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Workshop 03 - Productivity and System Tools

Operating systems are only as useful as their compatible software.

Let's identify/install compatible Free and Open Source Software (FOSS), and ensure document/file
compatibility between systems.

FOSS Software Alternatives

There are many software alternatives - examples below (non-FOSS software is underlined):

Software MS Windows/Apple OSX Linux

Office MS Office Libreoffice
Email Qutlook Thunderbird
Voicechat Skype Skype

Video playback (Windows Media Player/Quicktime|VLC

Web browser |Microsoft Edge/Safari Chrome, Firefox
DVD/Video tool |Handbrake Handbrake
Publishing pagemaker Scribus

Vector graphics/Adobe lllustrator Inkscape

Audio Editing |Audacity Audacity

Xubuntu Software Installation

Most Xubuntu software is provided as packages (programs) in the Ubuntu repository.
Easy installation methods include:

1. Ubuntu Software Centre
2. Using .deb files

We can also install with the Terminal.

Advanced options include installing from scripts and compiling from source. View a guide for those
methods.
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Software

Access new software under 'Software':

Q
|\ Favorites || (@ web Browser
) Recently Used || | Mail Reader

£ All Applications | & File Manager
|j LibreOffice Writer

B Accessories ey I
I_] LibreQffice Calc

2 Education 9 Pidgin Internet Messenger
i+ Games ¥ software
& Graphics . Terminal Emulator
@ Internet & Helr
E Multimedia
T Office
A Settings
o System

9 edgeuser

Find/install from here.
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Select and install. It will prompt you to enter your password.
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Now find it under 'Multimedia'. Right click to add to favourites.
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./ Favorites E Parole Media Player

{) Recently Used .1.. PulseAudio Volume Control

L o = VLC media player
/ Xfburn

B Accessories

/3 Education

Read, capture, broadcast your mulimedia streams

¥ Games
2% Graphics
@ internet
' Office

| Settings

22 System

9 edgeuser EEN = @‘

Launch VLC and enable network access.
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n&n VLEC media playear

Media PlayQ s

Privacy and Network Access Policy

In order to protect your privacy, VLC media player does
not collect personal data or transmit them, not even in
anonymized form, to anyone.

Nevertheless, VLC is able to automatically retrieve
information about the media in your playlist from third
party Intemet-based services. This includes cover art, track
names, artist names and other meta-data.

Consequently, this may entail identifying some of your
media files to third party entities. Therefore the VLC

developers require your express consent for the media
player to access the Internet automatically.

Network Access Policy

v Allow metadata network access

Continue |

SEER —

P | m o 1

1
"

Done!

.deb Files

Software can be installed from .deb files.

Install only from trusted sources to avoid malicious
software. If in doubt, search the user forums.
Let's run an installer for clementine:

1. Download .deb from clementine.org downloads. (Choose 64bit)
2. Double-click to open.
3. Install as with VLC.

Package Management

Xubuntu uses a package management system (PMS) to find, install, update and upgrade software
packages.

Use the Terminal to enter commands such as dpkg to install and apt-get to search/download from
repositories. Try this:
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1. Open a terminal emulator from the whisker menu, or with ctrl+alt_t.
2. Type apt-get -h
3. This displays the help for apt-get and gives a simple explanation of what it does.

With new installations we usually update/upgrade so we have the most recent packages in our
sources. We've already done this with Software Updater, but try it anyway:

Type $ sudo apt-get update

Enter your password when prompted.

Apt-get will search through its list of software available and provide output.
Type $ sudo apt-get upgrade

Apt-get will upgrade the packages found in its update (if not already completed).

vk wh e

The Terminal

The terminal is text only or Command Line Interface (CLI). Combined with a shell (to interpret
commands), it is the most powerful and direct way to use a computer.

Some symbols are used often. Eg, Open Terminal and you will see:
sdlw@sdlw-server:~$

It indicates:

e Who | am (sdlw)
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e What computer I'm on (sdlw-server)
e Where | am in that computer (the home directory (~ is a home directory shortcut))
e My user type (standard user ($))

Navigate using commands:

e Forward slash (/) shows your current directory (folder).

¢ Single forward slash (/) is the 'root directory' (it contains all other directories)

e Tilde (~) indicates your home directory. If you are user, then the tilde (~) stands for
'lhome/user' (where 'user' is your username).

pwd shows your current directory (pwd = “print working directory”).

sdlw@sdlw-server:~$ pwd
/home/sdlw

1s or list shows files in your current directory. Commands can show sizes, dates and permissions of
files.

e Try Ls -al - to show files in the current directory, with information on type and permissions.
cd changes directories. Eg:

e For root directory, use cd /

e For home directory, use cd or cd ~

e Go up one level with cd ..

e Go to the previous directory with cd -

Change multiple directories by describing the path, separating directory names with /.
Eg, cd /var/www goes to the /www subdirectory of /var/.
Try to use cd and ~ to get to your desktop!

Many commands need sudo at the start. This 'elevates privileges to the root-user administrative level
temporarily' so you can work with directories/files not owned by your account.

Eg, try running apt-get install without sudo:
$ apt-get install vlc

It shows an error:
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Try again with:
$ sudo apt-get install vlc

Enter password, and apt-get will function.

Learn more with linux Command Line by William Shotts. Download here.

Install Additional Software

Install remaining software (such as Libre Office) via Ubuntu Software Centre, .deb files, or with the
terminal.

Cross-platform Compatibility

There are a number of formats we can use to transfer easily between systems. These include:

e FAT - disk limit of 4GB (Xubuntu/Windows/OSX).

FAT32 - disk limit of 1000GB, file limit of 4GB (Xubuntu/Windows/OSX).

NTFS - Large disk/file limits (Xubuntu/Windows. OSX can read with additional software, but
cannot write to this format).

exFAT - Large disk/file limits (Windows/OSX. Xubuntu requires additional setup.)

HFS and HFS+ (OSX. Xubuntu requires additional setup)

To use exFAT on Xubuntu, install via Terminal:
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sudo apt-get install exfat-fuse exfat-utils
To read HFS/HFS+ and write to HFS, install via Terminal:
sudo apt-get install hfsprogs

Writing to HFS+ requires additional setup. Consider using EXFAT instead if possible.
Formatting External/Internal Disks

Xubuntu itself can't format drives/removable media, so install Gnome-Disk-Utility:
sudo apt-get install gnome-disk-utility

Once installed, open 'Disks' from the whisker menu.
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It shows your internal hard drive and any other available drives.

@The Edge 2024/05/31 01:20 Workshop 03 - Productivity and System Tools




SLQ Wiki 13/33 Workshop 03 - Productivity and System Tools

Insert your USB:
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Disks
Devices £.0 GB Drive
EJ. @ Ideufsab B & O
J b Model WUSB Flash Disk (1100)
| 250 GB Hard Disk _
e 5T9250410A5 Size B.0GB(8,019,509,248 bytes)

CDVDVD Drive Fartitioning Master Boot Record
. hp  DVDRWAD-TTIH

B.0 GBE Drive

Serial Mumber CIUVUSONEMHLTSYHEXVZ4|BEFAML4738

USH Fash Disk velumes

Size B.0GB (8,019,458,288 bytes)
Device fdewsdb1
Partition Type W95 FAT32 (Bootable)
Contents FAT (32-bit version) — Not Mounted

To wipe, choose format and name.
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B ) Ao olajo

Disk Drives Model General USB Flash Disk (1.00)
250 GB Mard Disk (8,022,654,976 bytes)
o 5TEI5041 DAS S BoGs

i CD/DVD Drive Fartitioning  Master Boot Record
.’ hp  DVDRW AD-7TOTH

8.0 GB Drive

Serial Number 0531270000000082

® General USE Flash Disk velumes

US5E ISk
Partitson 1
8.0 GB FAT

Format...

Edit Partition...
Edit Filesystem...

Cha nge F".ii*.F.\h rase...

Edit Mount Options...
Edit Encryption Options

Create Disk Image...
Restore Disk Image...
Benchmark...

Use FAT32 for cross-platform compatibility.
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Disk Drives

g 250 GB Hard Disk
e STHIS0410A5

", COVDVD Drive
hp  D¥D RW AD-7TO1H

Format Volume

Confirm.
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Disk Drives

g 250 GB Hard Disk
e STHIS0410A5

@mmnm
hp OGN D77
™

Libre Office

LibreOffice (a FOSS office productivity) uses the Open Document Format. For Microsoft Office
compatibility, let's change default file formats.

Open LibreOffice:
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libr] al
@ LibreOffice Base
IE' LibreOffice Calc
E LibreOffice Draw
ﬂ LibreOffice Impress
LibreOffice Math

E LibreOffice Writer

—# Menu Editor

—

ccc LN = @A

Go to 'Tools', then 'Options'. Select 'Load/Save’, then 'General'. Select document type Text
Document', and change type to 'Microsoft Word 2007 - 365 *.docx'

INSERT PICTURE HERE.
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You can do the same for other file types, eg, spreadsheets. Click 'OK' to confirm.

Backups

Backups copy your data so you can recover or restore if needed. For safety, backups should be stored
externally (external drive, USB or other computer) and checked to ensure they work. Try these
options.

Copy Your Files

The home directory stores your personal files. Try copying it to USB via File Manager.

Open File Manager:

L[ Favol . QWeb Browser
{0 Recently Used (7| Mail Reader

N
= LibreOfficopsis

[(,3 Accessories o, T Browse the file system

("31} il 9 Pidgin Internet Messenger

20 Games ﬁ Software

2% Graphics H Terminal Emulator

@ Internet @ Help

8 Multimedia

4| Office

24 Settings

(- » System

Select your home directory from the sidebar (Here it's 'sdiw'):
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Y cce - File Manager

Fle Edit View Go Help

* o A K 2 momecco c|
DEVICES Mame Size Type
B3 Fie System il Fictures 4.1 kB folder
0 mybackup - & povmioads 4.1 kB folder
PLACES | | Documents 4.1 kB folder
B vesktop 4.1 kB folder
:M- .i dban 4.1 kB folder
— i helloworid 4.1 kE folder
@ Rubbish Bin B buildroot-2016.05 4.1 kB folder
NETHEORE i vowix 4.1 k8 folder
R i apt-miror 4.1 kB folder
- [ videos 4.1 kB folder
|, Templates 4.1 kB folder
X public 4.1 kE folder
J9 Music 4.1 kB folder
=} kiwii-mod-proxy.conf BE4 bytes plain text document
touch 120 bytes HTML document
= kiwix-0.9-linux-x86_64.tar.bz2 74.BE MB Tar archive {bzip-compressed)
index.htmil. 1 429 bytes HTML document
© index.htmi 479 bytes HTML document
18 items (74.8 MB), Free space: 27.0 GB Fi

Go up one level to see the home directory folder:
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cce - File Manager

Fle Edit View Go Help

- > ﬁ ' T Jhome/cco!
DEVICES

Pictures

L Fibe System -

& povmioads
| miybackip &

Documents
PLACES ___

. Desktop
2 ooc
- i dban
B Deskiop

o helloworld
il Rubbish Bin .

B buildroot-2016.05

NETWORK

I v

+F Browse Network @ aptmirror
L E Videos

|__ Templates

Lr Public

L

=} kiwii-mod-proxy.conf
touch

= kiwix-0.9-linux-x86_64.tar.bz2
index.htmil. 1

o index. hitmil

Size Type
4.1 kB folder

4.1 kB folder

4.1 kB folder

4.1 kB folder

4.1 kB folder

4.1 kB folder

4.1 kB folder

4.1 kB folder

4.1 kB folder

4.1 kB folder

4.1 kB folder

4.1 kE folder

4.1 kB folder
BE4 bytes plain text document
120 bytes HTML document

74.E ME Tar archive (bzip-compressed)

429 bytes HTML document
479 bytes HTML document

18 items (74.8 MB), Free space: 27.0 GB

Right click and copy.
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home - File Manager

L Fibe System & open s kBl foid
er
| miybackip & Opan in Mew Tab
S B open in New window 4.6GB Tar archive
T k
£} cee Send To
B Desktop i Cut
il Rubbish Bin
Paste Intg Folder
NETWORK
Move 1o Trash
¥ Browse Network Delete
Rename...
& create Archive...
. Open Terminal Here
Q, Find in this folder
i Properties...
—
Prepare the selected file to be copied with a Paste command i

Select your USB:
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mybackup - File Manager

Edit View Go Help

File
R e
e _________________________________—

DEVICES Mame Size Type

L Fibe System
[0 ackup £|

e R

2 oo

B Deskiop
B Rubbish Bin
NETWORK

¥ Browse Network

0 items, Free space: 8.0 GB i

And paste.
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mybackup - File Manager

Fie Edit View Go Help

s z & & & rmediafcco'mybackups ﬁ]

DEVICES Mame Size Type

L Fibe System
[J mybackup A
PLACES

2 oo

B Desktop [l Create Folder...
E Rubbish Bin | & Create Document

:
NETWORK O

B open Terminal Here
9, Find in this folder
B Zoomip

B Zoom Qut

B momal size

&) Properties...
———————

¥ Browse Network

Move or copy files previously selected by a Cut or Copy command i
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- mybackup - File Manager - 0 X
File Edit View Go Help

= - A 'li!medi.a.fccumy'had:upf ¢

DEVICES Mame Size Type

L Fibe System
[J mybackup A
PLACES

2 oo

B Deskiop
il Rubbish Bin

NETWORK File Operaticn Progress

¥ Browse Network = Copying files to "mybackup”...

Collecting files. .

0 items, Free space: 8.0 GB i

Once complete, check your copied files.
Archiving
Files too large to fit on your storage? We can compress them to zip.

Check your folder's size (Right click, select 'Properties'):
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R
Dpen in Mew Window
Send Ta ¥

iy [ ¢l
BEVICES Mame___Jil copy Type
3 File ysnem W han st - 1

A8 Moy ta Trash
B Delete

Eename...

o B Crzave Archive..,
B open Terminal Here
&, Find in this kakder

Taday
TS

619 iverns, 1odaling 4051 MB
26.4 GB of 121.8 GB (BE% used)

Wiew [he properties ol the selecied Be ]

Now right click and choose 'create archive':

rrc - File Mamager

Size = Type

DEVICES
e 4.1 kE folder
. mybackup = T
A1 kB falkder
PLACES bog Bl Maye o Trash 4.1 kB falder
% oo i Delete 4.1 kB falder
B Deskiop A1 kB Ralkder
B rubbish Bin = Crahre Archive 4.1 kB fokder
NETWORK —rew. -] ﬂjpnr!'l'nrmmalHnm 4.1 kB falder
| |3 e 8, Find in this folder L1 KB fakdar

o Empw:m
o 41kB folder

Lr pubiic £.1 kB fakder
[iz, Templates 4.1 kE faldar
Bl visees 41 kB fakler
touch 120 beytes KTML document
o inde Foml 420 bytas HTML docusmant
index. hitml. 1 479 bytes MTML document
!
Create an archive with The salected sbject 5

Name it, select zip, and save to USB:
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= Compress x
ﬁ Filename: | || 2ip v
Location: |U mybackup N T

Wy
» Other Options
‘ etancel H Htraate |
P Compress X

138 files remaining

[

Adding the files to "Pictures.zip”

Check the archive size - it should be smaller now.

mySackug - File Manager

File Edit View Go Help

€ o B ‘I--'ﬂ‘i!d-a-'u‘r.n'm;hackmn'

DEVICES

O File System

U mybackup
PLACES

% oo

B Deskiop

B mubbizh gin
NETWORE

T Browss Wetwork

Maimie

; Ftures zip (£

e

[

Kind:
Open With
Location:

Modified:
Accessed:

Sige:
Volume:

@ 3=

1 iem (397.2 ME), Free space: 7.6 GB

Gereral  Emblems  Permissians

Petlurikdip - Propenies

T

[Ficturas. o)

Zip srchive

| S arckiive Manager
Fmadastccimyhack up

Teday
Taday

07,2 MG {357, 207,326 brytes)
U myhackup

QThe Edge
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Remember: check that your copied files work.
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Cronopete

Cronopete is backup software with a GUI interface. Use it to automate backups and restore files
easily.

Download and install Cronopete from https://rastersoft.com/programas/cronopete.html.
Configuration

Select 'backup settings' from the Whisker Menu:

'crun0| ﬂl

E] Backup settings :

.f"_ Restore backup

.

¥ —
1]

13

Creative Community Computing  [=d| [} © ‘I'}

Prepare backup location - select 'Configure now', then 'Change Backup Destination'. Select USB and
click 'OK":

INSERT PICTURE

Confirm drive format - this will erase its contents:
INSERT PICTURE

Choose content to back up. Click on 'Folders to Back Up":

INSERT PICTURE
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Add folders needed.

Options
Backup these folders
EEMd
[ Rermove
Exclude these folders

1

|
3
3

|| Backup hidden files and folders in fhome/cce
Time interval between backups (in hoursy: 1 +

Qs | o

Eg:

s =
Flatei Name - Sire Wodfied (|
D) Recert il aptmmireor 2T
| # o i busldmot-2006.05 AEAE
I Cwkiop i San DEATIITE
[ pocumenes . L]
@ Downksards Y —— e
13 i il Ml rid DG
o) Pctures e IO
H wadecr J7 bemic Lk
Dosices e L5
Jeocav. & Jr Public 0T
Bl computer Templabes RS
[ v orns
ndex. hirm A2 byves  VRADDATS
< inde. himd.A 430 bytes 1RALAS
B e B 84 tar b2 MAME  0AEE
L5, R o pruxy. coxl B24 bytes IAGNE
Bl vx §

Decide how often to back up:
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Options S
Backup these folders
fhome/coo/Doocuments m
R ernove
Exclude these folders
EAdd |
R ernove

|| Backup hidden files and folders in fhomefccc

Time interval between backups (in hoursk| 2 - 4|

Run backup

Turn cronopete on - check the menu bar.

anaCROMNOPETE X

Configuration Log

Device G5 ez 1 bd-8315-4571-31 bI-07ad97fbc 256
Awailable:7 GB of B GB
¢ - Qidest backupcMone
Latest backup:MNone
Mext backup:None
Stanus: [die

[ Change disk, ., Options

Cronopete keeps:

* Hourly backups for the past 24 hours
* Daily backups for the past month
*Weekely backups until your hard disk is full

mscronopete
m Py »' Show Cronopete in menu bar . About

Open:

Select 'backup now'.

Latest backup: 08/12/16 10:07:47

Back Up Now

Restore files

Configure backup policies

The backup will start immediately.
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anaCRONOPETE

Configuration | Log . K
Drewvice: 65be 1 bd-8315-491-91b0-07ad97fbc 256
. Available:7 GB of B GB
{1~ 1, Didest backup: 10:07:47
H Latest backup: 10007:47
Hext backup:12:07:47
Statuis: 1dke

I Change disk... l Dptions

Cronopete keaps:

* Hourly backups for the past 24 haurs
* Daily backups for the past month
* Weekely backups until your hard desk i full

m:Cronopete
Y v Show C i ba __/About
m ow Cronogete in menu bar |\Hf u

Let's test it

See the backed-up folder:

Bl B Wew O Help

CRE I I A e [
BENCE. Aura G Typs Dure Miod bed
B e B UponPaperModetAorfesdermanerny I8 KD Bp arthee ale
0 Eodbvokme & pluachu_Iges Bowalk STL 7S wrkrosen aIE
A Whas]_FIMAL STL 1541 kB rkresan AL
":«.:: = kg prg JEAKR PG image et
- -nl, NT1EE i g 2.1 MB PG age ITOANR
I iy [SSEr L LR PR T 1 BMB T g Tl 21N
[ I repTand 207 g ITRBRE P Erage T
o B Tl TIMB LT rrage TR

o Dbytnn plsin et dacumant Todsy

WinsTa W P space 0GR

'‘Accidentally' delete it, create a new one, and run backup.

L
R A e DT &
[— “iura Sise Tyrs D Mind ied

= aem I Dibytes plain st document Tody |

[a L P

U enchwikess &
PLACE

¥ o

B bnirap

B mubh g
METEORE

W roane Heowa

1 i, e e iT.1 GRO

The original files are 'lost'. Lets restore them!
Backup Restoration

Open from the menu bar.
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Select 'Restore Files'.

[}
=
(W]

-

Ln

[

Latest backup: 08/12/16 1

Back Up Now

Configure backup policies

Backups appear from newest to oldest.
Restore fibes Today, at 10:13 (EExit

10213 08/12/2016

Click 'back' for older backups.

Restore fibes Today, at 10209 (EExit
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Select and restore.
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Restore fijes Today, at 10:09 EExin

L0:09 08/12/2016

Fie Bl Vew G Hew

Y e
e Ay ol T BT
Bty B FIMAL £l BT 11 il e

[
[T E TP

WACE

e

1 kg v prg ETry T pe—
T =oc 7100 pmereinat reored jpy PR .
B aEITP A WA Tl W T IR G D D T
[ e 18 L L s g 1.5 A T
I T 3008 i g ITLE W PER rmige
giacka | pen Poresinsd remoned STL 0T bl pnireey

0 by AN S e

HHHB U

1.8 600 R ninge

e (3.3 VR, Fres npece 22160

Workshop 04 - Social Media and Online Safety
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