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From Applications at the top of the screen select

‘Office’ then 'OpenOffice.org Word Processor'.
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This is the first screen you will see.
Don't worry if it takes several seconds to load.

When the program opens you'll see this screen.

ﬁese are the headings for menus that
w77 'drop down'e.g. | used 'Insert' to add the
images in this document.
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These 'buttons' or ‘icons' are
quick links to the actions
you'll use most often e.g. this
one makes the text Bold

This is were your
typing will appear —
the flashing “1”, called
a 'cursor', shows you
text will begin

Select the type &
size of writing from
these menus - click
on the small arrow

to open a list
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The font style was set to
KW online @ xww Computers Lid, “FreeSans” using this

p “hlesss ‘drop down arrow'.
o Bristol The size was set to “12”
; e aha using the next box.

I've just started typing
using the [Enter] key
to start a new line
and the [space bar]
to separate words.
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: G make changes to text first select it
~ by clicking just in front, holding down
: the button & dragging the mouse until
the part you want is highlighted.
I've highlighted “Knowle West Media

i Centre” - then | clicked the button

® \ above to make it bold. / -

i Hi KWWeb users,

3 You are all imvited 1o attend training sessions on how 1o use your “Ubuniu™ computer.

r.- The first 4 sassions ara funded by Knowle Wast Media Cenire and are complatly FREE!
- Trese nn ot [ | = rsier Aoad, Knowle, Brisiol BS
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There are two common reasons:

You made a mistake typing
It's not a standard word
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; Hi KWWeb users,
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. The first 4 sessions are funded e West Media Centre and are completely FREE!
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suggests — clicking on one would change Srq Writer

the word. X
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But | know it's correct so I'm not going to . R R LR R B
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Because | know it's correct I'll add im
this computer's dictionary.
So | click “Add” and pick “standard.dic”.

~ The first 4 sessions are funded by

L These run al Knowle West Media Cen

Make sure the spelling is correct before

doing this. /
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Now the most important part — Save your document!
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To start either click the disc icon or
from the File menu select “save
as...”
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You should save your work
every 5-10 minutes to avoid
losses.

After naming and saving your
document first time just click on
this icon of a disc to save the
latest version.
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| saved this document about 10
times as it was quite fiddly to get

Q&rything in the right place. /

\

Type in a title for the
document here.

Pick something that will
make sense later if you have
to find it.

Don't just use the “Untitled
1” name that appears.

Select the folder
where it will be
saved. Use the
‘drop down' arrow
for other folders.

When you're
happy click the
[Save] button.




