
1. The Writer interface 

1. Menus 
 
2. Toolbars 
 
3. Rulers 
 
4. Keyboard shortcuts 
 
5. Document views 
 
6. Navigator 



2. Options for Writer 

1. General options 
2. View options 
3. Formatting Aids options 
4. Grid options 
5. Default fonts 
6. Print options 
7. Default table options 
8. Tracking options 
9. Compatibility options 
10. AutoCaption options 
11. Spelling options 



3. Working with documents 

1. Creating a new document 
 
2. Open an existing document 
 
3. Saving a document 
 
4. Printing a document 
 
5. Closing a document 
 
6. Comparing two documents 
 
7. Closing Writer 



4. Working with text 

1. Selecting text 
 
2. Cutting, copying and pasteing of text 
 
3. Moving paragraphs 
 
4. Finding and replacing text 
 
5. Inserting special characters and symbols 
 
6. Check spelling 
 
7. Hypenating words 

2.4.8 Undoing and redoing changes 

2.4.9 Controlling the AutoCorrect functions 



5. Formatting 

1. Formatting characters 
 
2. Formatting paragraphs 
 
3. AutoFormatting 
 
4. Formatting pages 
 
5. Change page margins and orientation 
 
6. Creating headers and footers 
 
7. Creating numbered and bulleted lists 



6. Working with styles 

1. Advantages of using styles 
2. Styles and Formatting window 
3. Using the Apply Style list 
4. Using paragraph styles 
5. Using conditional formatting 
6. Creating custom styles 
7. Using page styles 
8. Using character styles 
9. Using list(numbering)styles 
10. Control page numbering 



7 Working with Objects 

1. Graphics, OLE objects, sound, movie 
 
2. Objects in text documents 
 
3. Add objects from file 
 
4. Position graphics in text 
 
5. Add caption to objects 



8. Working with tables 

1. The table menu and toolbar 
 
2. Creating a table 
 
3. Using AutoFormat in tables 
 
4. Data entry in tables 
 
5. Calculations in tables 
 
6. Deleting, copying and moving a table 
 
7. Using tables as a layout tool 



9. Document outline/structure 

1. Arranging chapters using the Navigator 
 
2. Outline using the Navigator 



10. Working with language 

1. Language tools 
 
2. Identify language for text 



11. Index, table of content and cross 
reference 
 
1. Index 
 
2. Table of content 
 
3. Cross reference 
 
4. Endnotes and footnotes 



12. Mail merge 

1. About mail merge? 
 
2. Creating the data source 
 
3. Printing mailing labels 
 
4. Printing envelopes 
 
5. Using the Mail Merge Wizard 
 
6. Saving as file 
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