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Introduction

Welcome to Essential Office Applications 1! This is the first book in the Essential Computer Skills
curriculum, which is being developed to provide basic computer skills lessons for home school
students. This is “computer skills curriculum for home schoolers, by home schoolers.”

The intent of this collection of lessons is nof to offer a complete user's guide to office applications.
Instead, these lessons will provide knowledge of the basic aspects of Word Processing, Spreadsheets,
and Presentations that are often unknown or mis-used in today's workforce, but have been essential in
my own professional experience.

The first 5 lessons will cover the basics of Word Processing. (If you have used word processors a lot,
you may know some of the material already.) Lessons 6, 7, and 8 will give a good introduction to the
basics of using Spreadsheets. Lessons 9 and 10 will teach using a computer to create professional-
looking Business Presentations. After completing these lessons, the student will have a good
foundation for using these types of applications in a real work environment.

How to Use the Curriculum

In reality, if you are homeschooling you can use this curriculum any way you want! That is the beauty
of homeschooling. These 10 lessons make a great introduction for younger students (ages 10 to 13) to
be prepared to do their school assignments and more on a computer.

If you want to count this curriculum as a full class and grade the work, you will want to complete the
lessons and all exercises and quizzes. I suggest the following approach to allow the student to go
through one lesson each week.

Day 1: Work through the lesson and try some of the examples as you go

Day 2: Take the quiz, looking back through the lesson for the answers if necessary
Do the 1* exercise for the lesson

Day 3: Do the 2™ exercise

Day 4: Do the 3" exercise

Day 5: free day, or catch up if not finished with all the exercises

The work for each day should take less than an hour, and the entire workbook can be completed in 10
weeks of time. Some lessons may take more than the 1* day to complete, so adjust the schedule if you
need to. After the 10 lessons are complete, you could have the student do other assignments on the
computer (like writing a paragraph for English, etc.) and count it as computer skills work too. In this
way, they can continue to practice what they have learned.

High school students: to complete a full semester of work, you will likely want to have older students
do some further computer lessons in addition to these 10 lessons. My suggestion for high school
students is to go through both Essential Office Applications books in 1 semester, which is a total of 18
lessons. The lessons in Book 2 are geared toward intermediate skills appropriate for ages 13 and older.

Grading: My suggestion for grading is as follows:

Quizzes: count each question as 1 point (Total possible: 84 pts)

Exercises: count each exercise as the number of points indicated, if the student completed it
correctly (Total: 290 pts)

Final Exam: count each question as 2 points (Total: 40 pts)

Final % Grade = Total points the student received divided by 414 possible points
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About OpenOffice.org and Other Office Applications

I will be using the OpenOffice.org 2.4 applications in my examples. I have chosen OpenOffice.org for
the following reasons. 1) It is FREE! You can download it from www.openoffice.org. 2) It is very
similar to Microsoft Office, and will actually read and save Microsoft documents.

If you use Microsoft Office, all of these features will be available there as well, and the student will
be able to follow along with these lessons. Since there are so many Microsoft Office users out there, |
will point out the most glaring differences between OpenOffice.org and Microsoft Office as we go
along. (I will also indicate where the equivalent features can be found in MS Office 2007.)

If you are using a “lightweight” word processor (such as WordPad), or if you don't have a full-featured
spreadsheet and presentation program, you will not be able to do most of the lessons. In this case, you
should get OpenOffice.org and learn to use a full-featured office application.

Installing OpenOffice.org

NOTE: the download file for OpenOffice.org is over 110MB large. Downloading it can take a long
time. You can order a CD for this curriculum, which will contain OpenOffice.org and all of the lesson
examples for this book. (Go to www.scottosplace.com/EOA .shtml.)

The system requirements to run OpenOffice.org are as follows:
- Windows 98, Windows ME, Windows 2000 (Service Pack 2 or higher), Windows XP,
Windows 2003, Windows Vista
128 Mbytes RAM
At least 700 Mbytes available disk space
800 x 600 or higher resolution with at least 256 colors

To download your free version of OpenOffice.org, go to their website at www.openoffice.org and
click on the “download” link and follow the instructions to get the latest version. Choose to save the
file to disk, and start the download.

When the download is finished, find the file that you saved (it may be on your desktop, named similar
to “O00 2.4.0 Win32Intel install en-US.exe”) and double-click it to begin the install. Follow the
instructions to finish the installation If you have any trouble with downloading or installing the
program, look for detailed instructions and help on the OpenOffice.org website.

About the Author
You may be asking yourself, How does this guy know what is essential? That is a very appropriate
question, so let me detail just a little bit of my own experience for you.

I have been working in the Information Technology industry for about 20 years. In that time I have
authored three published technical papers and created countless software design specifications for
various organizations and companies. I have given technical presentations to groups of as many as 500
people, and I have created spreadsheets to track such things as software bugs and employee resource
allocation. In my personal life, I have written a full-length novel which I have self-published. Believe
it or not, I have done all this using the types of office applications that are taught in these lessons!

During the same time, I have quite frequently been asked to modify documents that were written by
others. I often end up frustrated, lamenting that if only the original author had known how to use a
word processor better, then my job would be so much easier! So I have a pretty good understanding of
this kind of essential knowledge for office applications, which I hope to be able to pass on to you.

My wife and I have been home schooling for 9 years, and my two boys have been privileged to be the
first students to go through these lessons. I believe other home schoolers will enjoy them too.
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Lesson 1: The Basics of Working with Documents

This lesson will teach some of the basics of working with documents in a word processor. Not all steps
are pictured, so in order to fully learn the information, you will need to follow along and actually DO
the steps as you read them.

A document is defined as “a writing that contains information” or “a piece of work created with an
application, as by a word processor.” Our goal is to learn how to create written documents in a word
processor.

Microsoft Word 2007 Users:

In Word 2007 there are no drop-down menus at the top of the window. Instead, all the options are
found in the tabs across the top, in an area called the ribbon. Below is how the ribbon looks in Word
2007, and I have noted where to find the options that are discussed in this lesson. Throughout this
workbook, I will show where to access the various options in Office 2007, with a picture and a text
box just like here.

g "
_.-’E,;\J -G )= Documentl - Microsoft Word le]E] = ]
Home Insert Page Layout References Mailings Review View 'Q)
ibri - | el e e === , | dAFind -
|| Canbe iBoc) u - A &)= S 2R 8| | aapbeenc| AsBbcepc AaBbC ‘% 2. Replace
EE} i “ae
aste - 2 ~||3Z - A ~|||| : | ; i _ Change
7 ‘B I U abe 3, X' Aa~| -3 TMormal | T Mo Spaci.. Headingl syles - || [y Select~

Cllpboard ™ Font (F] Paragraph = Styles (F] Editing

Click on the Office logo
to see the New, Save,
and Open options for
this lesson.

Creating a New Document

The first step to create a document is to run your favorite word processor. I hope you know how to do
this, but the easiest way (in Windows XP) is to choose it from the Start menu. (The OpenOffice.org
word processor is called Writer, and can be selected from the OpenOffice.org folder in All Programs
in the Start menu.)

Within your word processor there should be a menu option T— _ i
to create a new file. The following figure shows the File 78 Untitled1 - OpenOffice.org Writer
menu in OpenOffice.org Writer.

Edit  YWew Insert Format Table To
o

] o IEEL

[== Open... Chrl+0

Fecent Docurnents v | | Times Mew

Select the New option, and
then pick Text Document.

Wizards [ B T
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Saving a Document

After the previous step, you will most likely have a new
window with a blank (white) document. If your word 8 Untitled1 - OpenOffice.org Write
processor asks you what type of document to create, there
should be a choice for “blank document” or something

Edit ‘iew Insert Format Table T

Ty —

.. e | [=N
similar. L= | a &5

. . open... Chrl0
Go ahead and type something into your new document. = :

. . . Recent Documents  » %] | Times Me
Just a sentence or two is fine. Now we will save this e————
document into a file on your computer. Wizards S S

s a bratd

Close

Click on the File menu again
and select the Save option.

ETE 15 SOITIE

Save As...

Save Al ast, but not

In the Save As window, type in examplel as the name for your document file and press the Save
button. (We'll use this document later.) That's all there is to it! Now you can close the document and
you will be able to come back to it later. Go ahead and close your examplel document now, by
selecting Close from the File menu.

Editing an Existing Document

To open a previously saved document, click on the File menu and select Open... This will bring up
the Open File window, shown below. Open the examplel document that you saved earlier.

Laak jr: |Lﬂ jurik j &% ER-
2. Ii;r"i'EssentiaI Word Processing.odt
- Ii;r"i'Exarnplnal Jodk
iy Recent
Documents

——

First, click on the name of the
file you want to open...

-
My Documents

...then click on the

3])3 Open button.

dy Computer

by M etwork,

Places File name: | - Open |
Files of type: |l files %] - Cancel

Yersion: |

Ll Laf L

[~ Read-anly
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Now type in another sentence or two. You can start at the end of your document simply by clicking
the mouse anywhere below where you typed before.

Here are some tips on typing your text in a word processor:

Do not press the Enter key on the keyboard at the end of each line — your word processor will
automatically go to the next line as you type.

Press the Enter key when you want to start a new paragraph.

You can use the Tab key on the keyboard to indent paragraphs, but there is a better way to do
this. (We'll get to that in lesson 2.)

To erase a word or a sentence (or a paragraph, or an entire page) you can first highlight the
words you want to erase, by holding down the left mouse button as you move the mouse across
IR (Ml Y our highlighted text should look something like this. JAENIERTEINE St} 1
reverse-video because the background color and text color are reversed.) See the example
below.

| example1 - OpenOffice.org Writer

File Edit Wiew Insert Format Table Tools Window Help
E-cHa | B8R V= bR -¢ b & 2

: >
© lmgd | Default + | |Times Mew Raman w | |12 + B J U

S e m e e A s
L Roop g Mg

= e ML S N Rl B iy BTN NN N Lot LY el R Y

And now Latn going to type a paragraph about nothing. Maotht
ghout. This iz because you do not really need to lnow anything to wr
to know how to write a lot of words and sentences that make a bit of =
IR W= 115t enough sense that someone can read itf

Another e will
in wour writing, After all, in order to disagree, there rust be/somethir
£ if you write about nothing, you can be assured that vou will not gener:
The final/reason that writing ab out nothing can be wery satisfi
lewel of creativi I person to s
. craft three complete paragraphs about nothing. When voi can do this,
: creative than
® v
Press the left mouse ...then hold and (2]
% button here... drag to here. @
: 3
4 ?
Page 1)1 Default 0% || INSRT || 5TD | |HYP| *

This is known as selecting some text. With your selected text highlighted, you can press the
Delete key on the keyboard, and the selected text will be deleted.
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To select or highlight several lines of text, place the mouse cursor in the left margin, next to the first
line you wish to highlight, press and hold down the left mouse button, and move the cursor down the
page along the left margin. You should see the lines highlighting as you go.

Press the left mouse - >
button n the margin... :
Then hold and drag L
to here...

ahout, This iz hEEELUSEH}.FDquD nat I’EEII‘IF ne
to know how to write a lot of words and ser
make a lot of sense, just enough sense that

if wou write about nothing, wou can be assy
| The final reazon that writing ahout ©
lewel of creativity that many people lack, It
craft three complete paragraphs about nothi
creative than the awerage Joe

(Another way to select text is to place the cursor at the beginning of the text you want to select, then
press and hold down the Shift key on your keyboard. While holding down the Shift key, press the
arrow keys on your keyboard to move the cursor over the the text, and it will be highlighted.)

Let's pretend you just deleted something that you didn't want to delete. OOPS!!

Don't despair, you can Undo most actions in a word processor.

| examplel - OpenOffice.org Writer

File W[ Wiew Insert Format Table Tools  wind:
Click on the Edit menu and | i E3 = Undo: Delete 'some kext'  Chrl4-Z | e
the first option is Undo. s -

J‘w '{G Repeat: Delete 'some bext’ Ormnarn
L e

£
[ m Dacka [ TR
Microsoft Word 2007 Users:

E‘_’J .h(lr,l - = Documentl - Microsoft Word lﬂl
— Ho it Page Layout References Mailings Review View L7

e - A @ e i . = e [ || 3 Find ~

~ Calibri (Bod) 1A N[ (352 - S| 3E 2| | aaebcene| AzBbcene AaBbBCi ‘%ﬁ 2 peoiace

Lac
¢ || o x* Aa-||®- A~ |IE = = E|l=| & i8] Tnomal | TNoSpaci. Headingl E{}T?ff s select -
Clipboard ™ Font F} Paragraph F} Styles F} Editing
Click on this icon to

access the Undo
option.

y
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/—\ Type a couple of short paragraphs on your page.

|@| Highlight 2 lines in the middle of your text, and delete them.
\—/ Use the Undo feature to get your deleted lines back.

After you have typed some more text into your document, you can save your changes by selecting the
File menu and then selecting either Save or Save As.... If you select Save you will not be asked to
type in a file name, and your changed document will replace the one that you saved before. If you
want to keep both the first one and the new version, you should select Save As... and type in a new
name.

Go ahead and select File and Save As... and then type in example2 and click on the Save button.

NOTE: You can also create, open, and save documents by clicking on the icons at the top-left of the
screen.

File Edit Wiew

— Save
Create New | W= - = [El4d— | Notethat this is not
? Save As...
Open

Organizing Your Documents

Your documents will usually be saved in your My Documents folder by default (if you are using
Microsoft Windows). If you create lots of documents you should create folders to organize your
documents. It is hard to find the document you want if you have a large number of files in the same
folder.

For example, make a folder called Homeschool in which to place all your home school documents.
Then when you select Save As... to save a document for your home school work, you can select your
home school folder in the Save in... field before pressing the Save button.

Unfortunately, learning how to make folders in Windows is not covered in this curriculum.
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Lesson 1 Quiz

1. What is the definition of a document?

2. Which option in the File menu should you choose to save your changes with a different
document name?

3. What is another name for highlighting some text using the mouse?

4. When typing a paragraph, when should you press the Enter key?

5. What should you do if you accidentally delete a sentence?
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Lesson 1 Exercises

Exercise 1 (10 pts): Use your word processor to create a new document, and write a letter to a friend.
Make it as long as you want, but at least include several sentences and more than one paragraph.
Remember what you learned in the lesson: do not use the Enter key unless you want to start a new
paragraph. To delete letters or words, use the Backspace key to “back over” the letters, or highlight the
words and press the Delete key.

When you are finished, save your letter as “myLetter”.

Exercise 2 (10 pts): Using what you have learned, create a new document and start a diary. On the
first line, type today's date. Then press the Enter key, and write at least 1 paragraph about what you
did today. When finished, save this document as “myDiary”.

Exercise 3 (10 pts): Do this exercise the day after you complete Exercise 2. Open your “myDiary”
document and add a paragraph (or more) about what you did since your first entry. Make sure you
skip a line or two before your new entry (by pressing the Enter key a couple times), and begin your
new entry with today's date just like in Exercise 2. When finished, save the document without
changing the name.

Exercise 4 (5 pts): Wait a day after you complete Exercise 3, and add another entry into your diary
document. Be sure to save it again when you are finished.

If you like keeping a diary, you can continue adding entries into this document as often as you wish!



	Introduction
	How to Use the Curriculum
	About OpenOffice.org and Other Office Applications
	Installing OpenOffice.org
	About the Author

	Lesson 1:  The Basics of Working with Documents
	Creating a New Document
	Saving a Document
	Editing an Existing Document
	Organizing Your Documents
	Lesson 1 Quiz
	Lesson 1 Exercises



