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When you open Impress, the Presentation Wizard will appear. The wizard allows you to create 

an ‘Empty presentation’  create a presentation from a template or open an existing 

presentation. For more information see Starting a New Document. 

 

 

The Impress title bar is located at the top of the window, and below the menu bar on Mac OS 

X and certain Linux distributions. It displays the name of the current document and its file 

extension. 

 

 

The Menu bar is located either below (Windows, some Linux distributions) or above (Mac, 

some Linux distributions) the title bar. It houses drop-down menus and sub-menus that guide 

you to commands like opening and saving files, formatting the presentation, and getting help. 

This is discussed further in the User Interface page. 

 

 

 

The standard Impress toolbar appears beneath the menu bar and is a fixed toolbar which is 

always visible. It gives you quick access to basic tasks like saving, print and inserting tables. 
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Contextual toolbars appear beneath the standard toolbar are visible only when the relevant 

object is selected. For example, when a text box is selected, the Text Formatting toolbar is 

visible. 

 

In addition to being anchored at the top of the screen, 

toolbars can float as an independent window. Click and 

drag the toolbar to place it anywhere on your workspace. 

See Floating and Anchored Toolbars for more 

information. 

 

The Slide Pane appears by default on the left of your workspace and displays thumbnails of 

your presentation slides. The slides are shown in the order they will appear in the 

presentation. In this pane you can perform operations like creating new slides, deleting slides, 

and renaming slides. You can reorder slides by dragging and dropping. Clicking on a slide will 

open it in the workspace for editing. 

 

The Workspace occupies the centre of your screen and displays your slides. Click the tabs 

above it to change the Workspace view, or select them in the View menu in the menu bar. 

The default workspace view is Normal, which will display your selected slide as it will appear in 

a Slide Show. The Normal view is used to format and design slides and add content to the 

presentation. 
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The Outline view displays the text in each slide, including the topic titles and lists in the 

default text boxes. This view is used for adding, deleting and editing the text of the slide 

without affecting the slide design. 

 

The Notes view displays and lets you add notes to a slide. Notes are not shown in the Slide 

Show presentation and can be used as notes to yourself or others who open the file in 

Impress. To add Notes to a slide: 

Click the Notes tab in the Workspace or select Notes page in the View menu. Select a slide by 

clicking it in the  lide pane.  egin typing in the ‘Click to add notes’  ox. 

 

The Handout view displays the layout for a printed handout. You can select how many slides 

are shown per page in the Layouts task pane. The options are 1, 2, 3, 4, 6 and 9 slides per 

page. 

 

The Slider Sorter view shows all of the slides in a thumbnail view, in the order they will be 

shown in the presentation. 
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The open office sidebar deck is displayed on the right corner of Impress. This sidebar can be 

customized in various ways to suit your needs. It can be hidden or undocked if it is not in use 

or to create a larger space for the presentation slides if required. The sidebar deck can also be 

increased or decreased in width depending on the user choice. Open Office Impress provides 7 

menu options.The items in menu are: 

1. Properties 
2. Master pages 
3. Custom Animation 
4. Slide Transition 
5. Styles and Formatting 
6. Gallery 
7. Navigator 

 

Properties Is the first icon on the sidebar menu. It offers 12 

different layout styles for presentation slides. Every slide is 

customizable by choosing a different layout style every time 

a new slide is inserted in an Impress presentation. Following 

is an image of the properties icon and layout styles in 

Impress. 

 

Impress offers master pages as the second icon on the sidebar menu. It has various options to 

choose from in order to get a consistent layout for all slides of a presentation. The options 

page is divided into three self- explanatory sections Used in this presentation, Recently used 

and Available for Use 
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The custom animation icon (icon 

image done) appearing third in the 

sidebar menu is used to add and 

modify animation. It can be given 

effects such as Start time, Speed 

(slow, medium fast) and Property. 

Below is a screen shot of custom 

animation and its options box. 

 

 

 

 

Slide transition is the fourth icon in the 

sidebar menu. It has 56 ways to transition 

the slide. Slide can be modified using two 

options of Speed and Sound. The default 

speed of a slide transition is set to medium 

and the Sound is set to None. Speed has 

three settings: Slow Medium Fast. For 

sound open office provides 38 different 

sound settings to choose from. Each slide 

can be set to have a different setting for 

type of slide transition, speed modification 

and sound modification. 

Advance slide options in slide transition has 

options to change slides progressively using 

two options. Clicking the first option 

changes a slide by a click of the mouse. The 

second option offers time frames to 

automatically change a slide. 
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Style and Formatting icon is the 5th on Impress sidebar menu. It has 

several formatting and style options to choose from. Following is the 

screen shot of the sidebar where the icon and its menu options are 

highlighted in a red box. 

 

Gallery is the 6th option in the 

sidebar menu. It holds a collection of 

images and sounds for use in 

presentation slides. They are 

grouped under several subcategories 

each representing a different topic. 

For e.g. Computers holds images of computers and related 

areas, Transport holds images of vehicles, TextShapes holds 

spherical, rectangular, oval shapes and so on. Gallery also has 

the option of creating a custom new theme. The new theme 

can be given any name. It can hold images or sounds uploaded 

from the computer as well as images selected from the given 

gallery itself.Following is an example screen shot of a new 

theme called 'Connectors' with image files added to it. 

 

 

 

Impress navigator sits as the last icon on the sidebar menu. It can 

also be accessed via its icon the top toolbar and by (Ctrl + Shift + 

5) on a windows keyboard. The function of the navigator is to 

show all slides in a particular saved presentation. The navigator 

displays slides with the given names in the chronological order of 

its presentation sequence. 
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You can create a new Presentation by clicking File and New and selecting Presentation, 

which will open the Presentation Wizard. This can be done from within any program in the 

OpenOffice suite. 

 

When you open Impress, the Presentation Wizard 

will appear. The wizard allows you to: 

1. Create an Empty presentation, 
2. Create a presentation from a template 
3. Open an existing presentation. 

The wizard displays a preview of your selection on 

the right hand side. 

 

To create an empty presentation, select File  -  New -  

Presentation.. 

Click Properties – Layout to select a slide design. 

You can choose from a list of slide designs, as well as 

the 'output medium' which will determine how the 

presentation will be displayed. This will usually be on a Screen e.g. computer monitor. 

You can also click Format – Slide desing   to create a blank presentation. 

 

To create a presentation from a template, select From template. You can select a 

Presentation template such as 'Introducing a New Product'. This will create a design with 

example content which you can edit. 
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Click File – New – Template to select a slide design. You can choose from a list of slide 

designs, as well as the 'output medium' which will determine how the presentation will be 

displayed. This will usually be on a Screen e.g. computer monitor. 

 

You may want to open an existing presentation to edit or to view. 

Select File and click Open... to open the File Explorer. Use this to navigate to your 

presentation file. 

Click Open to open the presentation. 
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 This module intends to present a wide aspect of the process of creating within the 
environment of OpenOffice.org Impress and familiarize the user with the possibilities 
of this tool. 

 

 

 Elements of a presentation 
 Creating slides 
 Inserting slides 
 Saving a presentation 
 Exiting the programme 
 Opening an existing document 
 Recovering a presentation 
 Closing a document 
 Moving within the presentation 
 Printing a document 

 

 

 

Objectives 

 The objective of this activity is to familiarize with the elements of a presentation and 
to create a slide. 

 

Developing the activity 

 

a) Elements of a presentation: 
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The whole elements of a presentation can be divided in various parts: 

 The slides: They are the group of elements that form a presentation. They can be 
created and modified individually. For example, a presentation about the European 
Union can have the following slides: The countries of the European Union, the year 
of their inclusion to the Union, capitals, countries within the Eurozone, etc. 

 The format: It is the guide that facilitates the organization and development of the 
presentation content. It can be the content of a speech, reminding notes, supporting 
information. It demonstrates all the layouts as well as the slides. 

 The notes: They are the elements of a presentation that can help a speaker create a 
speech guide. They are usually clarifying notes since the format is the element that 
serves as the guide of the presentation. They are copies of the slides that can be 
printed and given to the participants of the screening. 

 

 

When creating a presentation, you can work with the above elements separately. 

 

b) Creating slides: 
The screen most convenient to 
work is the following but the 
configuration can change from 
the menu View: 
 

 

There are three vertical parts on 

the screen: 

 Slides (left): With  
the order of all the  
slides that we will  
create.  
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 Editing zone (central): The working  
space for editing the slides. It offers  
different viewing options: Normal  
(default), Outline, Notes,  
Handout and Slide Sorter. 
 

 

 

 

 

 Layouts (right): The space that by default, 
offers the layouts that we can choose, but 
also offers the options of Properties, 
Custom Animation, Slide Transition, etc. 

 

 

 

 

 

 

 

 

 

 

That’s the reason that the programme can offer a  ig variety of options a out visualizing the 
work created as well as the options of format and presentation. 
 

c) Inserting slides: 
If you wish to add more slides to your presentation, select Insert / Slide in the tool bar. 
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d) Saving a presentation 
Once the presentation is finished it has to  e saved   ut it’s 

better to save it during the creation process to avoid the danger 

of losing it in case of electricity failure. The menu File let’s you 

choose between two options: Save as and Save.  The first one 

allows you to name a presentation and save it, while the second 

one allows you to save a presentation that is already named 

and in the case it is not, you can name it. When you save a 

presentation for the first time or activate Save as  it’s always 

better to fill in all the parts of the option File/Properties. 

e) Exiting the programme 
In order to close the programme, like in Windows software, you 

can select one of the following options: 

 Activate the option Exit from the menu File. 

 Activate the option Close Window from the menu 
Window.  

 Press simultaneously the keys ALT + F4. 

 Right click the Title Bar (on the top of the screen with 
the name of the document) in the window of the 
programme and select Close. 

In any of the above cases, if the document has not been saved or has been modified since the 

last saving, the programme asks you if you want to save the changes or not. 
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1. Open a New presentation 
2. Select by default the options that the programme provides 
3. Select the format Title Slide 
4. Write as a title The European Union 
5. Write as a subtitle Social Sciences 
6. Insert a new slide and write inside it 
7. Open the option Save as in the menu File and save the slide by the name ACTP01 as 

an ODF Presentation (.odp) (*.odp) 
8. Go to File / Properties. Select the tab Description and write the title of the 

presentation  
9. Exit the programme 
 

 

 

1. Reopen the document  ACTP01.ODP 

2. You can click the icon   in the tool bar, or go to the option Slide in the menu 
Insert. 

3. Select from  Layouts / Title Slide 
4. Write inside the title box: Countries of the Eurozone. 
5. Write inside the other box of the slide: Germany, Austria, Belgium, Cyprus, Slovakia, 

Slovenia, Spain, Estonia, Finland, France, Greece, Ireland, Italy, Latvia, Lithuania, 
Luxemburg, Malta, Netherlands and Portugal. 
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6. Complete the presentation by inserting a couple more slides using the same type of 
layout: Title Slide or another type of layout. For example, in the next slide the year of 
inclusion in the Union: Germany, 1958; Austria, 1995; Belgium, 1958; Cyprus, 2004; 
Slovakia, 2004; Slovenia, 2004; Spain, 1986; Estonia, 2004; Finland, 1995; France, 
1958; Greece, 1981; Ireland, 1973; Italy, 1958; Latvia, 2004; Lithuania, 2004; 
Luxemburg, 1958; Malta, 2004; Netherlands, 1958; Portugal, 1986. In the last slide, 
the names of the countries and their capitals  which you can search in case you don’t 
know them.  

7. Save the presentation by the name ACTP02.ODP and add the title as Comment (File/ 
Properties/Description). 
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Objectives 

 The objective of this activity is to reopen an existing document or presentation. 
 

Developing the activity 

 

a) Open an existing document 
OpenOffice.org Impress allows you to open a document by a variety of formats. The most 

common are: 

 

 

b) Reopen a presentation 
To reopen a presentation, the following options are available: 

 In the menu File, Recent Documents informs you about the last presentations that 
have been opened. If the document that you are going to open is in the drop down 
menu, you only need to click on its name to open it.  

 Activate the option File/Open or the icon      and select the document from the list.  
 

In Windows Explorer you can also reopen a document by double clicking on its name 

(supposedly the data documents are associated with corresponding commands). 

c) Moving within a presentation 
To move within a presentation there are different procedures: 

 Press the arrow keys on your keyboard to move the point of insertion up, down, right 
or left. 

 Place the cursor on the ARROW ABOVE or the ARROW BELOW in the vertical scroll bar 
and keep pressing the right button of the mouse (the cursor turns into an arrow and 
the scroll square will move inside the scroll bar); a message box informs you about the 
page and the title of the section. 
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Click with the mouse at any area of the text to modify the position of the cursor. 

You can also move by pressing the keys CTRL + HOME to go to the first slide and CTRL + 

END to go to the last one. 

 

1. Enter the programme Office.org Impress 
2. Reopen the document ACTP01.ODP from Open 
3. Close the document and reopen the same one from File / Recent Documents 
4. Exit OpenOffice.org Impress 

 

1. Exit the programme OpenOffice.org Impress. 
2. Activate Windows Explorer. 
3. Search for the course activity documents. Notice that the ODP documents have the 

symbol     
4. Double click on the document ACTP01.ODP 
5. Notice that OpenOffice.org Impress has been executed and the selected document 

has been opened. 
6. Exit OpenOffice.org Impress and repeat the process with other ODP documents. 
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Objectives 

 The objective of this activity is to print a presentation. 
 

Developing the activity 

a) Printing a presentation 
 

You can print a presentation by selecting the function Print from the menu File or clicking the 

button     to print or by the keyboard by pressing the combination keys of CTRL+P. 

The printing function presents a dialogue box that allows you to choose the element you wish 

to print: 

 

 

 

 

 

 

 

If you wish to modify the orientation of the page in order to print horizontally or vertically, go 

to Properties/Paper/Orientation and you can choose horizontal, vertical and other options. 
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If you want to print more than one slide in the same page, go to the menu File / Print to the 

tab Range and copies and select the name of the slides you want. 

 

 

1. Open the document ACTP02.ODP 
2. Complete the presentation by inserting a couple more slides  
3. Print the presentation placing two slides per page 
4. Save the presentation 
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