
OPENING OPENOFFICE FOR THE FIRST TIME 
 

When you open OpenOffice for the first time, you may have to do the following:   
 
1.  When the first screen appears, click “Next”. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2.  Take you mouse and pull the scroll bar located on the right down to the 
bottom.   
 

    

 

3.  Click “Accept”. 
 

 



4.  You may OR may not fill out the next information.  I usually leave it blank. 
Click “Next.” 
 

 

 

5.  Click “Next.” 

 



6.  Click “I do not want to register”.  Click “Finish.” 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7.  You are now to a blank document.  Click on Tools  >  Options 
 

 

 

8. Click on the + beside Load/Save.  Click on Generl. 
 
 

 

 



9.  Click on the down arrow under Always save as and choose Microsoft 
Word 97/2000/XP. 

 

 

ONLY DO THE NEXT 4 STEPS (10-13) IF YOU WANT TO MAKE 
SURE YOUR SPREADSHEETS SAVE AS EXCEL AND YOUR 
PRESENTATIONS SAVE AS POWERPOINT. 
 
10.  Click on the down arrow under Document type and choose Spreadsheet. 
 

 

 

 

 

 



11.  Click on the down arrow under Always save as and choose Microsoft 
Excel 97/200/XP.   
 

 

 

 

12.  Click on the down arrow under Document type and choose Presentation. 
 

 

 

 

 

 

 

 

 



13.  Click on the down arrow under Always save as and choose Microsoft 
PowerPoint 97/200/XP. 
 

 

 

 

NOTE:  This is what is looks like when you click on File > Save As 
 

 

 



Your document will AUTOMATICALLY save as the Microsoft Word Document. 
You will not have to do this again. 
 

 


