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[ Chapter - 3
[ aE ufder )

l e% |
| (Word Processing - LibreOffice Writer)
!@ uf=a (Introduction)

| Word Processing tcY &l HgIIdl H Text Document I
Create, Edit, Format, Save 3R Print &1 & ufehar 1

® LibreOffice Writer T Free 3fR Open-Source Word Processing
Software £ |
® g LibreOffice Suite &1 fe&dT &1

| ® SHHI IJWNT Letter, Resume, Application, Report 3¢ & #
| B g

® Writer & Default File Extension .odt g1

® ODT @I Full Form - OpenDocument Text gl

| ® Writer § Microsoft Word I .doc 3R .docx files *ff @ieft S

|
|
1

o
|
@ 29T (Objectives) N > (Create )
| ® Text Document S z /-*( Edit )
® Text @I Edit 3R Format &I = > Format
® Document &I Save 3R Print &7 | — == |7 ( Save )
= 3 — o ~ .
® 3GTF g W PDF H Export &l | = (__Print )
L J™> ((Export (PDF) )
@ W Full Forms ( LibreOFﬁce_Wfiterj
| ' [@ Untitled 1 - LibreOffice Writer 2 E -]
i 'ﬁﬁ'ﬁ‘[?ﬁq T Fuu For-m \; File Edit View Insert Format Styles Table
EUI Graphical U_s-er;— I;t;r_'éa? [ i;:s favg; @vl@ﬂ I _ _;;Z;
OoDT OpenDocument Text T TR O A R T

]

PDF Portable Document Format
RTF Rich Text For'mat

- 4

ODF OpenDocument Format

Ji| | Pagetoft | Owords B —O0—— + 100% x"
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(4) Word Processing Basics
LibreOffice Writer @e & adie : |

® Windows H Start Menu I LibreOffice Writer Wlci |
® LibreOffice Start Center # Writer Document T |
® U7 Document &9 & falU Ctrl + N T9U |

"_Writer Window_l £ I I : e

@ Title Bar - @ Menu Bar - @ Sidebar - )
Document &1 dH File, Edit, View, Insert, Properties, Styles,
ferar %\‘ Format 31rfe Menus Navigator 31#3 ..

(@ Untitled 1 - LibreOffice Writer ,L -o0@E

| @ Standard Toolbar - } File Edt View Isert Format Styles Toble Form Tools Window Help |
NewOpenSavePrmt'.ﬂ-E.[‘;[&%Ejﬁﬂ Q, « ::/

S Commands

= ”,LnberalmnSenf v |12, v BIUTEEZEEE-'

. Format'tmg Toolbar - 5 10200104 14| | + Properties X ¥
- {_ Font, Size, Bold, Alignment g A Style o

= Default Paragraph Style v
Ruler - Margins, Indents A QR AGQ B

3R Tab Stops ¥ ¥

~ Character B
Liberation Serif v | 12 v |
| Work Area - BT U2
Document ® Text e B L 4l
fora &1 ©H
A~ Paragraph =
o= wiiz v | [H
Page 1 of 1 0 words Default Page Style English (India) B [0 — —O0— - +  100%

(6) Status Bar -
Page Number, Word Count, Language Zoom BTFFC‘*

(Exam Facts)
® Title Bar IWRId: Window & Te9 FW &l &1
® Status Bar IERId: Window & 1 &l & |

@ Sidebar ¥FRIG: <% 3R fe@ms e £
e  Menu Bar ﬁ“ Commands STeTT-3TeTT Menus fr aﬁf@]ﬁ '@ﬁ %|
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3 Creatmg, Openmg & Closmg Documents

-} lereOfﬁce Writer ® 73T Document S9FI, U8l ¥ & Dacument B Glerl,

%S%VE/SCWE As T 3R TR 8 W ¥ Close HT g5 Heedqo!
|

: . 3% Operations, Menu Path 3R Shortcut Keys eys : |

Operation Menu Path Shortcut
New Document File = New — Text Document Ctrl + N
Open Document File — Open Ctrl + O
Save File — Save Ctrl + S
Save As File = Save As Ctrl + Shift + S
Close Document File = Close Ctrl + W
 Help Help — LibreOffice Help F1 )
Menu & EEEF'T (Flle Menu) : A
'rrFlfz = New — Text Doc.ument 0 : Docoui::nt
| E Untitled 1 - LibreCffice Writer L ( New Document ) ( el ) [
Elie Edit Elew Insert Formo.t Styles TJable Form = Tools indow Help Open X
| D Bew _] Im DﬂCl.l_l‘l"I;ﬂt_ gy E:t!‘l_+N _a o E « + {;:] » This PC » Documents i I
Fd Open.. Ctrl+0 E,B Spreadsheet A Home 5;_,.‘_‘. ~
Open Remote... B Presentation N Gollery Computer.odt
Recent Documents > [ Drawing i'ﬁ"' £ (] Application.odt
: is
[ Close Ctrl+W B Formula B Network [2) Report.odt
Wizards s B Database
Templates > F3} HTML Document File name; L__ T Mﬁ'“r- 2 "- .
Sove Ctrl+S [ XML Form Document Cancel
& Save As... Ctrl+Shift+S [ Labels :
Save Remote... " Business Cards [{ S:\:I: ﬁ: 5?,\'2 A;ax :J
Save a Copy... Templates Ctrl+Shift+N ——
[8] save As X |;
Save All
[_ 4+ [B » ThisPC » Documents o
File name: |Mj Document.odt v| i
k Save IR Save As iT Gﬁﬂ Saveies tyve: [ODF Tot Domenere (odt) | |1

Automatic file name extension

("] Save with password

@Sm

® Emstmg Document ® 5T U agemal &' Save &l &

# Browse Folders Cancel
® I8 3l File Name 3R 3t Location ® Save @¥al #| . M_B e =
@Save As :;‘ il [B] LibreOffice 7.5 5%
® Document @ 7T F7, ®IF AT File Format ¥ Save HYT 8| ; Save changes to document

“Untitled 17 before closing?

(5] (oo

® Ugdl IR Save T W File Name 3R Location Tt Telt gl .
® & ITN Document F T T Copy M o forg oft forar wmar &1 =J

@ ® Saveﬁ?QﬁﬂTCloseﬁaquChanges Saveﬁﬁﬂﬁﬂ@ﬁ@ﬁ%m%r [Dmmtc{mmm"} |

Cancel

rtf

ﬁﬁ”ﬂ' Word Processors l?f Eq?fl’ﬂ

@ g Message

r——————“————————*\ & ——— —

_ Important File Extensions : et

| Extension File Type Example / Use | ( 7. 1

.odt LibreOffice Writer Document | Writer @1 Default File Format = | = = mg

.ott Writer Template Document Templa.t_e_'aiﬁf_g_ :&t ;:t o) (g

.doc Older MS Word Document E}Ie_l f‘ig Word %_ch’unieﬁs Sl | - - y .

.docx Modern MS Word Document | T MS Word & Documents ]

.pdf Portable Document Format | Read-only, Sharing R Printing & forg }n — g

Axt Plain Text File Hial Text File pdf ixt rtf

Rich Text Format
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4 Page Setup [Eormat | Styles Table Form Tools Windd

Text >
. » Page Setup : Document & Page Size, Spacing A
| J i L Align Text > |
Orientation 3R Margins | Lists ,
Wﬁ. a; ﬁ‘Tq G.q_q}rrl. _bﬁa_l. %I Format Paintbrush »
Clear Direct Formatting Ctri+M |
. ~ |
! J J:‘u. Character...
' Menu Format — Page Stgle i fa ot
= Bullets and Numbermg
ol [ PageStyie /

( Page Style Wmdow (Page Setup) W

Page Style: Default
Organizer Page Area Transparency Header Footer Borders Columns Footnote ( PIIQB Size .
Paper Format 1~ (A4, A5, Letter, |
Format: A4 v — Legni e’tc.)
Width: 'A5 | o
P A3 | i
Height it IA—-:\VPage Preview |
Orientation: Legal : ‘
Executive - -
[ C;t;m - SR __J' Orientation
orrrai ——-"-#(Pwtrﬂitfl.ﬂﬂl ):
'O Landscage L‘f “
t Margins Layout Settings
T Left: 2.00 cm v ‘ Page layout: Right and left v
Right: 200em |2 ‘\ Format: 1,2.3 . v
Top: 2.00 cm v | £ Mm‘gms ) (7] Register-true
T Bottom: :2.00 m |2 (Tﬂp. Bottom,
| Left, Right) J
| Help [ oK | Reset }
I ; 4 ;
' Im n ions : | e
| ~ I pOl’tﬂ t Opt * el 1 Pnge Slze ai GEIE-’W t)
| @:l_Page S5 ;) ¢ 1 P
® A4, A5, Letter, Legal e |
Portrait : A AS Letter Legal
® Pageﬁ?riﬁlﬁiﬂglﬁﬁﬁml 210x297mm 148x210mm 8.5x1linch 8.5x 14 inch
@r\_Landscape g .@age Orientation : |
® Page &1 dIeE F1E I 31 | —
Margins : — -
® Page & IRI AR Grelt &M | — -

@ Margins & &R : | Portrait ) Landscape
® Top, Bottom, Left 3R Right | | ¥ > digE 9Ty > Harg

. Exam Facts :
i g
@ A4 Paper Size = 210 x 297 mm
@ A4 Size T 8.27 x 11.69 inches BT & |
| @ Page Orientation & & W& R : Portrait 3R Landscape |
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g __ .Eie Edit View Insert Format Styles Table Form Tools Window Hvelpi
Document Print 89 ¥ Ugal D ew 2
E& Open.. Ctrl+0
aﬂ:” m é-r”, mT Open Remote...
- 3 Recent Documents »
Preview f@mar 21 B Cos 203
- . Wizards »
-} L Pl"lﬂtlng 3 Templates H]
Document &1 Hard Copy E see ek
B saveas. Ctrl+Shift+S
T e ﬁ uﬁa‘m %l Sevearth p .
B e . File = Print Preview
W B 3 i ; = (Prmt Preview )
ey POIntS & Enn’t Preview i = _K — —
@ Print Command : File = Print & pin. G W File —» Print |
Printer Settings... i
' @ Print Shortcut : Ctrl + P & 3 Lha Corait )
roperties...
' @ Print Preview : File = Print Preview
© Print Dialog ® Printer, Copies 3R
Page Range i\ﬁ ST ?Fﬁﬁi?r %F
Prmt Prewew Wmdow 3 Prmt Dla[og Box
@ Hintpidien o r | print X
Te
Print Preview ¢ § {3111 /53 WholePage vﬂ N_ NE,J General LibreOffice Writer Page Layout Options
i o Printer
= Microsoft Print to PDF ¥ | | Properties..
NIELIT CCC T Status:  Ready
T Type:  Microsoft Print To PDF
Word Processing Location: PORTPROMPT: (] Print to file
! (LibreQffice Writer) & | Comment: [ p R pu ~
m 1*- Pag:e Prewew | § Skl . Copies |
[ Pigllhnge/ Copies " v =
= © All pages Number of copies: |1 |
! '___: O e 2 B Collate Iﬁﬂ [éil
= | N Zoom _ == e
hPane_-ia'I;Ep Default BT S 3| i) | QET ]h-—g-am{ |
|r Print Button __
Important Terms
=== Al Pages
@ All Pages : ==\ (13
® T Document Print & |
(2) ' Page Range : Bl L
® FHId ﬂe[ ¢ Page Numbers Print ST | '
i i ; apss
@ = Coptes aky === Copies = 3
e Uh Document a‘i’r et Copies gAfRT | ——'

iy

- - - - o e — e e e

5 Pr'mt Prev;ew & Prtntlng

Print Preview : |

_Page 5 |

Lint:l:led 1 - LibreOffice Writer

@ Hard Copy :

® SIS WX Printed Output |

 Soft Copy :

® Digital Form H Document |

Q

Hard Copy
( Printed on Paper )

Soft Copy
( Digital Document )

-
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1 6.' PDF File_ & Expaft as PDF:‘"

PDF I Full Form :

PDF =

@ PDF %1 354N Document &)
Formatting 3R Layout TRf&

@ & fom d R
@ PDF File Extension .pdf %1

" @ PDF &I Adobe 3 fraf&a R arm|

@ LibreOffice Writer ¥ Document &I
PDF fr' Export fopam ST Wea B

iﬁ/PDF e N

Portable Document Format

as PDF
.odt pdf
i . |
DWriter PDF Document
ocument (Layout TRf&,
(Editable) Non-editable)

>

@ File — Export As — Export as PDF ‘ @ Toolbar ¥ Export Directly as PDF

[I [2) Untitled 1 - ubreofﬁce Writer

[@ Untitled 1 - LibreOffice Writer

| File | Edit View Insert Format Styles Table Form Tools Window l-ielp File Edit View Insert Format Sty[es Table Form
(D New > |
E8 Open.. Ctrl+0 E I:; B @ g(: .
Open Remote... — R
Recent Documents > [ Export Dtrectlg
3 Close Ctrl+W | as PDf Button )
Wizards > Export as PDF I = =S
Tanplited . L EES s T Button Document i
e - 1% PDF & Export &%ar &1
Versions... |Q Export as PDF... I I" PDF thinns i
B save Ctrl+$ ! Export Directly as PDF I |
| General Initial View User Interface Links Security |
B Sweds.  CtieShiftss | [B Export as EPUB.. .
3 Export [ Export as HTML... Range General
- A | © a () Hybrid PDF (embed ODF file)
Fecent Booiers. , | [3 Export as XHTML...
[3  Export as XML O Pages: 113 [) Archive (PDF/A, IS0 19005) |
(& Saveb. - ' e () Tagged PDF (add document
Templntes... xport ez Text... | structure)
Save [3  Export as CSV... | Images Create PDF form
T © Lossless compression Submit format:  FOF
Gave Am’acpdnnes » |
| () IPEG compression  90% ~
Exont Provjen »

| . Help
|

|

("] Reduce image resolution 300 + DI ‘
Cancel |

I

| Export Button |

 Important Difference :

Save As

Export as PDF

Editable Document Format & Save
X G &

PDF Qutput ST @

.odt, .docx 37

M Editing & fog It

o Save As Export as PDF
P (.odt, .docx) (.pdf)
Editable Non-editable

Sharing 3R Printing & forw 3warft
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7 Text Creation & Editing

l

—~
L Document Crea.tlon 2

® 1 Document SI& Gﬂﬁ
Text, Paragraph AR 3=
grft SSAT Document

Creation HEaTdT ¢ |

Editing :
® Document H forg g0 Text Gl

Add, Delete, Replace 3T
Modify X Editing SgelTdl

A

( Editing % IaTe0T:

. Text 31 Add T (T Text f%m:n)

(@) Text F Delete T
| frelt Text @I Replace T

[@ Untitled 1 - LibreOffice Writer X
File Edit Yiew Insert Format Styles Table Form Tools Window Help

B-BE-GHE B & ¢ 9 ¢ BB EE->
Default Paragraph Style ~ LiberationSerif ~ 12 v B I Y @ D @~ x»

New Document
NIELIT GCC with Text
Chapter 3 .

Word Processing (LibreOffice Writer)

This is a sample document. We can type text, add
paragraphs and insert other elements in this document

using LibreOffice Writer.
Page 1of 1 24 words, 152 characters  Default Page Style - = + & 100%
[ Untitled 1 - LibreOffice Writer x|
File Edit View Insert Format Styles Table Form Tools Window Help
B-EGHS B & ¢ 3 @ O B2

Default Paragraph Style ~  Liberation Serif ~ 12 ~ B I UGS MHM-x

NIELIT CCC

i
[Word Processing (LibreOffice Wﬁtern/t

I’H.fe can edit text in a document. Text can be added,
deleted, replaced or modified as per requirement.

,{
Text Selected
for Editing

- R 100%

Page 1of 1 7 words, 37 characters selected  Default Page Style

Text Edltmg Example

LBEfUI'E Editing }| L After Editing J
NIELIT CCC NIELIT CCC

Word Processing
is very important

Word Processing
is very useful.

=

Can d useful.
i 4 Exis’cing Text &l Modify & -
Important Keys : __l
Key Function Example / Use
| Enter | 41 Paragraph I[& & | U 741 Paragraph Sl %I
__[jl?_“ff@f_ | | Space &1 | Words & ¥ & Space 3T € |
Backspace | {[;:lr:: ::_\,:TE‘I SR %1 Character Cursor & Ugal aell Character B2 ¢ |

Delete &1 |

Cursor & ﬂT§ 3R &1 Character

Cursor &% 1€ dTell Character &2 ¢ |

" Home | Current Line H FHA H S |

Cursor Line & 1'«!8@[ Position 9¥ STdT %I

[ End | | Current Line & 3fd # S | Cursor Line & 3fe™ Position T it 3 |
[m! e Docur;le_nt_ﬁ_?f Qi'ﬁ&ﬂ?r i ETI;IT I_ _ Cursor Document 33 ?Hilﬁ qggtr{ :‘rﬂﬁr %I
_(_(_:_t_r_l + End Document % 3 % TF | Cursor Document % W 31 T it §
l (Ctrl + Enter | | Wanual Page Break Insert &% | 75 Page Y& Il gl
[m )| Paragraph 5@t R Line Break 3771| 3t Paragraph & € Line fieiet & 1
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8 Text Selectton

e [© Untitled 1 - LibreOffice Witer X |
Text Selectlon ; File Edit View JInsert Format Styles Table Form Tools Window Help
' B-B-CH-B & 2 2 BB &

B ﬁv?ﬁ Text &l Editing a1 Formatting | Lbeationseit v 122 v B I U @ D B-A-~

& foTT AT Text Selection ' { el Text |
m % I NIELIT CCC (Blue nghhght)
Word Processing (LibreOffice Writer) / T

This is a sample text for selection. We can select
text for editing, formatting, copying, or dtletmgj
in LibreOffice Writer., i

Ptgtlﬂfl 24 wonds, 152 charachers selected  Default Page Style o — + & 100%
_Text Selection & Tl 3R Shortcuts :
r Action Shortcut Description (%)
Select All Ctrl + A T Document Select & |
U% Character Select Shift + Arrow Key | Cursor # R¥fd ¥ U&-T& Character
Select &Y |
U& Word &l 3R Ctrl + Shift + Cursor ! REfd & TH-TH Word I
Selection @Ml Arrow Key AR Selection T |
Line <! Y[®3Td % Select | Shift + Home Cursor I R I Line I JHT T
Select & |
Line % Hd dP Select Shift + End Cursor &I ﬁﬂﬁf @ Lme & E'HH GED
Select & |
Document & 3id @@ Select| Ctrl + Shift + End | Cursor @ f&fd ¥ Document & 3id
de Select &I |
Mouse q Text Selectlon |
Single Click ;_"Double'cuck K | Triple Click
NIELIT CCC NIELIT CCC NIELIT CCC
Word Processing (LibreOffice Writer) Word Processing (LibreOffice Writer) Word Processing (LibreOffice Writer)
This is a sample textl . This is atext. |This is a sample text. |
IR S R
| ' Posntlun J i One Word Selected | | One Line Selected |
® Mouse ¥ Single Click = ® Mouse ¥ Double Click aﬂ%r ® Mouse ¥ Triple Click FA
WX Cursor IH T T 31 T JEIE: T& Word W gHd: T Line
T % |  Select B B  Select B0 71

Exnm Point :
(D) Mouse 2 Double Click 7 R BT [This is  sample text |

U% Word Select 8laT 81 _ O | O __ e

|® Mouse & Triple Click 3% W W=qa: | Single Click | | Double Click | | " Triple Click | |
I II\P[ Line Select m %i ' (Cursor Position) | |. (Word Select) | | (Line Select) | |
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9. Cut, Copy & Paste
[éut”c'opg & Paste :

» 39 Commands &1 ITANT Text AT 37T Content
@l Move 3R Copy & & forq fomar <iar 2|

Command Function (&) Shortcut
Cut | Text &I 8@ Clipboard H il Ctrl + X
h Cop_g ] Tt @ E;pg_ Ciﬁboard ¥wm | Crl+C
 Paste | Chpboard $I Content Insert &I _C;'l_+ Vv
Paste Special RIS 8% ¥ Content Paste F Ctrl + Shift + V

..::Example : Text @I Cut, Copy iR Paste &I

Text Select ﬂﬁ Cut / Copg ﬁ | Paste H'T}

Untitled 1 - LibreOffice Writer &tﬁuf.l e Writer ' Untitled 1 - LibreOffice Writer
File Edit View Insert Format Styles Table ©  Undo Ctrlez | | File Edit View Insert Format Styles Table
B-B-2B 8@ @  Redo Ctri+Y B-B-B B8RS ®
NIELIT CCC £ Mt w CtrieX | NIELIT CCC
|W0rd Processingj @ Copy [ p= C t"m"' 4 This is a sample text.
u |
£ IE Paste 7
(Text Select | | 2 puge | (Gl *X) LG
‘ e = ot if
I Paste Special..  Ctrl+ShifteV Paste
C(Ctrl+ V) |
Page 1of1 2 words, 18 characters selecte Select All Ctrl+A = st
—— Page 1of1 4 words, 36 characters

ff._-Toolbar Buttons :

Untited 1 - ibreOffice Witer [ Cut  Copy Poste Paste Specal | X

File Edit View Insert Format Styles Table Form Tools Window Help * + * ‘
-BrkEABRe-cdescEEe X - 0 3 -
Default Paragraph Style v LiberationSeif v 12 v B 1.4 / @ - vfé} - \ . _\_ _—
(ot | Copy V[ Paste |( Paste Specml

| (et +X) || (€ + Q) || V) l (G + Shift + V) |

_ Clipboard :
® Cut T Copy f¥T 7Y Data & et (Ctrl . XJ \ |
9 ¥ & arel I Clipboard FEedm 81 €
® 3TH Text, Image AT 3 Content ooy

I Cliphoard
oft wa&r 1 g&ar 2 Jeita ) {aﬂ;#ﬁo:ﬂﬂ)

Important Difference : ,ﬁ
é @ . Cut : ® Original Text 394 ®H ¥ g€ Sl gl
i @ ' Copy : ® Original Text Y WIH R 4 Bl £
! @ :i Paste : ® Clipboard & Content FI T §¢ WM | Insert Fl & |
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10. Font, Color, Style & Size
,_F°ﬂt : Different Font Examples :
® Text % 3ERT BT Design | NIELIT CCC (Liberation Serif)
q0 Tgpgf'acg Font hgalrdl %| NIELIT CCC (Times New Roman)
® Different Fonts ¥ Document NIELIT CCC (Arial)
&1 Appearance SEAX SR NIELIT CCC (Calibri)
T gPhdr & | NIELIT CCC (Courier New)

Font Formati:mg & ‘I@T ﬁﬁq

Option Function (ﬂﬂﬁ) Example

chf: Name . Font 9&cTHI NIELIT CCC (Arial)

Fonk bize Text I SMHR TETHT NIELIT CCC (14 pt)

Bold | Text @ Rt R NIELIT CCC

Italic Text I foR®1 fe@mn NIELIT ccC

Underline | Text & A1 Line WHT NIELIT CCC

Folrt Coloe Text T AT TG NIELIT cCC
" Hgghtng | Tet B W | NELTCCC

| Toolbar ¥ Font Formattmg Options :

¥ [ Untitled 1 - LibreOffice Writer &
a Fnle Edit View [nsert Format Styles Table Form Tools Window ];Ielp

f ‘ Default Paragraph Style ~ leeratmn Serif v |12 ". B I LJ A DAl A' B BB
. e e Yo
| " Font Name . Font Size = Bold / ltalic / Underline Font Culur H:ghlighting
" Shortcuts : | Using Format — Character :
: ' s * [ Boma |
Action Shortcut B Te )
Spacing »
|| Bold | Ctl+ B s ;
. + Clone Formatting
l B lt_ﬂ.l.l._c e Ct'i = I_— % Clear Direct Formatting  CtteM | Format — Character
L ~  (Font Formatti
| Underlme Ctrl + U ‘A Character.. <« ( ng)
l : — —_— = = [3 Paragraph..
i2  Bullets and Numbering...
| ' ' ) Page Style...

NIELIT | | NIELIT || NIELIT

} Exam Facts :

| | Bold ' Italic Underline @ Font Size WMIGG: Point (pt) A
(Ctrl + B) (Ctrl + 1) (Ctrl + U) 97 ST 2

@ 1 Point = 1/72 Inch
r

- @ Font Formatting ¥ forg
| Format = Character fd&eq

&1 IUANT fHaT ST G 1
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11 Alignment of Text

[Pa.ge 11]

= -

_Text Alignment : (8) United 1 - LibreOffice Witer
: file Edit Yiew [nsert Format Styles Table Form Jools Window Help
.Paragraph%TextaﬁPage B-B-RE-B8-*802CBC &
Margins ai GTﬂ'ﬂR 'd’}'dﬁ-hﬂﬂ Default Paragraph Style v LiberationSeif v 12 v B [ U &
BT Text Alignment DB | = = 1= =
: | — = = —
g i g, S, el
® Ig UD Paragraph Formatting Left || Center | ‘ Justify
Feature 2 | (sl || (Ctd+E) | (cm " RJ (s )
Types of Text Alignment :
Alignment | Meaning (37¥) Shortcut Example
NIELIT CCC
Left Tq’l% 3?]'\7 Ctrl + L Word Processing (LibreOffice Writer)
This is a sample text.
h NIELIT CCC ]
Center é’li[ ﬁ Ctrl + E Word Processing (LibreOffice Writer)
This is a sample text.
' NIELIT CCC
Right tﬂé AR Ctrl + R | Word Processing (LibreOffice Writer)
| This is a sample text.
. y NIELIT CCC Word Processing (LibreOffice
Justif E‘ﬁ:ﬁ Mﬂrglﬂs i Writer) is used to create and edit documents.
ustiry a; GF\'_I'HR At This is a sample text to show justify alignment
where the text is aligned on both margins.

'12. Undo & Redo

Important Facts :

@ Left Alignment =T Text & forg Swavft & |

@ Center Alignment 37FR Heading ® JTINT &Il % |

() Justify Alignment ¥ Text AT 3 F Margins F FTHR afRed A 2 |
@ Alignment T% Paragraph Formatting Feature @ |

: '@ Untitied 1 - LibreOffice Writer x
Undo & Redo : File [Edit View [nsert Formit S Teble Form .Iml.s Window Help
G2 4 &
® Undo : fSel Action & a9g Efwltl’ ph[:; H - 1B - ﬁB/’ \S {:@
o | oo
@ Redo : Undo oI TIT“E Action |
aﬁmwml .__{CH+Z)_..¥{Ctrl+"I’)J
Command Shortcut  Example :
Undo Ctrl + Z | ® Tl ¥ Text Delete & WU @ Ctrl + Z
Redo Ctrl + Y SO} A9 AT S Febel ¢ |

1
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13 AutoCorrect, Spelling & Grammar

::_AutOCorrect .
® Typing & GRM A
et i O Y
YURA dTell Feature

AutoCorrect AT € |

® Ig UHY §uEl & 3N
Tgpingﬁﬂ]’ﬂ]:lwgl

[Page 12]

Replace Exceptions Options Local Options Word Completion

/

(O Apply during spelling check |

Replace With () Replace text as you type
teh [T the

recieve receive Automatic capitalisation
adress address Delete excess spaces
cccured occurred Replace dashes
enviroment environment

B3 Recognise URLs

| Help J

| AutoCorrect Options Dialog Box

( . o= / N
\ Spelltng CheCk 2 This is a sample text with wrong speling. ‘ {:fuiz&;i} |
® Document H Teld Spelling _ ko —
UgaFH & fog Spelling "’“::““m < ‘
f in dictionary:
Check T IUANT BT ¢ | = Ignore Once
Ignore All fe : B
® TeTd Spelling G| R | Add to Dictionary [SP;L{J"Q e
log Box
Bl TG AT TEYGR Suggestons: -,
;
WGl (Red Underline) ¥ sling c::ang;“
- spewing nge
ﬁ-@m m % I 5pewinq AutoCorrect
spelunking
Help Close
; - b— -
_ Grammar Check : T S o =
L Grammar Chgck HHET ai Possible agreement efror. The noun 'are” may be Ignore Once
i incorrect.
Grammar Haefl Errors Ignore All
. : There@manybmkon the table.
UgeF H el el & | Next Serence i
® g Sentence Structure, Suggestions: |( &m gﬂh:‘;“
Verb-Subject Agreement P Chispge T | " s
anfe @t Tafadl B TgEE oo (o
Tadl & (Iucisy 9o e
R R &= ) | — e
Important Menu & Shortcuts : Important Facts :
Feature Menu Path Shortcut o Spelling Check Shortcut - F7 |
Spelling Check | Tools — Spelling F7 o Spelling Check Menu - Tools = Spelling |
Tools = Spelling AutoCorrect Options -
G Check - P
Ammar S | (Grammar Check) (3 Sl e T
AutoCorrect Tools = AutoCorrect _ AutoCorrect Options |
Options — AutoCorrect Options Automatic Spell Checking TTeid
Alitomatlc Tools = AutoCorrect yredl @ Gebedl B o vl € |

- AutoCorrect Options

Spell Checking (Options Tab)

N

Grammar Checking !

g

Language Support T iR Tt & |
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Find & Replace :

[Page 13} -

'14. Find & Replace

Using Find (Ctrl + F) :

Computer is an electronic device.
Computer helps us in daily work.
I like to use Computer.

: o ( Find Ted 9
® Find : Document ® g / W RE
fdt Word 3T Text @l Find  Computer : K
@GF‘“ I () Match case
() whole words only
® REP'.I'.'ICB i @a‘ ﬂq TEX'I'. (] Regular expressions
% WM W 4T Text () Search backward
Sle-T | Find All Find Previous | Find Next Close
| Using Replace (Ctrl + H): - Shortcuts :
[a) Find and Replace _ % L Command Shortcuts
. % Find T T Text Find Ctrl + F
B qrell Text ford - ford (Raplnce With) ——— - :
| / e | Find and Replace | Ctrl + H \
Find: Computer v s
| Important Options :
Replace with: | Laptop v Capital IR
D Match case Mat‘:h Cﬂse Smﬂu Letters
(] Whole words only ¥ 3R &R |
8 BEgular:xpressmns Whole Words | &a@ T Words -
Search backward 0 nlg A B % I
Find All Find Previous Replace I | Replace All | Close Search cﬂ@ ﬁ aﬂ;\c ECIm Gl
__ Backward g
. gduE Matching it Matching | | Regular Advanced Search
‘Text«'ﬁﬁ'ﬁﬁm% Occurrences P FGeidl & !Ex : & foro Iwam g
N ) y ¢ pressions ¥
| Example : Computer &I Laptop & Replace &I |
| L (Ctrl + H) |
"' Find o Replace x| '@ FindandReplace %
Find: Computer v Find: Computer >
Replace with:  Laptop ¥ Replace with:  Laptop ( mft Mntchi.ng |
(0 Match gase 0 Match case Text d5eH & fom
[ Whole words only [ wWhole words only Replace All W
() Regular expressions ' (] Regular expressions Click ﬁl
[ search backward [C) Search backward ‘
Find Al Find Previous ~ Replace  Replace All Close /| Find Al Find Previous  Replace Replace Al Close
~Result :
Replace & ¥ Tgdt : Replace F & IS :

Laptop is an electronic device.
Laptop helps us in daily work.
I like to use Laptop.

=




( Chapter - 3 | (Page 14]

+15 Formatting the Text

Formatting & &I &R :

~ Formatting : .
! Character Font, Size, Color,
® Document @I 3MHYY ’ : @ Formatting Bold, Italic, Underline |
qafad 3R Ugd Aqrg '
9T Formatting
HEA & |

Paragraph | Alignment, Indentation,
Formatting Spacing, Bullets |

@ Page Margins, Orientation,

Formatting Page Size |

Paragraph Formatting : @ Page Formatting :

wmnst ~||2 | BIU & A+ ==-c-3R 0O B 0O
f/‘/‘f'ﬂ'\ =X = 2 PN - % ——

Font  Font | Bold | Italic  Underline Font Alignment = Bullets || Line | Marging = Orlenfation | Page

@ Character Formatting :

i ®

; (Portrait / Size |
L) Sn &5 Spacing | Landscape) | | G4, A9
~ Line Spacing : | Line Spacing Options :
[¢=—] e 0. | This is a sample paragraph.
@ Paragraph ﬁ Lines “35 =" 128 ~ LJ E L e This is a sample paragraph.

(1.0)

: ’ This is a sample paragraph. ||
s @ ' Line Spacing = T ==—g w1
m_tﬁ % | m ' ' This is a sample paragraph. ||

1.5 Lines This is a sample paragraph.

® I8 Document ﬁ qgﬁ 20 _ This is a sample paragraph. |
ﬁ AT S1dl %l Custom... B Eis_is_a_sa:nplegar_ag;apT B
| | This is a sample paragraph :

I i

(2.0) ple paragrap

This is a sample paragraph.

116. Paragraph Indentation
' Indentation : Indentation % &I UK :

® Paragraph E7) Page Margin |- Type '  Description ()
P | 3y Gl &ﬂ-\r TG Before Text Paragraph &l 9 M.:u-gm ﬁ I HE |
Indentation HEATAT 2 | After Text | Paragraph 1 @1 Margin & 318X & |
® T§ Text Pl IR 3R First Line | %ac Tgeht Line B I HE |
qHfed &9 € | Hanging Indent | T&eHt Line F1 BIgaR T Lines & 37
Sl |
Using Indentation (Format — Paragraph) : Examples :
a Eangh ey L Before Text Indent || After Text Indent

l |
Indents & Spacing  Alignment Text Flow Outline & Numbering  Tabs This is a sample paragraph | | This is a sample paragraph,_

 Before Text

| Indent | == with before text indent. This || with after text indent. This #=4
Indent e - I is a sampl h j E [ h
8 Befors téxt: 000em o ple paragraph. is a sample paragraph.
L
After Tet _—p Aftertent 000em 5 First Line Indent | Hanging Indent
: Indent First Bne: 000cm o || k=This is a sample paragraph | | #=This is a sample paragraph
' ' , | '] with first line indent. This is a with hanging indent. This
First Line . [0 Automatic E
g sample paragraph. a sample paragraph.
ent i
- ot |t

L8

Exam Point : Indentation 3R Alignment ATT-37cT Paragraph Formatting Features g1
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17, Bullets & Numbering
~ Bullets : ~ Numbering : Toolbar Options (LibroOffice Writer) :
o f&1 %W Tl List 99 @ HHaG List 99 & fou
%WM’T@?{%I Wﬁﬂ@?ﬁﬁi LiberationSedf v 12 55:;
.?ﬁﬁlt&msﬁﬂﬂﬂﬁ .Eﬁltems@ﬁ@ﬁ
S A E / \
e Computer 1. First .[U“"d“d =y (G'd“d e
® Keyboard 2. Second
® Mouse 3 Thtrd

— — _— R

Types of Bullets :

| Sold Circe | Hollow Cirde | Square Arrow Tick Mark Diamond

! ® [tem1 O Item 1 | = ltem 1 > ltem 1 v Item 1 % |tem 1
® Item?2 O Item2 m tem?2 » Item 2 v Item 2 ** Item 2
® [tem3 O Item3 ‘ m [tem3 > ltem3 v’ Item 3 % Item3

Types of Numbering :

P Alphabets Small Alphabets |  Roman Numbers Small. Roman
(ABC | (abe | amom (i, i, iii)

1. ltem1 ‘ A. ltem1 ' a. Item1 . Item1 i Item1
2. Item2 | B. Item2 b. Item 2 II. Item2 ii. Item 2
3 ltem3 | C. ltem3 | ¢ lem3 Il Item 3 i, Item 3
L . e
Feature vs Use : _Important Shortcuts (Writer) :
| s e Action Shorteut

Bullets Unordered List
———1—— 1 | Numbering (Ordered List) Toggle F12 |
[ Numbermg Ordered List . | |
| Bulleis Cl.l‘ld NHMbEI'Ulg B List aﬁ Formattmg ! Bullets (Unorder'ed Llst] Tosgle Shift + F12
| aﬁ;n

Bullets and Numbering Dialog Box :
Using Bullets and Numbering :

') Bullets and Numbering x|
List & Items &I Select & Bullets Numbering Outline Image Position Customize
(I Cursor 39 Line W ) |
° O L ¢
Format — Bullets and Numbering 3 = 5 .
T Click N | ° 0 = o
@ H1AYG% Bullets AT Numbering Style = > : ~
9 3R OK W Click & | i 4 3
 Menu Path : g g :
Format — Bullets and Numbering Hep | Bemove OK Concel | Beset
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Change Case :
® English Text &I Capital &1

Small Letters H SgoT
Change Case hgdlldl % I

® SUDI SUTART Text &
Capitalization &I Fge
& forw fosar <mar €

Types of Change Case :

| Page 16 |

Menu Path :

Format — Text — Change Case

| Eormat Styles Table Form Tools Window Help )C . cm'
| |Wl§ |

B Bod

Text k

[5 spacing v L Italic
[a Align Text » Y Underine
= Lists 5 =+  Strikethrough
87 Clone Formatting Char?e Case
) tart from Ca
(& Clear Direct Formatting Ctrl+M :
Uppercase
Lowercase

Option

Ctrl+1
Ctrl+U

»

pital

Shift+F3
Shift+F4

Using Change Case :

Case Example
UPPERCASE . COMPUTER
lowercase comp uter

Sentence case

. Computer is useful.

Capitalize Every Word

Computer Basic Course

T Click ¥ |

tOGGLE cASE . ¢cOMPUTER

‘ @ 3a¥gd Case Option

19. Header & Footer |

Header & Footer :
® Header : Page & HWI HII
¥ qR-9R fewrg 37 awf

Information |

® Footer : Page F e 9T
7 §IR-9R f¢@E 3 aml

Information |

~ Menu Paths :

Fliades licer, 50 & R

i Insert = Header and Footer — Header

Footer Insert Y & ferg -

Insert = Header and Footer — Footer

i Important Facts : |

@ Page Number Header 3T Footer H Insert fohar &7 Tehar 'EI

@ Header 3R Footer Page Style ¥ 92 &d €1

U @ Page Style @t Pages # Header/Footer |MIIG:

Repeat E‘aﬁ % i

Y

@ Change X dTct Text I Select & |

Format — Text — Change Case

|

Ctrl; B .

Examples :

Type Example

Book Name, Chapter Name,
Header Date a7

Page Number, Copyright
&y Information 3¢

(CetMens | [ BuaderandiFoster |
e = Options

{ Untitied 1 - Li

Eile Edit View [nsert Format Styles Jable Form Jools \ Window Help
E; kg IF_' * i D Page Break Ctrl+Enter - ELE

More Breaks

(3 Header and Footer » [O Header
E [mage. Footer
[ty Chart.. | Page Number...
;'; Header Example |
€CC - Chapter 3 Computer Basles

© 2024 CCC Notes 1

Fud -

This is a sample document text. This
page shows header and footer example.

 Page Number

| Footer Example

|
1
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'20. Table Manipulation

Table : Table & H&I W :

® Data & Rows 3R Columns m
§ afead S B gfawm -
Table HFANH @ | A'/ : \‘

: C
® Table W Text, Numbers : : :
afe W@ o g6d § | (Horizontal)
4 5 6 :
Name Age City Cell
' 8 - 3 " (Intersection)
Amit 20 Delhi -
Neha 22 Mumbai Part Description (3f)
} Rohit 21 Jaipur Row Horizontal Cells &t G |

Column Vertical Cells 1 ¥&el |

Important Facts :

Cell Row 3R Column &1 Intersection |
Feature Details e e ]
| | e oot Sttt | o F2 _ Table Rows 3R Columns & et &t 3 U
_Menu Table - Insert Table
[ | Use Table % Test, Numbers |
£ | o @ S R §
Tab Key ‘ A Cell § M |
| “Shift + Tab | fawelt Cell # w1 |
l
. Insert & Draw Table T
I Insert Ta.ble : Elfe. Edit View 1n; Format Styles Jable Form Tools Window Help
® Document H Rows 3R | BTSN COUFIZAY | Insert. Tabla
r Columns @I Fufia W& | €3 E':;l & e
| arclt Table SFFT Insert | Select .
Table e € | = e
| Table T A 5 P—
@ Cursor @ Tal ®F | W | | Number of columns: 3 : II
Number of rows: 4 =
@ Table - Insert Table g | e | I
FONS Diﬂ.lﬂg BOX
& Heading L ,
} @ Rows aﬁt Columns a% | [ Repeat heading rows on new pages 1./
Tl B | [ Dontspiit table '
| @ OK W CI.I.CI( aﬁ | Help 0K Cancel J
L :
| Draw Table : Table Drawing Tools :
| ® Toble I HEWHATHR &1 A1 Iqb! &1 | soBoz==0@mal

Wﬁaﬂﬁ%ﬁlﬂ[)mw Sﬂ'{Bordgr Tools &1 ITAM .

e WﬁTableﬁ%Lmesﬂ?fﬂqﬁaﬂHﬂDrawﬁﬂTﬁT
ﬂﬁﬂ%ﬁ?CellsﬁﬁMergeWSpﬁt’ﬂﬁﬂTﬁTW%l

Writer & Table Insert &% T |
Shortcut Ctrl + F12 %| J

| S S
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=

{ 22. | Changmg Cell Width & Helght
- Cell Width & Row Height : Using Mouse :

® Cell Width : Cell # ISFS | ' Column Width 75 % R | | Row Height aaet & Rig
® Row Height : Row &l $9R% | Column Border %1 Drag X || | Row Border 1 Drag FX |
® Column Width 3TR Row Height

@l Mouse T Table Settings ¥ A l. B A

ST ST Gl ¢ |

\ ltem 1 ltem 2 ltem 1 4

® Table FI Properties H Columns e i e

P Width Ruiftd @ aod & | = ik e ]

® Optimal Width : Content & TR
Column Width Adjust &I |

® Optimal Height : Content & 3/FHR Row Height Adjust &I |

~ Using Table Properties : Optimal Width & Height :

[ Table Propert - I ———
Liod il (] QptimalColmn Width €— o thrm |
Table TextFlow Columns Borders Background [F]  Optimal Row Height A & fow |
Columns e G o= ~

| Column 3 Width o= Insert Columns Left \ Content % IR |
Widthl 400ecm  ° i gl fAuifa &¢ | == Insert Columns Right " Row Height Adjust
E:I AutoWidth - | E'J Delete Columns |__ S fer o )
_ Merge Cells

23. Alignment of Text in Cell

Cell H Text Alignment : Table Toolbar (Alignment Options) :
® Table Cell & 37aY Text ol | == | ==10lx

Horizontally 3R Vertically == | L) |2 |

il U1l
— il

Align f&ar ST gehar & |

® Alignment & o0 Table Toolbar | :ﬂﬂ C;'_"-“.
AT Table Properties &7 W bl o

AT SEIES

Jus!.ifg | Tap I Center | Bottom |
ﬁni:gn |‘ Align ' Align . Align Align ‘

o STl € |
Horizontal Alignment : Vertical Alignment : Important Difference :
| Alignonar | icon Example [ltligwaril o | Bunete A e
— Horizontal :
Left = | Computer Computer i g7 g afdad
. | Top [f] Alignment s
Center = Computer _ bl
|
Right = Computer Center | Computer | Text 31 Cell 31
| ——| | i ! Vertical Sk &
y = || Computer is an Alignment 3 :
Justify = || electronic device. Bottom | El Computer SR R % |
J | |
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[19 Inserting & Deleting Rows and Columnst:f

Insert Row : Insert Column :
® Table § 93 Row I | ® Table ¥ a1 Column SIS |
ID | Name | City D | Name | Age | New
. Ami : _ i, Column
mit | Delhi | 1| Amit 20 | - ,
2 | Neha Mumbai : New 2 Neha 22 |
e - —I" | Row |
Delete Row : Delete Column :
e THI[Es Rowl &CHI | e I g3 Column &M | %
e hdas Cy | D Name City
1 Amit Delhi ’ : _
mMi
X| 2 Neha Mumbai F—N—

Important Menu Commands

® Table = Insert =& Rows Above / Rows Below

® Table = Insert = Columns Before / Columns After

® Table = Delete = Rows
® Table = Delete = Columns

Exam Point :
Table Delete ¥+ & folU Table — Delete — Table &1 IFANT fHar ST gl

25. Merging & Splitting Cells

Merge Cells : Split Cells :
® T AT Wb Selected Cells ® UH Cell &I %8 Cells |
P! AR T Cell M feamifora & |
A B A B
v 5
A B A B
\. Merge Cells " Split Cells.
Feature Function Menu Commands
Merge Cells Multiple Cells @I T &I ® Table = Merge Cells
Split Cells U Cell Pl g | H &l ® Table — Split Cells

Example :
Table &t %8 Cells B! Merge b TP 8! Heading SIS ST Hebel! B |
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' [g;;ze:ij Borildy & Shading

® Borders § Table & Cells
AeT-37e fmars <t € |
® Border &1 Color, Style 3R Width

® Table Properties d Border 31
Background Options g &1

Border Example

(‘Page 20 |

Border : Shading / Background :
@ Table IT Cell & TR 3R ® Table AT Cell & ey Color
TS S arel Line | UG
~ Important Points : Menu :

;Iabfe Form TJools Window Help

Insert »

Delete

ST S Tl B | Select >
{2t Properties...
® Shading &1 IUANT Table I L
Highlight &% # &Il & | Q >
\YT Exam Fo

Formatting Features g

> Table — Prupe rties

Table Properties

.+ More Colors...

Nafs Closs City (e e G
Border Color :

Amit 10 g |l ———— T

Neha 9 Mignbal | [B == te=rermmene Border Width :

Rohit 8 S| —— 2pt =
Shading Example

Name Class City  Shading Color Options :

Amit 10 Delhi ceasnsd B

Neha 9 Munba | | MOBEOEDD SN0

Rt : T  EOEOENIE i

Table Row Column Cell  Alt Text

Table Properties (Border & Background) :

x|

'3'{"’?"; ;I Line style: 4 Border Settings
- B;ékg;;u;d Uuar: | ——————————- -

Color: I —

Width: 2 pt = Background

|
| Fill color:
|
|

t

| Background Settings |

Q Remember :
Border aur Shading ka

use alag-alag hota hai, dono
ka kaam alag hai |
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1127: ~Mail Merge

Mail Merge : Mail Merge &I IQT&I :
i . Main Document Data Source Merged Documents
® Mail Merge : T & F@R || Moh Doomert B Sy (Personalized Letters)

& Letter a1 Document !
S-S Recipients &

Mame | Address | E

Dear «Mames | Il
; : Amit | Delhi ;
Personal Information & AT | youer cotaty ited < AW .. Prist !
IR FA g | ool i, O | Neha | M » el o o
Address: Rohit Jaipur Annual Function.
® Example : T& Invitation Letter [ “Address” Pooja | Lucknow i

B 100 AR & SHEHT-3ET Thank You. e _fr
9 3R 9d & T IR HT |

Mail Merge & =g Components : Example (Components) :

Component | Description 1. Main Document (Common Content) |
1. Mali Docuinént | Letter T Document &1 Dear «Name»,
| Common Content | You are invited to our Annual Function.
2. Data Source A, Gdr anfe @ List | Address: «Address»
o — 1 Thank You.

3 M Fields ﬁafa Saurc_e &l _lnform;t?on :
s i I & oY Placeholder |

| Main Document 3fR Data
% Mocgel Documart | 2 e Ol 4

2. Data Source (Recipient List) _' 3. Merge Fields (Placeholders) . 4. Merged Document (Output)

A B | If E:'Bﬂ.l' Neh&,
! Name . Address L «N 2 ) You are invited to our Annual Function.
2 | Amit | Dethi ( ) Address: Mumbai
3 Neha Mumbai  «Address» J |
I ' " Thank You.
4 Rohit Jaipur

Mail Merge & Steps :
(1) Main Document  (2) Data Source (3 Merge Fields ~ (4) Document

T EmaR  Select W1 Insert @I Preview B |
—— » «Name» a— »
—— «hAddress» :Q

fe=—===a

Menu Path : Important Facts :

® Mail Merge &1 JUTNT Letters, Mailing
Labels 3nf& &R ¥ &t & |

File Edit View Insert Format Styles Table Form:Iools Window Help

¥ e " || @ Mail Merge @ Personalized Latt
wvet Automatic Spell Checking  Shift+F7 ot ik erso, el ]
(2] Thesaurus.. CtrleF7 GRIN ﬁm’ I Hha % |
(= "R i .| @ Writer H Tools - Mail Merge Wizard
Ly | P I B § |
 Mail Merge Wizard r\t Mail Merge Wizard.. | @ Mall Merge  Spreadsheet 31
Macros » | Information ® Data Source & ®Y #

g 6 o gear g |
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L28 Important Shortcut Keys

s ! S —— i

[ Chapter - 3 E

o e e e m —  —

Shortcut Keys :

® Shortcut Keys &1 TN & §H Keyboard
U B See! 3R I A HH H IHhd & |

for Faster Work

® Shortcut Keys ¥ & Sicdl 3R WA & 1l 2 |
® I Keys T+t Common Actions & forg Suamft g
® =7 ¥ & Shortcut Keys Exam q ‘IE} mIcEA

Shortcut Function Shortcut ‘ Function
Ctrl + N New Document Ctrl + J l Justify
Ctrl+ 0 Open Document Ctrl + Z " Undo
| Ctrl + S R Save- ) — Ctrl + Y p= Redo
| Ctrl+5hiﬂ+$ S;ez— _ Ctrl + F | Find S
ctd+P | Print  Ctrl+H I Find & Replace
| Ctrl + W Close Document Ci:ri + Ente;- | | Page Break
Ctrl + A Select All Ctrl + Home Start of Document
ol X | cut Ctrl+End | End of Document
Cirl + C Cony Crl+ FI2 | Insert Table
i Ctrl + V Paste Ctrl + 1 | Apply Heading 1
| Ctrl + Shift +V | Paste Special Fi | Help
Ctrl ; B y Bold F5 Navigator
Ctrl + 1 Italic F7 | Spelling
Ctrl + U ‘ Underline F11 | Styles
Chrl + L Left Align F12 Numbering On/Off
Ctrl + E I Center Align Shift + F12 | Bullets On/Off
Ctrl + R | Right Align Cirl + F10 l gc:};;;tmg Characters
@ Exam Point : J Remember : b

@ “R-9X IUANT 81 areft Shortcut
Keys @I I1% 74 |

@ Shortcut Keys &1 3% &ed &
Speed &t 3 |

@ 3 Keys Writer § Standard ¥ ¥

B Yl ¢ |
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29 Su.mmarg - Quick Revu.ston |

@ Chapter 3 & Hg@qul One-Liners

(1)

———

(4)

A

9

—

\J

Writer T& Free 3R

0 ) Page Orientation & 31 JHR

= ==

LibreOffice Writer T
Word Processing Software ¢ |

DPEI"I source
Writer &1 Default File =
Extension .odt % I
ODT

ODT AT Full Form
OpenDocument Text 2 | opeunocument

Open-Source Software 4

Text
) Writer Template &
Extension .ott '3 I .ott
PDF &1 Full Form Dy
Portable Document PDF
Format & |
) PDF Technology 1 ' ~‘
Adobe = fafiia fomar o1 |
Adobe
) Title Bar A Document
- H AW e @R
ﬂ:.,] My ty Documentodt - LibreOffice Writer — O X l

Status Bar # Page Number
3R Word Count ot
Information Bt & |

Page10of 5 | 1,234 words

i
{l

Portrait 3R Landscape 2 |

Portrait Landscape
A4 Paper Size
- 210 x 297 mm " Azi 267 mm
i & |
210 mm
Font Size @t Unit Aa B

Point (pt) Bt 2 |

13
14
15

16

W

21

=

2

X

24

(oE"

) Header Page & SR 3R

1 Point = 1/72 Inch il
GG BLE e
Justify Alignment & Text ————
G| Margins & IR e
afRd gidr & | —
I;m@' G!S;Tel%nlg Check F7 i A5
Ctrl + H ¥ Find and [

Replace eraT 8 | ﬂ s [‘j
Ctrl + F12 ¥ Table

Inser‘l:@?ﬁ%l |Ctrl]+|F12]
F12 9 Numbering ) ;—
Toggle @it gl g 3 —

Shift + F12 & Bullets ;
Toggle AR E ‘ Shift !+| F12 I

Header

Footer =< BIdT & |

Footer

Merge Cells @I JugHT =7
%3 Cells Bl U6 FTH
o gl g |

Split Cells T 3R i
T Cell @l Al #
sfeq & giar € |

Personalized Letters

Mail Merge 1 JUIRT ‘

(i

ARFAAFNE I —

Mail Merge H Main Document | == + =

3R Data Source A | = -

Components & | Main Data
Document Source

Writer # Mail Merge Wizard Tools | Window Help
Tools Menu ® e § | Mail Merge Wizard.



30 Model Questions and Answer_S_::

1 Q. LibreOffice Writer g uoR @
Software & ?

Ans: Word Processing Software | | —

'3 Q. ODT 7 Full Form 1 & 2

OoDT
Ans: OpenDocument Text |

| 5 Q. LibreOffice Writer & g File
&9 P Shortcut FIT § ?

Ans: Ctrl + N | 'I'@

7 ; Q. Save As @I Shortcut &I % ?
Ctrl + Shift + S |

e )+ (&

'2;9 Q. PDF & f &t 3

DR A\

Ans: Adobe | Adobe

Ans:

11 Q. A4 Paper &1 Size T § ?

Ans: 210 x 297 mm | Ad ||z27mm

-—  »
210 mm

13 Q. Center Alignment &
Shortcut T & ?

Ans: Ctrl + E | ‘Ctrll-l-l. : I

15 Q. Undo &t Shortcut &I & ?

il

Ans: Ctrl + Z 1

2 ' Q. LibreOffice Writer @1 Default
File Extension &1 % ?

Ans: | .odt | .odt

4 Q. Writer Template @1

Extension &1 & ?

Ans: | ott | .odt

6 Q. Document Save & &l
| Shortcut 4T & ?

Ans:  Ctrl+S | ‘thll+‘ Sl

" Q. PDF &7 Full Form &1 2 ?

8
Ans:  Portable Document

Format |

10 Q. Print @ $I Shortcut E

ot (@D

12 Q. Font Size f&g Unit &

T ST € ? Aa
Ans:  Point (pt) | -'12 e

14 Q. Justify Alignment <t
Shortcut &7 & ?

R Cri+ )i [ﬂ]+u
@@ &

Il




/16\ Q. Redo I Shortcut I § ?

-Arls: | Ctrl+ Y ‘Ctr[l.',‘ Y l

18 Q. Find and Replace
Shortcut T 8 ? —

Ans: | Ctrl+H 1 lCtrlI+‘ H I =(

20 Q. Numbering & fog ®F-t
il Function Key ST gicit § 2

Ans: | Fi2 |

22 Q. Header g fewaré 2ar & 2

______________

Ans: | Page & Tl
T H |

24 Q. Merge Cells &I 39N 1 g?

Ly

M Cell
0 AW A Cells B

sy T Cell § iy |

26 Q. Mail Merge Wizard f&g
- Menu ® fierar % ?

. Tools | _| Window Help

| Ans: | Tools Menu |

Spelling...

Automatic Spell Checking

i'23 Q. Select All # Shortcut

Ans Ctrl+A|‘CtrlI‘ I”EH

30 Q. LibroOffice Help @i &t Shortcut T g7

Ans: F11

Mail Merge Wizard... ‘

CAns:| 5 @

29 Q. Manual Page Break &t

17 Q. Spelling Check S
: Shortcut =T § ?

=) O

19 Q. Table Insert H ht
: Shortcut 4T § ?

Ans:| CileFi21) Ctdl"" F12l X

“Ans: F7 |

21 ) Q. Bullets S Shortcut T § ?

Ans: | Shift + F121 ‘ Shiftl-l-‘ F12 I

25\ Q. Footer &gl 3@ 2dm § ?

Ans:  Page & fct
T H |

———————————————

o e e et

25 Q. Mail Merge &I J&I ST

TG ?

Ans: | S-S Recipients & fery
" Personalized Letters
TR T | H‘

I

27 Q. Writer § Navigator !

Shortcut &1 % ?

Navigator

Shortcut 1 % ?

| Ans: | Ctrl + Enter | ‘ Ctrl H Enterl B
Page Break
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