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This book deals with three of the
applications under Open Office Suite. It explains the basic
workings and advantages of Writer, Impress and Draw. It also
explains the way these files can be used in MS Office. This way a
user who has worked in MS Office will easily be able to understand
and work with Open Office.

Overall by the end of this book, the user
will be able to make documents using Writer, Presentations using
Impress and Graphics and drawings using Draw.

 



INTRODUCTION

 


In my previous book, there was an
introduction to Open Office suite. Open Office is the leading
open-source office software suite for word processing,
spreadsheets, presentations, graphics, databases and more. Open
Office is a free, Open Source alternative to MS Office with a Word
compatible word processor, a complete Excel compatible spread sheet
program and a Power Point like presentation software. It is
available in many languages and works on all common computers. It
stores all your data in an international open standard format and
can also read and write files from other common office software
packages. It can be downloaded and used completely free of charge
for any purpose. It is released under the LGPL license. This means
you may use it for any purpose - domestic, commercial, educational,
public administration. It can be installed on as many computers as
required. Any number of copies can be made and given to family,
friends, students, employees.

 


The Open Office suite contains applications
for word processing, managing spreadsheets, authoring
presentations, creating databases, vector drawings for creating
simple diagrams or flowcharts and mathematical formula or equation
editor. It is a result of over twenty years' software engineering.
Designed from the start as a single piece of software, it has a
consistency other products cannot match. A completely open
development process means that anyone can report bugs, request new
features, or enhance the software. It is easy to learn, and if
you're already using another office software package.

 


In this book, there will be focus on Word
Processing Software, Presentation authoring software and Draw.

Writer is the feature rich word processor of
Open Office suite.

Impress is the presentation tool of open
office suite.

Draw is a vector graphics drawing
program.

 


Let us first highlight some features of Open
Office which are common to all the applications within it.

Open Office can be installed on the Operating
Systems, Windows and Linux. Features of all the applications remain
same irrespective of the operating system on which Open Office is
installed.


STARTING OPEN OFFICE

 


On Linux Select Applications / Office and
from the sub menu select Writer. [image: tmp_dc1935efa2f354b50c1a10af0e320398_aNmtb6_html_683a9ae4.png]

Starting Open Office

 


WRITER has everything you would expect from a
modern, fully equipped word processor or desktop publisher.

It's simple enough for a quick memo, powerful
enough to create complete books with contents, diagrams, indexes,
etc.


The Main Window of Writer will be displayed
as below:

[image: tmp_dc1935efa2f354b50c1a10af0e320398_aNmtb6_html_m6ad65ecf.png]

Writer Work Space

Students should notice that Writer’s user
interface is very similar to MS Word.

Menus are located across the top of the
Writer window.

Menu Bar includes access to various menus
like File, Edit, View, Insert, Format, Table, Tools, Window and
Help.

 


Try clicking on any one of the menus and list
of options will be displayed.

For e.g., clicking on the Format menu will
display a sub menu like the image below:-

[image: tmp_dc1935efa2f354b50c1a10af0e320398_aNmtb6_html_m26a8a6e4.png]

Sub Menu of Format menu

 


The purpose of these menus is the same as MS
Word.

 


File menu contains commands that apply to the
entire document such as Open, Save, and Export as PDF.

Edit menu contains commands for editing the
document such as Undo and Find & Replace.

View menu contains commands for controlling
the display of the document.

Insert menu contains commands for inserting
elements into your documents such as headers, footers and
pictures.

Format menu contains commands for formatting
the layout of the document, such as Styles and Formatting,
Paragraph and Bullets and Numbering.

Table menu shows all commands to insert and
edit a table in a text document.

Tools menu contains functions such as Spell
check, customize, and Options.

Windows menu contains commands to tile and
arrange multiple documents in a window.

Help menu contains links to help pages and
user manual on Writer.

 


On the top of the window and below the Menu
Bar are two toolbars.

The first toolbar is called the Standard
Toolbar. The Standard Toolbar is absolutely same in all he Open
Office applications. It contains short-cut commands to various file
operations like New File, Open a file, Save File, Print preview
etc.

 


The Menu Bar and Standard Toolbar are common
to four other Open Office applications viz., Draw, Impress, Calc,
and Base.


For example:

Click on the File / New option. A sub menu
will open as shown below. The sub menu contains options to create
new File for other components of Open Office.

 


[image: tmp_dc1935efa2f354b50c1a10af0e320398_aNmtb6_html_3606755c.png]

Opening Different Open Office files

 


Students should try selecting any of the
components from the sub menu and the workspace would change
accordingly.


For example clicking on Spreadsheet will open
the workspace of Calc on screen.
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Calc Work Space

 


The second toolbar below the Standard toolbar
is the Formatting toolbar.

It contains short-cuts to various formatting
options that can be applied on the document text and objects.

 


In Open Office, formatting toolbar is a
context-sensitive bar which shows the relevant tools in response to
the cursor’s current position or selection.

For example, when the cursor is on the text,
the Formatting Toolbar provides tools for formatting text,
similarly when cursor is on graphics, it provides tools for
formatting graphics.

The short cuts available on the Formatting
toolbar change depending on the Office file the user is working
on.

 


For example, if the user is using Impress for
presentations, the formatting toolbar of Impress application will
be available.


CREATING A NEW FILE

 


From the Main menu, select File / New and
choose the type of Document.

Using the arrow next to the New button on the
main toolbar. A Menu of choices will be displayed;

 


Select the type of document to be
created.

OR Press Ctrl + N on the keyboard.

Use File / Wizards for some types of
Documents. List of wizards provided by office are given below:-
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Choosing a file using wizards

 


OPENING AN EXISTING FILE

 


To open an existing document from within any
component of Open Office, choose File / Open or click the Open File
icon on the Standard toolbar or press Control + O.

[image: tmp_dc1935efa2f354b50c1a10af0e320398_aNmtb6_html_47954227.png]

Open dialog box will appear:-


[image: tmp_dc1935efa2f354b50c1a10af0e320398_aNmtb6_html_3af64b86.png]

Opening an existing file

 


Click on the File Type drop down list box and
you will find that with the help of Open Office, it is easy to open
the file of different formats including Windows format.

After selecting the file you want to open,
click on the button Open.

An existing document can also be opened in an
Open Document Format (ODF) by double-clicking on the file’s
icon.

 


When a Microsoft Word document icon is
double-clicked then it opens in Microsoft Word (if Word is
installed). Excel files open in Excel and PowerPoint files open in
PowerPoint.

During, the installation of Open Office, one
can choose associate Microsoft Office file types with Open Office.
If there is an association then when you double click on a .doc
(Word) file, it opens in Writer;

 


For e.g. a.xls (Excel) file opens in Calc,
and a .ppt (PowerPoint) file opens in Impress.

The files will remain as MS Office files, but
the icons of the files will change to that of Open Office
Icons.
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