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[bookmark: _Toc234223077]Word Processing Using OpenOffice Writer
[bookmark: _Toc234223078]Module Overview
This module explores the use of OpenOffice Writer as a word processing application. The module is built to explore the writer application to an intermediate level. The focus will be upon using the word processing and formatting features to create visually rich and articulate documents.

	[image: Outcomes]

	Upon completion of this unit you will be able to:
· Describe a word processor and how it can be utilised.
· Discuss the difference between a word processor and the other OpenOffice applications.
· Identify the main operations performed by the Writer word processor.
· Format the document as a whole, its paragraphs, sentences and text.
· Insert tables, pictures, images and charts into a document.
· Describe and perform a mail-merge.
· Check the document errors, spelling and layout.
· Print a document. 

	
	
Terminology

	[image: ]

	Word Processing
	The term “word processing” was coined by IBM in the late 1960s and is used to describe the “combination of people, processes and equipment used to transform ideas into printed communication”.


	
	White space
	White space is the space in your document that has no text or graphics.


	
	Template
	A template is a document with a design that can be used by other documents.	


	
	Toolbars
	Toolbars are areas in the application that contain most of the common commands and functions you need to use the application.


	
	Print Layout
	Print Layout shows how the document will look like when it is printed.


	
	Web Layout
	Web Layout shows how the document will look when viewed with a web browser.


[bookmark: _Toc234223079][bookmark: _Toc151270102]


[image: Study skills]Study Tips

You may find it useful to skim through an entire block of content first, paying special attention to the headings and introductions, then go through a second time for more in-depth study and practice.

However, we recommend that you do the activities as they appear. They are essential study materials, offering practice in particular skills that will build your proficiency in word processing.
Keep linking the new content that you are studying in this module with the content that you have already covered and your own general knowledge, to deepen your understanding of the operations you are learning.

If you have difficulty understanding any area, try working at it slowly. If you still do not understand, seek help.

[image: ]Preknowledge

Before beginning this module, we recommend that you:
· Study Module 1 and Module 2, because they provide the essential knowledge for you to work with word processors, including saving files, formatting text and retrieving information from other files.
· Be comfortable using a keyboard to input text and a mouse to click on objects.



Introduction to Word Processing

Word processing was one of the first applications developed for computers and is one of the most used applications for personal and office productivity. Originally it was an application developed for the production of print material as a replacement for the typewriter. The advantages of using a word processor over the typewriter is that mistakes can be corrected easily and documents can be saved for future use and edited as needed.

Section Overview

This section will introduce you to the key concepts in word processing.

[image: Outcomes]By the end of this section, you will:
· Understand the main capabilities of modern word processor applications.
· Appreciate the impact that the development of the word processor had on the modern office.
· Become familiar with some design considerations for word-processed documents.

[image: ]Development of the Word Processor

The term “word processing” was coined by IBM in the late 1960s and was used to describe the “combination of people, processes and equipment used to transform ideas into printed communication” (New York Times, September 12, 1972). Soon after the term was understood to mean a typewriter with automatic features for editing and correcting documents electronically, making it possible to produce a perfect original document.

Originally word processors had no screens and saved copies of documents on magnetic tape for retyping, corrections or printout. Later models could display one line of text on a small screen, making it easier to edit documents. The labour and cost savings of word processing technology were immediate. Documents no longer had to be retyped to fix simple errors and could be saved, stored, reused and worked on later.

The next generation of word processors consisted of dedicated machines with CRT monitors capable of displaying many lines of text at once. These word processing appliances were produced by large companies such as IBM and sold for as much as US $10,000. Hand in hand with the development of word processing technology was the development of new technologies for storing and printing documents, such as the floppy disk and daisy wheel printer.

In the early 1980s the development of word processing software and the pricing of personal computers was the beginning of the end for word processing devices. Personal computers had the advantage because they came with other software, such as spreadsheets and eventually the graphical user interface to make working with documents easier.

[image: ]Modern word processors

Word processors have evolved into multifunctional publishing applications. Some of the tasks modern word processing applications are capable of are:

· preparing batch mailings by combining a form letter template with a database file containing individual information
· creating keyword indexes
· creating tables of contents with page numbers
· creating footnotes
· grammar checking, spell checking and thesaurus functions
· creating custom headers and footers for documents

Design considerations for word processed documents

At its most basic level a word processed document is a means to convey your message. Incorporating the fundamentals of good design in your documents makes it easier for the reader to understand that message. Even a well-written document that is not laid out well can be hard to read, resulting in your message being lost.

Organisation

Effective documents are organised so that information is presented in easily digestible pieces, important information is emphasised and ideas are presented logically. Here are some guidelines:

· Write effective paragraphs
An effective paragraph organises a sentence or group of sentences around a single main idea. There is no ideal paragraph length although a paragraph that is overly long can be harder to read thus hiding your message. Make sure your paragraphs have one main idea and split paragraphs if necessary.

· Write effective sentences
Just as with paragraphs, a reader’s understanding of your message depends on logically organised sentences. Good sentences are clear, coherent and have good “flow”.

· Use headings and subheadings
Headings and subheadings serve as guideposts for your reader. They help to organise material into smaller sections within a common theme, breaking up your document into digestible pieces.

· Use bulleted or numbered lists
Lists help organise parallel ideas or ideas that need to be presented in a sequence. For a list to be effective, it should:
· form a logical group
· use parallel structure
· use words, phrases or short sentences
· [image: ]use numbers to imply a hierarchy or order, either for a list of items in priority sequence or a set of step-by-step procedures

Visual design

· Use white space to separate and emphasise points
White space is the space in your document that has no text or graphics. White space is a good way to separate points or sections in your document and makes your document easier to read.

· Use graphics and illustrations effectively
Graphics are also a good way to make your document seem less text-heavy but they should only be used when they have a direct relationship with the message of your document. Graphics should be placed close to the text they refer to, in a way that doesn’t obstruct the flow of the reader. Graphics should be of good quality, clear and have descriptive captions.

· Emphasise headings
Use larger type, a different typeface, surrounding white space or bold type for headings to draw the reader’s attention.

· Use a different typeface for contrast
Capitalise words used as headings for emphasis. Use italics or bolding for phrases or single words for emphasis.

· Choose the right font
Fonts can create a visual impression that acts upon your reader. Use at least a font size of 10. Limit the number of different fonts you use in a document. Colour, highlighting and other decorative elements should be used sparingly and only for emphasis when needed. Serif fonts have ornamental strokes at the ends of letters and work well for bold type and for printed copies. Sans serif fonts are simpler and are easier to read on a computer screen.

	Serif
(Times 16 point bold)
	Sans Serif
(Verdana 12 point bold)



[image: summary]Summary

In this section, you learned:
· The main capabilities of modern word processor applications.
· The impact that the development of the word processor had on the modern office.
· The major design considerations for word-processed documents.


Using the Word Processor Application: The Basics

Section Overview

The OpenOffice suite’s word processing application is called Writer. Writer has many unique and powerful features and is comparable to Microsoft Word.

In this section we will become familiar with the basic features of the Writer application and learn how to perform basic word processor operations.

[image: Outcomes]In this section you will learn how to:

· open and close Writer
· open and close one or several documents
· create a new document
· save a document to a location on a drive
· save a document to different formats
· work with multiple documents
· use available Help functions

[image: L:\COL\images\coputerbasedlearning.PNG]Opening and Closing Writer

OpenOffice applications are typically opened from the Applications menu in the top left of the Ubuntu desktop.
[image: mod3-1.png]

To open Writer:

1. Click on the Applications menu
2. Click Office
3. Click OpenOffice.org Word Processor



[image: L:\COL\images\coputerbasedlearning.PNG]This will present the OpenOffice splash screen as the operating system loads the Writer application.
[image: mod3-2.png]

To close Writer:
· Click on the File menu in Writer, then click Exit
or
· Click on the Exit icon [image: Closeicon.gif] in the top right hand corner of the Writer window

Creating, opening and closing documents

Creating a new document

When you launch the Writer application, a new document is created for you automatically. To create a new document from within the Writer application:

1. Click on File on the menu Bar
2. Click on New on the drop down menu
3. Click on Text Document. This will display a blank Writer document
[image: mod3-8.png]



[image: L:\COL\images\coputerbasedlearning.PNG]Creating a new document from a template

A template is a document with a design that can be used by other documents. Templates are very useful if you are working with a group of documents that should all look the same.

For example, a manager may have a set of templates for letters, memos, faxes and reports. An accounting clerk may have templates for invoices and account statements. Each template would be designed differently and any document created from a template would start out having the same design as the template.

1. Click on File on the menu Bar
2. Click on New on the drop down menu
3. Click on Templates and Documents

[image: mod3-9.png]

This will open the Template dialogue window.

[image: mod3-10.png]

[image: L:\COL\images\coputerbasedlearning.PNG]Double-click on the Business Correspondence link to see the templates in that category.

[image: templates.png]

4. Select the Project Proposal template and click on the Open button to open it. The document that opens looks like this:
[image: template2.png]
[image: L:\COL\images\coputerbasedlearning.PNG]As you can see the document already has much of the formatting done for you, making it easy for you to create a new project proposal document based on this template.

You can also create and save your own templates in OpenOffice Writer. We will discuss this more in a later section.

Opening an existing document from within Writer

Much of the time you will be opening documents that you created earlier and saved on your computer.

1. Click on File in the menu bar.
2. Click on Open. This brings up the Open Dialogue window. The dialogue lists a series of directories and/or files.

[image: open dialogue.png]

3. Locate the directory in which the desired file is held
4. Click on the directory to open it
5. Highlight the file
6. Click Open
[image: ]
Tip: If you are not sure about the directory that contains your file and you have to search a bit, you will find the Up one Level icon useful. 

[image: L:\COL\images\coputerbasedlearning.PNG][image: Screenshot-Open.png]

[image: ]Closing a single document

Before we perform this task, we need to be clear about the difference between the “close” and “exit” commands. Close closes the document, but leaves the Writer program and other documents open. Exit closes the document you are working on, any other documents that are open, as well as the Writer program.
[image: L:\COL\images\coputerbasedlearning.PNG]
1. Click on File on the menu bar
2. Click on Close

[image: close.png]



[image: ]Tip: Always save your document before closing or exiting. Writer will help you if the version of the document that you have on the screen differs from the one already saved on the hard disk. Writer will ask you whether you want to save the new version. Secondly, always close Writer before you shut down the system

[image: L:\COL\images\coputerbasedlearning.PNG]Working with multiple documents

If you wish to work on more than one document at the same time, you can open multiple documents and move between them. You may want to do this if you need to copy information from one document to another or if you need to compare two documents.

1. Click on File then Open
2. Locate the directory containing the files you wish to open
3. Click on the first file
4. Hold down the CTRL key and click on each of the additional files you wish to open

[image: multiple.png]
5. Click Open. The last of the files loaded will appear in the window. This will be the active document. The others are also loaded but are in the background
[image: mod3-15.png]

[image: L:\COL\images\coputerbasedlearning.PNG]You can make one of the other documents active as follows:

1. If your windows are arranged so that you can see part of the other document, click anywhere on it to make it the active document
or
2. Click on Window to list the documents that are loaded
3. Choose the document that you wish to make active

[image: mod3-16.png]

Close more than one document

If you wish to close some but not all the documents you have open, then you should use the Close command for each document separately. If you want to close all open documents as well as Writer, then you should use the Exit command.

Saving documents

You will want to save your documents often so that you don’t lose information if your computer crashes or if your application is inadvertently closed.

1. Click on File, then click Save
[image: mod3-11.png]

If this is the first time you’ve saved the document, it will bring up the Save As dialogue.
2. [image: L:\COL\images\coputerbasedlearning.PNG]Locate the drive and/or the directory in which you wish to save the file. You can save files to your hard drive, floppy drive, Flash Memory stick or many other storage memory devices
3. Enter the name of the file in the File Name window
4. Click Save

[image: save dialogue.png]

If you exit the application without saving, Writer will prompt you to save your work.

[image: mod3-13.png]

Save an existing file under another name

Sometimes we may want to save the same document under a number of different names. Alternatively, we may want to save a document before making changes. We would then have a copy of the new version as well as the version before changes were made. Suppose we have a document loaded as shown below. In this case the document already has the name demo.odt.

We can now save what is displayed on the screen in two ways:
· To replace the version on the hard disk with the contents as displayed on the screen:

Click on File, then Save.

[image: mod3-11.png]

· [image: L:\COL\images\coputerbasedlearning.PNG]To save another copy of the document under another name: Suppose we do not want to overwrite the contents on disk but would still like to save what is on the screen. 

Click on File and then Save as.

[image: save as.png]

This will bring up the Save As dialogue. You use this in exactly the same way as you would if you were saving a completely new file.

Save in another file type

Sometimes it is useful to convert the document format into another format, for example, a Microsoft word file. To save a document in a different format:
1. Click on File, then Save as.
2. Click on the File Type. This will display a list of file types that you can save the document under.
3. Use the vertical scroll bar to view all the file formats.

[image: file types.png]
[image: ]
The following table lists some of the main file formats and a brief explanation of each:
	File type 
	Extension
	Explanation

	ODF Text Document
	odt
	This is the format of Writer itself

	ODF Text Document Template 
	ott
	A template is an outline for new documents. This may include text, images and formatting.

	OpenOffice.org 1.0 Text Document
	.sxw
	Version 1 of OpenOffice Writer

	OpenOffice.org 1.0 Text Document Template
	.stw
	Version 1 of OpenOffice template

	Microsoft Word 97/2000/2003
	.doc
	Microsoft Word document

	Microsoft Word 2007
	.docx
	Microsoft Word document

	Rich Text Format
	.rtf
	A text format that can be read by most word processing applications. It saves text and most formatting styles.

	Text
	.txt
	A text format that can be read by most word processing applications. It saves text only..

	HTML Document
	.html
	Hypertext Markup Language – a World Wide Web document format

	Portable Document Format
	pdf
	Pdf is a document format that can be read with Acrobat Reader and some other applications, but can’t be edited. Unlike the previous formats that are created using the Save As ... function, pdf files are created using the Export as pdf ... option in the File menu.



[image: L:\COL\images\coputerbasedlearning.PNG]Save different Versions

On the file menu there is an option called Version that allows you to save different versions of the document in the same file. Later, you can view each version on it own.

1. From the File menu, click Versions

[image: versions1.png]

2. The Versions dialogue window opens. In this window you can see the versions of the document that you have already saved. Click on Save New Version to save a new version

[image: L:\COL\images\coputerbasedlearning.PNG][image: versions2.png]

3. You are asked to give the version a name and this is recorded along with the date and time of the changes that were made. The new version is saved when you click OK.

[image: versions3.png]

4. If you want to open another version of a file, simply click on File>Version and choose the version you want to open.

Getting Help

The help file is a searchable database that allows you to get help on specific features of OpenOffice Writer. 

To access help:
1. Click on Help, then OpenOffice.org Help
[image: help1.png]



2. [image: L:\COL\images\coputerbasedlearning.PNG]Perhaps you are interested in getting help with spellchecking your document. When the Help window opens, you can browse through the Help contents by clicking on the Contents tab.

[image: help2.png]

3. The Index tab lets you search for specific help topics by typing a search term.

[image: help3.png]



4. [image: L:\COL\images\coputerbasedlearning.PNG]The Find tab lets you search all of Help for specific words.

[image: help4.png]

5. You can bookmark Help pages that you are likely to revisit using the Bookmarks tab.

[image: help5.png]

[image: ]Self Assessment

To assess your learning, make sure you are comfortable carrying out the following tasks in OpenOffice Writer:
1. Find and select OpenOffice.org Word Processor from the Applications menu
2. Create a new document
3. Save the document to disk as My First Document
4. Close the document and exit OpenOffice Writer
5. Again, start OpenOffice Writer and open your recently saved document
6. Save your document again under a different document format
7. Use OpenOffice Writer Help to search for help on a subject and bookmark a help
8. Close the document and exit the application

[image: summary]Summary

In this section you have learned how to:
· Open and close Writer
· Open and close one or several documents
· Create a new document
· Save a document to a location on a drive
· Save a document to different formats
· Work with multiple documents
· Use available Help functions


Working with Word Processor Documents

Section Overview

So far in this module you have been introduced to the features of the OpenOffice Writer word processing application and have learned some of the basic operations, such as opening, closing and saving documents.
In this section we are going go further into the Writer workspace to learn how to use the toolbars and other components in Writer and how to customise Writer for your use.
[image: Outcomes]
In this section, you will:
· identify the core components of the Writer workspace
· learn about the Writer toolbars and their function
· adjust OpenOffice Writer to better suit your working style and needs
· perform some basic tasks with Writer documents

[image: L:\COL\images\coputerbasedlearning.PNG]Locating the components of the Writer window

When you open the Writer application, you will see running across the top of the Writer window a set of three toolbars each of which displays a series of icons or buttons that you can click on when you want to perform certain tasks. 

There is also a large workspace area for you to input text, graphics and other objects. Above the workspace you will see a ruler for helping you position items in the workspace.

The Writer window explained
[image: writer window.png]



[image: L:\COL\images\coputerbasedlearning.PNG]Writer toolbars and ruler

The Menu Toolbar

[image: OOCalcMainMenu.png]

The menu toolbar contains most of the commands you need to use to work in Writer, in a drop-down menu arrangement.

Clicking on any of the menu choices presents a list of commands that you can use when you work with documents.

	[image: menufile.png]
	New: Presents choices for creating new blank OpenOffice documents.
Open: Used to open a document from saved files.
Recent Documents: Presents a list of documents you have worked on recently.
Wizards: Starts an automated process for creating and formatting a variety of documents.
Close: Closes the document you are working on without exiting the application.
Save: Saves the document you are working on.
Save As: Saves the document you are working on under a new document name or type.
Save All: Save all of the documents you have open.
Reload: Revert to the last saved version of the document.
Versions: Save multiple versions of the same document.
Export: Export the document to a different file type.
Export as PDF: Export as a PDF document.



The Formatting Toolbar

The second bar is the formatting toolbar. It contains icons and drop down menus for commands used to format the text and objects you add to the workspace, e.g., to select a font, font colour, alignment, border option and background colour.
[image: OOCalcFormattingToolbar.png]

The Standard Toolbar

The third bar is the Standard toolbar. It contains icons to provide quick access to commands found in the drop down boxes on the main menu, e.g., New, Open, Print, Copy, Paste, etc.
[image: OOCalcFunctionToolbar.png]
[image: ]Tip
When you place your mouse cursor over an icon on a toolbar, the name of the function appears on your screen.
Selecting the >> drop down menu on the far right of the function and formatting toolbars opens a menu of options for customising the toolbars.
[image: L:\COL\images\coputerbasedlearning.PNG]
Using the ruler

The ruler controls how text and other objects are positioned in your document. Using the ruler, you can set tabs and indents and adjust the width of table cells.

Setting indents

You can change the position of the left and right side of a paragraph by moving the bottom indent markers. You can also just indent the first line of a paragraph by using the top indent marker.

· To change the left or right paragraph indent, select a paragraph and drag the bottom indent marker to the left or right.
· To change the first line indent for a paragraph, drag the top left indent marker to the left or right.
[image: indents.png]

[bookmark: _Toc234223080][image: ]Adjusting the application settings

When you first open the Writer application, the workspace is organised so that Writer’s most used toolbars and features are available to you. As you become more proficient at word processing, you will find that you want to customise the Writer workspace to better meet your needs.

Page View Modes

OpenOffice Writer presents two choices for viewing documents as you work on them: Print Layout and Web Layout.

Print Layout

Print Layout shows what the document will look like if it was printed. This is the preferred way to view documents that are designed to be printed. To set the view to Print Layout, choose Print Layout from the View menu.

Web Layout

Web Layout shows what the document will look like if it was viewed with a web browser. This is the preferred way to view documents that are designed for web.
[image: L:\COL\images\coputerbasedlearning.PNG]To set the view to Web Layout, choose Web Layout from the View menu.

[image: views.png]

Magnification Tools

You can easily adjust the magnification of the workspace on your screen so that text and graphics are a more comfortable viewing size and your document fits well on the screen by setting the Zoom options:

1. From the View menu, click on Zoom.

[image: zoom1.png]

2. The Zoom & View Layout dialogue window will open. You can adjust the magnification and view as follows:

· Zoom can be adjusted automatically by selecting Optimal, which allows the software to pick a zoom setting that works well for your screen.
· You can set the zoom to Fit width and height so that a single page will fit on your screen or Fit width so that the page width will match the width of your screen.
· [image: L:\COL\images\coputerbasedlearning.PNG]If you choose 100% the document will be viewed at its full size on your screen.
· If you choose Variable you can set the zoom to whatever percentage of full size you like.
· The View Layout sets how many pages appear on the screen at the same time. You can set this to Automatic to let the software decide, Single for a single page or Columns for a number of pages fitting across the width of your screen.

Page Style

The Page Style dialogue allow you set up your document’s page style by selecting the paper size, the page orientation, margins and other layout settings. To access Page Style:

1. On the Format menu, click Page
2. Click on the Page tab
[image: margins1.png]

Paper Format

This option sets the paper format, size and orientation:

1. Set the paper format to match the paper size in your printer
2. Set the paper width and height if needed. Usually this will match the paper format you chose
3. Set the margins by increasing or decreasing the values in the Margin area

Modifying Options (show/hide toolbars and rulers)

OpenOffice Writer comes with a very large array of tools to format text and objects in your documents. When you install the application, the default toolset contains most of the tools that you will need to work on your documents, but you can also choose to show or hide toolbars or to modify toolbars if you need to.


[image: L:\COL\images\coputerbasedlearning.PNG]To show or hide toolbars:

1. From the View menu click on Toolbars.
2. Click in the boxes to either show or hide toolbars as needed.

[image: toolbars.png]

To modify a toolbar:

1. From the Tools menu, click on Customize. The Customize dialogue window will open. You can use this to modify menus, keyboard functions, toolbars or events.

[image: modify toolbar.png]

2. Click on the Toolbars tab.
3. Choose the toolbar you want to modify from the dropdown list.
4. In the Toolbar Content Commands section, check the commands you want to include on the toolbar and uncheck the commands you don’t want to show. If the command you want is not in the list, click on the Add button to choose from a list of other commands
5. Click OK to save your changes
[image: ]
Self Assessment

To assess your learning, make sure you are comfortable carrying out the following tasks in OpenOffice Writer:

1. Find and select OpenOffice.org Word Processor from the Applications menu.
2. Identify the following components of the OpenOffice Writer window:
· Workspace
· Formatting toolbar
· Ruler
· Menu bar
· Function toolbar
· Status bar
3. Change the paragraph indentation.
4. Change the page view mode from Print view to Web view
5. Create a new document.
6. Save the document to disk as My First Document.
7. Close the document and exit OpenOffice Writer.
8. Again, start OpenOffice Writer and open your recently saved document.
[image: summary]
Summary

In this section, you learned:

· The core components of the Writer workspace.
· How to use the Writer toolbars.
· How to adjust OpenOffice Writer to better suit your working style and needs.

[bookmark: _Toc234223081]

Adding content to Writer Documents

Section Overview

So far we have learned how to get the Writer application ready by applying or modifying various setup options. In this section we will learn how to input content into our Writer documents.

[image: Outcomes]In this section you will:

· learn how to input text with the keyboard
· be able to input special symbols that aren’t found on the keyboard
· be able to select a block of text for editing
· learn how to cut, copy and move blocks of text
learn how to search for text in your documents and automatically replace blocks of text with another block of text

[image: L:\COL\images\coputerbasedlearning.PNG]Working with text

Most of your work in Writer will be with text. You can insert many other kinds of objects in Writer documents, such as images and charts, but the application was designed with text in mind and so comes with a great many ways to adjust how text is displayed in your document.

Entering text into a document

As soon as Writer opens, the document is ready to accept your text input – just start typing and your text appears in the Writer workspace. 

A few points for adding text:

· Do not use the Enter key <  > when:
·  you finished one line and going on to a next line.  Continue typing until you get to the end of the paragraph.  The word processor will automatically jump to the next line.  This is called word-wrapping; and
· You want to go to a next page. Press <Ctrl><  >  
· To start a new paragraph, press the Enter key <  > on your keyboard. 
· You can input any key character on your keyboard by simply pressing the key for that character or combining with the Shift key type the capital letter or with a character (for example, on a North American English keyboard, holding the Shift key while pressing the number 4 will input the dollar sign character $).



[image: L:\COL\images\coputerbasedlearning.PNG]Special characters

Not all characters you might want to use are available on the keyboard. Some symbols, such as the Greek alphabet, French accents or mathematical symbols have to be added manually:

1. To view a selection of all characters, choose Insert – Special Character.

[image: special.png]

2. In the large selection field click the desired character or several characters in succession. The characters are displayed at the bottom of the dialog. When you close the dialog with OK, all of the characters you selected are inserted in the current document.

[image: Screenshot-Special Characters.png]

[image: ]
Formatting marks

Formatting marks are characters that show the type of formatting in your document, including paragraph breaks, spaces, line breaks, tab spaces, etc. Formatting marks do not appear when you print the document.
[image: L:\COL\images\coputerbasedlearning.PNG]Turning formatting marks on allows you to see and edit the document formatting more easily:

1. To show formatting marks: from the View menu click on Nonprinting Characters.
2. To hide formatting marks, do the same as step 1: from the View menu click on Nonprinting Characters.

	Formatting marks off
[image: format_off.png]
	Formatting marks on
[image: format_on.png]



[image: ]Editing Content

One of the major advantages of word processing applications is the ability to edit the content you’ve created. Editing can be as simple as retyping the content you has created. Advanced editing techniques allow you to cut, copy, move or replace large blocks of text quickly.

[image: L:\COL\images\coputerbasedlearning.PNG]Selecting content

Before you edit any content, you have to be able to select the content you want changed. The easiest way to select content is using your mouse to highlight a block of content.

1. Place the mouse cursor at the start of the content you want to edit.


2. [image: L:\COL\images\coputerbasedlearning.PNG]Holding the mouse button down, drag the mouse to the right and/or down. You should see that the content you have dragged over becomes highlighted. If you drag to the right, the content along a line of text becomes highlighted. If you drag downwards, whole lines of text become highlighted.

[image: highlight.png]

3. Once you have highlighted a block of text, you are ready to perform editing tasks on the content.

Changing text

The simplest editing method is to retype over the text you have written.

1. Select a block of content you would like to edit.
2. If all you would like to do is delete the text, click on the delete key on your keyboard.
3. If you would like to replace the content with new content, begin typing the new content. The highlighted text is replaced with your retyped content.

Duplicating and moving content

The cut, copy and paste commands allow you to duplicate or move large blocks of content all at once, without retyping.

Copy and paste

To duplicate large blocks of content, use the Copy and Paste commands.

1. Select the block of content you would like to make a copy of.
2. Copy the content by clicking in the Edit menu and choosing Copy.
3. Move your mouse cursor to the part of the document you would like the copy to be placed and click the left mouse button once. This is called the insertion point.
4. [image: L:\COL\images\coputerbasedlearning.PNG]aste the content you have copied by clicking on the Edit menu and choosing Paste. The copied content is placed in the document at the insertion point.

Cut and paste

To move a block of content use the cut and paste commands. Unlike copy and paste, cut and paste does not leave the original content you highlighted in place. Using cut and paste, the highlighted content is deleted and then pasted into a new location.

1. Select the block of content you would like to move.
2. Cut the content by clicking in the Edit menu and choosing Cut.
3. Move your mouse cursor to the part of the document you would like the content to be placed and click the left mouse button once.
4. Paste the content you have copied by clicking on the Edit menu and choosing Paste. The content is placed in the document at the insertion point.

Undo and Redo commands

It’s important, especially when you are a beginner word processor user, that you are able to easily fix any mistakes you make in editing your documents. One of the most useful ways to fix a mistake is to use the Undo command. This “undoes” your last action in the document. For example, if you were to cut a block of content, then realise it was not the content you wanted, using Undo would reverse the Cut command and the document would be back to its state.

· Click on the Edit menu and choose Undo.

If you would like to perform the same action many times, you can use the Redo command.

· Click on the Edit menu and choose Redo.

Find and Replace

The Find and Replace tool allows you to search for words or phrases—or, for that matter, for any combination of characters in a document—and replace them with the text you want.



[image: L:\COL\images\coputerbasedlearning.PNG]Searching for text

1. From the Edit menu, click on Find and Replace
2. In the Search for input box, type in the text you would like to search for.

[image: search1.png]

3. Click on the Find button to find the first instance of your search text.
4. Clicking again on the Find button will search through the document to find further instances of your search text.

Replacing text

1. From the Edit menu, click on Find and Replace.
2. In the Search for input box, type in the text you would like to search for.
3. In the Replace with input box, type in the text you would like to replace the search text with.
[image: replace.png]

4. You can either replace instances of the search text all at once or one at a time. To replace one at a time:
a. Click on the Find button to find the first instance of your search text.
b. Click on Replace to replace that instance.
c. Continue until you have finished making replacements.
5. To replace all instances:
a. Click on Replace All button.
6. Click Close to return to your document when you are finished replacing text.

[image: ]Self Assessment

To assess your learning, make sure you are comfortable carrying out the following tasks in OpenOffice Writer:

· Turn formatting marks on and off.
· Type a few paragraphs in a new Writer document.
· Select a block of text and delete it. Then undo the deletion using the Undo command.
· Copy a block of text and paste it to another location in the document.
· Move a block of text from one location in the document to another.
· Perform a search for a phrase in your document.

[image: summary]Summary

In this section, you learned how to:

· Input text with the keyboard into a Writer document.
· Input special symbols that aren’t found on the keyboard.
· Select a block of text for editing.
· Cut, copy and move blocks of text.
· Search for text in your documents and automatically replace blocks of text with another block of text.
[bookmark: _Toc234223082]

Formatting Documents

Section Overview

In this section you will learn how to format text and paragraphs to make your document more readable by enhancing its visual design.

[image: Outcomes]In this section you will:
· Select and change fonts and font sizes
· Apply formatting to text: bold, italic, underline, superscript, subscript, text spacing
· Apply text decorations: colour, highlighting, line-through
· Use automatic hyphenation
· Use tabs to position text
· Create and merge paragraphs
· Format paragraphs: alignment, spacing, borders and shading
· Create ordered and unordered lists and switch between list types
· Create, edit and use styles to apply formatting to text and paragraphs

Text Formatting

The following exercises will guide you through applying formatting to text, but also apply to formatting paragraphs. It’s important to note that formatting should be used to enhance the readability of your document, according to the guidelines discussed earlier in this module. Overusing formatting can detract from your document’s readability.

[image: L:\COL\images\coputerbasedlearning.PNG]Fonts and font sizes

Your choice of fonts should set the tone for a design, provide the best readability and convey the right image. There are certain established guidelines and best practices for selecting fonts for the best results, but these are not hard and fast rules:

· Don’t use more than 3 or 4 fonts in your document.
· Avoid mixing two very similar fonts.
· Serif faces are the norm for most books and newspapers, making them familiar and comfortable to readers and a good choice for many printed documents.
· Sans serif fonts are a good choice for documents that are read from a computer screen. Sans serif fonts are generally more readable when the font size is small (e.g. for footnotes or captions).
· For most documents, a font size of between 10 point and 12 point is appropriate.

To choose a font and font size:

1. Highlight the text that you want the font applied to.
2. From the formatting toolbar, click on the down arrow next to the font box and choose a font from the list.
3. [image: L:\COL\images\coputerbasedlearning.PNG]From the formatting toolbar, click on the down arrow next to the font size box and choose a font size from the list.

Bold, italics and underlining

You can use bold, italics and underline to place emphasis where needed in your document. Bold face is often used to draw attention to a block of text by making it stand out from the surrounding text. Bold face is also often used for headings.

Italic face can also be used for emphasis, but its impact is more subtle than bold face. Italic face is often used for titles (e.g. book titles, movie titles), the proper names of ships or trains (e.g. the Orient Express) or for foreign words or phrases within text. Be careful not to create long blocks of text with italic face, since it is more difficult to read.

Underlining text can also be used to emphasise parts of your document. However, since underlining is used to denote a web link in HTML, it’s use should be limited.

To apply bold, italics or underline:

1. Highlight the text that you want the font face applied to.
2. From the formatting toolbar, click on the icon for bold, italics or underline.

[image: ]Superscript and subscript

Superscript is when text is raised above the baseline and is often used to indicate a footnote, to represent an exponent in mathematics (e.g. 52 = 25) or to indicate an ordinal number (e.g. 25th).

Subscript is when text is dropped below the baseline and is typically used in chemical formulas (e.g. H2O).
[image: L:\COL\images\coputerbasedlearning.PNG]
To apply superscript or subscript commands:
1. Highlight the text that you want the style applied to.
[image: superscript1]

2. [image: L:\COL\images\coputerbasedlearning.PNG]Choose Format->Character from the Writer menu.
3. Click on the Position tab.
[image: superscript2]

4. Choose superscript or subscript from the dialogue window. You can also choose how much to raise or lower the text by or what size to make the text.
5. Click OK when you are finished.

[image: superscript3]

Text decoration

Text decoration includes such things as text colour, highlighting and line-through. Text decoration, like bold and italics, can be used to emphasise text in a document, but should be used sparingly because it can be distracting.


[image: L:\COL\images\coputerbasedlearning.PNG]To apply text decoration:

1. Highlight the text that you want the font applied to.

[image: decoration2]

2. From the formatting toolbar, click on the icon for the text decoration you want to use.
3. Choose Format->Character from the Writer menu.
4. Click on the Font Effects tab.
5. Choose the font effect you want to apply: underlining, strikethrough, font colour or other effects.

[image: decoration1]

6. Click on the OK button to save your changes.

[image: ]Automatic hyphenation

Automatic hyphenation can be used to automatically break words at the end of a line of text so that part of the word wraps to the next line of text. This has the effect of making your lines of text more even in length.

In practice, it is usually better to not use automatic hyphenation. You will typically get better results by looking at your document after you have typed it and creating manual hyphenations where needed. One reason for this is natural variations in line length enhance the readability of your document by making a distinction between one line and the next. If a line of text is extraordinarily short, you can use hyphenation on the first word of the next line to ease this.
[image: L:\COL\images\coputerbasedlearning.PNG]
To turn automatic hyphenation on:

1. Choose Format->Paragraph from the Writer menu.
2. Click on the Text Flow tab.
3. Click on the checkbox to set hypenation automatically.

[image: hyphenation1]
[image: ]
Tip: The formatting effects described above can be applied to paragraphs as well. Simply select a whole paragraph and apply the effects as usual.

[image: ]Paragraph Formatting

As discussed earlier, an effective paragraph organises a sentence or group of sentences around a single main idea. There is no ideal paragraph length, although a paragraph that is overly long can be harder to read.  Too many one-sentence paragraphs in a document is also distracting.  Please sue one-sentence paragraphs only when really necessary – to emphasise a specific point.

Make sure your paragraphs have one main idea. If there is more than one main idea, split the paragraph up.

[image: L:\COL\images\coputerbasedlearning.PNG]Creating and merging paragraphs

When you create a new document in OpenOffice Writer, you are automatically places at the beginning of your first paragraph. Type the sentences you want for your paragraph and when you are finished, press the Enter or Return key on your keyboard to end the paragraph and begin a new one.
Any formatting that you applied to your first paragraph is automatically carried over to the next paragraph.

Two paragraphs can be merged by placing your cursor at the beginning of the second paragraph and pressing the Backspace key or placing your cursor at the end of the first paragraph and pressing the Delete key.

[image: ]Text alignment

There are four forms of alignment for text in your document:

1. Left alignment: Text is aligned so as to be even along the left side of a paragraph. The lines are uneven along the right side of the paragraph.
2. Right alignment: Text is aligned so as to be even along the right side of a paragraph. The lines are uneven along the left side of the paragraph.
3. Centre alignment: Text is aligned so as to be centered in the document. The lines are uneven along both the left and right side of the paragraph.
4. Full alignment: Text is aligned so as to be even along both the left and right sides of a paragraph. This is accomplished by adjusting the spacing between words where necessary.

[image: alignment1]

Generally you should use left alignment in your documents because it enhances readability. Use the other forms of alignment for special effect when necessary.

[image: L:\COL\images\coputerbasedlearning.PNG]To set the alignment of your documents:
1. Select the paragraph you want to apply the alignment to.
2. On the formatting toolbar, click on the button for the alignment you want applied.

[image: ]Using tabs

Tabs are used to position text horizontally within a document. By default, tab stops are placed every half inch if your measurements are set in inches or every 1.25 centimeters if your measurements are set in metric units.


[image: ]There are 4 types of tabs you can set in Writer:

· Left tab: the text starts at the tab position.
[image: tabs1]


· Right tab: the text stops at the tab position.
[image: tabs2]


· Centre tab: the text is centred at the tab position.
[image: tabs3]

· Decimal tab: used for positioning a series of numbers. The decimal points line up over the tab position.
[image: tabs4]

[image: L:\COL\images\coputerbasedlearning.PNG]There are two steps to using tabs:

1. Setting tab positions (or tab stops).
2. Placing text at the tab positions from within the document.

[image: L:\COL\images\coputerbasedlearning.PNG]Setting tab positions

Tab positions can be set on the ruler or using the tab format options.
To set a tab on the ruler, simply click on the ruler at the position you want the tab. You can reposition the tab by clicking and dragging it to the left or right. By default, tabs that you set this way are Left tabs. You can change the tab type by double-clicking on the tab and setting the tab type from the dialogue box.

[image: tabs5]

To set tabs using the tab format options:

1. Place your cursor at the point in the text you wish to position with a tab.
2. Choose Format->Paragraph from the Writer menu
3. Click on the Tabs tab.
4. Choose the position you want the tab, the type of tab and the fill or leader you want.

	[image: tabs6]

Placing text at the tab position

Once you have your tabs set, you can position your text by placing your cursor at the start of the text you want to position and then pressing on the Tab key on your keyboard.

[image: L:\COL\images\coputerbasedlearning.PNG]Paragraph spacing

Paragraph spacing can be used to make your paragraphs more readable and visually presentable by making paragraphs stand out from each other. You can set spacing between paragraphs or on each side of a paragraph (indentation).

Spacing between paragraphs and indentation should be done using the paragraph formatting options rather than typing an extra paragraph marker by pressing the return key twice. This way you can control the paragraph spacing throughout your entire document. 

1. Select the paragraphs you want to space or indent.
2. Select Format->Paragraph from the Writer menu.
3. Click on the Indents & Spacing tab.

[image: paragraphs1]

4. Set the amount of left and right indentation. You can also set additional indentation for the first line of paragraphs.
5. Set the amount of spacing above and below each paragraph.
6. Click the OK button when you are finished.

Working with lists

Lists enhance the readability of your document by organising parallel ideas or ideas that need to be presented in a sequence. Lists should form logical groups and should be written using parallel structure.

Unordered lists

Unordered lists are used to organise ideas when the order of the ideas is not important to their presentation. Each list element in an unordered list is started with a bullet. To create an unordered list:

1. Type your list elements, creating a new paragraph with each element.
2. Select all of the list elements.
3. On the formatting toolbar click on the unordered list icon.

[image: L:\COL\images\coputerbasedlearning.PNG][image: lists]
[image: lists2]


Ordered lists

Ordered lists are used when the order of the list elements are important, such as a set of instructions or a list of priorities. Each list element in an ordered list is started with a number of letter. To create an ordered list:

1. Type your list elements, creating a new paragraph with each element.
2. Select all of the list elements.
3. On the formatting toolbar click on the ordered list icon.

[image: lists3]


Modifying list format

You can modify your lists by changing the list type (ordered or unordered), changing the bullet style for unordered lists or changing the number or letter style for ordered lists. To change the list format:

1. Select the list elements you want to change.
2. To change the list type, click on the appropriate button from the format toolbar.
3. To change list style options, click on Format->Bullets and Numbering from the Writer menu.
4. Choose the type of numbering or bullets you want to use for your list.
[image: L:\COL\images\coputerbasedlearning.PNG][image: lists4]

From the Bullets and Numbering dialogue you can also format your list to create outlines or use graphics as bullets. As with other elements of word processed documents, keeping the style simple is usually preferable.

Paragraph borders and shading

Borders and shading can also make a paragraph stand out from the other paragraphs and content in a document. A border is a rectangular area surrounding a paragraph. Shading refers to the colour or image behind a paragraph or block of text.

Setting borders

You can choose to display and set features of borders:

1. Select the paragraph you would like the formatting applied to.
2. Choose Paragraph->Borders from the Writer menu.
3. From the Borders dialogue, choose the border features you want, such as line arrangement, border colour and thickness, spacing and shadow.

Setting shading

1. Choose Paragraph->Shading from the Writer menu.
2. Click on the Background tab.

[image: borders2]
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3. Set the background colour or image from the dialogue window.

Creating and Applying Styles

Styles allow you to save formatting options for the content in your document and to easily apply this formatting to other content in the document.

Writer has many pre-defined styles built in to the program. You can use these styles as they are, edit them or create new styles.

To apply a style:

1. Select (highlight) the content you want to apply the style to.
2. Choose Format->Styles and Formatting from the Writer menu.

	[image: styles1]

3. Apply the style you want to use by double-clicking on the style. You can choose styles for paragraphs, characters, frames, pages or lists by clicking on the icons at the top of the style dialogue.

You may want to create a new style specifically for your document. To create a new style:

1. Choose Format->Styles and Formatting from the Writer menu.
2. Choose a style from the list to base your new style on.
3. Click on the New Style from Selection button and choose New Style from Selection.
[image: L:\COL\images\coputerbasedlearning.PNG][image: styles2]

4. Type a name for your new style and click OK. You now have created a new style.

[image: styles3]

To modify a style:
1. Right-click on the style and choose Modify from the context menu.
2. From the style window that opens, select the features you would like in your new style.
	[image: styles5]
[image: ]
Self Assessment

Create a new document using Writer and practice the formatting techniques you learned in this module. In particular:

· Format your characters by choosing a font, modifying the font size and using formatting options such as bold, italics and colour.
· Create text that uses a superscripted or subscripted character.
· Activate and deactivate automatic hyphenation.
· Use a variety of tabs and indentations to position your text.
· Merge two paragraphs together.
· Increase the spacing between your paragraphs.
· Create a border around a paragraph.
· Create an unordered list and then switch it to an ordered list. 
· Change the ordered list from using numbers to using letters.
· Create a new paragraph style and apply it to a paragraph.

[image: summary]Summary

This section covered the major techniques for formatting the text and paragraphs in your document to position text on the page and to apply text decoration to make text stand out. More importantly, this section emphasised how to use these techniques to make your document more readable, but not to overuse formatting until it distracts from your document.

This section also covered how formatting can be applied to large blocks of text such as complete paragraphs and how styles can be created to save time with your document creation.

[bookmark: _Toc234223083]

Adding tables, images and charts

Section Overview

This section discusses ways to increase the effectiveness of your documents by using tables to organise information, charts to present data and images to enhance your ideas.

[image: Outcomes]In this section you will:
· Use tables to organise your content.
· Create and import charts to display data.
· Import and format images.

Tables

Tables allow you to present your content in rows and columns rather than in one large block of text. This is helpful when your content involves comparing values to each other. For example, suppose we wanted to explain how the average rainfall in Vancouver, Canada changes over the course of six months.

	Month
	Rainfall (mm)

	January
	146

	February
	121

	March
	102

	April
	69

	May
	56

	June
	47


[image: L:\COL\images\coputerbasedlearning.PNG]
Inserting tables

To insert a table:

1. Place your cursor where you want the table to be.
2. Choose Insert->Table from the Writer menu. 
3. Choose the number of rows and columns in your table.

[image: tables1]

4. You can also choose from a number of table templates by clicking on the Autoformat button.
5. Click OK and your blank table is created.
[image: L:\COL\images\coputerbasedlearning.PNG]Adding data to a table
To add data to a table, simply click inside a table cell and type your data as normal. You can:
· add content inside table cells just as you would elsewhere in your document, including text, images, paragraphs and lists
· format content in the same way as you would elsewhere in your document
· set tab stops, margins and indents to further organise content within a table.

Deleting a table

To delete a table:

1. Click inside one of the cells of your table.
2. Choose Table->Delete->Table from the Writer menu.

Add and delete columns and rows

You can add or delete columns and rows in your table as needed. To add a column or row:

1. Click in the table where you want the column or row to be added.
2. Choose Table->Insert->Rows to add rows to your table or choose Table->Insert->Columns to add columns to your table.

[image: tables4]

3. Choose the number of columns or rows you want to insert and choose whether you want them before or after your selected position in the table. Then click OK.



[image: L:\COL\images\coputerbasedlearning.PNG]To delete a column or row:

1. Select the column(s) or row(s) you wish to delete.
2. Choose Table->Delete->Rows to delete rows or Table->Delete->Columns to delete columns.

Modifying columns and rows

You may need to adjust the columns and rows in your table to fit the data you are presenting. For example, you may need to adjust the column width or row height or apply borders and shading to cells in your table.

Row height and column width

The height of a row in your table will expand automatically to contain the objects or text you place in your table. You can adjust the height of a row by:

1. Select a row or rows that you want to change.
2. Right-mouse click on the row and choose Height from the context menu.
3. Type in a value for the row height, then click OK.

	[image: rowheight]



[image: L:\COL\images\coputerbasedlearning.PNG]Set column width by:

1. Select a column or columns that you want to change.
2. Right-mouse click on the column and choose Width from the context menu.

[image: columnwidth]

3. Type in a value for the column width, then click OK.
	
Borders and shading

Borders and shading can enhance the appearance of your table by giving emphasis to cells, rows or columns and by visually separating the content within columns.

To format borders:

1. Select a column or row you want to edit.
2. Select Table->Table Properties from the Writer menu.
3. Click on the Borders tab.

[image: tables6]

4. Edit the table borders as needed and click OK.
[image: L:\COL\images\coputerbasedlearning.PNG]To format column shading:

1. Select a column or row you want to edit.
2. Select Table->Table Properties from the Writer menu.
3. Click on the Background tab.

[image: tables7]

4. Select a background colour for your table cells.

Images

Images can add to the effectiveness of your documents. In addition to providing visual contrast to text, appropriate graphics enhance the reader’s comprehension of your content by providing details that text alone cannot (as the saying goes, a picture is worth a thousand words).

Inserting images

To place an image in your document:

1. Click in the document at the point you want to insert the image.
2. Choose Insert->Picture->From File to get the image.

[image: images1]
3. [image: L:\COL\images\coputerbasedlearning.PNG]Browse to the location (directory) of your image.
4. Select the image you want.
5. Click Open to insert the image.

Modifying images

Copy and move an Image

Copying and pasting images is done the same way as for text:

1. Select the image you want to copy or move.
2. Choose Edit->Copy (to copy an image) or Edit->Cut (to move an image) from the Writer menu.
3. Click in the document where you want to insert the image.
4. Choose Edit->Paste from the Writer menu to insert the image.
	
Resize an image

1. Select the image you want to resize.
2. Select Format->Picture from the Writer menu.
3. In the dialogue that comes up, you can change the image size and set other attributes for the image, such as position, spacing or borders. To change the size of the image, click on the Type tab and type in the size you want.
[image: ]
Note: If you put a checkmark in the Keep Ratio box, the image will maintain a constant aspec ratio (ratio between length and width of the image), so your image isn't distorted.

[image: ]Charts

Charts or graphs provide a way to display related data, especially numerical data, in a visual form. For example, let’s use a table comparing average monthly rainfall in Vancouver, Canada:

	Month
	Rainfall (mm)

	January
	146

	February
	121

	March
	102

	April
	69

	May
	56

	June
	47

	July
	31

	August
	37

	September
	60

	October
	116

	November
	155

	December
	172





[image: ]This information could be displayed on a bar graph to give a more visual presentation of the rainfall data and to clearly show trends:



You can insert a chart based on data you create in a Writer table or an OpenOffice Calc spreadsheet. This is the preferred method, since in this case, the chart automatically updates whenever the data in the table changes.

[image: L:\COL\images\coputerbasedlearning.PNG]To insert a chart based on data in a table:
1. Highlight all of the data in the table.
2. Choose Insert->Object->Chart from the Writer menu.
3. Click on the Chart Type tab to choose a chart type (bar, pie, column, line etc.).

[image: charts1]

4. Click on the Data Range tab to choose the data range (note: if you selected the whole table, the data range should be automatic).


5. [image: L:\COL\images\coputerbasedlearning.PNG]Choose whether the data range is in columns or rows and which columns or rows are the labels for the data.

[image: charts2]

6. Click on the Data Series tab to adjust the data series if needed.

[image: charts3]

7. Click on the Chart Elements tab to add elements such as a title and legend.
8. Click OK to view the chart.
	[image: charts5]

Editing charts

All of the chart elements, including labels, data ranges, colours and borders can be edited by double-clicking on the element and changing the values for that element. In particular, the chart table can be edited and the results are immediately reflected in the chart.

[image: ]Self Assessment

Test your understanding of this section by creating a document that uses a table to organise content. For example, it could be a contact list for your friends or associates organised by name, 

[image: summary]Summary

This section emphasised using elements such as table, graphics and charts to enhance your document. The emphasis of this section is to organise and enhance content so that your document’s message is more easily understood by your reader.

Tables are essential for organising certain types of data into columns and rows that can be easily interpreted. Graphics can sometimes be used to convey a message more clearly than text. Charts can help explain complex relationships using a pictorial representation of data, again much more easily than text. The right picture really is worth a thousand words.

[bookmark: _Toc234223084]

Mail Merge
Section Overview

Mail merge is an advanced feature of word processor applications that makes it easy to create a document for distribution to a large number of people without having to recreate the document each time. This is accomplished by creating one main document that contains all of the static or unchanging information and merging it with another document that contains all of the individual information, such as names and addresses.

[image: Outcomes]In this section you will:

· Understand how mail merge can make it easier to create a document for a large number of individuals.
· Create a mail merge document.

[image: ]Preparing the documents

There are three main steps: 
· creating the data source
· creating the main document
· Merge the two documents
The merged document can either be saved or printed. Fortunately, Writer comes with a mail merge wizard that will guide us through the process.

[image: L:\COL\images\coputerbasedlearning.PNG]Creating the main document

Create the main document by opening OpenOffice Writer.

For now, we will start with a blank document. The Mail Merge wizard will insert some of the content for us and we can customise the document later.

[image: merge1]



[image: L:\COL\images\coputerbasedlearning.PNG]Creating the data source

Next you need to create the data source (spreadsheet, address book, other file or database) that the mail merge will use. 

The data source is the file that typically will hold the addresses, names and other information for the individuals that will each receive your form letter.

1. Choose Tools -> Mail MergeWizard from the Writer menu bar.

[image: merge2]

2. Choose Use the current document for Step 1 of the wizard.

[image: merge3]



3. [image: L:\COL\images\coputerbasedlearning.PNG]Choose Letter for the document type in Step 2 of the wizard. The output document will be a printed letter rather than an e-mail message.

[image: merge4]

4. We will create a new address list for this merge document. In practice, you might already have an address list created, either as a database file or spreadsheet. Click on the Select Different Address List button to begin.

[image: merge5]



5. [image: L:\COL\images\coputerbasedlearning.PNG]In the Select Address List dialogue, click on the Create button to create a new list.

[image: merge6]

6. You will be presented with a form to create a new contact list. In this form, you create one contact at a time by filling in all of the information for that contact. When you are finished with the first contact, click the New button to add a new contact.

When you are finished adding contacts, click the OK button.
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7. Type a name for your contact list in the Name bar and click the Save button to save your contact list.

[image: merge8]
[image: L:\COL\images\coputerbasedlearning.PNG]
8. Select the address list by clicking the OK button.

[image: merge9]

9. We can customise the look of our merge document by selecting an address block. This will automatically place an address block in our document.

[image: merge11]

10. We can then add a salutation to our document.

[image: merge12]

11. [image: L:\COL\images\coputerbasedlearning.PNG]We can then view and adjust the layout if necessary.

[image: merge13]

12. Since we haven’t yet written the text of our document, we can click on the Edit Document button to do so.

[image: merge14]

13. If needed, you can personalise the document for individual recipients.

[image: merge15]



14. [image: L:\COL\images\coputerbasedlearning.PNG]Finally, you can save or print your documents.

[image: merge16]
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Self Assessment

Go through the steps to create a document that merges a birthday invitation with a contact list of your friends. Create the contact list, merge the documents, save the document and then preview it to make sure the merge was successful.

[image: summary]Summary

Mail merge is a useful tool to save time when the same information is being sent to a large number of people. However, it is not that useful when the message is more personal.

This section introduced the concept of a data file – a file that stores information such as contact names and addresses that can be used to provide useful information. You will explore this concept in much more detail in a later module on databases.
[bookmark: _Toc234223085]

Preparing documents for output

Section Overview

This section discusses the steps you will take in the final preparation and printing of your OpenOffice Writer documents. 

[image: Outcomes]In this section you will learn how to:

· Create Headers and Footers for your documents.
· Set margins and page breaks to make your documents more presentable.
· Check your documents for spelling errors.
· Set up documents for printing.

Document Formatting

So far we have focused on the formatting of elements in your documents such as characters, paragraphs and tables. In this section we will discuss formatting the document as a whole by adjusting margins, document orientation and page breaks and adding custom headers and footers to documents.

[image: L:\COL\images\coputerbasedlearning.PNG]Document orientation

Document orientation is a style that applies to the whole document. By default, when you create a new document it is oriented in portrait mode, which is appropriate for most of the documents you will create.

You can edit the orientation of your document as follows:

1. Choose Format->Page from the Writer menu.
2. Click on the Page tab.

[image: print1]

3. [image: L:\COL\images\coputerbasedlearning.PNG]Select the size of paper you will be printing on. If you choose one of the standard formats from the Format list, the paper size will be set automatically. You can also create a custom paper size by inputting values for the paper height and width.
4. Choose Portrait or Landscape for your document's orientation.

Margins

Page margins provide white space around the outside of your documents and are important to your document's readability.  Page margins that are too narrow give the visual appearance that your document is cluttered and lengthy and discourages readers. Page margins that are too wide make your document appear insubstantial. Choose a medium setting for page margins - .75 to one inch is common (1.7 – 2.5 centimetres).

To set page margins:

1. Choose Format->Page from the Writer menu.
2. Click on the Page tab.
3. Set the margins for left, right, top and bottom by typing a number in the settings box or using the arrows to increase or decrease the margins.

Page breaks

Page breaks are created automatically as you input text and other data into your documents. There are times, however, when you may want to insert a page break manually so that you can control where the break happens. An example would be if you had a large table that starts partway down a page and continues onto the next page. Rather than break the table in the middle, you can insert a page break just before the table so that the table will appear in its entirety on the next page.

To set page breaks in your document:

1. Click in the document at the point you want the page break to occur.
2. Choose Insert->Manual Break from the Writer menu.
3. Select Page Break and click OK.
	[image: print2]
[image: L:\COL\images\coputerbasedlearning.PNG]Headers and footers

Headers and footers allow you to create text that will appear at the top (header) or at the bottom (footer) of every page in your document or on every even or odd page. As you add text to your document, the header and footer don't move – they are always at the top and bottom of every page. Examples of common header and footer information include the document title, author, date or page numbers.

Headers

To enable headers:

1. Choose Format->Page from the Writer menu.
2. Click on the Header tab.
3. Enable headers by checking the Header on box.
4. Choose whether you want the same header content on left and right pages or different content on each side.
5. Set the margins and spacing attributes for your header.
6. Click OK to close the dialogue.
7. You will now have a header bar on your document. You can add text or images to the header and format just the same as in the rest of the document. What you add to the header will be displayed on every page of the document or every odd or even page if you so specified.
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[image: L:\COL\images\coputerbasedlearning.PNG]To enable footers:

1. Choose Format->Page from the Writer menu.
2. Click on the Footer tab.
3. Enable footers by checking the Footer on box.

[image: print6]

4. Choose whether you want the same footer content on left and right pages or different content on each side.
5. Set the margins and spacing attributes for your footer.
6. Click OK to close the dialogue.
7. You will now have a footer bar on your document. You can add text or images to the footer and format just the same as in the rest of the document. What you add to the footer will be displayed on every page of the document or every odd or even page if you so specified.

Special header and footer content

Page numbering

It's often desirable to have page numbers on your document, especially for long documents. Here is how you can insert page numbers to your headers and footers:

1. Click on the header or footer where you would like the page number to be.
2. Choose Insert->Fields->Page Number from the Writer menu.


3. [image: L:\COL\images\coputerbasedlearning.PNG]The page number will appear at the point you chose. Also, the page number will change automatically as you scroll through the pages of your document.

[image: print8]

Using fields

Page numbers are an example of a field. You can insert other fields in your document such as date, time, page count and author.

1. Click in your document at the place you want to insert a field.
2. Choose Insert->Fields from the Writer menu.
3. Choose the field you want to insert.
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[image: L:\COL\images\coputerbasedlearning.PNG]Spell check and grammar check

Writer offers the ability to check the spelling of the words in your document. Although this is a great tool, it shouldn't replace careful spelling and proofreading. Just because a word is spelled correctly doesn't mean that it is used correctly, as in this sentence:
	I'd like to go driving, but I can't get my care to start.

Also, some words may appear as incorrect in your document, when they are indeed correct. For example, the British spelling of “colour” appears as incorrect in may spell check programs. Thankfully, writer also gives you the ability to add to its internal dictionary.

Grammar check is a useful tool to pick up grammatical errors, but like spell check, it's not a replacement for careful editing and proofreading.

You can perform a spell check on your document at any time, but Writer monitors your spelling for you as you are typing and indicates a misspelled word with a wavy line underneath.

To spell check your document:

1. Choose Tools->Spelling and Grammar from the Writer menu.
2. The spell check program will scan your document for errors and when it finds one it will offer suggestions to correct the error.

[image: print11]

3. You can then choose to ignore the suggestion, add the word to the dictionary or correct the spelling based on the suggestions.

Preparing to print documents

The steps you have gone through prior to printing your document help to ensure that your document is as polished and as correct as possible and that your don't waste resources by having to reprint a document because the first printing had errors.

You are now almost ready to send your document to print. As a final step, you should preview what your document will look like when it's printed to make sure that pagination, margins and formatting appear correctly.



[image: L:\COL\images\coputerbasedlearning.PNG]To preview your document:

1. Choose File->Page Preview from the Writer menu.
2. Adjust the zoom so that you can get a good sense of what the document looks like in Print view. 
3. Scroll through the document by clicking on the Next Page and Previous Page buttons.

[image: print12]

4. When you are finished, close Page Preview and edit the document if necessary or send your document to print.

Printing documents

To print your document:

1. Choose File->Print  from the Writer menu.
2. Choose your printer and adjust the printer properties if necessary. Some printer properties are specific depending on the type of printer you are using. For example, you may need to set properties for your printer if you are printing in high quality colour.
3. Choose the pages you would like printed (by default the complete document is printed).
4. Choose the number of copies you want to print (by default one copy is printed).
5. Click on the OK button to print your document.

[image: print13]

[image: ]Self Assessment

To assess your learning, make sure you are comfortable carrying out the following tasks in OpenOffice Writer:

· Create a new document in Writer or open an existing document.
· Insert a header with your name and a footer with the page numbers.
· Do a spell check on your document.
· Change the margins on the document to 1 inch or 2.5 centimetres
· Print the document.
[image: summary]
Summary

This section outlined the options for setting your document up for printing. We discussed document formatting techniques such as setting margins orientation, page breaks, footers and headers. You should keep in mind that these techniques should be used to enhance the readability of your document.

This section also emphasised that although tools such as spell check and grammar check can be very useful, they do not replace the need for careful writing and careful editing.

Finally, this section outlined the process for previewing and printing your document.
Average Rainfall in Vancouver
Rainfall in mm	January	February	March	April	May	June	July	August	September	October	November	December	146	121	102	69	56	47	31	37	60	116	155	172		24
	

	
	



	
	23

	
	




image4.png




image93.png
Untitled 1 - Openoffice.org Writer [=][a][x]
MaiMergewizard

Steps
1. Select starting document
2.5elect document type
NS R
4.Create salutation

5. Adjust layout

6. Edit document

7. Personalize document

8.5ave, print or send

elp

Insert address block

1. Select the address st containing the address [ select Diferent Address Lit.. |
data you want to use. This data is needed to | Select Diferent Address List... |

create the address block. Current address list: addresses

2. @ [fiis document shall contain an address bock]

[<Title> <Title>
|<First Name> <Last Name> |<First Name> <Last Name>
|<Address Line 1> <Address Line 1>
|<zIP> <City> <zIP> <City>
|<Country>

@ Suppress lines with just empty fields

3. Match the field name used in the mail merge to the column
headers in your data source.

4. Check if the address data matches correctly.

[
Tony Lam

1234 Rivershore Drive
V2E 218 Victoria

Document: 1 [4][»]

<< Back

jext >>

ncel

Page 1/1Default

English (Canada) |INSRT [ STD |~ OOO [0+ o6





image94.png
Select Address List

‘Select an address list. Click 'Add...' to select recipients from a different list. I you do not
have an address list you can create one by clicking ‘Create....

Your recipients are currently selected from:

e N r—

oK [ cancel | [ Help





image95.png
New Address

Address Information

Title (Mr-

First Name (Richard

Last Name [Grant

Company Name

Address Line 1 (1234 Riverside Drive

Address Line 2 [

ity [Vancouver

State [Washington

20 [3585

country [USA

‘Show entry number





image96.png
) Save X

Name: addresses.csv

Save in folder: | database v

7 Browse for other folders

<|[% cenc | openoffice.org |3 user database| Create Folder

Places Name ~ | Modified |
& search & biblio 09-07-16
@ Recently Used Daddressescsy e
58 cene
= Desktop N B
L File System 5
i Floppy Drive

& Documents
& Music

add | [ = gemove

D File type





image97.png
Select Address List

‘Select an address list. Click 'Add..." to select r
have an address list you can create one by clicking 'Create.

jents from a differer

Your recipients are currently selected from:
Name |Table

nt list. If you do not

N r—

Change Tal

-





image98.png
0 Mail Merge Wizard

Steps
1. Select starting document
2.5elect document type
NS R
4.Create salutation

5. Adjust layout

6. Edit document

7. Personalize document

8.5ave, print or send

elp

Insert address block

1. Select the address st containing the address |
data you want to use. This data is needed to
create the address block.

‘Select Different Address List.

Current address list: addresses1

2. @ This document shall contain an address block

[<Title>

|<First Name> <Last Name>
|<Address Line 1>

|<zIP> <City>

i
Firs Name> <Last Nome>
Chciress Lne 15

Pirieriiy

oty 0

@ Suppress lines with just empty fields

3. Match the field name used
headers in your data source.

the mail merge to the column [

4. Check if the address data matches correctly.

.
Richard Grant.

1234 Riverside Drive
12345 Vancouver

Document: 1 [(][¥]

<<Back || Newt>>

ncel

Page 1/1Default

English (Canadal

INSRT [STD |~

GO6D [0+ —eF——¢





image99.png
E] [_J(o](x]

9

Steps Create a salutation

1. Select starting document & This document should contain a salutation

2.Select document type & Insert personalized salutation

3.Insert address block Eemale [<Title><Last Name> ) \ ( ]
ST Male <Title><Last Name> New.

5. Adjust layout

Address list field indicating a female recipient
6. Edit document Field name Gender <

8.5ave, print or send

General salutation

[To whom it may concern,

Preview
Mr.Grant Match fields...
Mr.Grant
Document: 1 [<][>]

[ -

Page1/1[Defauk | Engleh (Canadal [WSRT [ST0 [= | | IS0 [0 —e+——¢





image100.png
9
Steps
1. Select starting document
2.5elect document type
3.Insert address block

4. Create salutation

6.Edit document.
7. Personalize document

8.5ave, print or send

Mail Merge

ard

Adjust layout of address block and salutation

Address block position ————————————

& Align to text body.

From top

g

o [5

Salutation position

Move

Move

Back |[ Next>>

Cancel





image101.png
L) Mail ' Merge Wizard

Steps Preview and edit the document
1. Select starting document | The preview of a merged document i visible now. To see the preview of another document

click one of the arrows.
2.5elect document type

3.Insert address block Recipient

4.Create salutation o
) Exclude this recipient

SiEddGEmeNt | Edtocument

7. Personalize document

Write or edit your document now if you have not already done so. The changes will effect
8.5ave, print or send all merged documents.

Clicking ‘Edit Document..." will temporarily reduce the wizard to a small window so you
can edit the mail merge document. After editing the document, return to the wizard by
clicking 'Return to Mail Merge Wizard in the small window.

[ b | <<Back || Nexo> f Goncel





image102.png
£ Mail Merge Wizard

Steps Personalize the mail merge documents.

1. Select starting document | You can personalize particular documents. Clicking ‘Edit individual document... will
temporarily reduce the wizard to a small window 5o you can edit your document. After

2.5elect document type editing the document, return to the wizard by clicking Return to Mail Merge Wizard' in the

small window.
3.Insert address block

4. Create salutation it individual document

6. Edit document
S ( )
8.5ave, print or send ) Whole words only.

() Backwards
() Match case

<<Back || Nexo> i Goncel





image5.png




image103.png
Steps

1. Select starting document
2.5elect document type
3.Insert address block

4. Create salutation

6.Edit document.

7. Personalize document

Mail ' Merge Wizard

Save, print or send the document.

Select one of the options below:

Save starting document
® Bave merged document]
Print merged document
Send merged document as E-Mail

Save merged document

Save as single document

® Save as individual documents

Cancel |





image104.png
Page Styler Default

[Organizer |Page | Background | Header | Footer | Borders | Columns | Footnote |

Paper format
Format i
Width E.SO'
Height fi1.00"
Orientation @ Portrait
Paper tray [From printer settings] S
Margins Layout settings
Left 79" Page layout Right and left c
Right 79" Format 1,23, .. c
Top 79" [ Register-true
Bottom 12 Refere





image105.png
Insert Break





image106.png
IpEnoffice.org Wi

] Ontitied
ew Insert Format Table Tools Window Help

;ﬂ'@E}@

L-4l5-e-

D¢ #2481 [ox] 0
EEEE s 8-

*] [Nimbus Roman oot [v] [z 1] & 4 A
= = 1 5

s 6

e

gl m

Page1/1 | Default English (USA) [INsRT [sTD [+ [ | [GEEM [e—+—e——





image107.png
Page Styler Default

[Organizer | Page | Background | Header Footer| Borders | Columns | Footnote |

Footer
@ Eosteron]

& same content leftyright

Left margin [o-00" B
Right margin [o-00" [
Spacing 20" [

() Use dynamic spacing

Height 20"

ol

& AutoFit height





image108.png
;ﬂ'@E}@

Untitied

IpEnoffice.org Wi

lew Insert Format Table Tools Window Help

O- 26 @2 F 2@ 100 @,

+] [Nimbus roman oot [v] 12 1] & 4 A

ElECIEIS

R ey e s e g

<

Page 1/1

| Default

English (USA) [INsRT [sTD [+ [ | [GEEM [e—+—e——





image109.png
Format Table Tools Window Help

[3] Page Number
[%] Page Count





image110.png
Spelling: English (USA)!

Text language % English (USA) &

Not in dictionary

I think it may be the transmisssion, but | can't afford to have it B! Ignore Once.

replased right now.

Help ] [ options.. |





image111.png
] Untitied T
File Edit View Insert Format Table Tools Window Help

H-@dfe cAle-p0- T 111 @
Bcal 2 RN - @ (2% o] € [B & & coserrevien

Openofrice.org Writer SE

<

Preparing documents for output
Secton Overven:

<]

<T B
[175 [ [ I [BEOM [@ee———@ [42%





image112.png
Print

Printer
name
Status Default printer
Location
)

[ rint to file

Print range Copies
® Al pages. Number of copies

) : Iﬁgi Iﬁgi @ Collate





image6.jpeg




image7.png




image8.png
(Y Accessories

# Graphics

@ Intemet

{3 Sound & Video > Evolution Mail and
System Tools > | &5 openoffice.org Dat
‘OpenOffice.org Presentation

Add/Remove. =
£ Openoffice.org Spreadsheet

Create and edit text and graphics in
letters, reports, documents and Web pages.





image9.png
OF(-EOfﬁce.org 3.0

QSun





image10.png




image11.png
Wizards

Close
save cul+s
[¥ savess... Ctr+shift+s

I x

B

®

[8] HTML Document

[%] XML Form Document
[7] Master Document
[E Formula

) Labels

2
B

Business Cards

Templates and Documents.

Table Tools Window Help





image12.png
View Insert Format Table Tools Window Help

[5] Text Document  Ctri+N
Open... Ctri+0 |[g] Spreadsheet
Recent Documents +|[@ Presentation
Wizards ,|[® Drawing
= '|[@ Database
X Close
=) seve Cuivs |[8) HTML Document
[ Save As.. Ciri+Shift+s |15 XML Form Document
Save All [ Master Document
Rel [E Formula
rsior ) Labels
= (2} Business Cards





image13.png
Business Correspondence
Ll [ Forms and Contracts
New 55 My Templates
Document |5 Presentation Backgrounds

I [ Presentations

Templates

B

=
My
Documents
|
samples

Get more templates online.

Cancel

Help





image14.png
«E= s

Title:
j “ Froject Proposal
Hew Date:
Document 19/05/2003, 14:28:29
Modified o
Tempiates 30/01/2006, 16:58:20
size:
E 20.3KB
My Type:

Documents. ‘OpenDocument Text Template

samples

Get more templates online.

Organi ][ Edit Open ] ( Cancel ] [ Help





image15.png
v

ot
M Tester (o
Example Corpraton laza o

1234 Any 5t Sutes15 [rosresam

Towrsyte, WA 01234

iy 14,2000

Desrhisrc

Thank youfor considaring our b fo Prct Name.  have erlosed an outin four
proposal Plssee it me know you v any questonsor omments. My prne
Pumbers (517)555.1212,or emai mo o smaacissa.

Oversiew
- Goas fo hoproject
- Stages ortasks o b compised
- Wiy Anycor s beterthan i biddrs

Methods, Technology, and Resources
- Specifctoos tobs used
- Poopie working ontheprjct, i contactiformation # appropriate

Challenges and Obstacies
- Ways s projects dfrent from ofhers.
- Pl tosumount these chstaces

Schedule





image16.png
\:z‘ ‘ < Hﬁamn Hm” cone H Module 5 ‘

Places

& search
@ Recently Used

& bob

@ Desktop

L File System

4k Add H:-Ijemwe‘ Al files v

D File type

() Read-only





image17.png




image18.png
\:z‘ ‘ < Hﬁamn H Documents H cone Hn—mas‘

Places Name | Modified [
&, search ‘course manual module 3.docx  Yesterday at 20:48
@ Recently Used ‘example.odt Sunday
% bob [2)my fistdocumentod  sunday |
@ Desktop
L File System
I 88.6 GB Media
— Floppy Drive
(& Documents
(& Music

add | [ = gemove| [all files v
D File type

Version: Current version |
() Read-only





image19.png
[¥ save ... Ctr+shift+s
All

() Reload
Versions.





image20.png
\:z‘ ‘ < Hﬁamn H Documents H cone Hn—mas‘

Name | Modified
course manual module 3.docx  Yesterday at 20:

Places
& search

® Recently Used
3 bob

@ Desktop

L File System
I 88.6 GB Media
— Floppy Drive
(& Documents
(& Music

add | [ = gemove| [all files v

D File type
Version Current version

() Read-only.





image21.png
<23 Applications  Places System (@)(-] @

B my first document.odt - OpenOffice.org Writer
FEile Edit View Insert Format Table Tools Window Help

lew Insert Format Table Tools Window Help

aEeE@raa v

=

cEoea vE Q-4 46-

o-a

@ & i Sun 12 Jul,

:32 PM | Bob (8]

[Preformatted Text

~] [Dejava sans Mono

11

23

<

Page1/1 |Default

@i/ [5] my first document.odt ... | [<] example.odt - OpenO... |

English (Canada)

INSRT [ STD

[ml | | 5




image22.png
Example.odt - Openoffice.org Writer

ctri+w





image23.png
Edit_View Insert Format T
New |

open... cuito
Recent Documents ~ »

BO|

Wizards .

Close.

Ctrl+shift+s.

IstO





image24.png
Name: my first document]

Save in folder: | Module 3 v

7 Browse for other folders.

<% bob || pocuments | cenc |[module 3| Create Folder

Places Name | Modified|
&, search ‘example.odt Sunday
@ Recently Used
3 bob

@ Desktop
|- File Sustem

4 add || remove| | ODF Text Document (odt =

D File type
O Edit filter settings
(] Save with password





image25.png
The document "my first document.odt" has been modified.
Do you want to save your changes?

Eavel [ Discard | [ ancel |




image26.png
Eile| Edit View Insert Format Table Tools v

ctri+s

5] Properties.
Digital Signatures.

aa -
| [Nimbus Romar

first OpenOffice docu





image27.png
Name: my first document

Save in folder: [ Module 3

7 Browse for other folders.

<% bob || pocuments | cenc |[module 3|

Create Folder

Places Name ~ | Modified
& search Sunday ||=
@ Recently Used =) my first document.odt 12:20

o |

J ‘ ‘ODF Text Document (.odt)

< File type: ODF Text Document (.odt)

‘Openoffice.org 1.0 Text Document
‘Openoffice.org 1.0 Text Document Template
[Micrasafi ward a7n0001XP.

ODF Text Document Template g ott

sxw
stw
doc.

O Edit filter settings
() Save with password





image28.png
nsert

rmat Table Tools Windoy
aa v
[~] [Nimbus Roman Nog.

2.3

ctrl+o
Re(enl Documents  »

\o \z

(8]
=

Wizards .

5.
X Close H

(= save ctrl+s.
[# save As... Ctrl+Shift+s





image29.png
New versions
Close.

Save New Version (] Always save a version on closing

open |

Existing versions
Date and Saved by Comments. Show! ]
Delete |
Compare |





image30.png
Date and time : 15/07/2009, 16:08:37
Saved by Bob Byme

oK | [ cancel ] [ Help.





image31.png
#5 What's This?

Get Help Online..
Translate This Application...
Report a Problem

About Openoffice.org

My first OpenOffice document|





image32.png
|openoffice.org Writer

o

@« @ o@BR

[contents| index | Find | Bookmarks E

| Automatically Check Spelling

@ Charts and Diagrams
& Text Documents
@ General Information and User Interface Us

You can have Openoffice.org automatically check spelling while you type

& command and Menu Reference and underline possible misspelt words with a red wavy line.

@ creating Text Documents

@ Graphics in Text Documents i

@ Tobjes m Text Documents To check spelling automatically while you

@ Objects in Text Documents type:

@ sections and Frames in Text Documents 1. Activate the AutoSpelicheck icon on the Standard bar.

@ Tables of Content and Indexes 3 2. Right-click a word with a red wavy underline, and then choose a

@ Fields in Text Documents suggested replacement word from the list, or from the AutoCorrect |
& Navigating Text Documents submenu. 3
@ calculating in Text Documents + I you choose a word from the AutoCorrect submenu, the

underlined word and the replacement word are automatically added

Formatting Text Documents
4 "9 to the AutoCorrect list for the current language. To view the

@ Special Text Elements AutoCorrect ist, choose Tools - AutoCorrect. and then click the
& Automatic Functions Replace tab.
& Numbering and Lists * You can also add the underlined word to your custom dictionary by
@ spelichecking, Thesaurus, and Languages. choosing Add.
&) {Automatically Check Spelling [
% Remvrs\ovmq Words From a User-Defined To exclude words from the spelicheck:
Thesaurus

1. Select the words that you want to exclude.
2. Click the Language control on the Status bar to open a menu.
3. Choose None (Do not check spelling).

[ Checking Spelling in Other Languages
[@ Checking Spelling Manually
@ Troubleshooting Tips
@ Loading, Saving, Importing, and Exporting
@ Waster Documents Related Topics

51" | cresting 2 new dicionary.





image33.png
[openoffice.org writer

[ Contents [index] Find | Bookmarks |

Search term

® 2@@

[spelicheck]

spaces
isplaying (Writer)
noring double

inserting protected spaces

showing protected spaces (Writer)
spacing

between paragraphs in footnotes

endnotes/footnotes

font effects

lines and paragraphs

register-true text

tab stops in text documents

tabs in presentations
spadmi
special characters
speech bubbles
speed of printi

activating for a language
activating for all languages
Autospelicheck on/off

checking text documents manually
context menus

default languages

ialog

OpenOffice.org Writer Help

Working With OpenOffice.org Writer

Openoffice.org Writer Features
Instructions for Using OpenOffice.org Writer
Using Charts in Openoffice.org

Using Databases in OpenOffice.org Base

Menus, Toolbars, and Keys

Menus
Toolbars
Shortcut Keys for OpenOffice.org Writer

Getting Help

The Openoffice.org Help Window
Help Agent, Tips and Extended Tips
Index - Keyword Search in the Help
Find - The Full-Text Search
Managing Bookmarks

Contents - The Main Help Topics
Getting Support

[lmlm <]




image34.png
|openoffice.org Writer °

[ Contents |index | Find | Bookmarks |

Search term
[spelicheck o]

& Complete words only
(u]

nd in headings only
Font

spellcheck
writing aids

AutoCorrect context menu

Word Completion

Spelicheck

Selecting the Document Language

Comparing Microsoft Office and Openoffice.org
standard Bar

Writing Aids

Edit module

Languages

Language Setting Options

‘Shortcut Keys for OpenOffice.org Writer
Automatically Check Spelling

Checking Spelling in Other Languages

Using Smart Tags

Checking Spelling Manually

Fine-Tuning the Word Completion for Text Docul
Tools

Checks the document or the current selection for spelling errors.
‘OpenOffice.org includes headers, footers, index entries, and footnotes in
he EREIETRY

To access this command...
Choose Tools -
F7key

On Standard bar, click

‘The REIIEREER starts at the current cursor position and advances to the end
of the document or selection. You can then choose to continue the

from the beginning of the document.

looks for misspelled words and gives you the option of adding
‘an unknown word to a user dictionary. When the first misspelled word is
found, the EFSAIEIAAR dialog opens.

Not in dictionary
Displays the sentence with the misspelled word highlighted. Edit the word
or the sentence, or click one of the suggestions in the text box below.

Suggestions
Lists suggested words to replace the misspelled word. Select the word that





image35.png
|openoffice.org Writer

Contents | Index | Find [Bookmarks

Bookmarks

[& spelicheck

-2 a|a

'Add to Bookmarks...

Checks the document or the current selection for spelling errors.
‘OpenOffice.org includes headers, footers, index entries, and footnotes in
he EREIETRY

To access this command...
Choose Tools -

F7key
On Standard bar, click

‘The REIIEREER starts at the current cursor position and advances to the end
of the document or selection. You can then choose to continue the

from the beginning of the document.

looks for misspelled words and gives you the option of adding
‘an unknown word to a user dictionary. When the first misspelled word is
found, the ETSIFXYE? dialog opens.

Not in dictionary
Displays the sentence with the misspelled word highlighted. Edit the word
or the sentence, or click one of the suggestions in the text box below.

Suggestions
Lists suggested words to replace the misspelled word. Select the word that





image36.png




image37.png
title bar

menu bar font font size bold

italics underline

text alignment

vertical

/s:rollbar

Ty AT, ‘EAOCUMEnt:oat SOPEno} 1Eeror 3 WVF iter
formatting
toolbar File Edit View' Insert Format Table Tools|window Help x
~
function 21 = > = »
tonbar e 8 [Defautt | [Nimbus Roman No9 L | +| [12 | A 4 A E3| i
~ - = e »
‘H-@deaHiea vE o-a I?EI¢@ﬂl
ruler - [1 R 12,345 6,78 91011121314 .15 16, 17 {18 19 | B
- K
R My first OpenOffice document|
. [—
work area =
G /
i —e—g
Pagel/1 |Default I English (Canada)  [INSRT [STD | BO0E, [© 86%
status bar’ horizontal scrollbar page view zoom




image38.png
B Openoffice.org Writer (=)

 Eile Edit View Insert Format Table Tools Window Help x|

ocument.c





image39.png
]
& open... cuito
Recent Documents  »

Wizards .

x
[ save ctri+s
i)

5] Properties.
Digital Signatures...
Templates ,

Preview in Web Browser

(] Page Preview
=, Print... Cri+P
/2 Printer Settings..

ctrl+Q





image40.png
Default ~] [Nimbus RomanNooL [v] (12 [v] & 4 A





image41.png
Q-4 7 @E-VF2seEe]




image42.png
top indent marker

bottom indent marker




image43.png
Eile Edit |View |Insert Format Table Tools Window

Toolbars
Status Bar

Input Method Status
Ruler

Text Boundaries
Field shadings curi+F8
ctrl+F9
Nonprinting Characters Ctrl+F10
Hidden Paragraphs

() Data Sources F4

() Full Screen Ctrl+Shift+]
@ Zoom...

Print Layout E
L ity nNoo L

RERE

lument





image44.png
& Print Layout
Web Layout

Toolbars
Status Bar

Input Method Status
Ruler

Text Boundaries
1d shadings curi+F8
Id Names ctrl+F9

Nonprinting Characters Ctrl+F10
 Hidden Paragraphs

() Data Sources Fa

() Full Screen Ctrl-+shift+)

umen





image45.png
Page Style: Default

[Organizer |Page | Background | Header | Footer | Borders | Columns | Footnote |

Paper format
Width .50"

Height 100"
Orientation @ Portrait

Paper tray [From printer settings] 10

Margins. Layout settings
Left 757 Eakval
Right 75" Format
Top 75" [ Register-true
Bottom .75" i o





image46.png
|View | insert Format Table Tools Window Help

& Print Layout
[ Web Layout

Status Bar
Input Method Status

Ruler

Text Boundaries
1d shadings curl+F8
Id Names ctri+F9
Nonprinting Characters Ctrl+F10
Hidden Paragraphs

() Data Sources Fa

() Full Screen Ctrl+shift+)

@ zoom.

nNooL [v|[12 [v] A .
3D-Settings
Align

C) Bullets and Numbering
Drawing

Drawing Object Properties
() Fontwork

Form Controls

Form Design

Form Navigation
Formatting

Frame

Ingert

Media playback
OLE-Object

ure

Standard

Standard (Viewing Mode)
Table

Text Object

O Tools

Customize...

Reset





image47.png
[Menus | Keyboard [Toolbars| Events|

Openoffice.org Writer Toolbars

Tt

Toolbar Content

conwss [
@ | e B T

) [ ] New Document From Temp
(#]
£3

i

saveln (Openoffice.org Writer c

Description

Loads a document specified by an entered URL. You can type a new URL or select one that is
already registered. OpenOffice.org automatically converts file paths into URL notation.





image48.png
Eile View | Insert | Format _Table Tool
efau|  ManualBreak. o
2y Fields , e

C= Formatting Mark  »
= Section. 2
O Hyperlink .

2





image49.png
Special Characters

C | subset

[Mathematical Operator| |

¢

+

\ A

+

n
C
&
~

z

Characters:

U+2207





image50.png
Deartarc:

Thankyoutor consderingourbid o Prc
progosal Piease bt e knowi you have
PuTberss (617)355-1212,0r emai me a

Overview
- Goasfor heprofct
- Stagesor ks o be completed
Why Anicam sbeteer than ot b

Methods, Technology, and Resources
- Speciictodstobe used
- Pecpleworking on the pojed, with

(Challenges and Obstacles.
- Ways ths projects diferert romot
- Plans o sumount hese obsiaces




image51.png




image52.png
File Edit View Insert Format Table Tools Window Help

[Text body | [Albany aMT ] [z A 4A = B
§-e88 v 6 @DV EReE]
P2 1R l2 34 T 10 A1 12 - 13+ 14+ 15, 16 L17 - 18- 187
< Mark Tester Bill Mullins.
B Example Corporation Anycorp, Inc.
N 1234 Any St. Suite #15 248 Street Ave.
o Townsvile, MA 01234 Boston MA 02215
® July 19,2009

S0

©14 013 012

.15

Page1/2

Dear Mark:

Overview
- Goals for the project

- Stages or tasks to be completed

- Why Anycorp s better than other bidders

Default English (USA)

INSRT | STD | *

B OO @





image53.png
iew Insert Format Table Tools Window Help x

[Text body ~| [albany AmMT ~] 12

B-afge o O A= -FHEeE |
R e - SR ERR R R RS R T T T E R R T T e T T T
B Dear Mark:
2 Thank you for considering our bid for g . I have enclosed an outline of our
o proposal. Please let me know if you have any questions or comments. My phone
W number s (617)-555-1212, or email me at email@address
B ) Find & Replace )
- Overview
- Search for
B . Goals for the pl [ J
H [Project Name =
W - Stages or [ ]
B + Why Anycorp i
B Replace with ‘ ]
H Methods, Technol ( [ Replacean |
= - Specific tools.
] - Peopleworking | Match case
B (] Whole words only
- Challenges and Ob | wore options 3 | Help | [ close
] - Ways this proj
2 - Plans to surmount these obstacles
7 il ‘

Pagel1/2 | Default English (USA)  |INSRT | STD |* BOOM @——e—— @ |100%




image54.png
iew Insert Format Table Tools Window Help

[Text body ~| [albany AmMT ~] 12 =] E] i
a- 208 iE ao-rEes |
C 2 1% .1 78 11 .12 13 - 14 . 15, 16 417 18« 19 |3

S0

©16 015 14 13 . 12

17.

.19

Dear Mark:
Thank you for considering our bid for

I have enclosed an outfine of

our proposal. Please let me know if you have any questions or comments. My phone
numberis (617)-555-1212, or email me at email@address

Find & Replace [53)

Overview
Search for
+ Goalsforthe pl ool
- Stages or
+ Why Anycorp i

Replace with

[the Tesla Project

Methods, Technol
+ Specific tools

- People workin

| Replacean |

Challenges and O

() Match case.
) Whole words only
| more options 3 | Help | [ close

- Ways this proj

+ Plans to surmount these obstacles

Schedule

<

Page1/2

Default English (USA) INSRT [STD [+

GO0 [@———e—— @ [100%




image55.png
] Untitied 1= Openofice.org Wi

lew Insert Format Table Tools Window Help

;ﬂ'@E}@

=2V B ,

<] [Nimbus RomannooL [~] 12 [v] A 4 A =] E] = b
- P R SR P T U SRR LR LR ARy

The chemical formula for water is HEO.

IEIR<]

<[
[Page1/1 [Default [ Engiish (UsA)  [INSRT [sTD [* [ [ [GEEM [0—+——e—— @ [100%





image56.png
[Font | Font Effects |Position| Hyperlink | Background |

Position
Superscript Raise/lower by (3% [ @ Automatic
Normal Relative fontsize  [58%

® Bubseript

Rotation / scaling
® 0 degrees
Scale width

Spacing
Default <] by [oopt | & pair keming





image57.png
] Untitied 1= Openofice.org Wi

lew Insert Format Table Tools Window Help

;ﬂ'@E}@

=2V B ,

<] [Nimbus RomannooL [~] 12 [v] A 4 A =] E] = b
- P R SR P T U SRR LR LR ARy

The chemical formula for water is H.O.

IEIR<]

<[
[Page1/1 [Default [ Engiish (UsA)  [INSRT [sTD [* [ [ [GEEM [0—+——e—— @ [100%





image58.png
IpEnoffice.org Wi

] Ontitied

Fi jew Insert Format Table Tools Window Help
ER-@aEe WDO- 49 7 @QE-VFBLE 10O,
<] (Nimbus romanost [+ [ [+] & 4 A ElEEE &4 E-|

o

)
al
o

<T Bl

[Page1/1 | Default English (USA) [INsRT [sTD [+ [ | [GEEM [0—+——e—— @ [100%





image59.png
[Font |Font Effects| Position | Hyper

k | Background |

Underiining Effects
[(without) < | | Automatic [(without) i
strikethrough Relief
[(without) i [(without) i
Font color () outline
| X () Shadow
Black LEleting)
I Biue O Hidden
Green
__ I Turquoise
I Red

Magenta =

Nimbus Roman No9 L.





image60.png
[ Background |
| Indents & Spacing | Alignment | Text Flow | Numbering | Tabs | Drop Caps | Borders |

Hyphenation
& Automatically!

22| characters at line end
2 1<) characters at line begin
[o"TZ] Maximum number of consecutive hyphens

Breaks
) Insert Type [page on [Before
a] yle Page number 0___[2)
Options

(] Do not split paragraph
(] Keep with next paragraph

() Orphan control e

) Widow control T3 uine





image61.png
Openofrice.org Writer

A 9 - QE-PF RSB | o

LAA\ -
ERRY AR RN . TSR DS A

LeftAlign

Right Align

Centre Align Full Align




image62.png
12345
123.456





image63.png
I

s

85
e

&

3

£y




image1.jpeg




image64.png




image65.png




image66.png
[ Background
| Indents & Spacing | Alignment | TextFlow | Numbering | Tabs | Drop Caps | Borders |

Position

" Delete All
R

Fill character
® None





image67.png




image68.png
i Background
| Indents & spacing | Alignment | TextFlow | Numbering | Tabs | DropCaps | Borders |
Indent
Before text [o-00" B
After text [o-00" B
Eirst line [o-00" [C] | ——
O Automatic —
X —
Spacing
Above paragraph [o-00" B
Below paragraph [o.00" B
Line spacing

Register-true
[ Activate





image69.png
Ordered List Unordered List




image70.png
‘Shopping list:

* bread
o eges
* chicken
* potatoes
. carots
* apples




image71.png
Setting up and starting your computer:

Connect the monitor, mouse, and keyboard to your computer.
Connect the power cord to your computer and plug it into a power outlet.
Press the power button on the front of your computer.

When prompted, type your user name.

‘When prompted, type your password.

B




image72.png
£ BUlletsand NUmbering

T

Selix)l T @) T
2) 2. (2) I
3) 3. (3) in.
A I5) @ i
B) b) (b) i.
C) c) (c) iii.

[ ok |[Remove || cancel || Help || Reset





image73.png
Paragraph

Indents & Spacing | Alignment | Text Flow | Numbering | Drop Caps | Borders [Background |
As |color <)

Background color

No Fill

[ ok [ cancel |[ Help |[ Reset





image2.png




image74.png
meoo® )

Addressee
Bibliography 1
Bibliography Heading
Caption
Complimentary close
Contents 1

Contents 10
Contents 2

Contents 3

Contents 4

Contents 5

Contents 6

Contents 7

Contents @
Contents Heading
Default

Drawing

Endnote

First line indent
Footer

Footer left

|All Styles i





image75.png
Styles and Formattis L

[Efck=X:N:

Addressee
Bibliography 1
Bibliography Heading
Caption
Complimentary close
Contents 1

Contents 10
Contents 2

Contents 3

Contents 4

Contents 5

Contents 6

Contents 7

Contents @
Contents Heading
Default

Drawing

Endnote

First line indent
Footer

Footer left

|All Styles

uegrlstyle from Selection
Update Style
Load Styles...





image76.png
Create style





image77.png
Paragraph style: Text body align right

[ Numbering I Tabs ] Drop Caps. I Background I Borders |
| Organizer | Indents & Spacing | Alignment | TextFlow | Font | FontEffects | Position |

Options

® Right!

Last line Left

Text-to-text

Alignment

ok || cancel |[ melp || Reset | standard





image78.png
Insert Table

Name [Tablex ] oK ]

size =
Columns. R [ .

Bows E 1

rows

The first [

[ Don't split table





image79.png
Select

split Cells
Protect Cells
Split Table

AutoFormat...
Autofi

Convert

fio Formula
Number Format..
@ Table Boundaries

] Table Properties...

F2

fall in Vancouver





image80.png
i—‘ Default Formatting

@ Font
ize

style
Alignment
- Line Spacing

CaselCharacters ,

& Table.
split Table
Number Format...

Height...

@ Allow Row to Break Across Pages and Columns
Jiuf Coption.. B select

@ Table Boundaries o
& Number Recognition |5 pejee

Edit Paragraph Style..

[ paste





image81.png
Default Formatting

Alignment
Line Spacing

B

Case/Characters.

]

Tabl
Spli

Table

Number Format...
Cell

[ Caption.
 Table Boundaries
@ Number Recognition

0 paste

it Paragraph Style...

Qopenofhice.or

9o

width...
[T select

perc..

[ Delete





image82.png
£ Table Format.

Table | Text Flow | Columns |Borders| Background

Line arrangement Line ‘Spacing to contents
Default Style Left
. b
Bl i e A om o]

User-defined

Top [o-00"
Bottom @

& synchronize

ol 6l [ (o]

. .

Shadow style

por 9 Gy

Properties
& Merge adjacent line styles

Cancel || Help || Reset





image83.png
Table Format.

Table | Text Flow | Columns | Borders [Background|
As Color Sal For [cell Sal

Background color

ncel || Help || Reset





image3.jpeg




image84.png
O IRSert picture £

Name | Modified A
s e ke
® Recently Used & Documents Yesterday at 18:41
_ & Music Yesterday at 18:41
@ Desktop (& Pictures. Yesterday at 18:41
L File System (& Public Yesterday at 18:41
! TOSHIBA SYSTEM VOL... (& Templates Yesterday at 18:41
'5Q004586V02 & videos. Yesterday at 18:41
8 clip
& Documents
& Music
& Pictures
& Videos L
Add || = Bemove <Al formats>
b File type N
O Preview
O Link

(Eopen





image85.png
2.Data Range
3.Data Series

4.Chart Elements

Choose a chart type

i Coumn

E Bar

@ rie

14 Area

i line ]
¢ XY (catter)

[y Net (13D Look  [Simi

Stock
[cal Column and Line

Box
Cylinder

Cone

Pyramid

c Next >> ‘ ‘

Cancel





image86.png
Chart Wizard

Steps Choose a data range
Data

1.Chart Type sy
[Table1.A2:813

3.Data Series @® Data series in rows.

Data series in columns.
4.Chart Elements

O E

@ First column as label

t row as label

|[ cancel





image87.png
Steps

1.Chart Type
2.Data Range

4.Chart Elements

Customize data ranges for individual data series.

Data series Data ranges

fianuany

February Y-Values Tablel.82:82
March

April

May

June ~

July Range for Name

August | [Table1.A2:a2





image88.png
Average Monthly Rainfall
Vancouver

Month




image89.png
B Untitled 1'- OpenOffice.org Writer o] [x
x

File Edit View Insert Format Table Tools Window Help

2a v

[~] [NimbusRomanNoo L [~] 12 |~| A 4 A

o
7S

< ]
[Page 1/1 | Default [ English (Canada) |INSRT [sTD [+ [ | OB Mm [@+—e+—a





image90.png
e

7ﬂ'@?_j}@

it View Insert Format Table

Untitled 1 - Openoffice.org Writer

Default

<] (Nmbus

"% spelling and Grammar... F7

Language
Word Count

AutoCorrect.

Outline Numbering..
Line Numbering...
Footnotes.

[ Gallery
Media Player

iography Database

Update
Macros

Extension Manager.
XML Filter Settings.
Custom
Options.

<

[Page 1/1 | Default

| English (Canada) [INSRT [sTD [* [ |

(R [@+—e——@




image91.png
|E Untitled 1 - Openoffice.org Writer [=][a][x]
MaiMergewizard

Steps Select starting document for the mail merge

L{SEIECE SEAinG WOCUMERE] | Select the document upon which to base the mail merge document

2.5elect document type

® Use the current document
3.Insert address block

4. Create salutation Create a new document

5. Adjust layout ‘Start from existing document | Browse. ]

6.Edit document.

Start from a template [ Browse.. |
7. Personalize document

8.5ave, print or send

elp

ncel

jext >>

Fage 1/1Default English (Canada) |INSRT [ STD |~ OOO [0+ o6





image92.png
B Untitled 1 - OpenOffice.org Writer [=)=])lx]

WailMerge Wizard

Steps Select a document type

1. Select starting document | What type of document do you want to create?

3.Insert address block

4. Create salutation

Send letters to a group of recipients. The letters can contain an address block and a

5. Adjust layout salutation. The lefters can be personalized for each recipient.

6.Edit document.
7. Personalize document

8.5ave, print or send

[ T =

Page1/1 Defaull | Englh (Canada) [INSRT [STD [* | | IS0 [0 —e+——¢





