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Unit Outcomes

• U4-O1: Install OpenOffice software and define 
features of its programs i.e., Writer, Calc, and 
Impress. 

• U4-O2: Use Writer interface and perform word 
processing tasks. processing tasks. 

• U4-O3: Use Calc interface and perform 
calculative tasks of spreadsheet programs. 

• U4-O4: Use Impress interface and prepare 
impactful presentations.
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Installation of OpenOffice

• Open any browser
• Enter the URL www.openoffice.org in the address 

bar.



Installation of OpenOffice

Click on downloadClick on download



Installation of OpenOffice

•Select your desirable •Select your desirable 
Operating System.
•Select desirable version
•Then click “download full 
installation.
•Your download will begin 
in the next page.



Installation of OpenOffice



OpenOfficeOpenOffice WriterWriter



Contents

• OPENOFFICE WRITER
– Parts of Writer Interface 
– Starting a Document
– Opening a Document 
– Saving a Document 
– Closing a Document – Closing a Document 
– Printing a Document 
– Selection, Cutting, and Pasting in a Document 
– Character Formatting 
– Paragraph Formatting 
– Finding and Replacing of Text 
– Spelling and Grammar Checking 
– AutoCorrect



Parts of Writer Interface

• Title Bar
• Menu Bar
• Toolbars
• Right-click (context) menusRight-click (context) menus
• Rulers
• Status Bar



Parts of Writer Interface

Formatting toolbar
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Properties pane
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Zoom Controls
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Insert Mode
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Parts of Writer Interface : Title Bar 

• Situated at the top of the Writer window and 
shows the file name of the current document.

Title Bar, having 
Chapter-4.doc as 

the file name



Parts of Writer Interface : Menu Bar

• Situated just below the title bar.
• When a menu is clicked it dropdowns and displays several 

commands.
• Types:

– File Menu
– Edit Menu
– View Menu– View Menu
– Insert Menu
– Format Menu
– Table Menu
– Tools Menu
– Window Menu
– Help Menu

Menu Bar



Parts of Writer Interface : Menu Bar

• File Menu: 
– Contains commands which 

apply to the entire 
document.

– Open, Close, Save etc.– Open, Close, Save etc.

• Edit Menu:
– Contains commands which 

apply to the entire 
document.

– Undo, Repeat, cut, copy etc.



Parts of Writer Interface : Toolbars

• As per mobility, the types are, 
– Docked
– Floating
– Tear-off.

• Docked toolbar is fixed by default, but it can be 
moved. Standard toolbar is an example of docked moved. Standard toolbar is an example of docked 
toolbar.

• Floating toolbar is context-sensitive. It appears as 
per the current position or selection. Ex: when the 
cursor is in the table, it will show the controls about 
the table. Formating toolbar is a floating toolbar.



Parts of Writer Interface : Toolbars

• Tear-off toolbar can be opened via a triangle on 
toolbar icons.

• To display or hide toolbar, choose view  Toolbar, 
then click on the name of a toolbar from the list.

• To move a docked toolbar, place the mouse pointer • To move a docked toolbar, place the mouse pointer 
over the toolbar handle, hold down the left mouse 
button, drag the toolbar to the new location and 
release the button.

• To move a floating toolbar, click on its title bar and 
drag it to a new location.



Parts of Writer Interface : Right-click (context) menus

• You can right click on a paragraph, graphic or 
other objects to open a context menu.

• It is the fastest and easiest way to reach a 
function of the right clicked object. 

• If you are not sure about the place of the menus • If you are not sure about the place of the menus 
or toolbar of an object, then it is the easiest way.



Parts of Writer Interface : Rulers

• Rulers are used to control and see page margins, 
paragraph indents and various alignments.

• It can be shown or hidden via ruler check mark in 
view menu.

• To enable the vertical ruler, Tools Options• To enable the vertical ruler, Tools Options
OpenOffice.org Writer  View and select 
Vertical ruler.



Parts of Writer Interface : Status Bar

• The Writer status bar is located at the bottom of 
the workspace.

• It provides information about the document and 
convenient ways to quickly change some 
document features.document features.

• It contains page number, page style, language, 
writer mode, file save status, digital signature, 
document view layout, page zoom control etc.



Starting a document

• Through Operating System Menu
• Through QuickStarter
• Through Start Center
• Through File MenuThrough File Menu



Opening a Document

• Through QuickStarter
• Through Start Center



Saving a Document

• Select File  Save
• Select File  Save as
• Click on Save icon (floppy icon) on the standard 

toolbar
Use short-cut key Ctrl + S• Use short-cut key Ctrl + S



Closing a document

• Select File  Close
• Cross Icon at right most of Menu Bar



Printing a document

• Quick Printing : This option can be utilized to 
quickly send a document to your default printer. 
Click on the “Print File Directly (Default printer 
name)” icon on the standard toolbar.

• Controlled Printing: it is a customized printing • Controlled Printing: it is a customized printing 
option.
– Select file  print or
– Keyboard shortcut Ctrl+P



Select, Cut, Copy and Paste

• Select, Cut, Copy, Paste are same as other 
applications.

• You can use mouse right click option or keyboard 
shortcut to quick access the options.

Shortcut Keys Options

Ctrl + C Copy

Ctrl + X Cut

Ctrl + V Paste



Character Formatting

• Font size
• Font name
• Bold
• Italic
• Underline
• Superscript• Superscript
• Subscript
• Increase font
• Reduce font
• Font color
• Highlighting
• Background color



Paragraph Formatting

• Alignment : left, right, center, justified
• Line spacing
• Numbering on/off
• Bullets on/offBullets on/off
• Increase indent
• Decrease indent
• Paragraph format dialog



Find and Replace

• Find a specific text and replace it with other text, 
if required.

• Use Edit Menu  find & replace or use shortcut 
ctrl + f



Spelling and Grammar Checking

• Tools  Spelling and Grammar or F7



AutoCorrect

• Helps to autocorrect the common misspellings 
and typing errors.



OpenOfficeOpenOffice Calc Calc 
(Spreadsheet)(Spreadsheet)(Spreadsheet)(Spreadsheet)



Contents

• OPENOFFICE CALC
– Parts of Calc Interface 
– Starting, Opening, saving and closing a Document
– Freezing/Unfreezing Rows and Columns
– Creating Chart– Creating Chart
– Creating Formulas



Parts of Calc Interface

• Formula Bar : situated below the formatting 
toolbar.

• Individual Cells : you can see the grid
• Sheet Tabs: at the bottom of the grid.



Starting, Opening, saving and closing a Document

• Same as Writer



Freezing/Unfreezing Rows and Columns

• Freezing locks the row/column, which is selected.



Creating a Chart



Creating Formulas



OpenOfficeOpenOffice Impress Impress 
(Presentation)(Presentation)(Presentation)(Presentation)



Contents

• OPENOFFICE IMPRESS
– Creating new Presentation 
– Parts of Impress Interface
– Formatting a Presentation
– Applying an Animation Effect– Applying an Animation Effect
– Running the slideshow
– Printing a Presentation



Creating New Presentation







Parts of Impress 



Tasks Pane



Selecting a layout



Applying Animation



Printing a Presentation


