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”.
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Steps Welcome to OpenOffice.org 2.4

1. \elcome This wizard will guide vou through the license agreement: and the registration of
Opendffice.org.

2. License Agreement

Click 'Mext' o conkinue,




2. Take you mouse and pull the scroll bar located on the right down to the
bottom.
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Steps Please follow these steps to accept the license

1, Welcome 1. View the complete License Agreement. Please use the scrallbar or the "Scroll
Dowwn' bukkan in this dialog ko view the entire license bext.

-, License Agreement

2. Click'Accept' to accept the terms of the Agreement.

This product is made available subject ta the terms of GHNU Lesser Y
General Public License Yersion 2.1, A copy of the LGPL license canbe =
found at https v, openoffice. orgflicense. html =

Third Party Code. Additional copyright notices and license terms
applicable to portions of the Software are set Forthin the
THIRDPARTYLICENSEREADME.htrnl File,

all trademarks and registered trademarks mentioned herein are the
property of their respective owners,

| £

3. Click “Accept”.
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Steps Please follow these steps to accept the license

1, Welcome 1. Wiew the complete License Agreement, Please use the scrollbar or the "Scroll
Do’ butkon in this dialog ko view the entire license text,

2, License Agreement

2, Click "Accept’ to accept the terms of the Agreement,
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4. You may OR may not fill out the next information. | usually leave it blank.
Click “Next.”
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Steps Provide your full name and initials below

1. Welcame The user name will be used in the document: properties, templates and when vou
record changes made to documents,
2. License Agreement

3, User name

4, Online Update Eirst name || |

Last narne

Initials I:I

5. Reqistration

oot ) e

5. Click “Next.”
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Steps Online Update

1. Welcame OpenOffice,org searches automatically at regular intervals For new versions.
In doing 5o online update does nok transfer personal data.

2, License Agreement As s00n as & new version is available, you will be notified,

3, User name You can configure this Feature at Tools | Options., .. [ Opendffice.org | Online
Update.

4, online Update

= Registration i heck For updates automatically
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6. Click “lI do not want to register”. Click “Finish.”
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Steps OpenOffice.org Registration
1. Welcame You now have the opportunity to register as a OpenQffice, org user,
Registration is voluntary and is without obligation,

2. License Agreement
If wou reqister, we can inform vou abouk new developments

3, User name concerning this product,

4, Online Update

5. Registration ) T want to register now

{} I want ko register |ater

E};‘[ do not wank ko reqisker:

(7)1 have already registered

We hope wou enjoy warking with OpenCffice,org,

To exit the wizard, click 'Finish',




7. You are now to a blank document. Click on Tools > Options
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8. Click on the + beside Load/Save. Click on Generl.

Options - Load/Save - General

EHEHEEEHE

VE& Properties
Microsoft Office

HTML Campatibility
Language Settings
OpenOffice.org \Wriker
OpenOffice,org \Wriker 'Web
Opendffice. org Base
Charts

Internet

= OpenOffice.org
User Data Load
General Load user-specific settings with the document
mzmmy Load printer settings with the document
Pririt Save
Paths [ Edit document properties befare saving
E;LD':': [] always create backup copy
Securiky Save gutoRecovery information every Minutes
Appearance 75 R,
hecessibilivy Size opkimization For XML Format
Java Warn when nok saving in OpenDocument or default Format
Online Update

Loadisawe Save URLs relative ko

File system Internet

Default file Format

Documnent bype Alvways save as

|ODF Text Dacument A |
Maoke: Mot using OpenDacument as the default format may cause Formatting or content ko be losk,

|Text docurnent v |

[ oK | [

Cancel J [ Help J [ Back.




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

Options - Load/Save - General
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OpenOffice.org
User Daka
General
Memory
Wiew
Prink
Paths
Colars
Fonks
Securiby
Appearance
Accessibility
Java
Online Update

Load)Save

VB4 Properties

Microsoft Office

HTML Cannpatibility
Language Settings
Opendffice, org \Wriker
OpenOffice.org Writer 'Web
OpenOffice.org Base
Charts
Internet

Load
Load user-specific settings with the document
Load printer settings with the document

Save
[ Edit document properties before saving

[] Always create backup copy
Save futoRecovery information every
Size optimization for XML Format

Minutes

Warn when not saving in OpenDocument or default Format

Save JRLs relative ko
File system

Default file Format
Document bype

|Text document w |

Inkernet

Always save as

ODF Text Document

OK ] [ Canc

(ODF Text Document Template

SPREADSHEET
PRESENTATIONSISAVEAS|IPOWERPOINT.

X

10. Click on the down arrow under Document type and choose Spreadsheet.

Options - Load/Save - General
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OpenOffice,org
User Data
zeneral
Mermary
Wigw
Prink
Paths
Colars
Faonts
Securiky
Appearance
Accessibiliy
Jarva
Online Update

Loadisawe

VE& Properties

Microsoft Office

HTML Campatibility
Language Settings
OpenOffice.org \Wriker
OpenOffice,org \Wriker 'Web
Opendffice. org Base
Charts
Internet

Load
Load user-specific setkings with the document
Load printer sektings with the document

Save
[ Edit document properties befare saving

[] always create backup copy
Save pukoRecovery information every
Size opkimization For XML Format

Minutes

Warn when nok saving in OpenDocument or default Format

Save URLs relative ko
File system

Default file Format
Documnent bype

Text document
HTML document
rMaster docurnent

Internet

Alvways save as

X

Microsaft Word 97/2000/P

]
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11. Click on the down arrow under Always save as and choose Microsoft
Excel 97/200/XP.
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Options - Load/Save - General
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User Data Load

General Load user-specific settings with the document

mzmmy Load printer settings with the document

Pririt Save

Paths [ Edit document properties befare saving

Colors [ &lways create backup copy

Faonts

Securiky Save gutoRecovery information every Minutes

Appearance 75 R,

hecessibilivy Size opkimization For XML Format

Java Warn when nok saving in OpenDocument or default Format

Online Update
B Loadisave Save URLs relative ko

] Eile syst ] Internet

VE& Properties S e SN

Microsoft Office Default file Format

HTML Compatibility Documnent bype Always save as
Language Settings
Openffice.org Writer |5Dreadsheet hd |
OpenGffice.org \Writer Web Mote: Mot using OpenDaocument as the default forMicrosoft Excel 95 Template
Opendffice. org Base . Ft E: 00
Charts
Internet oK ] ’ canodODF Spreadshest

(ODF Spreadsheet Template
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12. Click on the down arrow under Document type and choose Presentation.

Qptions - LoadfSave - General §|
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General Load user-specific settings with the document
mzmmy Load printer settings with the document
Pririt Save
Paths [ Edit document properties befare saving
E;LD':': [] always create backup copy
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13. Click on the down arrow under Always save as and choose Microsoft
PowerPoint 97/200/XP.

Options - Load/Save - General
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User Data Load

General Load user-specific settings with the document

mzmmy Load printer settings with the document

Pririt Save

Paths [ Edit document properties befare saving

Colors [] always create backup copy

Faonts

Securiky Save gutoRecovery information every Minutes

Appearance 75 R,

hecessibilivy Size opkimization For XML Format

Java Warn when nok saving in OpenDocument or default Format

Online Update
B Loadisave Save URLs relative ko
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Microsoft Office Default file Format

HTML Compatibility Documnent bype Always save as
Language Settings -
Openffice.org Writer |Presentat|on b |
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NOTE: This is what is looks like when you click on File > Save As
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Your document will AUTOMATICALLY save as the Microsoft Word Document.
You will not have to do this again.

Save As @'E'
Save in; | (L) My Documents :J d ¥ ER-
_.2 @M‘;x Music
! M';.f Pictures
by Recent
Documents
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