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Discussion comments by Andy Pepperdine
This document will concentrate on the use of templates in LibreOffice writer, with some excursions 
into more on styles.

What are templates and why should I use them?
Often, you may find yourself re-using a previous document as the new one you are writing is 
merely a simple modification of the older one.

To prevent you accidentally overwriting the older one, or to provide prompts for some of the 
content of the new one, you can use a template to act as the common base for all of that type of 
document.

Access to templates
To see the templates available to you and manage them, use File → Templates → Manage 
Templates, or SHFT-CTRL-N on the keyboard.

Editing a template gives you access to certain fields that make little sense in a normal writer 
document. Some of these will be mentioned below.

To start editing a template, use File → New → Templates (SHFT-CTRL-N). You will then see the 
dialog to manage templates. Select the template, and right click to select Edit. That will enable you 
to modify the template itself. Saving will save as the template, not a document. You will see that it 
will have the extension .ott in the title bar of the window.

Creating a template
Before you can edit your own template, you have to create it. The easiest way is to start a new 
document, set the styles as you want them, and then Templates → Save as Template, select the 
category, give it a name and then Save. Then open the management window and edit the newly 
created template.

Preparation
It is difficult to overstate the importance at the beginning of using a template to think carefully 
about what type of document you want, and how you want it to look.

The whole purpose of using them is to ensure the appearance of your letters, reports, or what-have-
you is consistent across the whole brand. So be careful to get a clear idea of how you want them to 
look. What fonts to use, where to put a logo, how to present your name and contact details, etc.

Also consider what styles you want for numbering, chapter headings, pages, background, and all 
other attributes that make up your brand.
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When editing a document based on a template you can still modify it how you like, so you are not 
totally constrained by it. But what you gain is the prompts to make sure you do not forget some type
of content that is necessary for that type of document.

However, do not go overboard on detail. All you want in a template are the prompts for the variable 
content. Things which are constant (like name and logo) can be placed in position exactly as you 
want them, and the text put round them.

Naming convention
It is also a good idea to give sensible and meaningful names to the styles you create, and to create 
new styles for each purpose. Letting one derive most of the attributes from another ensures 
consistency when you make later changes.

Choosing a good name means that after a year you will still know what it is designed to represent 
and know how to change it when necessary. The Reference box for the tip is also useful to think 
about to ensure you get the most from editing it later.

Placeholders
Templates can contain placeholders. These are fields that contain prompt text to remind you what 
should go there, and you can then replace them in the actual document you write based on this 
template. You can also add more description that will appear on a mouse-over when writing the 
document, to remind you what it is there for.

To insert a text placeholder, use Insert → Field → More Fields → Functions and select Placeholder 
from the list on the left. Give it a name in the Placeholder box. This will appear on a grey 
background in the document you create from the template. The other box, Reference, is where you 
can put descriptive text for the mouse-over tip.

Input list
Another field that might be useful is the Input list. Insert → Field → More Fields → Functions and 
select Input list. The name of the field is put in the Name box at the bottom of the window.

The Item box is for adding entries into the list. Typing in the Item, and hitting Add will put it in the 
list, and then you can shuffle them with the other buttons.

When you then use this field in a new document, clicking on the field will show you the list from 
which you can select the appropriate entry. When starting a document based on this template, you 
will get a prompt to fill in these lists immediately. You can refuse to fill it at that point, and select 
later if you wish.
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Import and Exporting templates
Templates are stored by Writer in local storage in your home directory. They are not in a place you 
can normally select for yourself. So transferring them from one machine or user to another is not as 
simple as just copying a file.

First you have to export it from where it is by File → Templates → Manage Templates, then select 
the template and hit Export at the bottom right. This gives you the chance to select the directory 
where you want it, and then it will save it there as a file of type .ott.

Importing it is then the simple matter, again in the managing templates dialog, of using the Import 
button and navigating to the .ott file to import it.

Note that if you double click the .ott file from the file browser, or open it directly in LibreOffice, it 
will interpret it as use that template and give you an untitled text document. You would not be 
editing a template. To edit the template, you must first import it, or save it as a template.

Importing Styles from a Template
There may be occasions where you have defined a useful style in one template and find you want to
use it elsewhere, either to place it in a different template, or merely to use it as a one-off in a writer 
document. This is accomplished with the Styles → Import Styles dialog, which leads you through 
the steps of selecting a template containing the styles. Then tick the relevant boxes for the type of 
styles you want to import, and then hitting OK will import all relevant styles. If you leave 
Overwrite unticked, then if the same named style exists in your present document, then it will not 
import it.

If you do overwrite them, it will change all the relevant attributes associated with the style and all 
styles derived from it.

This would be the way of changing all your templates to use a different numbering scheme, for 
example, without having to make the detailed change in each one. Just get one right, and import it 
into the others.

References
Importing styles is covered here:
https://www.techrepublic.com/article/how-to-load-styles-from-libreoffice-templates/
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