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Feedback
Please direct any comments or suggestions about this document to the Documentation Team’s
mailing list: documentation@global.libreoffice.org

Note

Everything you send to a mailing list, including your email address and any other
personal information that is written in the message, is publicly archived and cannot
be deleted.

Publication date and software version
Published January 2022. Based on LibreOffice 7.2.

Using LibreOffice on macOS

Some keystrokes and menu items are different on macOS from those used in Windows and
Linux. The table below gives some common substitutions for the instructions in this document.
For a detailed list, see the application Help.

Windows or Linux macOS equivalent Effect
Tools > Opt_lons LibreOffice > Preferences Access setup options
menu selection
Right-click Control+click or right-click

) Open a context menu

depending on computer setup

Ctrl (Control) ¥ (Command) Used with other keys
F11 ®+T Open the Styles deck in the Sidebar

Documentation for LibreOffice is available at https://documentation.libreoffice.org/en/
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Introduction

By default, commands and tools used in LibreOffice Draw are grouped in a user interface
consisting of cascading menus and toolbars. The functions and use of these cascading menus
and toolbars are described in previous chapters of this user guide.

This chapter describes the user interface variants that are available for LibreOffice Draw. A user
then has the option to select the user interface that suits their requirements and methods of
creating drawings in LibreOffice Draw.

Note

When changing the user interface, the variant can be applied only to LibreOffice
Draw, or applied to all the modules in LibreOffice.

Selecting user interface

To select a user interface variant or switching between the user interface variants:
1) Go to View > User Interface on the Menu bar to open the Select Your Preferred User
Interface dialog (Figure 1).

2) In Ul variants, select one of the variants. An example of the selected variant is shown in
the Preview box, along with a short description.

3) Click on Apply to Draw to apply the variant selection to LibreOffice Draw only, or click on
Apply to All to apply the variant to all the LibreOffice modules. The LibreOffice window
changes to match the selected variant.

4) Click Close to close the dialog.

Select Your Preferred User Interface 0
Ul variants Preview
© standard Toolbar
Tabbed File Edit Insert
single Toolbar DD Bl C
S— v Styles B I b 5|
Tabbed Compact .
Groupedbar Compact Standard user interface with menu, toolbar, and collapsed
Contextual Single sidebar. Intended For users who are familiar with the classic
interface.
Apply to All Apply to Draw Close

Figure 1: Select Your User Preferred User Interface dialog

Note

If the option Enable experimental features has been selected in the Tools >
Options > Advanced dialog, several more variants appear in Ul variants. Being
experimental, these variants are not described in this user guide.
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Figure 2: Standard Toolbar user interface in LibreOffice Draw 7.2

Note

In all the user interface variants, the Sidebar can be hidden or shown by clicking on
the Hide/Show button on the left of the Sidebar,

Standard Toolbar Ul

The Standard Toolbar user interface is the default view when LibreOffice is installed and the
Workspace opened for the first time. Figure 2 shows an example of the default Workspace view
in LibreOffice Draw, which normally consists of the following.

* Menu bar at the top of the Workspace.

» Standard toolbar positioned below the Menu bar.

* Line and Filling toolbar positioned below the Standard toolbar.

» Drawing toolbar positioned vertically on the left of the Workspace.

» Sidebar positioned on the right of the Workspace.

For more information on the Draw Workspace, see Chapter 1, Introducing Draw.

Tabbed Ul

The Tabbed user interface provides a familiar interface for users coming from proprietary office
suites, for example Microsoft Office. This user interface is divided into tabs, where each tab
displays a set of tools grouped by context. The context changes depending on the object
selected and the LibreOffice module being used.

It includes a Menu bar, a Tab bar, and tool icons grouped in context that would be normally used
in LibreOffice Draw. If the tool icons on a tab page do not fit into the width of the Draw window, a
double chevron >> appears at the right end of the row. Click the double chevron >> to display
more commands.

Tabbed Ul | 5



New »
Recent Documents 4
Close

User Interface...

Toolbars 4
Customize...

Options... Alt+F12
LibreOffice Help F1
Donate to LibreOffice

About LibreOffice
Figure 3: Quick menu options

~ Ho~"
Figure 4: Icon bar

On Windows and Linux operating systems, the Menu bar can be hidden or displayed by clicking
on Menubar at the left end of the Tab bar.

On the right of the Tab bar, a Quick menu () (Figure 3) is available giving access to some
commonly used commands and links. Some of the Quick menu items have submenus, indicated
by a triangle » on the right. The Quick menu is the same for all tabs.

On the left of the Tab bar, an icon bar (Figure 4) is available giving access to some commonly
used tools — Menu bar; Open (Ctrl+0); Save (Ctrl+S);Undo (Ctrl+Z); Redo (Ctrl+Y).

The Tabbed user interface can be customized using the Notebookbar page of the Customize
dialog to show or hide the individual tools on the various tabs. For more information on
customization of LibreOffice, see the Getting Started Guide and the Writer Guide.

Note

When using the Tabbed user interface, the Draw toolbars are removed from view. If it
is necessary, toolbars can be opened and used by going to View > Toolbars on the
Menu bar or Quick menu > Toolbars.

Fixed tabs

The fixed tabs in the Tabbed user interface for Draw are described on the following pages. The
illustrations show the left and right ends of the tabs separately so they are large enough to more
easily see the commands.

File tab

The File tab (Figure 5) is a fixed tab providing commands to create new documents; open, save,
print, and close documents; manage templates; export to PDF and EPUB; display document
properties; add a digital signature; and sign an existing PDF.

The File tab has two menus (Figures 6 and 7): File and Help. The File tab menu contains the
same commands as the tools available on the tab. The Help tab menu provides links to a variety
of resources.
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Frink | Print Preview Properties [} Sign Existing PDF
Figure 5: Tabbed user interface - File tab
(8 File +
New 4
Recent Documents »
Close
Save
Save As...
Save Remote File... @ File v
Export...
@ Help ~

Export as PDF...
Export as EPUB... LibreOffice Help
Email Document... What's This?
Email as PDF... User Guides
Send via Bluetooth... Get Help Online

Print Directly (Canon_TS6100_series)
Printer Settings...

Digital Signatures...

Sign Existing PDF...

Properties...

Exit LibreOffice

Figure 6: File tab menu Fig
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Donate to LibreOffice
License Information

About LibreOffice
ure 7: Help tab menu
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Figure 8: Tabbed user interface - Home tab
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bjects « Home ~

Select All
Find...
Find and Replace...

Jump to Last Edited Slide
Figure 9: Home tab menu

Home tab

The Home tab (Figure 8) is a fixed tab providing commands to cut, copy, paste, and format text;
insert common items (for example images, tables, charts); apply, update, and edit drawing styles;
and so on. The Home tab menu (Figure 9) at the right end of the Tab bar provides additional
commands that are not on the tab.

Insert tab

The Insert tab (Figure 10) is a fixed tab providing commands to insert many commonly used
items. The Insert tab menu (Figure 11) at the right end of the Tab bar provides some of the same
commands.

File Edit WView Insert Format Page Shape Tools Window Help

Al File Home Insert Layout Review
u :?] Duplicate Page = y 1y Chart o & Gallery e
Mew Page By insert Page from File Table i OLE Object Image (2 Photo Album  Media  Hyperlink
View Extenslon Tools =
gl Floating Frame ke Callouts u ~ ] Formula Insert
- - -
« Snap Guide Insert Fontwork  Insert Layer Field Symbo 8 Emoji - fel OF -

Figure 10: Tabbed user interface - Insert tab

Insert ¥

Photo Album
Gallery

Select Source...
Audio or Video...
OLE Object...

Insert Page from File...
Formula...

Text Box

Vertical Text
Fontwork...

Floating Frame...
Hyperlink...

Insert Snap Guide...
Page Number

Page Count

Header and Footer...

Figure 11: Insert tab
menu
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Layout tab

The Layout tab (Figure 12) is a fixed tab providing commands to create the drawing page layout.
The Layout tab menu (Figure 13) provides extra commands to create the drawing page layout.

File Edit W“iew Insert Format Page Shape Tools Window Help

= H-C- File Home Insert Layout Review
I set Background image 53 Duplicate Page - I
fa B 5 S|

Format Page Header and Foober \“ tave Background Image Mew Page B3 Delete Page Rename Page
*
View Extension Tools =
[ Hide Slide £ Mrve Page Up =5 M Master Background - L ect Layout ~
* Move Page Down Change Sede Master [ Master Objects Rotate £ Format Page

Figure 12: Tabbed user interface - Layout tab

bjects Layout ¥

New Slide

Duplicate Slide

Slide Layout

Slide Properties...

Set Background Image...

Change Slide Master...
v Master Background
v Master Objects

Hide Slide

Rename Slide

Insert Slide from File...
Figure 13: Layout tab
menu

Review tab

The Review tab (Figure 14) is a fixed tab providing commands for spell checking text; inserting
and deleting review comments; and redaction. The Review tab menu (Figure 15) provides
additional text editing commands. Some of these commands appear only if Asian or Complex
Text Layout are selected in Tools > Options > Language Settings > Languages.

File Edit View Insert Format Page Shape Tools Window Help

= Bo-0- File Home Insert Layout Review Vi
abi [“'] ah aute Spelicheck 1 .IZINe.:t Comment ._' Delebe Comment I:jl “
Spalbng Theswurus C'l Hyphenation Cormimaent :I—|P|1'\.-lr_'u'. Comment .I__‘_".'.lt'lc'h' All Comments  Show Commants
x
View Extension Tools =
e B Review -
nks  Redact | Edit Mode [ comment

Figure 14: Tabbed user interface - Review tab
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Review

Spelling...

v Automatic Spell Checking
For All Text »
Hyphenation
Chinese Conversion...
Hangul/Hanja Conversion...

More Dictionaries Online...
Figure 15: Review tab menu
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= H- - File Home Insert Layouk Review
» L . g i - | P
D 2\ ~. Zoom Previous =7 Zoom Mext 1 L3 mulers T Menubar p
Mormal Master  Zoom & Pan 53 Entire Page s Pagewidth | Sidebar [:icrid | Page Pane Glue Paints
x
W View Extension Tools =
Al _ c A - i
p | 2 g [ ) Ll Grayscale o View -
clue Peints 5] = [ Color % Black and White  New Window C, zaom

Figure 16: Tabbed user interface - View tab

View ¥

v Normal
Master
v Menubar
v Sidebar
v Status Bar
Slide Pane
v Views Tab Bar
v Rulers
Display Grid
v Snap to Grid
Display Snap Guides
Snap to Snap Guides
v Color
Grayscale
50%
75%
100%
150%
200%

Zoom Previous

Figure 17: View tab
menu
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View tab

The View tab (Figure 16) is a fixed tab providing commands for the display of a drawing on
screen. The View tab menu (Figure 17) provides additional commands relating to the display on
a drawing on screen.

Extension tab

The Extension tab (Figure 18) is a fixed tab containing only the command to access the
Extension Manager allowing the installation of extensions that are compatible for use in
LibreOffice.

Extension Tools =

Extension ¥

‘ Extension Manager...

Figure 18: Tabbed user interface -
Extension tab

Tools tab

The Tools tab (Figure 19) is a fixed tab providing several tools for macros; color replacer; media
player; and form creation. The Tools tab menu (Figure 20) provides some of the same
commands, plus extra tools for organizing macros and dialogs; image map; data sources; filter
settings; extension manager; and options.

File Edit WView Insert Format Page Shape Tools Window Help

= = - o File Home Insert Layout Review
j__' Edit Macros pe # Form Control Wizards
Run Macro |55 Basic Color Replacer Media Player Toggle Design Mode |:| Group Box
*
View Extension Tools =
CSEHM YVmaeae ODEE TR Tools -
SEERE BMC BRoE B £ Options

Figure 19: Tabbed user interface - Tools tab

Tools ~
Run Macro...
Edit Macros...
Organize Dialogs...
Organize Macros »
ImageMap

Color Replacer
Media Player

Data Sources

XML Filter Settings...
Extension Manager...
Options...

Figure 20: Tools tab
menu
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Additional tabs

Additional tabs appear when an object in Draw is selected and are displayed between the View
and Extension tabs. The illustrations show the left and right ends of the tabs separately so they
are large enough to more easily see the commands.

Draw tab

The Draw tab (Figure 21) is only available when a draw object is selected in a drawing. It
provides commands for editing, transforming, grouping, aligning, and distributing draw objects.
The Draw tab menu (Figure 22) provides a similar set of commands for editing, transforming and
converting draw objects.

File Edit WView Insert Format Page Shape Tools Window Help

3 H<-C- File Home Insert Layoult Review Vi
Tramsformations = Line ~ b Rl g T '_E_|. E
L -
o A [T Area - - o corwert O afl ol
o
View Draw Extension Tools —
= Biring Forward A =% jul - Draw -
»
ol 7' Send Backward ~ EditPoints 3" [ Y T %7 Glue Points Graup rfl o

Figure 21: Tabbed user Interface - Draw tab

TR Draw ~

L X

Points

Rotate

Vertically
Horizontally
Transformations »
Break

Duplicate...

To Curve

To Polygon

To Contour

To 3D

To 3D Rotation Object
To Bitmap

To Metafile

Name...

Description...

Figure 22: Draw tab
menu
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Image tab

The Image tab (Figure 23) only becomes available when an image is selected in a drawing such
as a photograph, Fontwork, OLE object, or QR code. It provides commands for working with
these images, including captions, cropping, borders and area styles and colors, anchors,
wrapping, positioning, and filtering. The Image tab menu (Figure 24) provides links to dialogs for

working with images.

File Edit Wview Insert Format Page Shape Tools Wwindow Help
4 H File Home Insert Layout Review Vi
B X crep Line - 0.00° + v, o o @ o —
Name o A B EH aea | None v - O Ennver: o0 o ol
b 4
View Image Extension Tools =
4.’? Bring Forward P 0% - + B o% - Image =
all CF Send Backward  Filter 'ﬁ- 0% -+ 100 - + i al
Figure 23: Tabbed user interface - Image tab
+ Image ~
Crop
Edit with External Tool
Replace...
Compress...
Save...
ImageMap
Name...
Description...
Figure 24: Image tab menu
= B~ File Home Insert Layout Review View
3 Transformations -  Line = A o &3
Harme = AITEH aea O c;mert' og ef ol
w Object Extension Tools =
— > Bring Forward Object

]’ Send Backward

Figure 25: Tabbed user interface - Object tab

ril
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Object tab

The Object tab (Figure 25) only becomes available when an object, such as a chart, is selected.
It provides commands to position, resize, choose colors and borders for the selected object. The
Object tab menu (Figure 26) provides extra commands to match the type of object selected.

Object ~
Name...
Description...
Figure 26: Object tab
menu

Table tab

The Table tab (Figure 27) only becomes available when a table is selected in a drawing. It

provides tools to format a table to the drawing requirements. The Table tab menu (Figure 28)
includes extra commands for editing a table.

File Edit “iew Insert Format Page Shape Tools Window Help

- i
- = = File Home Insert Layout Review View
BB Une = . Border Color ; ] elect Column +—
Hs = |— LNy . — - ] ﬁ HH select Colu
wame [ Bf BF  area | Color - rfl 1 - merge Cells Splic Cells  Select Table [f] Select Row
*
Text Table Extension Tools —
e T 2 LI o Table ~
Optimize Table Design [ Tablle Properties

Figure 27: Tabbed user interface - Table tab

Table ~

Insert Rows

Insert Columns

Optimal Row Height
Distribute Rows Equally
Optimal Column width
Distribute Columns Evenly

sSort...
Figure 28: Table tab menu

Media tab

The Media tab (Figure 29) only becomes available when a media object is selected in a drawing.
It provides commands for positioning and running an audio or video file. The Media tab menu
(Figure 30) includes extra commands for editing a media object.
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Figure 29: Tabbed user interface - Media tab

Media ~

Media Player
Name...

Description...

Figure 30: Media tab
menu

Single Toolbar Ul & Sidebar Ul

When selected, the Single Toolbar and Sidebar user interfaces only show the Menu bar with no
toolbars. However, toolbars can be added to either of these user interfaces by going to View >
Toolbars on the Menu bar and selecting the required toolbar from the options available. For
more information on toolbars, see Appendix B, Toolbars in this guide and the Getting Started
Guide.

Tabbed Compact Ul

The Tabbed Compact user interface has the same tabs as the Tabbed user interface, but the
commands on each tab are arranged as a single row of tools. Some of these tools have
drop-down menus with extra options. Figure 31 shows an example of the File tab in the Tabbed
Compact user interface.

The tab menu on the right of the Tabbed Compact user interface provides the same options as
the tab menus in the Tabbed user interface, see “Tabbed Ul” on page 5 for more information.

File Edit View Insert Format Page Shape Tools Window Help

= B<-C~ File Home Insert Layout Review
Y Mew » | Templates Open « v OpenRemote [ save - [ Sove As. [ Export [ PDF
®
View Extension Tools =
[~ Email  wew Print o3 Print Directly (Canon_TS6100_series) = Properties g File -

Figure 31: Tabbed Compact user interface - File tab

Groupedbar Compact Ul

The Groupedbar Compact user interface (Figure 32), with a Draw object selected, is divided
into groups that contain commands organized as sets of tools and menus. Clicking on the double
chevron >> displays more tools for editing an object.
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The Groupedbar menu (Figure 33) on the right-hand end of this interface provides extra
commands for working with LibreOffice Draw, including convenient ways to change the user
interface and access toolbars.

A0 msa =] A A une - 0.00em e
File - Edit Draw - Area | Coler » | rf I - O
O == da _n Tn :-—nl ' ER= o " e '- fx:' 4-5
I >
Arrange ~ of el ol Snap - “an  Shape - Menu -

Figure 32: Groupedbar user interface with Draw object selected

v Menubar

v Sidebar
User Interface 4
Toolbars 4
Options...
Extension Manager...
Run Macro...
Qrganize Macros 4
LibreOffice Help

About LibreOffice

Figure 33: Groupedbar
menu

Contextual Single Ul

The Contextual Single user interface displays a single toolbar to suit the type of object that has
been selected. Figure 34 shows an example of Contextual Single user interface when a draw
object is selected. Clicking on the double chevron >> displays more tools for editing an object.

File Edit wview Insert Format Page Shape Tools Window Help

B 032 area Color ~ O ~ [  Llne of-- .
4
t 0.00 cm + |2 = -J = j 2 ~-2 Z og el ol - O O ¥

Figure 34: Contextual Single user interface with Draw object selected
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