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PREFACE

¢t2RIe2Qa &a20AS0ie& A& &aKFLISR o0& &adzRRSY 3INRsg
technology (IT) resulting with its great dependency on the knowledge and co
petence of individuals from the IT area. Although this dependency is growing day
by day, the human rig to education and information is not extended to the IT
area. Problems that are affecting society as a whole are emerging, creating gaps
and distancing people from the main reason and motivation for advancement
opportunity. Being a computer illiterate pgon today means being a person who

is unable to participate in modern society, and a person without opportunity;
and despite the acknowledged necessity and benefits of inclusive computer lite
acy from institutions like the European Commission, UNESC@), @&te are

still groups of people having difficulties accessing basic computer education viz.
persons with disabilities, persons with learning difficulties, migrant workers, u
employed persons, persons that live in remote (rural) areas where IT edugstion
not accessible.

This handbook, combined with other materials published on ITdesk.infog+epr
sent our effort and contribution to the realization and promotion of human
rights to education and information considering the IT area. We hope that this
educdion will help you in mastering basic computer skills and with that hope we
wish you to learn as much as you can, and therefore become an active member
of modern ICT society.

Sincerely yours,

ITdesk.info team Expert review of Croatian version

) EdulaCentar

@@@ ITdesk.info is licensed undelCaeative Commons Atfributien
@ NoncommerciaNo Derivative Works 3.0 Croatia License 3/58
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BASICOPERATION®ITH WORD PROCESGISOFTWARE

Starting and closing the application
Starting the application

1 Go to theStart menuA click onAll Programsand from Libre Office 3.6folder, choose
LibreOffice Writer

f Using the Searchcommand type the word dwriteré Ay G KS |, anfl IséldoxK

LibreOffice Writefrom the offered results.

B
7l
1 Doubleclick the LibreOffice Writershortcut ™3¢ which is usually found on the

computer desktop. Choosext Documenfrom the offered applications.

| Title bar

-Menu bar

a Untitled 1 - LibreOffice Writer
Eile Edit ¥iew Insert Format Table Tools Window Help
ERd -ETERE- N Y T B- A AE-PRC-@E S
H |Defau|t v ‘ |Times Mew Rorman v | ‘12 ~ | B 4 A ||

L [ 1 X1, 2 :-3-+;4 -5 ..6i..7.i.8..ig_..lp...11J.-

Standard toobar

Formatting toobar

m

< | >
Page 1/1 | WWords: O | Default |Cr0atian | ] | [E] | | | i el | o )—1‘4|;Status tar

Fig. 1 Basic window of the LibreOffice Writer application

W)«

Closingthe application

9 Click on theClosebutton.
9 Go to theFilemenu and chooséhe Exitcommand

1 Use the keyboard shortclt + F4 or Ctr# Q.

ﬂ E E ITdesk.info is licensed undelCaeative Commons Attributien
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Opening and closing a document
Opening an existing document

1 Go to theFilemenu and choose th®pencommand.

1 Use the keyboard shortcu€Ctrl +O.
Closing a document

1 Go to theFilemenu and choose th€losecommand.

1 The keyboard combinatio€trl +W will bring you back to th&ibreOffice 3.®asic window
Opening a new document

From theFile menu, chooseNew command. To create a new text document, choose Tt
Documenttemplate. To create a new text document, you can use a keyboard sho@icutN.

Opening a new documerttased on a template

If you want to write a fax, go to th€ile menu, and choose theNew command and any of the
several templates offered from th€@emplates and documentfolder. If the template you need is
not listed among the offered templates, you can download additional templates @&@aignore
templates onlinecommand which will instatly go to http://templates.libreoffice.org/ web page
from which you can choose the desired template.

Saving a document

If you are saving the document for the first time, use 8&ve Axommand from the~ilemenu; or
use the keyboard combinatio@trl + Shift+ S A dialog window will open requesting ytuspecify
the location where the file will be saved by using tBave infield and the name of the file by
entering it in theFile namefield. Finish the saving by using tBavebutton.

Saving a previously saved file

If the file had already been saved, choose 8@®vecommand from theFile menu. Saving can also

be performed by using the keyboard combinatiGirl + Sor by clicking theSare button & which
is located on thestandard Toolbar

Saving a document under a different file name

To save a document under a different name, also useShee axommand from theFile menu.
After a new dialog box appears, type in the new name of the file irfFileenamefield. After you
have changed the file name in this manner, it is sufficient to use Saeebutton from the
Standard toolbaror the keyboard combinatio&trl + Sfor every subsequent saving of the file.

ﬂ E E ITdesk.info is licensed undelCaeative Commons Attributien
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Saving a document under a different extension (file format)

To save a file in a different format, go to tRde menu and choose th&ave aczommand. After a
Save aglialog box opens, click on ti&ave As Typand chose the desired file format.

To save a document in a format that is compatible with atbemlder versions of text processing
applications choose the desired formafFor example Microsoft Word 97/2000/XP/2003 (*.doc),
etc.

If you wish to create &emplate based on an existing document, go kde menu, choose the
Templatescommand anctlickSave

Working with multiple documents simultaneously

TheWindow menu contains the list of all open documents. To switch from one window to another,
click onit.

Help

Ty VWindow
M Close Window CirHa

kolekeijski dokurnenti.odt - LibreOffice Witsr
|®| Izvjetaj o posloavaniu.odt - LibreOffice Wwriter

Hg 2 Window menu with the list of open documents

One of the ways of switching between two open windows is by using the keyboard combiAtition
+ Tab After pressing thé\lt key, use thelfabkey to move to the desired operodument.

Basic options of the application

Some of the basic options of the application are changing your user name, changing primary
folders for saving/opening documents etc.

To change your user name, go to theolsmenu. Click on th€®ptions commandwhich will open
the Optionsdialog box.Click onUser datafound inthe uppekleft part of the Optionsdialog box,
andenter the requisiteuser dataviz. Company, Street etc

ﬂ E E ITdesk.info is licensed undelCaeative Commons Attributien
@ NoncommerciaNo Derivative Works 3.0 Croatia License 8/58
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Options - LibreOffice - User Data

Language Settings
LibreOffice Writer
LibreOffice Writer Adleb
Libreoffice Base
Charts

Internat

BB B EEE

= Libreoffice address
Company |
FirstiLast name/Initials |Me\am
Streat |
Fonts City/State/Zip |
Security
Countr
Appearance gy Ry |
Arcess bility Title/Position |
Java
Online Update Tel. (HormeAiork) |
Load/Save |

Fax / E-rnail

| |

Cancel

| BT |

Revert

Fig.. 3 Tools menu

Using the Help command

Helpcommand and the information about the current version of the application are located in the

Helpmenu.

By clicking on thé.ibreOffice Helgab, a window with the list of available help topics willeop
Type the term which you wish to explore into tBearch itemext box. Alternative way to start the

Helpcommand is to use thE1 function key.

. LibreOffice Help - LibreOffice Writer

30 text creation
labbreviation replacement
abbreviations

absolute hyperlinks
labsoluta saving of URLs
accents

Access datsbases (ase)

accessibility
general shortouts
Libre0ffice assistive technology
LibreOffice features
LibreOffice Writer
options
iactivating
context menus
Error Report Tonl
extended help tips
plug-ins
activex control
Adabas D databases (hase)
lacid-ons, ses UNG components

3 | >

laccess rights for databass tables (

v

| | the LibreOffice Help system

LibreOffice Help

terms or any text

2] LibreOffice Help

What's this

pointer till the next click.

@ What's this

License Information

‘L\breofﬁce Writer v ‘ G & B NaQ
(Cotents index Fird Bookmarks|
Search term Hel P
|
3D charts 3 The Help menu allows you to start and control

Opens the main page of the LibreOffice Help for
the current application. You can scroll through
the Help pages and you can search for index

Enables extended help tips under the mouse

(#4[=]m) <

Figl LibreOffice Help tab

RBC

4

Window  Help

Spelling and Grarnmar... F7
Language 3
Wiord Count

Cutline Mumbering...
Lire Murnbering...
Eootmotes,/Endnotes...

Gallery
Bibliograpty Database

Mail Merge Wizard...

Sort...

Calculate Cirl++
Update »
Macros »

Extension Manager...
ML Filter Settings...
AutoCorrect Options. ..
Customize..,

Fig. 4 Options dialog box

@000
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Adjusting the display size

Zoom & View Layoutlialog box opens through th¥iew tab. It is possible to select one of the
proposed magnification valuger to enter a custom value which has to be a whole number from
20 to 600.

Other ways of zoomingclude

1 using theZoom slideron the Status bayor

1 using theZoombutton Q located in the right corner of th8tandard Toolbgror

1 by combining theCtrlkey with mousescroll button/wheel

Zoom & View Layout

AmiEds ———————————————— iy el

) optimal @) Autornatic

(Z)Eit width and height (2 5ingle page

) Fit width ) Columns
@ ADD% Bock rmode

) Yarizhle

[ (a4 J l Cancel ] [ Help ]

Fig. 6 Zoom & View Layout dialog box

-0+ | 100%

Fig. 7 Zoom slider on the Status bar

Changing the view format

In the View menu, you can choose from multiple offered document view formats. These formats
are:Print LayoutWeb Layout and Full Screen

1 Print Layoutdisplays the document in a fashiam which the printed document will look
like. Beside the text, all of the inserted objestwill be displayed (e.g. pictures, tables...).
Print layout is the most frequently used view format.

1 Web Layoutdisplays the document in a fashion in which the doemt will look like on a
web page.

1 Full Screeims used when reading large quantities of documents (or books). A single page of
the text is displayed on the screen in a legible and viewable manner.

ﬂ E E ITdesk.info is licensed undelCaeative Commons Attributien
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™ Insert Format Table Tools

Erint Layout

Wieh Layout

Toolbars 3
[v| Status Bar

Input Method Status
[+ Ruler
[v] TextBoundaries
|5| Field Shadings Cir+F&
C=  Field Names Cir+Fo
ﬂ MNonprinting Characters Chr+F10
IZI Hidden Paragraphs

Cormments
Data Sources F4
< Mayigator Fs
2 Full Screen CirHShift+]
€L Zoom...

Fig. 8 Different types of viefarmats

Entering text into the document

Navigating through the document:

T

Text insertiorpoint ¢ position where the cursor is flickering

Homekey¢ sets the cursor at the beginning of the line

Endkey ¢ sets the cursor at the end of the line

PageUpPageDowrkeysc move the document up/down by a page

Arrow keysc move the cursor up/down by a single line or left/right by a single character
Computer mouseg positioning within the document by pressing the left mouse button
Enterkey sets the cursor athe beginning of a new line

Spacebar ¢ creates an interspace between the characters

CombiningShift key withletter keysc capital letters

In order to make your document clear, there are a few guidelines that should be followed during
text input:

1
1

Createan interspace after inserting punctuation marks: ;! ?

Create an interspace before and after parenthegggjuotation marksa¢ and dasheg,

ITdesk.info is licensed undelCaeative Commons Atfributien
CIese
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1 Do not use several interspaces one after another

1 Use theEnterkey tomove onto the next paragraph

1 If asentence begins in a new line of the same paragraph, use the keyboard shortcut

Shift + Enter

1 To skip to the next pag@f the current page is not filled out), use the keyboard combination

Ctrl + Enter

Inserting special characters

Special characters are inserted into the text through Syecial Charactetool located on the
Insert tab. A Special Charactedialog box will operup from which you can select the desired

character. Selection is confirmed by pressing @i€outton.

Special Characters x
Font |Times Mew Roman L4 | Subset |Basic Greek b ‘ O
H|T|O|Y | Q|i|A|B|IT|A|E|Z|(H|®|I K
AfAv|=[o[m[ps]r v ]e[x][z[a|1]T =
ale|n]iv]alBlv|o|elt|n]e|]c]r [ o= |
plv|&lolm|lplglolc|v|g|x|y|a|il]|D
slv|lalE|B|r|e|s|r|i|r|Bp|B|n|E|Y M
U|A|B|B|T|O|E|E|3|U|A|K|X|M|H|O

TP C|{T|Y|[@|X | IT|Y|IT|IT|E |[E|E |2 | - e

Characters:

=4

B (i

[ @) =

ER AN

== Format  Table  Toc

Manual Break...
Fields »

Special Character..,

Formatting Mark »

Section. ..

Hyperlink

Header »
Footer 3
Footnote/Endnote...
Caption,..

Bookmark...
Cross-reference...
Comment CirHalt+C
Script..

Indexes and Tables  »

Envelope...

Frame...
Table...
Horizontal Rule...
Picture »
Movie and Sound...
Object »

Floating Frame

CirHF12

Eile...

Fig. 9 Special Character dialog box

Text editing

During text editingvarious norprintable marks which enable control over editing the written text

are displayed on the screen. They are displayed by choosinbldherinting Charactergool |i|
on the Standard Toolbaror bythe keyboard combinationCtrl + F10

Fig. 10 Insert menu

©989)]
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Some of the marks which are not shown are:

=

Space:

Paragraph 1

=

Tabulator =

=

=

Pagebreak

Selecting character(s)

1 Press and hold down the left mouse button in front of the character you want to select.
Drag the mouse cursor until the desired character is highliglated elease the mouse

button, or

91 Positionthe mouse cursor in front of (or after) the character you want to select. Press and
hold down the Shift key, and use the left or right arrow key toighlight the desired

character. Release thghift button.

Selecting arbitrary text

1 Set the mouse cursor at the beginning of the text you want to select. Press and hold down
the left mouse button. Drag the mouse cursor to the end of the text you wish sxsahd

release the left mouse buttqror

1 Set the mouse cursor at the beginning of the text you want to select. Press and hold down

the Shiftkey. Atk at the end of the text you want to selemtd elease theShiftkey.

In order to perform any type diext modification (cutting, copying, pasting, formatting etc.), the
text needs to be selected first.

Selecting words
1 Doubleclick the left mouse button on a word, or

1 Use the keyboard combinatid@trl + Shift + left arrow keYif the cursor is located dhe
end of the word)or Ctrl + Shift + right arrow ketif the cursor is located at the beginning

of a word.

ﬂ E E ITdesk.info is licensed undelCaeative Commons Attributien
NoncommerciaNo Derivative Works 3.0 Croatia License 13/58

EY MG HD




ITdesk.infog project of computer €ducation with open access
Selecting a line/row
1 Move the mouse cursor to the left of the text and click the left mouse button, or:

1 Press theHomekey, and keyboard comtation Shit + Endafter it.

Selecting a sentence

1 Press down th€trlkey and click anywhere in the sentence you want to select.

Selecting a paragraph
1 Move the mouse cursor to the left of the text and cliokce, or:

1 Position the mouse cursor at the ¢@ning of a paragraph and use the keyboard
combinationCtrl + Shift+ down arrow key.

Selecting the entire document
1 Go toEditmenu and choose th&elect Alcommand.

1 Use the keyboard shortcu@trl + A.

Mode ¢ text input method

LibreOffice 3.6 Writeis working ininsert mode by default, i.e., the text is inserted into the
document as an addition to the already existing text. Another way of entering text Gvirwrite
when the new text is written over the existing text. Switching fimsertmode toOverwritemode
(and vice versa) is performed by pressing the Insert key or by cliCkmegwrite on the Status
toolbar. If Overwritemode is turned offWriter will work inInsertmode.

| Croatian | overwrite | = | [ |

Fig. 11 Overwrite mode on the Statoslbar

Searching the document/text content

FindandFind and Replaceommands are used when small amounts of data (e.g. certain word or a
phrase) need to be found and replaced. These commands are located kalititmreenu.

‘E|Primjer| v 2 a
Fig.12 Find text box

ﬂ E E ITdesk.info is licensed undelCaeative Commons Atfributien
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Find

Findcommand is located in thEdit menu. By clicking on theindcommand, a text box will open
in the lower left corner above th8tatus ToolbarEnter the word or a phrase you want to find into

the text box. By clicking on the keys to the ri? %*, you will skip to the nextFind Nex} or
previous (Find Previoul available search resul&ind command can also be launchedthvithe
keyboard combinatioiCtrl + F

Find and Replace

Find & Replacelialog box can be started by:
1 Opening theEditmenu and choosing thEind & Replaceommand, or:
1 Pressing the keyboard combinati@irl + Hor

 Clickingon theFind &Replace icor & on the Standard Toolbar.

If you want your search results to be case sensitive marlvtaieh caseoption box.

Find & Replace ’rx ‘
e
|ri jad] v | : - -
R
| o —

Replace all
[ Matrch case
[ whaole words anly
Maore Options ¥ ] l Help ] l Close l

Fig. 13 Find and Replace Dialog box

By selecting theMore Options button, an expanded view with more search optiomsll be
available. If, for example, you wish to find text writtenAnal font, choose theFormatbutton. A
Text Format (Searchjialog box will open; go tBonttab and choosdrialfont.

@@@ ITdesk.info is licensed undelCaeative Commons Atfributien
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Find & Replace - 4 ‘

Search for -

|Eu\rijek b |

Find all
Font:
Replace with
| |
Replace all
I match case

[whole words only

e [ Help ] Close

Current selection only

Backwards

Atfributes...

: Format...
[JRegular expressions

[ similarity saarch o Format

[including Styles
[ comments

Fig. 14 Find and Replace dialog lmpoaxpanded view

Use theSearch fortext box to enter an expression you want to find aReplace withtext box to
enter an expression you wish to replace it with. It is necessary to click drinlddutton first and

on the Replacebutton next if you wish to replace a single entry. If you want to replace all search
results click on th&eplace Albutton.

Find & Replace

Search for %

Covijek b |

Times Mew Famat

Replace with =
|Euvjek - | 7 :
Replace all
[(Imatch case

[ wihale wards only

More Options ¥ [ Help ] ’ Close

Fig. 15 Find & Replace dialog lgdReplace with command
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Using Copy, Cut and Padtenctions

To move or copy an object or text in a document (within the same documetu ardifferent
document), you need to select it first. After the desired content has been selected, press the right
mouse button and choose one of the following commafrden the pop-up menu:

1 Cut e (if you wish to cut the content), or

1 Copy = (if you wish to copy the content)

Thenplace the cursor at the position in the document to which you want to move/copy the
content, and

1 Press the right mouse button by which you will open gegp-up menu again; choose the

Pastecommand['% (if you want to paste the content).

Cut, Copyand Pastecommands are located on th&tandard Toolbaas wel] and they ca also be
launched bythe keyboard shortcuts:

1 Ctrl+ X -Cut
1 Ctrl+C - Copy
M1 Ctrl+V - Paste

Drag and drop method
Copying by drag and drop method
Drag and dropcopying is performed by:

1 Select the text/object you want to copy;

1 Press and hold the left mouse button on the selected content and presStithkey;
1 Drag the mouse cursor;

1 Release the mouse button and then tGdr| key.

This way, the capd text/objectis pastedn the new position.

Moving by drag and drop method

Moving by drag and drop methods performed the same way as the copying, but without using
the Ctrlkey.
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Deleting text

Use theDelete key to delete characters to the right of the cursand Backspacekey to delete
characters to the left of the cursor. Xtecan also be deleted by selecting the desired content and by
pressing theDelete button or by using th&Cutcommand.

Undo and Redo commands

Undocommand ® A &4 dzaSR ¢KSy &2dz ¢l yi G2 3I2 2yS aadas
example,Undocommand is used when you have accidentally deleted a part of the text or if you

have done some undesirable alterations to the document. This is a practicaleapuebntly used

command which is located on ttf&andard Toolbarand it can also be launched the keyboard

shortcut Ctrl + Z.

Redocommand €~ discards the result of thehndocommand. It can be used as many times as
the Undocommand had been used. It's launched from tB&ndard Toolbaror throughthe
keyboard combinatioiCtrl + Y
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FORMATTING OF THEXTEDOCUMENT

When formatting text or a paragraph, the part of the text you want to format always needs to be
selected firstafter which the desired formatting tool may be selected.

Type and size of the font are changed through #amatting Toolbar.By pressing the arrow

within the Font namebox*™! hd |, a drop down menu from which you can choose font
type will open; in theFont Sizebox,you can change the size of the font.

Text can be displayed Bold, Italics or Underlined Formatting types in questions are performed
through theFormatting Toolbalby selecting one of thellowing icons:

A _ selected text will appean Bold (keyboard shortcutCtrl + B
4 _ selected text will be displayed Italic (keyboard shortcutCtrl +)

A _ selectedtext will be displayedUnderlined(keyboard shortcutCtrl + J

Subscripts and Superscripts

Subscriptsare mostly used when writing formulas (eHO). You need to:
1 choose theSubscripticon &= on the Formatting Toolbaror

1 select a character, press the left mouse button, chogdeand mark theSubscript effect
or

1 right-click andchoosethe Charactercommandfrom the pop-up menu. ACharacterdialog
box will open from which you need to go Rosition tab where the Subscrip effect is
located. You need to check ttgubscripteffect and confirm your selection by pressing the
OKbutton.

Superscripts are using when entering footnotes or measurement units5@3). You need to:
1 Chooséhe Superscriptcon 2 from the Formatting Toolbarpor

1 select a character, press theght mouse button chooseStyle and mark theSuperscript
effect, or

1 choosethe Charactercommandfrom the pop-up menu. ACharacterdialog box will open
from which you eed to go toPositiontab where theSubscripteffect is located. You need
to check theSubscripteffect and confirm your selection by pressing tB&button.
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Character &‘

Font|Fant EFFEEE|F’Dsitinn hyper\mk Background

Position
() Superscript Raise/lower by 3% Autamatic
L) orral Relative font size Sa% |3
@ Bubscript!

Rotation / scaling
® 0 degress 12190 degrees 121270 degrees Fit to line
Scale width 100% &

Spacing
Default v | by ‘UJDpt ‘ Pair kerning

[ K } I Cancel I I Help I I Reset I

Fig. 16 Character dialog b@Subscript effect

If the Formatting Toolbardoesn't include theSubscriptor Superscripticon, you need to click the
right mouse button on thd-ormatting ToolbarchooseVisible buttonsfrom the pop-up menu and
find the missing icons. Confirm your selection by clicking the lefiasaduttonon the desired

icons

@] apply style

|| Eont Mame
& |@| Font Size
A/ o
| A talic
|é| Underline
]| Superscript
|@| Subscript
|| Align Left
=] centered
=] align Right
=] ustified
Left-To-Right
Right-To-Left

Yisible Buthons
Customize Toolbar, ..

Dock Toolbar
Dock all Toolbars

Lock Toolbar Position
Cloze Toolbar

Line Spacing: 1
Line Spacing : 1.3
Line Spacing © 2
Murmbering Cn/Off
Bullets On/Off

Decrease Indent

)& | = E (@) ) | | s s

Increase Indent
Increase Font

Reduce Font

Font Color

Highlighting

Background Caolor

Select all

Character

F]
@
a

B

Paragraph

Fig. 17¢ Formatting Toolbar quick menu
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Change the font color by:

9 choosingFont Coloricon @ - on the Formatting Toolbaror

1 clicking theright mouse buttonand dioosngthe Charactercommand from thepop-up
menu When theCharacterdialog box opes click on theFont Effectdab and choose the
desired color. Confirm your selection by pressing @€ button.

Fant|Font Effects F‘Dsition||Hyper|ink||Backgruund|

Font color Cwerlining O line color
|Cu"u'iﬂ’10ut) v | ||:| Automatic |
Strikethrough
|without) v
Under lining Underling color
|(Wiﬁ"mut) w | ||:| Automatic
[ outline Individual words
[ shadow
[ elinking
I Hidden

Customize Status Bar)

[ 0K “ Cancel ” Help H Reset l

Fig. 18 Character dialog bexhange Font Color

Switching from Uppercase to Lowercase and vice versa

You can change case by right clicking on the selected character, word or text and by choosing
Change Cas&om the pop-up menu. If you want your text to be displayed in uppercase, skoo

the UPPERCASEtbmmand, and if you want the text to be displayed in lowercase, use the
lowercasecommand.

Editing paragraphs
Create a paragraph lhoosing the desired entry poinand by pressing thEnterkey.

If Nonprinting CharacterWlare displayed, the following mark that symbolizes the beginning of the

paragraph will appez',”. Paragraphs are merged by deleting the paragraph Y amvnen doing
this, Nonprinting Claractersneed to be displayed, insertion point needs to be placed after the
paragraph markafter which you press thBackspacdey (orDeletekey if the insertion point is set
before the paragraph mark).
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End of the line tag— is inserted by keyboard combinati@hift + Enter.

End of the line tag is deleted by turning on tiNonprinting Charactersdisplay, placing the
insertion point after the end of the line tag and by pressingBlaekspacéey (orDeletekey if the
insertionpoint is set before the end of the line tag).

For text alignment use the tools from thHeormatting Toolbaror click the right mouse button,
choose theAlignmentcommand from thgop-up menu and pick the type of alignment.

Align Left¢ aligns text to the left (keyboard shortcu@trl + )
Centerg aligns text centrally (keyboard shortcu€trl + B
Align Rightc aligns text to the right (keyboard shortcu€Ctrl + R

Justifyq aligns text on both sides (keyboard shortctrl + J

By clicking on théecrease Indenicon , the indent of the paragraph will decrease, and by

clicking thelncrease Indentcon , the indent will increase.

By going to thd=ormatmenu, or by right clicking within the text in the document and by choosing
Paragraphi’&D from the pop-up menu, aParagraphdialog box willbe launched. All types of
formatting can be performed through thé>aragraphdialog box.

1 FromiIndents & Spacindab, you can choose the desired indent of the paragraph or the
indent of the first ling(Indents First line) spacing between the paragrap{Spacing)or the
spacdng between the linegLine spacing)

1 From theAlignmenttab you can choose the type of alignment.
Your selection is confirmed by clicking tB&button.

Paragraphdialog box can be opened by clicking tRaragraphicon #  on the Formatting
Toolbar.

If there is noParagraphicon on theFormatting Toolbaryou have to click the right mouse button
on the Formatting ToolbarchooseVisible buttonsfrom the pop-up menu, and find the missing
icon. Confirm your selectidoy clicking theleft mouse buttonover it
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Paragraph x ‘
Background |
Indents & Spacing | Alignment Text Flow | Outline & Murnbering Tabs || Drop Caps || Borders
Indent
st
Eirst line I
[ autormatic |
|
Spacing
Above paragraph
Below paragraph
[JDon't add space betwaen paragraphs of the same style
Line spacing
o [ =
Reqgister-true
[ activate
[ Ok l ’ Cancel ] ’ Help ] ’ Reset ]

Fig. 19 Paragraph dialog bpindents & Spacing tab

Paragraph

| Background |
| Indents & Spacing | Alignment | Text Flow | Outline 8 Mumbering | Tabs | Drop Caps | Borders |

Options

(2) Center

(2 Justified

Last line Left

Expand single word

Text-to-text

alignment Automatic v

[ Q. H Cancel ” Help ” Reset ]

Fig. 20 Paragraph dialog b@Alignment tab

Automatic Hyphenation of words
For automatic hyphenation of word$iyphenation function is used. In order for the writer to

automatically insert hyphens where they are requirgdu needto select the text in the document
(Ctrl+ A) and choose th&aragraphcommand from the=Formatmenu. AParagraphdialog box will
open ard you will need to go to thélext flow tab and n the Hyphenation area, select the

Automatically check box.
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Setting, deleting and using tabulator keys: left, central, right and decimal

Tabulator defines the insertion point and it is used to create sintgide displays such as price
lists, inventories etc.

= Left tabg defines the start position from which the text will go to the right

-

Center tab- defines the position on which the text will be centered

=1

Right tab- defines the final position from which the text will move to the left

Decimal tab- defines the position at which the numbers will align around the decimal
point

Fig 21 Tab key

Default value of the boundary is2b cm. Tabulators are set withe horizontal rulerby clicking on
the tabulator button in the left corner and setting its position. They are removed by positioning on
the tabulator, pressing and holding down the left mouse buttamd by dragging the cursor down.

Lo ] 1% 2 Ee 45 R T A @D M A2 13- 1413 16, 45 18]

Fig. 22 Horizatal ruler

By right clicking on the ruler,@p-up menu opens from which you can chodbe measurement
units to be displayed on the ruler.

Millirmeter
@ Centimeter

Inch

Point

Pica

Char

Fig. 23 Ruler quick menu

Tabs can also be set by clicking within the taxid choosindgedit Paragraph Styl&éom the pop-up
menu. AParagraph Stylelialog box will opemp and tabulatorscan beedited through theTabs
tab.
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Paragraph Style: Text body

| Organizer | Indents 8 Spacing | Alignment | TextFlow | Font | FontEffects | Position |

. Cutline & Mumbering | Tahbs | Drop Caps - Background - Borders - Condition |
Position Type
&,00crm @ ieft L2
) Centered Delets
) Derimal
Character D
Fill character
() More

() Character |:|

[ Ok H Apply H Cancel H Help H Reset Hgtandard]

Fig. 24 Paragraph Style dialog bgxTabs tab
For example: if you wish to set the léditb on the position of 6 cm:
1 Enter 6 cmin Position
1 hoose left alignment =,
1 dickon Newand confirm your selection wittOK

If you wish to remove a specific tab, you need to select it and esste;if you wish to delete all
the tabs use théelete Allcommand.

Spacing between the paragraphs

To create spacing between paragraphs, useEmerkey. In theParagraphdialog box,Indents &
Spacingab, spacingBefore textand After text can be defined.

Line spacing

By choosing théaragraphcommand from theFormat menu, aParagraphdialog box will open.
From it, all types of paragraph editing are performed, including the Line Spacing located in the
Indents & Spacingab.

@@@ ITdesk.info is licensed undelCaeative Commons Atfributien
@ NoncommerciaNo Derivative Works 3.0 Croatia License 25/58




ITdesk.infog project of computer €ducation with open access

Spacing can also be created biglahg theright mouse button and by choosindtine Spacingrom
the pop-up menuy, and byfurther selecting the desired spacing.

Numberedlists/ lists with graphic marks

Lists are used when creating various inventories or lists in the docurBefiets andNumberings
used are: letters, numbers, various graphic marks or pictures.

To create a list with graphic marks, use tBellets On/Officon =l Jocated on theFormatting
Toolbar,or by using the keyboard combinati@hift + F12.

To select a different graphic mark, go Fermat menu and choose th@&ullets and Numbering
command. FronBullets and Numberinglialog box, choose th8ullets tab from which you can
choose thedesiredgraphic mark.

Bullets and Numbering rx ‘
Bull%&; '\Iumhering type |Outline |Graphics |Position Options |
Selection
. [ ] * ]
. [ ] * u
. [ ] * ]
2> > X v
> > X v
2> > X v
[ O 1 Remove [ Cancel ] [ Help l l Reset l

Fig. 25 Menwvith offered graphic marks

If you are creating a list with numerical marks, use thembering On/Off icon =] or the
keyboard shortcutF12

Bullets and Numbering E|
@Numﬁeﬁng type miiGraphlcs"Fualtmn Hm
Selection

1) 1. (1) I8

D) 2. (2) II.

3) 3. (3) 1.

A) a) (a) i.

B) b) (b) i

C) c) () iil.

Remove [ Cancel ] [ Help ] [ Reset ]

Fig. 26 Menu with offered numerical marks
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With the addtion or deleton of an item within the numbered list, all of the items will
automatically adjust to the alteration after the alterationdiaeen performed.

To choose a different type of display, go to tfrermatmenu and select th8ullets and Numbering
commard. In theBullets and Numberingslialog boxNumberingtab is located through which you
can selecthe requireddisplay.

By moving to the next line Py pressing theEnter key), LibreOffice Writerapplication will
automatically continue with the creation ahe list, whether the list is numbered or graphic. The
list is closed by pressing tiiterkey twice.

It is possible to convert the text into a list after the texslieen entered, as well as to switch from
anumberedlist to a graphic listand viceversa. The text just needs to be selected and proper tool
applied.

A list can be created by clicking the right mouse button within the text entry arpapAip menu
will open from which you need to seleBullets and Numberinggommand and the desired tgp
of mark.

Border and paragraph shading

Changing the background of the text lines is done by clicking oHligi@ightingicon 4 " on the
Formatting ToolbarBy clicking the arrow next to the icomcolor palette will becomeavailable.

Changing the background of the paragraph is done by:

 clicking on theBackgroundcon B~ on the Formatting Toolbay or by:

1 choosing theParagraphcommand from thé=ormatmenu, or by:

1 right clicking within the document and choosing tharagraphcommand.
A Paragraphdialog box will launckith the tabs:

1 Backgroundthrough whichyou can choose the desired color.

1 Borders where you need to doublelick to choose the desired bordessound the gray
frame in the Userdefined area Change the type and style of the line of the border,
thickness of the line and various other effeatsthe Line area (Shadow styleLine Style
Line Color In such a way, paragraphs or parts of the textdistinguished from the rest of
the document.
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X

Paragraph

| Background |
Incients & Spacing | Alignment | Text Flow | Outline & huribering | Tabs | Drop Caps | Borders

Line arrangament —— Ling ————————————  Sparing to contents —————

Default Style Left

N Right

User-defined Wicdth

bl | = |
Colr Botton

W olack v Synchronize

Shadow style
Position Distance Color

Ool

Properties

terge with next paragraph

[ oK H Cancel H Help H Reset ]

Fig. 27 Paragraph dialog bdsorders tabg Adjust borders

Working with Styles
Applying an existing Style on the selected text

Styles are packages of custom designs by whialtiple text characteristics can be changed at
once. Instead of formatting a single item at a time, changing type, size, or text color, adding effects
or applying alignment separatelystyles are used. All of the formatting types can be added to a
stylealtogether which saves time and makes the work easier.

Applying an existing Style to a single or multiple paragraphs

On theFormatting Toolbay by clicking theStyles and Formattingcon H you can choose any of
the styles. Afterselecting the desired style, simply click on it and it will be applied on the selected

text. Next to theStyles and Formattingcon B a short list of styles is located. By choosvigre,
a Styles and Formattinglialog box will opn.

Styles and Formattinglialog box can also be opened through the keyboard shofdut
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Styles and Formatting E

meEoo & 1= -
Complimentary close
.First line indent
Hanging indent %
Heading
Heading 1
Heading 2
Heading 3
Heading 4
Heading 5
Heading 6 efault [+
Heading 7 et
Heading & ‘[Clear formatting
Heading 9
Heading 10 Default
Lit Indent (eS|
Marginalia i
Signature Head!ng
Text body Headlng 1
Text body indent Heading 2
Heading 3
Text body
|Aut3matic = More. ..
Fig. 28 Styles dialog box Fig. 29 Review of the quick styles (Apply Style)

Creating a new Style

A new style is created by clicking on tB&/les and Formattingcon B, Styles and Formatting

dialog box will open in which you need to click tew Style from Selectioficon ™= “and New
Style from Selectiorfrom the drop down menuCreate Styladialog box will open through which
you need to determine the name of the style and confirm wixK.

Editing Styles

In order to edit an existing style, you need to position the cursor ondtliyée, press the right
mouse button and choose thélodify command from thepop-up menu. Paragraph Stylalialog
box will openthrough which you can makée desired changes to the style characteristics:

1 type of style (character style, paragraph style ...),

1 style on which the existingtyle will be based on,

1 formatting (type, size or text color, effects, indents, etc. )
Confirm your selection witoKbutton.

Existing paragraph style can be edited by positioning the cursor opafagraph clicking the right
mouse button and by choosyEdit Paragraph Stylérom the pop-up menu. The Paragraph Style
dialog boxwill open up through whichdesired alterationsto the style characteristics can be
performed.
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Clear Direct Formatting

Eont 3

B &
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Style
alignment
Line Spacing

*r v w

Character...

o
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o

"2

Paragraph...
Fage...

Bullets and Mumbering...

change Case 3

Edit Paragraph Style...

[E] Paste

Fig. 30 Edit Paragraph Style command

Format Paintbrush

To transfer formatting of a particular textormat Paintbrushool is usec™ whose icon is located
on the Standard Toolbarlt is necessary to select the text from which you wish to transfer the
formatting, choose thd-ormat Paintbrushool and select the text on which you want to apply the
formatting.

Inserting contents

If you wish to insert content at the beginning of the document, all of the titles need to be assigned
with the same styl& most commonlyHeading 1all subtitles need to be assigned a different style
¢ most commonlyHeading 2 etc.

After editing the title styles, go tmsertmenu, chooséndexes and Tablesommand and click on
Indexes and Tablesom the drop down menulnsert Index/Tabledialog boxwill open on whose
Index/Tabletab you need to enter:

M Title,and
1 Typeof the index or table.

To create contents, undéfypeselectTable of Contents Additional settings are changed through
other tabs.
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Insert Index/Table
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Fig. 31 insert Indékable dialog box
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WORKING WITH TABLES

Inserting Tables

A table is inserted by selecting the arrow next to Fableicon & - on the Standard Toolbar.

Choose the desired number of columns and rows by dragging the cursor Tabiedrop down
menu.

Iflﬂl.?* X e

Table

IMore...

Fig. 32 Table drop down menu

To define dimension prior to insertion, click on thableicon= ~. Number of columns and rows is
enteredin the Insert Tabledialog box. Selection is confirmed wibK. Insert Tabl@lialog box can
also be launched bihe keyboard shortcutCtrl + F12.

Insert Table | X |
Name “‘I’ab\el | oK [
Size - |
ance

Columns

Rows
Optiong

[T Heading

Repeat heading

The first rons
[ pon't split table
Border

AutoFormat. . I

Fig. 33 Insert Table dialog box
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Entering and editing data in the table

Content can be enterenh the table by positioning the insertion point inside the table cell and
entering the text. Shifting of the insertion point can be performed in three ways:

1 by pressing the left mouse button,

1 by pressing th&ABkey on the keyboard,

1 by using the arrow keys

Selecting table elements

Selecting table rowss performed by positioning the cursor to the left of the row you wish to
select. When the pointer changes to a black arrow pointing to the right, click the left mouse
button.

3

Select table row

Fig.34 Selecting a row

Selecting multipleadjacentrows is performed wittShift key(you need to select a row first, press
and hold theShiftkey, click within the last row you wish to select and let go ofShétkey).

You carSelect table columrby positoning the cursor above the column you wish to select. When
the cursor changes to a black arrow pointing down, click the left mouse button.

4

Select table colurn

Fig. 35 Selecting columns
Selecting multiple columns is also performed with 8taftkeyjust as selecting multiple rows.

Select whole tabldoy positioning the cursor to the upper left corner of the table. When the cursor
changes to a black arrow pointing to the center of the table, click the left mouse button.

™

Fig.36 Selecting the whole table
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Workingwith rows and columns

When the cursor is positioned within the table, an exfi@le bar will appear. This bar contains

tools for deleton/insertion D/E and columnsmlm.
H-lF-fa-|[H-B- 1 :\=T|=I J EE -EE B L2
Fig. 37 Table bar on the Status bar

Rows and columns can also be inserted throughpiyeup menu. Click the right mouse button on
the row or column insertion point and choog&®wor Columnfrom the pop-up menu, followed by
Insertcommand.

Clear Direct Formatting

Eont 3

Fal B

Sige

Style
alignment
Line Spacing

* v v r

B

Character...

F
m
a

"8

Paragraph...
Change Case 3

=

Tahle...

Split Table

Murmber Format,..

Cell 3

Height...
Calurrin v [¥ | Allow Row to Break Across Pages and Colurnns
b Caption... E Selact
|v| Table Boundaries
Murmher Recognition = Delete

Edit Paragraph Style...

Iﬁ Paste

Fig. 38 Quick meng Insert command

Deleting the table

The entire table can be deleted wifbelete Tablecommandfound on theTablemenu located on
the Menu bar.
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Table| Tools Window Help

Insert » Iv | =y
Delete » Table h.
Select 3

Merge Cells
[7] split Cells
Protect Cells
Merge Table
Split Table

124 AutoFormat...
Autofit 3
Heading rows repeat
Convert 3

%z | doft...

fio  Formula F2

MNumber Format...

<.

Table Boundaries

i

Table Properties...

Fig. 39 Table menu

Adjusting the Row height and Columwidth
Using the mouse

You need to position the cursor on the border line between the two columns and when the cursor
o|»

switches to the sig™"", click the left mouse button, hold and drag until the column reaches the
desired size. If you want to change the size of a row, you need to position the mouse cursor on the

border line between two rows and when the pointer switches to the s%-rrepeat the previously
described procedure.

Using set values

Another way of selecting a row or a column whose dimensions need to be changed is by right
clicking on the selected part of the tableopup menu opens from which you can chodRew (or
Column andHeight ©r Width) command. Enter the desired values in tRew Height(or Column
Width) frame. Confirm your selectidoy clickingOK.

Row Height x ‘ Column Width

Height Width

o [3 2
. = Cancel

Help

K

Fig. 40 Column Width and Row Height
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Table borers and shading

By right clicking on the table and choosing Fablecommand, or by clicking th&able Properties

icon on the Status Bar, Table Formaialog box opensThroughthe tab:

i Borders, borderscan be inserted or removednd theborder line can benodified as well
in terms of style, width and colo&election is confirmed wit®Kbutton.

Fig. 41 Table Format dialog boBorders tab

1 Backgroundthe cell backgroundolor can be changed by choosing the appropriate color
from the color palete.

Fig. 42 Table Format dialog boRackground tab
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