TO i Tutorials For OpenOffice
—~

Install OpenOffice From A CD

Introduction

This tutorial describes the procedure for Microsoft Windows XP. The procedure for other
versions of Windows (eg. 98, 2000, Vista, etc.) should be almost identical. Users of other
operating systems (Linux, Mac, Solaris, etc.) should refer to the installation instructions
given on the OpenOffice.org website here.

Our tutorials are designed to provide simple step-by-step instructions, with the minimum of
extra information. In some steps it is necessary to include important information (shown in
italicized text like this), to assist our users in completing the installation process a smoothly
as possible.

At the end of the tutorial you will find additional notes that are not critical to successfully
completing the installation process, but may be of some assistance or interest to our
users. Where these notes relate to a specific step in the tutorial, a link (shown like this)
appears next to the step. To use these links, hold the keyboard Ctrl key down and click
the left mouse button.

We suggest that you print these pages, so that you can follow the step-by-step
instructions. (Click File — Print — OK)

Earlier versions

It is not necessary to uninstall or remove earlier versions of OpenOffice.org, before
installing the current version. However, it is important to follow the instructions given in
step 2 of this tutorial.

When you install version 2.4.1 it will upgrade previous series 2 versions and all your
personal settings from the earlier version will be automatically transferred.

Installing version 2.4.1 will not upgrade previous series 1 versions and your personal
settings will not be transferred. The earlier version will be unchanged and you will still be
able to use it.

In either case, all files you created with any earlier version will still be available and can be
opened and saved using version 2.4.1

How to get a copy of OpenOffice on CD.

There is a list of suggested suppliers on the OpenOffice.org website here. Some computer
magazines include a copy OpenOffice on their cover CD/DVD.

Install OpenOffice From A CD Last Updated 2008-09-08 by Dave Barton Page 1 0of 9


http://download.openoffice.org/common/instructions.html
http://distribution.openoffice.org/cdrom/index.html#cdrom

Preparing to start the installation

1. If you are not the “Administrator” of your Windows computer, now would be a good
time to log-out and log back in with Administrator privileges.

2. IMPORTANT: If you have an earlier version of OpenOffice.org already installed on
your computer, please make sure that the “Quickstarter” icon in the “Taskbar
System Tray” is closed before starting the installation. Otherwise, you will have
problems installing the new version. To close the “Quickstarter”, Right-click on the
icon and select “Exit Quickstarter” from the pop-up menu, the menu and the icon
will disappear.
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Installing

3. Load the OpenOffice CD into your computer's CD drive. The OpenOffice installation
should start automatically. If it doesn't, use the Windows search, or browse, facility
to locate a file on the CD called “setup.exe” and double click on that file name.

4. The first “Welcome” window of the Installation wizard will appear. Click Next.

! OpenOffice.org 2.4 - Installation Wizard

Welcome to the Installation Wizard for
OpenOffice.org 2.4

The Installation \Wizard will install OpenOffice,org 2.4 on wvour
computer, To continue, click Mext,

Build contributed in collaboration with the community by Sun
Microsyskems, Inc, For credits, see:
http: vy, openoffice argfiwelcome fcredits. bl

< Back. [ oMet= | ’ Cancel
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5. Click “l accept the terms in the license agreement”. [Note 2] Click Next.

i OpenOffice.org 2.4 - Installation Wizard
License Agreement —
——
Flease read the following license agreement carefully, Ope[ﬂfﬁgeﬂrg
! icanse 2

This product is made available subject to the terms of GMTT Lesser General
Fublic License Version 2.1, & copy of the LGPL hicense can be found at
<http:Awww. openoffice. orgficense htmnl=

Third Party Code, Additional copyright netices and icense terms
applicable to pottions of the Software are set forth m the

@;..QC.E% the kerms in the license agreement:
(O Idong

accept the kerms in the license agreement

[ < Back “ Mext = ] [ Cancel ]

6. Enter a user name. This is optional, but normally your Windows user log-in name.
Make a choice under “Install this application for:”. You must be logged into your
computer as user with “Administrator” privileges to install for (all users).

Click Next.

jE! OpenOffice.org 2.4 - Installation Wizard

Customer Information

.—-r_-'._
Flzase enter your information, q:)eno‘ﬂif,e.nrg

User Mame:

|Administrat0r

rganizakion:

Install this application Far:

@ ﬂny'%e who uses this computer (all users)
() Only For me {admin)

< Back “ Mext = l [ Cancel
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7. Click “Complete” and then click Next.

iz OpenOffice.org 2.4 - Installation Wizard
Setup Type —_—
—— !
Choose the setup bype that best suits wour needs, Open{)ffmeﬂrg

Flease select a setup type.

k All program Features will be installed, (Requires the most disk
space.)

Choose which program Features you want installed and where they
will be installed. Recommended For advanced users.

[ < Back. ” ek = ] [ Cancel ]

8. Here you are able to choose if you want these Microsoft file types to be opened

automatically in OpenOffice.org. If you already have Microsoft Office installed on
your computer, we recommend that you just click Next.

jiz OpenOffice.org 2.4 - Installation Wizard
File Type —_—
Set OpenCffice,org to be the default application for these file bypes. OpenOﬂit.Enrg

OpenOffice.org 2.4 can be set as the defaulk application to open the Following file types.
This means, for instance, that if you double click on one of these files, OpenCffice.org 2,4
will open it, not the progam that opens it now,

[ JiHicrasaft word Documents:
[] micrasoft Excel Spreadshests

|:| Microsoft PowerPaint Presentations

If wou are just trying out OpenOffice.org 2.4, vou probably don't wank this to happen, so
leave the boxes unchecked.

[ < Back ” Mext = ] [ Cancel ]

If a'v" tick-mark IS NOT placed in the boxes and you already have Microsoft Office
installed on you computer, then Microsoft Office will automatically be used to open
these Microsoft Office file types. You will still be able to open these file types by
starting one of the OpenOffice.org programs (eg. Writer) and use the “File -> Open”
menu option.

If a'v" tick-mark IS placed in the boxes, these Microsoft Office file types will be
automatically opened in the appropriate OpenOffice.org program. (eq. double
clicking on a desktop Microsoft Word file will open it in OpenOffice.org Writer)

If you are not aware of this, you can mistakenly assume that OpenOffice has “taken
over” the Microsoft files on your computer. Even though the icons for those files will
display the OpenOffice.org icons, the files themselves will not have changed. If you
do make a mistake at this point, DO NOT panic, it can be corrected later.
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More information about this is available in our tutorial "Working with Microsoft Word

ﬁlﬁ".

9. The installation process is now ready to start. Click Install.

jjé! OpenOffice.org 2.4 - Installation Wizard

Ready to Install the Program

——
The wizard is ready ta begin installation, Open{)‘fﬁce,urg

Click Install to begin the installation,

If vou want to review or change any of your installation settings, click Back, Click Cancel to
exit the wizard.

< Back ]| Install | [ Caneel
]

10. If you have downloaded the installer package which includes the JRE (Java
Runtime Environment) component, the following window will be displayed. Do not
click Cancel the window will close automatically. Some parts of the OpenOffice.org
package rely on Java to function correctly. You may find or know that you already
have a newer Java update than the one being installed here. It is better to uninstall

the older update later, using the Windows Control Panel option, rather than
interrupt the install process.

Java(TM) 6 Update 4

El_ Please wait while Windows configures Java[TM] & Update 4

Gathering required infarmation..

[ 1
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http://www.tutorialsforopenoffice.org/tutorial/Microsoft_Office_And_OpenOffice.html
http://www.tutorialsforopenoffice.org/tutorial/Microsoft_Office_And_OpenOffice.html

11.Wait for the message “Installation Wizard Completed” and then click Finish.

Ej OpenOffice.org 2.4 - Installation Wizard

Installation Wizard Completed

The Installation ‘Wizard has successFully installed
OpenOffice.org 2.4, Click Finish to exit the wizard,

12.1f you see another window displaying an “Error” message, please write down the
exact text of that message, so that you have the full information available when you
ask for help.

Otherwise OpenOffice.org has been successfully installed on your computer and
you are ready to start using it.

13.The installer program does not create any desktop shortcut icons. You will find the
OpenOffice.org program shortcuts in the Windows “Start — All Programs” menu:

.

Graphics COpenOffice.org Base
Multimedia ’
Office 4
Programming 3
Startup 3

BS Openoffice.org 2.4 ¢

L_"] Log OFf E Shut Down

Cpendffice,org Calc
OpenOffice.org Draw

OpenOffice.org Impress

Y

OpenOffice.org Math

All Programs D

I'I‘i

OpenCffice.org \Writer

b

See [Note 1] for creating your own desktop icons.
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First Time Start Up

14. The first time you start any one of the programs (eg. Writer — Text Processor) the
“First Run Welcome” wizard will take you through five short setup steps. Don't be

tempted to click “Cancel”, because this stage is where your “User” configuration is
created for your future use of OpenOffice.org. Click Next.

& Welcome to OpenOffice.org 2.4 E]

Steps

Welcome to OpenDffice.org 2.4

This wizard will guide vou through the license agreement and the registration of
OpenOffice.org.
2. License Agreement

Click 'Mext' o continue,

5

The Start-up Wizard helps vou to specify the
user settings for OpenOffice.org. This wizard
only runs once,

15. Here you are required to accept the license. To make the Accept button clickable,
scroll down to the end of the license text and click Accept. [Note 2]

a’ Welcome to OpenOffice.org 2.4 E]

Steps 00 Please follow these steps to accept the license

1. Welcome 1. View the complete License Agreement. Please use the scrolbar or the 'Scrall

Down' button in this dialog to view the entire license text,
2, License Agreement

2. Click 'Accept’ to accept the terms of the Agreement,

BEING

REMDERED INACCURATE QR LOSSES SUSTAINED BY YOU CR THIRD
PARTIES OR A

FAILURE OF THE LIERARY TO OPERATE WITH ANY OTHER
SOFTWARE), EVEM IF

SUCH HOLDER. R OTHER PARTY HAS BEEM ADYISED OF THE
POSSIBILITY OF SUCH

DAMAGES,

EMD OF TERMS AND CONDITIONS

s [y )
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16. Here you have the option enter your name. Click Next.

& Welcome to OpenOffice.org 2.4 E]
Steps 00 Provide your full name and initials helow
1. Welcome The user name will be used in the document properties, kemplates and when you

record changes made to documents,
2, License Agreement

3. User name
4, Orline Update First name |
5. Registration Last name:

Initials

P I

17. Click and untick the box in this window, if you do not wish to be notified of new
versions of OpenOffice.org. Click Next.

ﬁ' Welcome to OpenOffice.org 2.4 E]
Steps Online Update
1, Welcome OpenOffice,org searches automatically at regular intervals For new versions,
In doing so online update does not transfer personal data.
2. License &greement As s00n as a new version is avalable, vou will be notified.
3. User name ‘ou can configure this Feature at Tools [ Options.. . | Openoffice.arg f Online
Update.

4. Online Update

5. Reqistration

P TN
\

18.Here you have four registration choices. We recommend you tick “/ want to register
later”.

& Welcome to OpenOffice.org 2.4 E]
Steps 00 DOpenDffice.org Registration
1. Welcome ‘You now have the opportunity to reqgister as a OpenOffice.arg user,
Registration is voluntary and is without obligation.

2. License Agreement
I you register, we can inform you about new developments
3., User name concerning this product,
4, Online Update
5. Reqistration () T wantt to register now

©1

()1 do nak wank ko register

(1 have already registered

‘We hope you enjoy working with OpenOffice.org,

To exit the wizard, click Finish',

e

k)

Now click Finish and the program window will open.
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Notes:

[1] One method you can use to create your own desktop shortcut icons is, to click and hold
down your right mouse button on any one the program shortcuts shown in your “Start”
menu, then drag the mouse pointer to a convenient blank area on your desktop. When you
release the mouse button a small pop-up menu will appear, from which you click the

option to “Copy here”. [Return to step 13]

[2] Most of the license only relates to someone who intends to change the internal code of
the software. There is very little in the license terms which is of any importance or
relevance the person who just wants to use the software.

[Return to step 5] [Return to step 15]

[3] Registration is totally optional and serves only to provide the OpenOffice.org project
with a rough indication about the number of people using the software. If you do choose to
register, you will be directed to a small survey questionnaire on the OpenOffice.org
website. Unlike commercial software, you will NOT be given any “License Key” or
“Password” to use the OpenOffice.org software, because none are required.

[Return to step 18]

Tutorials are improved by input from users. We welcome your constructive criticism.

E-mail suggestions and comments to: contact@tutorialsforopenoffice.org

For other free tutorials go to: http://www.tutorialsforopenoffice.org

SOME RIGHTS RESERVED

This work is licensed under a Creative Commons Attribution 3.0 License
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