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10 tipswhen using LibreOffice Writer

We want to provide some small tips and tricks you can apply to LibreOffice Writer. These tips don't help you
become a better writer, but they will make the writing process easier than ever.

QuanTriMang - As employees often have to write technology articles, we often use LibreOffice in our daily
work. Therefore, it can be said that we have had a little relationship with this word processing
application. Most people use only a small portion of LibreOffice Writer's features and seem satisfied with
them. In fact, if a certain average user knows exactly what he or she owns, they will be surprised at what they
are missing.

Therefore, we want to provide some small tips and tricks you can apply to LibreOffice Writer. These tips don't
help you become a better writer, but they will make the writing process easier than ever.

1. Create hyperlink quickly

When working with articles, you may want to add hyperlinks - hyperlinks - to make the content more
compelling, one of the most complex things. You must type in the word, click on the Hyperlink button, enter
the URL, click Apply and then click on Close . However, thereisasimpler way: Use Hyperlink Bar. To activate
it, click View Toolbars and select Hyperlink Bar . There will be a new toolbar appear with 2 input areas. The
first area (in the left corner) is where you enter descriptive text for hyperlink. The second area is where you enter
the URL. After entering the URL, press Enter and the link will appear at the correct position.
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5 It's a sad fact of our personal and professional lives that we have
a lot to uggle. Jobs, Family. Friends. All those little {and not-so-
litthe) things that need to be done around the home. More tasks
and appainiments than we can handle. It all becomes overwhelm-
ing. At least, it can if we let it

This quote, about trying to stay on top of everything, sums up my
feelings about being organized perfectly:

Disarganization causes siress. Stress makes you flounder. Floun-
dering makes you even move siressed. That makes you flounder
maore. It's a perfect definition of a downward spiral

= Douglas C. Merrill, Getting Organized in the Google Era

To prevent that downward spiral, you need a simple and easy-to-
maintain way 1o stay organized. Which is why | wrote this little
book. | want to show you some tools and, mare importantly, tech-
niques to help you simply and easily stay organized.

Going Google
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2: Use Thesaurus

LibreOffice provides a useful set of Thesaurus for you to use. To open this tool, highlight the word you want to
support and press Ctrl + F7 . LibreOffice Thesaurus will open suggestions for that word. In case you use a
window management feature or have a shortcut using Ctrl + F7, just go to Tools ? Language ? Thesaur us.

3: Take advantage of autocomplete

Did you know that the tools on smartphones are often 'involved' in the way you type? It will suggest every time
you type the word. If you like it, you can enable it in LibreOffice Writer completely. Click Tools ? Autocorr ect
Options. On the Word Completion tab, verify that the Enable Word Completion option is checked. Also on
this tab, check if the Collect Words dialog box is checked. When this option is checked, LibreOffice will record
all the words you have entered so that autocomplete has a database of words you have used. Now, when typing
text, LibreOffice will complete the words and you can simply press Enter to accept its suggestions.

4: Shortcuts

Any application hasits own shortcut. Most people know of popular keyboard shortcuts like Ctrl + A, Ctrl +V
Ctrl + P. However, only a few such shortcuts are not enough to say it al. There are still many useful shortcuts
for LibreOffice. The best way to learn these shortcuts is to click Tools ? Customize and then click on the
Keyboard tab. Here, you will see afull list of previously configured shortcuts. Take a look at this list and add
your favorite shortcuts to your memory.

5: Protection template

LibreOffice has a great template system. Users can create a collection of their own and save it in the shared
repository. However, when creating them, we recommend that you leave them in read-only state and use
passwords to protect them. The last thing users want to do is work really well so no one can overwrite the
template they are creating. To mark a template as read-only and protect it with a password, open that template,
click File ? Properties . Click on the Security tab and select Read Only . Next, click on the Protect button and
when the window appears, fill in the password you want and confirm once more.



Sample.odt - LibreOfflce Writer

Dizgamir g knowledge aboul the projact is essential 10 the poject’s succass
Projec pants desire knowledge of whal the slalus of the project is and how
they are aflected. Furlhenmone, they are anxious 1o participale. The mone thal
propie are sducated aboul the progross of the project and how it will halp them
in the fulune, the more 1Hey ane likely to paticipate and benefit

This plan provides a framework for informing, involving, and obigining buy-in
from all pariicipants throughout the duration of the project.

Audionce This communication plan is for the following audiences

Projoct Sponsor
Steering Commitles
Progact M: af

User Group Parlicipanils
Subdect Mater Experts

Communicalions Methodology The commurications mathodology utilizes
threa directions fof alfeclive communicalion:

Top-Down I is absclutely crucial that all panticipants in this project sonso
Ihe execulive suppon and guidance for this effor. The execulive

lsadership of the organization noeds 10 spaak with a urified, anthusiastic
voica about the progect and what it ho
b ‘hands-on' change managemant, il

or everyong invalved. This will

5 10 ba succassiul. Kot only will
the executives noed 1o spoak directly (o all lovels of ihe onganization, thay
willl also need bo listen directly to all levals of the organdzation, a8 well

Page 17/ 11 | ol | Gmgliuh fum Imsez s | || ] =] w @ [1ers ]

6: Create atable of contents

If you are in the process of creating big data, you should seriously consider creating the table of contents. This
may sound complicated but it is not. To add a table of contents, follow these steps:

a. Click on the data where you want to create the table of contents.
b. Click Insert ? Indexes And Tables ? Indexes and Tables.

c. Click theIndex / Table tab.

d. Select Table of Contentsin the Type dialog box.

e. Click any option you want and click OK .

If you later want to make changes in the data and that change is reflected in the table of contents, you will have
to update it by clicking Tools ? Update ? All Indexes And Tables.

7: Navigate data

If you're creating complex data, you may have to take advantage of LibreOffice Writer Navigator. This useful
tool allows users to click on an object in the data and immediately lock the area. The Navigator tool includes
objects like headings, tables, text frames, graphics, OLE objects, bookmarks, sections, hyperlinks, references,
indexes, and comments. To find the Navigator tool, click View ? Navigator or just pressF5 .

8: Calculatefaster



When working with data that requires computation, there is no reason to call a calculation or open a spreadsheet.
LibreOffice Writer has a formula toolbar that contains formulas, allowing users to perform calculations right
inside a word processing application. The formulatool does not display permanently on the area for LibreOffice
toolbar. Instead, you display it, perform calculations, press Enter and the calculation will appear right at the
cursor. Users can perform many calculations. summing, rounding, percentage, perpendicular, and many other
calculations.

9: Attach and movethetoolbar

An interesting feature is the ability to mount and move toolbars. All toolbars can become unassigned windows,
allowing you to place them in the places you want. Here's how. Find a tool bar for testing. Hold down the Ctrl
key and double-click an empty area on the toolbar. This will help remove this bar and can move it like a
window. Repeat this action to reattach the toolbar.
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10: Movetext effectively

Writer gives users a great way to copy a piece of text to anew areain the data - users do not have to copy / paste
the action. Instead, highlight the text, press and hold the Ctrl key, then drag the text anywhere you want. This
method is much more effective than the traditional copy / paste method.

Other tips?

Do you have other tips when working with LibreOffice Writer that saves time and effort? If so, please share with
other readers of QuanTriMang in the comment section.

Y ou finished reading the article "10 tips when using LibreOffice Writer" edited by the TipsM ake team. We
hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on
tips and guides. Thank you for reading and for following us regularly.
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