
Basics Steps in OpenOffice Writer and Calc

Review from OpenOffice: Basic

· OpenOffice.org is both a free program suite available for many different types of computer system, and the website that provides downloads, product updates, documentation and product support.

· You can  edit and save Microsoft Office documents with the equivalent Openoffice.org product by selecting Save As>Save as Type> and the 97/2000/XP format for your document.

· OpenOffice.org is available on every public computer in the 41 libraries that make up the Hennepin county Library. Tutorials and other resources are also available under Events and Classes>Online Tutorials>OpenOffice Resources on www.hclib.org.

OpenOffice Writer

Open A Writer Document:

New from the start menu: Start>OpenOffice>Text Document

New from an existing document: File>New>Text Document or press CTRL + n

To open an existing word document in OpenOffice Writer: Select File>Open>Look In to find the document.  For most documents you will find it located on the E: drive for a CD/DVD, or F: for a USB/FLASH drive. 

Formatting:

	Text
	Most often used commands have tool bar buttons. Full range of formatting under Format>Character to get font formatting dialogue.

	Paragraphs
	Alignment, Bullets and Numbering, Paragraph indents and tab settings found on formatting tool bar and ruler. Format>Paragraph to get full paragraph formatting dialogue box.

	Pages
	Unlike Microsoft Word, OpenOffice places all the controls for page formatting, including headers and footers, foot notes and margins in one dialogue box, located under Format>Page… 


Cut, Copy and Paste: 

	Cut
	Edit>Cut or CTRL+x
	Deletes the selected/highlighted text from the page and stores it in memory for later use
	[image: image1.png]




	Copy
	Edit>Copy or CTRL+c
	Copies the selected/highlighted text and stores it in memory for later use
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	Paste
	Edit>Paste or CTRL+v
	Pastes text from memory on to the page at the text insert point
	[image: image3.png]





Spell check functions almost exactly like the same way in both MS Word and OO Writer

	Spell check
	Tools>Spelling and Grammar or F7
	Opens the spelling and grammar check dialogue
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Saving a File in Writer

For a new document, go to File>Save as and be sure to select Microsoft Word 97/2000/XP .doc in the Save as type window.  This setting guarantees that Microsoft word will also recognize the file.
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When you save an existing MS Word document after opening and editing it in OO Writer you can select File>Save and the program will automatically save as a .doc file.

OpenOffice Calc

Open a Calc Spreadsheet:

New from the start menu: Start>OpenOffice>Spreadsheet

New from an existing document: File>New> Spreadsheet or press CTRL + n

To open an existing Calc spreadsheet in OpenOffice Writer: Select File>Open>Look In to find the document.  For most documents you will find it located on the E: drive for a CD/DVD, or F: for a USB/FLASH drive. 

Navigation and Entry

	↓,↑,→ or ←
	Move cell pointer up, down, right or left one cell at a time

	CTRL+ ↓,↑,→ or ←
	Navigate to the last row, first row, last column or first column of the table, respectively

	Page Down, Page Up
	Move down one screen or up with one screen (approximately 33 rows on 17 inch display) in the spreadsheet window.

	CTRL+HOME
	Jumps to cell A1

	CTRL+END
	To the last cell in with data in the table


Cell Selection 

The look and feel of the cell pointer is a little bit different from the layout in excel, but it be haves the same way, with one distinct exception

Drag and drop a single cell:

	1. Select single cell to move.
	

	2. Point to the selected cell, press the left mouse button, and drag to select at least one additional cell.
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	3. Drag back so that only the original cell is selected.
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	4. Release the left mouse button – again, point to the selected cell, press the left mouse button and drag and drop
	


Sum and Autosum
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Building a formula, and using functions follow all the same rules in Calc as they do in Excel. Unlike MS Excel, OO Calc puts the Autosum button on the Formula tool bar, between the function wizard and the input window (called the Formula bar in Excel)

Save a File in Calc

For a new spreadsheet, go to File>Save as and be sure to select Microsoft Excel 97/2000/XP .xls in the Save as type window.  This setting guarantees that Microsoft Excel will also recognize the file.

When you save an existing MS Excel spreadsheet after opening and editing it in OO Calc, you can select File>Save and the program will automatically save the file as .xls.

Where to get support 

The Open office Web site: www.openoffice.com
Tutorial links on the library website: http://www.hclib.org/pub/training/openoffice.cfm 

Beginning OpenOffice 3: From Novice to Professional, by Andy Channelle

OpenOffice.org, By Greg Perry

Hennepin County Library-Public Training (Minnesota)
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