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Word—Pag e S—Writer A comparison



INTRODUCTION

Demonstrations will be included




INTRODUCTION

This is not a workshop . u




Basic Tasks

Diary, Letter, or Blog
No Formatting

All apps are equivalent



Accessing a Document

pages only for Pages

.doc, .docx for all apps
.odt for Word and Writer



Keyboard Shortcuts

Cut: Cmd-X
Copy: Cmd-C
Paste: Cmd-V
New: Cmd-N
Open: Cmd-O
Close: Cmd-W

Save: Cmd-S
Print: Cmd-P



File Menu

m Edit View Insert Form: m Edit Insert Format Arrz m Edit  View Insert Formr
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New Document AN New... #N New y
New ‘rom Templatz... TRP Oper... &0 Cpen... 20
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Ocen Recent > Close e W Recent Documents >
Close BW save... ®s Close
Save £S Duplicate QXS Wizards
Save As. .. o8S Rename... i
Tamplales
Save as Template... Move To...
) . Ravert To > Reloac
Brawse Versian History .
Exporl To > Versions...
Share > Publish to Acple Books...
Save aS
Always Open Read-Cnly Cenvert t2 Page Layout Save As... 8RS
Restrict Permissions > Save kemote...
Reduce File Size.. i
Reduce File Size. .. Arvanced > Save a Copy...
Save All
Page Satup... Sel Password...
Print... xe Check Out
Save as Templata... Cancel Checkeut...
Properties... Check |
= - Page Setup... Q%P NECK ...
1 b |
Word | Print... &1 ) Export. .
S Export As
ages Send

Praview in \Web Browser

Print Preview w3B0
Print... ap
Printer Settngs...

Properties...
Digital Signatures >

Writer



m View Insert Format Tools
Car't Undo b il
Car't Repeat XY
Cut X
Copy #$C
Paste kKY
Paste Special... ~RV
Paste and Match Formatting NNRY
Clear >
Selec: All HA
Find >
Links..

Selec! Dala...

Toggle Dravang ~HZ
Start D ctation ol
Er-oj & Symbzcls ~ESpace
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cut

Copy

Paste

Paste and Matsh Style
Paste Foemu a Resulls
Delete

Clear All

Dup' cate Selectior

Seact All
Deselect all

Trock Changes
Accepl Chamge
Rejact Charge

Remava Highlights ane Comments

Rernoawe Smert Arnolalions

Find

Spalling and Grammar
Subst tuticns
Transformetions
Speech

Manace BEockmark Suggesticns..,

VoW W W

EndNute Cilalwons

Start Dictation
Emaji & Symbols

Pages

~ & Space

Edit Menu

m View Insert Format £
Undo *kZ
Redo XY
Repeat CRY
Cut d® X
Copy & C
Paste ¥V
Paste Special >
Select All kA
Selection Mode >
Select Text €3 |
Finc... & F
Finc and Replace... X¥F
Go to Page... 0 38rs
Track Chances
Comment
Hyperlink
Reference >
Fields...

Links to External Files._..
Object >
Exchange Database...
Direct Curscr Mode
Edit Mode C¥EM
. J

Writer



Menu List

Word File Edit View Insert Format Tools Table Window Help

Pages File Edit Insert Format Arrange View Share Window Help

LibreOffice File Edit View Insert Format Styles Table Form Tools Window Help



Formatting Tools

Word
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Home Insert Draw Design Layout References Mailings T EIET View &+ Share
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Writer GUI Variants

f. Select Your Preferred User Interface
Ul variants Preview
© Standard Toolbar
() Tabbed File Edit Insert
() Tabbed Compact 3 E ¥ j': 5
Groupedbar Compact
> v Styles B /| U S| x
() Contextual Single
() Single Toulbar
Sidebar Standard user interface with menu, toolbar, and collapsed sidebar.
O Intended to user who are familiar with :he classic interface.

[/ Aoply to Writer | [ Close

b @ I ﬂ> R =T



Templates

One kind: Document — Many Variations
Portrait vs Landscape

Size




Templates - Word

Blank
Take Notes
Calendar
Resume
Letter
List
Journal
Outline
Research Paper

Newsletter
Brochure
Flyer
Business
Recipe
Menu
Catalog
Family Update



T'emplates - Pages

Basic Newsletters
Reports Cards
Books - Portrait Envelopes
Books - Landscape Business Cards
Letters Certificates
Resumes Miscellaneous

Flyers & Posters My Templates



Templates - Writer

Business Letter
Business Card
CV
Resume
Detault
Modern

51 Categories Downloadable:
https: / / extensions.libreoffice.org / templates



https://extensions.libreoffice.org/templates

User Intertace

Pages
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View Zoom Add Page Print Fonts Insert  Table  Chart Text Shape Media Comment Collaborate Format Document

m Section Bookmarks



User Intertace

Word
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User Intertace

Writer
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Comments (N
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Crid and He plines > . : -
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V Track Changes ©
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Styles A
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Full Screen ~“HF
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+ Footer



Paragraph Styles - Pages

o Bl E

Collaborate Format Document

Body* \ 4

Paragraph Styles e

Title

Subtitle

Heading
Heading 2

Heading 3

Heading Red

Body > Redefine from Selection
CAPTION Clear Override

Header & Footer Rename Style

Footnote Delete Style...

Shortcut >

Label D I




Paragraph Styles - Word

@ Word File Edit View Insert Format Tools Table Window Help BOONR Y 0oF Q9 a I«

Documenti
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Show styles guizes
Show direct formatting guides



Paragraph Styles - Writer

Table s WMWY Stvles Tsble Form o @ Paragragh
v Text Body 3t0 - Text > Tahs _ Drop Caps 4 Borders _ Area | Transparency
Title iradng s _ Allgnment Text Fiew Outline & Numbering
2 1 ign I3 ' '
l Subtl?le | ng < e

Heading 1 ®1 S beto ’:) |

Iy ” re texe .00 " v
Hoadmg 2 #2 Clone Formatting ! —
Headiag 3 #3 Cleer Direct Formatting "M After text 0.00 " ]
Quotations -
Preformattad Text arac‘“ First line: 0.00 " 3) ———

v Default Character Bullets and Numktering... Auromatic |
Fmphasis ‘ Page... Spacing S
Strong Emphasis ) - -
Quotation Above paragraph: 0.00 )
Scurce lext Eelow paracraph: 0.00" )
Bullet List Don't add space hatween paragraphs of the same style
Number List ) )
Alphabet Uppercasa List Line Spacing
Alphabet Lowercase List Single of v
Roman Uppercase List e
Reman Lowercase List egister-true
Activate

Edit Style...
Update Style T3
New Style... Crmn
Load Styles...

Manape Styles HT Felp Reset  (MMOKMN  Cancel



Character Styles - Pages

Collaborate Format Document

Body* v

Layout More

Font
Helvetica Neue ﬁ
Bold B et
¢« » @l
Character Styles None* v
Character Styles +

Alignmet
= R

Link

Italic

Emphasis

Strketarewgh
v Spacit Underline

Red

Lines



Character Styles - Word

Word does not have a Character Style per se

Tools Table Windc

Font... 22D !
Text Effects...

Paragraph... N EM €
Document... r

' Bullets and Numbering...
Borders and Shading...

e

Columns... ;
Tabs...

Change .Case...
Style...
Font Substitution...

Equation Options...



Character Styles - Writer

s

SOl Table Form  Tools WEelinEls L‘___ ‘@iﬁl_g_@m« ® @ Character

v Text Body #0 Text > - Font Effects  Fositicn  Hyparlink  Highlighting  Borders
Title . ] Spacing > Famly: Tyoeface:  Size:
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Heading 1 %1 lists > i‘!jibeuaiion Serif . Regular 12 pt
Heading 2 #2 ~ Adobe Arabic Regular 6 pt
Heading 3 #3 Clone Formatting Adode Cas'on Pro Bod 7pt
Quotations b . ” Arlane Devanagar Italic A pt

N Clear Direct Formatting ~M  Adobe Fan Heiti Sid Bod Italic 9 pt
Preformatted Text Adobde I'angsong Std 10 pt

code Gararond pro
/ Default Character p h Adooe Goth ¢ Std 11 pt

Emphasis aragrap o 3 Arlobe He!Jraw 12 pl
Strong Emphasis . Bullets and Numbering... ] :22: :;-:' gtd 13t
QUOthiOﬂ I page"' | ol e m BT o A
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Bullet List_ The same font will e used on both your pr nter and your screen.
Number List
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Roman Lcwercase List
Edit Style...
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New Style... 4Fn
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Working with Images - Pages

® 0 Untitled

iOv il 126%v il + =  Aa vl 22 8 0l § T § @ L8N

View Zoom Add Page Print Fonts Insert Table Chart Text Shape J Photos
Ll Image Gallery
1 F Movies
A Music

U Record Audio

=00 Choose...

lake Photo
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ek . £ Object Placement
4 b

& OOVW1ybrQxenQ..._thumb_c00d.jpg Stay on Page Move with Text

Replace Text Wrap

-a: Automatic

. x B | 12t 50% °
Imagf ™ EditMasi Text Fit Spacing Alpha
Instant Alpha
¥ Border
Picture Frame Adjustments Back Front Backward Forward
Scale Exposure
o 2 ‘:p oz I~ Align istribut v
L—J - 70% ~ 0% pie
Saturation
— - Py . - o, ~ = A
» Shadow : ad Size 6.01in < 65in
Reflection Constrain proportions
Original Size
Description
Opacity - -
100% > Position 1.23in 1.26in
X Y
Rotate
& 0° ¢ - 4

Angle Flip
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page Break 38~ View  Zoom  Addiage Prin:  Fants Insert  Tatle Chart  Tex:  Sheoe  Media  Comment ‘ Coilaberate Forme: Dozument
Line Break T ! 1 “ e
Section Break Appearance
Column Break & coption
! © i dual cagton pz image
Page Number ~ Seme caption for all arages
Page Count
Date & Time 0 e s
Table of Contents > Drag Imeges here.
Footnote
Table >
Chart > Q
Text Box 5 7 °
Shape > Image Description
Line >
Highlight 7 3€H
Comment 3K
Bookmark 3B
Image Gallery 4—
Import from iPhone or iPad
Record Audio
Formula S
Equation... 3$E
EndNote Citation 1 3E

Choose... o8V
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TYPE TO ENTER A CAPTION.




Working with Images - Word

@ Word File Edit View Insert Format Tools Table Window Help

Home Insert Draw Design Layout References Mailings Review Vie

B B WD P9, O 3 ©

Pages Table Add-ins Media Links
v Photo Browser... Bl v
A B Picture from File... 3

P& Online Pictures...



Working with Images - Writer

P N

® LibreOffice Flle =it View flinserth) Format Styles Table Form 1ools
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Default Style T. T, Lberation Serif g 12 B/ US A A -~ - C-ic- BT = = »
® ® mage
_ Options  Wrap  Hyperlink Image Crop Eorders Area  Transparency  Macro
Size Anchor _—
Width 593" ) To page =————
To n
Relative to  Parag-aph area & Q% pamgep
To charaerar =
Height 517" v} As character
Relativeto Paragraph area >
Keep rato
Original Size
Position
Horizontal Ceater by o0cC*" o o Paragraph area
Mirar on even pages
Vertical Top hy 000" = 1 Margin V)

Follow text fewn

Help Rassat Cance! —




Inserting Links - Pages

Font
B~ 125%v e 1
View Zoom  Add Page Pri Table
- Chart
Shapes and Lines
Image
Movie

/l | l.' ‘ T - | Cal
L Chart Text Shape Medi

vYyVVYY vv g

You are invited to attend ¢  Copy Style "\ $C icintosh Users Group. You can
find our web page here. . Style T g8Y

Conditianal Highlighting...

Add Link > Webpage #K
. Remove Link Email
| . Bookmark

Advanced B




Inserting Links - Word

& Word File Edit View

Format Tools Ta

Pictures B8 i
Shape B
Home  Insert Draw  Design  SmartArt p M
Lﬁﬁ & Helvetica N 1 i g
- i i ~ Table...
Audio > .
Paste B I U v g -
& N Movie > | ®
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3D Models =
Add-ins e
Hyperlink... #K
Bookmark...

You arein Cross-reference... In

[ 1



Inserting Links - Writer

LN Page Break ¥

[ 2
- -E- DS ROX More Breaks
. . Image...
\Default Style L T ]leeratu Media >
3 Z 1 | Chart... |
s . " Object > |
Shape >
Section...

Text from File...

You are invited to atter  Text Box 1
web page he Comment \$EC
pag hr_el Frame S
Caption...
Fontwork...
Hyperlink... €K |
Bookmark...

Cross-reference...



Sharing

Save As PDF

Or
Export to PDF



Simple Paragraph Style Examples

The examples below are typical for all of the apps.
This is a bullet paragraph
‘Entering “Return” continues the next paragraph with the same format.

-Starting the next paragraph and tapping the Tab key indents the paragraph and keeps
the bullet.

Entering “Return” twice resumes the default paragraph style.
1.This is a numbered paragraph

2.Entering “Return continues the next paragraph as a numbered item and increments the
numbet.

1.Starting the next paragraph and tapping the Tab key indents the paragraph and restarts
the line numbering.



Final Notes

Paragraph style options vary from app to
app.

Paragraph styles can be copied from one
document to another.

Pages does not allow for creating new
global paragraph styles that involve
bullets or numbers.

Writing a book? Use Word or Writer.



What Have You Learned?



