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    INTRODUCTION


    Welcome to OpenOffice WRITER, the word processing application used by companies and individuals. OpenOffice is a complete office suite. You can download it at the following address: https://www.openoffice.org. The software is available on many platforms.


    At the time of writing this book (under Mac), the latest stable version is 4.1.12. As changes appear from time to time, do not forget to check the current version.


    [image: ]


    OpenOffice contains other modules, such as the spreadsheet CALC, the slide presentation IMPRESS, the database management BASE and the programming BASIC language with which you can program macros and customized applications.


    Let me convince you that this word processing is actually very easy to use. The important point is to master the text layouts, the styles and the use of different tools.


    Because the software is free, you can install it on many computers.


    This book is divided into 10 chapters and provides an overview of most of the word processing features.


    Chapter 1: environment


    You will discover the working environment and the different menus.


    Chapter 2: Paragraphs managing


    You will learn about the specifics of paragraphs, tabs, indents, line spacing and time-saving shortcut keys.


    Chapter 3: styles


    You will study the styles that can be applied to paragraphs or other objects. The layout of long documents is specific with its management of headers and footers as well as numbering. You will learn how to organize a multi-page document with a portrait and landscape layout.


    Chapter 4: table of content


    Once the styles have been applied to the text, you can create the table of contents automatically then modify it.


    Chapter 5: mailing


    You will learn how to carry out a mailing that is used when you want to link a list of addresses with a standard letter.


    Chapter 6: Pictures, frames and sections


    This chapter shows the different methods to manage pictures, frames and sections that provide formatting devices for text blocks.


    Chapter 7: form


    You will learn how to manipulate a form that is a write-locked document in which only areas (or fields) have been made accessible. Writer has many controls that make it easy to create pre-made documents. You will discover a form linked to a database.


    Chapter 8: tables


    This chapter explains how to manage tables with rows and columns.


    Chapter 9: Footnotes and index


    This chapter presents the footnotes and the index that can be created at the end of the document.


    Chapter 10: MISCELLANEOUS


    This last chapter proposes several features such as Spelling and Grammar, Word count, Media, Gallery, etc.


    I hope this book will enable you to progress in the text management.


    Do not hesitate to contact me at remylent@gmail.com if you have any questions about this book.


    I will be sure to answer you.


    Enjoy your reading.


    The author

  


  
    Chapter 1

    The working environment


    This chapter shows the OpenOffice WRITER working environment with its menu groups and different features.


    1.1 Startup


    As soon as OpenOffice application is installed on your computer, a menu appears offering different modules available (figure 1.1).
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    Figure 1.1: Starting the OpenOffice application.


    The application possibilities are: word processing, spreadsheet, slides and database management, drawing tools and mathematical formulas. Inside each one, you can use the programming BASIC language to create macros.
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