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Ch 2 Publishing - Online class 5
1. How to make a document attractive?

To make change in the word or sentence (letters)

m Open the typed document.
m Format —»Character

m In Font we change Family, Style and Size
Family: Style: Size:
Ichilanka v | | Bold v |20 |~

m In Font effects we can change Font color

Font | Fonkt EFfecks | Position

Fonk color:

To make change in the Paragraph

m Open the typed document.
m Format —»Paragraph
m In Indents & spacing we can change the distance between the rows
m In Alignment we can use the alignments like Left, Right, Centre,
Justified
2. Clone Formatting Tool :?
The tool used for applying the format of a given text or an object to
another one.
This process is called Clone Formatting. It can be used to format the
document with less number of pages
3. Clone Formatting
m Select the already formatted word.
m Double click Clone Formatting tool _‘f?

(Cursor that can be seen when clicked on this tool

m Click and drag on the words that to be changed.
4. The technique used to format a large document, such as a report or book

Style Formatting
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5. Styles
Styles define titles, subtitles, paragraphs, and lists specifically for
Libre Office Writer to recognize.
6. Where are the facilities for style formatting in LibreOffice Writer?
These are available in the Style Box on the left extreme of the Formatting
toolbar.
Default Style v
7. Style formatting (Eg: formatting of heading)
m Select the first heading.
m Click Heading 1 in Style Box (Fig. 2.1).
m Select the other titles one by one and click Heading 1 from Style Box.
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