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Output documents

in PDF format

No printer? Paperless office? Sending documents via email? Save
time, effort and expense by creating PDFs instead of paper prints.

rinting out your documents is not always the

best thing to do. While there's something

rather pleasant about having a physical
hardcopy of your work, it can be expensive and
time-consuming (especially if you spot mistakes
and have to print the whole thing out again!). But
outputting as a PDF saves time and effort, and can
also be conveniently emailed. If someone needs a
hard copy, they can always print it out at their end.

You can export a PDF file from any component
of the OOo suite simply by selecting Export PDF
from the File menu (in Calc you have to select
Export and than choose PDF as the filetype).

A PDF file (Portable Document Format) is very
similar to PostScript (printer data that would be
sent to a printer when printing out the document).
[t encodes the text, character shapes and images in

such a way that the same document can be read
on any platform, or any computer with PDF reading
software. It was developed by Adobe initially
because of the problems people had with fonts,
and not being able to read the same document on
multiple computers (even more important if you
are sending it to someone else).

Important format

OpenOffice.org Writer recognises the fact that
PDFs are important by having a distinct button for
producing them (see item 4 on our Writerinterface
guide on pl9), whereas most versions of Microsoft
Wordtend to bury the PDF creation option in an
obscure place at the bottom of a Print dialog rather
than giving it the prominence it deserves. Over
time, the format has been extended to include all
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sorts of interactive features and security settings to
protect the content. Although, it must be pointed
out, the security methods used by the PDF format
aren't that robust, so don't trust the confidentiality
of your top state secrets to them!

Intending to email documents? You should be
aware that enabling many of the options (eg
Tagging) may dramatically increase the size of the
document. If your PDF files end up too big to email,
usually the first step is to reduce the graphic
resolution in the General Settings tab.

“Writer has a button
for creating PDFs in
the toolbar.”
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Choose File > Export PDF (on Calc, choose Export and then select PDF as a
filetype). You will get the standard file requestor; navigate the filesystem and
type in a filename to save to. By default the Automatic extension box is
checked, so you don't need to add *.pdf' to the end. The selection option, if
selected, will only export the selected elements of the document.
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OK the filename and the tabbed PDF options dialogue appears; mostly you'll
use General. Specify a page range (eg‘1-4;8;10" will output pages 1,2,34,8,10).
Check the images section below to reduce filesizes or resolution to 90 or 72
dpi if PDFs are only to be read on screen. For high res printing, choose lossless
compression and set the dpi to 300, or don't scale the resolution at all.
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and has as its primary object the ex Submit forms in format: il hd natural protective effort is successful, the
resulting tissue changes subserve ti inthe struggle, the inflammatory reaction
becomes more intense, certain of th ieing is a destructive one. During the stage of
bacterial inflammation, reparative B e Help iation has been allayed, either by natural

means or by the aid of the surgeon,
In applying the antiseptic principle to the treatment of wounds, our main object is to exclude or to eliminate the bacterial factor, and so to
prevent the inflammatory reaction going beyond the stage in which it is protective, and just in proportion as we succeed in attaining this
object, do we favour the occurrence of ideal repair.

Sequence of Changes in Bacterial Inflammation.—As the form of inflammation with which we are most cancemed is that due to the

action of bacteria, in describing the process by which the protective influence of the inflammatory reaction is brought into play, we shall

ral principles of reatment
ic inflammation.
=y

may be defined as ti'* nse to irritation. Th
e tissue elementstot | General (Initial View | User Interface | Security Test or to limit its in

age done by it.

Panes

na which characteris Page only “irritation—such, fol
plication of heat or of = Bookmarks and page and their toxins—a
d whatever the irritan Thumbnails and page -, and its effects on
a whole, vary with di i -action. Amechani
ant, acting alone, inc ~ Magnification ical properties, and
estroy the vitality of tl * Default acted towards repairi
the inflammatory rea Eit in window pair, but may be lool
arative process. Fit width

caused by infection v Fit yisible qisms not only multi
ce chemical poisons | page layout g reaction is corres)
primary object the e; Default 2 natural protective
e changes subserve 1 W 1 inthe struggle, th
e intense, certain of t alemdns being is a destructiy
ammation, reparative & Lontinuous; nation has been all
he aid of the surgeon Cantinuous facing

e antiseptic principle orto eliminate the bj
flammatory reaction 1 proportion as we su
favour the occurrence
Export Cancel Help

f Changes in Bactesiar mnnammmawvin—rs tic ton v noanacen vaa wiliCh We are most col
eria, in describing the process by which the protective influence of the inflammatory reaction is bro
resence of a bacterial irritant.

ion of & colony of micro-organisms is quickly followed by an accumulation of wandering cells, and

Still on the General settings!

The lower half of the dialog deals with some of the extended and extra features
of PDF. Some of these features may not be supported by all PDF readers or
browsers, but most will support them. they are primarily of use with hypertext
documents, as they enable effects such as following hyperlinks and
bookmarks. The Tagged PDF option automatically uses OOo Writer text styles
to create tags for chapter and section headings in the document.

B Initial View

This tab controls the view of the PDF a user will see when they open it (though
you should be aware that this feature does not work on all PDF viewers). For
simple, single-page documents, the Page Only view is best, but the bookmarks
and thumbnail options are good for longer documents. Magnification is usually
best left at default unless it is important that the whole document is visible at
once, and the page layout setting will depend on how you have constructed
your document.
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B User Interface

This section controls the default toolbars and display mode for the document.
Once again, not all viewers support these modes. Most of these options should
be self-explanatory, and somewhat superfluous too. We can't think of many
occasions when it is vitally important to turn of the user’s menu and toolbar,
but if it fits your design aesthetic, then so be it!

B Security

On the last tab we can set some security features. This enables you to
password-protect the entire document, or password protect specific features,
such as being able to print out the document. Both of these sets of features
can use different passwords (in fact, that is the only way it makes sense).
Again, these security measures are more of a deterrent than a cast iron
guarantee that things will be made impossible!
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