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You can also open an existing document that is in a format that LibreOffice recognizes by double-
clicking on the file icon on the desktop or in a file manager such as Windows Explorer. LibreOffice
has to be associated with file types that are not ODF files for the appropriate LibreOffice
component to open.

g Note

When opening files stored in a remote server, you may be asked to enter your user
name and password to log in the server.

Saving documents

You can save documents as follows:

* Save — use if you are keeping the document, its current filename and location.

* Save Remote — use if your document is already stored in a remote server or will be stored
in a remote server.

* Save As — use to create a new document, or change the filename and/or file format, or
save the file in a different location on your computer.
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(if applicable), navigate to a new location (if applicable), and click Save.

Password protection

To restrict who can open and read a document, or open and edit the document, use password
protection.

1) Using the Save As command above, select the Save with password option in the Save As
dialog or Save dialog.

2) Click Save and the Set Password dialog opens (Figure 10).

3) In File Encryption Password, enter a password to open the document and then enter the
same password as confirmation.

4) To restrict who can edit the document, click Options.

5) In File Sharing Password, select Open file read-only, enter a password to allow editing,
and then enter the same password as confirmation.

6) Click OK and the dialog closes. If the passwords match, the document is saved password-
protected. If the passwords do not match, you receive an error message.
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3 Set Password 2 e x

File Encryption Password
Enter password to open

Confirm password

Mote: After a password has been set, the document will only
open with the password. Should you lose the password,
there will be no way to recover the document. Please also
note that this password is case-sensitive.

= Options|

File Sharing Password
Open file read-only
Enter password to allow editing

Confirm password

| ok | Cancel

Figure 10: Set Password dialog

A Caution

LibreOffice uses a very strong encryption mechanism that makes it almost impossible
to recover the contents of a document if you lose or forget the password.

Changing the password

When a document is password-protected, you can change the password while the document is
open. Go to File > Properties > General on the Menu bar and click the Change Password
button. This opens the Set Password dialog where you can enter a new password.

Saving documents automatically

LibreOffice can save files automatically as part of the AutoRecovery feature. Automatic saving, like
manual saving, overwrites the last saved state of the file.

To set up automatic file saving:

1) Goto Tools > Options > Load/Save > General on the Menu bar.
2) Select Save AutoRecovery information every and set the time interval.
3) Click OK.

Opening and saving files on remote servers

LibreOffice can open and save files stored on remote servers. Keeping files on remote servers
allows you to work with the documents using different computers. For example, you can work on a
document in the office during the day and edit it at home for last-minute changes. Storing files on a
remote server also backs up documents from computer loss or hard disk failure. Some servers are
also able to check-in and check-out files, thus controlling their usage and access.

LibreOffice supports many document servers that use well known network protocols such as FTP,
WebDav, Windows share, and SSH. It also supports popular services like Google Drive and
Microsoft OneNote, as well as commercial and open source servers that implement the OASIS
CMIS standard.
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To enable a remote server connection, use one of these methods:

* Click on the Remote Files button in the Start Center.
» Select File > Open Remote in any open document.
» Select File > Save Remote in any open document.

On the Remote Files dialog (Figure 12), click Manage Services > Add Service button in the upper
right to open the File Services dialog (Figure 11). Depending on the type of file service you choose

in the Type listbox, different parameters are necessary to fully qualify the connection to the remote

server.

Ao File Services -0 X%
Type: | Alfresco 4 -
Host: http: //<host: port=/alfrescofc

User: |

Password:

Remember password

Repository; v 5
Label: Alfresco 4
Root:

Help Cancel

Figure 11: Remote server configuration

Once the connection is defined, click OK to connect. The dialog will dim until the connection is
established with the server. A dialog asking for the user name and the password may pop up to let
you log in the server. Proceed entering your credentials.

The Remote Files dialog (Figure 12 @WW@W%%H@W@%%IW CIER R
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click the Navigator icon in the Sidebar.

Click the marker (+ or triangle) by any of the categories to display the list of objects in that
category.

The Navigator provides several convenient ways to move around a document and find items in it:

* When a category is showing the list of objects in it, double-click on an object to jump
directly to that object’s location in the document.

* Objects are much easier to find if you have given them recognizable names when creating
them, instead of keeping the default names such as Sheetl, Tablel, or Table2. The default
names may not correspond to the actual position of the object in the document.

* Navigator also provides the facility to move, promote, demote items within a document.

* Each Navigator in the individual LibreOffice components has a different range of functions.
These functions are further explained in the user guide for each LibreOffice component.
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Figure 13: Navigator in Writer

Undoing and redoing changes

To undo the most recent unsaved change in a document, use the keyboard shortcut Ctrl+Z, or click
the Undo icon on the Standard toolbar, or go to Edit > Undo on the Menu bar. Click the small
triangle to the right of the Undo icon to get a list of all the changes that can be undone. You can
select multiple changes and undo them at the same time.

After changes have been undone, you can redo changes. To redo a change use the keyboard
shortcut Ctrl+Y, or click the Redo icon, or go to Edit > Redo on the Menu bar. As with Undo, click
on the triangle to the right of the Redo icon to get a list of the changes that can be reapplied.

To repeat the last command applied to your document, use the shortcut Ctr/+Shift+Y. This can
save several repetitive menu navigation clicks or keyboard shortcuts, especially when the
command is taken from a secondary menu.

Reloading a document

Reloading is useful in two situations.

* You may want to discard all the changes made in an editing session after the last document
save.

* You may have made some formatting changes that do not show until the document has
been closed and reopened; reloading has the same result.

To reload a document, go to File > Reload on the Menu bar. If you have made changes to a file
since the last save, a confirmation dialog will warn you that reloading will discard your last
changes. Choose whether to save or discard the changes.

On reloading the document, the File dialog does not open, because the file is already selected.

Using document properties

To open the Properties dialog for a document, go to File > Properties on the Menu bar. The
Properties dialog provides information about the document and allows you to set some of its
properties. The dialog and its tabs are described below.
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General

Contains basic information about the current file: file name and type; storage location; file size;
date, time, and author of file creation and last modification; template used to create the file; date,
time, and author of digital signature; date, time, and user name when the file was last printed; total
editing time; and revision number.

Controls available:

* Change Password — opens a dialog to change the password. It is only active if a password
has been set for the file.

» Digital Signatures — opens the Digital Signatures dialog where you can manage digital
signatures for the current document.

* Apply user data — saves the full name of the user with the file. You can edit the name by
going to Tools > Options > LibreOffice > User Data on the Menu bar.

* Save preview image with this document — saves a thumbnail.png inside the document.
These images may be used by a file manager under certain conditions.

* Reset Properties — resets the editing time to zero, the creation date to the current date and
time, and the version number to 1. The modification and printing dates are also deleted.

Description

Contains optional editable descriptive information about the document, which may be exported as
metadata to other file formats.

+ Title — enter a title for the document.

* Subject — enter a subject for the document. You can use a subject to group documents with
similar contents.

+ Keywords — enter the words that you want to use to index the content of the document.
Keywords must be separated by commas. A keyword can contain white space characters or
semicolons.

+ Comments — enter comments to help identify the document.

Custom Properties

Use this page to assign custom information fields to the document. In a new document, this page
may be blank. If the new document is based on a template, this page may contain fields.You can
change the name, type, and contents of each row. The information in the fields will be exported as
metadata to other file formats.

Click Add Property to add a new custom property. Click Reset to delete all custom properties.

CMIS Properties

Used for documents stored on remote servers. See the Help for more information.

Security
Enables two password-protected security options.

* Open file read-only — select to allow this document to be opened only in read-only mode.
This file sharing option protects the document against accidental changes. It is still possible
to edit a copy of the document and save that copy with the same name as the original.

* Record changes — select to require that all changes be recorded. To protect the recording
state with a password, click Protect and enter a password. This is similar to Edit > Track
Changes > Record on the Menu bar. However, while other users of this document can
apply their changes, they cannot disable change recording without knowing the password.
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* Protect or Unprotect — protects the change recording state with a password. If change
recording is protected for the current document, the button is named Unprotect. Click
Unprotect and type the correct password to disable the protection.

Font

When Embed fonts in the document is selected, any fonts used in the document will be
embedded into the document when it is saved. This may be useful if you are creating a PDF and
want to control how it will look on other computer systems.

Only embed fonts that are used in documents — If fonts have been defined for the document
(for example, in the template), but have not been used, select this option to not embed them.

Font scripts to embed — You can choose which types of fonts are embedded: Latin, Asian,
Complex.

Statistics
Displays statistics for the current file, such as the number of pages, words, and characters.

Closing a document

If only one document is open and you want to close that document, go to File > Close on the
Menu bar or click on the X on the right or left end of the Menu bar. On Windows and Linux, the
document closes and the LibreOffice Start Center opens. On macOS, the document closes and
only the Menu bar remains at the top of the screen.

If more than one document is open and you want to close one of them, go to File > Close on the
Menu bar or click on the X on the title bar of that document’s window. The X may be located on
either the right or left end of the title bar.

If the document has not been saved since the last change, a message box is displayed. Choose
whether to save or discard your changes.

A Caution

Not saving your document could result in the loss of recently made changes, or worse
still, the entire file.

Closing LibreOffice

To close LibreOffice completely, go to File > Exit LibreOffice on the Menu bar on Windows and
Linux. On macOS, go to LibreOffice > Quit LibreOffice on the Menu bar.

On Windows and Linux, when you close the last document using the X on the title bar of the
window, then LibreOffice will close completely. On macOS, you need to use LibreOffice > Quit
LibreOffice.

You can also use a keyboard shortcut as follows:
* In Windows and Linux — Ctrl+Q
e In macOS - Command #+Q

If any documents have not been saved since the last change, a message box is displayed. Choose
whether to save or discard your changes.
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Troubleshooting LibreOffice in Safe Mode

You can use Safe Mode to help restore an instance of LibreOffice that has become corrupted and
stopped working or fails to launch.

To access Safe Mode, do one of the following:

* Choose Help > Restart in Safe Mode from the Menu bar.
+ Start LibreOffice from the command line with the - -safe-mode option.
* In Windows only, choose LibreOffice (Safe Mode) from the Start Menu.

% Safe Mode

LibreOFfficeDev is now running in safe mode which temporarily disables your user configuration and extensions.
You can make one or more of the following changes to your user profile to return LibreOfficeDev to a working state.

The proposed changes get more radical from top down so it is recommended to try them successively one after another.

up
| Restore user configuration to the last known working state
| Restore state of installed user extensions to the last known working state

) Configure

Disable all user extensions

Disable hardware acceleration (OpenGL, OpencCL)
) Extensions

Uninstall all user extensions
of shared extensions

Reset st

set state
Reset state of bundled extensions
) Reset to Factory settings

Reset settings and user interface modifications

Reset entire user profile

> Advanced

Help . Continue in Safe Mode | Restartin Normal Mode Apply Changes and Restart

Figure 14: LibreOffice Safe Mode

The following Safe Mode options get more extreme from the top down, so it is recommended that
you try them successively.

* Restore from backup — LibreOffice keeps backups of previous configurations and
activated extensions. Use this option to restore the user configuration, installed extensions,
or both, to a previous known working state if you suspect that your problems were caused
by recent changes to either.

* Configure — Use this option to disable all user extensions, hardware acceleration, or both.
This is a good choice if you are experiencing crashes on startup or visual glitches that are
often related to hardware acceleration.

* Extensions — If you suspect that a corrupted extension is blocking or causing LibreOffice to
crash, you can use this option to uninstall all user extensions and reset the state of any
shared or bundled extensions. In the case of shared or bundled extensions, the option will
only work if you have the proper system access rights. It should be exercised with caution.

* Reset to factory settings — If all of the above fails, you can reset your settings and your
user interface modifications, or your entire profile back to factory defaults.

— Reset settings and user interface modifications — this will reset your User Interface
and configuration changes, but keep things like your personal dictionary, templates, etc.

— Reset entire user profile — this will erase all customized options and return your user
profile to the factory default state.
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* Continue in Safe Mode — Continuing in Safe Mode will allow you to work in LibreOffice,
using a temporary profile that was created on startup. Any extensions or configuration
options you had set up previously will have to be reconfigured in order to be used, bearing
in mind that any changes made to the temporary user profile will be lost after any restart.

* Restart in Normal Mode - If you arrived in Safe Mode accidentally, this option will discard
any changes, terminate Safe Mode, and restart LibreOffice normally.

* Apply Changes and Restart — Choose this option to apply any of the above changes and
restart LibreOffice.

Z Note

If you are unable to solve your problem using Safe Mode, the Advanced tab provides
instructions on receiving further aid.

In the Advanced tab you can also create a .zip file of your corrupted user profile which
can then be uploaded to the bug tracking system where it can be further investigated
by the developers.

However, be aware that your uploaded user profile may contain sensitive information
such as installed extensions, personal dictionaries, and settings.

26 | Troubleshooting LibreOffice in Safe Mode



	कॉपीराइट
	योगदानकर्ता
	सेवा टीउसके इप्रत्यर्पण
	सेवा पीछला इditions

	प्रतिपुष्टि
	प्रकाशन की तारीख और सॉफ्टवेयर संस्करण

	लिबरऑफिस क्या है?
	लेखक (शब्द संसाधक)
	कैल्क (स्प्रेडशीट)
	छाप (प्रस्तुतियाँ)
	ड्रा (वेक्टर ग्राफिक्स)
	आधार (डेटाबेस)
	गणित (सूत्र संपादक)

	लिब्रे ऑफिस के फायदे
	न्यूनतम आवश्यकताएं
	सॉफ्टवेयर कैसे प्राप्त करें
	कैसे सॉफ्टवेयर स्थापित करने के लिए
	एक्सटेंशन और ऐड-ऑन
	लिब्रे ऑफिस शुरू करना
	लिब्रे ऑफिस शुरू करने से पहले एक मौजूदा दस्तावेज खोलना

	मुख्य खिड़की के हिस्से
	मेनू पट्टी
	उपकरण पट्टियाँ
	टूलबार प्रदर्शित करना या छिपाना
	उप-मेनू और टूल पैलेट
	चल टूलबार
	फ्लोटिंग टूलबार
	टूलबार को अनुकूलित करना

	प्रसंग मेनू
	स्टेटस बार
	साइडबार

	नए दस्तावेज़ शुरू करना
	मौजूदा दस्तावेज खोलना
	Saving documents
	बचाओ कमान
	कमांड के रूप में सहेजें

	Password protection
	Changing the password
	Saving documents automatically

	Opening and saving files on remote servers
	नेविगेटर का उपयोग करना
	Undoing and redoing changes
	Reloading a document
	Using document properties
	General
	Description
	Custom Properties
	CMIS Properties
	Security
	Font
	Statistics

	Closing a document
	Closing LibreOffice
	Troubleshooting LibreOffice in Safe Mode

