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Which Word Processor?Which Word Processor?

There are lots of word processors availableThere are lots of word processors available

�� Notepad and WordPadNotepad and WordPad
–– Available with all versions of WindowsAvailable with all versions of Windows

–– Limited set of features.Limited set of features.

�� MS Word and Corel WordPerfectMS Word and Corel WordPerfect
–– Need to buy them, usually as a SuiteNeed to buy them, usually as a Suite

–– Advanced set of featuresAdvanced set of features

�� Open Office (http://www.Open Office (http://www.openofficeopenoffice.org/).org/)
–– Free, open source codeFree, open source code

–– Advanced set of featuresAdvanced set of features
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OpenOffice.orgOpenOffice.org
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KeysKeys

�� Writing a paragraph (wrap)Writing a paragraph (wrap)

�� EnterEnter

�� Up, down, right, leftUp, down, right, left

�� Space and tabSpace and tab

�� Insert and OverwriteInsert and Overwrite

�� Delete and Back SpaceDelete and Back Space

�� Home, End, Page Up, Page downHome, End, Page Up, Page down

�� NonNon--printing characters (ctrlprinting characters (ctrl--F10)F10)
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BlockBlock

�� Shift key + cursor keysShift key + cursor keys

�� left mouse button and dragleft mouse button and drag

�� CutCut

�� CopyCopy

�� PastePaste
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AttributesAttributes

�� BoldBold

�� ItalicItalic

�� UnderlineUnderline

�� Left, center, right or justified alignLeft, center, right or justified align

�� Number and bullet listNumber and bullet list

�� IndentationIndentation

�� FontFont
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TabTab

�� Ruler barRuler bar

�� Left, center, right and decimal tabLeft, center, right and decimal tab

Left                 Center                  RightLeft                 Center                  Right

�� Margin (grey bar at left and right)Margin (grey bar at left and right)

�� Line IndentLine Indent

–– First line (top)First line (top)

–– Paragraph (bottom)Paragraph (bottom)
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Footer and HeaderFooter and Header

�� Header, FooterHeader, Footer

�� Insert fieldsInsert fields

1.1. Page numberPage number

2.2. Page countPage count

�� Height, marginHeight, margin

�� Alternating text/positionAlternating text/position
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StyleStyle

�� Select text then styleSelect text then style

�� Stylist (F11) floating menuStylist (F11) floating menu

�� ModifyModify

�� Style typeStyle type
–– ParagraphParagraph

–– CharacterCharacter

–– FrameFrame

–– PagePage

–– NumberingNumbering
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GraphicsGraphics

�� Insert Graphics from fileInsert Graphics from file

�� Tool > GalleryTool > Gallery

�� WrapWrap

–– None, through, after, etcNone, through, after, etc

�� AnchorAnchor

–– Page, paragraph, characterPage, paragraph, character

�� Edit graphicEdit graphic
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Save and LoadSave and Load

�� SaveSave

�� Save asSave as

�� ExportExport

–– PDFPDF

–– HTMLHTML

–– Word, etcWord, etc

�� LoadLoad
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PrintPrint

�� PrintPrint

�� Print PreviewPrint Preview

�� Print rangePrint range

�� Number of copiesNumber of copies

�� Print Properties (printer specific)Print Properties (printer specific)

�� OptionOption

–– BrochureBrochure
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Auto PilotAuto Pilot

�� Auto PilotAuto Pilot

–– Memo, fax, web, form, etcMemo, fax, web, form, etc
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HelpHelp

�� Shift F1Shift F1

�� ContentContent

�� IndexIndex

�� FindFind

�� SupportSupport

–– FAQFAQ
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SpreadsheetSpreadsheet

ColumnsColumns
RowsRows

Cell C5Cell C5
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Columns & RowsColumns & Rows

�� Selecting a cell, a column, a row or a Selecting a cell, a column, a row or a 

sheet, or a combinationsheet, or a combination

�� Adjust column width with vertical barAdjust column width with vertical bar

�� Adjust row height with horizontal barAdjust row height with horizontal bar

�� Optimal adjust: format, column, Optimal adjust: format, column, 

optimal widthoptimal width

�� Inserting one or more columns or rowsInserting one or more columns or rows
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Cell FormattingCell Formatting

�� Select a cell, column, row, etc, then Select a cell, column, row, etc, then 

click on format, cells, etcclick on format, cells, etc
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SortingSorting

�� To sort data:To sort data:

–– Select columnsSelect columns

–– Click on Data, Sort, Sort by…, directionClick on Data, Sort, Sort by…, direction

–– Select the options (include labels and Select the options (include labels and 

don’t include formatting)don’t include formatting)
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Floor RenovationFloor Renovation

�� Merging cellsMerging cells

�� Align: center, left, rightAlign: center, left, right

�� Format numbers: currencyFormat numbers: currency

�� Calculate: for example =B3*C3Calculate: for example =B3*C3

�� Function: for example SUMFunction: for example SUM
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Floor RenovationFloor Renovation
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Investment GrowthInvestment Growth

�� Copy cells with a value : Value Grow!Copy cells with a value : Value Grow!

�� Copy cells with an address: cells Copy cells with an address: cells 

address grow!address grow!

�� If a cell address should be constant, If a cell address should be constant, 

add $add $
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Investment GrowthInvestment Growth
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Investment Growth ChartInvestment Growth Chart

�� To make a chart, select the area of To make a chart, select the area of 

interest, including the labelsinterest, including the labels

�� Select Insert, chart, then go through Select Insert, chart, then go through 

all the choicesall the choices

�� Click on any of the elements to edit itClick on any of the elements to edit it
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Investment Growth ChartInvestment Growth Chart
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Questions & ReferencesQuestions & References

�� http://www.http://www.openofficeopenoffice.org/.org/

�� http://support.http://support.openofficeopenoffice.org/.org/

� http://java.sun.com/j2se/1.4.2/download.html

�� http://http://opcugopcug.ca/.ca/


