
To open a document, click File,Open to display the files in the 
current folder. 

Dialog Box:
There are a number of fields to help you find the file you want:
· Click Details button to see details of all files including Type, Size 

and when Last Modified. 
· Click Properties button after you have selected a document to 

see it's author, number of pages, words, characters, size, etc.
· Click Preview button to see a preview of selected document. 
· Click Search for file searches based on file name, type, text or 

property, or when last modified. E.g, a search with the property 
'Company', the condition 'begins with' and value 'J' would return 
files for companies whose initial letter is J . 

· Click Advanced for complex searches using 'And' or 'Or'. 
· Change the File Type to open a document created in another 

word-processing format. 

Accessing Alternatives: 
Menu: File, Open. 
Toolbar: File, Open, Std Toolbar. 
Keyboard: <Ctrl + O>


