Galion Public Library Hands-On Documents Page 1

Let's start by opening an existing document. Start OpenOffice.org Writer (if you haven't
already), pull down the File menu, and click Open.
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Double-click on the Samples folder to open it, then
find basic-word-processing.odt and double-click it.
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The document will open, as shown at right.
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[Basic Word Processing

There are many things you can do with word processing - letters, resumes, research papers,
signs, class handouts, ... butthe important thing about word processing is that you are creating
something that you will print out on paper. Many computer applications are not intendad for
printing things out on paper. For example, most

Now that we have a document open, let's -
play with it a little bit... :

web pages are not really designed to be printed, What is Desktop Publishing?

i and they may not come out looking quite like
vou envisaged - and that's okay, really, because pub]lg]]“]g]]ag thesamebasic purpose
looking good on paperis not the purpose of a as \un\g ‘to make things look good
web page. Making things look good paperis the | on paper I-Estomal]y_ the difference between
purpose of word processing. the two applications has been one of degree:

word processing was simple, and professionals
Because word processing hasbeen around for a | whoneeded to do mnmmmplmamdﬂnnti;
long time, many of its common features are desktop publishing. Over the years, though,
| standardized - they work the same way, pretty word processing applications havegained more
2l
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Notice that when you move your mouse pointer over a

paragraph of text, it changes its shape from the standard Cursor:|

arrow to an I-beam pointer. This is called a text selection Text-selection mouse pointer: |
pointer. If you click with it, a text cursor will appear at that

point. This cursor is the point where everything you type on

the keyboard goes.

For now, click to place your cursor somewhere in

Basic Word Processii the middle of the first paragraph, and start typing
There are many things you can do with word processing — letters, res there' JUSt type some random WOI'dS. (Ignore the
signs, class handouts, ... but the important thing about word process y y y
something that you will print out on paper. Many computer applicatic Sqlﬂggly red underllneSfor nOl"U' All they meanis
printing things out on paper. adkloi lkajelinjae ) )
D e A Sichnlas T LD th.at.the words you typed aren't in the spelling
alkdjk)dKldj For now it does not matter what you dictionary.) Notice what happens to the rest of

type, just type random letters klak lkdlkaidlk Desktor pubhs‘hmg . . .

alkcligadiad lijke thyis For example, most web | asword processing the paragraph: even though the individual words

pages are not really designed to be printed, and 0N paper. I-Estorv:
they may not come out looking quite like you the two applicati;  JIQVeEe around to make space for What you typed,

e eyl o toeded o the paragraph is still shaped like a paragraph.
This phenomenon is called word wrap, and word
processing software does it automatically. Unlike a
typewriter, you never need to worry about reaching What's a Character?

the end of a line.

A character is a single piece of text

Typing in text is a great start at a document, but in a document: a letter, numeric
sooner or later you're going to want to do something digit, punctuation mark, or symbol...

more interesting with it. Let's play with it a bit. Pick What trips most people up is that a
out a portion of the text (e.g., one sentence) and few special characters are not

select it: position the mouse pointer at the beginning, | directly visible (although their effects

. are visible). The most common of
then drag the mouse (i.e., hold the button down and these invisible characters are the

move the pointer) to the end of the section you want to | space, the tab character, and the

select, then let go. paragraph break, which are inserted
. . with the spacebar, the tab key, and
Basic g the return or enter key, respectively.

There are many things you can d 1. Point to Beginning Although not directly visible, these
signs, dass handouts, .. butthei,_2. Hold Mouse Button characters are still present in the

something that you will pri on paper. Many computer appfcatmnsa text and may be erased just like any
]

printing things out on pape dkloi lkajelinjae

slkidkjadl Just start typipdAldld lakdik What is Deskte | other: put the cursor right after the
alkdilkgdkldi For now it doe not matter what you character, and hit the backspace key.
type, just type rando klak lkdlkajdlk Desktop publishinghas | _
alkdlkjadlkid lijke thi ple, most web as xui}rgpmcessingantﬁ So, to separate a paragraph into two
ages are not reall edt orically, it
Ehéiy —— mme*’aut Iocﬂm 3. Drag to End e paragraphs, position the cursor
envisaged— andthat's okay, 4 Release Button E———— where you want the break and press

looking good on paperis not th o more the enter or return key. To combine
web page. Making things look good paper is the | c!esk‘t@ publishing. 0O two adjacent paragraphs into one,

A rmnsarcine anlina

The text you have selected will & sw e v 2mwwo o place the cursor after the break (i.e.,
be highliahted. Now vou can _dli=e S =B at the beginning of the second
9 g o . y . - [ paragraph) and tap backspace.

do things to it. Let's make it -

bigger. Pull down the font size el e wsone®
drop box and click on a bigger sic w¢ isic
number, like 24 or 36. Presto, méuiedaeesn: i adzeesns

tout on paper. Many compt Eout on paper. Many compt

our selected text is now larger. @i [ ST [
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e e e o g g, YOUCAN change more than just NS Tl
= | 7| & =l 0 TErIeE-w B:r . BH= Defauit Formatting Chi+M |y (2 - f | 0 ~
xtbody | [verdana [ =] BJ U|====|iZ3- ¢4 the S1Ze. Let'S change the COlOI‘. i ,TYLMTE F = B
s "*"-"” ‘ . e 4;;:; ‘:me uafeatmé I;.Ine ﬂ;. bxfm = Pull dOWl’l the Format menu J’: :H:Z::‘P;umbanng‘.‘ ‘—i-,,-‘r;
lakd _lk_ _ e and choose Character. LaJ
alkdjlkjdkld . all
For now it does not matter Chﬁkdon thth?t Etﬁ‘egts ’a’slb, Fo . besnc
: ull down the Font color dro L .
what you type, just type b 1 ok am itoresting wh === pe jyc
random letters klak Ikdlkajdlk OIX’ anwg}f an m}fres Hllgk ra_ = 'brs kla
- s - color. ile we're here, clic e
|kd|k adlk d L;LL(Nev th 1S. For example, most ’ a” IR 'I Il ke
;foebp ge Eg d thL\ytd é ed to I:(e gecatud Iaondkthgygmadv ;p ttlthlapgqp tsel?e the ShadOw CheCkbOX aS Well- ;ﬂsub:'n ::Zup : gmmé[
page. ng things good paper is the purposs pro Click OK. eeb ? e the porpe
e  In your free time later,
: ,"i EPTESCIC IR VIear T «2 2 look through the Format Character dlalog box and
g el | et | I experiment with the other things you can change.
: | e =l | o Bl [T 5 . .
= S Notice that the changes you make are only applied to
| without) =] [without) =]
Il = the text you had selected.
H [owithouty | [without) =] 3 sutomatic = . . . . .
(= L The same selection is still active, so if we wanted to
. = « | make further formatting changes to the same text,
' bi Ikaielini Ikidlk we could do that now. When we're happy with how
- D1 IKajelinjae al ] ~— it looks, we can click anywhere outside the selection
== to deselect it. This places our cursor wherever we

Al

Page 1/6 |Defaut |Engish (Usa) |NsRT |5 |=| | [BEOE 88+ @ CliCked, and we can Continue editing our document.

We've already used the menus several times, but now let's step back and take just a moment to
explore the features your word processing software has in the top part of its window...

i8I %)
File Edit View Insert Format Table Tools Window Help x
RN RNl A= EE - U B-&d B0 - @EH v RPEE [ Ffdlet §
=P ITextbody j I'I.-'erdana j |11 j B/ U s===s|iieéz4=| A~ z
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Across the very top is the title bar, which

displays the name of':che document ("basic- Important Commands:
word-processing.odt") and the name of the . _
software itself ("OpenOffice.org Writer"). e = SRves Gl Sy Ciness pey e
Right below that is th b Each made to disk, making them permanent. If the
2 elow : at 18 ; € menu bar. tac document has not been saved before, Save will
word here (File, Edit, etc.) represents a automatically do Save As (see below) instead.
category of things your software can do. If | Remember: Save early and save often!
you click one ofthem',' an entire menu File — Save As: Saves a new copy of the whole
appears ("pulls down") full of specific document, prompting you for a new filename to
things you can do. The File menu contains | save under. The previously-saved version of the
commands that have to do with files: Save, | document will not be disturbed.
Open, and so on. Because it's the first one, | File — Open: Retrieve a document you previously
it also tends to collect miscellaneous thing, | saved, so you can use (or edit) it again.
like Print and 1.3rlnt Preview, that don't Edit — Undo: Reverts the change you just made.
clearly belong in one of the other menus.
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The Edit menu has commands that actually edit (change) your document. The View menu
lets you change your view of the document (e.g., zoom in and out), and so on. The exact
details of how the menu bar is arranged vary slightly from one brand of word processing
software to another, but the same general principles apply. Some day when you're bored, you
can create an "experiment" document that doesn't matter and play around with what the
various commands in the different menus do.

-loix
File Edit View Insert Format Table Tools Window Help x
T ErEH® B &R YA B-d I B- - @F v HEEE [irndret §
& ITextbody j I'I.-'erdana j |11 j B /7 U/ ===&=|:Z:Z &%= i = :
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Below the menu bar you see toolbars. These contain shortcuts for some of the things in the
menus (generally, the ones that the programmers thought you'd use most often; if you
disagree about which ones those are, it's possible to customize which items appear on the
toolbars and which ones do not).

The last of these toolbars, right above your document, is a special one called the ruler bar.
The formatting we did before pertained to how the characters are displayed. We selected an

entire sentence, but we could have =T
. . File Edit View Insert Format Table Tools Window Help x
selected just one word or even justone - @i paR B Bre @ @m0 8O B
letter. However, some things (like AP N T i SRS EE L L
: [x] [EECYS CEEECE iz . L PR REEE LR T AR St B =
indents) don't change the appearance of |~ : - - . : : -
indiVidual letteI‘S but the Shape Of the Galion Public :hrary | h]nt:duct\nntn::rdPr‘ncasﬂ.ngclass hand:Jt . Page2
. . - Because word processing has been around for a long time, many of its common features are
entire paragraph. The ruler bar provides |: o i wordacing. Sl o e o L3 ot i A e £ Sk
. . By or something else.
convenient shortcuts for common kinds |- b, -
. , : e Cursor & the Pointer:
Ofparagraphformattlng. Let S try : Dn_arwn(rd prntc:assing \S\n;jafj?' there are two ke\:hpnints ?F \;te;ist: the curlsc;r a?dtt':\a I.CJ'm:rL‘rjje 4
“ oo the pointer relates to the mouse: whatever you do with tHe ouse buttons takes place wherd
Some Of that' L _ fhsat';iiztot;:tiasr;\fil:tt\?g,tobizethrrnogu:tel';at \t‘u: typeyun tcli'\a Ivoat:;uﬂard 1appa: vtvtharaflaii thap‘cursurh\s.
: PR e e e i P
Scroll down through your document and E clicking; the cursor will jump straight to where you clicked.
: 1 . Whatever you do with the keyboard takes place where the cursor is. For example, if you use the
ﬁnd a nlce paragraph We haven t messed . backspace key on the keyboard to erase, it erases the character right before the cursor.
with yet. Click within the paragraph. (If |- wodwo: s
. . The word processing software knows how a paragraph shoul shaped. It knows how to move
you want toformat multlple paragraphs ‘;l \:vo.r‘ds d.own to the na(t line, or back up to the Pra\nou.shna, to malloe thelparagrlapfhulouk rig!'\t. . B
at once, select the ones you want to rage 25 | et | gl 54) [T s+ BT oer—o|n

change instead of just clicking in one.)

x| Near the right end of the ruler bar, you'll see a small
DAL @ RES ¥E kS 8T 0 =1 gray triangle (or trapezoid) that represents the
E R T =l paragraph's right margin. Grab it and drag it to a

Galion Public Library [ T e e S b e i Page2 different place On the ruler. When you let gO, the
: e paragraph will reflow to fit the new constraint.

ty
ou learn usin, g OpenOffice wil

Paragraphs also have a left margin, but it's
slightly more complex: you'll notice that the left
B end of the ruler bar has two little markers, an upper
e o, (e one and a lower one. That's because we often want

1 - ] to treat the first line of the paragraph differently
e .o+ o= from all the others. For this reason, the top marker

lfoln|«

Word Wrap:
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(called the indent) controls where the first line of the paragraph lines up, and the lower
marker (called the left margin) controls all the other lines.

& basic-word-processing.odt - OpenOffice.o oy [=[ 3] ‘B basic-word-processing.odt - OpenOff
Fie Edit View Insert Fgrmat Tgble Tools Window Help x Fle Edit View Insert Format Table Tools Window Help
= . ra = = . ra B 2 A
ErEBE® & EE Qs B¢ D ErBH= R EEQR D - -
[Text body =] [verdana =n = B[ [l i @ [rextbody x| [verdana [ =l B U
[x] [ S T T s O DO -] [ 1 A R 2 3, g L5
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: Because word processing has been around for 2 long time, many of its common features are Because word processing has been around for a leng time, many of its common features are
: standdrdized - they work the same way, pretty much no matter what software you use. Thus, standardized; - they work the same way, pretty much no matter what software you use. Thus,
most ¢f the word processing skills that you learn using Qpencffics will still wark if you switch to most of the word processing skills that you learn using Qpenoffice will still work if you switch to
= Wordderfect or something else. or something else.
The Cursor & the Pointer: The Cursor & the Pointer:
On a word processing screen, there are two key points of interest: the On a word processing screen, there are two key points of
“ cursor and the mouse pointer (sometimes called the mouse cursor or o interest: the cursor and the mouse pointer (sometimes called the
5 the pointer). The cursor relates to the keyboard as the pointer relates mouse, cursor or the pointer). The cursor relates to the keyboard as
to the mouse: whatever you do with the mouse buttons takes place the painter relates to the mouse: whatever you do with the mouse
: where the pointer is pointing, but things that you type on the keyboard buttoris takes place where the pointer is pointing, but things that you
: happen wherever the cursar is. In word processing, there are two type oh the keyboard happen wherever the cursor is. [n wort
& ways to move the cursor: by using the cursor-movement keys on the & processing, there are two ways to move the cursor: by using the
: keyboard, or by pointing to the location where you want the cursor to cursor-movement keys on the keyboard, or by pointing to the location
: 9o and clicking; the curser will jump straight to where you clicked. whereiyou want the cursor to go and clicking; the cursor will jump
. ) straighit to where you clicked.
Whatever you do with the keyboard takes place where the aursoris. For example, if you use the . .
: backspace key on the keyboard to erase, it erases the character right before the cursor. Whatever you do with the keyboard takes place where the aursoris. For example, if you use the
= B - ce leiry on the keyboard to erase, it erases the character right before the cursor. B
Word Wrap: 9| o
: H| : Word Wrap: H|
4] 3 4 3
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First grab the lower left margin marker and drag it across the ruler to wherever you want it.

Then grab the upper (indent) marker and place it.

For a traditional indent, the indent marker

about half an inch to the right of the margin marker. For block paragraph style, leave the
indent marker at the same position as the left margin. For a hanging indent (used e.g. for
blbhographles and resumes), the indent marker actually goes to the left of the paragraph's left

margin — but to the right of the page margin.

Each new paragraph that you create inherits its
initial settings from the previous paragraph, so if
you set up the margins and indent that you want
on the very first paragraph when you first start
your document, they'll stay that way for every
paragraph (unless you change them).

Besides paragraph margins and indents, the ruler
bar is also used to manage tab stops. If you click
any blank area on the ruler bar, a tab stop is
created. Like the margins, these apply to whole
paragraphs. Whenever the text of your paragraph

& basic-word-processing.odt - Open0ffice.c =] 3}
File Edit Wiew Insert Format Table Tools Window Help X
;o o Bl o 3 ; »
H-EH I EESSR PE KEB-FID- - @EH-w W@ [ FdTet J
i @ ITaxtbcdy J Ih'erdana ﬂ Ill j BJ7 U|====|i:c e= 9= :
IQ I 20 es Hensafron cBee et ces Livennfens oo 0n0 303 o7 B
=l samesettmgs used for the following Tines:

: Left Center Right Decimal

. tab stops tab stops tab stops tab stops

: align align align

: like like like 3.14

: this this this 2.5

e

a Sometimes you will want to change the margin or tab stops for the entire document at once.

: For this reason there is a shortcut for selecting all the paragraphs in the entire document: under

N the Edit menu, choose Select All. Then any changes you make will affect the whole document.

2| Print Preview:

o Most word processing software offers a print preview or page preview that will show you what

- the document will look like on paper. Sometimes you can save ink by using this preview to catch

changes you want to make before you print.

=

e B
<'| 3
Page 66 |Default |Engish (UsA) |INSRT [sTD [=| | |BOOD 06— @ | 75%

E] - @
i f@d [Textbody =] [verdana Zlfu =1 Bf U=
REEE SRR R ERRr TR IR T R RNt IRRRTRREE XETE:

SharOpenOifice will still work ff you switch to

most of the word processing skills that you learn u
WordPerfect i

The Cursor & the Pointer:

©On a word processing screen, there are two key points of
interest: tha cursor End the mouse pointer (sometimes called :he
reldtes to the keyboard a
ou do with the mouse
ng, but things that you
reor is. In word

&l or: by using the
pointing to the locati
the cursor will jump
straight to where you clicked.
Whatever you do with the keyboard takes place where the aursor is. For example, if you use the
backspace key on the keyboar

d to erase, it erases the chamcter right before the cursor.

hould be shay pm [tk ows how to move

[lofw| «

]
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includes a tab character (inserted by
pressing the tab key on the keyboard), the
text that immediately follows the tab
character will move over and line up at the
next available stop.

There are four types of tab stops: left,
center, right, and decimal. There's a
button by the ruler bar that you can
click to change which type of tab stop you
are placing. The appearance of this button
also will change to depict the type of stop.
Whichever type you select is the type that
will be added when you click the ruler bar.

L.
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x

£ B 7
)~ | @ E-w | L i FindText [
B/ U|====|iZ:if e +5 i
ght Decimal b
ops tab stops .
ian 7 The Clipboard:
this 2.5
tops fur.the_ e_rl1tire d_c_rc:un:'lent at c_lrir:e. .

If you create an extra tab stop by
mistake, you can remove it by
dragging it away from the ruler.
Once off the ruler bar, it will
vanish as soon as you drop it.

Before word processing was commonplace, people
used creative means to avoid retyping pages.
Sometimes they would take scissors and Scotch™
tape to a page they had typed, rearrange the
pieces, and use a photocopier to make a clean copy
of the result. The computer's clipboard works on
similar principles. These commands are found

+ The Cut command is like the scissors. It
removes the selected thing from the document -
and places it on the clipboard.

The Copy command is a less destructive option.
Rather than removing the selected thing from
your document, it makes a copy, and places the

X under the Edit menu:
r £ . -

b3 BE-w H& |o i FindText [0
B/ U|====|}zZ:Z &= 45 i
a 5 x5 W7 " =
jht Decimal
ops tab stops
lign 7
like 3.14
this 2.5
tops for thg entire dqcument at once.

Let's practice cut and paste.

Pick a paragraph and select it.
Selecting a paragraph works much
the same way as selecting a
smaller piece of text, like we did
earlier, but with a paragraph it's
useful to include the invisible
paragraph break character that
separates the paragraph we are
selecting from the next one.

- P T B¢ D@
@ ITextbady j IGaorg\a j |16 I

= - Point to Beginning | o
2. Hold Mouse Button}
e Cursor & the Pointer:

&

4

TS

o]

b @

oy
[y oy |x

' EERERE 5.

Opendffice will still work if you switch to

0On a word processing sareen, there are two key poirts of
interest: the cursor and the mouse pointer (sometimes called the
mouse cursor or the peinter). The cursor relatesto the keyboard as
the pointer relates to the mouse: whatever you do with the mouse

button: is pointing, but things that you
3. Drag to the End prthecursoris. In word
proces e the cursor: by using the

cursor-movement keys on the keyboard, or by pointing to the location

where you want the curser to go and clicking; the cursor will jump
straight to where you clicked.

Whatever you do with the keyboard takes place wherethe cursor is. For example, if you use the
backspace key on the keyboard to erase, it erases the character right before the cursor.

ord Wrap:

Theword processing softw are knows how a paragraph should be shaped. It knows how to move
words'd to the previous line, to make the paragraph look right.
Rather ti 4. Release Button 5 around every time you make a change, let the word
processing software do it for you - but how does the software know where one paragraph ends
and the next begins? For this there is a spedal character, called a paragraph break.

salo|w] «

el Characters:
4] »
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copy on the clipboard.

The Paste command is your Scotch™ tape: it
inserts the contents of the clipboard into your
document, wherever the cursor is located. So,
click to place the cursor where you want it to go,
and then paste.

Normally, the clipboard can only hold one thing at a
time. When you cut or copy something new onto
the clipboard, its previous contents are gone.

Paragraph breaks (inserted with the enter
or return key) separate your paragraphs in
the same way that spaces separate words.
If you wanted to select a word and the
space after it, you would select from the
beginning of the word to the beginning of
the next word. The same trick works with
paragraphs: position your pointer at the
beginning of the paragraph you want, then
drag it to the end — after the paragraph
break, right before the first letter of the
next paragraph.
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sog ot - Opeadiiosory .
ot Once the paragraph you want to move is selected, pull

T w2 | K60 @ Rr@- @0-v - down the Edit menu and choose Cut
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Paste Spedal... Crl+shift+V  Esing sareen, there are two key points of L 50c0oaaoflooaapaaoaienannooaaEenoanoaaofiooas0oaooHaaaonooao@acaanaasaso | é =
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= Select All cil+a Erethe pointeris pointing, but things that you :
— ppen wherever the cursoris. In word Ij![ord Wrap'
& Changes + vo ways to move the cursor: by using the N :
Compare Document. . sgrtgegsggacrﬁék?;g}'ﬁﬂgE'E'psg;nvme]ul;f:nm : The word processing software knows how a paragraph should be shaped. It knows how to move
# oroan e ficked. . o words downto the next line, or back up to the previous line, to make the paragraph look right.
bini epiace... . Rather than manually moving the words around every time you make a change, let the word
DM AutoText.. ctl+F3 [board takes place wherethe aursor is. For examp processing software do it for you - but how does the software know where one paragraph ends
B Fd to erase, it erasesthe character right before the - and the next begins? For this there is a spedal character, called a paragraph break.
| &l Exchange Database...
e z Characters:
o Footnote/Endnote, . r';ca:'; hcﬁatﬁ:mgjszssm:%’iéﬁpsi I;rk;? : A character is a single piece of text in a word processing document: a letter, a numeric digit, a
S Index Entry... the wu:‘gs a,mndprevew anc] :/ou s chpangg - punctuation mark... what trips most people up is that a few special charadters are not directly
Bbllography Entry... = BT G R T T AT ST whereme'p . wisible (although their effects are visible). The most common of these invisble characters are
;\. - there is a spedal character, called a paragraphbre Z the space, the tab character, and the paragraph break, which are inserted with the spacebar, the
. figan s Y tab key, and the return or enter key, respectively. (There are others too, such as column breaks
s — . and hard page breaks.) These characters, although not diredtly visible, are still characters that
4 o : are present in the text, and may be erased just like any other: putthe cursor right after the
o 4F  Plugin g | B0 : character, and hit the backspace key. So, to separate a paragraph into two paragraphs, position
[ T 2 the cursor where you want the break and press the enter or return key. To combine two
) adjacert paragraphsinto one, placethe cursor after the break - Le., at the beginning of the
Th h .11 d. f th . second paragraph - and tap the badkspace key. -
p g p pp. . Commands: E
text, because cut removes it — cuts it . &
. Cil| -
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did it go? To the clipboard.

=
. h . Fle Edit View Insert Format Table Tools Window Help x
Now we can put it wherever we want it. e B [ B D @E - WREE i
We could switch to another window, or ] S = B7uU 2211V G
. R R R Rt L T PRy R P PRI EE R FER Ry LR 3 =
eVen another program entlrely, and paste processing scftwaredowtfcr_yuu—b_ut how doesthe software know where one paragraph ends
. and the next begins? For this there is a spedal character, called a paragraph break.
it there — so for example we could copya |, T
recipe from a website and paste itintoa || [ fosateasienn Ly s e
d ing d t 1d - e e e
wor proceSSIHg Ocumen ) Or We Cou 5 tab kgy, a’nd the return or el:lter key, r;:espegctrvely. (Th‘ere are others too, sudh as column br;eaks
f . : and hard page breaks.) These characters, although not diredtly visible, are still characters that
Copy teXt rom a word processlng N are present in the text, and may be erased just like any other: put_mecursurnd'ltafterthe .
: cﬂarad:er, anhd hit the bxkﬁxﬁ ke}'(. &r';g, to sepﬁmbea paragraph Lr'to two panrigaphs, position
1+ 3 3 ° t i the et t . T ine twi
document and paste it into an email : et pararaphs nto ane. placethe cursor fter the bresk - e, 3 the beginming of the
: second paragraph - and tap the badkspace key.
message. :
For now, let's must scroll down half a page |* Click to place your cursor
é[ h h - where you want the content
or so and put our paragraph somewhere in | from the clipboard to go. .
d . E
ocument. - -
) tnco:Deleteparagraphs Chi+z o . Page2/6 |Defautt | Engish (UsA) |merT s |=| | |BEOM @e——=e @ |o%
Redo: Replace: Paragraphs -> = Ctl+v ™~ llﬁ—Ll | Flnd the SpOt
et el erere— . e
L Where you want it to 5 ari e e s s e x
. IS e : BB R BER P BB - @E v HOEE Jimmet§
Copy cric H | |
bl e Ea:te il g()’ and CIICk to i @ [Textbody =] [ceorga =[s =l BIf U :
= al... wl4shiftsy | text in aword proces: 11 [ezosy . R TLXT IXTIYITEr Ir S
:g\::i:: CctrHsmft: Q:?;Z‘)’_ﬂ;ﬁﬁg pOSItlon your Cursor E = maveer:sjjs \:aw other: putthe cursor right arter the
i 2 Selection Mode + ind the paragraph bre: character, and hit the backspace key. So, to separate a paragraph into two paragraphs, position

the cursor where you want the break and press the enter or return key. To combine two
adjacent paragraphs into one, place the cursor after the break - L.e,, atthebeginning of the
second paragraph - and tap the badkspace key.

The Cursor & the Pointer:

On a word processing sareen, there are two key points of
interest: the cursor andthe mouse pointer (sometimes called the

8| == wn fro st there. When you
: 'y be erased just like :

Che »

e, e e paste, the content
placethe cursor after

| 8 e = kaeia™  from the clipboard |-

AutoText... Ctrl+F3
R — . mouse cursor or the pointer). The cursor relates to the keyboard as
= Exchange Database... ll th h the pointer relates to the mouse: whatever you do with the mouse
@ & aengeBatabass Wl go erever t e buttons takes place where the pointer is pointing, but things that you
Fields... . 5 type on the keyboard happen wherever the cursoris. In word
Footnote/Endnote... O 03 processing, there are two ways to move the cursor: by using the
Index Entry. cursor ls' nce you cursor-movement keys on the keyboard, or by pointing to the location

where you want the cursor to go and clicking; the cursor will jump
straight to where you clicked.

- have your cursor in

Whatever you do with the keyboard takes place wherethe aursor is. For example, if you use the
backspace key on the keyboard to erase, it erases the character right beforethe aursor.

A . theright spot, pull

Plug-in

Commands:

down the Edit menu

Object o

and click Paste.

. 4
VOlla. Page2/6 |Defalt | Englsh(usa) |msrT [sm [+ | [B0O0D [@+——e8—— ® | s0%
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The Insert menu contains,
among other things, commands for
inserting several kinds of special
items. We'll talk about 3 of them.

Pictures are just what you think
they are: pictures. This handout
contains numerous screenshots, all
of which were inserted this way.
You can also insert photographs,
drawings, or even an image created
using a scanner.

Frames are an organizational
tool, a container in which you can
put other stuff. You can put text
inside them, pictures, tables (more
on those in a moment), or even
other frames. The really important
thing about frames is that you can
drag them around your document

Hands-On Documents Page 8
B Untitled'1 = @penoffice.ong Wi El Untitled 1" = 0penof
File Edit View Format Table Tools Window Help File Edit View Format Table Tools Winde

- Manual Break... — | ABC pec - Manual Break... = ABC
CIRE=N" Fields » %} 4 BB Fields : ¥/
— | Special Character... g | special Character... I
Ej ‘.M Formatting Mark [ I |._ Ej |M Formatting Mark v
L . E Section... % L 41 Ll [ E Section... % .
[ Idyperlink [IHyperlink
——  Header v Header e
Footer > Footer v
Footnote/Endnote, .. Footnote/Endnote,..
Caption... Caption...
Bookmark... Bookmark...

Cross-reference...
Comment Ctri+Alt+N
Script...

Indexes and Tables  »

Envelope...

Frame...
Table... Ctrl+F12
Horizontal Ruler. .,

Page 1 /1| Default

S:ank v

Movie and Sound
Object v
Floating Frame

File...

English (USA) |INSRT |STD |4

Cross-reference..,
Comment Ctri+Alt+N
Script...

Indexes and Tables

Envelope...

Page 1 /1| Default

[N
Table... PH+F12
Horizontal Ruler...
Picture v
Maovie and Sound
Object s
Floating Frame

Eile...

English (USA) |INSRT |STD ||1)

and position them more or less wherever you want.

Frames (and also pictures) have resize handles as well as several
special properties that ordinary text doesn't have.

Resize handles appear when the
object is selected. Click on the edge
of the frame (or picture) that you
inserted. It will become selected,

and handles will appear on the

1‘esize
handles lock like
small, brightly
colored squares.

5,

corners and sides. If you drag one

of these handles, the object will be resized. If you hold the shift key
while resizing it, the aspect ratio (shape) will be preserved.

If you right-click the object, a context menu will appear, offering
several additional properties, the most important of which are
anchor and wrap. Anchor controls how a frame (or a picture)
moves around (or doesn't move around) when you edit your

document. Ifitis anchored to a
paragraph, then it will stay with
that paragraph: if the paragraph
moves up or down on the page, the
frame will move with it. On the
other hand, if it is anchored to the
page, it will stay put, and the other
content on the page will flow
around it.

resize
handles lock like
small, brightly

oolored squares.

B Untitled 1 - Gpenof
File Edit Wiew Format Table Tools windt
- Manual Break... ABC
- & Fields L
| special character. . I
Ej [Default Formatting Mark v
o [ E Section... o3
[ IHyperlink F
——— Header y—
Footer >
Footnote/Endnote,..
Caption. .,
Bookmark...

Cross-reference...
Comment Ctri+Al+n
Script...

Indexes and Tables
Envelope...

Frame...

N
Horizontal"uler...
Picture 3
Movie and Sound
Object v
Floating Frame

File...

English (USA) |INSRT |STD ||£]

Arrange v || Page 1/1|Default

Alignment
[0 | ToPage

Wrap 3 | [’}

. To Character
Description... As Character
Erame...

Caption...
Cut
Copy

Paste
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Wrap controls how the 9 Frame &

text on the page flows Type | Options W Hyperlink | Barders | Background | Columns | Macro

around the frame (or Settings

picture). If you double- — —

click the object, a dialog box B! =21 =Lt

will appear. Click on the Done ELIfLT: Eaizllel

Wrap tab, and you'll see the = ==

various options for this. == L=

Optimal wrap means that Through optimal

the text will pick either the | o .., Options

left side or the ride side of Left por [ (] First paragraph

the frame, whichever has T |FE| In background

more space. There are - —

various other options, and o .08 E;l

you can also specify HEE pos  [{

spacing, so that the

surrounding text doesn't | ok cancel Help Reset

quite touch your object.

Prames can have a viaible border. or ot Tos entively up |2 frame | onward to the
’ : contains top of the

to you: thick, thin, red, green, double, invisible, whatever.
Frames can also be decorated with other visual properties,
such as a background color and a drop shadow. A frame
can even contain multiple columns. All these properties
can be found in (various tabs within) the dialog box that
comes up when you double-click the frame.

columns, text next column.
will flow from | Separator
the end of lines are
each column optional.

Tables are an organizational tool of a different kind,
Months Days designed for presenting rows and columns of information.
Unlike pictures and frames, tables can't be resized or

ielsicle 1}1113:;-2, 0 dragged around, but if you need to do that stuff you can
l\II)OVE,‘,mbeI" 3 always put a table inside a frame, like the one shown at

left. Simple tabular information can also be entered using
February 28-29 tab stops, as we did earlier, but sometimes things are too
complex for that (for instance, when the text in one table

Other 31 s
position may wrap
onto a second line).
In these situations, a table can be useful. Tables also Where Can I Get
allow for borders between the rows and columns. Like OpenOffice.org?
with frames, you have the option to turn these borders N
. The software we used in this course
off or change their appearance. is freely available. ol G

download it, install it on vyour
computer, and use it, free of
charge.

http://www.openoffice.org/
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Whenever you save anything
on your computer, the
software uses a specific file
format designed to store the
kind of information you are
saving. The file format tells
the software how to represent
the information you see on
the screen as a series of
numbers that the computer
can store.

There are many different file
formats for word processing
documents.  OpenOffice.org
uses a format called ODF.
Word Perfect uses Word
Perfect document format.
Microsoft Word uses either
Word Format (DOC) or OOXML
(DOCX), depending on what
version of Word you have.
Even different programs by
the same vendor may use
different formats: Microsoft
Word uses Word format, but
Microsoft Works uses its own,
different format.

File Formats:

Why does this matter? If you
only ever want to open your
documents on the same
computer you created them
on, there's no problem.
However, if you want to open
them on a different
computer, you may find that
it does not have the same
software installed.

The different word processing
programs make some effort
to support each other's
formats, up to a point, but
none of them support every
format. OpenOffice.org can
open Microsoft Word
documents, for instance, but
it does not support Microsoft
Works format. For that
matter, even Microsoft Word,
made by the same company
as Works, does not support
Works format. So if you take
your document to a computer
that does not have the same
software... you may find that
you cannot open it.

The equipment for this course is funded
in part through an Institute of Museum
and Library Services LSTA Grant
awarded by the State Library of Ohio.

The solution is to use Save As
to save the document in a
different format, one that the
other computer will be able to
open. For example, if you
create a document on your
home computer using
Microsoft Works, and you
want to bring it to the library
(where we don't have Works)
to print it, you can use Save
As. Microsoft Works knows
how to save in Microsoft Word
format, which is one of the
formats that our software at
the library does support. So,
when you do your Save As,
look at the options for "file
type" or "file format", and
pick one that the software on
the other computer will be
able to handle.

If you don't happen to know
in advance what format you'll
need, Microsoft Word format
is usually a good bet. Most

word processing software can
open files in Word format.
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Getting Started

A. Opening an Existing Document

B. The Cursor and the Pointer
C. Word Wrap
Character Formatting
A. Selecting a Sentence
B. From the Toolbar
C. From the Menu bar
Anatomy of a Window
A. Title Bar
B. Menu Bar

i. Important Commands (e.g., Save As)

ii. Keyboard Shortcuts
C. Toolbars
i. Ruler Bar

D. Scrollbars
Paragraph Formatting

A. Margins and Indent

B. Tab Stops

Clipboard Operations

A. Selecting a Paragraph
B. Cut and Paste
Inserting Special Items

A. Pictures

B. Frames

C. Anchoring

D. Wrap

E. Tables

Advanced Formatting

A. Page Formatting

B. Character Positioning
C. Borders and Backgrounds

Hands-On Documents

Outline
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