
Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 

Libre Office - Writer

1



What is word processor?

The application program that is enabling the process of text is called “word processing 

program” or simply “word processor”. It allows the user to enter, view, edit, manipulate, store 

and print text material

Example of Word Processor:

• Notepad

• WordPad

• MS-word

• LibreOffice Writer

• PageMaker

• WordStar
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Libre Office Writer

• LibreOffice Writer is the free and open-source word processor Software.

• Writer is a word processor similar to Microsoft Word.

• Writer can be used across a variety of platforms, including Linux, FreeBSD, macOS and

Microsoft Windows.

Features of Libre Office Write

• Writer is capable of opening and saving to a number of formats, including OpenDocument

(ODT is its default format), Microsoft Word's DOC, DOCX, RTF and XHTML.

• A spelling and grammar checker

• Built-in drawing tools

• Built-in calculation functions

• Mail merge

• Fields and forms
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Writer Interface
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Element of Writer Window

Title bar: The title bar displays the name if the currently active word document. It also holds same 
control buttons- minimize, restore/maximize and close.

Menu Bar: Menu bar is located just below the title bar. It has group of command with 11 menu as 
File, Edit, View, Insert, Format, Style, Table, Form, Tools, Window and Help. These menu allows the 
user to perform different task. 

Tool Bar : Tool bar is a collection of command buttons usually with icon that provide shortcuts to 
task. It is located just below the menu bar and above the horizontal ruler.

Scroll bar: The scroll bar helps you scroll the content or body of document.

Workspace: The workspace is the area in the document window where you type the text of your 
document. 

Ruler: Showing page width and position of tab, indents columns and margins.

Status bar: The status bar displays information about the currently active document. This includes 
the page number that you are working, the column and line of the cursor position and so on.
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Navigation in Document
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Action Keyboard Shortcuts

Left one character Left Arrow

Right one character Right Arrow

Down one line Down Arrow

Up one line Up Arrow

Left one word Ctrl+Left Arrow

Right one word Ctrl+Right Arrow

To the beginning of the current line Home

To the end of the current line End

To the beginning of the document Ctrl+Home

To the end of Document Ctr+End

To the beginning of the previous page Ctrl+Page Up

To the beginning of the next page Ctrl+Page Down

Up one screen Page Up

Down one screen Page Down



Text Selection using keyboard shortcut

To Select Shortcut Key

A Word Shift+Ctrl+ ← or → Arrow key

To the Beginning of Line Shift+Home

To the end of Line Shift+End

To the end of Paragraph Ctrl+Shift+ ↓

To the Beginning of Paragraph Ctrl+Shift+ ↑

One Line at Time Shift + ↑ or Shift + ↓

To The beginning of Document Cltrl+Shift+Home

To The end of Document Cltrl+Shift+End

Select All Document Ctrl+A
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Creating New Blank Document  

In Write you can create multiple document without closing 

the previous document file. The default name of write file is 

Untitled 1.

Step to Create a new Document:

• Go to File Menu -> New -> Text Document 

• or  Press (Ctrl+N)
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Creating New Document Using Templates 

Template is a set of predefined styles that is used to 

create new document by using the following 

method.

Steps:

• Click on File->Template->Manage Template or 

Press (Ctrl+Shift+N)

• Select the desired Template and click on open 

Button.
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Opening an Existing document

• Open Option allows you to open an existing Writer 

document from either the hard disk or other media 

attached to the computer.

• Steps:

• Click the Menu, and then click Open or Press 

(Ctrl+O). 

• In the left pane of the Open dialog box, click the 

drive or folder that contains the document. 

• In the right pane of the Open dialog box, open the 

folder that contains the document that you want.

• Click the document and then click Open. 
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Opening and saving files on remote servers

• LibreOffice can open and save files stored on remote servers (that is, not on your computer 

or local area network). 

• Keeping files on remote servers allows you to work with the documents using different 

computers. For example, you can work on a document in the office and also at home or 

elsewhere. 

• Storing files on a remote server also backs up documents, saving data from computer loss 

or hard disk failure. 

• Some servers are also able to check files in and out, thus controlling their usage and 

access.

• LibreOffice supports many document servers that use well-known network protocols such 

as FTP, WebDav, Windows share, and SSH. 

• It also supports popular services like Google Drive and Microsoft OneNote, as well as 

commercial and open source servers that implement the OASIS CMIS standard. 
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Opening file from remote servers

• Opens a document located in a remote file service.

• Step:

• File Menu->Open Remote

• Select the service ex: google drive

• Enter the user name and password

• Select the file from list

• Click on open button.
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Saving a Document

You can save a document using any of the following commands:

• Save – use if you are keeping the document, its current filename and location.

• Save As – use to create a new document, or change the filename and/or file format, or save 

the file in a different location on your computer.

• Save Remote – use if your document is already stored in a remote server or will be stored 

in a remote server.

• Save a Copy – use to save a copy of your current document and keep the current 

document open for more editing.

• Save All – use to save all the files open in your current session.
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Save Command

• The first time you save a Writer document, you have 

to assign a name and choose the folder in which to 

save it.

Steps:

• Click on File Menu and choose save option or 

Press (Ctrl+S) or Click save button from Standard 

toolbar

• Then Save As dialog box will appear (if you are 

saving file first time)

• Specify the file name & location

• Click on save button
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Save As command

Save as allows you to save the current document 

under a new file it also allow to save the 

document with different format and different 

version of MS-word like ms-word 2003,2007  

version, ODF tex Document Template (.ott) and 

html format etc.

Steps:

• Click on file Menu and choose Save As 

option or Press (Ctrl+Shift+S) 

• Then Save As dialog box will appear 

• Specify the New file name and chose 

format from save as drop down list

• Click on save button.

15



Password protection

LibreOffice provides two levels of password protection: read-protect (file cannot be viewed 

without a password) and write-protect (file can be viewed in read-only mode but cannot be 

changed without a password). 

Thus you can make the content available for reading by one group of people and for reading 

and editing by a different group.

Steps:

1. Use File > Save As when saving the document. (You can also use File > Save the first time 

you save a new document.)

2. On the Save As dialog, select the Save with 

password option in the lower left corner, and then 

click Save.
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Password protection (Conti..)

3. The Set Password dialog opens .Here you have several 

choices:

• To read-protect the document, type a password in 

the two fields at the top of the dialog.

• To write-protect the document, click the Options 

button and select Open file read-only in the File 

Sharing Password section.

• To write-protect the document but allow selected 

people to edit it, select Open file read-only and type a 

password in the two boxes at the bottom of the 

dialog.
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Step  to Save file in Remote Server

Use this command if your document is already 

stored on a remote server or you want to store it on 

a remote server.

Step:

• Choose File > Save Remote. 

• When the Save As dialog appears, enter or verify 

the name, type, and location, then click Save.
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Closing a Document

• When you want to close the current document without closing the application you 

can choose close option.

Steps:

• Click on file menu and choose Close Option or Press (Ctrl+W)

• If the file is not saved before the close operation, writer display a dialog box 

confirming the saving of file.
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Exit from Writer

• Exit (Ctrl+Q): Exit option allows you to quit Writer Application.

Steps:

• Click on file menu and choose Exit option or Press Ctrl+Q or Click on 

close button on title bar .

• If the file is not saved before the close operation, writer display a 

dialog box confirming the saving of file.
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Undo and Repeat action

Undo option allows to cancel or remove the last changes taken place in the document such 

as editing, formatting etc.

Steps:

• Click on undo button from quick access toolbar or press (Ctrl+Z) from keyboard.

Repeat option allows to repeat the last changes that canceled by undo operation.

Steps:

• Click on repeat Button from Quick access toolbar or press (Ctrl+Y) from keyboard.
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Selecting text

• Selecting text in Writer is similar to selecting text in other applications. You can swipe the 

mouse pointer over text or use multiple clicks to select a word (double-click), sentence 

(triple-click), or paragraph (quadruple-click).

• In addition, you can select non-contiguous items and vertical blocks of text.

• One way to change the selection mode is to use the icon on the Status bar. When you right-

click the icon, a context menu displays the options: Standard selection, Extending selection 

(F8), Adding selection (Shift+F8), and Block selection (Ctrl+Shift+F8).Click on an option to 

activate it.
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Cutting, copying, and pasting text

• Cut-it means moving data originally.

• Copy- it means creating Duplicate of data without moving original data .

• Paste-Paste inserts the current clipboard contents into the new location. 

• With Mouse 

• Select data→ Copy → Paste 

• Select data→ Cut → Paste 

• With  keyboard

For copy & paste 

Shift+→ → Ctrl+C --->  Ctrl+V

Shift+→ → Ctrl+x --->  Ctrl+V
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Using the Find toolbar

• By default, the Find toolbar is docked at the bottom of the LibreOffice window, just above 

the Status Bar.

• If the Find toolbar is not visible,

• View > Toolbars > Find  or  Edit > Find on the Menu bar or by pressing Ctrl+F.

• To use the Find toolbar, click in the box and type your search text, then press Enter to find 

the next occurrence of that term. Click the Find Next or Find Previous (arrow) buttons as 

needed.
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Using the Find and Replace dialog

To display the Find and Replace dialog use any of the 

following methods:

• Use the keyboard shortcut Ctrl+H

• Choose Edit > Find and Replace on the Menu bar.

• Click the Find and Replace button on the Find 

toolbar.
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Moving quickly through a document

Writer provides ways to move quickly through a document and find specific items, including:

• Go to Page

• Navigator

• Outline folding

• Reminders
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Using Go to Page

You can jump to a specific page in the document in these ways:

Step:

• Click on the page number field on the Status Bar.

• Choose Edit > Go to Page on the Menu bar.

• Press Ctrl+G on the keyboard.
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Formatting Text 

• The Font Group allows you to change your text font style, size, color and many other elements. 

Steps:

• Select the text which you want to format

• Choose the font name, font-size or color which required

• Font Family

• Increase/Decrease Font Size

• Text Color

• Bold/Italic/Underline/Strikethrough/Superscript/Subscript

• Change Textcase

• Remove formatting

• Highlight Text
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Basic Formatting Using keyboard

Action Shortcut Key

Bold Ctrl+B

Italic Ctrl+I

Single Underline Ctrl+U

Double Underline Ctrl+D

Clear Direct Formatting Ctrl+M

Toggle Number List F12

Toggle Bulleted List Shift+F12

Toggle Print Preview Ctrl+Shift+O

Subscript Ctrl+Shift +B

Superscript Ctrl+Shift + P

Increase font size Ctrl+Shift +  ]

Decrease font size Ctrl+Shift + [
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Change Text Case 

• You can change the case of selected text in a document. 

Following cases are available in ms word

• Sentence case

• UPPERCASE

• lowercase

• Capitalize Each Word

• tOGGLE cASE

• Cycle case -(Shift+f3) Key used to switch from lowercase to upper and  capitalize 

each word its work vice versa is called cycle case. 
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Formatting Paragraph

• Paragraph Group allows you to change your paragraph alignment, line spacing, 

paragraph spacing, text indent  and many other elements.

Steps:

• Select or place the cursor on paragraph in which you want to perform the 

formatting

• Choose required option from paragraph group on home tab.
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Text Alignment

• The attribute alignment of a paragraph refers to the position of the document text on 

the page.

Step:

• Select the line of text which alignment you wan to change

• Select the required alignment button from paragraph group on home tab.
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Alignment Shortcut key

Left Alignment Ctrl + L

Right Alignment Ctrl + R

Centre Alignment Ctrl + E

Justified Alignment Ctrl + J



Bullets and Numbering: 

• Bullets and numbering basically used for making a list or arranging the contents in 

order. You have many choices in number and bullets as well.

Steps:

 Select the line of text which u want to convert in list or place the curser before type 

your list.

 Select the bullet or number style which required , from paragraph group on home tab.

• We can also create nested list means list inside the list by using increase and 

decrease list level button.

33



Line and paragraph spacing

• In ms-word document we can increase decrease the space between two lines.

• Step:

• Select the paragraph you want to format.

• Click on line spacing drop down arrow on paragraph group from home tab.

• Select the line spacing from the list.
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• Find

• With Writer's Find feature you can quickly search for text inside a 
document .

• To access this command...

• Choose Edit - Find.

• Ctrl+F

• Find & Replace 

• With Writer's Find and Replace feature you can quickly search for text inside a 
document and to to quickly replace it with a replacement text.

• To access this command...

• Choose Edit - Find & Replace.

• Ctrl+H

• On the Standard bar, click

• Find & Replace
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• Formatting Marks

• Shows hidden formatting symbols in your text, such as paragraph marks, line breaks, tab 

stops, and spaces.
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Formatting Marks

To access this command...

Choose View - Formatting Marks

Ctrl+F10

On Standard bar, click 



• Checking Spelling and Grammar

• You can manually check the spelling and grammar of a text selection or the entire 

document.

• Click on Tools menu -> Spelling (F7)

• Click on Tools menu -> Automatic spelling checker (shift+F7) 
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Working With Table

• A table contains information arranged in rows and columns. Arranging text in tabular form 
makes the text look neat and organized. A table is made up of rows and columns that you 
can fill with text and graphics. The first row contains headings for each of the columns. Each 
heading is referred to as a field name.

• To Insert a Table From a Toolbar

• Place the cursor in your document where you want to insert the table.

• On the Standard or the Insert bar, click the arrow next to the Table icon.

• In the table grid, drag to select the numbers of rows and columns that you want, and then 
release.

• To cancel, drag to the other side until Cancel appears in the preview area of the grid.

• To Insert a Table With a Menu Command

• Place the cursor in your document where you want to insert the table.

• Choose Table - Insert Table.

• In the Size area, enter the number of rows and columns.

• Select the options that you want, click OK.       
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Working with Image , chart 

• You can add graphic and image files, including photos, 

drawings, and scanned images, to LibreOffice documents. 

•

Click in the LibreOffice document where you want the image to 

appear.

• 2) Choose Insert > Image on the Menu bar or click the Insert 

Image icon on the Standard toolbar. 

• On the Insert Image dialog, navigate to the file to be inserted, 

and select it.
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Hyperlink 

• This option allows you to link a text or image from website, file, 

email or any bookmark by which you can quickly jump to a 

specific file or location.

• Go to page 1 (where you want to create a link) and select the word/line.

• From the menu, select Insert > Hyperlink. Go to Insert Tab and click on the 

Hyperlink option for Tabbed bar style.

• On the Hyperlink window, click Document on the Left.

• Under Target in Document, click on the small scope icon.

. 
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Working with Header and Footer

• A header is a text or graphic that is automatically printed at the 

top of every page and footer is a text or graphic that is 

automatically printed at the bottom of every page. 

Step:

• About Headers and Footers

• For  header, Insert - Header and Footer - Header, and then select 

the page style for the current page from the submenu.

• For Footer, Insert - Header and Footer - Footer, and then select 

the page style for the current page from the submenu.

•
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Drop Caps

• A drop cap is a large letter that begins a paragraph and drops 

through several lines of text .

• To access this command...

• Choose Format - Paragraph - Drop Caps tab.

• Choose View - Styles - open context menu Modify/New -

Drop Caps tab.
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Watermarks

Watermarks refer to very light text or graphics

behind the text of a document. It is often used by

companies to add the logo to documents.

• Insert a watermark text in the current page 

style background.

• To access this command...

• Choose Format - Watermark.
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Page Breaks

• Inserting and Deleting Page Breaks

• To Insert a Manual Page Break

• Click in your document where you want the new page to begin.

• Press Ctrl+Enter.

• To Delete a Manual Page Break

• Click in front of the first character on the page that follows the manual page break.

• Press Backspace.
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Page style 

• This command allows you to sets the margins, paper source, paper size, page 

orientation and layout options for the active file.

• Orientation 

• This option help to change the page orientation from portrait to landscape and vice 

versa.

• To Change the Page Orientation for All Pages

• If your text document consists only of pages with the same page style, you can change 

the page properties directly:

• Choose Format - Page Style.

• Click the Page tab.

• Under Paper format, select “Portrait” or “Landscape”.

• Click OK.
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Forms in Writer

• Forms –Form is used for displaying data in unique way. 

• Contains commands for activate form design mode, open control wizards and insert form controls in your text document.

• Design Mode

• Enable or disable form design mode.

• Control Wizards

• Enable or disable control wizards.

• Label Field

• Adds a field for displaying text labels. These labels are only for displaying predefined text, and not for entering text.

• Text Box

• Adds an input box where you can enter and edit text.

• Check Box

• Adds a check box that you can use to turn a function on or off.

• Option Button

• Formatted Field

• Adds a text box where you can define the formatting for text that is inputted or outputted as well as any limiting values. Etc.
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Mail Merge

Create and print multiple copies of a document to send to a list of different recipients 

(form letters).

• Create the Mail Merge

• Step 1 - Select Starting document.

• Step 2 - Select Document type.

• Step 3 - Insert Address Block.

• Step 4 - Create letter salutation.

• Step 5 - Adjust Layout of Address Block and Salutation.

• Save Outgoing document.

• Further procedure via the "Mail merge" toolbar.

• Prepare Outgoing document.
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