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Beginning

Notions

Operativsystem High Sierra 10.13.6
You must knowStep 1, 2, 3.
Handeling Tables is a great part of all administrative work on computers.

Examples are boekeepingtablesof customers articlesuppliersorders
invoices booking.

After this course you probably are able to create talcles

What is in texts and photoes is not interesting. This course only is about
handelingLibreOffice database.

Create foldekDocumentDbas and if you need a break click File/Save and
save your work in Dokument/Dbase as My database

Falt

)

Kundnr. Namn Gadress Pnr Ort Telnr

1001 Andersson | Algatan 3 123 45 ALSTAD 0011/121314
1002 Bengtsson Badgatan 4 |112 33 BUSSTAD ]0101/131413
1003 Classon Cedervagen 1121 22 CSTAD 1333/144444
1004 Davidsson |Dalvagen9 |15155 DAGSTAD |0088/232322
1005 Eriksson Envdgen5 |166 66 ENSTAD 0099/778877

Registe consists ob posts or objects.

Onepost may as in this case be a costumer

There ares different data about every object or 6 fields.

Head line for each field is called field head line.

To have enough space fanderssonn field Name length of field need to
be at least 9 signs

Sumof all lengths usually are called length of post.

When you are planningtableyou usuallywant to have one field which is
different for all posts. In this case mumber of costumer is the field which
can not be same for two posts.
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Planning

If you decidetablewill be sorted by one field you usually say this field is
indexed. This means an index is created which make the register sorted
faster. If a field beside this cannot have same content you usually call this
unique index.

If number of costumer shall belalio use to connect registers ( related
registers) you may make number of costumer to keyfield.

If you define a register without unique index or keyfield the program

usually add an IHield where posts are numbered in the order they are
added.

As soon as you are going to create a register you ouggitea while for
planning theable

Which data (fields) ought to be iable?

How big placglength of field shall every field have

Will there be any indexed field?

Will there be any key fid?

Is it possible théablewill be part of a big system? If you uk#reOffice
databas you have great possibilities to build a complicated system of

tables

When you want to create one single srtetlethere are several programs
you can use for th.

Some simpletables

StartLibreOffice writer.

Click Format/Pagemark Landscapand dick OK.
Click Insert/Tabe.

Changre to 6 coloumns arirows Click OK.

Write the followingtable
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& OpenOffice File Edit View Insert Format Table Tools Window Help & @4 O 3 B Hsnss Q=

ece Untitied 1 - OpenOffice Writer
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On Telnr

ALSTAD 011-121314
BUSSTAD 0101-131413
CSTAD 1333-144444

DAGSTAD 0088-232322
ENSTAD 0099-778877]
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Click File/Saveand savéablein \DocumeniDbas asLOW:table

StartLibreOffice calcand write thigable

@ OpenOffice File Edit View Insert Format Tools Data Window Help = tors 16:27 Q =
[ NON {7 O0Cregister.ods - OpenOffice Calc
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1 Kundnr Enamn FEnamn Gadress Por Ort
2
3 1004 Bengtsson Enar Algatzn 3 12345 ALSTAD
4 1002 Andersson Lisa Badgatan 4 11233 BUSSTAD
5 1003 Classan Peter  Cedervigen7 12122 CSTAD
& 1001 Davidsson Charlie Dalvagen @ 15155 DALSTAD
T 1005 Erikssan Mona Envigen § 11666 EMSTAD
& 1006 Andersson Eskil Piznogatan 4 12355 ALMBY
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Click Format /Column/Withand increase t8,47 cm.

Mark tableandpress lefbottom in row of menu

Click File/Saveand saveablein \DocumentDbas asLOCtable
Mark A3 to F8.

Click Data/Sort.

& OpenOffice File Edit View Inset Format Tools Data Window Help & 8 3 T ts12iz Q=

B-E-g@= BEE&R ¥E X & B @4l by H2aEa @
Arial 10 B/U =[z/==/F Hx ¥l eec 0-2-4-
F8 S E = ENSTAD

(] E F G H ) K [ M N o (] ] R s T u V3
Enamn Gadress Pac on

Eski Pancgatand 12355
Lisa Badgatan 4 11233 BUSSTAD

12345 ALSTAD
12122 CSTAD
Cnarie  Daivigen9 15155 DALSTAD
Mor 65 ENSTAD
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Sort registeon Ename in rising order. Notice Andersson Lisatill is before
Andersson EskilYou don’t need to save after sorting register.

Click Data/Sortagain
Sortregiste on Enamn irst andFnamnthereafter
Now Andersson Eskiis beforeAndersson LisaYou don’t have to save
aftersorted.
Conclusion
A simpletableis simple to do iLOW LOC.
In calcyou also can resort the register.
If you suppose register may be hugh and maybe used by persons with little

knowledge you ought to choosébreOffice database to have possibility to
adjust the register.
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Installing Java

To be able to use LibreOffice database you havestali some programs.
Open harddisc and choose programs.
Witite Java as searchimgprd.

Now you will see this picture

@ Finder Arkiv Redigera Innehdll G& Fonster Hijalp g <)

3 B fe1254 Q =

Favoritar

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
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Skarmavbild

9000 adEBeR0 V0 -  @EANIN-RaBRS ¥

Click jdk-8u13tnb-8_2macosx64.dmg and install the program

Sometablesin Libre Office databas

If screen suddenly is total black with an arrow move the arrow to top of
screemand choose the last alternative to return to start position of your
database

StartLOB.
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& OpenOffice File Edit View Tools Window Help & Q4 % T o718 Q =

CheckCreate a new databamsamarked and dick <Next>andFinish.

Create foldekDocumentDbase and save database as My Database.odb
\DokumentDbas

When youwill start in the future you choose Open an existing database file
and click twice on My database.

CheckTablesis marked and choos€reate table in design view.
Notice all tablesyou are going to create will be in this database

Now you can create a&ewtableand at first youmust decide conditions for
thistable

Createtable of costumers

Check Table is marked and click Create table in design view.
First decide headlines offds for this register.

Write Costumer number as first name of field. Youst not use dot in this
name.

Press right arrow.
Now you get text as suggestion for type of data.

Textmeans you can write most signs in field but you can not make
mathematic calculations orefid.
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Press right arrow

You shall write there is never g to be more than 10 signs needed in
field. Even if number of costumer is not more than four signs you ought to
round off up.Field shall be able to sofindex)and there must not be more
than 1 post with a certain number of costumer ( unique).

Registate data as in picture

& LibreOffice File Edit View Tools Window _Help

nnnnnnn
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MO0l alERER0 IO - @ESHTPIR-RaBe ¥

Click bottom for save in line of mergn topand save as costumers.
Answer yes to question about primary key.

Now you get another fieltD which is a keyfield

Close fielddefinitions for costumers.

Opentablewith customerdy clicking twice on costumers.

If you shold do something wrong you maybe need to delete what you have
saved. This you do by marrkingable click right and choose delete.

Now you shall have a register with conditions you have given.
Write costumers.

Increase coloumns by dragging lines between coloumns.
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[[5] Hunding Narnn Gadress Prit On Telnr
[P
1 1001 AmOErsson Algatan 3 12345 ALSTAD O44-123123
2 1002 Bengisaon Badgatan & 2323 BUSSTAD Obo-Poosss
3 1008 Classon Cedervigen i | 86554 CLARETAD O88-151818
Recond [1 of 4 M

Adjust with of fields until it looks good

Close window with youtableof costumers.
Create picture of costumertable

Click Create view

Check costumers is marked

Click Add andClose

Liljedalsdata Step 9 Sida9



= b Do PES B REEY .
Z Kunder
gD
Kumdnr
Sadbess
;'\l
Ot
Telnr
Field Kundnr Marmn Gadress Prar Ot Telnr
Alss
Table Kunder Kumder Kunder Kurder Kunder Kurder
Sort
Viiole
Function
Criterion
Or |
Or
Or
Or
Click twice on all hedlines of fild except ID.
Save by bottom in row of menu as Picttableof costuners.
Close Picturgableof custoners.
Open picturdgableof custoners and make columns bigger by drawing
vertical lines
= & F- N R w .
Record |1 | 3
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Increase columns by draggimgrtical lines

Close Pictureableof customersnd check the picture again

Create register of cars

Click Create tablen design view.

First write headlines of fields.

First field headline is Regnbont’t use dot in field headline.
Press arrowight.

Suggestion for type of dataText

Registrate all data as in picture.

HE CYER
Field Mams | Field Typs Descripticn

Regnr Tewt [ WARCHAR ] max 10 thn unikt index

Marke Tewt [ WARCHAR | max 20 thn index

Arsmodall Tewt [ WARCHAR | max 10 thn index

Farg Text [ WARCHAR | mexc 10 thn index
[» | Agarens personnr Text [ WARCHAR | mex 20 thn

Field Properties
Emiry required
e o
Length
50

Default value

Format examgle

Click bottom Save in row of menu and save as Cars.
Answer yes on question primary key.

Now you get a field ID as keyfield.
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Close fielddefinition for cars.
Open registecars by clicking twice on Cars.
Now you get aablewith conclusions you hawgiven.

Registrate carand drag lines if neede

m . A Ap I ke =
=1 B F- NI K W .
[] Regnr Marke Aramodell Férg AQETENS DErsonnr

1 ABC 123 Voho 2000 Gul A50201-5858

2 ADD 444 |Saah 2001 Svart | S80T0S-88TT

3 BCA 132 Opsl 2004 Gul B20BOB-BET1

4 CFT 1858 | Chewvrolet 2001 Svart 108087781

-] BGA 987  Skoda 2000 Gul TR0B0B-88TT

el
Recond }: |o1 [ Mo H

Close windows with cars
Create picture of car register

Click Create view

Check cars is marked.

Click Add andClose
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Field Regnr w  Marke Arsmadeil Ferg Agarens personnr

Alas

Tahie Bilar Bilar Bilar Bilar Bilar
Son
Wisible
Function
Critanian
Or
Or
Or

Or

Click twice on field headlines exceji.
Click bottom in in row of bottoms and save as Picture. lisse picture.

Open picture cars and drag lines if nesessarary.

- =1 ., A Aj Z ey —
B M F- 2 NI R W i
Regnr Marke Arsmadsll Farg Agarens personnr
[ paEeTow s volva 2000 Gl AE0DO1-5808
i3 [Sadb 2001 Svart  SE070S-8677
Opel 2004 Gul B20800-6671
Chevralet | 2001 Svart | 7109097781
BOA9HT Skoda | 2000 Gul TEOBOB-BETT
Record [1 [at 5 v
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Close Picture cars

Create register ofarticles
Start with headlines of fields.
Click Createtable in design view

Write all data notice 3do will be numeric

Figld Nams | Field Type Description

Anikeinr Text [ WARCHAR | mex 10 tkn unikt indax

Bengmning Text [ WARCHAR | mex 20 thn index

Saldo Numiber [ NUMERIC | Anger antal i lager
[ |Fris Tewt [ WARCHAR | mez 10 thn]

Field Properties
Entry required
i o
Length
(50

Default valug

Format examgle

Click bottom to save in rowf bottoms and save as articles.
Answer yes to question about primary key.

Now you get another field ID as keyfield.

Close definitions oérticles

Open register articles.

Now you have a register with conditions you have choozen.

Write articles and drag line€lose window and save
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Create picture of table of articles

Click create view and mark articles
Click add and close

Click twiceon all headlines except ID
Save as Picture article table and close

Open picture article table and close

Create table of photoes

H =

Figld Marms

Click Createtable in design view.
Write your field headlines.
Write data as in picture

B

Field Type Description

-

Plats
Beskrivning
Fotatyp
Datum
Fotograf

B

Text [ WARCHAR | mex 10 tkn unikt indax

Text [ WARCHAR | max 40 thn

Tewt [ WARCHAR ] max 20 thn index

Date [ DATE ]

Tewt [ WARCHAR | max 20 thn

Field Properties

Notice type of data fobatumwill be DATE.
Click bottom in row of bottoms and sa&s photo.

Answer yes on question about primary key.
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You get another fieldheadliriB as keyfield
Close fielddefinitions for photo.
Opentablewith photoes by clicking twice.

Regiser as inpicture and drag lines.

m =, A Aj I Fres —
H = B2 BN R v .
[[5] Flats Beskrivning Fototyp Datum Fotograf
1 AZ001 Resa tll Malaga Landskan 11-05-84  Bven Jansson
2|2 AZ00E  Resa tll Malaga Landskan 11-12-30  Bven Jansson
Bk AZDO3 | Lennar Andersson | Poriratt 12-03-02  Anders Hult
4 A2004 | Resa tll USA Landskap 10-10-07  Bven Jansson
5 A2005 | Lisa Bvensson Portratt 10-11-25 | Andars Hult
Flamralz |o1 5 RN

Close window and save
Create picture of phototable
Mark Photo and cliclCreate view

Click Add andClose
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[Fs)
Flats
Beskrivning
Fotatyp
Datum

Field Plats »  Beskrivning

Table Fato Fato

Visibla

Function

Criterion

Or

Or

Click twice on all headlines of fields excdpt
Save as Picture phdibleand close

Open picture phottableand drag lins if needed.

Close

Fototyp

Fata

Datum

Foto

Fotograf

Fato

Createtable CD-records

Click Create table in design view.

Write data as in picture
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Click bottom Save and save as @©&rords.
Answer yes on question about primary key.
Now you getiD as keyfield.
Closefielddefinition for CDrecords.
OpentableCD-records.

Register records and drag lines if nessesarary.
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