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Printing INFOhio Reports with LibreOffice for MacOS

Below are instructions on how to open the most commonly used reports found within the
INFOhio Tab.
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1. Inthe “Output Options” Tab, select “Plain Text”.

Report Format

© Plain Text RTF

2. When viewing the finished report, click both “View result” and “Format report”.

Report to view: CAS : Age of Collection
View log

View result
Format report
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CAT : Reports for Consolidation

All reports are emailed to the email address you provide. Once you download the
files to your local machine you can open them in LibreOffice.

CAT : Shelf List, CAT : Weeding List
Brief or Long Report Type

1. Inthe “Output Options” tab select “Brief or Long” and “Plain Text”.

Report Type
© Brief Long Spreadsheet

Report Format
© Plain Text RTF

2. When viewing the finished report, you will need to click only the “View result” box.

Report to view: PAT : List Users
View log
View result

Format report

0K

3. When the document opens in OpenLibre, you will need to do a few changes to the
document.

4. Firstyou will need to double click on “Default Page Style” at the bottom.
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5. Next, you will need to change the page orientation from “Portrait” to “Landscape”
and click “Apply” and “OK”.

] Page Style: Default Page Style

Organizer  Page Area  Transparency  Header  Footer  Borders  Columns  Footnote
Paper Format

Format: Letter 2]

Width 11.00° s

Height 850"

Orientation: Portrait

O Landscape Paper tray: [From printer senings] B
: Margins Layout Settings
! Leh 0.79" o Page layout: Right and lett a
? Right: 0.79% o Page numbers: 1,23, a8
; Top: 0.79" & Use page line-spacing
I Botiom: 0.79" =
3 Gutter position Left 2]

Gutter: 0.00°
Background covers margins

i Help Reset Apply cancel ([

6. Lastly, you will need to remove unneeded characters shown below and the report
will be ready to be printed.

((folddata

.pgnum ¢
.report

.title 1
INFOhlo :: CAT : Shelf List (catitemlist - brief)

.heading 1
Item Created Call Number Barcode Status

Spreadsheet Report Type

1. Inthe “Output Options” tab select “Spreadsheet” and “Pipe” as Delimiter under
Report Type.
Report Type
Brief Long © Spreadsheet | Delimiter: Comma Tab O Pipe Other:

2. Under Report Format select “Plain Text”.
Report Format

© Plain Text RTF
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3. Select the Options you want to display.

4. Click “Run Now” at the bottom.

5. Selectthe report you just ran from the “Finished Reports” and click “View”. Check
only the “View Result” box.

Schedule New Reports : View Finished Reports

Report to view: PAT : List Users 2
View log
View result

Format report

0K

6. The results will open in LibreOffice. By default, LibreOffice opens files from
WorkFlows in the word processing application. Once the file is open in LibreOffice,
click on “Edit” then “Select All” to select all text.

Edit View Insert Format Styles Table

Undo: Change style: Default Page Style

Repeat: Change style: Default Page Style

Cut

Copy

Paste

Paste Special >

Select All
Selection Mode > 3

7. After “Select All”, go back to “Edit” and select “Copy”.
8. Next, click on “File”, then “New”, and then “Spreadsheet”.

LibreOffice File Edit View Insert Format Styles Table Form

@ [ Nev \i Text Document
B E 4 Open... Spreadsheet
Open Remote... Presentation
formatted Text Recent Documents > Drawing
Close Formula
Wizards > paanase
Templates > HTML Document
XML Form Document
Reload
Labels
Sove Business Cards
Save As... Master Document
Save Remote... Templates...
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9. Once a blank Spreadsheet opens, click on “Edit” and then select “Paste”.

Edit View Insert Format St

Undo: Insert

Repeat: Insert

Cut !
Copy |
Paste

Paste Special >

10. Click on the letter A above the top row of data. This will select all the text.

A B
1 Barcode|Nape|Library|

2 20AA2AAAARKR7ARRINIIKF .

11. Click on the Data menu, and then select “Text to Columns”.

Sheet Data Tools

Sort...
n Sort Ascending
Sort Descending

v
v

" AutoFilter
[Teacher| More Filters >

Define Range...

jrade I Select Range... ‘
JWN | UN \
141 | KA (
BASI,S,J Pivot Table 2
| NONE | Calculate >
3|1BASI \yaiidity.. ¢
216 I BE Subtotals...

| 353 | C Form...
JNKNOW

|216 |E

| ZETTS XML Source...

I 052 I F Multiple Operations...

| 311 | F

~

~ o

1407 | z Consolidate... |
133 l PL Group and Outline >
JNKNOW Statistics > ‘
NN e 7
gt Page | 5 LibreOffice & WorkFlows for Mac — Report Settings
2 Last Updated July 2024
ff Management
} x‘\‘\\ CO unc " l' Page layout created and text abridged by INFOhio from SirsiDynix
e hio Education Computer Network documentation. Copyright © 2024, SirsiDynix. All Rights Reserved

INFOio is Optimized by the Manag t Council infohio.org/goto/handbook




INFOhio Symphony Handbook

IN i
OHIO'S PreK-12 DIGITAL LIBRARY LibreOffice & WorkFlows for Mac — Report Settings

12.1In the “Text to Columns” settings window, make sure you check the “Other” box and
enter a “|” (This is the character below the backspace on the keyboard using the
shift key and \). You will see how your data will look once you click “OK”.

[ ] @ Text to Columns
Import
Character set Unicode (UTF-16)
Locale Default - English (USA)
From row 1
Separator Options
Fixed width © Separated by
Tab Comma Semicolon Space Other |
Merge delimiters Trim spaces String delimiter:
Other Options
Format quoted field as text Detect special numbers Skip empty cells
Evaluate formulas Detect scientific notatic
Fields
Column type:
Standard Standard Standard Standard Standard
1 Barcode Name Library ALtID Room
2 20002000035768 DUKE, Noah ccee 3576 UNKNOWN
3 20002000036303 SIMON, Anthony cccc 3630 141
4 20002000040867 WEST, Tori ccce 4086 213
5 20002000041535 JOYNER, Kenneth ccee 4153 NONE
6 20002000043226 RAMOS, Dylan ccce 4322 213
7 20002000045080 BISHOP, Morgan ccce 4508 216
A NANANNARAACANE MAVAIADD | Auiman rren acan aca
Help Cancel m

13.You will notice that the barcode humbers are not appearing correctly.

A B
Barcode  |Name

1
2 2.0002E+13 DUKE, Noah
3 2.0002E+13 SIMON, Anthe
4 2.0002E+13 WEST, Tori
5 2.0002E+13JOYNER, Ker
00009, - - -
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14.To fix this, click on the letter “A” so that all the text in Column A is highlighted. Then
click on “Format” from the menu and “Cells”.

Format Styles Sheet Data

Text >
Align Text >
Number Format >

Clone Formatting
Clear Direct Formatting

Rows

Columns > I
Merge and Unmerge Cells > i

15. Select “Text” from the Category column and click “OK”.
f O] o Format Cells

Cell Protection
Font Effects Alignment

Borders Background
Numbers Font

Category Format
All @
User-defined

Number

Percent

Currency

Date

Time

Scientific

Fraction

Boolean Value
Text Barcode

Language
Default - English (USA) @

Options
Decimal places Negative numbers red

Leading zeroes: Thousands separator
Format Code

@

Help Reset Cancel “
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16. You will notice that your text has been replaced by “###”. This simply means that
the column isn’t wide enough to display the full text. Widen the column to have all
your text appear. This can be done by placing your cursor between Column A and
Column B. Your cursor will become a line with arrows pointing away from each side.

When you double click between the columns with this cursor, the column will be
adjusted to the necessary size.

D E
ign###___ DON
i YBLU
ge i DRA
v »BRO

[ bt *BEA

A PSP

CIR : Active Loans

Plain Text Report Format

1. Inthe “Output Options” tab select “Plain Text”

Report Format

© Plain Text RTF Spreadsheet

Other Options
Insert Page Breaks on Sort Key
& Show Non-Overdue Checkouts
Show Overdue Checkouts

When viewing the finished report, you will need to click only the “View result” box.
Once the document opens in OpenLibre, it will need a few changes.

Schedule New Reports : View Finished Reports

Report to view: PAT : List Users
View log
View result

Format report

4. First double- click on “Default Page Style” at the bottom.
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nAU L un
20002000040867 WEST, Tori cccc 09/10/2012 213
BASISTA 09
b [~ ] n Maich Case  f§
] Pagelofids 35,506 words, 429,666 characters English (USA) Insert ] ——— @ 110%

5. Next, you will need to change the page orientation from “Portrait” to “Landscape”
and click “Apply” and “OK”.

L] Page Style: Default Page Style
Organizer  Page  Area  Transparency =~ Header  Footer  Borders  Columns  Footnote
Paper Format

Format: Letter

Width: 11.00" 2

Height 8.50" 2

Orientation: Portrait

© Landscape Paper tray: [From printer settings] €

: Margins Layout Settings
' Left: 0.79° 2 Page layoul: Right and left ]
:' Right: 0.79" > Page numbers: 1.2,3 a8
; Top: 0.79" < Use page line-spacing
b Boitom: 079" 2 o
; T 000 - Gutter position; Left a8
i Background covers margins
}
i
i
)

i Help Reset Apply cancel (D

6. Lastly, you will need to remove unneeded characters shown below and the report
will be ready to be printed.

.folddata

.pgnum ¢
.report

.title 1
INFOhio :: CAT : Shelf List (catitemlist - brief)

.heading 1
Item Created Call Number Barcode Status

Spreadsheet Report Type

17.In the “Output Options” tab select “Spreadsheet” and “Pipe” as Delimiter under
Report Format.

Report Format
Plain Text RTF © Spreadsheet | Delimiter: Comma Tab 0 Pipe Other:

18. Click “Run Now” at the bottom.
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19. Select the report you just ran from the “Finished Reports” and click “View”. Check

only the “View Result” box.
Schedule New Reports : View Finished Reports

Report to view: PAT : List Users 2
View log

View result
Format report

oK

20.The results will open in LibreOffice. By default, LibreOffice opens everything in the
word processing application. Once the file is open in LibreOffice, click on “Edit”
then “Select All” to select all text.

Edit View Insert Format Styles Table

Undo: Change style: Default Page Style

Repeat: Change style: Default Page Style

Cut

Copy

Paste

Paste Special >

Select All
Selection Mode > i

21. After “Select All”, go back to “Edit” and select “Copy”.
22.Next, click on “File”, “New?”, and then “Spreadsheet”.

LibreOffice File Edit View Insert Format Styles Table Form

@ [ Nev \i Text Document
B, H 4 Open... Spreadsheet
Open Remote... Presentation
formatted Text Recent Documents > Drawing
Close Formula
Wizards > pianase
Templates > HTML Document
XML Form Document
Reload
Labels
Sove Business Cards
Save As... Master Document
Save Remote... Templates...
i . . .
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23.0nce a blank Spreadsheet opens, click on “Edit” and then select “Paste”.

Edit View Insert Format St

Undo: Insert

Repeat: Insert

Cut
Copy |
Paste

Paste Special >

24.Click on the letter A above the top row of data. This will select all the text.

A B
1 Barcode|Name|Library|
2 200020MAARKR7AR I NIIKF.

25. Click on Data from the menus, and then select “Text to Columns”.

Sheet Data Tools

Sort...
n Sort Ascending

Sort Descending
3 !

AutoFilter
|Teacher| More Filters >

Define Range...
srade| geject Range... |

DWN | UN \
141 | K2 t
3ASIST Pivot Table > L
| NONE | Calculate 5
3|BASI \yajidity.. ¢
216 | BE Subtotals... 1
| 353 I C Form... ¢
JNKNOW i
|216 | E ¢
I ZETTS XML Source... 4
| 052 | F Multiple Operations... ¢

| 311 | F ey

1407 | z Consolidate... !
133 | PL Group and Outline >
INKNOW  giatistics > |

INKNNL

26.In the “Text to Columns” settings window, make sure you check the “Other” box and
enter a “|” (This is the character below the backspace on the keyboard using the
shift key and \). You will see how your data will look once you click “OK”.

e, Page | 11 LibreOffice & WorkFlows for Mac — Report Settings
: Last Updated July 2024

B, 5

{f Management

} &k CO unc " l' Page layout created and text abridged by INFOhio from SirsiDynix
o Education Computer Network documentation. Copyright © 2024, SirsiDynix. All Rights Reserved

infohio.org/goto/han k
INFOhio is Optimized by the Management Council ohio.org/goto/handboo



[ ]
I N F@ h Io INFOhio Symphony Handbook

OHIO'S Prek-12 DIGITAL LIBRARY LibreOffice & WorkFlows for Mac — Report Settings

[ ] ® Text to Columns
Import

Character set Unicode (UTF-186

Locale Default - English (USA)

From row 1
Separator Options

Fixed width © Separated by
Tab Comma Semicolon Space Other |
Merge delimiters Trim spaces String delimiter: " @

Other Options
Format quoted field as text Detect special numbers Skip empty cells
Evaluate formulas detect scientific notatior

Fields

Column type:
Standard Standard Standard Standard Standard

1 Barcode Name Library ALtID Room

2 20002000035768 DUKE, Noah ccce 3576 UNKNOWN

3 20002000036303 SIMON, Anthony ccce 3630 141

4 20002000040867 WEST, Tori ccce 40886 213

5 20002000041535 JOYNER, Kenneth ccce 4153 NONE

6 20002000043226 RAMOS, Dylan ccce 4322 213

7 20002000845080 BISHOP, Morgan ccee 4508 216

A AAAAAAARNAAEANE MAVAIARR | Ao e rren acnn aen
Help Cancel m

27.You will notice that the barcode humbers are not appearing correctly.

D E
igf###____ JDON
i #HH 'BLU
ge it 'DRA
S v 'BRO
I Dt 'BEA

28.To fix this, click on the letter “D” so that all the text in Column D is highlighted. Then
click on “Format” from the menu and “Cells”.

Format Styles Sheet Data

Text >
Align Text >
Number Format >

Clone Formatting
Clear Direct Formatting

Rows

>
Columns > I
Merge and Unmerge Cells >

29. Select “Text” from the Category column and click “OK”.
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Borders
Numbers

Category
All
User-defined
Number
Percent
Currency
Date
Time
Scientific
Fraction

Boolean Value

Text
Options

Decimal place:

Format Code

Format Cells
Background Cell Protection
Font Font Effects Alignment
Format Language
@ Default - English (USA)

Barcode

separator

Reset cancel  (EED

30. You will notice that your text has been replaced by “###”. This simply means that
the column isn’t wide enough to display the full text. Widen the column to have all
your text appear. This can be done by placing your cursor between Column D and
Column E. Your cursor will become a line with arrows pointing away from each side.
When you double click between the columns with this cursor, the column will be

adjusted to the necessary size.

D E
igf###____ DON
N yBLU
Qb it 'DRA
i Vi 'BRO
[ b 'BEA
-'"‘."" Page | 13 LibreOffice & WorkFlows for Mac — Report Settings

The
Management
*M\._Council

Ohio Education Computer Network

Page layout created and text abridged by INFOhio from SirsiDynix
documentation. Copyright © 2024, SirsiDynix. All Rights Reserved
INFOhio is Optimized by the Management Council

Last Updated July 2024

infohio.org/goto/handbook



L]
I N F@ h Io INFOhio Symphony Handbook
OHIO'S PreK-12 DIGITAL LIBRARY LibreOffice & WorkFlows for Mac — Report Settings

CIR : Overdues and Notices

Plain Text Format Report:

1. Inthe “Output Options” tab select “Brief” or “Long” and “Plain Text”.

Report Type
© Brief Long Notices Spreadsheet

Report Format
© Plain Text RTF

2. When viewing the finished report, you will need to click both the “View result” and
“Format report”.

Finished Reports : View Finished Reports

Report to view: CAS : Age of Collection
View log

View result

Format report

0K

For Notices:

1. Inthe “Output Options” tab select “Notices” and “Plain Text”.

Report Type
Brief Long © Notices Spreadsheet

Report Format
© Plain Text RTF

lHeavw IN Calartinm

2. Make the rest of your selections as needed.
3. Whenviewing the finished report, you will need to click both the “View result” and
“Format report”.

Leesettg, . . .
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Finished Reports : View Finished Reports

Report to view: CAS : Age of Collection
View log

View result

Format report

oK

PAT : List Users
Brief or Long Report Type

1. Inthe “Output Options” tab select “Brief or Long” and “Plain Text”.

Report Type
© Brief Long Spreadsheet

Report Format
© Plain Text RTF

2. When viewing the finished report, you will need to click only the “View result” box.
Once the document opens in OpenLibre, it will need a few changes.

Schedule New Reports : View Finished Reports

Report to view: PAT : List Users
View log
View result

Format report

OK

3. Firstyou will need to double click on “Default Page Style” at the bottom.

nAau L un
20002000040867 WEST, Tori cccc 09/10/2012 213
BASISTA 09
X [~ | Match Case  f}
| Pagelof14s _ 35,506 words, 429,666 characters English (USA) Insert [ ———— & 110%

4. Next, you will need to change the page orientation from “Portrait” to “Landscape”
and click “Apply” and “OK”.

Page | 15 LibreOffice & WorkFlows for Mac — Report Settings
Last Updated July 2024

ifi. Management
} &\ CO unc l. l' Page layout created and text abridged by INFOhio from SirsiDynix
o Education Computer Network documentation. Copyright © 2024, SirsiDynix. All Rights Reserved

infohio.org/goto/han k
INFOhio is Optimized by the Management Council ohio.org/goto/handboo



INF®hio

OHIO'S PreK-12 DIGITAL LIBRARY

INFOhio Symphony Handbook

LibreOffice & WorkFlows for Mac — Report Settings

Page Style: Default Page Style
Organizer Page Area Transparency Header Footer Borders Columns Footnote
Paper Format
Format: Letter
Width: 11.00" 2
Height: 8.50" =
Orientation: Portrait
© Landscape Paper tray: [From printer settings] B3
Margins Layout Settings
Left: 0.79" =) Page layout: Right and left 2]
Right 0.79" 2 Page numbers: 1,23, 8
Top: 0.79" o Use page line-spacing
Bottom: 079 2 e
~ Gutter position: Left
Gutter: 0.00" ~ po e
Background covers margins
Help Reset Apply cancel  ([IEZHD

5. Lastly, you will need to remove unneeded characters shown below and your report

twill be ready to be printed.

.folddata

.pgnum c
.report
.title 1

INFOhio ::

Patron List (patlist.pl -

06/14/2024 11:29

brief)

. en
.heading 1

Barcode
Teacher

Created Room

Spreadsheet Report Type

1. Inthe “Output Options” tab select “Spreadsheet” and “Pipe” as Delimiter under

Report Type.
Report Type
Brief

Long © Spreadsheet | Delimiter:

Comma Tab 0 Pipe

2. Under Report Format select “Plain Text”.

Other:

The

bh{o Education Computer Network
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Report Format

© Plain Text RTF

3. Select the Options to display.

4. Click “Run Now” at the bottom.

5. Select the report from “Finished Reports” and click “View”. Check only the “View
Result” box.

Schedule New Reports : View Finished Reports

Report to view: PAT : List Users 2
View log

View result
Format report

oK

6. The results will open in LibreOffice. By default, LibreOffice opens everything in the
word processing application. Once the file is open in LibreOffice, click on “Edit”
then “Select All” to select all text.

Edit View Insert Format Styles Table

Undo: Change style: Default Page Style

Repeat: Change style: Default Page Style

Cut

Copy

Paste

Paste Special >

Select All
Selection Mode > |

7. After “Select All”, go back to “Edit” and select “Copy”.
8. Next, click on “File”, “New”, and then “Spreadsheet”.

".l.... . - .
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LibreOffice File Edit View Insert Format Styles Table Form

® New 3 Text Document
. -:- - E‘l | Open... Spreadsheet
Open Remote... Presentation
formatted Tex!t Recent Documents > Drawing
Close Formula
= Database
Wizards >
Templates >  HTML Document
XML Form Document
Reload
Labels
Business Cards
Save
Save As... Master Document

Save Remote...

Templates...

9. Once a blank Spreadsheet opens, click on “Edit” and then select “Paste”.

Edit View Insert Format St
Undo: Insert

Repeat: Insert

Cut !
Copy |
Paste {
Paste Special >

10. Click on the letter A above the top row of data. This will select all the text.
A B

1 Barcode |Naie|Library|

2 20AA2AAAARKR7ARRINIIKF.

11. Click on Data from the menus, and then select “Text to Columns”.
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Sheet Data Tools

Sort...
n Sort Ascending

Sort Descending
v

AutoFilter
|Teacher| More Filters >

Define Range...
srade| Select Range... |

JWN | UN \
141 | KA t
BASIS] Pivot Table 2 2 S
| NONE | Calculate i)
3|BASI vaty.. 1
216 | BE Subtotals... 1
| 353 | C Form... ¢
JNKNOW H
|216|E {
| ZETTS XML Source... ¢
| 052 | F Multiple Operations... t

[311|F Text to Columns...

1407z Consolidate... !
133|PL Group and Outline >0
JNKNOW Statistics > |
I A BB e e o )|

12.In the “Text to Columns” settings window, make sure you check the “Other” box and
enter a “|” (This is the character below the backspace on the keyboard using the
shift key and \). You will see how your data will look once you click “OK?”.

o} L] Text to Columns
Import
Character set:  Unicode (UTF-16)
Locale Default - English (USA)
From row 1
Separator Options
Fixed width © separated by
Tab Comma Semicolon Space Other |
Merge delimiters Trim spaces String delimiter: &
Other Options
Format quoted field as text Detect special numbers Skip empty cells
Evaluate formulas Detect scientific notation
Fields
Column type:
Standard Standard Standard Standard Standard
1 Barcode Name Library ALtID Room
2 20002000035768 DUKE, Noah Ccccc 3576 UNKNOWN
3 20002000036303 SIMON, Anthony cccc 3630 141
4 20002000040867 WEST, Tori CccCcC 4086 213
5 20002000041535 JOYNER, Kenneth ccee 4153 NONE
6 20002000043226 RAMOS, Dylan cccc 4322 213
7 20002000045080 BISHOP, Morgan ccee 4508 216
A MNNAAAAARAEANE MAVMANR | uienan rrre acan aca
Help Cancel “

13. You will notice that the barcode humbers are not appearing correctly.
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A B
Barcode |Name

2.0002E+13 DUKE, Noah
2.0002E+13 SIMON, Anth»
2.0002E+13 WEST, Tori
2.0002E+13 JOYNER, Ker

a b WN R

14.To Fix this, click on the letter “A” so that all the text in Column A is highlighted. Then
click on “Format” from the menu and “Cells”.

Format Styles Sheet Data
Text >
Align Text >
Number Format >

Clone Formatting
Clear Direct Formatting

Rows

Columns > |
Merge and Unmerge Cells > ¢

15. Select “Text” from the Category column and click “OK”.
1 [ ] ® Format Cells

Borders
Numbers

Cell Protection
Alignment

Background
Font Font Effects
Category Format
All

]

User-defined
Number
Percent
Currency
Date
Time
Scientific
Fraction
Boolean Value
Text

Language
Default - English (USA) e

Barcode

Options

Lead
Format Code
@

Help Reset Cancel

16.You will notice that your text has been replaced by “###”. This simply means that
the column isn’t wide enough to display the full text. Widen the column to have all
your text appear. This can be done by placing your cursor between Column A and
Column B. Your cursor will become a line with arrows pointing away from each side.

1]
. ':::“l:o...._.n.-
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When you double click between the columns with this cursor, the column will adjust
to the necessary size.

\ A B
1 Barcode |Name
2 #H## DUKE, Noah
3 #i# SIMON, Anthe
4 #HitH WEST, Tori

PAT : Users with Lost Items

1. Inthe “Output Options” tab select “Plain Text”.
Report Format

© Plain Text RTF

2. When viewing the finished report, click only the “View result” box.

Schedule New Reports : View Finished Reports
Report to view: PAT : List Users
View log

View result

Format report

3. When the document opens in OpenLibre, you will need to make a few changes to
the document.
4. First you will need to double click on “Default Page Style” at the bottom.

nAU L un

20002000040867 WEST, Tori cccce 09/10/2012 213
BASISTA 09
X r [~} d Match Case  §§
| Pagelof14s _ 35,506 words, 429,666 characters English (USA) Insert [ ————F 110%
B b - - -
.;.:"‘" Page | 21 LibreOffice & WorkFlows for Mac — Report Settings
" The Last Updated July 2024
ifi.. Management
‘x\}\ CO unc " l‘ Page layout created and text abridged by INFOhio from SirsiDynix
o Education Computer Network documentation. Copyright © 2024, SirsiDynix. All Rights Reserved

infohio.org/goto/han k
INFOhio is Optimized by the Management Council ohio.org/goto/handboo



L]
I N F@ h Io INFOhio Symphony Handbook
OHIO'S PreK-12 DIGITAL LIBRARY LibreOffice & WorkFlows for Mac — Report Settings

5. Next, you will need to change the page orientation from “Portrait” to “Landscape”
and click “Apply” and “OK”.

L Page Style: Default Page Style
Organizer  Page Area  Transparency = Header  Footer  Borders  Columns  Footnote
Paper Format

Format: Letter [ =]

Width 11.00" 2

Height 8.50" S

Orientation: Portrait

© Landscape Paper tray: [From printer settings] &

: Margins Layout Settings
' Left 0.79" 2 Page layout: Right and left 2]
:' Right: 0.79" > Page numbers: 1.2,3 £
; Top: 0.79" < Use page line-spacing
b Bottom: 079 3 o
; T 0.00° - Gutter position; Left [2]
; Background covers margins
¥
i
¥
)

i Help Reset Apply Cancel “

6. Lastly, you will need to remove some extraneous characters shown below and your
report will be ready to be printed.

folddata

pgnum ¢

report

title 1

PAT: Users with Lost Items (lostitemlist)

heading 1

+-- User status shown in first column: (a)ctive (i)nactive (based on user expiration date)
|
|

User ID Name Lib Item ID Title callr

end

LBL : Dumb Labels, LBL : Iltem Labels, LBL : User Labels

Reports for printing barcodes cannot be opened directly in LibreOffice. To print barcode
labels, you will run the appropriate report with the selections you want. On the “Label
Options” tab, you will want to enter your email address in the box that says “Send Email
To:” before you run the report. This option will email you an RTF file of the report as an
attachment. Once you get the email, save the attachment to your local computer. Right
click on the file, select “Open With”, BcZ«{e L.;b:l olmn

and choose LibreOffice. Print School/Library

Insert Page Break on Sort Key

Start on Label #:

Optional Text:
Gmd Email To: )
Page Format: © Full Page Skip Column Skip Rows
\
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