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LibreOffice Still

LibreOffice is intuitive and easy to use
For commercial support around LibreOffice see our list of certified partners.

LibreOffice Still is the stable version that has undergone more testing (over a longer time).

It is usually recommended for more conservative use
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Open Libre Office

m Double Click on
LibreOffice
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LibreOffice — Start Screen

[CYtibreotace x|
E‘"" File ~ m Double
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e — Cre_ate
T Writer
Document.

Calc Spreadsheet Chaper 1

Introducing Witer

Impress Presentation

Draw Drawing /-
v.

WG400 INew-IntroducingWriter
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Create Writer Screen

=) WorkingWithGraphics.odt - LibreOffice Writer Jo&E
File Edit View | Insert Format Table, Tools Window Help
B-B- IR X A B-a 2E-Pp me 9 O
COcHeaing 0 v) |lberfionsans (v (32 AldA ENENCEEER- »
L 3 [

[ Title bar | | Menu bar'—\d Standard 1oolbar’ I Formatting toolbar

The Document Foundation

Status bar M

_ , @

Writer Guide &

Page 1/35 | 11062 words, 63093 characters OQoFirstPage | English (USA) = | 2 OO0 | -
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Save Options - Default to MS Office

File | Edit | View Insert Format | Tools | Slide Show Window Help
= Spelling... F7
Language >
9 Gallery

Color Replacer

Media Player

" - -
& Minimize Presentation...

Extension Manager...
XML Filter Settings...
AutoCorrect Optiens...

Customize...

m Select Tools and then Options
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Save Options - Default to MS Word

m Click on “+” next to Load/Save and select

BEEE

LibreOffice

General

User Data

Accessibility
Advanced
Basic IDE Options
Online Update
Load/Save

VBA Properties

Microsoft Office

HTML Compatibility
Language Settings
LibreOffice Impress
LibreOffice Base

5/20/2015

Load
Load user-specific settings with the document
Load printer settings with the document
Save
[¥] Save AutoRecovery information every 15 |2/ Minutes
[T] Automatically save the document too
[] Edit document properties before saving
[ Always create backup copy
[¥] Save URLs relative to file system
[¥] Save URLs relative to internet
Default file format and ODF settings

ODF format version: |1.2 Extended (recommended)

L]

[] Warn when not saving in ODF or default format

Document type: Text document

L<] [<]

Always saye as: Microsoft Word 2047/2010/2013 XML

B

Save Options - Default to MS Word

m Click on Document Type Drop Down Arrow
m Select Text Document

m Click on Always Save As Down Arro

m Select Microsoft Word 97/2000/XP/2003

Appearance
Accessibility
Advanced
Basic IDE Options
Online Update
OpenCL

= Load/Save

VBA Properties
Microsoft Office
HTML Compatibility
Language Settings
LibreQffice Writer
LibreQffice Writer/Web
LibreQffice Base
Charts
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Always create backup copy
V| Save URLs relative to file system
V] Save URLs relative to internet
Default File Format and ODF Settings
ODF format version: 1.2 Extended (recommended) B

| Warn when not saving in ODF or default format

Document type: Text document El

Always saye as: Microsoft Word 97/2000/xp/2003 El <:|
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Save Options - Default to MS Excel

m Click on Document Type Drop Down Arrow
m Select Spreadsheet

m Click on Always Save As Down Arrow

m Select Microsoft Excel 97/2000/XP/2003

ODF format version: |1.2 Extended (recommended) Z]
["] Warn when not saving in ODF or default format
Document type: Spreadsheet EI

Always save as:
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AutoCorrect

File | Edit | View Insert Format | Tools Slide Show Window Help

4 Spelling... F7
Language >

Gallery
Color Replacer
Media Player

% Minimize Presentation...

Extension Manager...
XML Filter Settings...
AutoCorrect Options..
Customize...

tions...

m Select Tools and then Auto Correct Options
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Writer Options — Autocorrect

AutoCorrect 3
Replacements and exceptions for language: ‘Engl:sh (Usa) E
Exceptions |Options |Localized Options Word Completion |
With: Text only

= - New

applicaiton application F

applicaitons applications R |

applyed applied

appointiment appointment El

attha at
— — ~| |
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Writer Options — Autocorrect
e o . )

Replacements and exceptions for language: [Engh:h (USA) Zl
[Replace |Exceptions| Options |Localized Options [Word Completion |
[M] | [T]
Use replacement table -
[v] [¥] Correct TWo INitial CApitals T
@] [V Capitalize first letter of every sentence
] Automatic *bold* and _underline_
52 [¥] URL Recognition

2 [¥] Replace dashes
] [¥] Delete spaces and tabs at beginning and end of paragraph
] [¥] Delete spaces and tabs at end and start of line

[] Ignore double spaces

Correct accidental use of cAPS LOCK key

[ Apply numbering - symbol: =

[¥] Apply border

[¥] Create table

7] Apply Styles
| Remove blank paragraphs
)] Replace Custom Styles
] Replace bullets with: *
< Combine single line p phs if length greater than 50% |

[M]: Replace while modifying existing text
[T]: AutoCorrect while typing

ok J[ conca J[ Beet

Edit...
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LibreOffice uses the Toolbar

File | Edit View Insert Format
New » B
B Open.. Ctri+O
Recent Documents » E
(3, Wizards »
Templates »
2 Close
Save Ctrl+S
Save As... Ctrl+Shift+S

]

Save a Copy...
Saye All

Reload
# Export..

Export as PDF...

Send »

Properties...

Digital Signatures...

Preview in Web Browser
& Pprint... Ctrl+P
Printer Settings...

[ Exit LibreOffice Ctrl+Q
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* Normal Outline Notes Handout |SI

Tools Slide Show Window Help

- ©- m Each Iltem will
drop down a menu
when the Left
Mouse Button is

Pressed

b [ooo 2] = ~ | & [cotor

~
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ToolBar -2

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

« Edit — contains commands for editing the document such as Undo: xxx (where xxx is the
commandto undo) and Find & Replace. It also contains commands to cut, copy, and paste
selected parts of your document.

« View — contains commands for controlling the display of the document such as Zoom and
Web Layout.

« Insert — contains commands for inserting elements into your document such as Header,
Footer, and Picture.

« Format — contains commands, such as Styles and Formatting and AutoCorrect, for
formatting the layout of your document.

« Table — contains all commandsto insert and edit a table in a text document.

« Tools — contains functions such as Spelling and Grammar, Customize, and Options.

* Window — contains commands for the display window.

« Help — contains links to the LibreOffice Help file, What's This?, and information about the

program.
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Status Bar — (On Bottom)

. Left End

IP@ge 1/ 1| 11words, 50 characters | Default Style | English (USA) | Overwrite | I :_

I | I [ I [

Page Word & character ~ Page style Language Insert Selection Document

number  count mode mode changes
status
- Right End
£} Outine Numbering : Level 2 DODm | - =0 + | 100% I
I
Digital Object View Zoom Zqum
signature information layout slider percent
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1 - LibreOffice Writer
View Insert Format Table Jools Window Help
B - S - =
m Formats any text like the selecteetext
m Selecta Word
m Click on Format Painter
m Swipe over yvord(s) to be formatt
> q -
Nenw-is
L
I‘) v ?I.. . b []
Now-is-the
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WordArt/FontWork

Click on Show Draw Icon to bring up drawing bar at bottom of
sceen

Click on the FontWork Galery Icon to bring up the FontWork
options

deip

B pro MBI 08 @

M /BOLTD¢@ o H B % A

lage1/1 0 words. 0 characters Default Stvle Enalish (USAI
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E-\z‘fddk_vm‘ Insert Fgomat Table Jook Window Help
g-m-osea e ¢ @
Defakstde  [=] |Calibn g (1 fg) EE
Video provides a pf nline
Video, you can pas} In also
type a keyword to § =
To make your docu! 1§ footer,
cover page, and tey / ) wﬁ bu can
add a matching codl Mﬁ\\ L Hthe
elements you wan§|
Themes and styles || > 1§ Design
and chooseanew | | » ottt - p }fto match
your new theme. vif | T Fhlm W ‘_o‘,"”w::'* heve
theme. it
Save time in Word j{ hange the
way a picture fits i btk aoMWog, E Mpears next
toit. When you wd{ (N = : Fomen | ang
then click the plus §{
Reading is easier, tf{ | Bocument
and focus.on the tg) Hep o Cancel fhe end,
Word L — pm—
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Working with FontWork

m Backspace over Fontwork and Insert your own
text

A H o 2 2 - a - K. N 2 " A . o

ontwork = Backspace

J ISV
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Working with FontWork

m Click anywhere in Fontwork to see revised text
m Note Dots in 4 corners and Centers
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Working with FontWork

m These “Dots” are used to re-size the text
m Note the shape of the Arrow

~ 1 3
R
|

&
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Working with FontWork

m You can Move the text by moving the cursor on
the text until you see the move “lcon”

5/20/2015 22

5/20/2015

11



5/20/2015

B

Start a Fresh Writer Document

[ T —— R rb;waesm Window _Help m Click on Flle

New ' BB S s B -
® eomooamue > [ BT B T E i ew

I i m Do not save old
Gl document
& saveAs.. Ctri+Shift+S .

— m Type The quick
brown fox or any
i) il other sentence —

o = several times
& Print.. Ctrl+P
; Exit LibreOffice Ctrl+Q
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Clicking

m Single Click Positions Insertion Point

m Double Click Selects Word\
, the time to

m Triple Click Selects Paragraph
EIUp to “Enter” Now:-is-the-time-to-quit.-Now

the-time-to-quit.-Now-is-the-
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Formatting Text

m Right Click anywhere within a Word
m Click on Style
m Have Fun
m Try Changing Fonts and Size also

* Biggenthie number,the:biggerthevtexiou

1 paste in t = eo you want to

add.

dto search a E:;:t : best fits your docum
document o S a e dest
1d text box Alignment P @ ltalic .
g cover pag Line Spacing » [ & | Qverline enc
want from

tyles also hi &, Character... @ Underline en ye
new Theme S Paragraph... <& Strikethrough ics ¢l
ne. When y Page... @ Shadow hatc

o% Bulletsand Numbering... | /& Outline

Vord with n Ehmosces *| @ | superscript ther
fits in your Edit Paragraph Style... & Subscript opti
uworkon Synonyms /ora

nlne cion
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Formatting Examples

m Font (letter shape)

[ | Letter Size

m Bold
m Italic

m UnderLine

m Color
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Formatting Bar

j (0cTextBody v Lbeatnsms v it v A ,4@ af [& | ] @] @ v\ s
1 l 3 bS5 6T 89 0NN B ouN
1 Open Styles and Formatting Window

2 Apply Style

3 Font Name 4Font Size

5Bold 6 Italic T Underline

8 Superscript 9 Subscript

10Increase Font 11 Reduce Font

12 Font Color 13 Highlighting 14 Background Color

15 Open Character Format Dialog
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View Formatting Marks

m On the Home Bar, ;ook for the Backwards P

B-4 -1 aQ1

m Allows you to see “hidden” formatting symbols

OTab Ente\rA
time— toq\urcﬂ
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Undo

If you make a mistake, you can click on the undo icon and undo
not only the last action taken, but the last several

Help
REBBE-ale-|c-=C0-8 QI

';, éi B - F Ack:\ns to undo: 1

Apply frame style: Graphics
Apply frame style: Text Body
Apply frame style: Graphics
Apply frame style: Text Body

ya Change style: Imagel

| Change style: Imagel
way Paste clipboard

fou
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Key Icons
New Document  Open Save Email
Filg/ dt Ve | it Table Tools Window Help
IR LR
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Key Icons

Export as PDF Print page Preview

Ble Edt View Inset ‘Fomat Table Todls Window Help
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Key Icons

Spelling and Grammar Spellcheck

Ble Edt View Inset Fomat Table Iools Window Help

LR L
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Key Icons

Cut Copy Paste Format Painter

Fle Edt View Inset Fomat Tgble To

Nk L UFELL
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Key Icons

Font Size Bold Italic  Underline Align: Left Centered

i vuvdQd BESE S

5/20/2015 34

5/20/2015

17



B

Key Icons

Font Color Highlighting Background Color

Calln
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Support Links

Ask LibreOffice Questions and answers from the
LibreOffice community

http://ask.libreoffice.org/en/questions/
Documentation
User guides, how-tos, and other documentation.
http://mww.libreoffice.org/get-help/documentation/

https://wiki.documentfoundation.org/Documentation/P
ublications

FAQs Answers to frequently asked questions
http://wiki.documentfoundation.org/Faq
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LibreOffice Tutorial Sites

m https://www.libreoffice.org/get-help/documentation/

m https://wiki.documentfoundation.org/images/b/b0/G
S42-GettingStartedLO.pdf

m http://computers.tutsplus.com/tutorials/getting-
started-with-libreoffice-writer--cms-21700

m http://www.thefrugalcomputerguy.com/vtOfcWriter.
php

m https://wiki.documentfoundation.org/images/3/35/
WG40-WriterGuideLO.pdf

m http://www.bvres.org/BVWeb2012/Computer_club/
bvcc/schoolhouse_files/LibreOffice.html
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Shut Down

“There are better ways to log off.”

Click on Start Button
Click on Shut Down
Give the coaches a big hand!
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