Open Office: Basics
Description: Open Office is a free, multiplatform office suite that can be used to create documents, spreadsheets, and presentations. Learn how to use Open Office in the library and how to download and install the program at home or work.

Instructor notes: At locations where training rooms are also used as public labs, the programs are launched from the computer lab homepage. 
Time: 2 hours

Introduction

Welcome and orientation to building and room (bathrooms, water fountains, beverages with lids, etc.)

Handouts 

A brief guide to OpenOffice.org (forthcoming) 

Introduction to Open Office

· What is Open Office

· A free open source office suite available for multiple platforms

· Open Office components

· Writer

· Calc

· Impress

Where Can I get it 
www.openoffice.org a free download you should never have to pay for Open Office
Where to get support 
www.openoffice.com has extensive resources for any Open Office questions, http://www.hclib.org/pub/training/  The library has compiled numerous support and tutorials for Open Office

Last 15 minutes: 

Ask class to fill out Survey (on Classes page http://www.hclib.org/pub/events/Classes.cfm under More Resources)

Other resources 

· Suggested Reading

· Other classes and workshops (ours and others) 

· Registration process- 3 options 
