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Decide on the Content

• Newsletter or booklet?
• Technical? News? Informative?
• Jargon? Chatty? Just for Fun, etc

• Who is it for?
• Children, Young Adults, Older People, etc

• Printing or viewing?
• Will it be emailed or online, or will people want 

to print it out?
• Or pre-printed and posted out to people



What to do First

• Accumulate your material, images, text, links, 
sources, etc.

• Useful to get all your text into standard format, if 
from different sources.

• Check the text for stray carriage returns, using the 
“show formatting” option, especially if it’s been 
copied from an email or PDF.

• You want only the “proper” paragraphs
• Think about the order, e.g., for News, do you want 

the most recent first or the most important or even 
the most fun?



Other Considerations

• Do you want an image to go with each item?
• But don’t overdo it.

• How many pages do you anticipate; for a booklet, 
multiples of 4 work really well
• If for printing, cost might be a consideration

• Typically booklets are for printing, so consider how 
to “staple” or “stitch” them.

• Include sufficient “white space” so that the reader 
is not “blinded”

• Don’t use too many fonts and sizes and colours, as 
it can be too distracting

• Add colour if appropriate



• If likely to be printed, use a white background, so 
that the printer ink doesn’t become exhausted 
from printing a full colour background.

• Consider what the finished item will look like if 
printed on a black and white printer

• Consider using columns in sections that have a lot 
of text, makes it easier to read, or if there are 
many short sections that could sit side-by-side

• Consider using a table if there are many different 
sized small items, merging cells where necessary

• Think about the layout, maybe draw a diagram. 
Useful to help you not miss anything.

More Considerations



Suggestions

Mike’s suggestions and recommendations:
1. Use Styles.
2. Use sections to have different page numbering, headers 
and footers.
3. Reduce and scale photos to the required definition, so 
that the document is not bloated.
4. Embed fonts (under Properties).
5. Under View turn on formatting marks, rulers, show white 
spaces etc.
6. Use a Table of Contents in large documents.
7. Acknowledge sources and use Creative Commons sources.
8. Export to pdf for publishing, so that it reproduces well on 
different devices. 



Example to copy from 

As I’m not that good at thinking up a lot of text, I decided to replicate a 
newsletter that has been done before 



The first step

The previous slide was a screenshot. 
This one shows a selection of the text

Copied into Libre Office

Now showing the formatting
(View > Show formatting marks)



Replacing formatting
Select Edit > Find and Replace Type “$” in the Find Box, Leave Replace blank

Click on Regular expressions

Click Replace All

The result



Design your layout – Page 1

Text Box From the 
Chair

Text Box 
Membership 

Secretary

Text Box with table 
of Committee 

Members

Text Box Secretary

Image U3A Text Title

Obviously not to scale, just 
an outline of the first page

Text Box Editor



Design your layout – Page 3

Text Box Serial 
Coordinator

Text Box 
Emergency Cards

Text Box Speakers

Image Walking 
Group

Text Stop Press

And the second page

Text Box Group Info

Image Funny

Image Cards

As I’m copying an existing 
document I won’t define 
the other pages here



A finished Example
One that Mike Sapsard generated, that I can use to show formatting



Showing the underlying format of a document
By selecting View > Navigator, 
you can see the various items 
that are included.

In the Navigator pane, double-
click on one of the items to be 
taken there
Or select an item in the 
document to be shown in the 
Navigator pane



Starting the document
Start a new Text Document

Note: even if you’re doing a booklet rather than a newsletter, you should start for 
the page in Portrait mode



Formatting the document

Check your margins; if for a newsletter you may want a bigger area of content

Format > Page Style and select the Page tab where you can change the margins



Formatting the document 2
Split the page into two columns

Format > Page Style and select the Columns tab

Change the number of columns

Unless you want the columns 
close together, change the 
spacing



Use the Show Formatting option to display the column borders.  

Formatting the document 3

The borders will not display on the finished document, but you may set up a 
Separator Line between the columns, from the Columns tab



Reminder of the Content

A reminder of what we want to end up with (or a near facsimile!)



Starting the Content

We’ll generate a simple, two column document with text, images and some colour 

As the logo is at the top, start by inserting an image. This will take you to a standard 
file dialogue. Select the previously saved logo.

So that the image will stay in place, right-click it 
and select Anchor. For this one select “To 
Paragraph”



The Content 1

Paste in the first block of text, copying it 
from your pre-saved, reformatted document

We want to make the top line a Heading, so 
select the text

Select Styles > Heading 2



The Content 2

Add an image into the text, 
”Saving” it directly from the PDF:
Double-click the picture then right-
click and “copy Image”

Somewhere in the text just copied in, paste 
the image that you have just copied.

Anchor to the paragraph, then 
drag it to its final position



The Content 3

The text is very close to the image, so 
change some of the properties of the image:
Right click the image and select Properties 
and the Borders tab

Change the Padding. 
Note the other settings available

The Result



The Content 4 – Text Boxes

If you want to move a block of text around, or 
put it somewhere “different” add a Text box
Select Insert > Text Box

Draw the text box wherever you want it. Add 
a little bit of text if you’re not ready to add 
the proper text yet
The border only shows with the display 
formatting unless you add a border via Right-
clicking and selecting Line



The Content 5 – Text Boxes

Paste your selected text into the box, 
or just type whatever you want To add a border to the text, select 

the box and right-click > select Line

Select the style that you want and 
click OK

To add Padding inside the border, 
right-click in the text, select “Text 
Attributes”. Select the “spacing to 
Borders’. The default is 0.



The Content 5 – shapes
To add a shape, select Insert > Shape 
then pick the one you want 

Draw the shape where you want it

Change the colour if you wish



The Content 5 – Text Boxes in Shapes

To add text into the shape, right-click the 
shape and select “Add Text Box

The Result. To align the text click within 
the text and select Paragraph > alignment



The Content 5 – Finishing the document

• Keep adding elements until you are done

• Don’t forget to Save as you go

• Finally Save as a PDF. See following slides



The (nearly) Finished Newsletter



Export as a PDF
From the File menu, select Export as > Export as PDF

Depending on the size of 
the finished document, 
you may need to change 
the JPEG Compression and 
or the Image Resolution

You may need to 
experiment



https://help.libreoffice.org/6.1/en-US/text/swriter/guide/sections.html

Various places to look for help
Sections - Sections are named blocks of text, including graphics or objects, that 
you can use in a number of ways

Frames - A frame is a container for text and graphics that you can place 
anywhere on a page. You can also use a frame to apply a column layout to text.

https://help.libreoffice.org/latest/en-US/text/swriter/guide/text_frame.html?
DbPAR=WRITER#bm_id3149487

https://www.youtube.com/watch?v=X1CBm2KMXH0

https://www.youtube.com/watch?v=O5_-owN-tjw

A previous Dacorum Presentation – “Create a Newsletter”.

https://u3adacorum.org/wp-content/uploads/2019/06/CS17Jul1.pdf

https://help.libreoffice.org/6.1/en-US/text/swriter/guide/sections.html
https://help.libreoffice.org/latest/en-US/text/swriter/guide/text_frame.html?DbPAR=WRITER%23bm_id3149487
https://help.libreoffice.org/latest/en-US/text/swriter/guide/text_frame.html?DbPAR=WRITER%23bm_id3149487
https://www.youtube.com/watch?v=X1CBm2KMXH0
https://www.youtube.com/watch?v=O5_-owN-tjw
https://u3adacorum.org/wp-content/uploads/2019/06/CS17Jul1.pdf


Using a Frame
Here is an example of using a Frame (Insert Frame). All the objects within it are 
“grouped” so if the frame is moved so will the objects. Make sure that you “anchor” all 
the objects to the Frame. Note the info about adding padding in a text box.

Other 
objects can 
overlap the 
frame but 
will not be 
affected by 
it.



Printing a Booklet 1

A 16 Page document that I prepared earlier

Printing a Booklet is surprisingly easy



Printing a Booklet 2

Step 1 – Select File > Printer Settings

Select Properties

Select Landscape and Ok



Printing a Booklet 3
Step 2 – 
Select File > Print In the General tab, expand the 

“More” in Page Layout Click in Brochure



Printing a Booklet 4
Showing the Preview

Leaving the printer 
settings like this will not 
work if you don’t have a 
double sided printing 
option.

Instead, select first the 
Odd pages, then turn 
the paper over and 
select Even pages.



Printing a Booklet 5 
A first and last page


