OpenOffice.org
Writer

DM

EMFOWERING STUDENTE AND FAMILIESE THROUWEH TECHNOLOGY

Plano Independent School District




OpenOffice.org -

Writer

Quick Start Guide

How 10 START THE PROGRAM

Start Menu

Shortcut

--Programs

--OpenOffice.org 1.0

R

--OpenOffice.org - Writer

WOoRKING AREA

The working area is where you will type and add pictures.
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BEGINNING A DOCUMENT P— e M —
Choosing a Font
» Click Format, then click Character.
Font Typeface Size

For School Papers: Regular for paragraphs |12 for paragraphs

* Times New Roman Bold for Headings 14 for side headings

* Arial 14 or higher for main headings

Font Color Language
* Black for school papers |+ English (USA)
* Colors for fun * Spanish (Mexico)

Font |F0nt Effects I Position I Hypetlink. I Background I

Font Tvpeface Size
fhorndale IReguIar 1z
3HourTour
Academy Engraved LET
Aloe
Aloe Extended
Alor
Amaze

Font color Language

I- Black -l |'“i°r English {ISA) -l

Thorndale

This font has not been installed, The closest available font will be used.

o |

Cancel

Help Reset
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ALIGNMENT
*  Left - for typing document B

. Center - for titles Center

LINE SPACING

*  To make your document double-spaced or single-spaced click on Format, then Paragraph.

Background
Indents & Spacing Alignment Texk Flow I Mumbering I Tabs I Drop Caps I Borders I

Indent

x|

From left
From right

First line
L | Aukomatic

ID .00 3:
ID .00cm 3:

Spacing
Top

Boktarm

ID \00cm 33

ID J00crm 3
ID .00cm 3:

Line spacing

—_—

.5 lines
Double
Proportional
Af least

Lgading OF I Cancel
Fixed

Help Reset

SpPELLING CHECK

* Ifyousee a RED wavy line under a word, it is probably spelled wrong.

*  To correct: Click on the misspelled word with RIGHT mouse button. Pick from the suggested words.

*  To spell check the entire document, click on Tools and then Click on Spellcheck.

HIGHLIGHTING

*  Click once (no highlight)

*  Click two times (highlights one word)

*  Click three times (highlights whole line)
*  Click and drag (highlights certain parts)

*  To highlight the whole document click on the Edit menu, then click on Select All.

INSERTING A CLIPART PICTURE

*  Click on the Gallery Button to open (or close) the Clip Art Gallery.

*  Select your picture (see picture on next page).
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*  Click and Drag the picture down to your document.

*  To delete the picture: Click on it and hit the Delete key.

*  To make the picture bigger or smaller: Click and pull the corners of the picture.

SAving Your DocumENT TO0 A FLoprpPY Disk

*  Click File
*  Click Save As
*  Select 3'%2” Floppy (A:)

*  Type a name for your document in
the space for File name:

Higtany

*  Click on Save as type and then click @

on Microsoft Word 97/2000/XP

in: | =3 My Documents

(8] History

1 B.6Dx 892

G2 B 1zzeem

Desktop
Py Compuber
a 21 Flg i

33 Floppy 4]
= Local Digk [C:)
[Z Documents and Settings
(21 PISDUSER
23 My Documents
25 Compact Disc [D:]

My Hetwork Places

File name: Imypaper

Save

Save as lype: |Micmsoft Wwhord 97/2000./<F

v Automatic file name extenzion

= Sawve with password

Cancel
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