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Prologue
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If you are reading this book, you probably already know that LibreOffice is a fully-functioned office software suite that runs on multiple platforms and is completely free.

I have created this book to provide guidance on using the latest version of LibreOffice using the same concept as my other books outlining the ICDL approach. This format will guide you through the practical use of LibreOffice Write principles.

WHAT THIS BOOK COVERS

This word processing guide is broken into the following sections.

⦁ Installing LibreOffice

⦁ Using LibreOffice Writer

⦁ Document creation

⦁ Document formatting

⦁ Managing document objects

⦁ Using mail merge

⦁ Preparing outputs for distribution

At the end of this guide, you will be able to:

⦁ Work with documents and save them in different file formats.

⦁ Choose built-in options such as the Help function to enhance productivity.

⦁ Create and edit small-sized word processing documents that will be ready to share and distribute.

⦁ Apply different formats to documents to enhance them before distribution and recognise good practice in choosing the appropriate formatting options.

⦁ Insert tables, images and drawn objects into documents.

⦁ Prepare documents for mail merge operations.

⦁ Adjust document page settings and check and correct spelling before finally printing documents.

The book was created using LibreOffice Writer and is based on the functionality offered in  LibreOffice 25.  However, you should find that it is compatible with most recent versions of Windows, MacOS and popular Linux distributions.

Getting used to a new application can be hard. I have tried to insert as many screenshots as possible to help you find options quickly. It may appear that there is repetition in the screenshots. This is intentional in order to help you by not having to scroll back and forward trying to perform a specific task.

Note: LibreOffice is very customisable, this document details how to use LibreOffice in the default configuration of Writer toolbars and menu options only. I will detail the options available in the tabbed menu in Chapter 8.

If you would like to change to a tabbed menu similar to Microsoft Word then from the toolbar click View then User Interface. Select the Tabbed UI Variant from the list.
[image: ]
Select “Apply to All” or  “Apply to Writer” as required.

To revert back to the Standard Toolbar, click the button with the three bars to the right of the toolbar.
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Select User Interface and choose Standard Toolbar from the dialog as show previously.

LibreOffice standard toolbar display three rows of commands:

	Menus
The very top row of drop-down commands for File, Edit, View etc.
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	Standard Toolbar
A row of buttons for document management, special characters etc.
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	Context Toolbar
This bars content can change to help work with specific elements of the application for example 	Text formatting when text is selected
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	Image placement and properties when an image is selected.
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​Chapter 1: Installing LibreOffice
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Many popular Linux distributions include LibreOffice in their standard installations or make it available through their application manager software.

For Microsoft Windows, you must download and install LibreOffice.

Remember to always download and run software from a reputable source. In this case, you can get the latest LibreOffice installer from LibreOffice.org https://www.libreoffice.org/download/download-libreoffice/ .

Once you have downloaded the installer, launch it from file explorer.

You will be presented with the welcome screen shown below. Click Next.
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Now you are prompted to continue with the installation. Select whether you want to create a shortcut on the desktop and to Load LibreOffice during system startup. This will make launching LibreOffice quicker on first run after starting up  but depends on how frequently you will be using LibreOffice. Hit Install.
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Installation will now proceed, so just wait until it completes.
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After a minute or so, you will be informed that installation has completed. Click Finish.
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​Chapter 2: Using LibreOffice Writer
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WORKING WITH DOCUMENTS

Open a word processing application.

⦁ Click the Start button.

⦁ Select All Programs.

⦁ Click LibreOffice
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The LibreOffice Desktop application will now open, listing recent documents in the central section of the form and the list of applications on the left.
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Open up Writer by clicking Writer Document in the Create section.
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The application will be launched and we are ready to edit our document.
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Close a word processing application.

⦁ Click the ‘x’ icon on the top right of the window.
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Open documents.

⦁ On the File tab, click Open.
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⦁ Navigate to the document(s) to open and click Open.
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Close documents

⦁ On the File tab, click Close.

Create a new document based on default template.

⦁ On the File menu, click New.
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Create a new document based on other available template like: memo, fax, agenda.

⦁ On the File menu, click New, then select Templates.
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⦁ Select the template required and double-click the template.
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Save a document to a location on a drive.

⦁ On the File menu, click Save. (A new document will automatically go to Save As).
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⦁ Enter a file name in the File name box and navigate to the location required.

⦁ Click Save.
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Save a document under another name to a location on a drive.

⦁ On the File menu, click Save As.
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⦁ Enter a new file name over the existing file name and navigate to the location required.
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⦁ Click Save.
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Save a document as another file type like: text file, Rich Text Format, template, software specific file extension, version number

Note that you may be asked to save the document in Open Document Format (ODF) or Microsoft Word format (.docx) format.

⦁ On the File menu, click Save As.

⦁ Click on the Save as type drop-down list and click a file type.
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⦁ Click Save.
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Switch between open documents.

⦁ Select Window on the toolbar.
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⦁ Click the name of the document to switch to.
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ENHANCING PRODUCTIVITY

Setting basic options/preferences in the application: user name.

⦁ On the toolbar click Tools and go to Options at the bottom..

⦁ On the LibreOffice User Data section, enter a user forename and surname in the boxes.
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⦁ Click OK.

Set basic options/preferences in the application: default folder to open or save documents.

⦁ On the toolbar click Tools and go to Options at the bottom.

⦁ On the LibreOffice Paths section, enter a default file location in the My Documents file location box.
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⦁ Click OK.

Using available Help functions.

⦁ Click the Help button on the top right of the toolbar.
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Use magnification/zoom tools.

⦁ On the View menu, click Zoom.

⦁ Check the required magnification check box
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⦁ Or click the Zoom option and enter the magnification required.
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​Chapter 3: Document Creation
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ENTER TEXT

Switch between page view modes.

⦁ On the View menu on the toolbar, click a view mode.

⦁ Normal view shows how a document will look when printed.

⦁ Web view shows how a document will look in a web browser.






Enter text into a document.

⦁ Click the document window.

⦁ Enter the text.

Insert symbols or special characters like: ©, ®, TM.

⦁ On the tool buttons click the Symbol button.
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⦁ Click from list given or click More Characters.

⦁ On the Special Characters tab, select a special character, like ©, ®, or ™, and click Insert.
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SELECTING AND EDITING

Display, hide non-printing formatting marks like: spaces, paragraph marks, manual line break marks, tab characters.[image: ]

⦁ On the tool buttons, click the Show/Hide button.

Selecting a character, word, line, paragraph, entire body text.
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Edit content by entering, removing characters, words within existing text.

⦁ Select the text for editing in the document window.

⦁ Edit text as required.
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Edit content by over-typing to replace existing text.

⦁ Press the Insert key to toggle between overwrite mode and insert mode. The current mode is displayed on the Status Bar
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⦁ Click immediately before the text to replace.

⦁ Enter new text.

Use a simple search command for a specific word, phrase.

⦁ On the toolbar, click Edit then the Find button.

The Find dialog is displayed at the bottom left of the document.
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⦁ Enter the word or phrase to find into the Search Text box.

Click the Up or Down buttons to find next or previous instances of the word or phrase being searched.
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Use a simple replace command for a specific word, phrase.

⦁ On the tool buttons, click the Replace  button.
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⦁ Enter the word or phrase to find into the Find box.

⦁ Enter the word or phrase to replace into the Replace box.
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⦁ Click Replace or Replace All.

⦁ Click OK if prompted.
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Copy text within a document, between open documents.

⦁ Select the text to copy.

⦁ On the Edit Menu, click the Copy button.

⦁ Click a new location within the document or within another open document.

⦁ On the Edit Menu, click the Copy button click the Paste button.

Move text within a document, between open documents.

⦁ Select the text to move.

⦁ On the Edit Menu, click the Cut button.

⦁ Click a new location within the document or within another open document.

⦁ On the Edit Menu, click the Paste button.

Delete text.

⦁ Select the text to delete.

⦁ Press the Delete Key.
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Use the undo, redo command.

⦁ On the tool buttons, click either the Undo or Redo buttons.
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​Chapter 4: Document Formatting
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TEXT

Change text formatting: font sizes.

⦁ Select the text to format.

⦁ On the Context toolbar, click the Font Size arrow.
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⦁ Select a size from the list or enter a size into the Font Size box.
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Change text formatting: font types.

⦁ Select the text to format.

⦁ On the Context toolbar, click the Font arrow.
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⦁ Select a font from the list or enter a font name into the Font box.
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Apply text formatting: bold, italic, underline.

⦁ Select the text to format.

1 To embolden the text, click the Bold button.

2 To italicise the text, click the Italic button.

3 To underline the text, click the Underline button.
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Apply text formatting: subscript, superscript.

1 Select the text to format.

2 On the Home tab, in the Font group, click the (1) Superscript or (2) Subscript button.

[image: ]
Apply different colours to text.

⦁ Select the text to colour.

⦁ On the Home tab, in the Font group, click the Font Colour arrow.
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⦁ Click on a colour.

Apply case changes to text.

⦁ Select the text to change case.

⦁ On the Format Menu , click the Text button.

⦁ To capitalise all of the letters, click UPPERCASE.

⦁ To make all letters lowercase, click lowercase.


⦁ To cycle between  Title Case, Sentence case, UPPERCASE and lowercase. Click Cycle-Case


⦁ To capitalise the first letter of a sentence, click Sentence case.

⦁ To capitalise the first letter of each word, click Capitalize Every Word.

⦁ To shift between two case views, click tOGGLE cASE.
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Apply automatic hyphenation.

⦁Automatic hyphenation  is only available for paragraph styles and individual paragraphs.

To Automatically Hyphenate Text
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