Preface

Using a word processor is fairly simple. You’ll need just a suitable set of exercises and
a little tuition. This guide is written for just that purpose.

As a prerequisite, the reader needs only to be able to start his Writer program. Exercises
are done with the program OpenOffice 2 Writer, but they can be performed also with the
older versions of the Writer program. The Writer in StarOffice § can also be used very
easily. The operating system used is Microsoft Windows 2000, but other systems behave
in much the same way.

As a guiding principle, the chapters have been written with the intention of enabling the
reader to start using the Writer program as early as possible. Therefore, the instruction is
not first introduced theoretically; rather, everything is learned by performing the tasks one
by one.

This principle is the same as that which applies when a person is learning to swim or ride
a bicycle. It is no use reading a book on the subject. Observing someone else and copying
them is equally futile. The real personal learning process begins when one starts to do the
tasks oneself. In this guide the learning process starts at the very beginning. And it
continues throughout the entire guide.

The main goal is to learn to use a modern word processor application program as quickly
as possible.

About the target audience:

All the tasks in the guide are possible to do on standalone basis without a network or the
internet.

The guide 1s written so that it could be used just as easily by:
e novices
o the elderly
e children

Throughout the guide only grayscales are used. This makes the guide easy to use for the
color-blind too.

Have fun performing the exercises.
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