
• To move (drag and drop) selected text using the mouse, drag it to the new location and 
release it; the cursor changes shape while dragging.

• To copy selected text, hold down the Ctrl key while dragging. The text retains the 
formatting it had before dragging.

• To move (cut and paste) selected text, use Ctrl+X to cut the text, insert the cursor at the 
paste-in point and use Ctrl+V to paste. Alternatively, use the Copy/Paste buttons on the 
Standard toolbar.

When you paste text, the result depends on the source of the text and how you paste it. If you 
click the Paste button, then the pasted text keeps its original formatting (such as bold or italics). 
Text pasted from websites and other sources may be placed automatically into frames or tables 
as part of the format when you paste. If you do not like the results, click the Undo button or press
Ctrl+Z.

To make the pasted text inherit the paragraph style at the insertion point:

• Choose Edit > Paste Special, or

• Click the arrow on the combination Paste button, or

• Double-click the Paste button without releasing the left mouse button, or

• Press Ctrl+Shift+V

Then select Unformatted text in the resulting menu.

You can also press Ctrl+Alt+Shift+V, which pastes unformatted text directly.

The range of choices on the Paste Special menu varies depending on the origin and formatting of
the text (or other object) to be pasted. See Figure 21 for an example with text on the clipboard.

Figure 21: Paste Special menu

Finding and replacing text

Writer has two ways to find text within a document: the Find toolbar for fast searching and the 
Find & Replace dialog. In the dialog, you can:

• Find and replace words and phrases.

• Use wildcards and regular expressions to fine-tune a search (see Chapter 3).

• Find and replace specific attributes or formatting (see Chapter 3).

• Find and replace paragraph styles (see Chapter 3).

Using the Find toolbar
By default, the Find toolbar is shown docked at the bottom of the LibreOffice window (just above 
the Status Bar) in Figure 22, but you can float it or dock it in another location. For more 
information on floating and docking toolbars, see Chapter 1, Introducing Writer. If the Find toolbar
is not visible, you can display it by choosing View > Toolbars > Find on the Menu bar or by 
pressing Ctrl+F.

Finding and replacing text | 39


	Chapter 2 Working with Text: Basics
	Finding and replacing text
	Using the Find toolbar



