
Using media files
To insert a media file into your document:

1) Choose Insert > Media > Audio or Video on the Menu bar to open the Insert Audio or 
Video dialog.

2) Select the media file to insert and click Open to place the object in the document.

Tip

To see a list of audio and video file types supported by Writer, open the drop-down 
list of file types. This list defaults to All audio and video files, so you can also choose 
unsupported files such as .mov.

Writer only links media files and does not embed a media file into a document. Therefore if a 
document is moved to a different computer, any links will be broken and the media files will not 
play. To prevent this from happening:

1) Place any media files that are included in a document in the same folder where the 
document is stored.

2) Insert the media file in the document.

3) Send both the document and any media files to the computer which is to be used for the 
document and place both files in the same folder on that computer.

Using the Gallery
To insert media clips directly from the Gallery:

1) Go to the Gallery on the Sidebar.

2) Browse to a theme containing media files (for example, Sounds).

3) Click the movie or sound to be inserted and drag it into the document area.

Media playback
The Media Playback toolbar is automatically opened when a media file is selected. The default 
position of the toolbar is at the bottom of the workspace, just above the Drawing toolbar. 
However, this toolbar can be undocked and placed anywhere. If the toolbar does not open, go to 
View > Toolbars > Media Playback on the Menu bar.

The Media Playback toolbar contains the following tools:

• Insert Audio or Video – opens the Insert Audio or Video dialog.

• Play, Pause, Stop – controls media playback.

• Repeat – if selected, media will continuously repeat playing until this tool is deselected.

• Position (Playback slider) – selects the position to start playing from within the media 
file.

• Timer – displays current position of the media clip and length of media file.

• Mute – when selected, the sound will be suppressed.

• Volume – adjusts the volume of the media file.

• Media path – the location of the file on the computer.

• View (Scaling drop-down menu) – only available for movies; allows scaling of the clip.
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