
Open Gateways Curriculum 
for Teachers 1 

Module 1: Introduction to StarOffice™ 6.0 Office Suite

Facilitator Notes

Module 1 content provides detail about key StarOffice™ 6.0 Office Suite components. The
material is not formatted as a step-by-step training guide. It is designed to present an
overview of the features, menus and icons. 

PREREQUISITE

Module 1 is a prerequisite for all subsequent Open Gateways Curriculum for
Teachers training modules.

Learning Outcomes

1. Review the Learning Outcomes on page 1
of Module 1.

2. Explain that the goal is to develop
confidence and comfort using the
StarOffice™ 6.0 Office Suite. 

3. Emphasize that familiarity with other
productivity suites, such as Microsoft Office or StarOffice 5.2, will result in a very fast
learning curve as they migrate to this tool. New learners will find the interface to be
intuitive and inviting.

StarOffice™ is a unified Office Suite. This means that many of its features,
like inserting hyperlinked graphics and creating styles, are available across
applications and work the same way no matter where you're using them.
Importing an object or image into a word processing document works the
same way as adding it to a presentation or spreadsheet. 

Explain that once a user learns how to perform a basic function, they can do
it anywhere!
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Prerequisites

1. Survey to determine that participants are familiar with mouse operations and the
computer operating system environment, e.g. Solaris 8 Desktop (Common Desktop
Environment), Windows, Linux. 

2. If participants do not meet basic prerequisite levels, review the operating system, such as
the "Introduction to the Common Desktop Environment Participant Guide" found under
Trainer Resources at the Open Gateways Curriculum for Teachers Training Guides: 
http://www.sun.com/aboutsun/comm_invest/ogp/training/index.html

Module 1 Delivery – Hands-on Exploration

Module 1 is designed to provide an opportunity for hands-on exploration. You may
determine to deliver parts of Module 1 and not the complete training guide. The principles
can be built upon in subsequent workshops.

1. Print and distribute Module 1 as a resource guide.

2. Explain that you will demonstrate the basics of  StarOffice™ 6.0 and that you will allow
time for them to explore on their own.

3. Explain that the following applications will be addressed in the Open Gateways
Curriculum for Teachers training guides:
• StarOffice™ Writer (word processing)
• StarOffice™ Calc (spreadsheets)
• StarOffice™ Impress (slide show presentations)
• StarOffice™ Draw (graphics)

Demonstrate

1. Ask participants to “make their mice dead.” You want
all eyes on the screen. 

2. Begin a Text document or refer to Module 1 and
identify the key function bars shown in Figure 1.4 of
Module 1:

• Main Toolbar
• Title Bar
• Menu Bar
• Function Bar
• Object Bar
• Status Bar
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2. Show the menus, toolbars, and icons. Do not spend time reviewing each Menu item
and its functions. 

3. There are often a number of avenues to perform a function. Show a few shortcuts, and
ask participants to take notes!

TIP

There are numerous ways and shortcuts to access StarOffice™ commands
and  functions; however, it's best to advise participants that all commands
can be accessed within the Menus. 

Shortcuts

After a few demonstrations, you may survey the participants for which shortcuts they
prefer, so you can streamline what type of shortcut you deliver. A listing of shortcuts is
provided at the end of the Module 1 training guide.

Launch, Save & Retrieve

1. Ensure they are comfortable with launching various modules, e.g. Text Document,
Spreadsheet, Drawing, Presentation, etc.

2. Explain that one window will open per document and that each window is fully
contained, meaning that all functions for that module are available in that window.

4. Encourage participants to fully explore the StarOffice™ interface and functions on their
own.

5. Briefly review the online Help feature and show how to search for a topic.

6. Review file structure and hierarchy and saving documents. Do this by practicing
saving and opening files, navigating through folders, etc. Begin by opening and saving a
Writer text document to ensure they are comfortable with saving and retrieving
documents and understanding basic file hierarchy. 

7. If time permits, practice saving with passwords.

Review

1. Review the Learning Outcomes to ensure participants leave the training familiar with
these basics.

2. Allow time for questions and answers. Write these on the board.

3. Encourage other participants to answer the questions and provide their insight and
solutions.
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Independent Practice

Here is one idea to guide participants through an Independent Practice.

Scavenger Hunt

1. Download the Scavenger Hunt from the Open Gateways Curriculum for Teachers
website: www.sun.com/aboutsun/comm_invest/ogp/training/ 
Module 1: Independent Practice.

2. Use this to guide each participant's independent practice with Module 1 of the Open
Gateways Curriculum for Teachers. Participants need to match a series of questions in
the left column with the correct answers in the right column. Tell participants they may
use the computer and their hand-outs as sources of reference.

3. During the time participants are working on this activity, circulate around the group and
guide them to apply what they see on the Scavenger Hunt by comparing this to the
computer, to StarOffice™. (This connection will not only make it easier for your
participants to learn but also to retain the information for a longer period of time.)
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