MULTIMEDIA TRAINING KIT

Exercises: Moving over to
OpenOffice.org Writer from Microsoft Word

Developed by: Anna Feldman for the
Association for Progressive Communications (APC)

Throughout this unit examples will be given of how to do word processing tasks you are
familiar with from MS Word, in OOo Writer. Use the chart below to make notes of the OOo
Writer methods, as they are discussed during the session.

General area Specific word In MS Word In OOo Writer
of work processing task

mmtk_ooo_writer_2_exercises.sxw
Last updated 26 December 2003
Available from http://www.itrainonline.org/itrainonline/mmtk/



General area
of work

Specific word
processing task

In MS Word

In OOo Writer

mmtk_ooo_writer_2_exercises.sxw
Last updated 26 December 2003
Available from http://www.itrainonline.org/itrainonline/mmtk/




Exercise 1: Document conversion
Open the MS Word CV document you prepared earlier, in OOo Writer.

Go through the document making a note of any areas of formatting that haven't converted
properly.

Try to correct them by experimenting with the toolbars in OOo Writer.
Save your work as an MS Word document.
Open it in MS Word.

Go through the document again, this time looking for weak points in the conversion from OOo
Writer.
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Exercise 2: Comparing the menus of MS Word and OOo Writer
Working in pairs, choose one menu to work on:

File

Edit
View
Insert
Format
Tools
Window
Table

Work through each of the options in the menu you have chosen, making notes about the
following:

1. Main orientation of the menus: what is the same/similar/different? What differences?

2. Concrete tasks not available on the equivalent OOo Writer menu: Where can they be
found?

3. Useful "rules of thumb™: standard ways of re-thinking the MS Word method, into an OOo
Writer-style approach.

Present your findings to the group. Answer their questions regarding word processing tasks
associated with your menu.

Add your answers to the main word processing comparison chart.

Formulate questions about word processing tasks from other menus, to pose to the others:
e.g. to the pair working on the Tools Menu: "What are the differences in creating a custom
dictionary in OOo Writer from MS Word?"
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MS Word File Menu OpenOffice.org Writer File Menu
|Ei|E Edit Yiew Insert Format Tools Table Edit Mew [nsert Format Tools Window

1 O mew... Chrl+h [ New .
= Open... Chrl+o (= Open... Comtral+0
| Close AutoPilot b
: E Save Chrl+5 Close
Save ... I save Control+5
Yersions, .. Have As..
Save All
Page Setup... Q‘ Reload
@ Prink Presiew arEi0MS. .,
&5 Print... Chrl+P S;ru::l .
Create Adobe POF. .. =
[{1 Properties...
Send To 4 Terplates v
Propetties [ﬁ ren B
1 Duh. . huser guide with comments, doc &) Print... Control+F
ZDuh. . Aletter o 5k J and Sk 12, doc &5 Printer Settings...
3 DY, \apc_actionapps_manualz, doc Fxir o
4 DY, ANy DocumentsiDear Philip, doc
1:
Exit o
&
4:

Main orientation of the menus: What is the same/similar/different? What differences?

Concrete tasks not available on the equivalent OOo Writer menu: Where can they be found?

Useful "rules of thumb": Standard ways of re-thinking the MS Word method into an OOo
Writer-style approach.
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MS Word Edit Menu OpenOffice.org Edit Menu

H Wiew Insert Format Te Mew [nsert Forroat Tools Hind':f‘-"
3 CantlUndo  Ghrltz | ™ Undo: Insert Control+2
L3 Cant Repeat ctrl+y ‘ ! 52 Redo: Insert
& Cut Chrl4% . EBPaste Control+V
Copy Chrl4-C Pasta Special...

2 Pacte Chrly B select all Contral4A
Paste Special, ., Changes \
Paste as Hyperlink Compare Docirnent..

Clear Delete ik Find & Replace.., Control+F
Select Al Ctrl+a - Navigator F5
i AutoText. Contral-+F3

@4 Find... Chrl+F .
Replace... Zkrl+H Exchange Databaze...

5o To... Chrl+5 E%-] Plug-in
Links. ..
Dhject

Main orientation of the menus: What is the same/similar/different? What differences?

Concrete tasks not available on the equivalent OOo Writer menu: Where can they be found?

Useful "rules of thumb": Standard ways of re-thinking the MS Word method into an OOo
Writer-style approach.
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MS Word View Menu OpenOffice.org Writer View Menu

Edit Miew Insert Formakt T Insert Format Tools Windew Help

< Can'tUnds  Cir4Z - Q zom.. _
3 Canlt Bepeat Gl Diata Sources F4
&b Cut (ZErl Taolbars b
Zopy (k|2 «  Buler
ﬁ Pashe (Zhel b ' Status Bar
Paste Special, , .. Text B i
Paste as Hyperlink 1 Field Shadings T
Clear Delete &7 Fields Control+Fy
Select Al Chrl+A % Nonprinting Characters Control+F10
«  Hidden Paragraphs
@4 Find... Chrl+F St
Replace...  Chrl+H Cnline Layout
G0 Ta... Chrl+G Full Sereen Control+ Shift+1
Links. ..
Dhject

Main orientation of the menus: What is the same/similar/different? What differences?

Concrete tasks not available on the equivalent OOo Writer menu: Where can they be found?

Useful "rules of thumb": Standard ways of re-thinking the MS Word method into an OOo
Writer-style approach.
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MS Word Insert Menu

OpenOffice.org Writer Insert Menu

Insert Format Tools Table Forrnat Tools Window Help
Break. .. Manual Braak...
Page Mumbers. .. Fields r
Date and Time. .. 38 Special Character...
AutoTexk .
Field Sectorn...
ield. ..
T L4 Hyperlink
Symbal. ..
ﬁ Cormment Haader r
Footer 3
Footnoke. ..
Footmote, ..
Caption. ..
=ehn = Bookroark...
Cross-reference. .. i
= Cross-reference...
Index and Tables. ..
Notg...
Picture Script...
Text Box Indexes and Tables v
File. .. S
velope..,
Ohject. .. ep
Bookmark. ., £l Frame...
W Hyperlink...  Ctrl+k FEE Tatle... Contral+F12
Horizontal Line,..
Graphics G
DOhject G
[ Floating Fraroe
File...

Main orientation of the menus: What is the same/similar/different? What differences?

Concrete tasks not available on the equivalent OOo Writer menu: Where can they be found?

Useful "rules of thumb": Standard ways of re-thinking the MS Word method into an OOo
Writer-style approach.
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MS Word Format Menu OpenOffice.org Format Menu
Format Tools Table  Window Todls Window Help

A Default
=¥ Paragraph... o8 Character..,
= Eullets and Mumbering. . #H paragraph..,
Borders and Shading... FoPage..
EE Columns... T
Tabs... ZasasCharacters r
Drop Cap... 122 Nurnbering, Bullets...
Uﬂ Texk Direckon. .
Change Case. .. Styles ¢
it stylist Fl11
‘@ AukoFarmat. .. PR ,
Stwle Gallery. ..
Skwle, .,
@ Background. .. r
P ohiect, .

Main orientation of the menus: What is the same/similar/different? What differences?

Concrete tasks not available on the equivalent OOo Writer menu: Where can they be found?

Useful "rules of thumb": Standard ways of re-thinking the MS Word method into an OOo
Writer-style approach.
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MS Word Tools Menu

|Il:|l:||s Table ‘Window Help

“f/o speling and Grammar... F7F

Language
Word Countk, .
‘@ AukoSummarize. ..

AutoCarreck, ..

Track Changes
Merge Documents. ..

Protect Docurment. ..

Mail Merge. ..
=1 Envelopes and Labels. ..
Letter \izard. .,

Macrao
Templates and Add-Ins...
Cuskamize. ..

Cipkions. .

Main orientation of the menus: What is the same/similar/different? What differences?

OpenOffice.org Writer Tools Menu

ikl Window Help

spellchedk
o5 Hyphenation...

AutoC orrect/ AutoForTaat...
Dutline Murnbering,..
Line Nurahering, .,
Footmotes. ..

v [ Gallery
Bitliography Database
Data Sources..,

Update

[[E] MacTo...

Configure, .,
Qptons...

Concrete tasks not available on the equivalent OOo Writer menu: Where can they be found?

Useful "rules of thumb™: Standard ways of re-thinking the MS Word method into an OOo

Writer-style approach.
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MS Word Window Menu OEenOffice.org Writer Window Menu

| Window Help Help
Pew Mtfindow Maw Wind o
B ange Al outline sxw - OpenCffice,org 1.0.2
Split & frainers notes.sxw - OpenOffice.org 1.0.2

|7 1 Document 1

Main orientation of the menus: What is the same/similar/different? What differences?

Concrete tasks not available on the equivalent OOo Writer menu: Where can they be found?

Useful "rules of thumb": Standard ways of re-thinking the MS Word method into an OOo
Writer-style approach.
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MS Word Table Menu
Table ‘“Window Help

_& Draw Table

/= Insert Table. ..

[elete Cells. ..

[Merde Zells
B Split cells. .

Selech Row
Selech Column
Seleck Table

E Table SuboEarmat. ..

EE Distribute Raws Evenl

FH [istribute Eolumns Evenly
zell Height and Width, ..
Headinas

Zonyert Text ko Takle,

%l Sork...
Formula. ..
Split Tatle
@ Hide Gridlines
OpenOffice.org Writer Table Toolbar
FRe I BEY BEEHEHB OFG <

Main orientation of the menus: What is the same/similar/different? What differences?

Concrete tasks not available on the equivalent OOo Writer menu: Where can they be found?

Useful "rules of thumb": Standard ways of re-thinking the MS Word method into an OOo
Writer-style approach.

mmtk_ooo_writer_2_exercises.sxw 12
Last updated 26 December 2003
Available from http://www.itrainonline.org/itrainonline/mmtk/



