Word processor into use quickly 12 Selecting a text area

12 Selecting a text area
The basic ways to select a piece of text for processing.

1  Open a new blank document.

2 Fetch a piece of text from the Writer Help into the current document as shown in
‘10 Capturing text for processing’.

3 Press Ctrl+Home.

Figure 12-1
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Click here

OpenOffice.org Write;feéures

CpenOffice org Writer lets you designagd produce text documents that can include graphics,
. tables, or charts. You can then save cuments m avariety of formats, including Microzoft
- Word, HTML, or even Adobe's Portable Document Format (PDF).

Writing

CwenOffice org Writer lets vou create both basic documents. such as memeos. faxes. letters .

4  Click between the words ‘the’ and ‘documents’ as shown in Figure 12-1 above.
5  Press the Shift key down and hold it there.

6  Click between the words ‘useful’ and ‘features’ as shown in Figure 12-2. Release the
Shift key.
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Figure 12-2
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OpenOffice.org Writer Features

OpenOfice org Writer lets you design and produce text documents that can include graphics

nats, including I

Auto Correct and H'fphenatlon as well as a var1et3r of template s for almost every purpose You can
, also create your own templates using the Wizards.
s

Designing and Structuring

CpenOffice org offers a wide variety of options to design documents. Usze the Styles an

The selection was exactly as required. Even over the change of paragraph

Click somewhere on the white area so that selection disappears

i
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Figure 12-3
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OpenOffice.org Writer Features

w1 d produce text documents that can include graphics,

CpenCffice org Writer lets you desiggs
tables, or charts. You can then save cuments i avariety of formats, including Mlicrosoft

. Word, HTIML, or even Adobe's Portao oc@mat {(PDE).
. Triple-click here
Writing

OpenOffice org Writer lets you create both basic documents, such as memeos, fazes, letters |

8  Triple click between the words ‘the’ and ‘documents’ as shown in Figure 12-3 above.
(Perhaps it won’t be a success at the first but you’ll soon get into the rhythm.)

Figure 12-4
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OpenOffice.org Writer Features

uce text documents that can include graphics,

OpenOffice org Writer lets you design and prod
s 2 ats, including Wi 5 it

Writing

OpenOffice. org Writer lets you create both basic documents, such as memos, faxes, letters |
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The entire sentence is selected.

9  Click somewhere on the white area so that the selection disappears.

10 Click again between the words ‘the’ and ‘documents’ four times.

Figure 12-5
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OOpenOffice.org Writer Features

O, prens
Writing
CpenOffice. org Writ

By dragging with the mouse you can select a text area.

resumes and merge documents. as well as long and complex or multi- part documents. complete

The entire paragraph was selected.
You can select a paragraph also by dragging with mouse in the left margin.

11 Click somewhere on the white area so that selection disappears.
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Figure 12-6
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OpenOffice.or eatures

CpenOffice. org Writer lets you design and produce text decuments that can include graphics,
tables, or charts. You can then save the documents i a variety of formats, including Microsoft

T TWord, HTML, or even Adobe's Portable Document Format (PDE).
Writing
: CpenOffice. org Writer lets you create both basic doouments, such as memes, faxes, letters ,
Iy resumes and merge documents, as well as long and complex or multi- part documents, complete

with kiblicgraphies, reference tables and indexes.

OpenOffice org Writer also includes such useful features as a spellchecker, a the saurus,
Aute Correct, and Hyphenation as well as a variety of templates for almost every purpose. Tou can

also create your own templates using the Wizards.

12

13

14

Click twice the word ‘Writer’ in the title as shown in Figure 12-6 above.
Press the Ctrl key down and hold it there.

Double click the other three Writer words in the text as shown in Figure 12-7.
Release the Ctrl key.
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Figure 12-7
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OpenOffice.org m Select all three options

OpenOffice org lets wou design and produce text documents that can include graphics,
tables, or charts. You can then save the documents in a variety of formats, including Microsoft
"Word, HTWL., or even Adobe's Portable Document Format (PDF).

Writing

CpenOffice. org RFSWE lets vou create both basic documents, such as memeos, faxes, letters |
resumes and merge documents, as well as long and complex or multi- part documents, complete
with bibliographies, reference tables and indexes

CpenOffice. org | 3 also includes such useful features as a spellchecker, a thesaurus,
AutoCorrect, and Hyphenation as well as a variety of templates for almost every purpose. You can
also create your own templates using the Wizards

Designing and Structuring

15 Select options Bold, Italic and Underline on the Formatting toolbar. Click
somewhere on the white area.

Figure 12-8
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OpenOffice.org Writer Features

CpenCffice. org Hiiterlets you design and produce text documents that can include graphics,
tables, or charts. You can then save the documents in a variety of formats, including Microsoft
"Word, HTIML, or even Adobe's Portable Document Format (PDF).

Writing
CpenOffice org Hitterlets you create both basic documents, such as memos, faxes, letters |

resumes and merge documents . as well as long and complex o multi-part documents, complete
with biblicgraphies, reference tables and indexes

CpenOffice org Hister also includes such useful features as a spellchecker, a thesaurus
Auto Correct, and Hyphenation as well as a variety of templates for almost every purpose. You can
also create your own templates using the Wizards.
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All four words now have the same formatting. The Font Size is different in the title.

16 Close the document without saving.

Summary
When you must select

e aword
double click

e a sentence
click three times

a paragraph
click four times or
drag with mouse

e a consecutive piece of text that’s not a word, sentence or paragraph
first Click, then Shift+Click

e several items that are not consecutive
select the pieces of text with the Ctrl key.
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