
Curves, Lines and Arrows
Customise lines and connectors with extensive styling options including 
thickness, colour, dash patterns, and arrow styles. Insert a Line or Curve through 
the Insert tab, then format, align and arrange through the contextual Shape tab.

Access comprehensive line formatting through the Sidebar panel or right-click 
on the line and select Line. Choose from solid, dashed, dotted, and custom 
patterns. Adjust line thickness from hairline precision to bold emphasis strokes. 
Transform smart connectors into editable curves. Right-click connectors and 
select Convert to Curve to unlock Bezier editing capabilities.

Ruler Tool 
Use the horizontal ruler for precise 
object positioning and measurement. 
Rulers display the current cursor 
position and object dimensions and 
can be used in conjunction with the 
guide lines that appear when moving 
objects. Turn rulers on by selecting 
View tab > Ruler.

Snap to Grid
For precise object positioning and 
consistent spacing throughout your 
drawings enable snap-to-grid 
functionality. Access grid settings 
through the View tab > Snap to Grid 
and View tab > View Grid to enable 
snapping behaviour. Objects 
automatically align to intersections 
when moved or created, eliminating 
guesswork in positioning.

Draw Keyboard Shortcuts
Text Selection and Navigation

Select All Ctrl + A

Move the cursor left Arrow Left

Move the selection left Shift + Arrow Left

To the beginning of a word Ctrl + Arrow Left

Select word by word left Ctrl + Shift + 
Arrow Left

Move the cursor right Arrow Right

Move the selection right Shift + Arrow 
Right

Go to start of the next word Ctrl + Arrow Right

Select word by word right Ctrl + Shift + 
Arrow Right

Move the cursor up a line Arrow Up

Select lines upwards Shift + Arrow Up

Move the cursor to the 
start of the previous 
paragraph

Ctrl + Arrow Up

Select everything to the 
start of the paragraph

Ctrl + Shift + 
Arrow Up

Move the cursor down Arrow Down

Select lines downwards Shift + Down

Move the cursor to the 
start of the next paragraph

Ctrl + Arrow 
Down

Select everything to the 
end of the paragraph

Ctrl + Shift + 
Arrow Down

Go to the start of a line Home

Go and select to the 
beginning of a line

Shift + Home

Go to the start of a 
document

Ctrl + Home

Go and select text to the 
beginning of the document

Ctrl + Shift + 
Home

Go to the end of the line End

Go and select to the end of 
a line

Shift + End

Go to the end of the 
document

Ctrl + End

Go and select text to the 
end of the document

Ctrl + Shift + End

Text Formatting

Bold Ctrl + B

Italic Ctrl + I

Underline Ctrl + U

Double Underline Ctrl + D

Strikethrough Ctrl + Alt + 5

Superscript Ctrl + Shift + P

Subscript Ctrl + Shift + B

Remove direct formatting Ctrl + M

General Keyboard Shortcuts

Undo Ctrl + Z

Redo Ctrl + Y

Cut Ctrl + X

Copy Ctrl + C, Ctrl + Insert

Paste without form​ating Ctrl + Shift + V

Paste special Ctrl + Alt + Shift + V

Print (or download PDF) Shift + P

Display shortcuts help Ctrl + Shift + ?

Focus to ​menu Alt + Shift + F1

Focus to document ESC

Focus to comment Alt + C

Select all Ctrl + A

Insert comment Ctrl + Alt + C

Paragraph Formatting

Align Center Ctrl + E

Align Left Ctrl + L

Align Right Ctrl + R

Justify Ctrl + J

Demote list item Tab

Promote list item Shift + Tab

Draw Page Keyboard Shortcuts

Escape current mode, i.e. from
edit mode switch to object
selection mode, from object
selection mode switch to view
mode.

Esc

Select objects in the order in 
which they were created.

Tab

Select objects in the reverse order 
in which they were created.

Shift + Tab

Move to the next text object on 
the page.

Ctrl + Enter

Select all objects in the drawing 
page.

Ctrl + A

Draw Keyboard Shortcuts
Function Keys for Draw

Add or edit text. F2

Zoom in and out Ctrl + mouse 
wheel

Group selected objects. Ctrl + Shift + G

Ungroup selected objects. Ctrl + Shift + 
Alt + A

Combines selected objects. Ctrl + Shift + K

Bring object to front. Ctrl + Shift + +

Bring object forward. Ctrl + + 

Send object backwards. Ctrl + -

Send object to back. Ctrl + Shift + -

Move object. Arrow Key

Previous page. Ctrl + Arrow 
Left

Next page. Ctrl +Arrow 
Right 

Table Support
Insert fully functional tables directly into your drawings for structured data 
presentation like specifications. From the Insert tab click the Table button and 
drag out the size of table you require. Quickly style your table using the Sidebar 
Table Design presets; use the tickboxes to quickly add or remove highlights.

Use the Table tab to further customise your table with cell formatting, borders, 
and colours to match your design aesthetic, as well as adding, removing, 
merging and splitting cells.
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Welcome to
Draw
Collabora Online Draw combines powerful vector graphics with real-time 
collaboration, making it simple for teams to create flowcharts, technical 
diagrams, and visual content together—no matter where they're working.
Draw gives you professional results without the complexity with a streamlined 
set of easy-to-use tools. Create stunning organisational charts, detailed 
technical drawings, and eye-catching marketing materials using intuitive tools 
that anyone can master.

Whether you're working from the office, home, or anywhere in between, Draw 
works seamlessly across all devices. Open-source flexibility meets professional 
reliability, giving you full control over your content and workflow.

With smart connectors, precision alignment tools, and comprehensive file 
format support, Draw delivers everything you need to communicate visually 
and collaborate effectively. As with all Collabora Online apps it’s cross-platform 
running out of any modern browser and supports mobile apps for iOS, Android 
and ChromeOS. So let’s get you drawing!

The Notebookbar
The main Draw interface is organised around the 

familiar feeling tabbed menu. This provides single-click 
access to all the most common features you need and 
it’s worthwhile taking the time to familiarise yourself 

with the sections it offers.

Easy Access
Jump to any menu section quickly by pressing the Alt + 

Shift key and then the easy-to-read shortcut key!

Home Tab
This is your primary workspace 
containing the most frequently used 
drawing tools. From basic cut, copy 
and paste functions to shapes, 
connectors, text tools and formatting 
options putting everything you need 
at hand without the menu hunting.

Text Formatting
Take control of your text with font 
controls including typeface selection, 
size adjustment, bold, italic, and 
underline options. For more fine 
control such as character spacing and 
line height use the Sidebar controls. 

Navigation
Create multi-page drawings easily 
using the navigation controls. Jump 
between pages, locate specific 
objects, and move around large 
diagrams with ease. The Navigation 
panel provides quick access to 
different pages and the ability to 
create duplicates so you can try out 
different treatments easily.

Text Box
Add text labels, annotations and 
design elements that align perfectly 
with your drawing elements from the 
Insert tab. Use the text formatting 
controls to adjust the style and use 
the rotation control for precise angle 
control, useful for technical diagrams 
where text needs to follow the 
orientation of lines, arrows, and 
geometric shapes. There is a 
dedicated Vertical Text box for 
specialised formatting requirements, 
maintaining proper character 
orientation in vertical layouts.

Fontwork Text
Create eye-catching decorative text 
with 3D effects, gradients, and artistic 
styling options. Quickly transform 
plain text into graphic elements 
perfect for titles, logos, and headers. 
Choose from preset styles or 
customise colours, shadows and 
perspective effects.

Shapes Library
Access a comprehensive collection of 
pre-built shapes including rectangles, 
circles, polygons, arrows, stars, and 
specialised diagram elements like 
callouts and flowchart symbols. The 
shape library provides instant access 
to elements that form the foundation 
of most diagrams.

Image Insertion
Easily insert external images, 
graphics, and media files directly into 
your drawings through the Insert tab 
or at the end of the Home tab. 
Browse and insert images from your 
local machine or cloud storage, 
maintaining original quality and 
format. Images can be embedded 
directly into your document or linked 
to external files for smaller file sizes.
Once inserted, images can be resized, 
cropped, rotated and positioned 
precisely within your diagram. Apply 
borders, shadows and transparency 
effects to integrate images seamlessly 
with your vector graphics.

File Formats
Import existing .vsd files and native 
open .odg draw documents with 
export support for .pdf, .jpeg 
and .png.

Object Grouping
Organise complex diagrams by 
grouping related objects together, 
allowing you to move, resize, and 
format multiple elements as a unit. 
Select multiple objects and group 
them to maintain relationships while 
editing. Grouped objects move 
together, scale proportionally, and 
can share formatting properties. 
Ungroup when you need to edit 
individual elements within the 
collection of objects.

Use selection boxes to grab multiple 
items, or hold Ctrl to add or remove 
individual objects to your selection. 
Use the Arrange tools to push 
individual elements in front of or 
behind others (alongside To Front 
and To Back) to build up more 
complex diagrams.

SideBar Controls
The intelligent sidebar automatically adapts to show relevant tools 
based on your current selection. Select text for formatting options; 
select shapes for fill and line controls; choose connectors for connection 
settings. This dynamic interface keeps useful tools, options and features 
within easy reach, reducing menu hunting and significantly improving 
overall workflow. Use the top–right Sidebar icon to quickly hide and 
show it depending if you need the additional workspace or not.

Smart Connectors 
with Glue Points
Create professional flowcharts and 
organisational charts using intelligent 
connectors that automatically attach 
to objects and move with them. 
These aren't just simple lines—
they're smart connections that 
understand relationships between 
diagram elements thanks to red 
gluepoints.

Connectors work by automatically 
snapping to gluepoints on shapes and 
maintain their connections even 
when you move, resize, or modify the 
connected objects. This eliminates 
the frustration of broken connections 
when updating complex diagrams.

To access the Connector toolbox in 
the Home tab offering various styles 
including straight lines, curved paths, 
and angled connections. Choose from 
different arrow styles and connection 
types to match your diagram's 
purpose.

Dynamic Fields and 
Links
Insert dynamic content that updates 
automatically, including hyperlinks, 
references and page numbers. Date 
and time fields are particularly useful 
for technical drawings and 
documentation that need current 
timestamps.

Use the Insert tab under the Field 
grouping to add current date, time, 
page numbers, documents, and 
custom links that refresh 
automatically. Date fields can display 
in various formats—from simple 
dates to full timestamps with 
automatic updates.
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