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Wotleshop on Word Processor

Workshop on Word Processor

1.How to start an OpenOffice text document

Start OpenCffice and select “Text Document.

2.How to write a paragraph

Start to type your text continuously, the program will automatically wrap the tesxt when
end of the line. Press enter twice to start a new paragraph

3.How to select text and apply attributes

Ilowe the mouse at the beginning of the text you want to select, and while vou keep the
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Default

Font

Size

Style
Alighment

Line Spacing

Character...
Paragraph...
Page...

MNMumbering JBullets...

CasefCharacters
Edit Paragraph Style...

Cut Ctri+Xx
Copy cCtri+C
Paste Crri+yw
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Footer and Header

Yo L FIC: LFCIOuin

Crganizer | Page | Background Header |F-:u:-tr:r | Eorders | C

Header

[v Header on

Iv Same content leftfright

Left rmargin 0.00ck
Eight margin 0.00crm
Spacing 0.50ck
[ Use dynarmic spacing

Height 0.50cmm

[v AutoFit height
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Paragraph Styles -

Complimentary close
Default
First line indent
Hanging indent
Heading

Heading 10

Heading £
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Presentations
Bert Schopt Digital Irnaging
Chrig Taylor OPCUG Users-Helping-Users
Chrig Taylor Operating system patches
Chris Taylor Virug Scanners and Firewalls
Chrigz Taylor Wireless networking
Jocelyn Doire  'Word Processzing and spreadsheets

‘ince Pizzamiglio Hardware upgrades










small bed room
haster bed room
Living roorm
litchen

Carrdar

Material Cost:

Carpet
Tiles

Floor Renovation

A ¥ Size  Unit Cost Total Cost

Feet Feet Feet? ! !
0 15 150 355 532480
15 20 300 355 B 06500
20 20 400 355 B 42000
1% 10 150 150 §225.00
3 20 B0 $1.50 $90.00
Grand Total:  $3 332.50

$3.585 §/Feet?
$1.50 §/Feet?







INnvestment Growth
Initial Investment: $1 00000

Interest: I B

2004 1 2000, +1 000 00
2005 B O350, +1 05000
2O0E B O, +1 ,102.50
200 B O92-2. 1,157 . B3
2005 $1 125, 31 . 215.51
2004 $1,1549. 5 T T S o
2010 B1 194 +1 . =40.10
2011 o T LS +1 . 407 10
Iy +1 2BE. 1 477 4B
2013 +1 =304 1 551.335
2014 1 , 343 1 Bb25. .89
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Investment Growth
$2,000.00

$1,900.00

$1,800.00

$1,700.00
$1,600.00

$1,500.00

$1,400.00
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$1,300.00

$1,200.00 %
$1,100.00 /ké
$1,000.00 |
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