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unit specifics

In this unit, learners will learn and practice different open-source programs of Apache Open Office (AOO) 
software. Unit includes AOO’s Writer program used for basic word processing tasks, CALC program for 
manipulating tabular data in form of spreadsheets and Impress program for presentation preparation. 
Adequate practice of these programs will surely enhance basic software skills of learners.

Rationale

It is well known that IT systems are used for information display to advanced data processing and research 
tasks. But if we look at the uses happening around us, it is being used in abundance in office suite tasks 
like word processing tasks, calculation tasks, presentation tasks, etc. Therefore, it is necessary to study 
such software in use for these office suite functions.

OpenOffice is an open-source software suite that can runs on several hardware architectures and 
various operating systems such as Microsoft Windows, Mac OS X, Linux, and Sun Solaris. OpenOffice 
includes various tools e.g., Writer (word processor), Calc (spreadsheet), Impress (presentations), drawing 
application (draw), a formula editor (math), and a database management application (base). All these 
components are well integrated and commonly referred as OpenOffice tools. 

pRe-Requisites 

– Fundamental knowledge of computer systems.
– Basic knowledge of working with Windows or Unix OS environments.

unit outcomes

Learners will be able to:

U4-O1: Install OpenOffice software and define features of its programs i.e., Writer, Calc, and Impress.

U4-O2: Use Writer interface and perform word processing tasks.

U4-O3: Use Calc interface and perform calculative tasks of spreadsheet programs.

U4-O4: Use Impress interface and prepare impactful presentations.

table 4.1: Mapping of Unit Outcomes with the Course Outcomes

4 Open Office Tools

EXPECTED MAPPING WITH COURSE OUTCOMES 
(1- Weak Correlation; 2- Medium correlation; 3- Strong Correlation) Unit-4 

Outcome 
CO-1 CO-2 CO-3 CO-4 CO-5 CO-6 CO-7 

U4-O1 2 2 1 1 2 3 1 

U4-O2 2 1 1 1 3 3 1 

U4-O3 2 1 1 1 1 3 1 

U4-O4 2 1 1 1 3 3 1 
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4.4.6 Printing a Presentation

Impress provides many options for 

printing a presentation: with multiple 

slides on one page, with a single slide 

per page, with notes, as an outline, with 

date and time, with page name, and 

more. For more control over printing 

a presentation, choose File → Print 

to display the Print dialog as shown 

in Fig. 4.33.  The General tab is used 

to select the printer and its related 

properties. Range and copies are also 

given in this tab. What we want to print 

is selected from the dropdown box 

under Print option. We may choose 

slides, Handouts, Notes, or Outline.

OpenOffice Impress tab is used to include slide-specific contents (slide name, date & time, etc.), color, 

size for the printing. The left pane is showing preview with two slides, it is configured in the Page 

Layout tab by pages per sheet set to 2. The options tab can be used for the “print to file” command.

VIdeo resources

  

  TYPE: Video Resources      Title: Apache OpenOffice Writer

  

  TYPE: Video Resources      Title: Apache OpenOffice CALC

  

  TYPE: Video Resources      Title: Apache OpenOffice Impress

  

  TYPE: Video Resources    Title: Multilingual Videos on Computer Literacy & AOO

summary

1. Apache OpenOffice (AOO) is free open-source software that can be downloaded from the official 
website www.openoffice.org.

2. The writer is a word processor component of AOO. It has extensive support for all common file 
formats and by default uses the ODF format. 

3. OpenOffice Writer views a large document using the Writer preview interface and tools.

4. Calc is the spreadsheet component of AOO for performing numerical and analytical tasks.

Fig. 4.33: Open Office Impress Print Dialog






















