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How to insert page breaks

OpenOffice
• Place cursor where you need to break and 

select Insert>Manual break

Microsoft Word
• Place cursor where you need to break and 

select Insert>Break>Page break



4

Paragraph formatting

• Both OpenOffice and Microsoft Word have very clever Paragraph 
Formatting for example;
– You can change the distance before and after the paragraph
– You can force it to do a page break before the paragraph
– You can keep its lines together so it does not get split by a page break
– You can make sure paragraphs are kept together

• In both cases you can see the options by right clicking in the paragraph and 
selecting Paragraph
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Landscape or portrait?

• In OpenOffice - Format>Page In Microsoft Word - Format>Document>Page Setup

or
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Multi-column pages

• In OpenOffice - Format>Page>Columns • In Microsoft Word - Format>Columns
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Text flow in multi-column pages Vs tables

Multi-column page

Table



Mendlesham Computer Club

Tabs



9

Tabs 

• Tabs are derived from the tab positions on a typewriter 
which temporarily stopped the carriage containing the 
paper from moving sideways

• They allow you to move the start of a paragraph across 
the page

• They are not easy to use and often a table with hidden 
borders is better
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Moving the tabs

• In Microsoft Word• In OpenOffice

• Look for the hourglass shape in the ruler at the top of the page
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Writing a formal letter
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Templates

• Templates are pre-formatted documents e.g. letters, that you can use to 
quickly start documents you regularly use.

• To create a document using a template 
– In OpenOffice select <File><New><Templates and Documents> and select the template.
– In Microsoft Word select <File><New from template>

• You can create templates from scratch or download standard ones from the 
internet, e.g. http://templates.openoffice.org/en or 
https://www.template.net/editable/word where there are thousands of 
examples.
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Templates in OpenOffice

• If you download a template to your downloads folder, you can import it into 
OpenOffice by <File><Templates><Organize>, then in the dialog that 
appears, right click on 'My Templates' and select import to import it.

• To make it your default template instead of Untitled1, click on ‘Commands’ 
and click select ‘Reset Default Template’ 

• To create a template from scratch, start by making the changes you want to 
a new document then choose <File><Templates><Save> to open the 
Templates dialog, enter a name in the New Template field and select which 
category to store it under.

• To edit a template, select <File><Templates><Organize> then chose my 
Templates and right click on the template you wish to edit and click <edit>.
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Templates in Microsoft Word

• To create a template from scratch, start by making the changes 
you want to a new document then choose <File><Save as 
Template>, It will open up your templates folder and ask for a 
new filename.

• To edit a template, create a new document from the template you 
want to edit using <File>New from template>. Make the changes, 
then select <File><Save as Template> and check the file you 
wish to replace.

• Your can also edit your default template which is called ‘Normal’
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Make sure you can see the drawing toolbar

• Start Open Office
• Create a Text Document
• If you cannot see the drawing toolbar select View>Toolbars>Drawing
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Drawing a box

• Chose the basic shapes icon in the drawing toolbar and click on the shape you want.

• Click and drag the mouse to draw the shape.  Resize with the blue markers.
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Formatting the shape

• Change the edge line colour, width etc. and the fill by left click on the shape and selecting the option 
you want.



Mendlesham Computer Club

By Giles Godart-Brown

Microsoft Word drawing shapes



22

Drawing shapes in Microsoft Word

• Select Insert>Shapes
• You can change the colour and fill by right click on 

the shape and select Format shape.


