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SUMMARY

The free "LibreOffice" suite of
software programs is a great
alternative to not-free "Microsoft
Office..". However, you should set the
various programs inside "LibreOffice"
to default to the most common file
formats of .doc, .xls, and .ppt In
order to have maximum compatibility

with "Microsoft Office".
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SOFTWARE PROGRAMS INSIDE
"LIBREOFFICE"

"LibreOffice Writer" is a free word
processing program. You can use it
Instead of the not-free "Microsoft
Word.." In "Microsoft Office..".

"LibreOffice Calc" is a free

Spreadsheet program. You can use
It Instead of the not free "Microsoft

Excel.." in "Microsoft Office.."
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SOFTWARE PROGRAMS INSIDE
"LIBREOFFICE" (continued)

» "LibreOffice Impress" is a free
presentation program. You
can use It instead of the not-
free "Microsoft PowerPoint.."
In "Microsoft Office..".



THE BEST FILE FORMATS FOR
"LIBREOFFICE" TO DEFAULT TO ARE
.doc, .xls, and .ppt

For the best compatibility with "Microsoft
Office..".

Make "LibreOffice Writer" default to the
.doc file format of "Microsoft Word..".

Make "LibreOffice Calc" default to the .xls
fille format of "Microsoft Excel.." and

Make "LibreOffice Impress" default to the

ppt file format of "Microsoft PowerPoint.."
6




STEP-BY-STEP
INSTRUCTIONS FOR
SETTING THE DEFAULT
FILE FORMATS OF
"LIBREOFFICE"



« Step 1: Start the "Control Panel".

If you are running "Windows XP",
"Windows Vista", or "Windows 7", click on

the "Start" button, then click on "Control
Panel".

If you are running "Windows 8", use the
keyboard to press "Ctrl" + x, then click on

"Control Panel" in the popup "Power Users"
menu:




Fragrams and Features
Fower Options

Event Wiewer

aysterm
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Search
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« Step 2: Double-click on "Folder
Options" inside the "Control Panel".
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All Control Panel ltems - O

t @ » Cont.. » A&ll Control Pane..., » v ¢ Search Caontraol Panel o)

Adjust your computer’s settings View by: Largeicons ¥

Device Manager #y Devices and Printers

Ease of Access Center

. Family Safety Igo, File History

Flash Player (32-bit) Folder Options

Fonts HomeGroup

Indexing Options Internet Options

Keyboard Language




« Step 3: A "Folder Options" box will be
displayed:
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Folder Options %

General | View | Search

Browsze folders
(®) Dpen each folder in the same window

'3::1' Open each folder in itz own window

Click iterns ag follows

! () Single-click to open an item [point to select]

Underling icon fitles consistent with my broweser
® [Underling icon titlez only when | point at them
(@) Double-click to open an item [single-click to select)

M avigation pane
Show Fawvarites

[ ] 5how all folders

[ ] Avtamatically expand to current folder

Resgtore Defaultz

How dio | change folder options ¥




« Step 4: Click on the "View" tab of the
"Folder Options" box:
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Folder Options %

General | View | Search

Browsze folders
(®) Dpen each folder in the same window

'3::1' Open each folder in itz own window

Click iterns ag follows

! () Single-click to open an item [point to select]

Underling icon fitles consistent with my broweser
® [Underling icon titlez only when | point at them
(@) Double-click to open an item [single-click to select)

M avigation pane
Show Fawvarites

[ ] 5how all folders

[ ] Avtamatically expand to current folder

Resgtore Defaultz

How dio | change folder options ¥




« Step 5: The "View" tab of the "Folder
Options" box will be displayed:
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Folder Options

General | view | Search

Faolder wiews

T'ou can apply the wiew [zuch as Details or lcong) that
woL are uging for this folder to all falders of thiz twpe.

&pply ta Folders Feset Folders

Advanced zettings:

Filez and Folders

Alwayz zhow iconz, never thumbnails

[ ] Always show menus

Dizplay file icon o thumbnailz

Dizplay file zize information in folder tips

[ ] Display the full path in the title bar
Hidden files and folders
() Don't show hidden files, folders, or drives
(®) Show hidden files, folders, and drives

Hide empty drives in the Computer folder

Hide extenzions for known file types

Hide folder merge conflictz

Festore Defaults

Cancel Apply




¢ Step 6:
If there I1s a checkmark for "Hide

extensions for known file types”, click
on It to get rid of It.

If there i1s no checkmark for "Hide

extensions for know file types", go to
"Step 11",
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Folder Options

General | view | Search

Faolder wiews

T'ou can apply the wiew [zuch as Details or lcong) that
woL are uging for this folder to all falders of thiz twpe.

&pply ta Folders Feset Folders

Advanced zettings:

Filez and Folders

Alwayz zhow iconz, never thumbnails

[ ] Always show menus

Dizplay file icon o thumbnailz

Dizplay file zize information in folder tips

[ ] Display the full path in the title bar
Hidden files and folders
() Don't show hidden files, folders, or drives
(®) Show hidden files, folders, and drives

Hide empty drives in the Computer folder

Hide extenzions for known file types

Hide folder merge conflictz

Festore Defaults

Cancel Apply




Folder Options

General | Yiew | Search

Falder wiews

ou can apply the view [zuch as Details or loons] that
wou are uzing for thiz folder to all folders of this type.

Apply to Falders Reset Folders

Advanced settings:

Filez and Folders

Ahwanz zhow icons, never thumbnailz

[ ] ashways show menus

Drigplay file icon on thumbnails

Dizplaw file size infarmation in folder tips

[ ] Dizplay the full path i the tite bar
Hidden files and folders
() Don't show hidden files, folders, or drives
(@) Show hidden files, folders, and drives

Hide empty drives in the Computer folder

[ ] Hide extenzionsz for known file types

Hide folder merge conflicts

Reztare Defaults

Canicel i Apply




« Step 7: Click on the "Apply" button:
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Folder Options

General | Yiew | Search

Falder wiews

ou can apply the view [zuch as Details or loons] that
wou are uzing for thiz folder to all folders of this type.

Apply to Falders Reset Folders

Advanced settings:

Filez and Folders

Ahwanz zhow icons, never thumbnailz

[ ] ashways show menus

Drigplay file icon on thumbnails

Dizplaw file size infarmation in folder tips

[ ] Dizplay the full path i the tite bar
Hidden files and folders
() Don't show hidden files, folders, or drives
& 5 how hidden files, folders, and drives

: drives in the Computer falder
[ ] Hide extenzglor known file types
Hide folder merge CONggts

Heztare Defaults

Cancel




« Step 8: Click on the "OK" button:
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Folder Options

General | Yiew | Search

Falder wiews

ou can apply the view [zuch as Details or loons] that
wou are uzing for thiz folder to all folders of this type.

Apply to Falders Reset Folders

Advanced settings:

Filez and Folders

Ahwanz zhow icons, never thumbnailz

[ ] ashways show menus

Drigplay file icon on thumbnails

Dizplaw file size infarmation in folder tips

[ ] Dizplay the full path i the tite bar
Hidden files and folders
() Don't show hidden files, folders, or drives
(@) Show hidden files, folders, and drives

Hide empty drives in the Computer folder

[ ] Hide extenzionsz for known file types

Hide folder merge conflicts

Reztare Defaults

Canicel i Apply




« Step 9: The "Folder Options” box will
disappear:
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« Step 10: Click on the "x" button in the
upper-right corner of the "Control
Panel" window In order to make the
"Control Panel" window disappear:
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All Control Panel ltems

1 & » Cont.. » All Control Panel It... v @&  Search Control Panel

Adjust your computer’s settings View by: Largeicons ¥

Administrative Tools

BitLocker Drive Encryption

" Color Management | Credential Manager

Date and Time Default Programs
Device Manager -y, . Devices and Printers

Display Ease of Access Center

Eamihs Safats v Eila Hictans




« Step 11: Start "LibreOffice" by double-
clicking on it's shortcut on the Desktop:

LibreOffice
4.0
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« Step 12: Click on "Text Document":
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0 LibreOffice
File Edit View Tools Window Help

LibreOffice

The Document Foundation

‘ e 3
=) Text Document:

N
% Spreadsheet

N
@ Presentation

g Open...

Drawing

Database

Formula

Templates...




« Step 13: The "LibreOffice” window will
become a "LibreOffice Writer" window:
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B Untitled 1 - LibreOffice Writer

File Edit Miew Insert Format Table Tools Window Help
B-mE Al & "V %5 -
EE| |DefauItSt'_-,er | |TimesNewF{Dman| |12 | B A4 ﬁ

N R S ! . : . 3

£
Page 1/ 1| Words: 0| Default Style | English (US8) |




* (Steps 14 through 23 set the default file
format of "LibreOffice Writer" to the .doc
file format of "Microsoft Word..")
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« Step 14: Click on "Tools" on the Menu
bar:
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B Untitled 1 wlibreOffice Writer

File Edit Miew Insert Format Table Tools Window Help
BE-rmE&IC B8 %%
EE| |DefauItSt'_-,er | |TimesNewF{Dman| |12 | B A4 ﬁ

N R S ! . : . 3

£
Page 1/ 1| Words: 0| Default Style | English (US8) |




« Step 15: Click on "Options..." on the
pull-down menu:
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E Untitled 1 - LibreOffice Writer
File Edit “iew [Insert Format Table | Tools | Window Help

% - Q @ E f% Spelling and Grammat.., F7

- [0 Default Syl Ti Language '
E L
’ fault Style mes Word Count

v Lo X !

Outline Numbering..,
Line Murnbering...

Eootnotes/Endnotes...
Gallery

Bibliography Database
hail Merge Wizard..,

Sort...
Calculate Ctrl+ +
Update

Macros

Extension Manager..
#AML Filter Settings..
SutaCorrect Options..,
Customize..,

Dptions..,

<
Page 1/ 1| Words: 0| Default Style | English (USa) |




« Step 16: An "Options - LibreOffice User
Data" box will be displayed:
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Options - LibreOffice - User Data

= LibreOffice Address
lser Data
General Company
Mermony
Vi First/Last narne/Initials

Print
Paths Street
Colors

Fonts

Security
Persanalization

Appearance Title/Position
Srcessibility

Adwanced Tel, (Home/Mark)

Cnline Update
Load/ =awve Fax / E-tnail
Language Settings
LibreOffice Writer
LibreOffice Writer\Web
LibreOffice Base
Charts
Internet

City/State/Zip

CountrefRegion

HEHEEHHEBHBH

Cancel




« Step 17: Click on the "+" box to the left
of "Load/Save":
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Options - LibreOffice - User Data

= LibreOffice Address
lser Data
General Company
Mermony
Vi First/Last narne/Initials

Print
Paths freet

Colors

Fonts

Security
Persanalization

Appearance Title/Position
Srcessibility

Adwanced Tel, (Home/Mark)

Cnline Update
Load/ =awve Fax / E-tnail
Language Settings
LibreOffice Writer
LibreOffice Writer\Web
LibreOffice Base
Charts
Internet

City/State/Zip

CountrefRegion

Cancel




« Step 18: The "Load/Save" category will
expand:
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+ & F E

I'—'—'—-’-’II—FIII'—

.ﬂ.duanced
Dnlme Update

General
WBA Properties
Microsoft Office
HTML Compatibility
Language Settings
Libre Office Writer

Libre Office WriterMifeb
| threCiffire Base
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« Step 19: Click on "General" in the
"Load/Save" category:
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.ﬂ.duanced OOF fo
Dnlme Update )
= i San | SIZE
General I RY T
WBA Properties
Picrosoft Office Docurr
HTML Compatibility Test d
Language Settings
Libire Office Writer
Libire Office Wifriter e b
4+ Tihre()Mfire Base
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Step 20: Make sure that "Document
type" Is set to "Text document”. |f
"Document type" Is not set to "Text
document”, use the drop-down list
button to select "Text document":
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= LibreQffice

HEHBHER

zer Data

General

Mernary

Wi ey

Print

Paths

Colors

Fonts

Security

Personalization

Appearance

Bccessibility

Advanced

Online Update
Load,/Sawve

General

WBA Properties

Microsaft Office

HTrAL Compatibility
Langquage Settings
LibreQOffice Wfriter
LibreOffice \Writer eb
LibreOffice Base
Charts
Internet

Options - Load/5ave - General

Load
Load user-specific settings with the docurment

Load printer settings with the document

Sawve
[ ] Edit document properties before saving

[ ] &lwvays create backup copy

save AutoRecovery information every 19 2 Minutes
save LURLs relative to file systern

Save URLs relative to internet

Default file format and ODF settings

QDF format wersion 1.2 Extended (recommended)

size optimization for ODF format
Warn when not saving in ODF or default format

Docurment type Blvvays sawe as

Text dacument ODF Text Document

Cancel
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Step 21: Set "Always save as" to
"Microsoft Word 97/2000/XP/2003"
format. (You will have to use the
vertical scroll bar on the right edge of
the drop-down list in order to scroll
upward.)
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= LibreQffice

HEHBHER

zer Data

General

Mernary

Wi ey

Print

Paths

Colors

Fonts

Security

Personalization

Appearance

Bccessibility

Advanced

Online Update
Load,/Sawve

General

WBA Properties

Microsaft Office

HTrAL Compatibility
Langquage Settings
LibreQOffice Wfriter
LibreOffice \Writer eb
LibreOffice Base
Charts
Internet

Options - Load/5ave - General

Load
Load user-specific settings with the docurment

Load printer settings with the document

Sawve
[ ] Edit document properties before saving

[ ] &lwvays create backup copy

save AutoRecovery information every 19 2 Minutes
save LURLs relative to file systern

Save URLs relative to internet

Default file format and ODF settings

QDF format wersion 1.2 Extended (recommended)

size optimization for ODF format
Warn when not saving in ODF or default format

Docurment type Blvvays sawe as

Text dacument ODF Text Document

Cancel
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Options - Load/5ave - General

= LibreOffice Load
User Data Load user-specific settings with the document

iFeneral . . .
Mermory Load printer settings with the docurment

Wiey SEVE
Print [ ] Edit document properties befare saving

Paths
Calors [ ] Always create backup copy

Fants Save SutoRecovery information every 159 2| Minutes
Security Save URLs relative to file systern

Personalization Save URLs relative to internet
Appearance

Accessibility Default file farmat and QDF settings

.D-.dv.anced QDF format wersion 1.2 Extended (recommended)
Online Update
Load/ Sawe Size optimization for ODF format

General \ifarn when not saving in ODF or default format

WBA Properties
Microsoft Office Document type Alnrays save a3

HThAL Cumpatihilit'_-,-' Tewt docurment ODF Text Docurment
tahng%_aﬁge S::.Et I-::'IQS DacBook
L:h::off:E: W:t::ﬁ"-ﬂ-"eh HTML Docurnent (riter)
Microsoft Word 97/ 20007%P,/ 2003
Microsoft Waord 2003 XL
kicrosoft Word 200772070 kAL

Q0F Text Document
HETp

Charts
Internet
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Options - Load/Save - General

= LibreOffice Load
User Data Load user-specific settings with the docurment

General . . .
Memary Load printer settings with the document

Wiewy SEVE
Print [ | Edit docurnent properties befare saving
Paths
Caolors
Faonts

Security Save URLs relative ta file systermn

Personalization Sawe URLs relative to internet
Sppearance

Brcessibility Default file forrmat and QODF settings
Sdvanced

Dnline Update
Load/Sawve Size optimization far ODF format

. Wfarn when not saving in ODF or default format
WBL Properties

Microsoft Office Docurment type Always save as

HTHL Compatibility Test dacument Micrasoft Ward 97/2000/XP/2003
Language =ettings
LibreOffice Writer
LibreOffice Writer ek
LibreOffice Base
Charts
Internet

[ ] Alwways create backup copy

[¥] Save AutoRecovery information every 15 2| Minutes

QDF format wersion 1.2 Bxtended {recommended)

HEEHEHEE

Cancel




« Step 22: Click on the "OK" button:
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Options - Load/Save - General

= LibreOffice Load
User Data Load user-specific settings with the docurment

General . . .
Memary Load printer settings with the document

Wiewy SEVE
Print [ | Edit docurnent properties befare saving
Paths
Caolors
Faonts

Security Save URLs relative ta file systermn

Personalization Sawe URLs relative to internet
Sppearance

Brcessibility Default file forrmat and QODF settings
Sdvanced

Dnline Update
Load/Sawve Size optimization far ODF format

. Wfarn when not saving in ODF or default format
WBL Properties

Microsoft Office Docurment type Always save as

HTHL Compatibility Test dacument Micrasoft Ward 97/2000/XP/2003
Language =ettings
LibreOffice Writer
LibreOffice Writer ek
LibreOffice Base
Charts
Internet

[ ] Alwways create backup copy

[¥] Save AutoRecovery information every 15 2| Minutes

QDF format wersion 1.2 Bxtended {recommended)

HEEHEHEE

Cancel




« Step 23: The "Options - Load/Save -
General" box will disappear.
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« (Steps 24 through 34 set the default file
format of "LibreOffice Calc" to the .xlIs
file format of "Microsoft Excel..")
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« Step 24: Go back to the "LibreOffice
Writer" window:
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B Untitled 1 - LibreOffice Writer

File Edit Miew Insert Format Table Tools Window Help
B-mE Al & "V %5 -
EE| |DefauItSt'_-,er | |TimesNewF{Dman| |12 | B A4 ﬁ

N R S ! . : . 3

£
Page 1/ 1| Words: 0| Default Style | English (US8) |




« Step 25: Click on "Tools" on the Menu
bar:
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B Untitled 1 wlibreOffice Writer

File Edit Miew Insert Format Table Tools Window Help
BE-rmE&IC B8 %%
EE| |DefauItSt'_-,er | |TimesNewF{Dman| |12 | B A4 ﬁ

N R S ! . : . 3

£
Page 1/ 1| Words: 0| Default Style | English (US8) |




« Step 26: Click on "Options..." on the
pull-down menu:
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E Untitled 1 - LibreOffice Writer
File Edit “iew [Insert Format Table | Tools | Window Help

% - Q @ E f% Spelling and Grammat.., F7

- [0 Default Syl Ti Language '
E L
’ fault Style mes Word Count

v Lo X !

Outline Numbering..,
Line Murnbering...

Eootnotes/Endnotes...
Gallery

Bibliography Database
hail Merge Wizard..,

Sort...
Calculate Ctrl+ +
Update

Macros

Extension Manager..
#AML Filter Settings..
SutaCorrect Options..,
Customize..,

Dptions..,

<
Page 1/ 1| Words: 0| Default Style | English (USa) |




« Step 27: An "Options - LibreOffice User
Data" box will be displayed:
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Options - LibreOffice - User Data

= LibreOffice Address
lser Data
General Company
Mermony
Vi First/Last narne/Initials

Print
Paths Street
Colors

Fonts

Security
Persanalization

Appearance Title/Position
Srcessibility

Adwanced Tel, (Home/Mark)

Cnline Update
Load/ =awve Fax / E-tnail
Language Settings
LibreOffice Writer
LibreOffice Writer\Web
LibreOffice Base
Charts
Internet

City/State/Zip

CountrefRegion

HEHEEHHEBHBH

Cancel




« Step 28: Click on the "+" box to the left
of "Load/Save":
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Options - LibreOffice - User Data

= LibreOffice Address
lser Data
General Company
Mermony
Vi First/Last narne/Initials

Print
Paths freet

Colors

Fonts

Security
Persanalization

Appearance Title/Position
Srcessibility

Adwanced Tel, (Home/Mark)

Cnline Update
Load/ =awve Fax / E-tnail
Language Settings
LibreOffice Writer
LibreOffice Writer\Web
LibreOffice Base
Charts
Internet

City/State/Zip

CountrefRegion

Cancel




« Step 29: The "Load/Save" category will
expand (if it was not already
expanded):
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+ & F E

I'—'—'—-’-’II—FIII'—

.ﬂ.duanced
Dnlme Update

General
WBA Properties
Microsoft Office
HTML Compatibility
Language Settings
Libre Office Writer

Libre Office WriterMifeb
| threCiffire Base
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« Step 30: Click on "General" in the
"Load/Save" category:
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.ﬂ.duanced OOF fo
Dnlme Update )
= i San | SIZE
General I RY T
WBA Properties
Picrosoft Office Docurr
HTML Compatibility Test d
Language Settings
Libire Office Writer
Libire Office Wifriter e b
4+ Tihre()Mfire Base
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« Step 31: Use the drop-down list button
to select "Spreadsheet” for "Document

type™:
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= LibreQffice

HEHBHER

zer Data

General

Mernary

Wi ey

Print

Paths

Colors

Fonts

Security

Personalization

Appearance

Bccessibility

Advanced

Online Update
Load,/Sawve

General

WBA Properties

Microsaft Office

HTrAL Compatibility
Langquage Settings
LibreQOffice Wfriter
LibreOffice \Writer eb
LibreOffice Base
Charts
Internet

Options - Load/5ave - General

Load
Load user-specific settings with the docurment

Load printer settings with the document

Sawve
[ ] Edit document properties before saving

[ ] &lwvays create backup copy

save AutoRecovery information every 19 2 Minutes
save LURLs relative to file systern

Save URLs relative to internet

Default file format and ODF settings

QDF format wersion 1.2 Extended (recommended)

size optimization for ODF format
Warn when not saving in ODF or default format

Docurment type Blvvays sawe as

Text dacument ODF Text Document

Cancel
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HEEHEBEH

LibreCffice
Load/=awve

WBA, Properties
hicrosoft Office
HTML Cormpatibility
Language Settings
LibreCOffice WWriter
Libre Office Writer ek
LibreOffice Base
Charts
Internet

Options - Load/5ave - General

Load

Load user-specific settings with the document
Load printer settings with the docurment

SAvE
[ | Edit dacurnent properties before saving

[ | Always create backup copy

[¥] Save AutoRecovery information every 15 2 Minutes

Save URLs relative to file systern
Zawe URLs relative to internet

Default file format and ODF settings

QDF format wersion 1.2 Extended {recommended)

Size optimization for ODF format
Wfarn when not saving in ODF or default farmat

Docurnent bype Slwvays sawe as

Microsoft Wifard 972000 %P 2003

HThAL document
haster document
Spreadsheet
Presentation

Drawving
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Options - Load/5ave - General

LibreOffice Load
Load/ save Load user-specific settings with the document
B Properties Load prirter settings with the document

Microsoft Office Save
HTML Cornpatibility [ ] Edit docurnent properties before saving
Language Settings
LibreQffice Writer
LibreOffice WiterMieh Save AutoRecovery infarmation every 15 5| Minutes

LibreOffice Base Sawve URLs relative to file systerm
Charts . .
o
Internet Sawve URLs relative to internet
Default file format and ODF settings

Q0F format wersion 1.2 Extended {recommended)

size optirnization for O0F format
Warh when not saving in ODF or default farmat

[ ] Always create backup copy

HEHEHE

Docurment type Aluays save as

spreadsheet ODF Spreadsheet

Cancel

73



Step 32: Set "Always save as" to
"Microsoft Excel 97/2000/XP/2003"
format. (You will have to use the
vertical scroll bar on the right edge of
the drop-down list in order to scroll
upward.)
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HEEHEEHE

LibreOffice
Load/Sawve
General
WBA Properties
hicrosoft Office
HTML Cornpatibility
Langquage =Settings
LibreOffice Writer
LibreOffice WiriterMieb
Libreffice Base
Charts
Internet

Options - Load/5ave - General

Load

Load user-specific settings with the docurnent
Load printer settings with the document

Sawve
[ ] Edit docurment properties before saving

[ ] Alwvays create backup copy

save AutoRecovery information ewvery
Save URLs relative to file systern

Save URLs relative to internet

15

Y
-

kinutes

Default file format and ODF settings

QOF format wersion

1.2 Bxtended (recormmended)

size optirmization for ODF farmat
Warn when not saving in ODF or default format
Docurnent bype

Alvvays sawve as

Spreadsheet

ODF Spreadsheet

Cancel
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Options - Load/5ave - General

LibreOffice Laad
Load/Save Load user-specific settings with the document

VB, Properties Load printer settings with the docurment

Microsoft Office Save
HTML Compatibility [ | Edit docurment properties before saving
Language settings
LibreOffice Writer
LibreOffice WriterAiWeh save SutoRecovery information every 15 = Minutes

LibreOffice Base save LRLs relative to file system

E':::'nset Sawve URLs relative to internet
Default file forrmat and QODF settings

QDF farmat wersion 1.2 BExtended (recommended)

size optimization for ODF format

Warn when not saving in O0DF or default format

Dacurment type Alvways sawe as

[ ] Always create backup copy

HEREREERBE

spreadsheet DDF Spreadsheet

ODF Spreadsheet

ODF Spreadsheet Template

Office COpen XML Spreadsheet
OpenDocument Spreadsheet (Flat XhAL)
OpenOffice.org 1.0 Spreadsheet

OpenOffice.org 1.0 Spreadsheet Termplate W
HETp FEVERT
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TuarrridL

Alniawys save as

Data Interchange Format

dBASE

HTRL Docurment (Calc)
——-( ] 105 0fE Exce| 902000542003
Microsoft Excel 3772000/5P /2005 Ternplate

Microsoft Excel 2003 XML W
HETp FEWErT
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HEHEHEE@

LibreOffice
Load/Sawve

YWBA Properties
kicrosoft Office
HTRL Cormpatibility
Language Settings
Libreffice Writer
Libre Office YWriter\Weh
Libre Office Base
Charts
Internet

Options - Load/Save - General

Load
Load user-specific settings with the document

Load printer settings with the document

AVE
[ Edit document properties befare saving

[ Akways create backup copy

Save AutoRecovery information ewvery
sawve URLs relative to file systern

Sawve URLs relative to internet

Default file format and ODF settings

15 |51 Minutes

ODF format wersion

1.2 Bxtended {recommended)

size optirmization for ODF format
Warn when not saving in ODF or default format
Docurment type

Aluvays save a3

spreadsheet

Mlicrosoft Bxcel 972000 P 2003
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« Step 33: Click on the "OK" button:
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HEHEHEE@

LibreOffice
Load/Sawve

YWBA Properties
kicrosoft Office
HTRL Cormpatibility
Language Settings
Libreffice Writer
Libre Office YWriter\Weh
Libre Office Base
Charts
Internet

Options - Load/Save - General

Load

Load user-specific settings with the document
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« Step 34: The "Options - Load/Save -
General" box will disappear.
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« (Steps 35 through 46 set the default file
format of "LibreOffice Impress" to the
.ppt file format of "Microsoft
PowerPoint".)

82



« Step 35: Go back to the "LibreOffice
Writer" window:
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« Step 36: Click on "Tools" on the Menu
bar:
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« Step 37: Click on "Options..." on the
pull-down menu:
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« Step 38: An "Options - LibreOffice User
Data" box will be displayed:
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« Step 39: Click on the "+" box to the left
of "Load/Save":

91



Options - LibreOffice - User Data

= LibreOffice Address
lser Data
General Company
Mermony
Vi First/Last narne/Initials

Print
Paths freet

Colors

Fonts

Security
Persanalization

Appearance Title/Position
Srcessibility

Adwanced Tel, (Home/Mark)

Cnline Update
Load/ =awve Fax / E-tnail
Language Settings
LibreOffice Writer
LibreOffice Writer\Web
LibreOffice Base
Charts
Internet

City/State/Zip

CountrefRegion

Cancel




« Step 40: The "Load/Save" category will
expand (if it was not already
expanded):
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« Step 41: Click on "General" in the
"Load/Save" category:
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« Step 42: Use the drop-down list button
to select "Presentation” for "Document

type™:
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Step 43: Set "Always save as" to
"Microsoft Excel 97/2000/XP/2003"
format. (You will have to use the
vertical scroll bar on the right edge of
the drop-down list in order to scroll
upward.)
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« Step 44: Click on the "OK" button:
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« Step 45: The "Options - Load/Save -
General" box will disappear.
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« Step 46: Close the "LibreOffice Writer"
window by clicking on the "x" button In
the upper-right corner:
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