whose elements
you want to format. (You’ll be able to apply your changes to all outline levels later.) The
Structure line displays the elements for entries in that level. Each button on the Structure line
represents one element:

+ The E# button represents the chapter number.
+ The E button represents the entry text.

« The T button represents a tab stop.

+ The # button represents the page number.

« The LS button represents the start of a hyperlink. (This button doesn’t appear on the
default Structure line.)

« The LE button represents the end of a hyperlink. (This button doesn’t appear on the
default Structure line.)

Each white field on the Structure line represents a blank space.

Note: If the chapter number defined for your document includes the word “Chapter” before the
number itself, then the E# field in the table of contents will also include the word “Chapter”. If
you want to include the chapter number with the page number (for example, in the style “I-1,
1-2, ...), you will find that the page number appears in the table of contents as “Chapter 1-1",
which is probably not what you want.
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Creating a table of contents

Deleting elements

To delete an element from the Structure line, click the button that represents that element and
then press the Delete key on your keyboard. For example, to delete a tab stop, click the T
button and then press the Delete key.

Adding elements
To add an element to the Structure line, follow these steps:

1) Place your cursor in the white field to the left of where you want to insert the element.

2) Click one of the five buttons that are just below the Structure line. (For example, to
add a tab stop, click the Tab stop button.) A button representing the new element
appears on the Structure line.

Note that if you insert a hyperlink, you must indicate both the beginning and end of the link.
For example, to change the default Structure line so that the chapter number and the entry
text form a hyperlink, follow these steps:

1) On the Structure line, place your cursor in the white field to the left of the E# button.
(Recall that the E# button represents the chapter number.)

2) Click the Hyperlink button. An LS button, representing the start of the hyperlink,
appears on the Structure line.

3) On the Structure line, place your cursor in the white field to the right of the E button.
(Recall that the E button represents the entry text.)

4) Click the Hyperlink button again. An LE button, representing the end of the
hyperlink, appears on the Structure line.

Applying character styles
To apply a character style to an element on the Structure line:

1) On the Structure line, click the button that represents the element to which you want to
apply a style.

2) From the Character Style drop-down list, select the desired style. Writer applies the
selected style to the selected element.

To view or edit the attributes of a character style, select the style from the Character Style
drop-down list and then click the Edit button.

Applying changes to all outline levels
To apply the displayed structure and formatting to all outline levels, click the All button.

Tab position
When checked, this ensures that the entries are displayed indented according to the settings of
their individual formats.
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Creating a table of contents

Using the Styles tab

Use the Styles tab, pictured in Figure 4, to apply paragraph styles to the table of contents.
You can apply a different paragraph style to each outline level of the table.

Inzert Index/T able

Index [Table | Entries Styles | Column'sl Backaround |

Aszsignrment

Beadig 1. |
Headieg |1 ! Levels Paragraph Styles
Headig | 3, 1
Title [Contents Heading)] = | Caption —
Lewel 1 [Contents 1] : Contents |
Heading 1 Lewvel 2 [Contents 2] Cantents 10
Thidia ¢ Couredt frioss e firk chidpeer, Thid 1 & UK r Arecory <dwy. Level 3 [Contents 3] Contents 2
Lewe| 4 [Contents 4] Contents 3
Gasiine Lewvel 5 [Contents 5] Caontents 4
lallg] h
d Lewvel & [Contents &] Contents 5
Thidid i< Couredt fross chapear 1.0, Thiaig @i 2wy for e kie of coumdo,
Lewel 7 [Contents 7] Contents 6
i Level & [Contents 5] Contents 7
Remdingid 2 Lewvel 3 [Contents 9] Contents &
Thid g @i Codreet fross cigpeer 1.2, Thia Key=ord 19 & cialid 20F. Level 10 [Contents 10] Contents 9
Contents Heading
Default
| | | | | | Firstline indent

| | | | | | Footer |

Tobfe ¢ Tz bl d
Eelir |
Ok I Cancel Help | Beset | I Ereview

FemgE TP 1 irmpe |

Figure 4. Styles tab of Insert Index/Table dialog

To apply a paragraph style to an outline level, follow these steps:
1) In the Levels list box, select the desired outline level by clicking it.
2) In the Paragraph Styles list box, click the paragraph style that you want to apply.
3) Click the < button to apply the selected paragraph style to the selected outline level.
To remove paragraph styling from an outline level:
1) In the Levels list box, select the desired outline level by clicking it.
2) Click the Default button.

To view or edit the attributes of a paragraph style, click the style in the Paragraph Styles list
box and then click the Edit button.
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Creating a table of contents

Using the Columns tab

Use the Columns tab, pictured in Figure 5 to change the number of columns the table of
contents is displayed in.

Insert Index/Table B u x|

IndeaiTakle | Ertries | Styles Columnsl Eackground I

Heading 1 1 Settings
Huadingll 1 ———. E E
Tty ] Lolumns fra— i i
Huadingl 1 1 | 1 E l — E E
Heading 1
‘Wickth and spacing
Th & fhe conttfom fo Swtchapir. Th & & wor dim oy wame.
Callmk d | 1 2 3 » I
et I 2 | 4 | H
Th § fhe conttfom chapr 1], Thi § fha ooty for flo nbk ofconmne.
- .
Heading 1.2
Thi & e conkntfrom chapir 1 2. Thic kyrword & 4 madn pntny. [V Aitoiificftt
Separstor line
Lire |r-.=0n-3 bt I
[ | | | | | Heloht I 100% :—l
Tadic (- Fhia i fedie
= Pzt Top .

oK I Cancel Helo Reset | M Ereview

Figure 5. Columns tab

Adding multiple columns

To display the table of contents in more than one column (which is the default), follow these
steps :

1) Either enter the number of columns desired in the box labeled as Columns, or select the
icon that represents the number of columns wanted.

2) If you want the columns to be evenly distributed according to the page width, then the
Autowidth box should be checked (which it is by default). If unchecked you can manually
set each of the following by altering the associated spin box:

«  Width between each of the columns (if the default settings are not sufficient)
+ Spacing between each of the columns (if the default settings are not sufficient)

3) You can choose to have a separator line between the columns if required. The default is
none; however this can be changed by selecting the following options

« Line: The width of the line.
+ Height: The height of the line.

- Position: Relative position of the line to the table (top, middle, or bottom), if the
height is less than 100%.
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Creating a table of contents

From the As drop-down list, select Graphic. The Background tab displays the graphics
options.

Using the Background tab

Use the Background tab, pictured in Figure 6, to add color or a graphic to the background of
the table of contents.

Adding color
To add color to the background of the table of contents, simply click the desired color in the

color grid.
Insert Index/T able
Index (Table | Entries | St'\,desl Colurmns  Background |
Beadmg | | A5 lCoIor :l
Headiag, | .1
Headg |2 1 Background color
Mo Fill

Heading 1 ....!!..r.;

Thid i e Coareet froo i fird chipoer. T 19 L USer drectoy eany.

Heading 1.1
Thia 2t coupeat froc chiapoer |1 Thiaid te 2auy for te tbie of coopeacs,

Heading 1.2
Thia 19 the coatear froc chapoer | 2. Thia keyword 13 d e €ary.

-

oK I Cancel | Help | Reset W Breview
Figure 6. Background tab of Insert Index/Table dialog, showing Color choices

Adding a graphic
To add a graphic to the background of the table of contents, follow these steps:

1) From the As drop-down list, select Graphic. The Background tab now displays the
graphics options, as shown in Figure 7.

2) Click the Browse button. The Find Graphics window opens.

3) Find the graphic file that you want to use and then click the Open button. The Find
Graphics window closes and the selected graphic appears in the graphic preview box
on the right-hand side of the Background tab. (If you don’t see the graphic, check the
Preview check box underneath the graphic preview box.)

4) In the Type area of the Background tab, choose how you want the background
graphic to appear:

Creating and Maintaining a Table of Contents, Index and Bibliography 8



Creating a table of contents

 To position the graphic in a specific location in the background, select Position
and then click the desired location in the position grid.

- To stretch the graphic so that it fills the entire background area, select Area.

- To repeat the graphic across the entire background area, select Tile.

Insen Index/T able
Index {Table | Entries | St\.desl Columns Background |

Headtos 1 | A5 ICraphic :]

Haadig | .1 1

Headug 12 ! File

Browse.. | [ P

Heading 1

T3 e Codoedt Trods tie firk chiapeer. THig 1 4 UK e Lreciory ary. Unlinked-graphic

Heading 1.1

Thig 13 e compzer frods chapoer |1 THia o the 2ty for e mable of codpedrs. Type

{* ‘position: ‘9

Heading 1.2

f o
i Area
Thia 13 e compeer frods chapeer |3, Thia keymoed 19 d sl 2wy,
" Tile
&

Tobie (- This v fmbie ¢

£ :
v Prewview

Ok I Cancel | Help | Reset | [ Preview
Figure 7. Graphics options on the Background tab of the Insert Index/Table dialog

Deleting color or graphics
To delete color or graphics from the table background, follow these steps:

1) From the As drop-down list, select Color.
2) Click No Fill on the color grid.

Saving the table of contents

To save the table of contents so that it appears in your document, click OK. The Insert
Index/Table window closes and the table of contents appears in your document.

Creating and Maintaining a Table of Contents, Index and Bibliography 9



Maintaining a table of contents

Maintaining a table of contents

This section shows you how to:
Edit an existing table of contents.

Update a table of contents when changes are made to the document.

Delete a table of contents.

Editing a table of contents

To edit an existing table of contents:

1) Click anywhere in the table of contents and then right-click. The context menu
appears.

2) From the context menu, choose Edit Index/Table. The Insert Index/Table window
opens and you can edit and save the table using the four tabs described in the previous
section.

Updating a table of contents
To update a document’s table of contents when changes are made to the document:

1) Click anywhere in the table of contents and then right-click. The context menu
appears.

2) From the context menu, choose Update Index/Table. Writer updates the table of
contents to reflect the changes in the document.

Note: Writer does not update the table of contents automatically. You must do it manually, as
described above.

Deleting a table of contents
To delete the table of contents from a document:

1) Click anywhere in the table of contents and then right-click. The context menu
appears.

2) From the context menu, choose Delete Index/Table. Writer deletes the table of
contents.

Note: Writer won'’t prompt you to confirm the delete! Use caution when deleting a table of
contents.

Creating and Maintaining a Table of Contents, Index and Bibliography



Creating an alphabetic index

Creating an alphabetic index

An alphabetic index is a useful tool for referencing entries (either words or phrases)
throughout the document in a single place. This section shows you how to:

+ Add index entries
+ Create an alphabetic index
+  Modify the display of index entries

« View and edit existing index entries

Adding index entries

In order to create an alphabetic index, you must first create some entries. Follow these steps
to add these index entries:

1) Either highlight the word of phrase that you want to add to an index, or leave the cursor at
the beginning of the word of phrase.

2) Select Insert > Indexes and Tables > Entry to display a dialog similar to that shown in

Figure 8.
x
Selection T

Incdes: |.ﬂ-.lphabetin::al Il j s
Entry | OpenCffice i
1stkey | | Help
2 daey | j
[ Main ertry
[T Zpply toall similar texts.

[T Metch case

[ Wihelemards anly

Figure 8. Inserting Index entries

The dialog can also be opened by selecting the Insert index marker on the toolbar shown
after a long click on the Insert icon (as shown in Figure 9).
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Creating an alphabetic index

| Ihsert Index Marker i

Fi ;;re 9. Illasert Index Marker icon on Insert toolbar
3) Below is a brief explanation of the fields and how to use them:
« Index — the type of index that is being created (default is Alphabetical).
« Entry — the word of phrase that is to be added (taken from the current document).
+ 1st Key — this is used for grouping similar entries (refer to further explanation below).
+ 2nd Key — as for Ist Key.

+  Main entry — this defines whether the entry is the main one for the document. If this is
to be the page numbered entry (if there are multiple instances in the document) then
this should be checked.

« Apply to all similar texts — check this box if you want additional words within the
document indexed. The sub checkboxes (Match case & Whole words only) become
available if this is selected to refine how additional entires should be treated.

4) Click Insert to create the entry.

5) You can add multiple index entries by keeping the dialog open and overwriting the Entry
field with additional words of phrases.

6) Once satisfied with the entires added, select Close to close the dialog box.

Note : Once a word of phrase has been added as an index, a gray background is added to each
instance for easy reference.

Key explanation

If you wish to group similar words within the index, then you can define what word will be
used as the keys.

For example, you might want to create an index similar to this:

OpenOffice.org
Writer........... 5
Calc............ 10

Impress....... 15

To achieve this, use OpenOffice.org as the 1* key. The subentries (with the page numbers
showing) are the indexed entries. You can also add a 2" Key which adds another layer of
grouping, but this is not commonly required.

Creating and Maintaining a Table of Contents, Index and Bibliography 12



Creating an alphabetic index

Inserting an index into the document
Now that there are index entries, you can create the index using these steps:

1) Place the cursor where you want to add the index and click Insert > Indexes and Tables
> Indexes and tables. Initially, the dialog as shown in Figure 1 on page 1 is displayed.
From field Type select Alphabetical Index to ensure that the Index context options are
shown.

2) A dialog box similar to Figure 10 is shown.

There are five tabs concerned with the creation of an index. Each will be discussed separately
in the following sections.

Index/Table tab
The basic settings are selected on this tab. Each of them is defined further:
1) If you’d like the Index to have a title, enter it in the Title field. (If Writer entered a title in

this field automatically, you can change it by simply typing over the value.) To delete the
title, clear the Title field.

Insert Index/Table x|
Index/Table | Ertries | Styles | Columng I Backoround I
Alphabetical Index Rt
e Ttle [ Biphabetical Index
Fopwond 1
Priooy by
Samodart i
o Tl
¥ Protected against marnusl changes
Heading 1
g Creste indextable
Ihk & e contntfrom e fivtchaper. Ik ¥ a wor dimchry sutny.
for ’Emire documert j
Heading 1.1 Oiptions
Thi & fhe coxbotfom chapir 11, The & fhe vy for o whk ofcontint.
[V Combine idertical entries [ AutoCapitalize entries
Heading 1.2 ¥ Combing idertical ertries with p ar pp [~ Keys as separate entries

Thi & o corkatfom chapir 12, Thi Reyrwerd ¥ + main cany.
I Combite with = [ Concordance file Ellg v |

v Case sensitive

| | | | | | sont

| | | | | | I—_I
I Langusce English (Mew Zesland) j ey type Aphahurneric x
oK I Cancel | Help | Reset | I Preview

Figure 10. Main index/table dialog

2) To protect the index from being changed accidentally, check the Protected against
manual changes check box. If this box is checked, the index can only be changed using
the context menu or the Insert Table/Index window. If the box isn’t checked, the index can
be changed directly on the document page, just like other text.

3) From the drop-down list in the Create index/table area, select Entire document. There is
an additional option to create an index for just the current chapter. For more information
refer to Help > Contents.
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Creating an alphabetic index

4) Various other options can be selected based on how you want the index to handles entries:

« Combine identical entries. Defines how identical entries are dealt with. Normally
each instance of an indexed word of phrase will be shown in the index, however
these can be combined using the Combine identical entries with p or pp. If you
want a page range displayed select Combine with - (which will produce something
similar to (23-31)). Case sensitive should be selected if you want to different entries
based on what letters are capitalized.

- AutoCapitalize entries — if you want writer to automatically capitalize entries
regardless of how they show within the document itself.

- Keys as separate entries — if you wish to have the keys have their own page
numbers, select this option.

« Concordance file. This enables a set listing of words to be imported (select using
the File button and then used within the index. The concordance file has a special
file format; for further information, refer to Help > Contents.

« Sort. This defines how the entries are sorted when displayed.
«  When all options are set as wanted

Care should be used when using a concordance file since if not kept up to date there may be
lots of out of date entires that are not relevant.

Entries tab

This tab deals with setting exactly how and what will be displayed for each of the entries.
The screen is similar to Figure 11.

To begin, click a level number in the Level column to select the index level whose elements
you want to format. (You’ll be able to apply your changes to all index levels later.) The
Structure line displays the elements for entries in that level.

You probably want to keep all formating the same regardless of the level and this can be done
by selecting the All button once changes have been made.

Each button on the Structure line represents one element:
« The E button represents the entry text.
« The T button represents a tab stop.
+ The # button represents the page number.

« The CI button represents chapter information. This may not be displayed immediately,
but can be added.

Each white field on the Structure line represents a blank space.

To delete an element from the Structure line, click the button that represents that element and
then press the Delete key on your keyboard. For example, to delete a tab stop, click the T
button and then press the Delete key.
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To add an element to the Structure line, follow these steps:
1) Place your cursor in the white field to the left of where you want to insert the element.

2) Click one of the buttons that are just below the Structure line. (For example, to add a tab
stop, click the Tab stop button.) A button representing the new element appears on the
Structure line.

Each of the items that can be added to the Structure line may have additional formatting that
may be added. For example, you may wish to have the page number a different size font from
the rest of the index text. To do this you need to apply a character style to one of the elements
in the Structure.

To apply a character style to an element on the Structure line:

1) On the Structure line, click the button that represents the element to which you want to
apply a style.

2) From the Character Style drop-down list, select the desired style. Writer applies the
selected style to the selected element.

To view or edit the attributes of a character style, select the style from the Character Style
drop-down list and then click the Edit button.

Insert Index/Table C N x|

IndexiTable.  Entries I Styles | Columng I Eackaground I

Alphabetical Index Lewel Structure and Formatting
cK:;axﬁ : E Structurs *‘II_IEI_I_I_ 'Pl 2 |
Pomasy
c;:a.uylhy ; Eritrydendt | Tab stop | Chapter info | PaE o |
Heading 1

Character Style IcNone:: Ll Edlits: |
Th & fhe corbatfrom fo Svtcbapha. Th & o woz dimehy uutye.

Hezding 1.1
Ik ¥ fo contntfrom chapierll. Thi ¥ fho oxtry for #he bk ofconkny.

Hezding 1.2 Format
Thi & fto conknt from chaprl 2. Thi kyword & & madnonmy.

Character Style for main entries Main index entry j

| | | | | | [ Alphaketical delimiter

Tobie { - This 12 fable

[ Key separated by commas

v Tab postion relative to Paragraph Style indert

ok I Cancel Help Resst | M Ereview

Figure 11. Entries tab for creating an alphabetical index

Additional formatting can be applied using the options in the Format section.
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Alphabetical delimiter. This will display, as a means of separating index entires, the first
letter of all the subsequent index entries. For example:

A

apple, 4
author, 10
B

break, 2
bus, 4

Key separated by commas. Arranges the entries in the index on the same line but
separated by commas.

Tab position relative to paragraph style indent. When checked, this option ensures that
the entries are displayed indented according to the settings of their individual formats.

Styles tab
Refer to “Using the Styles tab” on page 6, for how to use this tab.

Columns tab
Refer to “Using the Columns tab” on page 7, for how to use this tab.

Background tab
Refer to “Using the background tab” on page 8, for how to use this tab.

Generating the index

To generate the index so that it appears in your document, click OK. The Insert Index/Table
window closes and the index appears in your document.

Modifying the display of index entries
To modity the display of index entries:
1) Click anywhere in the index and then right-click. The context menu appears.

2) From the context menu, choose Edit Index/Table. The Insert Index/Table window opens
and you can edit and save the index using the five tabs described in the previous chapter.

To update index entries and delete the index, follow the process described in the sections
“Updating a table of contents” and “Deleting a table of contents” on page 10.
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Viewing and editing existing index entries

Once you have added the initial entries you may wish to make some amendments or add
some new ones. You can view and edit these using the following steps:

1) Place your cursor next to an existing index entry (they are shaded gray for convenience)
and select Edit > Index Entry. Alternatively you can right-click on the word or phrase
and from the context menu select Index Entry.

2) You will be presented with a dialog box similar to Figure 12,

3) You can move through the various index entries using the forward and back buttons
(indicated on the Figure 12). If there is more than one entry for a single word or phrase
then each of the entires will be scrolled through.

4) You can make the necessary modifications or additions to the index entries and, when
finished, click OK.

Edit Index Entry x|

Selection —
e |a"alpi'.&h51|u:al Index j .
Cloze
Eritry |there
15t key | ;I Help
Zridl keey | [ Delete
[ Main ertry
- 4 | P
4 p

Figure 12. Viewing and editing index entries
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Creating and using other types of indexes

An alphabetical index is not the only index that is built into Writer. There are various other
types of indexes, including indexes for illustrations, tables and objects. There is also the
option to create a user-defined index.

These can be created using the following steps :
1) Place your cursor where you want the index created.

2) On the Insert Index/Table dialog from Insert > Indexes and tables > Indexes and tables
(shown in Figure 13), in the dropdown selection field, Type, select the index wanted,

Insert Index/Table B u x|
IndexiTable | Entries | Styles | Colurnns: I Baclkground I
Table of Contents Type and tile
A Tile [ Table of Conterts

Futny.
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Type ble of Cortents

Heading 1 i .Contents anges

- - . Alphabetical Index
11 ¥ fie conknt from e futobapha, The ¥ & war dimehoy sutyy. :

Create indextab lustration Indssx

Heading 1.1 for Il of Tables Ewaluzte Lp ta level m
Thi ¥ i conbat from chaphzl 1, Thi ¥ o uatyy o o whk of conkak o Uszer-Defined =
Hezding 1.2 X Bibliography
Thi & oo conkar from chaphr] 2. Th iy wonl & & mudneny. v Outline

[T Additiorsl Styles

LI

[ [ [ [ [ | v Index marks

Todic (- Thia 12 fadfe ¢

L
fmage 1 - Thia 12 ieage

oK I Cancel Helo Reset | M Ereview

Figure 13. Creation of other types of indexes

3) Modify the various tabs, which are very similar to those discussed in previous sections,

4) Select OK once everything has been set and the index will be inserted.
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Creating a bibliography

A bibliography is useful for displaying references used throughout a document. These are
either stored in a bibliographic database or within the document itself.

This chapter shows you how to:
Create, add and maintain entries within a bibliographic database
Add a reference into a document
Format the bibliography
Update and edit an existing bibliography

Creating, adding and maintaining entries within a
bibliographic database

Although you can use references within the document itself, creating a bibliographic database
allows reuse in other documents and saves a lot of time.

For most of this section the database used is the sample one that comes with Writer.
Create a bibliographic database
Follow these steps to create a bibliographic database:

1) Select Tools > Bibliography database and a dialog similar to that shown in Figure 14 is
shown.

2) The top portion of the screen can be used to filter for specific records within the database.

You can arrange the way the columns are laid out by selecting the Column
Arrangement button.

You can select an alternative data source (another database or table) by selecting the
Data Source button.

3) The middle portion of the screen shows each of the records in a layout similar to that of a
spreadsheet. Additional fields can be viewed by scrolling the screen to the right.

4) The bottom portion of the screen shows the contents of the selected record.
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Figure 14. Bibliography database main screen

Y ou can modify the type of columns (for example, the size of specific database columns) for
any of the columns by doing the following:

1) Open the data source window, by pressing F4 or clicking Tools > Data Sources. There
will be a screen similar to Figure 15.

2) Make sure that the Bibliography database is selected as well as the correct table. You may
have to expand some levels to be able to select the correct ones.

= L[ | L e e o mR T e

.IMlTH W|W g X g|@a|.ﬁ>~ =2k
Bl &3 Bibliography - ertifier | Type | address | sonote | uthor [ Booitie | chepter [ Ediion [ Edter | Howpublish | stiun [ .
il Links | F|eoroza 1 Borges, b
Jé] Queries J L BEORO2kb 1 Eorges, b
=] Tables [ B1IS00 1 Busch, Dar
m | |Damoo 1 Danwienel, | | | |
e x| [Record b [ 11+ A a4 |

=l=zes/AoE

|Text oy j |T|mes e Romanj |12 LI E i U | |§|
Figure 15. Data Source view of Bibliography database

3) Right-click on the table entry and select Edit Table from the menu. This will display the
Table Design window, which should look similar to Figure 16.
4) You can now select each of the columns and modify the Field Type as required.

5) When finished, if you close the Table Design window without saving the table, you will
be asked to confirm whether you want the changes saved.
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Figure 16. Modify table properties dialog

Adding entries to the database
To add entries to the database, follow these steps:

1) Using the lower portion of the screen from Figure 14 you can add records directly into the
database.

2) Complete each of the fields as required. Use the Tab key to move between fields.

3) It is best to use a unique name in the short name. This is used when inserting entries into
documents.

4) To complete the entry move to the last field and tab once more.

Note : If your document requires [Author, date] style referencing, you need to put this
information in the appropriate format in the Identifier field of the database. If a simple
numbering system (for example, [1],[2], etc.) is to be used within the document, then a
unique reference of some sort is required. (Writer will autonumber these based on the
position within the document.)

Maintaining entries in the database

Maintain entries in the database using the same screen as in the previous section. Click on the
appropriate field and modify the text as appropriate.

Modified entries will be automatically saved to the database when the cursor moves off the
record.
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Adding a reference (citation) into a document
To add references from the bibliographic database into a document, follow these steps:
1) Place the cursor where you want the reference to appear.

2) Select Short name will be used or numbering Insert > Indexes and tables >
Bibliographic entry and you will get a dialog similar to that shown in Figure 17.

Insert Bibliography Entry '

Ertry

Ihzert

{*' From hibliography database!

o FErom document cortent Close

il

Ay thar Helg
Borges, Malke; Schumacher, Sy
Title

StarCffice 6.0 Kompendium Edlit

Shart name

BORDZa =

Figure 17. Inserting bibliographic entries into a document
3) The Author and Title of the reference selected in the Short Name field are shown, to use
as a guide.

4) To insert the reference into the document, click Insert. If you wanted to insert a reference
from the document itself (although not recommended) then select the radio button From
document content.

5) You can change the placement of your cursor and insert another reference using the same
dialog. You don’t need to close and reopen it.

6) When you have finished inserting all the references, select Close and you will be returned
to the document.

Formating the bibliography
To create the bibliography, follow these steps:
1) Place your cursor at the point where you wish to insert the bibliography.

2) Select Insert > Indexes and tables > Indexes and tables and change the Type to
Bibliography, to see a dialog similar to that shown in Figure 18.

The Insert/Index Table window has five tabs. All of them can be used when creating a
bibliography and will be discussed separately.
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Figure 18. Formatting bibliographic entries

Index/Table tab
The basic settings are selected on this tab.

1) If you’d like the bibliography to have a title, enter it in the Title field. (If Writer entered a
title in this field automatically, you can change it by simply typing over the value.) To
delete the title, clear the Title field.

2) To protect the bibliography from being changed accidentally, check the Protected against
manual changes checkbox. If this box is checked, the bibliography can only be changed
using the context menu or the Insert Table/Index window. If the box isn’t checked, the
bibliography can be changed directly on the document page, just like other text.

3) To simply have the bibliographic entries numbered within the body of the document (for
example, [1], [2], ...) then select Number entries. If however you wish to have the field
Identifier (from the database) appear in the document, then clear this checkbox.

4) Select the type of brackets that you want the referenced entries, within the body of the
document, to display.

5) Define the sorting that is required. Currently only alphabetic is supported.
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Entries tab
The structure of this tab is similar to that of the previous sections (see Figure 19).
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Figure 19. Entries tab for bibliographies

You can define how the entry will appear based on the Type of the entry, or simply apply the
same format to all entries by selecting the All button.

The Structure of the entry is based on the fields available in the bibliographic database. The
ones shown by default are:

« Sh — short name

- Au - Author
- Ti-Title
« Ye-Year

Sorting can be achieved by modifications to the Sort by options and Sort keys can be used to
group similar references.

Styles tab
Refer to “Using the Styles tab” on page 6, for how to use this tab.

Columns tab
Refer to “Using the Columns tab” on page 7, for how to use this tab.

Background tab
Refer to “Using the background tab” on page 8, for how to use this tab.
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Generating the bibliography

To generate the bibliography so that it appears in your document, click OK. The Insert
Index/Table window closes and the bibliography appears in your document.

Updating and editing an existing bibliography
To modify the display of bibliography entries:
1) Click anywhere in the bibliography and then right-click. The context menu appears.

2) From the context menu, choose Edit Index/Table. The Insert Index/Table window opens
and you can edit and save the table using the five tabs described in the previous section.

Updating bibliography entries and deleting the bibliography follow the same process as
described in the sections “Updating a table of contents” on page 10 and “Deleting a table of
contents” on page 10.
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