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About This Guide




  This manual introduces you to the GNOME graphical desktop environment as
  implemented in openSUSE® Leap, and shows you how to configure it to
  meet your personal needs and preferences. It also introduces you to
  several programs and services. It is intended for users who have some
  experience using a graphical desktop environment such as Macintosh*,
  Windows*, or other Linux desktops.
 

  The manual is divided into two parts:
 
	Introduction
	
     Get to know your GNOME desktop, learn how to cope with basic and
     daily tasks using the central GNOME applications and various
     small utilities. Get an overview of the possibilities that GNOME offers
     for modifying and individualizing the desktop according to your needs
     and wishes. Learn how to use assistive technologies to improve
     accessibility in case of vision or mobility impairment.
    

	Connectivity, Files and Resources
	
     Find vital information concerning the management and exchange of data
     on your system: how to share files on the network and how to use an
     integrated collaboration environment, how to effectively search for
     data, and how to manage printers and back up your data.
    

	LibreOffice
	
     Introduces the LibreOffice suite, including Writer, Calc, Impress, Base,
     Draw, and Math.
    

	Information Management
	
     Get to know the e-mailing and calendaring software provided by your
     product. Learn how to use protected information transfer by signing and
     encrypting your documents or mails.
    

	Communication and Collaboration
	
     Stay in contact with others and communicate via network connections
     using Instant Messaging or Voice over IP.
    

	Internet
	
     Search for information on the Web with browsers combining the latest
     browsing and security technologies. Use file transfer clients
     to transfer data from the Internet.
    

	Graphics
	
     Get to know GIMP, an image manipulation program that meets the needs of
     both amateurs and professionals.
    

	Multimedia
	
     Get introduced to your desktop's applications for playing
     movies. Learn how to create data or audio CDs and DVDs for archiving
     your data.
    




  Many chapters in this manual contain links to additional documentation
  resources. These include additional documentation that is available on the
  system and documentation available on the Internet.
 

  For an overview of the documentation available for your product and the
  latest documentation updates, refer to
  http://www.suse.com/doc or to the following section.
 
Available Documentation




  We provide HTML and PDF versions of our books in different languages. The
  following manuals for users and administrators are available for this
  product:
 
	
            ↑“Start-Up”
          
	
     This manual will see you through your
     initial contact with openSUSE® Leap. Check out the various parts of this manual to learn how to install, use and enjoy your system.
    

	
            ↑“Reference”
          
	
     Covers system administration tasks like maintaining,
     monitoring and customizing an initially installed system.
    

	
            ↑“Virtualization Guide”
          
	
     Describes virtualization technology in
    general, and introduces libvirt—the unified interface to
    virtualization—and detailed information on specific
    hypervisors.
    

	
            ↑“AutoYaST”
          
	
     AutoYaST is a system for installing one or more openSUSE Leap
     systems automatically and without user intervention, using an AutoYaST
     profile that contains installation and configuration data. The manual
     guides you through the basic steps of auto-installation: preparation,
     installation, and configuration.
    

	
            ↑“Security Guide”
          
	
     Introduces basic concepts of system security,
     covering both local and network security aspects. Shows how to use
     the product inherent security software like AppArmor or the auditing system
     that reliably collects information about any
     security-relevant events.
    

	
            ↑“System Analysis and Tuning Guide”
          
	
     An administrator's guide for problem detection,
     resolution and optimization. Find how to inspect and optimize your system
     by means of monitoring tools and how to efficiently manage
     resources. Also contains an overview of common problems and solutions and
     of additional help and documentation resources.
    

	
            
      GNOME User Guide
    
          
	
     Introduces the GNOME desktop of openSUSE Leap. It
     guides you through using and configuring the desktop and helps you
     perform key tasks. It is intended mainly for end users who want to make
     efficient use of GNOME as their default desktop.
    




  Find HTML versions of most product manuals in your installed system under
  /usr/share/doc/manual or in the help centers of your
  desktop. Find the latest documentation updates at http://doc.opensuse.org/ where you
  can download PDF or HTML versions of the manuals for your product.
 


Feedback




  Several feedback channels are available:
 
	Bugs and Enhancement Requests
	
     For services and support options available for your product, refer to
     http://www.suse.com/support/.
    


     To report bugs for a product component, go to
     https://scc.suse.com/support/requests, log in, and
     click Create New.
    

	User Comments
	
     We want to hear your comments about and suggestions for this manual and
     the other documentation included with this product. Use the User
     Comments feature at the bottom of each page in the online documentation
     or go to http://www.suse.com/doc/feedback.html and
     enter your comments there.
    

	Mail
	
     For feedback on the documentation of this product, you can also send a
     mail to doc-team@suse.de. Make sure to include the
     document title, the product version and the publication date of the
     documentation. To report errors or suggest enhancements, provide a
     concise description of the problem and refer to the respective section
     number and page (or URL).
    




Documentation Conventions




  The following typographical conventions are used in this manual:
 
	/etc/passwd: directory names and file names
   

	placeholder: replace
    placeholder with the actual value
   

	PATH: the environment variable PATH
   

	ls, --help: commands, options, and
    parameters
   

	user: users or groups
   

	Alt, Alt+F1: a key to press or a key combination;
    keys are shown in uppercase as on a keyboard
   

	File, File+Save As: menu items, buttons
   

	Dancing Penguins (Chapter
    Penguins, ↑Another Manual): This is a
    reference to a chapter in another manual.
   




Chapter 1. Getting Started with the GNOME Desktop




  This section describes the conventions, layout, and common tasks of the
  GNOME desktop as implemented in your product.
 

  GNOME is an easy-to-use graphical interface that can be customized to meet
  your needs and personal preferences.
  This section describes the default configuration of GNOME.
  If you or your system administrator modify the defaults, some aspect might be
  different, such as appearance or key combinations.
 
Included Session Configurations

   
   Some versions of SUSE Linux Enterprise ship with as many as three different
   session configurations based on GNOME. These are GNOME, GNOME Classic,
   and SLE Classic.
   The version described here is the default configuration of SUSE Linux Enterprise Desktop
   called SLE Classic.
  

Logging In




   In general, all users must authenticate—unless
   Auto Login is enabled for a specific user.
   In this case, a particular user will be logged in automatically when the
   system starts.
   This can save some time, especially if a computer is used by a single person.
   It may impact account security.
   Auto Login can be enabled or disabled during installation or at any time
   using the YaST User and Group Management module.
   For more information, refer to “Managing Users with YaST” (↑Start-Up).
  

   If your computer is running in a
   network environment and you are not the only person using the machine,
   you are usually prompted to enter your user name and password when you
   start the system.
   
  
Procedure 1.1. Normal Login
	If your name is listed, click it.
If your name is not listed, click Not listed?.
     Then enter your user name and click Next.
    

	
     Enter your password and click Sign in.
    



Switching the Session Type Before Logging In




    If you want to try one of the additional GNOME session configurations or
    try another desktop environment, follow the steps below.
   
	
      On the login screen, click your user name or enter it, as you normally
      would.
     

	
      To change the session type, click the cog wheel icon.
      A menu appears.
     

	
      From the menu, select one of the entries.
      Depending on your configuration there may be different choices,
      but the default selection is as follows.
     
	GNOME
	
         A GNOME 3 configuration that is very close to the upstream design.
         It focuses on interrupting users as little as possible.
         However, starting applications and switching between them works
         differently from many other desktop operating systems.
         It uses a single panel at the top of the screen.
        

	GNOME Classic
	
         A GNOME 3 configuration that is designed to appeal to former users of
         GNOME 2.
         The desktop has two panels, one at the top and another at the bottom.
        

	IceWM
	
         A very basic desktop designed to use little resources.
         It can be used as a fallback, if other options do not work or are slow.
        

	SLE Classic (default)
	
         The default desktop of SUSE Linux Enterprise, designed to appeal to users of older
         versions of SUSE Linux Enterprise and users of Microsoft* Windows*.
         This desktop is a GNOME 3 configuration and uses a single panel
         that is placed at the bottom of the screen.
        




	
      Enter your password into the text box, then click
      Sign In.
     




    After switching to another session type once, the chosen session will become
    your default session. To switch back, repeat the steps above.
   

Assistive Tools




    In the top right corner, there are status icons and the assistive
    technologies menu. By clicking the status icons, open a menu that allows
    you to set the sound volume and restart or power off the machine.
   



Desktop Basics




      The GNOME desktop appears after you first log in. It displays
      a panel at the bottom showing the following elements (from left to right):
  
	Applications menu
	
      Click Applications in the left corner to open a
      menu with all the installed programs. These are classified under
      different categories for a better overview. Sub-items open
      automatically as soon as you place the mouse above them.
     

      Click Activities Overview in the bottom part of
      the Applications menu to open Activities Overview
      where you can start programs and manage those already running.
     

      The Activity Overview is described further in
      Section “Activities Overview”.
     

	Places menu
	
      Click Places to open a menu with shortcuts to your
      personal directories, connected storage media, and network resources.
     

	Task switcher
	
      All applications currently open on the desktop (on the active
      workspace) appear in the middle part of the panel. You can bring
      these applications to the foreground by clicking their names.
     

	Notification indicator (not always visible)
	
      
      When there are notifications, for example, for new chat or e-mail messages
      or concerning system updates, an indicator will appear.
      The indicator is a blue circle with the number of available notifications
      displayed in the middle.
      Click the indicator to open the Message Tray where you can interact with
      all the notifications.
     

	Workspace switcher
	
      This menu lets you select a workspace (also called a virtual desktop) to
      work on.
      This feature can help you work with many windows.
      For example, you could move windows needed for one project to workspace 1
      and windows needed for another project to workspace 2.
     

	Date and time
	
      The current day of the week and time are shown to the right from the
      workspace switcher.
      Click it to open a menu where you can access a calendar and
      adjust date and time settings.
     

	Status icons
	
      In the right corner of the panel, icons showing the current status of
      the network connection, sound volume and power/battery status are
      displayed.
     

      Click the icons to open a menu where you can adjust sound volume,
      display brightness, network connection, and power settings.
      Click the name to display the options for logging out or for switching to
      another user.
     

      The three icons in the lower part of the menu allow you to, from left
      to right, open the GNOME settings dialog, lock the screen, and power
      off or restart your computer.
     



Activities Overview




    Activities Overview is a full screen mode that comprises
    all the ways in which you can switch from one activity to another.
    It shows previews of all open windows and icons for favorite and running
    applications.
    It also integrates searching and browsing functionality.
   
Opening the Activities Overview




     There are multiple ways to open the Activities Overview:
    
	
       Open the Applications menu on the bottom panel and
       select Activities Overview.
      

	
       Press Meta.
      

	
       Forcefully move the mouse cursor to the top left corner
       (the so-called hot corner).
      




Using the Activities Overview




     In the following, the most important parts of the Activities Overview are
     explained.
    
	Dash
	
        The Dash is the bar positioned on the center left.
        It contains favorite applications and all applications with open
        windows.
        If you move the mouse pointer over one of the icons, GNOME will
        display the name of the corresponding application nearby.
        A light glow indicates that the application is running and has at least
        one open window.
       

        Right-clicking an icon opens a menu which offers
        different actions depending on the associated program.
        Using Add to Favorites, you can place the
        application icon permanently in Dash.
        To remove a program icon from Dash, select
        Remove from Favorites.
        To rearrange an icon, use the mouse to drag it to a new position.
       

	Search box
	
        On the top, there is a search box that you can use to find applications,
        settings and files in your home directory.
       

        To search, you do not need to click the search box.
        You can begin typing directly after opening Activity Overview.
        Search starts immediately, you do not need to press
        Enter.
       

	Workspace selector
	
        On the right, there is an overview of available workspaces.
        To switch to the selected desktop, click the preview of it.
       

        To move a window from one workspace to another, drag a window preview
        from one workspace preview to another.
       





Starting Programs




    To start a program, you have several options:
   
	
      In the bottom panel, click Applications and select the
      desired program from the hierarchical menu.
     

	
      Open the Activities Overview by pressing Meta.
      Now click an application icon or search for an application.
      If you do not know the exact application name, you can search for generic
      category names such as “image editor”.
     

      Further information about the activities overview can be found in
      Section “Activities Overview”.
     

	
      If you know the exact command to start the program, you can press
      Alt+F2, enter
      the command into the dialog and press Enter.
     

      Note that the only button displayed in the window is labeled
      Close and will indeed close the window.
     





Pausing or Finishing Your Session




   When you have finished using the computer, there are multiple ways to finish the
   session.
   Which one is right in a given situation depends on how long you will be away
   and whether you are worried about energy consumption, among other things.
  
	Locking the Computer. 
       Pause your session, but keep the computer on.
       Make sure that nobody can look at or change your work while you are
       away on a break.
       Other users can log in and work in the meantime.
       Other users can shut down the computer, but a prompt will warn
       them that you are still logged in.
      

	Logging Out. 
       Finish the current session, but leave the computer on, so other users
       can log in.
      

	Shutting Down. 
       Finish the current session and turn off the computer.
      

	Restarting. 
       Finish the current session and restart the computer.
       Restarting is necessary to apply some system updates.
      

	Suspending the Computer. 
       Pause your session and put the computer in a state where it consumes
       a minimal amount of energy.
       Suspend mode can be configured to lock your screen, so nobody can
       look at or change your work.
       Waking up the computer is generally much quicker than a full
       computer start.
      

      This mode is also known as suspend-to-RAM, sleep or standby mode.
     



Locking the Screen




    To lock the screen, click the status icons on the right of the main
    panel and click the padlock icon.
   

    When you lock your screen, at first a curtain with a clock will appear.
    After some time the screen turns black.
    To unlock the screen, move the mouse or press a key to display the locked
    screen dialog.
    Enter your password, then press Enter to unlock the
    screen.
   

Logging Out or Switching Users



	
      Click the status icons on the right of the main panel to open the
      menu.
     

	
      Click your user name.
     

	
      Select one of the following options:
     
	Log Out
	
         Logs you out of the current session and returns you to the Login
         screen.
        

	Switch User
	
         Suspends your session, allowing another user to log in and use the
         computer.
        







Restarting or Shutting Down the Computer



	
      Click the status icons on the right of the main panel to open the
      menu.
     

	
      Click the power off icon in the lower right part of the menu.
     

	
      Select one of the following options:
     
	Power Off
	
         Logs you out of the current session, then turns off the computer.
        

	Restart
	
         Logs you out of the current session, then restarts the computer.
        







Suspending the Computer



	
      Click the status icons on the right of the main panel to open the
      menu.
     

	
      Hold Alt pressed.
      The power off icon in the lower right part of the menu turns into a pause
      icon.
      Click the pause icon.
     





Chapter 2. Working with Your Desktop




  In this chapter you will learn how to work with files and burn CDs.
  You will also find out how to perform regular tasks with your desktop.
 
Managing Files and Directories




   Use GNOME Files (formerly known as Nautilus) to view and create
   directories and documents on your computer and in the network.
   You can also use GNOME Files to create CDs of your data.
  

   You can open GNOME Files in multiple ways:
  
	
     Click Applications+Accessories+Files.
    

	
     Open the Activities Overview and search for files.
    

	
     On the desktop, double-click Home.
    

	
     Open the Places menu and select any entry, such as
     Home.
    



Figure 2.1. File Manager
[image: File Manager]



   The elements of the GNOME Files window include the following:
  
	Toolbar
	
      The toolbar contains back and forward buttons, the path bar,
      a search function, elements to let you change the layout of the content area,
      and the application menu.
     

	Menu
	
      The menu is the last icon on the toolbar, labeled with a cog wheel icon.
      It lets you perform many tasks, such as opening the preferences dialog,
      creating a new directory or opening a new window or tab.
     

	Sidebar
	
      The sidebar lets you navigate between often-used directories and external
      or network storage devices.
      To display or hide the sidebar, press F9.
     

	Content Area
	
      Displays files and directories.
     

      Use the icons in the top right part of the window to switch between list
      and grid icon view.
      The menu to the right of these icons can be used to further customize
      the view.
     

	Context Menus
	
      Open a context menu by right-clicking inside the content area.
      The items in this menu depend on where you right-click.
     

      For example, if you right-click a file or directory, you can select items
      related to the file or directory.
      If you right-click the background of a content area, you can select items
      related to the display of items in the content area.
     

	Floating Statusbar
	
      The floating statusbar appears when a file is selected.
      It displays the file name and size.
     



Key Combinations




    The following table lists a selection of key combinations of GNOME Files.
   
Table 2.1. GNOME Files Key Combinations
	
                    
         Key Combination
        

                  	
                    
         Description
        

                  
	
                    Alt+←/
         Alt+→

                  	
                    
         Go backward/go forward.
        

                  
	
                    
                      Alt+↑
                    

                  	
                    
         Open the parent directory.
        

                  
	
                    ←, →,
         ↑, ↓

                  	
                    
         Select an item.
        

                  
	
                    Alt+↓ or Enter

                  	
                    
         Open an item.
        

                  
	
                    
                      Alt+Enter
                    

                  	
                    
         Open an item's Properties dialog.
        

                  
	
                    
                      Shift+Alt+↓
                    

                  	
                    
         Open an item and close the current directory.
        

                  
	
                    
                      Ctrl+L
                    

                  	
                    
         Transform the path bar from a button view to a text box.
        

                    
         Exit this mode by pressing Enter (go to the
         location) or Esc (to remain in the current
         directory).
        

                  
	
                    
                      /
                    

                  	
                    
         Transform the path bar from a button view to a text box and replace
         the current path with /.
        

                  
	
                    
                      Alt+Home
                    

                  	
                    
         Open your home directory.
        

                  
	
                    
         Any number or letter key
        

                  	
                    
         Start a search within the current directories and their subdirectories.
         The character you pressed is used as the first character of the search
         term.
         Search happens as you type, you do not need to press
         Enter.
        

                  
	
                    
                      Ctrl+T
                    

                  	
                    
         Start a search within the current directories and their subdirectories.
         The character you pressed is used as the first character of the search
         term.
         Search happens as you type, you do not need to press
         Enter.
        

                  




Compressing Files or Directories




    Sometimes, it is useful to archive or compress files, for example:
   
	
         You want to attach an entire directory, including its subdirectories, to
      an e-mail.
     

	
      You want to attach a large file to an e-mail.
     

	
      You want to save space on your hard disk and have files you rarely use.
     




    In all these cases, you can create a compressed file, such as a ZIP file,
    which can contain multiple original files.
    How much smaller the compressed version is than the original depends on the
    file type.
    Many video, image and office document formats are already compressed and
    will only become marginally smaller.
   
	
      In the GNOME Files content area, right-click the directory you want to archive,
      then click Compress.
     

	
      Accept the default archive file name or provide a new one.
     

	
      Select a file extension from the drop-down box.
     
	.zip files are supported on most operating systems,
        including Windows*.
       

	.tar.gz files are compatible with most Linux* and
        Unix* systems.
       

	.7z files usually offer better compression ratios
        than other formats, but are not as widely supported.
       




	
      Specify a location for the archive file, then click
      Create.
     




    To extract an archived file, right-click the file, then select
    Extract Here.
    You can also double-click the compressed file to open it and see which files
    are included.
   

   For more information on compressed files, see
   Section “Creating, Displaying, and Decompressing Archives”.
  

Burning a CD/DVD




    If your system has a CD or DVD writer, you can use GNOME Files to burn CDs
    and DVDs.
    If you want to burn an audio CD or need more control over the result, see
    Chapter 20, Brasero: Burning CDs and DVDs.
   
	
      Open GNOME Files.
     

	
      Insert a blank medium.
     

	
      Find the files you want to add to the medium and drag them to the
      sidebar item called Blank CD-R Disc.
      (The label may read slightly differently, depending on the type of medium
      you inserted.)
      When your mouse pointer is over the sidebar item, a small
      + should appear next to the pointer.
     

	
      When you have dragged all files onto the sidebar item
      Blank CD-R Disc, click it.
     

	
      Provide a name next to Disc Name or keep the proposal.
     

	
      Click Write to Disc.
     

	
      In the appearing dialog CD/DVD Creator, make sure the
      right medium is selected. Then click Burn.
     

      The files are burned to the disc.
      This can take a few minutes, depending on the amount of data being burned
      and the speed of your burner.
     

	
      After the medium has been burned, it will be ejected from the drive.
      In the window CD/DVD Creator, you can click
      Close.
     




    To burn an ISO disc image, first insert a medium, then double-click the ISO
    file in GNOME Files. In the dialog Image Burning Setup,
    click Burn.
   

Creating a Bookmark




    Use the bookmarks feature in GNOME Files to quickly jump to your
    favorite directories from the sidebar.
   
	
      Switch to the directory for which you want to create a bookmark in
      the content area.
     

	
      Click the cog wheel icon, then select
      Bookmark this Location from the menu.
     

      The bookmark now appears in the sidebar, with the directory name as the
      bookmark name.
     

	
      If you want, you can change the name of the bookmark.
      This does not affect the name of the bookmarked directory itself.
      To change the name, right-click the new sidebar item and select
      Rename.
     

	
      If you want, you can change the order in which the bookmarks are
      displayed.
      To reorder, click a bookmark and drag it to the desired location.
     




    To switch to a bookmarked directory, click the appropriate sidebar item.
   

File Manager Preferences




    Open the file manager preferences by clicking the cog wheel icon
    and selecting Preferences.

   

Accessing Remote Files




    You can use GNOME Files to access files on remote servers. For more
    information, see Chapter 5, Accessing Network Resources.
   



Accessing Removable Media




   To access CDs/DVDs or flash disks, insert or attach the medium.
   An icon for the medium is automatically created on the desktop.
   For many types of removable media, a GNOME Files window pops up automatically.
   If GNOME Files does not open, double-click the icon for that drive on the
   desktop to view the contents.
   In GNOME Files, you will see an item for the medium in the sidebar.
  
Unmount to Prevent Data Loss

    Do not physically remove flash disks immediately after using them.
    Even when the system does not indicate that data is being written,
    the drive may not be finished with a previous operation.
   

    On the desktop or in the sidebar of GNOME Files, right-click the icon for
    the medium and select Safely Remove Drive or
    Unmount.
   


Copying Text Between Applications




   Copy and paste works the same as in other operating systems.
   First select the text, so that it appears highlighted, usually in blue.
   Then press
   Ctrl+C.
   Now move the keyboard focus to the right position.
   Finally, to insert the text, press
   Ctrl+V.
  

   To copy or paste in the terminal, additionally press
   Shift together with the above key combinations.
  

   An alternative way of using copy and paste is described in the following.
   First select the text.
   To paste the text, middle-click over the position where you want the text to
   be pasted.
   As soon as you make another selection, the text from the original selection
   will be replaced in the clipboard.
  

   When copying information between programs, you must keep the source
   program open and paste the text before closing it. When a program closes,
   any content from that application that is on the clipboard is lost.
  

Managing Internet Connections




   To surf the Internet or send and receive e-mail messages, you must have
   configured an Internet connection with YaST. Depending on your
   environment, in YaST select whether to use NetworkManager. In GNOME,
   you can then establish Internet connections with NetworkManager as
   described in “Configuring Network Connections” (Section “Using NetworkManager”, ↑Reference).
  

   For a list of criteria to help you decide whether to use NetworkManager,
   refer to “Use Cases for NetworkManager” (Section “Using NetworkManager”, ↑Reference).
  

Exploring the Internet




   The GNOME desktop includes Firefox, a Mozilla*-based Web browser. You can
   start it by clicking Applications+Internet+Firefox.
  

   You can type an address into the location bar at the top or click links
   in a page to move to different pages, like in any other Web browser.
  

   For more information, see Chapter 16, Firefox: Browsing the Web.
  

E-mail and Scheduling




   For reading and managing your mail and events, use Evolution.
   Evolution is a groupware program that makes it easy to store, organize
   and retrieve your personal information.
  

   Evolution seamlessly combines e-mail, a calendar, an address book, and a
   memo and task list in one easy-to-use application. With its extensive
   support for communications and data interchange standards, Evolution can
   work with existing corporate networks and applications, including
   Microsoft* Exchange.
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   To start Evolution, click Applications+Internet+Evolution.
  

   The first time you start Evolution, it prompts you with a few questions
   to set up a mail account and import mail from an old mail client.
   Then it shows you how many new messages you have and lists
   upcoming appointments and tasks.
   The calendar, address book and mail
   tools are available in the shortcut bar on the left.
  

   For more information, see Chapter 12, Evolution: E-Mailing and Calendaring.
  

Controlling Your Desktop’s Power Management




   To see the state of the computer battery, check the battery icon in
   the right part of the panel. On certain events, such as
   a critically low battery state, GNOME will display notifications
   informing you about the event.
  

   You can open the power settings via Applications+System Tools+Settings+Power.
  

   For more information, see
   Section “Configuring Power Settings”.
  

Viewing PDF Files




   Documents that need to be shared or printed across platforms can be saved
   as PDF (Portable Document Format) files.
   Document Viewer (also known as Evince) can open PDF files and many
   similar file types, such as XPS, DjVu, or TIFF.
  
Rare Display Issues
In rare cases, documents will not be displayed correctly in
    Document Viewer.
    This can happen, for example, with certain forms, animations or 3D images.
    In such cases, ask the authors of the file what viewer they recommend.
    However, in at least some cases the recommended viewer will not work on
    Linux.
   

Figure 2.3. Document Viewer
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   To open Document Viewer, double-click a PDF file in a file manager window.
   Document Viewer will also open when you download a PDF file from a Web site.
   To open Document Viewer without a file, select
   Applications+Office+Document Viewer.
  

   To view a PDF file in Document Viewer, click the cog wheel icon to open the
   menu and select Open.
   Now locate the desired PDF file and click Open.
  

   Use the navigation icons at the top of the window or the thumbnails in
   the left panel to navigate through the document. If your PDF document
   provides bookmarks, you can access them in the left panel of the viewer.
  

For More Information




   Along with the applications described in this chapter for getting
   started, you can use many other applications on GNOME.
   Find detailed information about these applications in the other parts of
   this manual.
  

   To learn more about GNOME and GNOME applications, see
   http://www.gnome.org.
  

   To report bugs or add feature requests, go to
   http://bugzilla.gnome.org.
  

Chapter 3. Customizing Your Settings




  You can change the way the GNOME desktop looks and behaves to suit your
  own personal tastes and needs.
  Some possible changes of settings are:
 
	
    Keyboard and mouse configuration, as described in
    Section “Modifying Keyboard Settings” and
    Section “Configuring the Mouse and Touchpad”

	
    Desktop background, as described in
    Section “Changing the Desktop Background and Lock Screen Appearance”

	
    Sounds, as described in
    Section “Configuring Sound Settings”




  These settings and others can be changed in the All
  Settings dialog.
 
The GNOME Settings Dialog




   YaST is a desktop-independent system-wide tool to configure
   most aspects of your openSUSE Leap installation.
   For example, it lets you configure hardware settings, network devices and
   services, software management or virtualization.
   The settings dialog is a GNOME configuration tool and
   focuses on look and feel, personal settings and preferences of
   your GNOME desktop.
  

   To access the settings dialog, click Applications+System Tools+Settings. The dialog is divided into the
   following three categories:
  
	
              Personal
            
	
      Go here to change your login password, language settings and
      keyboard layout.
      You can also modify the desktop background or set up accounts for e-mail,
      chat and cloud providers.
      For more information, see Section “Personal”.
     

	
              Hardware
            
	
      Allows you to configure hardware components such as monitors, printers,
      mouses/touchpads, network adapters and sound devices.
      You can also change key combination settings and set up power-saving
      features.
      For more information, see Section “Hardware”.
     

	
              System
            
	
      Lets you configure system settings such as date and time, whether to start
      software when inserting USB drives or whether you want to share your
      screen with others.
      You can also set up user accounts.
      If you want, you can also start YaST from this screen, though it is
      also available separately from within the menu.
      For more information, see Section “System”.
     



Figure 3.1. GNOME Settings Dialog
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   To change some system-wide settings, the control center will prompt you for
   the root password and start YaST. This is mostly
   the case for administrator settings (including most of the hardware, the
   graphical user interface, Internet access, security settings, user
   administration, software installation and system updates and
   information). Follow the instructions in YaST to configure these
   settings. For information about using YaST, refer to the integrated
   YaST help texts or to the ↑“Start-Up”.
  

   This chapter focuses on individual settings you can change directly in
   the GNOME settings dialog, without having to use YaST.
  


System




   In the following sections, you will find examples of how to configure some
   system aspects of your GNOME desktop. These include preferred applications,
   changing your user password, and session sharing preferences.
  

   To learn more about configuring assistive technologies, see
   Chapter 4, Assistive Technologies.
  
Changing Your Password




    For security reasons, it is a good idea to change your login password
    from time to time. To change your password:
   
	
      Click
      Applications+System Tools+Settings+Users.
     

	
      Click the button labeled with dots next to Password.
     

	
      In the first text box, type your current password.
     

	
      In the next text box, type a new password.
     

      You can also click the cog wheel icon at the end of the text box to generate
      a random password.
     

	
      Confirm your new password by typing it again in the last text box.
     

	
      Then click Change.
     




Setting Preferred Applications




    The Preferred Applications module allows you to change the default
    application for various common tasks such as browsing the Internet,
    sending mails or playing multimedia files.
   
Figure 3.6. Preferred Applications
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      Click Applications+System
      Tools+Settings+Details.
     

	
      Click Default Applications.
     

	
      Select one of the available applications from the drop-down box. You
      can choose an application to handle Web, mail, calendar, music, videos
      or photographs.
     




Setting Session Sharing Preferences




    The Remote Desktop Preference dialog lets you share a
    GNOME desktop session between multiple users and set session-sharing
    preferences.
   
Sharing Desktop Sessions Affects System Security

     Sharing desktop sessions can be a security risk.
     Use the restriction options available.
    


    Click
    Applications+System Tools+Settings+Sharing.
   

    Before you can share anything, you need to turn on the switch in the upper
    part of the dialog.
    It can also help you if you quickly need to disable all sharing options.
   
	
      To share your public directory over the network, click
      Personal File Sharing and turn on Share
      Public Folder On This Network. You can also set a password.
     

	
      To share your desktop session with other users, click Screen
      Sharing and activate Remote View. To
      allow other users to control your screen, activate also
      Remote Control. You can also set a password.
     

	
      To enable logging in via SSH, click Remote Login.
     




    All the sharing screens contain an address which you can give to other
    users, so they can reach you.
    To copy a sharing address, click it and select Copy.
    You can then paste it into an e-mail or messaging software.
   

Setting Software Updates




    The Software Updates tool lets you configure the
    frequency of update checking and which sources you want to receive updates
    from.
   

    Click
    Applications+System Tools+Settings+Software Settings.
   
For more information, see
    “Configuring the GNOME Software Updater” (Section “Installing or Removing Software”, ↑Start-Up).
   

Configuring Administrative Settings with YaST




    For your convenience, YaST is available from the Control Panel as well
    as the Applications menu. For information about using YaST, refer to
    ↑“Start-Up”.
   


Visual Impairments




   In the Seeing section of the
   Universal Access dialog, you can enable features that
   help people with impaired vision.
  
	
     Turning on High Contrast enables high contrast black
     and white icons in the GNOME desktop.
    

	
     Turning on Large Text enlarges the font used in the
     user interface.
    

	
     Turning on Zoom enables a screen magnifier. You can
     set the desired magnification and magnifier behavior, including color
     effects.
    

	
     If the Screen Reader is turned on, any UI element or
     text that receives keyboard focus is read aloud.
    

	
     If the Sound Keys are turned on, a sound is played
     whenever Num Lock or Caps Lock are
     turned on.
    




Mobility Impairments




   In the Typing and Pointing and
   Clicking sections of the Universal Access
   dialog, you can enable features that help people with mobility
   impairments.
  
	
     If the Screen Keyboard is turned on, a virtual
     keyboard appears whenever you need to enter text. You can use the screen
     keyboard by clicking the virtual keys.
    

	
     Click Typing Assist to open a dialog where you can
     enable various features that make typing easier.
    
	Sticky Keys allows you to type key combinations one
       key at a time rather than having to hold down all of the keys at once.
       For example, the Alt+→| shortcut
       switches between windows.
      

       With sticky keys turned off, you need to hold
       down both keys at the same time. With sticky keys turned on, press
       Alt and then →| to do the
       same.
      

	
       Turn on Slow Keys if you want a delay between pressing
       a key and the letter being displayed on the screen. This means that you
       need to hold down each key you want to type for a little while before it
       appears. Use slow keys if you accidentally press several keys at a time
       when you type, or if you find it difficult to press the right key on the
       keyboard first time.
      

	
       Turn on Bounce Keys to ignore key presses that are
       rapidly repeated.
       This can help, for example, if you have hand tremors which cause you
       to press a key multiple times when you only want to press it once.
      

	
       Turn on Mouse Keys to control the mouse pointer using
       the numeric keypad on your keyboard.
      




	
     Click Click Assist to open a dialog where you can
     enable various features that make clicking easier: simulated secondary
     click and hover click.
    
	
       Turn on Simulated Secondary Click to activate the
       secondary click (usually the right mouse button) by holding down the
       primary button for a predefined Acceptance delay. This
       is useful if you find it difficult to move your fingers individually on
       one hand, or if your pointing device only has a single button.
      

	
       Turn on Hover Click to trigger a click by hovering
       your mouse pointer over an object on the screen. This is useful if you
       find it difficult to move the mouse and click at the same time. If this
       feature is turned on, a small Hover Click window opens and stays above
       all of your other windows. You can use this to choose what sort of click
       should happen when you hover. When you hover your mouse pointer over a
       button and do not move it, the pointer gradually changes color. When it
       has fully changed color, the button will be clicked.
      







For More Information



You can find further information in the GNOME help, which is also available
   online at
   https://help.gnome.org/users/gnome-help/3.12/a11y.html.en.
  

Chapter 5. Accessing Network Resources




  From your desktop, you can access files and directories or certain
  services on remote hosts or make your own files and directories available
  to other users in your network. openSUSE® Leap offers the following
  ways of accessing and creating network shared resources.
 
	Network Browsing
	
     Your file manager, GNOME Files, lets you browse your network for shared
     resources and services. Learn more about this in
     Section “Accessing Network Shares”.
    

	Sharing Directories in Mixed Environments
	
     Using GNOME Files, configure your files and directories to share with
     other members of your network. Make your data readable or writable for
     users from any Windows or Linux workstation. Learn more about this in
     Section “Sharing Directories”.
    

	Managing Windows Files
	openSUSE Leap can be configured to integrate into an existing
     Windows network. Your Linux machine then behaves like a Windows client.
     It takes all account information from the Active Directory domain
     controller, just as the Windows clients do. Learn more about this in
     Section “Managing Windows Files”.
    

	Configuring and Accessing a Windows Network Printer
	
     You can configure a Windows network printer through the GNOME control
     center. Learn how to do this in
     Section “Configuring and Accessing a Windows Network Printer”.
    



Connecting to a Network




   You can connect to a network with wired and wireless connections. To view
   your network connection, check the icon in the right part of the main
   panel. If you click the icon, you can see more details in the menu. Click
   the connection name to see more details and access the settings.
  

    To learn more about connecting to a network, see
    “Using NetworkManager” (↑Reference).
  


General Notes on File Sharing and Network Browsing




   Network browsing, be it SMB browsing for Windows shares or SLP browsing
   for remote services, relies heavily on the machine's ability to send
   broadcast messages to all clients in the network. These messages and the
   clients' replies to them enable your machine to detect any available
   shares or services.
  

   For broadcasts to work effectively, your machine must
   be part of the same subnet as all other machines it is querying. If
   network browsing does not work on your machine or the detected shares and
   services do not meet your expectations,
   
   ensure that you are connected to the appropriate subnet.
  

   To allow network browsing, your machine needs to keep several network
   ports open to send and receive network messages that provide details on
   the network and the availability of shares and services.
   
  

   
   If you try to browse a network with a restrictive firewall running on your
   machine, GNOME Files warns you that your security restrictions are not
   allowing it to query the network.
  

Accessing Network Shares




   Networking workstations can be set up to share directories. Typically,
   files and directories are marked to allow users remote access. These are
   called network shares. If your system is configured
   to access network shares, you can use your file manager to access these
   shares and browse them just as easily as if they were located on your
   local machine. Your level of access to the shared directories (whether
   read-only or write access, as well) is dependent on the permissions
   granted to you by the owner of the shares.
  

   To access network shares, open GNOME Files and click Browse
   Network from the Places pane. GNOME Files
   displays the servers and networks that you can access. Double-click a
   server or network to access its shares. You might be required to
   authenticate to the server by providing a user name and password. Common
   network shares are SFTP-accessible resources (SSH File Transfer Protocol)
   or Windows shares.
  
Figure 5.1. Network File Browser
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Procedure 5.1. Adding a Network Place
	
     Click Applications+Accessories+Files+Connect to Server.
    
Figure 5.2. Connect to the Server Dialog
[image: Connect to the Server Dialog]



	
     Enter the server address.
    

	
     Click Connect.
    




Sharing Directories




   Sharing and exchanging documents is a must-have in corporate
   environments. GNOME Files offers you file sharing, which makes your files
   and directories available to both Linux and Windows users.
  
Enabling Sharing on the Computer




    Before you can share a directory, you must enable sharing on your
    computer. To enable sharing:
   
	
      Start YaST from the main menu.
     

	
      Enter the root password.
     

	
      In the category Network Services, click
      Windows Domain Membership.
     

	
      Click Allow Users to Share Their Directories, then
      click OK.
     




Enabling Sharing for a Directory




    To configure file sharing for a directory:
   
	
      Open GNOME Files.
     

	
      Right-click a directory, then select Sharing
      Options from the context menu.
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      Select Share this folder.
     

	
      If you want other people to be able to write to the directory, select
      Allow other people to write in this folder. To
      allow access for people without a user account check Guest
      Access.
     

	
      Click Create Share.
     

	
      If the directory does not already have the permissions that are
      required for sharing, a dialog appears. Click Add the
      permissions automatically.
     




    The directory icon changes to indicate that the directory is now shared.
   
Samba Domain Browsing and Firewalls

     Samba domain browsing only works if your system's firewall is
     configured accordingly. Either disable the firewall entirely or assign
     the browsing interface to the internal firewall zone.
     
    



Configuring and Accessing a Windows Network Printer




   Being part of a corporate network and authenticating against a Windows
   Active Directory server, you can access corporate resources such as
   printers. GNOME allows you to configure printing from your Linux client
   to a Windows network printer.
  

   To configure a Windows network printer for use through your Linux
   workstation, proceed as follows:
  
	
     Start the GNOME control center from the main menu by clicking
     Applications+System Tools+Settings+Printers.
    

	
     Click Unlock and enter the
     root password.
    

	
     Click the plus icon.
    

	
     Select a Windows printer connected via Samba.
    




   To print to the Windows network printer configured above, select it from
   the list of available printers.
  

Restoring Data




   To restore a previous state of your data, proceed as follows:
  
	
     Select Applications+System Tools+Backup.
    

	
     On the Overview tab, click Restore.
    

	
     Choose the location from which to restore. Click
     Forward.
    

	
     Choose a date. Click Forward.
    

	
     Choose where to restore. Click Restore.
    




Part III. LibreOffice




Chapter 8. LibreOffice: The Office Suite

Abstract

    LibreOffice is an open source office suite that provides tools for all
    types of office tasks such as writing texts, working with spreadsheets,
    or creating graphics and presentations. With LibreOffice, you can use the
    same data across different computing platforms. You can also open and
    edit files in other formats, including Microsoft Office, then save them
    back to this format, if needed. This chapter contains information that
    applies to all of the LibreOffice modules.
   




LibreOffice Modules




   LibreOffice consists of several application modules (subprograms), which are
   designed to interact with each other. They are listed in
   Table 8.1. A
   full description of each module is available in the online help,
   described in Section “For More Information”.
  
Table 8.1. The LibreOffice Application Modules
	
                  
        Module
       

                	
                  
        Purpose
       

                
	
                  
        Writer
       

                	
                  
        Word processor application module
       

                
	
                  
        Calc
       

                	
                  
        Spreadsheet application module
       

                
	
                  
        Impress
       

                	
                  
        Presentation application module
       

                
	
                  
        Base
       

                	
                  
        Database application module
       

                
	
                  
        Draw
       

                	
                  
        Application module for drawing vector graphics
       

                
	
                  
        Math
       

                	
                  
        Application module for generating mathematical formulas
       

                





Starting LibreOffice




   To start LibreOffice click Applications+Office+LibreOffice.
  

   The following chapters cover individual LibreOffice modules:
  
	
              Chapter 9, LibreOffice Writer
            
	
      Introduces LibreOffice Writer.
     

	
              Chapter 10, LibreOffice Calc
            
	
      Introduces LibreOffice Calc.
     

	
              Chapter 11, LibreOffice Impress, Base, Draw, and Math
            
	
      Introduces LibreOffice Impress, Base, Draw, and Math.
     




   In the selection dialog, choose the module you want to open or which file
   type you want to create. If any LibreOffice application is open, you can
   start any of the other applications by clicking File+New+Name of
   Application.
  

   You can also start individual LibreOffice modules from your main menu. As an
   alternative, use the command libreoffice and one of
   the options --writer, --calc,
   --impress, --draw or
   --base to start the respective module. Find more useful
   options with --help.
  

   Before you start working with LibreOffice, you may be interested in changing
   some options from the preferences dialog. Click Tools+Options to open
   it. The most important ones are:
  
	
              LibreOffice+User Data
            
	
      Insert your user data like company, first and last name, street, city,
      and other useful information. This data is used in LibreOffice Writer for
      annotations, for example.
     

	
              LibreOffice+Fonts
            
	
      Offers mappings from one font name to another. This could be useful,
      if you exchange documents with others and the document you received
      contains fonts that are not available on your system.
     

	
              Load/Save+General
            
	
      Contains loading and saving specific options.
      For example, you can choose whether to always create a backup copy
      and which default file format LibreOffice should use.
     




   To learn more about configuring LibreOffice, see
   Section “Changing the Global Settings”.
 

Compatibility with Other Office Applications




   LibreOffice can work with documents, spreadsheets, presentations, and
   databases in many other formats, including Microsoft Office. They can be
   easily opened like other files and saved back to the original format. If
   you have problems with your documents, consider opening them in the
   original application and resaving them in an open format such as RTF for
   text documents.
  

   In case of migration issues with spreadsheets, however, it
   is advisable to always save them as Excel files.
   Use the Excel format as an intermediate format.
   The CSV format can work, too, but you will lose all cell formatting.
   CSV sometimes also leads to incorrect cell type detection for spreadsheets.
  
Converting Documents to the LibreOffice Format




    LibreOffice can read, edit, and save documents in several formats. It
    is not necessary to convert files from those formats to the LibreOffice
    format to use those files. However, if you want to convert the files,
    you can do so. To convert several documents, such as when first
    switching to LibreOffice, do the following:
   
	
      Select File+Wizards+Document Converter.
     

	
      Choose the file format from which to convert.
     

	
      Click Next.
     

	
      Specify where LibreOffice should look for templates and documents to
      convert and in which directory the converted files should be placed.
     

      Documents retrieved from a Windows partition are usually in a
      subdirectory of /windows.
     

	
      Make sure that all other settings are correct, then click
      Next.
     

	
      Review the summary of the actions to perform, then start the
      conversion by clicking Convert. When everything is
      done, close the Wizard by clicking Close.
     

      The amount of time needed for the conversion depends on the number of
      files and their complexity. For most documents, conversion does not
      take very long.
     




Sharing Files with Users of Other Office Suites




    LibreOffice is available for several operating systems. This makes it
    an excellent tool when a group of users frequently need to share files
    and do not use the same system on their computers.
   

    When sharing documents with others, you have several options.
   
	If the recipient needs to be able to edit the file
	
       Save the document in the format the other user needs. For example, to
       save as a Microsoft Word file, click File+Save As,
       then select the Microsoft Word file type for the version of Word the
       other user needs.
      

	If the recipient only needs to read the document
	
       Export the document to a PDF file with File+Export as PDF. PDF files can be read on any platform using a PDF
       viewer.
      

	If you want to share a document for editing
	
       Agree on a common exchange format that works for everyone. TXT and
       RTF formats, although limited in formatting, can be a good option
       for text documents.
      

	If you want to e-mail a document as a PDF
	
       Click File+Send+E-mail as PDF. Your default e-mail
       program opens with the file attached.
      

	If you want to e-mail a document to a Microsoft Word user
	
       Click File+Send+E-mail as Microsoft Word. Your
       default e-mail program opens with the file attached.
      

	Send a document as the body of an e-mail
	
       Click File+Send+Document as E-mail. Your default
       e-mail program opens with the contents of the document as the e-mail
       body.
      





Signing Documents




   You can digitally sign documents to protect them.
   For this you need a personal certificate, similar to an HTTPS certificate.
   You can either create a self-signed certificate or choose to get one from a
   Certificate Authority.
  

   When applying a digital signature to a
   document, a kind of checksum is created from the document's content and
   your personal key. The checksum is stored together with the document.
  

   When another person opens the document, the checksum will be generated again.
   The new checksum is then compared to the original checksum
   If both are equal, the application will signal that the document has not
   been changed in the meantime.
  

   To add a certificate to LibreOffice, you need to use Firefox.
   Start Firefox by selecting
   Applications+Internet+Firefox.
   Go to the certificates preferences by opening the menu (the button with
   the three-lines icon), then select
   Preferences+Advanced+Certificates+View Certificates.
   Add your certificate by selecting Your Certificates
   and clicking Import and then locate your certificate.
  

   To sign a document, first open it in LibreOffice.
   Then select
   File+Digital Signatures+Sign Document.
   Select the certificate you want to use for signing, then click
   OK.
  
openSUSE Leap allows you to access certificates from the certificate
   store. For more information, refer to “Certificate Store” (↑Security Guide).
  

Customizing LibreOffice




   You can customize LibreOffice to best suit your needs and working style.
   Toolbars, menus, and key combinations can all be reconfigured to help you
   more quickly access the features you use the most. You can also assign
   macros to application events if you want specific actions to occur when
   those events take place. For example, if you always work with a specific
   spreadsheet, you can create a macro that opens the spreadsheet and assign
   the macro to the Start Application event.
  

   This section contains simple, generic instructions for customizing your
   environment. The changes you make are effective immediately, so you can
   see if the changes are what you wanted and go back and modify them if
   they are not. See the LibreOffice help files for detailed instructions.
  

   To access the customization dialog in any open LibreOffice module, select
   Tools+Customize.
  
Figure 8.1. Customization Dialog in Writer
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Further Information

    Click Help for more information about the options
    in the Customize dialog.
   

Procedure 8.1. Customizing Toolbars
	
     In the customization dialog, click the Toolbar tab.
    

	
     From the Toolbar drop-down box, select the toolbar
     you want to customize.
    

	
     Select the check boxes next to the commands you want to appear on the
     toolbar, and deselect the check boxes next to the commands you do not
     want to appear. A short description for each command is shown at the
     bottom of the dialog.
    

	
     With Save In, select whether to save your customized
     toolbar in the current LibreOffice module or in the current document. If
     you decide to save it in the LibreOffice module, the customized toolbar is
     used whenever you open that module. If you decide to save it together
     with the current document, the customized toolbar is used whenever you
     open that document.
    

	
     Repeat to customize additional toolbars.
    

	
     Click OK.
    




   If you want to switch back to the original settings again, open the
   customization dialog, click the Toolbar drop-down box
   and select Restore Default Settings. Click
   Yes and Reset to proceed.
  
Procedure 8.2. Showing or Hiding Buttons in the Toolbar
	
     Click the arrow icon at the right edge of the toolbar you want to
     change.
    

	
     Click Visible Buttons to display a list of buttons.
    

	
     Select the buttons in the list to enable (check) or disable (uncheck)
     them.
    



Procedure 8.3. Customizing Menus

    You can add or delete items from current menus, reorganize menus, and
    even create new menus.
   
	
     Click Tools+Customize+Menus.
    

	
     Select the menu you want to change, or click New to
     create a new menu.
    

	
     Modify, add, or delete menu items as desired.
    

	
     Click OK.
    



Procedure 8.4. Customizing Key Combinations

    You can reassign currently assigned key combinations and assign new ones
    to frequently used functions.
   
	
     Click Tools+Customize+Keyboard.
    

	
     Select the keys you want to assign to a combination.
    

	
     Select a Category and an appropriate
     function.
    

	
     Click Modify to assign the function to the key or
     Delete to remove an existing assignment.
    

	
     Click OK.
    



Procedure 8.5. Customizing Events

    LibreOffice also provides ways to assign macros to events such as
    application start-up or the saving of a document. The assigned macro
    runs automatically whenever the selected event occurs.
   
	
     Click Tools+Customize+Events.
    

	
     Select the event you want to change.
    

	
     Assign or remove macros for the selected event.
    

	
     Click OK.
    




Using Templates




   A template is a document containing only the styles—and
   content— that you want to appear in every document of that type.
   When a document is created or opened with the template, the styles are
   automatically applied to that document. Templates greatly enhance the use
   of LibreOffice by simplifying formatting tasks for a variety of different
   types of documents.
  

   For example, in a word processor, you can write
   letters, memos, and reports, all of which look different and require
   different styles. Or, for example, for spreadsheets, you could
   use different cell styles or headings for certain types of spreadsheets.
   If you use templates for each of your document types, the styles you need
   for each document are always readily available.
  

   LibreOffice comes with a set of predefined templates, and you can find
   additional templates on the Internet. For details, see
   Section “For More Information”. If you want to create your own
   templates, this requires some up-front planning. You need to determine
   how you want the document to look so you can create the styles you need
   in that template.
  

   A detailed explanation of templates is beyond the scope of this section.
   Procedure 8.6, “Creating LibreOffice Templates” only shows how to generate a
   template from an existing document.
  
Procedure 8.6. Creating LibreOffice Templates

    For text documents, spreadsheets, presentations, and drawings, you can
    easily create a template from an existing document as follows:
   
	
     Start LibreOffice and open or create a document that contains the styles
     and content that you want to re-use for other documents of that type.
    

	
     Click File+Templates+Save as Template.
    

	
     Choose a directory to save the image in by double-clicking one of the
     directory names.
    

     If you are in a subdirectory and want to go up again, use the path bar
     displayed above the directories.
    

	
     From the toolbar, choose Save.
    

	
     Specify a name for the template.
    

	
     Click OK.
    



Converting Microsoft Word Templates

    You can convert Microsoft Word templates like you would convert any other
    Word document.
    For more information, see Section “Converting Documents to the LibreOffice Format”.
   


Sharing Documents with Other Word Processors




   You can use Writer to edit documents created in a variety of other word
   processors. For example, you can import a Microsoft* Word* document, edit
   it, and save it again as a Microsoft Word document.
   If you use LibreOffice in an environment where you need to share documents with
   Microsoft Word users, you should have little or no trouble
   exchanging document files.
  

   Most Microsoft Word documents can be opened in LibreOffice without issue.
   Formatting, fonts, and all other aspects of the document remain intact.
   However, very complex documents can require editing after opening.
   Complex documents are documents containing, for example, complicated tables,
   Microsoft Office macros, or unusual fonts and formatting.
  

   LibreOffice can save many popular word processing formats.
   Documents created in LibreOffice and saved as Microsoft Word files can be
   opened in Microsoft Word.
  

Using Writer as an HTML Editor




   In addition to being a full-featured word processor, Writer also
   functions as an HTML editor.
   You can style HTML pages like any other document, but there are specific
   HTML Styles that help with creating good HTML.
   You can view the document as it will appear online, or you can directly edit
   the HTML code.
  
Procedure 9.7. Creating an HTML Page
	
     Click File+New+HTML Document.
    

	
     Press F11 to open the Styles and
     Formatting window.
    

	
     At the bottom of the Styles and Formatting window,
     click the drop-down box to open it.
    

	
     Select HTML Styles.
    

	
     Create your HTML page, using the styles to tag your text.
    

	
     Click File+Save As.
    

	
     Select the location where you want to save your file and name the file.
     Make sure that in the bottom drop-down box,
     HTML Document is selected.
    

	
     Click OK.
    




   If you prefer to edit HTML code directly, or if you want to see the HTML
   code created when you edit the HTML file as a Writer document, click
   View+HTML Source. In HTML Source mode, the Formatting and
   Styles list is not available.
  

   The first time you switch to HTML Source mode, you are prompted to save
   the file as HTML, if you have not already done so.
  

   To switch back from HTML Source mode to Web Layout, click
   View+HTML source
   again. 

Using Formatting and Styles in Calc




   Calc comes with a few built-in cell and page styles to improve the
   appearance of your spreadsheets and reports. Although these built-in
   styles are adequate for many uses, you will probably find it useful to
   create styles for your own frequently used formatting preferences.
  
Procedure 10.1. Creating a Style
	
     Click Format+Styles and
     Formatting.
    

	
     In the Styles and Formatting window, click either
     the Cell Styles or the Page
     Styles icon from the top of the window.
    

	
     Right-click anywhere in the list of styles in the Styles and
      Formatting window.
      Then click New.
    

	
     Specify a name for your style and use the various tabs to set the
     desired formatting options.
    

	
     Click OK.
    



Procedure 10.2. Modifying a Style
	
     Click Format+Styles and
     Formatting.
    

	
     In the Formatting and Styles window, click either
     the Cell Styles or the Page
     Styles icon.
    

	
     Right-click the name of the style you want to change, then click
     Modify.
    

	
     Change the desired formatting options.
    

	
     Click OK.
    




   To apply a style to specific cells, select the cells you want to format.
   Then double-click the style you want to apply in the Styles and
   Formatting window.
  

Working With Sheets




   Sheets are a good method to organize your calculations.
   For example, if you have a business, accounting might be much clearer if you
   create a sheet for each month.
  

   To insert a new sheet in your spreadsheet, do the following:
  
Procedure 10.3. Inserting New Sheets
	
     Select Insert+Sheet from the main menu. A dialog opens.
    

	
     Decide whether the new sheet should be positioned before or after the
     selected sheet.
    

	
     If you want to create a new sheet, make sure the New
     Sheet radio button is activated. Enter the number of sheets
     and the sheet name. Skip the next step.
    

	
     If you want to import a sheet from another file, do the following
     otherwise skip this step:
    
	
       Select From file and click
       Browse.
      

	
       Select the file name and confirm with OK. All the
       sheet names are now displayed in the list.
      

	
       Select the sheet names you want to import by holding the
       Shift key.
      

	
       Confirm with OK to import the sheet names you
       selected.
      






   To rename a sheet, right-click a sheet in the sheet tab and select
   Rename Sheet. To rename, you can also double-click the
   sheet tab.
  

   To delete the current sheet, select Edit+Sheet+Delete and
   confirm with Delete Sheets. It is possible to delete
   more than one sheet by holding the Shift key and
   selecting the sheets you want to delete in the sheet tab. Right-click and
   choose Delete Sheet and the same dialog appears.
   Confirm with Delete Sheets.
  

Conditional Formatting




   Conditional formatting is a useful feature to highlight certain values in
   your spreadsheet. For example, define a condition and if the condition is
   true, a style is applied to each cell that fulfills this condition.
  
Enable AutoCalculate

    Before you apply conditional formatting, choose Tools+Cell Contents+AutoCalculate. You should see a check
    mark in front of AutoCalculate.
   

Procedure 10.4. Using Conditional Formatting
	
     Define a style first. This style is applied to each cell when your
     condition is true. Use Format+Styles and Formatting or press
     F11. For more information, see
     Procedure 10.1, “Creating a Style”. Confirm with
     OK.
    

	
     Select the cell range where you want to apply your condition.
    

	
     Select Format+Conditional
     Formatting+Condition from the main menu. A dialog opens.
    

	
     You now see a template for a new condition.
     Conditions can operate in multiple modes:
    
	
                  Cell value is
                
	
        The condition tests if a cell matches a certain value. Beside
        the first pull-down menu, you can select an operator such as
        equal to, less than, or
        greater than.
       

	
                  Formula is
                
	
        The condition tests if a certain formula returns true.
       

	
                  Date is
                
	
        The condition tests if a certain date value is reached.
       

	
                  All Cells
                
	
        This mode allows creating data visualizations that, similarly to
        Cell value is, depend on the value of a cell.
        However, the difference here is that you can use one condition to apply
        an entire range of styles.
       




	
     For this example, keep the default: Cell value is.
    

	
     Select an operator and the value of the cell you want to test for.
    

	
     Choose the style you want to apply when this condition is true or click
     New Style to define a new appearance.
    

	
     If you need additional conditions, click Add.
     Then repeat the previous steps.
    

	
     Confirm with OK.
     Now the style of your cells has changed.
    




Grouping and Ungrouping Cells




   Grouping a cell range helps to fold your spreadsheet into parts.
   This makes your spreadsheets more readable, as you can hide all the parts
   you are not currently interested in.
   It is possible to group rows or columns and nest groups in other groups.
  

   To group a range, proceed as follows:
  
Procedure 10.5. Grouping a Selected Cell Range
	
     Select a cell range in your spreadsheet.
    

	
     Select Data+Group and
     Outline+Group. A dialog
     appears.
    

	
     Decide if you want to group your selected range as row or as column.
     Confirm with OK.
    




   After grouping selected cells, a line indicating the grouped cell range
   appears in the upper-left margin. Fold or unfold the cell range with the
   + and - icons. The numbers at the top
   left of the margins display the depth of your groups and can be clicked too.
  

   To ungroup a cell range, click into a cell which belongs to a group and
   select Data+Group and
   Outline+Ungroup. The line in
   the margin disappears.
   The innermost group is always deleted first.
  

Freezing Rows or Columns as Headers




   If you have a spreadsheet with lots of data, scrolling makes your header
   usually disappear.
   LibreOffice can lock rows or columns or both, so they remain fixed as you scroll
   around.
  

   To freeze a single row or a single column, proceed as follows:
  
Procedure 10.6. Freezing a Single Row or Column
	
     To create a frozen area before a row, click the header of the row
     (1, 2, 3, ...).
    

     To create a frozen area above a column, click the header of the column
     (A, B, C, ...).
    

	
     Select Window+Freeze. A dark line appears, indicating which area is frozen.
    




   It is also possible to freeze both rows and columns:
  
Procedure 10.7. Freezing Row and Column
	
     Click into the cell to the right of the column and below the row you
     want frozen. For example, if your header occupies the space from A1 to
     B3, click cell C4.
    

	
     Select Window+Freeze. A dark line appears, indicating which area is frozen.
    




   To unfreeze, select
   Window+Freeze.
   The check mark in the menu then disappears.
  

Chapter 11. LibreOffice Impress, Base, Draw, and Math




  Besides LibreOffice Writer and LibreOffice Calc, LibreOffice also includes the
  modules Impress, Base, Draw, and Math. With these you can create
  presentations, design databases, draw up graphics and diagrams, and create
  mathematical formulas.
 
Using Presentations with Impress




   Use LibreOffice Impress to create presentations for screen display or
   printing.
   If you have used other presentation software, Impress makes it easy to
   switch.
   It works very similarly to other presentation software.
  

   Impress can open and save Microsoft* PowerPoint* presentations. This means
   you can exchange presentations with PowerPoint* users, as long as you save
   your presentations in PowerPoint* format.
  
Creating a Presentation




    There are multiple ways to create a new Impress document:
   
	From Scratch. 
       To create a document from scratch, click File+New+Presentation and a new empty Impress
       document is created.
      

	Wizard. 
       To use a standard format and predefined elements for your documents
       use a wizard. Click File+Wizards+Presentation and follow the steps.
      

	Templates. 
       To use a template, click File+New+Templates
       and choose a template from Presentation Backgrounds.
       A new document based on the style of your selected template is created.
      




    The following procedure describes how to create a presentation by using
    the wizard. Proceed as follows:
   
	
      Start LibreOffice.
     

	
      Select File+Wizards+Presentation

	
      Choose From template and select
      Presentation Backgrounds from the pop-up menu to
      set your preferred background and click Next.
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      Select an output medium. The output medium is the form the final
      presentation will take, such as: Overhead sheet,
      Paper, a slideshow on a 4:3 Screen
      or a 16:9 Widescreen, among other choices.
     

      Select Preview for a thumbnail showing your
      choices. If all options are set according to your wishes, click
      Next.
     

	
      If you want to use effects for slide transitions, select the
      Effect you want to use and specify the
      Speed.
      The effect will be previewed immediately.
     

	
      Either use the default presentation type or choose
      Automatic to specify the amount of time each page
      displays and the length of the pause between presentations.
     

	
      If all options are set according to your wishes, click
      Create.
     




    The presentation opens, ready for editing.
   

Using Master Pages




    Master pages give your presentation a consistent look by defining what fonts
    and other design elements are used.
    Impress uses two types of master pages:
   
	Slide Master
	
       Contains elements that appear on all slides. For example, you might
       want your company logo to appear in the same place on every slide.
       The slide master also determines the text formatting style for the
       heading and outline of every slide that uses that master page, as
       well as any information you want to appear in a header or footer.
      

	Notes Master
	
       Determines the formatting and appearance of the notes in your
       presentation.
      



Creating a Slide Master




     Impress comes with a collection of preformatted master pages.
     Eventually, many users will want to customize their presentations by
     creating their own slide masters.
    
	
       Start Impress.
      

	
       To create a new empty presentation, select
       File+New+Presentation.
      

	
       Click View+Master+Slide Master.
      

       This opens the current slide master in Master
       View.
       The Master View toolbar appears.
      

	
       Right-click the left-hand panel, then click New
       Master.
      

	
       Edit the slide master until it has the desired look.
      

       A special feature of Master View is that you can edit outline styles by
       directly formatting the sample text on the slide.
      

	
       To finish editing slide masters, in the Master View
       toolbar, click Close Master View.
       Alternatively, choose
       View+Normal.
      



Collect Slide Masters in a Template

      When you have created all of the slide masters you want to use in your
      presentations, you can save them in an Impress template. Then, any
      time you want to create presentations that use those slide masters,
      open a new presentation with your template.
     


Applying a Slide Master




     Slide masters can be applied to selected slides or to all slides in the
     presentation.
    
	
       Open your presentation.
      

	
       (Optional) If you want to apply the slide master to multiple slides,
       but not to all slides. Select the slides that you want to use that
       slide master applied to.
      

       To select multiple slides, pressCtrl in the
       Slides Pane while clicking the slides you want to
       use.
      

	
       In the Tasks Pane, open the Master Pages and click
       the master page you want to apply. The slide master is applied to the
       corresponding page(s).
      

       If you do not see the Task Pane, click
       View+Task Pane.
      







Part IV. Information Management




Setup Assistant




   The first time you start Evolution, it opens an assistant to help you set
   up e-mail accounts and import data from other applications.
  

   The Evolution Account Assistant helps you provide
   all the required information.
  
Restoring from a Backup File




    When the assistant starts, the Welcome page is displayed.
    Click Continue to proceed to the
    Restore from Backup page.
    If you previously backed up your Evolution configuration and want to
    restore it, check
    Restore Evolution from the Backup File.
    Then, select the backup file in the file chooser dialog.
   

    Otherwise, click Continue and proceed to
    Identity.
   

Defining Your Identity




    The Identity page is the next step in the
    assistant.
   
	
      Type your full name in the Full Name field.
     

	
      Type your e-mail address in the E-mail Address
      field.
     

	
      (Optional) Type a reply to address in the Reply-To
      field.
     

      Only use this field if you want replies to e-mails from you to be sent to
      a different e-mail address.
     

	
      (Optional) Type your organization name in the
      Organization field.
     

      This is the company where you work, or the organization you represent
      when you send e-mails.
     

	
      Click Continue.
     




Receiving Mail




    The Receiving E-mail page lets you determine the
    server that you want to use to receive e-mail.
   

    You need to specify the type of server you want to receive mail from.
    If you are not sure about the type of server, contact your
    
    e-mail provider.
   

    Select a server type in the Server Type list. The
    following is a list of available server types:
   
Exchange Web Services: 
     Allows you to connect to newer Microsoft Exchange servers to synchronize
     e-mail, calendar, and contact information.
     This is only available if you have installed the connector for
     Microsoft* Exchange* which is packaged in
     evolution-ews.
    
IMAP+: 
     Keeps the e-mail on your server, so you can access your e-mail from
     multiple systems.
     
    
POP: 
     Downloads your e-mail to your hard disk for permanent storage, freeing
     up space on the e-mail server.
    
USENET News: 
     Connects to a news server and downloads a list of available news
     digests.
    
Local Delivery: 
     If you want to move e-mail from the spool and store it in your home
     directory, you need to provide the path to the mail spool you want to
     use. If you want to leave mail in your system’s spool files, select
     Standard Unix Mbox Spool File instead.
    
MH Format Mail Directories: 
     To download your e-mail using mh or an
     mh-style
     program, you need to provide the path to the mail directory you want
     to use.
    
Maildir Format Mail Directories: 
     If you download your e-mail using Qmail or another Maildir-style
     program, select this option. You need to provide the path to
     the mail directory you want to use.
    
Standard Unix Mbox Spool File or Directory: 
     To read and store e-mail in the mail spool on your local
     system, select this option. You need to provide the path to the mail
     spool you want to use.
    
None: 
     If you do not plan to check e-mail with this account, select this
     option. There are no configuration options.
    
Configuration Options for IMAP+, POP, and USENET




     If you selected IMAP+, POP, or USENET News as the server type, you
     need to specify additional information.
    
If you are not sure about the correct server address, user name or
     security setting, contact your
      e-mail provider.
    
	
       Type the host name of your e-mail server into the text box
       Server.
      

	
       Type your user name for the account into the text box
       Username.
      

	
       Choose a security setting supported by your mail server.
       For security reasons, avoid using No Encryption.
      

	
       Select your authentication type in the Authentication
       list.
       To have Evolution check for supported authentication types, click
       Check for Supported Types.
       Then choose one of the options without a strikeout.
      

       Some servers do not announce the authentication mechanisms
       they support.
       Therefore clicking this button is not a guarantee that
       the shown mechanisms actually work.
      

	
       Click Continue.
      




Configuration Options for Exchange Web Services




     If you selected Exchange Web Services as the server type, you
     need to specify additional information.
    
If you are not sure about the correct server address, user name or
     security setting, contact your
      e-mail provider.
    
	
       Type your user name for the account into the text box
       Username.
      

	
       Type the EWS URL of your e-mail server into the text box
       Host URL.
      

       If available, type the address of an Offline Address Book into the text
       box OAB URL.
      

       If your login name and the name of your mailbox differ, select
       Open Mailbox of other user.
       Then type the mailbox name into the text box below.
      

	
       Select an authentication type in the Authentication
       list.
       To have Evolution check for supported authentication types, click
       Check for Supported Types.
       Then choose one of the options without a strikeout.
      

       Some servers do not announce the authentication mechanisms
       they support.
       Therefore clicking this button is not a guarantee that
       the shown mechanisms actually work.
      

	
       Click Continue.
      




Local Configuration Options




     If you selected Local Delivery, MH-Format
     Mail Directories, Maildir-Format Mail
     Directories, or Standard Unix Mbox Spool File or
     Directory, specify the path to the local files or
     directories in the path field.
    


Receiving Options




    After you have selected a mail delivery mechanism, you can set some
    preferences for its behavior.
   
IMAP+ Receiving Options




     If you selected IMAP+ as the receiving server type,
     you will now see a page of options to specify the behavior of Evolution.
    
	
       You can choose from the following options:
      
	
                      Check for new messages every ... minutes
                    
	
         Select if you want Evolution to automatically check for new mail.
         Set how often to check.
        

	
                      Check for new message in all folders
                    
	
          Select if you want to check for new messages in all folders.
         

	
                      Check for new message in subscribed folders
                    
	
          Select if you want to check for new messages in subscribed folders.
         

	
                      Use Quick Resync if the server supports it
                    
	
          Select if you want to use Quick Resync which makes browsing mail faster
          on supported servers.
         

	
                      Listen for server change notifications
                    
	
          Select if you want Evolution to listen for change notifications.
          If you activate this option, Evolution will show you mail as it
          arrives.
          Therefore, you can usually deactivate
          Check for new messages every ... minutes.
         

	
                      Show only subscribed folders
                    
	
          Select if you want Evolution to show only subscribed folders.
         

          You can unsubscribe from folders to cut down on the number of
          irrelevant folders shown in Evolution and to reduce the amount
          of mail that is downloaded.
         

	
                      Apply filters to new messages in all folders
                    
	
          Select if you want to apply filters to new messages, and whether
          to do so in all folders or only in the Inbox folder.
         

	
                      Check new messages for Junk contents
                    
	
          Select if you want to check new messages for junk content, and
          whether to do so in all folders or only in the Inbox folder.
         

	
                      Automatically synchronize remote mail locally
                    
	
          Select this to download all your mail, so you can read it offline.
         




	
       Click Continue.
      




POP Receiving Options




     If you selected POP as the receiving server type,
     you will now see a page of options to specify the behavior of Evolution.
    
	
       You can choose from the following options:
      
	
                      Check for new messages every ... minutes
                    
	
         Select if you want Evolution to automatically check for new mail.
         Set how often to check.
        

	
                      Leave messages on server
                    
	
          Select if you want leave your mail on the server or delete it on the
          server when you download it to your computer.
          You can also set a period of time for which the messages will be kept
          on the server after they were downloaded.
         

	
                      Disable support for all POP3 extensions
                    
	
          Disabling POP3 extensions can help with old or misconfigured servers.
          Select if you have trouble receiving mail.
         




	
       Click Continue.
      




USENET News Receiving Options




     If you selected USENET News as the receiving server type,
     you will now see a page of options to specify the behavior of Evolution.
    
	
       You can choose from the following options:
      
	
                      Check for new messages every ... minutes
                    
	
         Select if you want Evolution to automatically check for new mail.
         Set how often to check.
        

	
                      Apply filters to new messages in all folders
                    
	
          Select if you want to apply filters to new messages.
         

	
                      Show folders in short notations
                    
	
          Abbreviate folder names, for example,
          comp.os.linux appears as
          c.o.linux.
         

	
                      In the subscription dialog, show relative folder names
                    
	
          Display only the name of the folder. For example, the
          folder evolution.mail would appear as
          evolution.
         




	
       Click Continue.
      




Exchange Web Services Receiving Options




     If you selected Exchange Web Services as the receiving server type,
     you will now see a page of options to specify the behavior of Evolution.
    
	
       You can choose from the following options:
      
	
                      Check for new messages every ... minutes
                    
	
         Select if you want Evolution to automatically check for new mail.
         Set how often to check.
        

	
                      Check for new message in all folders
                    
	
          Select if you want to check for new messages in all folders.
         

	
                      Apply filters to new messages in all folders
                    
	
          Select if you want to apply filters to new messages.
         

	
                      Check new messages for Junk contents
                    
	
          Select if you want to check new messages for junk content, and
          whether to do so in all folders or only in the Inbox folder.
         

	
                      Automatically synchronize remote mail locally
                    
	
          Select this to download all your mail, so you can read it offline.
         

	
                      Connection timeout (in seconds)
                    
	
          Set maximum time to wait for an answer from the server.
         

	
                      Cache offline address book
                    
	
          If you provided an OAB URL in the prior step, you can select
          caching an address book.
          This will make the address book available when offline.
         




	
       Click Continue.
      




Local Delivery Receiving Options




     If you selected that you want to receive mail through Local Delivery,
     you will now see a page of options to specify the behavior of Evolution.
    
	
       Select Check for new messages every ... minutes
       if you want Evolution to automatically check for new mail.
       Set how often to check.
      

	
       Click Continue.
      




MH-Format Mail Directories Receiving Options




     If you selected that you want to receive mail through
     MH-Format Mail Directories,
     you will now see a page of options to specify the behavior of Evolution.
    
	
       Select Check for new messages every ... minutes
       if you want Evolution to automatically check for new mail.
       Set how often to check.
      

       Select Use the .folders summary file
       if you want to use the .folders summary
       file.
      

	
       Click Continue.
      




Maildir-Format Mail Directories Receiving Options




     If you selected that you want to receive mail through
     Maildir-Format Mail Directories,
     you will now see a page of options to specify the behavior of Evolution.
    
	
       Select Check for new messages every ... minutes
       if you want Evolution to automatically check for new mail.
       Set how often to check.
      

       Select Apply filters to new messages in Inbox
       if you want to apply filters to new messages.
      

	
       Click Continue.
      




Standard Unix Mbox Spool or Directory Receiving Options




     If you selected that you want to receive mail through a
     Unix mbox Spool File or Directories,
     you will now see a page of options to specify the behavior of Evolution.
    
	
       Select Check for new messages every ... minutes
       if you want Evolution to automatically check for new mail.
       Set how often to check.
      

       Select Apply filters to new messages in Inbox
       if you want to apply filters to new messages.
      

	
       Select Store status headers in Elm/Pine/Mutt format
       to store status headers in a way compatible with Elm, Pine, and Mutt.
      

	
       Click Continue.
      





Sending Mail




    Now that you have entered information about how you plan to receive mail,
    Evolution needs to know about how you want to send it.
    Usually, a separate server configuration is necessary for this.
    
    Otherwise, this page will be skipped.
   

    Select a server type from the Server Type list.
   

    The following server types are available:
   
Sendmail: 
     Uses the Sendmail program to send mail from your system. Sendmail is
     more flexible, but is not as easy to configure, so you should select
     this option only if you know how to set up a Sendmail service.
    
SMTP: 
     Sends mail using a separate mail server. This is the most common
     choice for sending mail. If you choose SMTP, there are additional
     configuration options.
    
Procedure 12.1. SMTP Configuration
	
      Type the host address in the Server field.
     

      If you are not sure what your host address is, contact your
      
      e-mail provider.
     

	
      Select if your server requires authentication.
     

      If you selected that your server requires authentication, you need
      to provide the following information:
     
	
        Choose a security setting supported by your mail server.
        For security reasons, avoid using No Encryption.
       

	
        Select your authentication type in the
        Authentication list.
       

        or
       

        Click Check for Supported Types to have
        Evolution check for supported types.
        Then choose one of the options without a strikeout.
       

        Some servers do not announce the authentication mechanisms
        they support.
        Therefore, clicking this button is not a guarantee
        that the shown mechanisms actually work.
       

	
        Type your user name in the Username field.
       



	
      Click Continue.
     




Final Steps




    Now that you have finished the e-mail configuration process, you need to
    give the account a name. The name can be any name you prefer. Type your
    account name on the Name field.
    Then click Continue.
    Finally, click Apply.
   

    Depending on your configuration, you may now be asked for your e-mail
    passwords and whether you want to save them or want to always enter them
    when starting Evolution.
   

    The Evolution main window will then open for the first time.
   


For More Information




   Get more information about Evolution from the application help
   available via F1.
  

   Find more information on the project home page
   https://wiki.gnome.org/Apps/Evolution.
  

Chapter 13. Passwords and Keys: Signing and Encrypting Data




  The GNOME Passwords and Keys program is an important component
  of the encryption infrastructure on your system. With this
  program, you can create and manage PGP and SSH keys, import, export and share
  keys, back up your keys and keyring, and cache your passphrase.
 

  Start the program by choosing Applications+Utilities+Passwords and Keys
Figure 13.1. Password and Keys Main Window
[image: Password and Keys Main Window]


Signing and Encryption



Signing. 
    Attaching electronic signatures to pieces of information, such as
    e-mail messages or software to prove its origin. To keep someone
    else from writing messages using your name, and to protect both you and
    the people you send them to, you should sign your mails. Signatures help
    you check the sender of the messages you receive and distinguish
    authentic messages from malicious ones.
   

   Software developers sign their software so that you can check the
   integrity. Even if you get the software from an unofficial server, you
   can verify the package with the signature.
  
Encryption. 
     You might also have sensitive information you want to protect from other
     parties. Encryption helps you transform data and
     make it unreadable for others. This is important for companies so they
     can protect internal information and their employees' privacy.
   


Exporting Keys




   To export keys:
  
	
     Click Applications+Utilities+Passwords and Keys.
    

	
     Select the keys you want to export.
    

	
     Click File+Export.
    

	
     Specify a file name and location for the exported key.
    

	
     Click Save to export the key.
    




   You can also export keys to the clipboard in an ASCII-armored block of
   text:
  
	
     Click Applications+Utilities+Passwords and Keys.
    

	
     Select the keys you want to export.
    

	
     Click Edit+Copy.
    




Password Keyrings




   You can use password keyring preferences to create or remove keyrings, to
   set the default keyring for application passwords or to change the unlock
   password of a keyring. To create a new keyring, follow these steps:
  
	
     Click Applications+Utilities+Passwords and Keys.
    

	
     Click File+New+Password Keyring, then click
     Continue.
    

	
     Enter a new name for the keyring and click Add.
    

	
     Set and confirm a new Password for the keyring and
     click Create.
    




   To change the unlock password of an existing keyring, click the keyring
   in the Passwords tab and click Change
   Password. You need to provide the old password to be able to
   change it.
  

   To change the default keyring for application passwords, click the
   keyring in the Passwords tab and click Set as
   Default.
  

Key Servers




   You can keep your keys up-to-date by synchronizing keys periodically with
   remote keyservers. Synchronizing will ensure that you have the latest
   signatures made on all of your keys, so that the Web of trust will be
   effective.
  
	
     Click Applications+Utilities+Passwords and Keys.
    

	
     Click Edit+Preferences, then click the
     Key Servers tab.
    
[image: Key Servers]


     Passwords and Keys provides support for HKP and LDAP
     keyservers.
    
HKP Key Servers: 
      HKP key servers are ordinary Web-based key servers, such as the popular
      hkp://pgp.mit.edu:11371, also accessible at
      http://pgp.mit.edu.
     
LDAP Key Servers: 
      LDAP key servers are less common, but use the standard LDAP protocol to
      serve keys. ldap://keyserver.pgp.com is a good LDAP server.
     

     You can Add or Remove key servers
     to be used using the buttons on the left. To add a new key server, set
     its type, host and port, if necessary.
    

	
     Set whether you want to automatically publish your public keys and
     which keyserver to use. Set whether you want to automatically retrieve
     keys from key servers and whether to synchronize modified keys with
     keyservers.
    

	
     Click Close.
    




Part V. Communication and Collaboration




Managing Contacts




   Use the Buddy List to manage your contacts, also known as buddies.
   You can add and remove buddies from your Buddy List.
   You can also organize your buddies in groups, so they are easy to find.
  

   After your accounts are set up, all buddies who are online appear in your
   Buddy List. If you want buddies who are not online to appear in the
   Buddy List, click Buddies+Show+Offline Buddies.
  
Figure 14.1. Pidgin Buddy List
[image: Pidgin Buddy List]



   To add a buddy to your Buddy List, click Buddies+Add Buddy,
   then enter the information about that buddy.
  
Adding Contacts for Certain Protocols

    For some protocols, you cannot add a buddy in the Pidgin interface. You
    must use the official client for those protocols if you want to add to your
    buddy list.
    After you have added a buddy in the protocol’s client, that
    buddy appears in your Buddy List.
   


   To remove a buddy from the list of contacts, right-click the name of that
   buddy in the Buddy List and click Remove.
  

For More Information




   This chapter explained the Pidgin options you need to know about to set
   up Pidgin and communicate with your contacts. It does not explain all of
   features and options of Pidgin.
   For more information, open Pidgin, then click
   Help+Online Help or press F1.
  

   For updates about new features and for the latest information, refer to
   the home page of the project at http://www.pidgin.im.
  

The Ekiga User Interface




   The user interface has different modes.
   To switch between views, use the toolbar.
   The first mode is Contacts, the second is
   Dialpad and the last one is
   Call History.
   In addition, the
   Call Panel displays pictures and
   videos of local or remote Web cams.
  
Figure 15.1. Ekiga User Interface
[image: Ekiga User Interface]



   By default, Ekiga opens in the Contacts mode.
   This view shows you a local address book lets you quickly open connections to
   often-used numbers.
  

   Many of the functions of Ekiga are available with key combinations.
   Table 15.1, “Key Combinations for Ekiga” summarizes the most important ones.
  
Table 15.1. Key Combinations for Ekiga
	
                  
        Key Combination
       

                	
                  
        Description
       

                
	
                  
                    Ctrl+O
                  

                	
                  
        Initiate a call with the current number.
       

                
	
                  
                    Esc
                  

                	
                  
        Hang up.
       

                
	
                  
                    Ctrl+N
                  

                	
                  
        Add a contact to your address book.
       

                
	
                  
                    Ctrl+B
                  

                	
                  
        Open the Address Book dialog.
       

                
	
                  
                    H
                  

                	
                  
        Hold the current call.
       

                
	
                  
                    T
                  

                	
                  
        Transfer the current call to another party.
       

                
	
                  
                    M
                  

                	
                  
        Suspend the audio stream of the current call.
       

                
	
                  
                    P
                  

                	
                  
        Suspend the video stream of the current call.
       

                
	
                  
                    Ctrl+W
                  

                	
                  
        Close the Ekiga user interface.
       

                
	
                  
                    Ctrl+Q
                  

                	
                  
        Quit Ekiga.
       

                
	
                  
                    Ctrl+E
                  

                	
                  
        Start the account manager.
       

                
	
                  
                    Ctrl+J
                  

                	
                  
        Activate Call Panel on the main user interface.
       

                
	
                  
                    Ctrl++
                  

                	
                  
        Zoom in to the picture from the Web cam.
       

                
	
                  
                    Ctrl+-
                  

                	
                  
        Zoom out on the picture from the Web cam.
       

                
	
                  
                    Ctrl+0
                  

                	
                  
        Return to the normal size of the Web cam display.
       

                
	
                  
                    F11
                  

                	
                  
        Use full screen for the Web cam.
       

                




Answering a Call




   Ekiga can receive calls in two different ways. First, can be
   called directly with sip:user@host, or via SIP
   provider. Most SIP providers enable you to receive calls from a normal
   land-line to your VoIP account. Depending on the mode in which you use Ekiga,
   there are several ways in which you are alerted to an incoming call:
  
	Normal Application
	
      Incoming calls can only be received and answered if Ekiga is already
      started. You can hear the ring sound on your headset or your speakers.
      If Ekiga is not started, the call cannot be received.
     

	Panel Applet
	
      Normally, the Ekiga panel applet runs silently without giving any
      notice of its existence. This changes when a call comes in. The
      main window of Ekiga opens and you hear a ringing sound on your
      headset or speakers.
     




   Once you have noticed an incoming call, click Accept
   to answer the call then start talking. If you do not want to accept this
   call, click Reject. It is also possible to transfer
   the call to another SIP address.
  

Using the Address Book




   Ekiga can manage your SIP contacts. All of the contacts
   are displayed in the Contacts tab, shown in the main
   window after start-up. To add a contact or a new contact group, run
   Chat+Add
   Contact.
  

   If you want to add a new group, enter the group name into the bottom text
   box and press Add. The new group is then added to the
   group list and preselected.
  

   The following entries are required for a valid contact:
  
	Name
	
      Enter the name of your contact. This may be a full name, but you can
      also use a nickname here.
     

	Address
	
      Enter a valid SIP address for your contact.
     

	Groups
	
      If you have many different contacts, add your own groups.
     




   To call a contact from the address book, double-click the contact.
   The call is initiated immediately.
  

Chapter 16. Firefox: Browsing the Web

Abstract

    The Mozilla Firefox Web browser is included with openSUSE® Leap.
    With features like tabbed browsing, pop-up window blocking and
    download management, Firefox combines the latest browsing and
    security technologies with an easy-to-use interface.
    Firefox gives you easy access to different search engines to help you find
    the information you need.
   




Starting Firefox




   To start Firefox, select
   Applications+Internet+Firefox.
  


Navigating Web Sites




   The look and feel of Firefox is similar to that of other browsers. It is shown
   in Figure 16.1, “The Browser Window of Firefox”. The navigation toolbar includes
   Forward and Back, the
   location bar for a Web address, and the search bar. Bookmarks are also
   available for quick access from the bookmarks toolbar. For more
   information about the various Firefox features, use the
   Help menu in the menu bar.
  
Using the Menu Bar

    While most functions of Firefox are available through the three-lines
    button
    ([image: Three-lines button]),
    some are only available from the menu bar.
   

    The menu bar of Firefox is hidden by default.
    To temporarily show it, press Alt.
    It will then be displayed until you click elsewhere in the Firefox window.
   

    To permanently enable the Firefox menu bar, first press
    Alt, then choose
    View+Toolbars+Menu Bar.
   

Figure 16.1. The Browser Window of Firefox
[image: The Browser Window of Firefox]


The Location Bar




    When typing into the location bar, an auto-completion drop-down box
    opens.
    It shows all previous location addresses and bookmarks containing the
    characters you type.
    The matching phrase is highlighted in bold.
    Entries visited most frequently and recently are listed first.
   

    List entries from the bookmark list are marked with a star. Bookmarks
    with tags are marked with an additional label followed by the tag names.
    List entries from the browsing history are not marked.
    To search in your bookmarks only, type * as the first
    character of your search.
   

    Use ↑ and ↓ or the mouse
    wheel to navigate the list.
    Press Enter or click an entry to go to the selected
    page.
    Del removes an entry from the list if it is an entry
    from the history.
    Bookmarked entries can only be removed by deleting the associated
    bookmark.
   

Zooming




    Firefox offers two zooming options: page zoom, the default, and text
    zoom. Page view zooms the entire page as is, with all elements of a
    page, including graphics, expanding equally while text zoom only changes
    the text size.
   

    To toggle between page and text zoom, from the menu bar, choose View+Zoom+Zoom Text
    Only. To zoom in or out either use the mouse
    wheel while holding the Ctrl key, or use
    Ctrl++
    and Ctrl+-. Reset the zoom factor with Ctrl+0.
   

Tabbed Browsing




    Tabbed browsing allows you to load multiple Web sites in a single window.
    To switch between pages in use, use the tabs at the top of the window.
    If you often use more than one Web page at a time, tabbed browsing makes
    it easier to switch between pages.
   
	Opening tabs
	
       To open a new tab, from the menu bar, select
       File+New Tab or press Ctrl+T. This
       opens an empty tab in the Firefox window. To open a link on a Web
       page or a bookmark in a tab, middle-click it. Alternatively,
       right-click a link and select Open Link in New
       Tab. You may also open an address in the location bar in a
       new tab with a middle-click or by pressing Ctrl+Enter.
      

	Closing Tabs
	
       Right-click a tab to open a context menu, giving you access to tab
       managing options such as closing, reloading, or bookmarking. To close
       a tab, you may also use Ctrl+W or click the close button. Any closed
       tab can be restored by choosing from the menu bar, History+Recently Closed Tabs. To reopen the last closed tab, either choose
       Undo Close Tab from the context menu or press
       Ctrl+Shift+T.
      

	Sorting Tabs
	
       By default, tabs are sorted in the order you opened them. Rearrange
       the tab order by dragging and dropping a tab to the desired position.
       If you have opened a large number of tabs, they cannot all be
       displayed in the tab bar at the same time.
       Use the arrows at the ends of the bar to
       move left or right-click the down arrow at the right end of the tab
       bar to get a list of all tabs.
      

	Dragging and Dropping
	
       Drag and drop also works with tabs. Drag a link onto an existing tab
       to open it in that tab or drag and drop a link on an empty space in
       the tab bar to open a new tab.
       Drag and drop a tab outside of the tab bar to open it in a new browser
       window.
      




Using the Sidebar




    Use the left side of your browser window for viewing bookmarks or
    browsing history. Extensions may add new ways to use the sidebar as
    well. To display the sidebar, from the menu bar, select View+Sidebar and
    select the desired contents.
   


Finding Information




   There are two ways to find information in Firefox: use the search bar to
   search the Internet with a search engine or the find bar to search the
   page currently displayed.
  
Finding Information on the Web




    Firefox has a search bar that can access different engines like Google,
    Yahoo, or Amazon. For example, if you want to find information about
    SUSE using the current engine, click in the search bar, type
    SUSE, and press Enter. The
    results appear in your window.
   

    To choose a different search engine, type your search term, then click one
    of the search provider icons at the bottom of the appearing pop-up.
   
Customizing the Search Bar




     If you want to change the order, add, or delete a search engine,
     proceed as follows.
    
	
       Click the icon to the left of the search bar.
      

	
       From the pop-up, select Change Search Settings.
      

	
       To delete an entry, click Remove.
       To change the order of entries, use the mouse to drag them.
      

       To add a search engine, click Add More Search
       Engines. Firefox displays a Web page with available
       search plug-ins. You can choose from Wikipedia, IMDB, Flickr, and numerous
       others. To install a search plug-in, click
       Add to Firefox.
      



Figure 16.2. Manage Search Engines
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     Some Web sites offer search engines that you can add directly to the
     search bar.
     Whenever you are visiting such a Web site, the icon to the left of
     the search bar gains a + sign.
     Click the icon and select Add.
    

Adding Keywords to Your Online Searches




     Firefox lets you define own keywords:
     abbreviations to use as a URL shortcut for a particular search engine.
     If you define ws as a keyword for the
     Wikipedia search for example, you can now type ws
     SEARCHTERM into the location bar
     to search Wikipedia for SEARCHTERM.
    

     To assign a shortcut for a search engine from the search bar, click the
     icon to the left of the search bar.
     Then select Change Search Settings.
     Select a search engine, then double-click its Keyword
     column.
    

     It is also possible to define a keyword for any search field on a
     Web site. Proceed as follows:
    
	
       Right-click the search field and choose Add a Keyword for
       this Search from the menu that opens. The Add
       Bookmark dialog appears.
      

	
       In Name, enter a descriptive name for this
       keyword.
      

	
       Enter your Keyword for this search.
      

	
       Choose the location where to save this keyword with
       Create In.
      

	
       Finalize with Add.
      



Keywords for Regular Web sites

      Using keywords is not restricted to search engines. You can also
      add a keyword to a bookmark (via the bookmark's properties). For
      example, if you assign suse to the SUSE home
      page bookmark, you can open it by typing suse into
      the location bar.
     



Searching in the Current Page




    To search inside a Web page, in the menu bar, click
    Edit+Find in This Page or press Ctrl+F. The find
    bar opens. It is usually displayed at the bottom of a window. Type your
    query in the text box. Firefox finds the first occurrence of this phrase
    as you type. You can find other occurrences of the phrase by pressing
    F3 or the Next button in the find
    bar. Clicking the Highlight All button will highlight
    all occurrences of the phrase. Checking the Match
    Case option makes the query case-sensitive.
   

    Firefox also offers two quick-find options. Click anywhere you like to
    start a search on a Web page, type the key /
    immediately followed by the search term. The first occurrence of the
    search term will be highlighted as you type. Use F3 to
    find the next occurrence. It is also possible to limit quick-find to
    links only. This search option is available by typing the key
    '.
   


Using the Download Manager




   Keep track of your current and past downloads with the help of the
   download manager.
   To start the download manager, in the menu bar, click Tools+Downloads.
   While downloading a file, a progress bar indicates the download status.
   If necessary, pause the download and resume it later. To open a
   downloaded file with the associated application, click
   Open. To open the location to which the file was
   saved, choose Open Containing Folder. Remove
   From List only deletes the entry from the download manager,
   however, it does not delete the file from the hard disk.
  

   By default, all files are downloaded to ~/Desktop.
   To change this behavior, in the menu bar, click
   Edit+Preferences.
   Go to General.
   Under Downloads, either choose another location or
   Always ask me where to save files.
  
Resuming Downloads

    If your browser crashes or is closed while downloading, all pending
    downloads will automatically be resumed in the background when starting
    Firefox the next time. A download that was paused before the browser was
    closed can manually be resumed via the download manager.
   


Customizing Firefox




   Firefox can be customized extensively.
  
	
     Change the way Firefox behaves by altering its preferences.
    

	
     Add functionality by installing extensions.
    

	
     Change the look and feel by installing themes.
    




   To manage extensions, themes and plug-ins, Firefox has an add-on manager.
  
Preferences




    Firefox offers a wide range of configuration options.
    These are available by choosing
    Edit+Preferences in the menu bar.
    Each option is described in detail in the online help, which can be accessed
    by clicking Help in the dialog.
   
Figure 16.5. The Preferences Window
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Session management




     By default, Firefox automatically restores your
     session—windows and tabs— only after it has crashed,
     or after a restart because of an extension. However, it can
     be configured to restore a session every time it is started: Open the
     Preferences dialog as described in
     Section “Preferences” and go to the category
     General. Set When Firefox
     Starts: to Show My Windows and Tabs from Last
     Time.
    

     When you have multiple windows open they will only be restored the next
     time when you close all of them at once with File+Quit (from the
     menu bar) or with
     Ctrl+Q.
     If you close the windows one by one, only the last window will be
     restored.
    

Language Preferences for Web Sites




     When sending a request to a Web server, the browser always sends the
     information about which language is preferred by the user. Web sites
     that are available in more than one language (and are configured to
     evaluate this language parameter) will display their pages in the
     language the browser requests. On openSUSE Leap, the preferred
     language is preconfigured to use the same language as the desktop. To
     change this setting, open the Preferences window as
     described in Section “Preferences”, go to the category
     Content and Choose your
     preferred language.
    

Spell Checking




     When typing into multiple-line text boxes, Firefox, by default,
     spell-checks what you type. Misspelled words are underlined in red. To
     correct a word, right-click it and select the correct spelling from the
     context menu. You may also add the word to the dictionary, if it is
     correct.
    

     To change or add a dictionary, right-click anywhere in a multi-line
     text box and select the appropriate option from the context menu. Here
     you may also disable spell-checking for this text box. If you want to
     globally disable spell checking, open the
     Preferences window as described in
     Section “Preferences” and go to the category
     Advanced. Uncheck Check My Spelling As
     I Type.
    


Add-ons




    Extensions let you personalize Firefox to fit your needs.
    With extensions, you can change the look and feel of Firefox, enhance
    existing functionality, and add functions.
    For example, extensions can enhance the download manager, show the weather
    or control Web music players.
    Other extensions assist Web developers or increase security by
    blocking content such as ads or scripts.
   

    There are thousands of extensions are available for Firefox.
    With the add-ons manager, you can install, enable, disable, update, and
    remove extensions.
   

    If you do not like the standard look and feel of Firefox, install a new
    theme. Themes do not change the functionality, only
    the appearance of the browser.
   
Installing Add-ons




     To add an extension or theme, start the add-ons manager with
     Tools+Add-Ons  from the menu bar.
     It opens on the Get Add-Ons tab
     either displaying a choice of recommended add-ons or the results of
     your last search.
    

     Use the Search All Add-Ons field
     to search for specific add-ons. Click an entry in the list to view a
     short description and a screenshot. Install the add-on by clicking
     Add to Firefox or open a Web page with detailed
     information by clicking the Learn More link.
    
Figure 16.6. Installing Firefox Extensions
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     If you want to browse all available add-ons or want to use advanced
     search options, click See all ... results.
     This opens the Firefox Add-ons Web page.
     To install an extension, click Add to Firefox on the
     description page of an extension.
    

     To activate freshly installed extensions or themes, Firefox sometimes
     needs to be restarted by clicking Restart now
     in the add-ons manager.
     Restart this way to make sure that your browsing session will be
     restored.
    

Managing Add-ons




     The Add-ons Manager also offers a convenient interface to manage
     extensions, themes, and plug-ins. Extensions can be
     enabled, disabled or uninstalled. If an extension is configurable, its
     configuration options can be accessed via the
     Preferences button. In the Themes
     tab you may Uninstall a theme, or activate a
     different theme by clicking Use Theme. Pending
     extension and theme installations are also listed. Select
     Cancel to stop the installation. Although you cannot
     install Plug-Ins as a user, you may disable or
     enable them with the Add-ons manager.
    

     Some add-ons require you to restart the browser when you uninstall or
     disable them.
     In such cases, after clicking either of these actions, a
     Restart now link appears in the add-ons manager.
    



Controlling Adobe Flash Player Settings




   Adobe Flash Player is a software that extends browsers with the ability to
   display certain animations and applications.
  

   You can control the settings of the Adobe Flash Player plug-in with a
   settings manager. To start the Adobe Flash Player Settings, choose
   Applications+Internet+Adobe Flash Player.
   The dialog allows you to define your preferences with regard to
   Storage, Camera and Mic,
   Playback and to change some advanced settings. For
   more information, refer to
   http://www.macromedia.com/support/documentation/en/flashplayer/help/settings_manager.html.
  

For More Information




   Get more information about Firefox from the official help Web site
   available via F1. More useful information is available
   from the following links:
  
	Support forum: http://support.mozilla.com/forum
	Main Menu reference: http://support.mozilla.com/kb/Menu+reference
	Preferences reference: http://support.mozilla.com/kb/Options+window
	Keyboard shortcuts: http://support.mozilla.com/kb/Keyboard+shortcuts


Connecting to a Remote Server




   To connect to a remote server, do the following:
  
	
     Click Remote+Open
     Location.
    

	
     Specify a URL to connect to and click Connect.
    

	
     Specify your user name and click Connect. Then
     specify your password and click Connect. To connect
     anonymously, leave the user name blank.
    

	
     If the connection is successful, the right part of the gFTP window lists
     files from the remote computer.
     The file listing on the left side continues to show files from your local
     computer.
     You can now upload and download files via drag and drop or by using the
     arrow buttons.
    




   To bookmark a site you access frequently, click Bookmarks+Add Bookmark. Specify a name for the bookmark, then click
   Add. The new bookmark is added to your list of
   bookmarks.
  

Transferring Files




   In the following figure, the file list on the right contains the remote
   server's directory of files. The file list on the left side contains your
   local computer's directory of files (on your hard disk or network).
  
Figure 17.2. gFTP File Transfer
[image: gFTP File Transfer]



   To download files, select the files you want to download in the remote
   list of files, then click the left arrow button. The progress of each
   download is listed in the field in the middle of the window. If the
   transfer is successful, the files appear in the directory listing on the
   left.
  

   To upload a file, select the files you want to upload in your local
   directory listing on the left, then click the right arrow button. The
   progress of each download is listed in the field in the middle of the
   window. If the transfer is successful, the files appear in the remote
   directory listing on the right.
  

   To modify preferences for your downloads, click FTP+Preferences.
  

Setting Up an HTTP Proxy Server




   To set up an HTTP proxy server, do the following:
  
	
     Click FTP+Preferences, then select the
     FTP tab.
    

	
     Enter the Proxy hostname and Proxy
     port. If applicable, also provide your login credentials for
     the proxy server. Choose a proxy type from the Proxy Server
     Type drop-down box.
    

	
     Click the HTTP tab, and enter the same proxy server
     information as above in the dialog. Note that port numbers for FTP and
     HTTP proxy may differ.  
    

	
     Click OK.
    




Part VII. Graphics




Starting GIMP




   To start GIMP, select Applications+Graphics+GIMP.
  

Saving and Exporting Images




   GIMP makes a distinction between saving and exporting images.
  
Saving an Image. 
    The image is stored with all its properties in a lossless format.
    This includes, for example, layer and path information.
    This means that repeatedly opening and saving the image will neither degrade
    its quality nor how well it can be edited.
   

   To save an image, use
   File+Save
   or
   File+Save as.
   To be able to store all properties, only the native format of
   GIMP is allowed in this mode: the XCF format.
  
Exporting an image. 
    The image is stored in a format in which some properties can be lost.
    For example, most image formats, do not support layers.
    When exporting, GIMP will often tell you which properties will be lost
    and ask you to decide how to proceed.
   

   To export an image, use
   File+Overwrite
   or
   File+Export As.
   Below is a selection of the most common file formats that GIMP can
   export to:
  
	JPEG
	
      A common format for photographs and Web page graphics
      without transparency. Its compression method enables reduction of file
      sizes, but information is lost when compressing. It may be a good idea
      to use the preview option when adjusting the compression level. Levels
      of 85% to 75% often result in an acceptable image quality with
      reasonable compression.
      Repeatedly opening a JPEG and then saving can quickly result
      in poor image quality.
     

	GIF
	
      Although very popular in the past for graphics with transparency, GIF
      is less often used now.
      GIF is also used for animated images.
      The format can only save indexed
      images. See Section “Image Modes” for information
      about indexed images. The file size can often be quite small if only a
      few colors are used.
     

	PNG
	
      With its support for transparency, lossless compression and good browser
      support, PNG is the preferred format for Web graphics with transparency.
      An added advantage is that PNG offers partial transparency, which is not
      offered by GIF.
      This enables smoother transitions from colored areas to transparent areas
      (antialiasing).
      It also supports the full RGB color space which makes it usable for
      photos.
      However, it cannot be used for animations.
     




Printing Images




   To print an image, select File+Print from the image menu. If your
   printer is configured in the system, it should appear in the list. You
   can configure printing options on Page Setup and
   Image Settings tabs.
  
Figure 18.3. The Print Dialog
[image: The Print Dialog]



   When you are satisfied with the settings, click Print.
   Cancel aborts printing.
  

Chapter 19. GNOME Videos




  GNOME Videos is the default movie player. GNOME Videos provides
  the following multimedia features:
 
	
    Support for a variety of video and audio files
   

	
    A variety of zoom levels and aspect ratios, and a full screen view
   

	
    Seek and volume controls
   

	
    Playlists
   

	
    Complete keyboard navigation
   




  To start GNOME Videos, click Applications+Sound & Video+Videos.
 
Using GNOME Videos




   When you start GNOME Videos, the following window is displayed.
  
Figure 19.1. GNOME Videos Start-Up Window
[image: GNOME Videos Start-Up Window]


Opening a Video or Audio File



	
      Click
      Videos+Open.
     

	
      Select the files you want to open, then click Add




    You can also drag a file from another application (such as a file
    manager) to the GNOME Videos window. GNOME Videos opens the file and
    plays the movie or song.
    GNOME Videos displays the title of the movie or song beneath the
    display area and in the titlebar of the window.
   
Unrecognized File Format

     If you try to open a file format that GNOME Videos does not
     recognize, the application displays an error message and recommends a
     suitable codec.
    


    You can double-click a video or audio file in GNOME Files
    to open it in the GNOME Videos window by default.
   

Opening a Video or Audio File By URI Location



	
      Click
      Videos+Open Location.
     

	
      Specify the URI location of the file you want to open, then click
      Open.
     




Playing a DVD, VCD, or CD




    To play a DVD, VCD, or CD, insert the disc in the optical device of your
    computer, then click Movie+Play
    Disc.
   

    To eject a DVD, VCD, or CD, click Movie+Eject.
   

    To pause a movie or song that is playing, click the [image: GNOME Videos Pause] button, or click Movie+Play/Pause.
    When you pause a movie or song, the statusbar displays
    Paused and the time elapsed on the current movie or
    song.
   

    To resume playing a movie or song, click the [image: GNOME Videos Play] button, or click Movie+Play/Pause.
   

    To play or pause a movie, you can also press P.
   

    To view properties of a movie or song, click View+Sidebar to make
    the sidebar appear.
    The dialog contains the title, artist, year, and duration
    of movie or song, video dimensions, codec, frame rate, and the audio
    bit rate.
   

Seeking Through Movies or Songs




    To seek through movies or songs, use any of the following methods:
   
	To skip forward
	
       Click Go+Skip Forward.
       Alternatively, use ←.
      

	To skip backward
	
       Click Go+Skip Backward.
       Alternatively, use →.
      

	To move to next movie or song
	
       Click Go+Next Chapter/Movie, or click the
       [image: GNOME Videos Next] button.
      

	To move to previous movie or song
	
      Click Go+Previous Chapter/Movie, or click the [image: GNOME Videos Previous] button.
      




Changing the Zoom Factor




    To change the zoom factor of the display area, use any of the following
    methods:
   
	To zoom to full screen mode
	
       Click View+Fullscreen.
       Alternatively, press F.
      

       To exit fullscreen mode, click Leave Fullscreen or
       press Esc.
      

	To zoom to half size (50%) of the original movie or visualization
	
       Click View+Fit Window to
       Movie+Resize 1:2.
      

	To zoom to size (100%) of the original movie or visualization
	
       Click View+Fit Window to
       Movie+Resize 1:1.
      

	To zoom to double size (200%) of the original movie or visualization
	
       Click View+Fit Window to
       Movie +Resize 2:1.
      




    To switch between different aspect ratios, click View+Aspect Ratio.
   

    The default aspect ratio is Auto.
   

Showing or Hiding Controls




    To hide the window controls of GNOME Videos, click View+Show Controls
    and deselect the option.
    To show the controls on the GNOME Videos window, right-click the window,
    then select Show Controls.
    If the Show Controls option is selected, GNOME Videos
    shows the menubar, time elapsed slider, seek control buttons,
    volume slider, and statusbar on the window. If the Show Controls option
    is not selected, the application hides these controls and shows only the
    display area.
   

Managing Playlists




    To show the playlist, click View+Sidebar.
    The Playlist sidebar is displayed.
   

    You can use the Playlist dialog to do the following:
   
	To add a track or movie: 
       Click the Add
       button.
       Select the file you want to add to the playlist, then click
       OK.
      

	To remove a track or movie: 
       Select the file names from the file name list box, then click
       Remove.
      

	To save a playlist to file: 
       Click the 
       Save Playlist button, then specify a
       file name.
      

	To move a track or movie up the playlist: 
       Select the file name from the file name list box, then click the
       Move Up button.
       
      

	To move a track or movie down the playlist: 
       Select the file name from the file name list box, then click the
       Move Down button.
       
      




    To hide the playlist, click View+Sidebar, or click the
    Sidebar button.
    
   

    To enable or disable repeat mode, click Edit+Repeat Mode. To
    enable or disable shuffle mode, click Edit+Shuffle Mode.
   

Choosing Subtitles




    To choose the language of the subtitles, click View+Subtitles+Select
    Text Subtitles, then select the subtitles
    language (DVD) or subtitle file (AVI etc.) you want to display.
   

    To disable the display of subtitles, click View+Subtitles+None.
   

    By default, GNOME Videos chooses the same language for the
    subtitles that you use on your computer.
   

    GNOME Videos automatically loads and displays subtitles if the
    file that contains them has the same name as the video file.
    It supports the following subtitle file extensions:
    srt, asc,
    txt, sub,
    smi, or ssa.
   



Modifying GNOME Videos Preferences




   To modify GNOME Videos preferences, click Videos+Preferences.
  
General Preferences




    The General Preferences let you select a network connection speed,
    specify if media files should be played from the last used position, and
    change the font and encoding used to display subtitles.
   
Figure 19.2. GNOME Videos General Preferences
[image: GNOME Videos General Preferences]



    General Preferences include the following:
   
	Playback
	
       Lets you specify whether to start playing the movie from the last
       position.
      

	Networking
	
       Select network connection speed from the Connection speed drop-down box.
      

	Text Subtitles
	
       Lets you specify whether to load the subtitles automatically, and
       change the font and encoding used to display the subtitles.
      




Display Preferences




    The Display Preferences let you choose to automatically resize the
    window when a new video is loaded, change the color balance, and
    configure visual effects when an audio file is played.
   
Figure 19.3. GNOME Videos Display Preferences
[image: GNOME Videos Display Preferences]



    Display Preferences include the following:
   
	Automatically resize the window when a new video is loaded
	
       Select this option if you want GNOME Videos to automatically
       resize the window when a new video is loaded.
      

	Disable the screen saver when playing video or audio
	
       Select this option if you want GNOME Videos to automatically
       disable the desktop screen saver while an audio file is playing.
      

	Visual Effects
	
       You can choose to show visual effects when an audio file is playing,
       select the type of visualization you want to show, and the
       visualization size.
      

	Color Balance
	
       Specify the level of color brightness, contrast, saturation, and hue.
      




Audio Preferences




    The Audio Preferences dialog lets you select the audio output
    type.
   
Figure 19.4. GNOME Videos Audio Preferences
[image: GNOME Videos Audio Preferences]




Chapter 20. Brasero: Burning CDs and DVDs

Abstract

    Brasero is a GNOME program for writing data and audio CDs and DVDs.
    Start the program from the main menu by clicking
    Applications+Sound & Video+Brasero.
   

    The following sections are a quick introduction on how to create an own CD
    or DVD.
   




Creating a Data CD or DVD




   After starting Brasero for the first time, the main window appears as
   shown in
   Figure 20.1.
  
Figure 20.1. Main View of Brasero
[image: Main View of Brasero]



   To create a data CD or DVD, proceed as follows:
  
	
     Click Data project or select Project+New Project+New
     Data Project. The project
     view appears.
    

	
     Drag and drop the desired directories or individual files either from
     your file manager or by clicking the plus icon. To show your directory
     structure directly in Brasero, select View+Show Side Panel or press F7.
    

	
     Optionally, save the project under a name of your choice with
     Project+Save As.
    

	
     Name your medium. The original label is Data disc
     (date).
    

	
     Choose the output medium from the pull down menu next to the
     Burn button (CD/DVD or in an ISO image file).
    

	
     Click Burn. A new dialog appears, depending
     on what medium you have selected in the previous step:
    
	CD/DVD. 
        You can define some parameters, like the burning speed or where to
        store temporary files. Under Options you can also
        choose whether to burn the image directly, close the session, verify
        the written data, and others.
       

	ISO Image. 
        Specify a file name for your ISO image file.
       




	
     Start the process with Burn.
    





Creating an Audio CD




   There are no significant differences between creating an audio CD and
   creating a data CD. Proceed as follows:
  
	
     Select Project+New
     Project+New Audio Project.
    

	
     Drag and drop the individual audio tracks to the project directory. The
     audio data must be in WAV or Ogg Vorbis format. Determine the sequence
     of the tracks by moving them up or down in the project directory.
    

	
     Click Burn.
     A dialog opens.
    

	
     Specify a drive to write to.
    

	
     Click Properties to adjust burning speed and other
     preferences. When burning audio CDs, choose a lower burning speed to
     reduce the risk of burn errors.
     

	
     Click Burn.
    




For More Information




   You can find more information about Brasero at
   http://www.gnome.org/projects/brasero/.
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