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Discussion comments by Andy Pepperdine
This document will cover mostly the way to insert, present, manipulate and move illustrations in a 
LibreOffice Writer document, but starts with a digression on line breaks.

Writer contains a great deal of functionality, most of which you have probably never suspected was 
there, or even thought you wanted to do.

Formatting Marks
When typing text into a Writer document, the Enter key will terminate a paragraph and start a new 
one. But when pasting text from that copied from some other program, Writer may not behave as 
you wish.

For example, from an e-mail, which may contain html directives, rather than just plain text, there 
may be occasions when line breaks are inserted instead of paragraph breaks. This used to be a 
problem, but my recent attempts to reproduce the issue have failed. So it may no longer occur as it 
used to.

What seems to happen now is that every line of message turns into a separate paragraph.

To see the marks, use View and check the Formatting marks box.

Paste Special
Simple pasting from the html part of a message also carries over the formatting and the fonts and 
other character attributes may be other than what you want. In this case, it is better to use Paste 
Special (SHFT-CTL-V) found at Edit → Paste Special, when the subsequent dialog will show 
differing options depending on what the text contains.

To extract the text only, and not other formatting marks, select Unformatted Text from the choice 
shown. Or to get there more directly, Edit → Paste Special → Paste Unformatted Text, (or even 
SHFT-CTL-ALT-V, if your fingers are feeling sufficiently nimble).

You may like to try various options for your particular case, using Edit → Undo (or CTL-Z) to undo
the edits you don’t like.

Paragraphs and Lines
One of the troublesome by-products of pasting from elsewhere can be the intrusion of unnecessary 
line breaks or paragraph breaks. It is perhaps worth remembering that whenever you make an edit to
a document, LibreOffice must reformat that paragraph to adjust lines and change the length of it on 
the page. Note that could mean a change to the number of pages it reports at the bottom left of the 
window. My guess is that it can adjust unchanged paragraphs rapidly, but updates the current 
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paragraph carefully. So any very long paragraph will necessarily take time to adjust. If your pasted 
text contains line breaks, then all the lines are in the same paragraph.

Editing the line breaks and paragraph marks is not as easy as you might imagine.

To find and replace paragraph marks, requires you to ensure that Regular Expression is selected in 
the Search Replace window and use the $ sign to find the ends of paragraphs. Then you can replace 
them with blanks (preferably).

To include more text after the para ends, see  the references, since following text must start with a 
caret ^ to indicate the start of a paragraph.

If instead, you are looking for line breaks, then you have to use the sequence \n in the search, and 
again remember to turn on Regular Expressions.

See the references for the Help pages for Writer. Note that \n in the Replace field, inserts a 
paragraph break. To replace something with a line break, cut and paste a line break from the 
document into the Replace field.

Using styles
Al paragraphs are laid out according to a style and in fact even characters are subject to different 
styles. Defining appropriate styles is important to allow you to keep a uniform appearance for the 
document. When you open a new document, it leaves the formatting according to a Default Style. 
This is the lowest common denominator for styles from which all others are derived. It is far better 
to define your own and use those to make editing easier.

We covered styles in 2008 for Open Office. LibreOffice is essentially similar and the references 
point to it. However, it is out of date and we will cover them again in a forthcoming session.

Multiple files for one document
If you have more than one file making up a single narrative, then you may want to put a different 
page number as the start of each file, rather than one as it would be by default. To change the 
numbering is not intuitive, but is fairly easy.

Click in the first paragraph of the document, and go to Format → Paragraph → Text flow. Then in 
the Breaks section of the dialog, tick the boxes for both Insert and With Page Style. Then type the 
number you wish to start at in the Page number box.

Inserting Pictures
Pictures in any one of various formats can be inserted simply by Insert → Image and browse to 
where your picture is, and it will be inserted where the cursor is currently pointing.
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The next thing to decide when wishing to include a picture in a
document, is how you want the picture to move when the text
is edited. The answer to that question determines what the
picture will be anchored to.

Some of the properties of the positioning can be seen from the
Properties side bar. More can be obtained from the right click
context menu, and still more from Right Click → Properties,
which brings up a dialog to help you determine exactly how it
is to be handled. You can set the size of it, its position relative to the anchor, and how to wrap the 
text round it.

Anchors for Insertions
The initial configuration will attach a picture to the character at the cursor position. That is probably
not what you want. Typically you will want to anchor it to the paragraph which it illustrates.

Right clicking on the picture will show various options, including how to change its anchor point. 
Anchoring to the page will keep the picture on that page. So if the text is greatly increased, the text 
it applies to may then be moved to the next page and the picture will be inappropriately positioned. 
Generally use Anchor to Paragraph, which will keep it associated with the descriptive paragraph 
however the text is subsequently edited.

It is possible to move the anchor from one place to another, by selecting the image ad then click and
drag the anchor symbol to the new location.

To Move a Picture
To position the picture where you want it, you can just click and drag it.

The Properties dialog also gives options to fix the position to the left, right or centre, both 
horizontally and vertically, or a distance relative to the left edge or top of the area it is anchored to.

Wrapping the Text
If the picture is illustrative, then you may want the text to flow past it in some way. There are a 
number of different options available, and again, some are found in the Properties side-bar, some 
one the context menu and some in the separate properties dialog (Right Click → Properties). I have 
found the Optimal wrap, which is the default, is usually fine. For special purposes, this can be 
changed, and I suggest you experiment with them to see what is good for your particular case.

Often you do not want the text to closely abut the picture. You can set a distance between the 
picture and the text from the Properties dialog under the Wrap tab and Spacing.
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Resizing images
The size of the picture can be adjusted either with the properties sidebar or via the Properties dialog.
You almost certainly would want to tick the Keep ratio box to ensure that when you reduce the 
height, then the width is also reduced proportionately.

Note that when you adjust the picture in place by selecting and dragging one of the edge markers, 
that only the corners will maintain the aspect ratio. Dragging one of the edges will distort the 
picture, even though the Keep ration box is ticked in the Properties.

If you are importing large pictures, like photos from modern cameras, then remember that they are 
kept as full size in the document, and will occupy so much space in internal memory. The 
processing will slow down considerably if you run short of memory.

To improve matters, you should reduce the size of the picture before inserting it into the text. In fact
on an A4 size sheet, you do not need many pixels in each direction to give an adequate portrayal of 
the original.

I use the application gwenview if I have only a single one to do. Reducing the size to 10% in each 
direction of the original digital photo gives good enough results, and reduces the size of the jpg file 
to 100th of the original. More information on this was given in the group’s Oct 2020 topic notes – 
see references below.

If you wish to make gwenview your default application for this file type, then in the file browser, 
right click -> Open With → Other Application (or similar depending on the browser), and then 
select the gwenview from the list presented. Before exiting, make sure you also click the button Set 
as Default. That will make gwenview the default for those files.

Cropping Pictures
Like resizing the whole picture, cropping one to only the part of interest will also save space. 

You can crop using the right click menu, and then dragging the edges to the part you want. Or using
the Crop tab under Properties. Also there you can see what the original size would be if it took the 
original file as is without reduction or cropping.

But be aware that if you have reduced the size of the picture before inserting it, then cropping and 
taking a small piece will not have the resolution of the original. In this case you may want to crop 
the original picture before inserting in this case. This can also be done in gwenview.

Replacing a picture
The image right click menu also has an entry to enable the picture to be replaced. This gives a very 
easy way to change the picture for the one after you have adapted the size and cropping from the 
original and saved it.
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In order that LO can undo edits, it has to keep all the previous edits available to return to. So the 
more you edit, the more memory it will consume. This is especially true when replacing pictures, as
the old picture must be kept until the end of the edit.

References
Information on finding and replacing paragraph marks can be found here: https://ask.libreoffice.org/
en/question/32879/is-there-an-easy-way-to-find-a-paragraph-mark-and-replace-it-with-a-line-
ending-or-a-space/

and here: https://ask.libreoffice.org/en/question/69982/find-and-replace-double-paragraph-breaks/

The relevant help page is here: 
https://help.libreoffice.org/4.4/Common/List_of_Regular_Expressions

Here is how to replace something with a line break: https://webrosis.com/replace-paragraph-line-
break-libreoffice-writer/

Also, the built-in Help button in the Find and Replace window is very helpful.

Resizing images was mentioned in the October discussion and can be found at: 
https://www.u3ainbath.org.uk/group_pages/foss/LinkedFiles2020/2020-10-October.pdf

Using styles in Open Office were described in 2008 here, but are now somewhat out of date: https://
www.u3ainbath.org.uk/group_pages/foss/LinkedFiles2008/Styles/Style-leaflet.pdf
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