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Welcome

Welcome to WordPerfect®. WordPerfect 6.0 for DOS—the new version of the world’s best-
selling word processing software—is the most revolutionary WordPerfect yet. Its new and
enhanced features, coupled with a unique graphical interface, make it more powerful, yet
easier to use than ever. Getting Started gives you all the information you need to install
and start using WordPerfect.

Registration and Ordering Information

Registering Before continuing, please take a minute or two to fill out the Certificate of License
WordPerfect Registration card and return it to WordPerfect Corporation. That way, you'll receive
important software and information update notices.
Your license number is proof that you own a legal copy of WordPerfect. It may be needed
when you call Customer Support, and it will be required if you upgrade to a new version of
WordPerfect.
If you have licensing questions, you can call Customer Registration at the following
number:
Customer Registration (801) 222-4555 (toll)
Orders To order retail packages of WordPerfect 6.0 for DOS or other WordPerfect products, use

one of the Orders numbers listed below. For competitive pricing, see your local reseller. If
you're outside the United States, U.S. Territories, or Canada, please contact your
WordPerfect Affiliate office or local reseller.

You can also contact WordPerfect Corporation about the availability and prices of other
product components (such as disks, templates, and manuals), using a number listed
below:

Orders (800) 321-4566 (toll-free)
Orders (801) 226-6800 (toll)
International Information (801) 222-4200 (toll)
Fax (801) 228-5377 (toll)

If you're outside the United States, U.S. Territories, or Canada, contact your WordPerfect
Affiliate office about the price and availability of other product components as well as
supplementary materials and service listed below.

SupplementarpMaterials and Services

WordPerfect Corporation offers other supplementary materials and services, including the
following:

» Additional Coaches disk, Coaches source files, and documentation on creating
Coaches

» Utilities disk (including PTR program, SPELL.EXE, and so forth)
» Additional printer drivers

» Additional graphics drivers

* Additional fonts

+ Certification program information (for certifying instructors and systems engineers as
well as authorized training centers)
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» Training materials (such as course outlines, class exercises, transparency masters,
student handouts, and demonstration files)

e PTR manual

You can receive detailed information about the availability and cost of these and other
materials by calling one of the Information Services numbers listed under General
Information at the end of this section or by using the WordPerfect InfoShare Fax Service.
For more information on InfoShare, see WordPerfect Corporation InfoShare Service under
Additional Customer Support Services under Getting Help.

Installing WordPerfect

This section contains the information you need to install WordPerfect, including the
following:

» System requirements

* Installing WordPerfect on a hard disk

* Installing WordPerfect on a network

* Questions and answers about installing

System
Requirements

Minimum SystenConfiguration

» Personal computer using 286 processor

* 480K free conventional memory

* DOS 3.1 or higher

» Hard disk with 7 M disk space for minimal installation

IMPORTANT: You will not be able to use some advanced functions if you run WordPerfect
6.0 for DOS using the minimum memory configuration.

Recommende®ystentConfiguration

Personal computer using 386 processor

520K free conventional memory

DOS 6.0 or memory management software

Hard disk with 16M disk space for complete installation
VGA graphics adapter and monitor

Installing
WordPerfectona
Hard Disk

Because WordPerfect files are in compressed format, you must use WordPerfect's
installation program to place the files on your hard disk. You'll follow the same steps
whether you're installing WordPerfect for the first time or as a new (upgrade) version.

You don’t have to delete an earlier version of WordPerfect from your hard drive before
installing WordPerfect 6.0. For example, if you're using WordPerfect 5.1, it may be located
in C:\WP51. The WordPerfect 6.0 installation program creates a new directory (C:\WP60).
You can then run either program.

If your disk space is limited, you may want to delete your old version of WordPerfect before
installing WordPerfect 6.0. Just be careful not to delete documents, styles, graphics, or
macros you'll want to use with WordPerfect 6.0.

To install WordPerfect to your hard disk,
1 Insert the Install 1 disk into disk drive A (or drive B).
2 At the DOS prompt, type a:install (or b:install ), then press Enter.

3 Read the on-screen instructions carefully and follow the prompts to finish installing
WordPerfect.

Installing WordPerfect 9



We recommend the Standard Installation for most users. For more information about
installation options or answers to other questions you have while you're installing
WordPerfect, refer to Questions and Answers About Installing later in this section.

IMPORTANT: When you've finished copying the program to your hard disk, put the original
disks in a safe place. Avoid exposing them to sunlight, dust, and magnetic fields (even
televisions, telephones, and stereo speakers contain magnets). If one of the original disks
becomes damaged or lost, you may not be able to recover the contents of that disk.

Installing
WordPerfectona
Network

10 Installing WordPerfect

This section is for the network supervisor who is in charge of installing programs on the
network. You can skip this section if you're not installing WordPerfect on a network.

What You Should Do Before du Install WordPerfect

» Ensure that you have sulfficient rights or privileges to the drive on which you are going
to install. For example, you should be able to copy, rename, write, delete, read, and
create files.

» Check to see that at least 16M of disk space is available.

 Verify that the drive letters you specify during installation are consistent with those that
are available on your server.

» Make sure the total number of WordPerfect copies in use does not exceed the number
printed on your Certificate of License. If you need more copies than your license
allows, call the WordPerfect Orders department to order additional licenses. This
number is listed under Registration and Ordering Information.

IMPORTANT: Map a search drive to the WordPerfect program directory before you install.
Only one search drive is needed to run WordPerfect on Novell NetWare.

Starting Install

1 Make sure the destination resource (or drive) to which you intend to install WordPerfect
is available.

2 Insert the Install 1 disk into drive A (or drive B).
3 At the DOS prompt, type a:install (or b:install ), then press Enter.

4 Read the on-screen instructions carefully and follow the prompts to the installation
screen, then choose Network Installation from the Installation Options .

5 Continue to follow the prompts to finish the installation.

6 If you need help, call WordPerfect Customer Support at the Networks number listed
under Getting Help.

What You Should Do After ¥u Install

» Use your network’s security system to secure files that are critical to the operation of
WordPerfect before it is used regularly on the network.

» Share the WordPerfect directories with (or make them accessible to) all users on the
network.

» Set up each user’'s workstation by including SET and redirection commands in
AUTOEXEC.BAT, network profiles, or login scripts as you deem necessary.

ViewingREADME.NET

The README.NET file contains information about networking WordPerfect that was not
available when this manual was printed.



Settingup Environment Files

A Network installation creates an environment file for WordPerfect. Environment files
contain startup options that let WordPerfect operate as networked software. See
Appendix L: Networking WordPerfect for more information.

Questionsand
AnswersAbout
Installing

The following are answers to questions you may have about installing WordPerfect.

Do | needto deleteearlier versionsof WordPerfectbeforel install?

No. A Standard installation places the 6.0 version in a different directory than earlier
versions. Just make sure that the PATH= statement in your AUTOEXEC.BAT references
only one version of WordPerfect (for example, either c:\wp51 or c:\wp60).

If your disk space is limited, you can delete your earlier version of WordPerfect and then
install WordPerfect 6.0. Be sure to copy documents, styles, graphics, and macros you
want to use in WordPerfect 6.0 to a new directory before deleting the earlier version of
WordPerfect.

Which installation option should | choose?

The Standard Installation is the recommended installation option for most users, whether
you are installing WordPerfect for the first time or as a new (upgrade) version.

The following table shows which installation option to choose:

Installation Option Use

Standard Installation To install WordPerfect for the first time, or to install
WordPerfect for a new (upgrade) version

Custom Installation To perform a minimal installation, to install only part of the

program (such as printer or learning files), or to install sets
of files to directories you specify

Network Installation To install WordPerfect for use by many users on a
network

Wheninstalling WordPerfecta prompttells methat | don’t haveenoughroomto
install all the WordPerfecffiles. What should | do?

You can exit the installation program and delete unnecessary files from your hard disk to
make more disk space available, or you can choose a Custom Installation that lets you
select those files you want to install.

Several files, such as Learn files, Speller and Thesaurus files, and sound driver files, are
not required. For example, if your computer isn’t set up for sound, you don’t need the
sound driver files. Of course, these files could be added later through a Custom
Installation. See Appendix M: Program Files for a list of the files necessary to run
WordPerfect.

Whathappengo thefiles | createdwith earlier versionswhenl install WordPerfect
6.0?

Nothing. Installing WordPerfect 6.0 creates a new directory (C:\WP60) rather than copying
over files in an existing directory that contains an earlier version. You can then run either
WordPerfect 6.0 or an earlier version of the program.

If you choose to delete an earlier version of WordPerfect before installing WordPerfect 6.0,
copy any files you want to keep.

Whatis the WPC60DOS directory?

WPC60DOS is a shared files directory. This directory contains files such as the
Grammatik, Speller, Thesaurus, and font files.

Installing WordPerfect 11
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How canl conservealisk space?

You can choose Minimum Installation under the Custom Installation option to install only
the files necessary for running WordPerfect. This option requires a minimum of 7M of free
disk space and does not install the Learning Files, Speller, Thesaurus, Grammatik, Style
Library, Keyboard files, Conversion files, Shell 4.0 files, Macro Help files, Sound Clips,
Font Installer, macros, graphics, and preset Button Bars.

You can also choose Custom Installation to install the program files and any other files you
want.

After you install, you may be able to delete some files, depending on your computer setup.
See Appendix M: Program Files to see which files you can delete.

Canl usestyles macros,and keyboardd createdin WordPerfect5.1 with
WordPerfec6.0?

You can use any styles you created with WordPerfect 5.1. Simply retrieve the
WordPerfect 5.1 files into WordPerfect 6.0, and the program automatically converts these
styles so you can use them in WordPerfect 6.0.

You can also use any macro you created in WordPerfect 5.1. WordPerfect 6.0 comes with
a macro conversion program that converts your macros, although you may need to edit
some complex macros after you've converted them. See the Online Macros Manual
(choose Macros from the Help menu).

You cannot use keyboard layouts from an earlier version of WordPerfect.

Whatis a printer driver and why should I install one?

A printer driver is a file that lets you print to a specific printer. Before you can print
documents from WordPerfect, you first need to install the appropriate printer driver. You
can install printer drivers when you first install WordPerfect or at a later time.

Each WordPerfect installation option lets you install printers. You can choose your printer
from a long list of available printer drivers. If your printer is not listed, WordPerfect may
still have a printer driver you can order for your printer. See Registration and Ordering
Information for information about ordering additional printer drivers.

If you have installed WordPerfect and want to add an additional printer driver at a later
time, find the disk labeled Install 1 that came with your original WordPerfect 6.0 package.
Follow the installation instructions as described earlier in this section until you come to the
Installation Options menu. Choose Device Files under Miscellaneous Options and
follow the online prompts to choose the printer driver(s) you want from the Printer Files
option. This procedure installs only the printer files you select.

| installedadditional printer driversfor an earlier versionof WordPerfect. Can |
usethe samedrivers?

Although you can convert printer files to use with WordPerfect 6.0, we do not recommend
using printer drivers from earlier versions of WordPerfect. A Standard Installation of
WordPerfect 6.0 installs updated printer files with your program.

I choseMinimal Installation from the Custom Installation option.Why can’t | run
the Speller Thesaurus, or Grammatik?

A Minimal Installation will install only those files necessary to run WordPerfect. If you want
to install writing tools such as Speller, Thesaurus, or Grammatik, choose Custom
Installation, then install the files you want.

Whatarethe README files?

README files contain information about program changes made after this manual was
printed. You can retrieve the README files in WordPerfect or any text editor. You can
also print them. The names of the files begin with “"README.”



| accidentallydeletedsomeWordPerfecffiles. Canl reinstall only part of
WordPerfec6.0?

Yes. Start the Install program, choose Custom Installation, then select those files you
want to reinstall.

Getting Help

Everyone needs help on occasion. If you have problems using WordPerfect, you can get
help from several different sources. This section explains the following:

» Understanding manual conventions
* Using online Help

» Using README files

* Calling Customer Support

Understanding
Manual
Conventions

As you read through this guide and other WordPerfect manuals, you should understand
the following conventions and terms. They will help you locate and interpret the
information you need.

Left Mouse Button

Unless otherwise noted, mouse instructions assume that you are using the left mouse
button. If your mouse is set up for a left-handed user, you will need to use the right button.

Alternate Methods

Although the WordPerfect manuals are written with the mouse user in mind, function keys
or alternate methods for keyboard users are included with steps to allow quick keyboard
access.

Cross-References

Cross-references are used frequently throughout the manuals to direct you to more
information. Cross-references can refer you to another area of the section you're in, to
other sections in the same manual, or to a section in another manual. A cross-reference
can appear as follows, depending on where it directs you for more information:

» See Setting Tabs later in this section.
» See Installing WordPerfect.
» See Learning WordPerfect.

Using Online Help

You can use WordPerfect's online Help system to get immediate information about
WordPerfect features and options without reaching for a manual.

Help Menu
You can access the full range of Help topics using the following items from the Help menu:
Choose Menu Item To Get
Contents List of Help contents and access to the Index, How Do I,
Glossary, Template, Keystrokes, Shortcut Keys, and Using
Help
Index List of Help topics in alphabetical order; choosing a letter
displays a list
How Do | Instructions for performing common tasks. For example, the
user might ask, “How do | Save a Document?”
Coaches Step-by-step instructions to complete tasks using a selected
feature
Macros Online Macros Manual

Getting Help 13



Choose Menu Item To Get
Tutorial A guided tour of WordPerfect basics

WP Info Information about your version of WordPerfect, your license
number, network setup, memory, and the current printer.
You can also edit your license number.

Help Key

You can get help on the feature you're using by pressing the Help key. The Help key is F1
or F3, depending on the keyboard layout you are using (F1 is the default for WordPerfect
6.0).

If you press the Help key in a document window, the Help Contents window displays.

If you press the Help key in a dialog box or on a selected option or highlighted menu item,
help for that item displays.

For more information about the Help feature, see Help.

Using README
Files

README files contain information about changes to the program that were made after the
manuals were printed. Be sure to retrieve README files from the directory where you
install WordPerfect and read through them.

Calling Customer
Support

If you have a question or problem when using WordPerfect, you may want to look at the
Questions and Answers section, Appendix R: Troubleshooting, and Online Help. If you still
can't find the answer, feel free to call Customer Support.

Customer Support is designed to offer you fast, courteous service in response to any
questions you have about WordPerfect.

Before calling, be prepared to explain your problem. Try to duplicate it, then write down what
happened step by step. Also, be at your computer and try to have the following available:

» WordPerfect Reference

* Your original WordPerfect 6.0 for DOS disks

» Your license number and the WordPerfect program date (you can display these by
choosing WP Info from the Help menu)

» The brand name, type, and model of your computer, graphics card, and mouse

If your problem is related to your printer or sheet feeder, you need to know:

» The brand name, type, and model of your printer, and the release date of your printer
(\ALL) file

* The brand name, type, and model of your sheet feeder

Customer Support
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If you're an English version user within the United States, U.S. Territories, or Canada, you
can get toll-free support by dialing the numbers listed below. If you are outside the United
States, Puerto Rico, the U.S. Virgin Islands, or Canada, please contact your local
WordPerfect affiliate or authorized reseller for customer support.

Installation of WordPerfectSoftware

For assistance when installing WordPerfect 6.0 for the first time, when installing an
upgrade, or for answers to general installation questions, call the following number:

Installation (800) 228-9012 (toll-free)
(801) 228-9954 (toll)



General Features
For assistance when using WordPerfect features, call the following toll-free numbers:

Equations, Graphics, Sound, (800) 228-9006 (toll-free)

Tables (801) 228-9952 (toll)

Macros, Merge (800) 228-9013 (toll-free)
(801) 228-9951 (toll)

All Other Features (800) 228-9038 (toll-free)

(801) 228-9950 (toll)

Printing, Faxing, and Font Problems

For assistance when selecting a printer, setting up print options, or experiencing other
printing problems in WordPerfect, call the number below that corresponds to the type of
printer you use. You can also call any of the numbers if you have problems faxing
WordPerfect documents directly from your computer using a fax modem or a fax server on
a network.

Laser or PostScript Printer (800) 228-9027 (toll-free)
(801) 228-9955 (toll)

Dot-matrix Printer and All Other (800) 228-9032 (toll-free)

Printers (801) 228-9956 (toll)

For help with printer hardware problems or when ordering printer accessories, such as
toner or font packages, contact your local dealer.

Networks

If you're a system administrator and you need assistance when installing and
troubleshooting WordPerfect on a Local Area Network (LAN), call the following numbers:

Networks (800) 228-9019 (toll-free)
(801) 228-9953 (toll)

Additional
Customer Support
Services

After-Hours Support

You can receive after-hours support for WordPerfect products by calling (801) 222-9010
(toll).

This number is not toll free. The following hours are available mountain standard time:

Monday 2:00 a.m. to 7:00 a.m.
Monday through Thursday 6:00 p.m. to 7:00 a.m.
Friday 6:00 p.m. to 10:00 p.m.
Saturday 8:00 a.m. to 4:00 p.m.
Sunday Closed

WordPerfectCustomerSupportFax

If you have a question or problem when using WordPerfect, you can fax your question or a
description of your problem directly to WordPerfect Customer Support at the following
number:

Fax Number (801) 222-4377 (toll)

WordPerfectCorporationinfoShare Service

If you have a fax machine, you can get information about WordPerfect Corporation
products, supplementary materials and services, and Customer Support solutions to
common problems. Through InfoShare, you can receive documents created in response
to common Customer Support calls. These documents include specific information in
response to technical questions and problems.

To receive faxed information, dial one of the numbers listed below. You can obtain a
listing of available documents and then use document ID numbers to request the specific

Getting Help 15



documents you want. You can call either by picking up the handset of your fax machine
and dialing or by using a touchtone phone and, at the end of the message, entering the
number of the fax machine to which you want the documents sent.

InfoShare Fax Service (800) 228-9960 (toll-free)
(801) 228-9920 (toll)

WordPerfectCorporationBBS

If you have a modem and communications software package, you can access WordPerfect
Corporation’s Bulletin Board Service (BBS).

You can use the BBS to send questions to Customer Support and enhancement
suggestions to Development. You can also transfer problem files to Customer Support
through the BBS.

Use the following numbers to access the BBS:

BBS (1200, 2400, or 9600 baud (801) 225-4414 (toll)
BBS (9600 baud, V.32/USR modems)  (801) 225-4444 (toll)

WordPerfectForumson CompuServe

If you have a CompuServe membership, you can get support in the WordPerfect forums.
Though normal CompuServe charges apply, the forums are free of any surcharges, and
there are no membership fees to access the public set of message sections and libraries.

The WordPerfect forums contain files you can download, including printer drivers, press
releases, product brochures, software change notices, troubleshooting information, and
utilities. The forums also contain information about WordPerfect Corporation services,
such as certified instructor programs, conferences, and software subscriptions. To access
the forums, enter GO WORDPERFECT at the CompuServe prompt.

Electronic Supportfor the Hearing Impaired

Customers with a telecommunications device for the deaf (TDD) or teletypewriter (TTY)
may obtain toll-free electronic support Monday through Friday from 8 a.m. to 4 p.m.
Mountain time. Dial (800) 321-3256. Local (801) 228-9906.

Direct Correspondence

If you have a question or problem using WordPerfect, you can write directly to WordPerfect
Corporation at the following address:

ATTN CUSTOMER SUPPORT
WORDPERFECT CORPORATION
1555 NORTH TECHNOLOGY WAY
OREM UT 84057-2399

General
Information
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For answers to nontechnical questions about WordPerfect Corporation products, call the
following:

Information Services (800) 451-5151 (toll-free)
(801) 225-5000 (toll)
Information Services—French (800) 321-2318 (toll-free)

(801) 222-5050 (toll)



UsingWordPerfect

The way you start WordPerfect depends on your computer setup. You can start
WordPerfect from a DOS prompt, from a shell program such as WordPerfect Shell, or from
a graphical environment such as Windows or OS/2. This section contains the following:

« Starting WordPerfect from a DOS prompt

e Starting WordPerfect from Shell

« Entering your customer registration number
¢ Using the mouse and the keyboard

« Working in WordPerfect

« Exiting WordPerfect

For information about running WordPerfect under an alternative operating system, see
Appendix N: Running WordPerfect Under Windows and OS/2.

Starting
WordPerfect from
aDOS Prompt

1 At a DOS prompt, type cd\wp60 (or, if you installed WordPerfect to a directory other
than wp60, type the name of the directory after the backslash [\]).

2 Press Enter.

3 Type wp, then press Enter.

Starting
WordPerfect from
Shell

Before starting WordPerfect 6.0 using a shell program, you must first install the shell
program. Once you've installed Shell,

1 Change the DOS prompt to the drive and directory containing the Shell program file.
2 Type shell, then press Enter to start the Shell program.

3 From the Shell menu window, type w to start WordPerfect (or, if you have assigned a
program letter other than “w” to WordPerfect, type that letter instead).

Entering Your
Customer
Registration
Number

The first time you start WordPerfect, you are prompted for your Customer Registration
number.

WordPerfect

To have your customer registration number conveniently
displayed whenever you choose WP Info from the Help
pull-down menu, type the registration number now and
press Enter. Example: WP999123456789

Enter registration number: [:::::::::::::::::::]

1 Type your customer registration number, then press Enter.

You can find your registration number on your Certificate of License. If you purchased an
upgrade package of WordPerfect 6.0 (if you own a previous version), you can find your
license number in your original WordPerfect package. Once you've entered a registration
number, you can choose WP Info from the Help menu to view or edit the number.
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Usingthe Mouse Before you start creating documents with WordPerfect, you should learn how to use the
and the Keyboard mouse and the keyboard. If you don’t have a mouse, you can skip the section Using the

Mouse.

Usingthe Mouse

You do not need a mouse to use WordPerfect. However, you can use the mouse to
quickly block text, choose commands from menus and dialog boxes, and complete almost
any other task in WordPerfect.

When you move the mouse, a graphic image called a pointer moves on the screen. In
Text Mode, the mouse pointer appears as a small rectangular box. In Graphics Mode, the
mouse appears as an arrow.

Mouse pointer in Text Mode

I %— Mouse pointer in Graphics Mode

As you work through this guide or other WordPerfect manuals, you may be instructed to
perform actions with your mouse. The following terms are used when you need to perform
such actions. These mouse actions refer to the left mouse button, unless the directions
specify the right mouse button.

Term
Point

Click
Double-Click
Drag

Choose

Select

Action

Move the mouse until the mouse pointer rests on the item you
want.

Quickly press and release the mouse button.
Rapidly click the mouse button twice.

Hold down the mouse button, move the mouse, and then release
the button.

Click an item from a menu or dialog box that initiates an
immediate action.

Click an item to highlight or mark (such as a check box in a dialog
box); does not result in an immediate action.

IMPORTANT: If your mouse is connected to your computer but doesn’t work, you should
use the Setup feature. Choose Setup from the File menu, then choose Mouse. Select
Type, then Auto Select. Choose OK to return to your document. Try moving the mouse.
If a mouse pointer doesn’t appear on your screen, see Mouse in Reference.

Usingthe Keyboard

Almost everything you can do with a mouse you can do from the keyboard. Function keys
and mnemonics, as defined below, appear on menus and in dialog boxes, indicating the
keyboard commands for the task you want to perform.

The plus sign between keys (such as Shift+F7) means that you need to hold down the first
key while pressing the second. A comma between keys (such as Home,Up Arrow) means
to release the first key before you press the second.

Mnemonic letters (such as P for Print) let you activate menus and dialog boxes. You can
display pull-down menus from the main screen by holding down the Alt key and pressing
the mnemonic letter for the menu you want (such as Alt+f for the File menu).

Text you are asked to type is printed in bolded lettering .
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Working in When you start WordPerfect, a new document window opens. Think of this window as a
WordPerfect clean sheet of paper with margins and spacing already set. You can open up to nine
document windows at one time. For more information, see Windowing.

Menu bar File Edit View Layout Tools Font Graphics Window Help = 0000
I

Cursor flashing, indicating point —
of insertion

Status line showing document,
page, line, vertical position, and
horizontal cursor position

T T e e ho 1 Py L 1 Pam 7

Menus

As you use the WordPerfect menus on the menu bar, you'll notice that some menu items
perform functions immediately, while others open dialog boxes or cascading menus. A
menu item followed by three dots (...) opens a dialog box or special window. A menu item
followed by an arrow (») opens a cascading menu.

WordPerfect File menu

Selected item in a menu is
highlighted

—— Indicates this menu item opens a
dialog box

Mnemonic

—— Indicates this menu item opens a
cascading menu

_ Shortcut key

Shortcut keystrokes (function keys) are listed next to many menu items. Once you know
the shortcut keystroke for a function, you can simply press that keystroke instead of using
the menus to access that feature.

Mnemonics (bolded or underlined letters) let you access items from the keyboard. Hold
down the Alt key while you type the mnemonic of the menu you want to open. Then type
the mnemonic for the menu item you want to use without pressing Alt. For example, to
turn on Bold you would press Alt+o for Font, then type b for Bold.

To back out of a menu without choosing an item, press Esc.
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Dialog Boxes

Dialog boxes let you communicate with the WordPerfect program. You can choose
Cancel (or press Esc) to exit a dialog box without executing the options you selected.

Arrow indicates a drop-down
list box

iGrahits Font

Mnemonic

An “X” shows a selected check
box

A marker shows a selected
radio button

OK push button lets you confirm Cancel push button lets you exi]
your changes and close the the dialog box without saving the
dialog box. options you have selected.

Like menus, dialog boxes contain mnemonics. To access a dialog box option, simply type
the mnemonic for that option.

Most dialog boxes must be closed before you can work in the document window, but a
few, such as Edit Button Bar, let you move between the window and the dialog box by
clicking on the one you want to use.

Exiting You should exit WordPerfect before you turn off your computer.

WordPerfect
1 Choose Exit WP from the File menu.

BRI vt voraeerrect EENEIEIEIENEE

. Save Filename
m |
'

The Exit WordPerfect dialog box appears when
you exit WordPerfect.

Save any changes you want to your document before exiting.
2 Choose Exit.

WordPerfect is no longer running, and you have returned to the DOS prompt (C:\WP60),
or to the program from which you started WordPerfect.
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Questionsand Answers

This section contains answers to many of the questions you may encounter when running
WordPerfect 6.0 for DOS. It includes questions and answers on the following topics:

* File compatibility
* Fonts

» License numbers
Macros

Memory

Screen display

* Speed

For additional information, see Appendix R: Troubleshooting.

File Compatibility

How do| convertWordPerfectdocumentfiles that werecreatedin earlier versions
of WordPerfect?

Documents created in earlier versions of WordPerfect are automatically converted as they
are opened or retrieved in WordPerfect 6.0.

How do| convertdocumentghat were created in word processors other than
WordPerfect?

Open or retrieve the document, and WordPerfect 6.0 will attempt to identify the document
format, even if it is not a WordPerfect format.

If WordPerfect does not list the exact format of your document when you open it, select the
closest format. For example, if you have an Ami Pro 3.0 document, select the Ami Pro 2.0
format. WordPerfect will then convert compatible codes to the 2.0 format. When you are
finished editing the document, save it as a WordPerfect file. Otherwise, the file will be
saved in the original file format. See Open and Retrieve.

Canl usethe sameSpellerfiles for WordPerfect6.0that | usedin WordPerfect5.1?

No. You cannot use the WordPerfect 5.1 main dictionary (.LEX file) in WordPerfect 6.0. If
you created a supplementary dictionary (.SUP file) in WordPerfect 5.1, you can retrieve it
into WordPerfect 6.0 and then run a spell check on it. This lets you add the words to your
WordPerfect 6.0 supplementary dictionary.

Canl usethe samelLanguageModulesfor WordPerfect6.0that | used with
WordPerfect.1?

No. If you purchased Language Modules for WordPerfect 5.1, you must update them for
WordPerfect 6.0. For information on updating your Language Modules, call WordPerfect
Purchase Orders. This number is listed under Registration and Ordering Information.

How dol fix files containing outlinesthat | haveretrievedfrom WordPerfect5.1so
theyare automaticallynumbered?

When you retrieve a WordPerfect 5.1 file containing an outline into WordPerfect 6.0, the
outline numbers will be intact, but you won'’t be able to add or delete items and have the
outline renumber automatically. To change the outline so that it is automatically
numbered, highlight the [Outline] code to see the number of the outline in the document.
(WordPerfect 6.0 numbers each outline created in WordPerfect 5.1, beginning with 1. The
first outline number code [Outline:1] is contained in the [Open Style] code at the beginning
of the file. The outline number codes for any subsequent outlines are contained in the
[Outline] code at the location where the outline begins.) Choose Outline from the Tools
menu, then choose Outline Style. Highlight the correct outline (such as 1 Outline ), then
choose Edit. Deselect Numbers Only, then choose OK and Close until you return to your
document screen.
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Fonts

Why don’t my screenfonts look the same as my printed fonts?

WordPerfect lets you view documents in three different modes: Text Mode, Graphics
Mode, and Page Mode. Text Mode displays your document in monospaced characters,
similar to the display of earlier versions of WordPerfect. The screen characters do not
reflect the type of font or the font size you're using in your document.

Graphics Mode and Page Mode imitate a WYSIWYG (What You See Is What You Get)
environment. WordPerfect displays your document closer to the way it will look when it
prints. When you are typing, WordPerfect matches the fonts you see on the screen as
closely as possible to your printer fonts. Attributes such as italics, bold, and underline
appear italicized, bolded, and underlined. If you don't like the printer fonts WordPerfect
matches with the fonts you see on your screen, you can map your own fonts. See Font
Setup.

| usea third-party font program with other programsCan | use these fonts in
WordPerfect.0?

WordPerfect 6.0 supports the following font types: Autofont, Bitstream Speedo, CG
Intellifont, Type 1, TrueType, and HP LaserJet (Bitmapped Fonts). If your third-party font
program falls within one of these font types, you can easily install your font to WordPerfect
using Font Setup. See Font Setup for more information about installing fonts.

License Numbers

I lostmylicense card.Canl geta new license?

If you can provide proof of purchase, WordPerfect will send you a new license number.
For more details, contact Customer Registration. See the phone number listed under
Registration and Ordering Information.

Macros

Canl usemacrosl| createdwith WordPerfects.1in WordPerfect6.0?

Yes. WordPerfect 6.0 comes with a macro conversion program that converts your macros.
With some complex macros, you may need to make some changes to the macro after
you've converted it. See the Online Macros Manual for more information (choose Macros
from the Help menu).

Whereis the macros manual?

WordPerfect 6.0 comes with an extensive Online Macros Manual. While running
WordPerfect, choose Macros from the Help menu to access the Online Macros Manual.
For a quick list of macro commands, you can press Ctrl+PgUp, then choose Macro
Commands.

| can’t usemy Ctrl key to name macrosWhy?

WordPerfect reserves Ctrl keys for use in development. You cannot name a macro using
the Ctrl key.

You'll also notice that WordPerfect uses the Alt key in combination with certain keys to
access pull-down menus. For example, Alt+f accesses the File menu. If you use
keystrokes, you may not want to name macros using the Alt key with the keys that access
pull-down menus. If you do create a macro using the Alt key with a key that accesses a
pull-down menu, the macro keystroke will override the menu option.

Memory
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Whydol keepgettingOut of Memory messages?

Your computer’s memory may be insufficient for the tasks you are trying to perform.
WordPerfect requires a minimum 480K of the available conventional memory in your
computer to run (we recommend at least 520K).

To find out how much memory your computer has available, choose WP Info from the Help
menu when running WordPerfect (see Memory for more information).

You may need additional memory when you work with large files or perform certain
functions, such as converting documents, printing, working with graphics, or using Speller



and Thesaurus. You can purchase a memory manager and expanded or extended
memory to make more conventional memory available. See your local vendor or dealer.

Another possibility is that your system is not configured properly. If you have configured
your memory as expanded rather than extended or if you have allocated too much
memory to the RAM drive, your computer may not have enough memory to perform. For
more information on configuring your system, see your DOS manual.

ScreenDisplay

Why doesWordPerfectsometimesnakemy text spreadout somuchthat | haveto
scroll backandforth to read it all?

If you are in Text Mode and have selected a small font or a proportionally sized font, the
text may extend beyond the edge of the screen, requiring you to scroll back and forth.
Since Text Mode doesn't display the fonts as they will be printed, the screen must shift with
some fonts to fit all the characters that will be printed on one line.

You can use Graphics Mode or Page Mode to display fonts as they will be printed.

You can also use Display Pitch to adjust the text in your document window. See Display
Pitch.

How canl scroll from left to right?

You can select Horizontal Scroll Bar from the View menu so that a scroll bar displays at
the bottom of the screen. You can then drag the scroll box with your mouse.

You can also use the arrow keys to scroll across the screen. See Cursor Movement for
more information about cursor movement and scrolling.

Speed

Whatcan| doto speedup WordPerfect6.0for DOS?
To make WordPerfect run faster, you can do the following:

* Add memory to your system. WordPerfect requires a minimum of 480K available
conventional memory (520K recommended).

» Use a disk cache program.
» Remove any memory-resident (TSR) programs.

» Use the /r startup option to load the entire WPR.FIL file into expanded or extended
memory.

» Use a memory manager program to make more conventional memory available.
* Use Text Mode rather than Graphics Mode or Page Mode.
» Close additional document windows (you can have up to nine open).

» Avoid very large documents. Consider dividing documents over 50 pages into smaller
files.
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Advance

Advance text to the customer
number blank line—5.3" right

Use Advance to place text at an absolute position on a page or at a position relative to the
current cursor position.

Advance is especially useful for filling in pre-printed forms such as the one below.

HALVA International

1345 Bowling Green Ave., Manhattan, NY 10004
INVOICE

Bl onilo
HALVA International
P.O. Box 1122, Manhattan, ~NY 10030

Bill  To: Ship To:

Date: Invoice  No.
Terms: Order No.
Customer No.

and 6" down.

What's in this section?

» Concepts

Advancing to a Position or Line

Advancing Up, Down, Left, or Right from the Cursor
Helps and Hints

Additional Information

See Also

Concepts

RelativeMeasurements

Use Up from Cursor , Down from Cursor , Left from Cursor , or Right from Cursor to
advance to a position that is relative to the current cursor position.

For example, if the cursor is on a line at position 3.5" and you select Left from Cursor and
specify 1", the cursor will move left to position 2.5" on the same line.

IMPORTANT: You cannot advance text past a page break onto another page. Also, you
cannot advance text from within a table or columns to above the table or columns.

AbsoluteMeasurements

Use From Top of Page or From Left Edge of Page to advance the cursor to an absolute
location on the page. From Top of Page is a vertical measurement measured from the
top edge of the page, while From Left Edge of Page is a horizontal measurement
measured from the left edge of the page.

For example, if you select From Top of Page and type 3" and then select From Left Edge
of Page and type 4", the cursor is positioned 3" down from the top edge of the page and 4"
from the left edge of the page.

IMPORTANT: You cannot advance text past a page break onto another page.
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ViewingAdvancedr ext

When you are in Text Mode, advanced text in the document window may not appear to
move. The status line displays the position of the text.

Use Print Preview, Graphics Mode, or Page Mode to see exactly where advanced text
will appear in the printed document.

Advancingto a
Positionor Line

1 Choose Other from the Layout menu.
Or Press Shift+F8, 7
2 Choose Advance.
3 Select From Left Edge of Page or From Top of Page, then specify a position.

4 Choose OK and Close until you return to your document.

Advancing Up,
Down, Left, or
Right from the
Cursor

1 Place the cursor where you want to begin advancing text.
2 Choose Other from the Layout menu.

Or Press Shift+F8, 7
3 Choose Advance.

4 Select Left from Cursor , Right from Cursor , Up from Cursor , or Down from
Cursor, then specify a position.

5 Choose OK and Close until you return to the document.

Helpsand Hints

Using BaselinePlacemenfor Typesetters

If you use From Top of Page to advance text, the top (not the baseline) of the text is
printed at the position you specify. To advance text so that the baseline moves to a
specified position, use Baseline Placement for Typesetters (see Typesetting).

Kerning Text

Using Advance to move text left or right from the cursor is one way to manually kern one
pair of letters (see Typesetting).

Additional ChangingUnits of Measure

Information The units of measure (such as inches or centimeters) used in the Advance dialog box are
determined by the options you choose in Units of Measure. See Setup: Environment for
more information.
DeletingAdvance
You can delete an Advance by deleting the Advance code in Reveal Codes (see Reveal
Codes). This will return the text to its original position. You can use Search to quickly find
the Advance code (see Search and Replace).

See Also  Cursor Movement » Typesetting

Append
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Use Append to add blocked text or selected graphics to the end of a file on disk or to the
end of the Clipboard contents.



What's in this section?

* Appending to a File
* Appending to a Clipboard
* See Also

Appendingto a File 1 Block the text or graphics you want to append.
2 Choose Append from the Edit menu, then choose To File.
Or Press Ctrl+F4, 4

3 Specify the path and filename of the existing file you want to append to, or choose it
from File List or QuickList , then choose OK.
or

If you want to create a new file containing the blocked information, specify a filename
for the file, then choose OK.

Appending to a You must be running WordPerfect under the WordPerfect Shell to use a clipboard.
Clipboard 1 Block the text or graphics you want to append to a clipboard.
2 Choose Append from the Edit menu, then choose To Clipboard .
Or Press Ctrl+F1, 3 or 4

The information is available for retrieval until you replace it by saving other information to
the clipboard or until you exit out of Shell.

See Go to Shell for information about saving to or retrieving from a clipboard.

See Also « Block « Cut, Copy, Paste « Go to Shell « Select

Auto CodePlacement

Certain WordPerfect codes should be placed at the beginning of a paragraph or page.
When Auto Code Placement is on and you use a feature to insert one of these codes at a
location other than the beginning of a paragraph or page, WordPerfect moves the code to
the top of the current paragraph or page.
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Not all WordPerfect features are affected by Auto Code Placement. The table in
Additional Information below lists some of the codes that are moved when Auto Code
Placement is on.

File Edit VUiew Layout Tools Font Graphics Window Help
ECOSERVICES

Eackgronnd Informavion

Organization Swmmar
In 1961, Druce Gelden founded Eceserwvices to prowide
limived comrnltation to forgamiravions imvarastad in
rojuvenating wildernmece land that had beon abnoed
through years of strip mining. Today, Ecoservices
offices dot the U5 and offer a wide variety of mervices
in spevialiies xanging from camals to space evelogy
{Section B). Ecoservices i certified by the Natiomal
Institution for Wildlife Preservation, Commizsion for
Cleaner Bolutions, Eurcpean Enviremmental Mwareness
Group, and Flamet Earth Group (fection D).

Management Summary
Management, consists of individuals with at least thres
ymars of fimld mxparience as tmam leaders. Management
lewelc include vem leaderc, ficld cupervicorc, and
ELEY Ale these

ntal
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limited consultation to Erganizatiuns interested in[Sl}t]
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Cursor is here.

When Auto Code Placement is off, all codes remain where they are inserted. Use
Reveal Codes to see codes in your document (see Reveal Codes).
What'’s in this section?

» Turning Auto Code Placement On or Off
» Additional Information

Turning Auto Code 1 Choose Setup from the File menu, then choose Environment .
PlacementOn or _
Off Or Press Shift+F1, 3

2 Select or deselect Auto Code Placement .

Auto Code Placement is turned on as the default.

3 Choose OK and Close until you return to your document.

Additional FeaturesAffectedBy Auto CodePlacement
Information The table shows where some formatting codes are placed when Auto Code Placement is
on.
Formatting Code Beginning Beginning
of Paragraph of Page
Borders (page) v
Borders (paragraph) v
Center Page v
Columns v
Delay Code v
Footer v
Header v
Justification v
Hyphenation Zone v
Leading Adjustment v
Line Height v
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Formatting Code Beginning Beginning
of Paragraph of Page

Line Numbering v

Line Spacing v

Margins, Left and Right v

Margins, Top and Bottom v

Page Numbering v
Paper Size v
Paragraph Spacing v

Suppress v

Tab Set v

Watermark v/

Bar Code

An 11-digit ZIP Code converted
to a POSTNET bar code

You can speed mail sorting, increase delivery accuracy, and reduce postage costs by
including a POSTNET (Postal Numeric Encoding Technique) bar code with the mailing
address on your envelopes.

You create POSTNET bar codes by entering a 5-, 9-, or 11-digit ZIP Code in the
POSTNET Bar Code dialog box. When you print the envelope or document, WordPerfect
converts the ZIP Code into a combination of tall and short lines called a POSTNET bar
code.

WordPerfect

ORPORATION

1555 N. Technology Way Orem, Utah 84057-2399

MR DAVID G BROUGH
391816THST
VERNON WA 98765-4321

IMPORTANT: WordPerfect 6.0 for DOS has been POSTNET Bar Code certified by the
U.S. Postal Service. POSTNET bar code specifications are regulated by the U.S. Postal
Service. In order to realize the benefits of using bar codes, please contact the U.S. Postal
Service Business Center, Account Representative, or Postmaster in your area.

What's in this section?

Creating a POSTNET Bar Code on an Envelope
Adding a POSTNET Bar Code to a Line of Text
Changing an Existing Bar Code in a Document
Helps and Hints

See Also
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Creating a 1 Choose Envelope from the Layout menu.

POSTNET Bar .
Code on an Or Press Shift+F8, 3, 7

Envelope

Envelope Size drop-down list

POSTNET Bar Code entry field

2 Select an envelope from the Envelope Size drop-down list, then type the return
address and mailing address.

3 Choose POSTNET Bar Code, type a 5-, 9-, or 11-digit ZIP Code in the entry field, then
press Enter.

HHEEE R oo oo CEERIERR R EEEE R

1. Envelope Size [ Envelope (COM 19) 9.5" X 4.137 =1
Z. [] Omit Return Address G
3. [] Save Return Address as Default

4. Return Addre
DIANA WEST
1200 MAIN 5T
PEPPER CITY IL 62423

5. Mailing Addre

MARLA LAMEERT

BOMAN RESEARCH PARK GROLUP
100 INDUSTRY LANE

WALENTIME IL 626156452

POSTNET Bar Code entry field

6. POSTNET Bar Code:
[Brint] [fmeere] [Clese] [Cancel]

Envelope dialog box

You can now print the envelope or insert it into your document.

For information about creating envelopes or about changing bar code creation options, see
Envelopes.
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Adding a You can add a POSTNET bar code anywhere in a document. This feature is a time-saver

POSTNET Bar if you are using window envelopes to mail inserts (such as letters or cards).
Code to a Line of
Text
BILLING INVOICE

MR BAVID G EROUGH

3918 16TH ST

VERNON WA 98765-4321

C

1555 N. TECHNOLOGY WAY
OREM, UT 84057-2399

. / MR DAVID G BROUGH
Window envelope 391816TH ST
\ VERNONWA 98765-4321

1 Place the cursor where you want the bar code to appear in your document.
2 Choose Other from the Layout menu, then choose Bar Code.
Or Press Shift+F8, 7, 8
3 Type a 5-, 9-, or 11-digit ZIP Code in the Contents entry field.
4 Choose OK.

To view the bar code in the document window, you must be in Graphics Mode or Page
Mode.

Changingan A bar code cannot actually be edited. Once it has been inserted in the document, it must
Existing Bar Code be deleted and reinserted to make any changes.

in a Document 1 Place the cursor immediately to the right of the bar code or bar code block.
2 Press Backs pace to erase the bar code.

You can also delete a bar code by placing the cursor immediately to the left of the bar
code and pressing Delete or by deleting [Bar Code] in the Reveal Codes window.

If you change your mind after deleting the bar code, choose Undo from the Edit menu.
(You can also press Ctrl+z.)
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3 Choose Other from the Layout menu, then choose Bar Code.
Press Shift+F8, 7, 8
4 Type a 5-, 9-, or 11-digit ZIP Code in the Contents entry field, then choose OK.

Helpsand Hints

Typing Bar CodeNumbers

When you type a 9- or 11-digit ZIP code, you can include hyphens (for example,
84057-8602 or 84057-8602-81).

Printing Envelopeswith Bar Codes for Mass Mailings

If you frequently do mass mailings, you can save time creating envelopes or address
blocks with bar codes by using the Merge feature. See Creating a Form File for an
Envelope under Merge.

Printing Address Labels

You can print address labels that contain a bar code much like printing envelopes for mass
mailings. See Labels.

AutomaticallyCreatingBar Codes

When you are creating an envelope from a letter in your current document and
WordPerfect enters the mailing address for you, you can also have WordPerfect create the
POSTNET bar code automatically. See Changing Bar Code Creation Options under
Envelopes.

See Also

e Envelopes ¢ Labels ¢ Merge ¢ Paper Size/Type

Binding Offset

If you are planning to bind a document that is printed on both sides of the page, use
Binding Offset to shift text away from the bound edge. This feature is especially useful if
you have a printer that supports double-sided printing.

What's in this section?

» Concepts

» Setting the Binding Offset
» Additional Information

» See Also

Concepts

32 Binding Offset

Binding Offset

Binding Offset lets you specify the distance that your text will be shifted away from the
bound edge of the page. The Binding Offset setting remains in effect from that point
forward in your document until you specify another setting.



Margin Settings

Binding Offset works in conjunction with margin settings. The inside margin (the edge of
the paper that will be bound) is increased by the binding offset you specify. In other words,
if the left and right margins are each set to 1” and you want the inside margin to be 1.5” to

allow for binding, type .5" as the binding offset.

.5" Binding Offset t Margin

HALVA
International

Annual Corporate Report

iy Year

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

1" Margin (5 Binding Offset

IMPORTANT: Binding Offset creates additional space along the bound edge by

reformatting the text on a page. As a result, if you plan to use this feature, it is best to set

the binding offset before you create your document. If you set it after your document is
created, the formatting in your document will be altered.

From Edge

The From Edge setting lets you specify from which edge of the paper the text will be
shifted. You can specify the Left, Right, Top, or Bottom edge, depending on your plans
for binding the document. The default setting (Left) shifts text from the left edge on odd-
numbered pages and from the right edge on even-numbered pages. The Top setting
shifts text down from the top edge on odd-numbered pages and up from the bottom edge
on even-numbered pages.

Setting the Binding
Offset

1 Choose Other from the Layout menu, choose Printer Functions , then choose
Binding Offset.

Or Press Shift+F8, 7, 9, and 2
2 Specify the Binding Offset you want.
3 Specify the edge from which the text will be shifted.

4 Choose OK and Close until you return to your document.

Additional
Information

Binding One-SidedDocuments

If you are planning to bind a document that is printed on only one side of the page, use
Left Margin Adjustment rather than using the Binding Offset feature.

Binding Offset
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See Also

e Margins ¢ Paper Size/Type « Print: General Information

Block

Blocked text

Use Block to highlight text so that you can modify it using WordPerfect features.

File Edit Uiew Layout Tools Font Graphics Window ~Help
E

T
Eackground Information

Organi zation Summary

In 126l FEruce Goldenm fownded Boosexvices to provide limited
consultation to organisations interested in rejuvenating
wilderness land that had been abused throngh years of strip
minimg. Today, Ecoserwices offices dot the US and offer a wide
variety of services in specialties ranging frow camals te space
ecology [Section B). Ecoservices is certified by the Hationmal
Institntion for Wildlife Preservation, Commiszion for Cleamer
Bolutions, European Envirommenmtal Mearemess Group, and Flamet
Earehh Group (Sactiom DI.

Management Gwmary
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environmental management analyses smd planning or redesigning
construction projects to meet federal guidelines. Theze
indiwiduale have a total of 540 years of experience wi
Lcoservices aud 430 years of exparience in related disciplines.

Staff Swmmary
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What's in this section?

» Blocking Text Using the Mouse
» Blocking Text Using Keystrokes
* Helps and Hints

» See Also

Blocking Text
Usingthe Mouse

1 While holding down the mouse button, drag across the text you want to block.

Release the mouse button.

You can also double-click to block a word, triple-click to block a sentence, or quadruple-

click to block a paragraph.

Blocking Text
Using Keystrokes

34 Block

1 Place the cursor where you want to start blocking, then choose Block from the Edit menu.

Or Press Alt+F4 or F12

2 Use any of the keystrokes listed in the table below.

To block

One character to the right or left
One line up or down

To the end of the line

To the beginning of the line

One screen up

One screen down

One page up

One page down

One word to the right or left
One paragraph up or down

Press

- 0r -
Tor |l

End

Home, Home, -
- (number pad)
+ (number pad)
PgUp

PgDn

Ctrl+- or -
Ctrl+1or |



Helpsand Hints

Blocking with Characters, Search, or Go to

After you have started blocking text, you can extend the block to the next occurrence of a
character, hard return, or hard page by pressing the character, Enter, or Ctrl+Enter. Or,
you can use Search to extend the block until it reaches the next occurrence of a specific
character, word, or phrase in your document. You can also extend a block to a specific
location in your document (such as the bottom of the page) using Go to. See Search and
Go To.

SavingBlockedText
Once you have blocked text, you can save the block as a file just as you would save a
regular document. See Save As if you need help.

UndeletingBlockedText

When you have deleted blocked text, you can use Undelete to retrieve any of your last
three deletions. Or, you can use Undo to retrieve the text immediately after you delete it.
See Undelete and Undo.

See Also

e Cursor Movement « Cut, Copy, Paste ¢ Drag and Drop Text « Go to *« Mouse
e Search and Replace * Select » Undelete « Undo

Block Protect

Use Block Protect to keep a block of text from being divided between two pages.

What's in this section?

» Concepts
* Helps and Hints
» See Also

Concepts

Table protected with use of
Block Protect

Whento UseBlock Protect

When you are working with a table or document where the number of lines is constantly
increasing or decreasing, text you want to keep together on one page may wrap so it
spans two pages. Block Protect lets you keep a block of text together as long as the text
you are protecting is less than a page in length.

I
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Block Protectand Conditional End of Page

Block Protect is best used to protect a block of text such as a table or chart. Conditional
End of Page is commonly used to keep a heading and the first few lines of a paragraph
together. See Conditional End of Page.

Protectinga Block of Text,

1 Block the text you want to protect.

2 Choose Other from the Layout menu, then choose Block Protect .
Or Press Shift+F8, 7, 1

3 Choose OK and Close until you return to your document.

Helpsand Hints

ConsecutiveProtectedBlocks

Consecutive protected blocks must be separated by at least one Soft Return or Hard
Return. Otherwise, the blocks are treated as one large block. See Return: Soft and Hard.

Widow/OrphanProtect

You can use Widow/Orphan Protect to avoid printing one line of a paragraph alone at the
top of a page (widow) or bottom of a page (orphan).

See Also

¢ Block « Conditional End of Page ¢ Widow/Orphan Protect

Bookmarks

Use Bookmark to mark a location in a document so that you can return to that location
quickly.

For example, if you were editing a large document and had to leave your work for a time,
you could set a bookmark to keep your place. When you returned to work and opened the
document, you could quickly return to the place you had marked.

What's in this section?

* Using QuickMarks

* Using Other Bookmarks
» Editing Bookmarks

* Helps and Hints

Using QuickMarks

36 Bookmarks

A QuickMark is a generic bookmark. You can have only one QuickMark in a document at
a time. If you place a second QuickMark in the document, the first one will be deleted.

Settinga QuickMark

1 Place the cursor where you want the QuickMark , then choose Bookmark from the
Edit menu.

Or Press Alt+F5, 5
2 Choose Set QuickMark .



Finding a QuickMark
You can go to the QuickMark from anywhere in your document.

1 Choose Bookmark from the Edit menu.
Or Press Alt+F5, 5
2 Choose Find QuickMark .

KeepingYour Place When ¥u Savea Document

WordPerfect automatically places a QuickMark at the cursor whenever you save a
document. To turn this option off,

1 Choose Bookmark from the Edit menu.
Or Press Alt+F5, 5
2 Deselect Set QuickMark in Document on Save.

3 Choose OK.

Using Other
Bookmarks

You can have several bookmarks in a single document; however, each bookmark must
have a unique name.

Creatinga Bookmark

1 Place the cursor where you want the bookmark, then choose Bookmark from the Edit
menu.

Or Press Alt+F5, 5
2 Choose Create.

The Bookmark Name entry field contains a sample of the text immediately following the
cursor. The text may contain words that will help you identify the location of the bookmark.
If not, you can type a name for the bookmark.

3 Choose OK.
or
Type a name for the bookmark, then choose OK.

Marking a Block of Textwith a Bookmark

You can place a bookmark at the beginning of blocked text. When you return to the
bookmark, the text is automatically blocked again. See Finding a Bookmark later in this
section.

1 Block the text in your document.
2 Choose Bookmark from the Edit menu.
Or Press Alt+F5, 5

3 Choose Create.
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4 Choose OK.
or
Type a name for the bookmark, then choose OK.

Finding a Bookmark

1 Choose Bookmark from the Edit menu.
Or Press Alt+F5, 5
2 Select the name of the bookmark that you want to find.

3 Choose Find to go to that bookmark.
or

If you marked a block of text with a bookmark, choose Find and Block to go to that
bookmark and block the text.

Editing Bookmarks =~ Renaminga Bookmark

1 Choose Bookmark from the Edit menu.
Or Press Alt+F5, 5
2 Select the name of the bookmark that you want to rename.
IMPORTANT: The QuickMark cannot be renamed.
3 Choose Rename.
4 Type the new bookmark name and choose OK to return to your document.
Moving a Bookmark
1 Place the cursor in your document where you want to insert the bookmark.
2 Choose Bookmark from the Edit menu.
Or Press Alt+F5, 5
3 Select the name of the bookmark that you want to move.
4 Choose Move.
The bookmark will move to the cursor position.
Deletinga Bookmark
1 Choose Bookmark from the Edit menu.
Or Press Alt+F5, 5
2 Select the name of the bookmark that you want to delete.

3 Choose Delete, choose Yes, then choose OK.
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Helpsand Hints Shortcut
Two shortcut keys are provided for the Bookmark feature.

¢ Press Ctrl+Q to set a QuickMark at the cursor.
¢ Press Ctrl+F to find the QuickMark.

Borders

Use Borders to add a border around a paragraph, page, or column.

ECOSEVICES
Background _ Informaton

org
v

A thick border around the page

What's in this section?

¢ Adding a Paragraph Border

¢ Adding a Page Border

¢ Adding a Column Border

¢ Adding a Customized Border

« Editing a Border in a Document
e Turning Off a Border

¢ Helps and Hints

¢ Additional Information

e See Also
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Adding a
Paragraph Border

40 Borders

A paragraph border surrounding individual A paragraph border surrounding more

paragraphs ) than one paragraph

ECOSERICES ECOSERVIES
B: B:

3

Place the cursor anywhere in the paragraph where you want the border to first appear.
The border will surround the paragraph and all subsequent paragraphs in the
document.

or
Block any individual paragraph or paragraphs you want to surround with a border.

Choose Borders from the Graphics menu, then choose Paragraph .
Or Press Alt+F9, 3, 1 or Shift+F8, 1, 5

Choose Border Style, highlight the border style you want, then choose Select.

If you want to add horizontal separator lines to a border style, see Changing the Line Style
under Adding a Customized Border later in this section.

4

5

To add shading, choose Fill Style, highlight a percentage of shaded fill, then choose
Select.

Choose OK.

Creatinga Paragraph Border as du TypeText

1

N

0 N o O

From the document window, place the insertion point where you want the paragraph
border to appear.

Choose Borders from the Graphics menu, then choose Paragraph .
Choose Border Style, highlight the border style you want, then choose Select.

To add shading, choose Fill Style, highlight a percentage of shaded fill, then choose
Select.

Choose OK, then type the text you want.
When you are finished typing text, press Enter to insert a hard return.
Choose Borders from the Graphics menu, then choose Paragraph .

Choose Off from the Create Paragraph Border dialog box.



Adding a Page
Border
Page border

ECOSEVICES
Background

Informason

o
Break down

EZ 2100 w0

‘T Statement _of Qualicaiions
Speciaize in
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personnel  who Sictal  developments  exceet

ding

1 Place the cursor anywhere on the page where you want the border to first appear. The
border will surround the page and all subsequent pages in the document.

or
Block any amount of text on the pages you want to surround with a border.

2 Choose Borders from the Graphics menu, then choose Page.
Or Press Alt+F9, 3, 2 or Shift+F8, 3, B
3 Choose Border style, highlight the border style you want, then choose Select.

4 To add shading, choose Fill Style, highlight a percentage of shaded fill, then choose
Select.

5 Choose OK.

Adding a Column
Border

fnding onethatisenjoy-

fdngonethat is erjoy- ‘seriorcizens. s low
b, For e scht, i -

036, For der acut, i impact and pus foss.

fn
Bt aisosaie,Incrder 0
avad njury, e older

A column border style between columns A column border style outside and
only between columns

1 Place the cursor anywhere in a column. The border will surround all the columns in
your document.
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2 Choose Borders from the Graphics menu, then choose Column .
Or Press Alt+F9, 3, 3 or Alt+F7, 1,5

3 Choose Border Style, highlight the Column Border (Between Only) style if you want
only a vertical separator line between columns, then choose Select.
or

Choose Border Style, highlight the Column Border (Outside and Between) style if
you want a column border on the outside edge of the column text and a vertical
separator line between columns, then choose Select.

4 To add shading, choose Fill Style, highlight a percentage of shaded fill, then choose
Select.

5 Choose OK.

Adding a
CustomizedBorder

42 Borders

You can customize a paragraph, page, or column border.

1 Follow the first four steps in either Adding a Paragraph Border, Adding a Page Border,
or Adding a Column Border.

2 Choose Customize.
Now choose from the six border customizing options described below:

ChangingtheLine Style

1 Choose Lines from the Customize Border dialog box.

2 Choose Select All, highlight the line style you want for the left, right, top, bottom, and
separator lines, then choose Select.

or
Select an individual line, highlight the line style you want, then choose Select.

The Separator Line in the Border Line Styles dialog box can be used only with
paragraph and column borders. It inserts a horizontal line between paragraphs or a
vertical line between columns.

3 Choose Close until you return to the Customize Border dialog box.

4 Choose another border customizing option or choose Close, then choose OK.
Changing the Color of a Border

1 Choose Color from the Customize Border dialog box.

2 Select Choose One Color For All Lines to change the color of all border lines.



Inside spacing between the text
and border

3 Highlight a color from the Palette Colors list box.

4 Specify a shade percentage (0 to 100) in the Shade entry field, then press Enter to
see the resulting shade in the color box. (The color box is not available in Text Mode.)

5 Choose Select, then choose OK.

6 Choose another border customizing option or choose Close, then choose OK.

Adjusting the Outside and Inside Spacing of a Border

Top and bottom spacing outside of a border

consultation to organizations interested in rejurenating
wilderness land that had been abused through yearz of strip
mining. Teoday. Bcoserwices offices dot the US ond cffer o wide
wariety of services in specislties ranging frem canals to space
ecoloygy (Bection B). Ecoservices iz certified by the Hational
Institution for Wildlife Preserwation, Commiszicm for Tlemner
folution=, Ewrocpesn Environmental Mpareness Group. and Planet
Earth Group (Section D).

Monagement. Siummary

Monagement conzizts of indiwviduals with at least three years of
field experience a2 tem leaders. Management levelsz include teom
leader=, field supervisors, and station managers (Eecticn B.
Individuals in these areas are responsible for conducting
environmental managewent analyses and planning or redesigning
construction projects to meet federal guidelines. These
indiwvidunals hawe o total of 540 veors of experience with
Eooeervices and 490 years of experience in related dizciplines.t

Staff Swmmary

tmr staff emplovess make up the remaining work force. These
individuals include engineerzs, professienals in public relations,
legal consultants, technical writers, accountants, and drafting
artists (fecticn H).
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1 Choose Spacing from the Customize Border dialog box.

2 Select Automatic Spacing .

or

Deselect Automatic Spacing , then specify measurements for the outside or inside
spacing.

3 Choose OK.

4 Choose another border customizing option or choose Close, then choose OK.
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Adding a Shadow to a Border
Choose Shadow from the Customize Border dialog box.
Choose Shadow Type, then select a shadow position.

Choose Shadow Color, then highlight a color.

A W N P

Specify a shade percentage (0 to 100), then press Enter to see the resulting shade in
the color box. (The color box is not available in Text Mode.)

Choose Select.
Specify a shadow width.
Choose OK.

0 N o O

Choose another border customizing option or choose Close, then choose OK.

Changingthe Corner Style of a Border

1 Choose Corners from the Customize Border dialog box.
2 Select Square or Rounded . If you select Rounded , specify a corner radius.

Note that a rounded corner style affects only Page borders. It does not affect Paragraph
borders or Column borders.

3 Choose OK to exit the Border Corners dialog box.
4 Choose another border customizing option or choose Close, then choose OK.

ChangingtheFill TypeandFill Color Inside a Border

The Fill feature lets you choose a fill pattern, a pattern color (foreground color), and a
color to fill in the spaces between the lines in the pattern (background color). You can also
choose a gradient fill type to blend one color with a second color.

s
4

A fill pattern A linear gradient fill

1 Choose Fill from the Customize Border dialog box.
2 Choose Fill Style, choose Create, then type the name of the new fill style.
3 Choose OK.

You can also edit an existing fill style (see Styles: Graphics).
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4 Choose Pattern or Gradient from the Fill Type pop-up list.
5 Choose a Foreground Color, a Background Color, and a Fill Pattern .
If you selected a Pattern fill type, you can select a pre-defined pattern.

If you selected a Gradient fill type, you can select gradient options. Gradient options are
explained in the table below.

6 Choose OK until you return to the Fill Styles dialog box.
7 Choose Select, then choose OK to return to the Customize Border dialog box.
8 Choose another border customizing option or choose Close, then choose OK.

To view a gradient fill in a Paragraph, Page, or Column border, you must use the Print
Preview feature.

Gradient Option Lets you

Gradient Type Choose a linear, radial, or rectangular gradient.

Rotation Angle Rotate a linear or rectangular gradient counter-
clockwise inside the border.

Horizontal Offset Specify the horizontal center of a radial or
rectangular gradient, or a rotated linear gradient.

Vertical Offset Specify the vertical center of a radial or rectangular
gradient, or the top of a linear gradient.

Number of Shades Specify how smoothly the foreground and

background colors are blended. For example,
specifying three shades in a linear gradient creates
three gradations of color. This feature is available
only when Calculate Number of Shades is
deselected.

Calculate Number of Shades Automatically calculates the number of shades for
a given gradient type.

Editing a Border in

a Document

You can easily change the appearance of an existing border in your document.

1 Place the cursor in a paragraph, page, or column surrounded by the border you want
to edit.

2 Choose Borders from the Graphics menu, then choose the border type you want to
edit (Paragraph , Page, or Column).

Or Press Alt+F9, 3, then 1, 2, or 3

3 Choose Border Style, highlight the border style you want, then choose Select.
or
Choose Fill Style, highlight a percentage of shaded fill, then choose Select.
or

Choose Customize to edit the border lines, line color, inside and outside spacing,
shadow, corner type, and fill style. See Adding a Customized Border earlier in this
section.

4 When you are finished editing the border, choose OK and Close until you return to
your document.

To edit a border in a header or footer you must be in the Header or Footer Editor.
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Turning Off a
Border

You can turn off a border at any point in your document.

1 Place the cursor anywhere in the paragraph, page, or column surrounded by the
border you want to turn off.

2 Choose Borders from the Graphics menu, then choose the border type you want to
turn off (Paragraph , Page, or Column).

Or Press Alt+F9, 3, then 1, 2, or 3
3 Choose Off.

If you have more than one border of the same type (such as two different Page borders in
a document), only the one on the page where the cursor is located will be discontinued.

Helpsand Hints

CreatingText Columnsand Adding a Column Border at the SameTime
You can define a column border when you create Columns (see Columns).

TypingMeasurements

WordPerfect converts fractions into decimals. For example, if inches are the current unit of
measure, you can type 1/4 in a measurement entry field, and WordPerfect converts it into
0.25". See Setting the Units of Measure under Setup: Environment.

Additional Border Styles

Information If any of the pre-defined border styles do not meet your needs, you can create new border
styles or edit the pre-defined styles. You can then use these border styles in future
documents. See Styles: Graphics.

See Also Columns

Graphics: Lines
Styles: Graphics
Tables: Lines, Borders, Fill

Button Bar

Click this button to print a
document.

Use the Button Bar ™ feature to give you quick access to frequently used menu items,
features, macros, and other Button Bars.

Click this button to create an

46 Button Bar
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The WordPerfect default Button Bar

Ten Button Bars ship with WordPerfect. You can select seven predefined Button Bars
from the View menu in the main document window, or you can create your own.
Additional Button Bars are available for Print Preview, the Image Editor , and the
Equation Editor (see Specific Button Bars later in this section).

IMPORTANT: You must use a mouse to choose buttons on the Button Bar. You cannot
use the keyboard.



What's in this section?

Selecting a Button Bar

Displaying (and Hiding) a Button Bar

Creating and Editing a Button Bar

Changing the Way a Button Bar Looks on the Screen
Deleting a Button Bar

Renaming a Button Bar

Helps and Hints

See Also

Selecting a Button
Bar

Highlighted Button Bar

1 Choose Button Bar Setup from the View menu, then choose Select.

2 Highlight the Button Bar you want, then choose Select.

Displaying (and
Hiding) a Button
Bar

To display (or hide) a Button Bar,

1 Choose Button Bar from the View menu.

Creating and
Editing a Button
Bar

1 Choose Button Bar Setup from the View menu, then choose Select.

2 Choose Create, type the name of a new Button Bar, then choose OK.
or
Highlight the Button Bar you want to edit, then choose Edit.

Now you can add, delete, or move buttons on the Button Bar.

Note that any characters you use in a Button Bar filename will be converted to uppercase.
Some WordPerfect characters don't have uppercase equivalents and may be altered when
converted to uppercase.

Adding a Button

1 Choose Add Menu Item, then assign an item to the Button Bar by choosing it from a
pull-down menu.
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When you are finished adding pull-down menu items to the Button Bar, press Exit (F7).

2 To add features, macros, or entire Button Bars to your Button Bar, choose Add Feature,
Add Macro, or Add Button Bar, then select the items you want from the list box.

3 Choose another Button Bar editing option (Delete Button or Move Button ) or choose

OK until you return to your document.

Deletinga Button

1 From the Edit Button Bar dialog box, select the button you want to delete, then
choose Delete Button .

2 Choose Yes.

3 Choose another Button Bar editing option (Add Button or Move Button ) or choose
OK until you return to your document.

Moving a Button
To move a button to a new position on the same Button Bar,

1 From the Edit Button Bar dialog box, select the button you want to move, then choose

Move Button .
2 Place the cursor where you want to move the button.
3 Choose Paste Button .

4 Choose OK to save your changes and return to your document.
or
Choose Cancel to cancel your changes and return to your document.

Changingthe Way
a Button Bar Looks
onthe Screen

48 Button Bar

You can change the position and appearance of a Button Bar in the document window.

File Edit View Layout Tools Font Graphics Window Help =~
ECOGERVICES 41 s
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Management Summary
Management consists of individuals with at least three years of
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1 Choose Button Bar Setup from the View menu, then choose Options .

2 Select a Button Bar position and a Button Bar style, then choose OK.

The new position and style settings affect all Button Bars you select or create until you
change the settings again.

Deleting a Button
Bar

1 Choose Button Bar Setup from the View menu, then choose Select.
2 Highlight the Button Bar you want to delete, then choose Delete.

3 Choose Yes, then choose OK.

Renaminga Button
Bar

You can change the name of an existing Button Bar.
1 Choose Button Bar Setup from the View menu, then choose Select.
2 Highlight the Button Bar you want to rename, then choose Rename.

3 Type the name in the Button Bar Name entry field, then choose OK.

Helpsand Hints

Click to scroll the Button Bar
up.

Viewingthe Buttons

The number of buttons you can view at one time depends on the position and style options
you choose.

For example, when the Button Bar is positioned at the top of the document window with
the picture and text style setting, you may be able to see only a few buttons. By clicking
on a scroll button, however, you can scroll the Button Bar up or down (for a horizontally
positioned Button Bar) or left or right (for a vertically positioned Button Bar) to view
additional buttons.
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Click to scroll the Button Bar down.
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To maximize the number of buttons you can view without having to scroll, choose Left
Side or Right Side as the Button Bar position and use the Text Only style.

SpecificButton Bars

Button Bars are provided for the main document window, the Print Preview window, the
Image Editor , and the Equation Editor . When you enter the Image Editor , Equation
Editor, or Print Preview window, the specific Button Bar for that editor or window is
displayed. The buttons on the specific Button Bar let you access features for the window
or editor you are in.

To edit the Image Editor , Equation Editor , or Print Preview Button Bar, you must first be
in the window or editor where that Button Bar is displayed.
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Macro Buttons

If you edit a macro assigned to a button, that button will automatically access the updated
macro. The appearance of the button will stay the same unless you change the name of
the macro.

Button Bar Buttons

If you edit a Button Bar assigned to a button, that button will automatically access the
updated Button Bar. The appearance of the button will stay the same unless you change
the name of the Button Bar.

See Also

e Macros

Cancel

Use Cancel to back out of options or to discontinue a procedure before it actually takes
place.

What's in this section?

Backing Out of Menus

Canceling Dialog Boxes and Help Topics
Stopping a Macro

Helps and Hints

See Also

Backing Out of
Menus

1 Place the mouse pointer anywhere outside a menu, then click the left mouse button.

Or Press Cancel (Esc)

CancelingDialog
Boxesand Help
Topics

1 Choose Cancel from the dialog or in the Help topic.

Or Press Cancel (Esc)

Stoppinga Macro

1 Press Cancel (Esc) to stop a macro you are playing.

WhenRecordinga Macro

Don't press Cancel (Esc) to stop a macro you are recording. When you are recording a
macro, pressing Cancel (Esc) simply records the Cancel.

To stop recording a macro,
1 Choose Macro from the Tools menu, then choose Stop.

Or Press Ctrl+F10

Helpsand Hints

50 Cancel

OtherWaysto Cancel

You can also cancel menus, dialog boxes, and Help topics by clicking both mouse buttons
simultaneously or by clicking the middle mouse button on a three-button mouse. In the
Image Editor or Equation Editor, choose Cancel from the File menu.

Using F1 as Cancel
In WordPerfect 6.0, pressing F1 accesses Help, rather than Cancel.

To use F1 as Cancel, select the WordPerfect 5.1 keyboard.



1 Choose Setup from the File menu, then choose Environment .
Or Press Shift+F1, 3
2 Select WordPerfect 5.1 Keyboard (F1 = Cancel).

3 Choose OK and Close until you return to your document.

See Also » Undelete « Undo

Center Page

Use Center Page to center text between the top and bottom margins, as shown in the
following illustration.

What's in this section?

» Turning Page Centering On or Off
» Additional Information

Turning Page 1 If you are turning centering off for only one page, place the cursor on that page
Centering On or or
Off If you are turning centering on or off for multiple pages in the document, place cursor

on the page where you want your changes to take effect.
2 Choose Page from the Layout menu.
Or Press Shift+F8, 3

3 If you want to turn centering (on or off) for the current page, select (or deselect) Center
Current Page.

or

If you want to turn centering (on or off) for the current page and subsequent pages in
your document, select (or deselect) Center Pages.
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4 Choose OK and Close until you return to your document.

Unless you are using Page Mode, you will not be able to see that the text is centered until
you use Print Preview or until you print the document.

Additional
Information

Auto CodePlacement
Center Page is affected by Auto Code Placement. See Auto Code Placement.

CenterText

This title is centered between

Use Center to center text between the left and right margins or at a specific position on a
line.

the left and right margins.

Thoughts on the Future of Science

We are all better off because of science. It has improved nearly
every facet of our lives, especially our standard of  living and
the way we perform  our daily tasks. Scien ce is not  something
confined to laboratories and people in white coats; its  influence
is far  reaching. Some of the most immediate  benefits of science
can be seen in medici ne, transportation, and communication.

That is why, with all  of the advantages that come with scientific
discoveries, it is incomprehensible that we are generating a
class of science i literates. If current tr ends ~ continue,

scientists will bequeath a fu ture  of technological complexities

to our young people who lack the technological know-how. Without
the background o r  proficiency necessary to manage the innovations
of the 2 cent not only wil our children face a future
lacking scientif ic  progress, but they will also inevitably

regress to a su bstandard existence.

In an effort to reverse this course and nuture  scientific
aspirations among our yout h, the Science Institute established
the Young Scien fist Program.

A collaborative effort among prominent organizations, the  Young
Scientist Program  assists young people in charting a course of
scientific study. The program was founded on the objectives
outlined by the 1978 World Conference on Science: foster

What's in this section?

* Typing Centered Text

» Typing Text from the Center of a Line
» Centering Text at a Specific Position
» Helps and Hints

» See Also

Typing Centered
Text

1 Place the cursor at the beginning of the line where you want to type centered text.
2 Choose Alignment from the Layout menu, then choose Center.

Or Press Shift+F6
3 Type the text you want centered, then press Enter.

You can also center existing text by placing the cursor in front of the text, then following
step 2 above.

Typing Text from
the Center of a
Line

52 Center Text

You can type text that begins at the center of a current line. This is useful, for example,
when you are typing a date, address, or salutation in a letter.

1 Place the cursor at the beginning of the line where you want to type centered text.
2 Choose Alignment from the Layout menu, then choose Center.

Or Press Shift+F6



4
5

Choose Other from the Layout menu, then select End Centering/Alignment
Or Press Shift+F8, 7, 4

Choose OK.

Type the text, then press Enter.

Centering Textata
SpecificPosition

You can center text over a specific tab position on a line. This is useful if you want to
center text in columns created with tabs or indents.

1
2

3

Tab or space to the position on the line where you want to begin centering.
Choose Alignment from the Layout menu, then choose Center.
Or Press Shift+F6

Type the text, then press Enter.

IMPORTANT: If you center text over more than one position on a single line, the centered
text may overlap.

Helpsand Hints

CenteringTextin Columns
To center a line of text in a column created with the Columns feature,

1
2

3

Place the cursor on the left margin of the column.

Choose Alignment from the Layout menu, then choose Center.
Or Press Shift+F6

Type the text, then press Enter.

Inserting Dot LeadersAround CenteredT ext
To insert a dot leader from the left margin to the beginning of centered text,

1

Perform this step twice: choose Alignment from the Layout menu, then choose
Center.

Or Press Shift+F6 twice
Type the text you want to center.

Press Enter to turn off centering.
or

If you want the dot leader to continue from the end of the text to the right margin,
perform this step twice: choose Alignment from the Layout menu, then choose Flush
Right.

Or Press Alt+F6 twice

See Also

e Center Page ¢ Justification
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Characters

In addition to the characters and symbols on your keyboard, you can use WP Characters
to insert international characters; ASCII, math, scientific, and typographic symbols; and
digraphs and diacritics into your WordPerfect document.

What's in this section?

* Concepts

* Inserting Characters into your Document

* Creating a Digraph, Symbol, or Diacritic Using Compose
Helps and Hints

Additional Information

See Also

Concepts

54 Characters

Character Sets

WordPerfect provides more than 1500 characters and symbols, which are grouped into
fourteen character sets. Each numbered character set contains a certain type of
character. For example, character set 0 contains ASCII characters, and character set 8
contains Greek characters. Most of these characters are listed in the WordPerfect
Characters dialog box. See Inserting Characters into your Document later in this section.
To see all of the characters in the WordPerfect character sets, see Appendix A: Character
Sets.

Each individual character in a set is also numbered. The combination of the set number
and the character number identifies each character. For example, £ (Italian currency
symbol) is in character set 4, and it is number 61. Therefore, character £ is 4,61.

[Mllustration not shown)]

If you already know the number of the character you want to use in your document, you
can simply type the number in the Number entry field of the WordPerfect Characters
dialog box. See Inserting Characters into your Document later in this section.

Compose

Use Compose to combine characters from the character sets and from the keyboard into
common digraphs, symbols, and diacritics. See Creating a Digraph, Symbol, or Diacritic
Using Compose later in this section. For a complete list of digraphs, symbols, and
diacritics, see Appendix A: Character Sets.



Digraphs

A digraph is a combination of two letters that represent a single sound or a symbol (for
example, the combination of A and E in the nhame ZAsop). Using Compose, you can also
create a custom digraphic symbol like the copyright © (using the ¢ and the 0). See
Creating a Digraph, Symbol, or Diacritic Using Compose later in this section.

Diacritics

A diacritic is an accent mark used with a character to change the way the character is
pronounced. With Compose, for example, a circumflex and an E can be combined to
form E. See Creating a Digraph, Symbol, or Diacritic Using Compose later in this section.

Inserting 1 Place the cursor where you want the character to appear in your text, then choose WP
Characters into Characters from the Font menu.

your Document

Or Press Ctrl+w

Specify a character number
here.

Choose a character set from
this pop-up list.

—— Choose a character from this
table.

Tl =T

2 Choose the WordPerfect Character set you want from the Set pop-up list.

3 Select the character you want, then choose Insert.

Creating a 1 Place the cursor where you want the character combination to appear in your text, then
Digraph, Symbol, press Ctrl+a.
gr Diacritic Using 2 In the Key entry field, type the characters for the digraph, symbol, or diacritic. Type
ompose one character followed by another character, with no comma between them (for
example, &).
B conposc EERE
Key:
For a complete list of symbols you can create using Compose, see Appendix A: Character
Sets.
Helpsand Hints Viewing Characterson the Screen

Some characters in the WordPerfect character sets may not display in your document
window (particularly if you are in Text Mode). These characters are represented by a
small square box B on your screen. To view the characters, use Print Preview, Graphics
Mode, or Page Mode . See Print Preview and View Modes for more information.
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KeyboardMapping

You can assign a character you use frequently to a specific key on the keyboard. See
Setup: Keyboard Layout for more information.

Additional CharacterPrint Quality

Information Although WordPerfect can now print most characters graphically, it is possible that the
characters you choose may not print in an acceptable manner. This may be because your
printer may not have the capability to print them. The print quality for characters also
depends on the Text Quality and Graphics Quality settings, as well as the WP.DRS file
and the font you are using. See Print: Specify Document Settings and Appendix A:
Character Sets for more information.

See Also  Overstrike « Appendix A: Character Sets

Columns

56 Columns

Use Columns to vertically divide text on a page.

Normal formatting Same text in 2-column format

The Columns feature can help you create newsletters, glossaries, scripts, inventory lists,
or other documents in which you want to divide text vertically on the page. You can
specify as many as 24 columns on a page.

What's in this section?

Concepts

Turning On Columns

Turning On Newspaper Columns with the Ribbon
Converting Existing Text into Columns
Inserting Text in Columns

Moving from Column to Column
Customizing Column Widths and Spaces
Turning Off Columns

Adding Tables in Columns

Adding Graphics in Columns

Helps and Hints

Additional Information

See Also



Concepts Newspaper Columns

Text in a newspaper column flows down a column to the bottom of a page, then starts
again at the top of the next column to the right, as it does in a newspaper article.

Text flows down a column to
the bottom of the page, then
starts again at the top of next
column.

BalancedNewspapeColumns

Balanced newspaper columns are just like regular newspaper columns, but each column is
adjusted on the page so that they are equal in length.

Even lengths

Parallel Columns

Text in parallel columns is grouped across the page in rows. The next row starts below the
longest column of the previous row. Parallel Columns are useful for scripts, charts, or
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inventory lists. This same effect can be created using the Tables feature (see Tables:

Create).
A single row
Parallel Columnswith Block Protect
Block Protect keeps each row of columns together. If a row in one column becomes so
long that it moves across a page break, the entire row moves to the next page.
Block Protect forces the row to S
the next page. | T . :

Using SeveralTypesof Columns
You can use one column type throughout your document, or you can use several types of
columns in one document.

Turning On 1 Place the cursor where you want columns to start.
Columns or

Block the text you want to place in columns.
2 Choose Columns from the Layout menu.
Or Press Alt+F7, 1
3 Select Column Type.

4 Select Newspaper, Balanced Newspaper , Parallel, or Parallel with Block Protect .
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5 Select Number of Columns , then specify a number.

6 To change the space between columns, choose Distance Between Columns and
specify a measurement.

7 To change the space between rows, select Line Spacing Between Rows and specify
a line spacing value.

8 To add column borders, choose Column Borders , choose Border Style, highlight a
border style, choose Select, then choose OK.

9 To change column fill styles, select Fill Style, select a fill style, then choose OK.
See Borders for more information on how to customize column borders and fill styles.

10 To customize the widths between columns, see Customizing Column Widths and
Spaces later in this section.

11 Choose OK.

Turning On
Newspaper
Columnswith the
Ribbon

1 If the Ribbon is not already turned on, choose Ribbon from the View menu.

2 Place the cursor where you want columns to start.
or
Block the text you want to place in columns.

3 Click the Col button, then select from 1-24 columns.

Converting
Existing Text into
Columns

It is often easier to create and edit document text, then put it into columns.

1 Move the cursor to the beginning of the text you want in columns.
or
Block the text you want to place in columns.

2 Choose Columns from the Layout menu.

Or Press Alt+F7, 1

Select Column T ype.

Select Newspaper, Balanced Newspaper , Parallel, or Parallel with Block Protect .

Select Number of Columns , then specify a number.

o 01 B~ W

To change the amount of space between columns, choose Distance Between
Columns, then specify a measurement.

Inserting Textin
Columns

Typing text in a column is almost the same as typing text in a normal document.

1 Move the cursor into a column.

2 Type text as you normally would.

3 If you are using parallel columns, press Ctrl+Enter to move to the next column.

Whenever you press Ctrl+Enter, all text and codes from the cursor forward move to the
next column. Before you press Ctrl+Enter , make sure the cursor precedes all of the
formatting codes (such as Tab, Bold, and Italics) for the text you are moving. Turn on
Reveal Codes to display the codes. See Reveal Codes.
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Moving from You can move the cursor from column to column by clicking the mouse in any column you
Column to Column want, or you can use the keystrokes below. (Don't use the arrow keys on the number
pad.) In order to move to a column, there must be existing text in that column.

To Move Press
One column to the right Ctrl+Home, Right Arrow (-)
or
Alt+Right Arrow (-)
One column to the left Ctrl+Home, Left Arrow (-)
or
Alt+Left Arrow (-)
To the last column Ctrl+Home,End
or
Ctrl+Home, Home, Right Arrow (-)
To the first column Ctrl+Home, Home, Left Arrow (-)

To the top of the columnin  Ctrl+Home, Up Arrow (1)
the current row

To the bottom of the Ctrl+Home, Down Arrow (1)
column in the current row

Customizing 1 Place the cursor in a column.
Column Widths
and Spaces Choose Columns from the Layout menu.

Or Press Alt+F7, 1
3 Choose Custom Widths .

4 Highlight a column number or a space in the Custom Widths list box.

©Custon Widths

Edit the first column.

Edit the space between the first ———:
and second columns. |t

5 Choose Edit.

6 Select Width and specify a measurement.

Several things can cause WordPerfect to adjust column widths and spaces. Select Fixed
if you want the width of the current column or space to remain the same.

7 Choose Next or Previous and specify measurements for other Columns or Spaces.

8 Choose OK until you return to your document.

Turning Off 1 Place the cursor at the position where you want to turn columns off.
Columns
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2 Choose Columns from the Layout menu.
Or Press Alt+F7, 1
3 Choose Off.

Choosing Off turns off columns from the cursor forward.

Adding Tablesin You can add tables to columns.
Columns

[Mllustration not shown]

1 Place the cursor at the position in the column where you want to insert the table.
2 Choose Tables from the Layout menu, then choose Create.

Or Press Alt+F7, 2, 1

Specify the number of table columns and rows.

Choose OK.

Edit the table as necessary (see Tables: Edit).

(2N & ) R ~ N OV ]

Choose Close to return to the document.
Or Press F7

If you want a table to span several columns, place the table in a Graphics Table Box (see
Adding Graphics in Columns below).

Columns 61



Adding Graphicsin
Columns

A graphics box can span
several columns.

You can add any kind of Graphics Box to columns.

—— A table can span several columns
if you put the table in a Tables
Graphics box.

1 Place the cursor at the position in the column where you want to insert a graphics box.
2 Choose Graphics Boxes from the Graphics menu, then choose Create.
Or Press Alt+F9, 1, 1

3 Choose Based on Box Style, highlight the type of box you want to add, then choose
Select.

4 Specify filenames and any other options for the box type you have chosen.

When you are creating a graphics box for a table that spans several columns, change the
Attach To option from Paragraph to Page. You can then specify how you want to place
the table in the columns. For example, you can center a graphics box between columns 1
and 2. See Graphics: Editing the Box Position for more information.

5 Choose OK to insert the graphics box into the columns.

See Graphics: Adding to a Document for more information.

Helpsand Hints

Inserting Hard Page Breaks in Columns
You can insert a hard page break in columns by pressing Ctrl+a, then Ctrl+Enter .

Blank Lines

If additional blank lines appear in your columns, you can delete the extra hard returns. Do
not delete any of the column definition codes (for example, the [HCol] code that starts a
new column or the [ColOff] code that turns off columns).

Viewing Heavily FormattedColumns

If your columns are formatted with many graphics or tables, choose Page Mode from the
View menu to display the document as it will look when it is printed.

Additional
Information

62 Columns

Auto CodePlacement

If the cursor is placed in the middle of an existing paragraph when you define columns, the
columns will start at the beginning of that paragraph, unless you have turned off Auto
Code Placement (see Auto Code Placement).



StatusLine

When columns are turned on, the status bar displays a “Col #” indicator, where # is the
number of the column in which the cursor is currently located.

Justifying Textin Columns

You can use all the justification options within column text (Left, Center, Right, Full, and
Full, All Lines). See Justification.

See Also

Borders
* Tabs

Comments

Comment displays within a
double-line border.

Use Comment to add comments to your text. Comments appear in a text box on screen if
you are in Text Mode or Graphics Mode, but are not printed as part of the document.

File Edit VUiew Layout Tools Font Graphics Window - Help

ECOServices

Complimentary information for visiters to Green Creek Row

—HSpell check document kefore printing

For the Record

During our mew headquarters’ special dedication, im the middie of the
pomp and extravagance, unnoticed by our esteemed guests (and the press), a
Somewhat unceremonious celebration was in progress. EBcoservices’ employess
found a different way to dedicate a building-we hit the streets with tree
planting on cur minds. Through o company domation, our employess planted
27,000 trees in the community.

Be Our Guest

Ecoservices knows what it takes to make theif guests comiortable,
especially these whe are envizommentally inclined. Upon axzival at the new
Green Creck Row headquarters, visitors can ezpect te find an
cnvirenmentally friendly facility built and furnished in mederation.

B team of specialists called acoplanners designed the new headguarters
in Tower., Minnesota, with the intentien of reducing the amount of materials
nomally requized to build a structure of this magnitude. Part of that

E:\UPGONLEARNNNEWSLTR -~ ©  ~ °  'Doc 1 Pg 1 Ln 0.5" Fos 0.5"

What's in this section?

e Concepts

* Creating a Comment

¢ Editing a Comment

¢ Converting a Comment to Text
¢ Converting Text to a Comment
* Hiding Comments

* Helps and Hints

* See Also

Concepts Usesfor Comments
You can use comments to note scheduling changes you need to make, to record
upcoming announcements, or to store information. The Comment feature can also be
used to pool comments or suggestions from several people who are reviewing or editing
the same document.

Creating a 1 Place the cursor where you want the comment to appear.

Comment

2 Choose Comment from the Layout menu, then choose Create.

Or Press Ctrl+F7, 2, 1
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3 Type the comment, then choose Exit from the File menu.

The comment appears in a box in both Text Mode and Graphics Mode.

Editing a Comment

1 Place the cursor just after the comment you want to edit.
2 Choose Comment from the Layout menu, then choose Edit.
Or Press Ctrl+F7, 2, 2

3 Edit the comment, then press Exit.

Converting a
Commentto Text

1 Place the cursor just after the comment you want to convert.
2 Choose Comment from the Layout menu, then choose Convert to Text.
Or Press Ctrl+F7, 2, 3

IMPORTANT: Because the comment text is inserted at the location where the comment
was originally placed, you may need to add spacing and punctuation before and after the
comment to blend it into the existing text.

Converting Text to
a Comment

1 Block the text you want to convert.
2 Choose Comment from the Layout menu, then choose Create.

Or Press Ctrl+F7, 2, 1

Hiding Comments

1 Choose Screen Setup from the View menu, choose Window Options , then deselect
Display Comments .

Or Press Ctrl+F3, Shift+F1, 4, 6
2 Choose OK until you return to the document window.

The comment will not be displayed. If you want it to display, repeat the step above.

Helpsand Hints

Columns
Comments will display in columns and tables.

WordPerfectFeaturesand Comments

You can bold or underline text within a comment. You can change fonts, justification, and
margins. You can add graphics or date options, and you can also use the Speller and
Thesaurus.

Printing Comments

Comments do not affect or appear in printed text. If you want to print a comment, you
need to convert it into text.

SeeAlso

64 Comments

* Columns
¢ Footnotes and Endnotes
¢ Tables: Create



Compare Documents

Use Compare Documents to contrast the text in the current document with the text in a
different version of the document. WordPerfect then adds markings to the current
document to indicate which text has been added, deleted, and moved.

What's in this section?

* Concepts

* Comparing Documents
* Removing Markings

* Helps and Hints

¢ Additional Information

Concepts

Indicatorsfor ChangedText

When you compare a new version of a document to the old version on disk, WordPerfect
indicates deleted text with strikeout text, which has a line through it. Added text is
represented by redlined text.

Moved text is indicated by two messages. The first message, indicating the beginning of
the moved text, says “THE FOLLOWING TEXT WAS MOVED.” The second message,
indicating the end of the moved text, says “THE PRECEDING TEXT WAS MOVED.”

File Edit View Layout Tools Font Graphics MWindow Help =~
Bection 1: Budget Considerations
Besides the obvious savings from low2er construction costs
in the the Green Creek plan (see table), we should not overlook
one outgrowth from the GReen Creek plan. &s Ivan Divac stated,
it is an increase in employee performance that, caleculated into
owerall expenses, ultimately saves Ecoservices money.

High Rise vs. Low Rise

Organizational eccologists are citing evidence that buildings
exceeding five stories hamper employee communication and reduce
office efficiency. The less vertical Green Creek mill complex
would maximize employee performance, encourage employes
interaction, and create a better working environment.

THE FOLLOWING TEXT WAS MOVED
Going Up in Cost

Remodelling a paper mill to accommodate 2, 330 employees is
no small enterprise. Already we're locking at $90 a square foot.
8till, that figure is roughly half the cost of constructing the
eight-story complex.

Section 2: Environmental Considerations

Our business is based on finding that one ounce of
prevention will save us from having te repair our envircnment
later. It stands to reason that we should select the the plan
that hest conserves on land and huilding materials.

E:SWPGONREPORT .~ oo " Doc 1 Pg 1 Ln 2.94" Pos 17

GraphicsBoxes, Headers, Footers

Compare Documents marks changes in footnotes, endnotes, and tables, but it does not
mark changes in graphics boxes, headers, footers, and comments.

Comparing
Documents

1 Make sure you have retrieved the newest version of the document you want to
compare.

2 Choose Compare Documents from the File menu, then choose Add Markings .
Or Press Alt+F5, 8

3 Select Word, Phrase, Sentence, or Paragraph to indicate how you want WordPerfect
to compare the documents.

If you want information about how WordPerfect determines where words, phrases,
sentences, and paragraphs begin and end, see Words, Phrases, Sentences, Paragraphs
later in this section.
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4 If you want to compare the retrieved document with the old version of the document on
disk, choose OK.

or

If you want to compare the retrieved document with a document that has a different
filename, type the path and filename of that document in the Document on Disk entry
field or select it from the File List or QuickList . Then choose OK.

Removing
Markings

You can remove redline markings and strikeout text all at once. In other words, you can
implement all suggested editing changes with one command.

1 Choose Compare Documents from the File menu, then choose Remove Markings .
Or Press Alt+F5, 9

2 If you want to return the document to the way it was before you compared it, select
Remove Redline Markings and Strikeout Text.
or
If you want to keep the markings for added text but remove all other text and markings
inserted by the comparison, select Remove Strikeout Text Only .

3 Choose OK.

Helpsand Hints

Changingthe Printed Appearanceof RedlineText

You can change the printed appearance of redline text. You can use the redlining method
specific to your printer (usually a shaded background) or you can mark redline text with a
character in the margins (usually a vertical bar).

1 Choose Document from the Layout menu.
Or Press Shift+F8, 4
2 Choose an option from the Redline Method pop-up list.

Left and Right mark redlined text in the left margin or right margin. Alternating marks
redlined text in the left margin for even-numbered pages and in the right margin for odd-
numbered pages. All three use the character in the Redline Character entry field.

3 If you chose Left, Alternating , or Right and you want to mark redline text with a
character other than a vertical bar (i), type a new character in the Redline Character
entry field.

You can press Ctrl+w to open the WordPerfect Characters dialog box and insert a
special character. See Characters if you need help using this dialog box.

4 Choose OK and Close until you return to your document.

Additional
Information

66 Compare Documents

Words,Phrases SentencesParagraphs
The list below explains how WordPerfect defines words, phrases, sentences, and
paragraphs.

Item Definintion

Word Text that ends with a space, period, comma, colon, semicolon,
guestion mark, exclamation point, hard return, or hard page break

Phrase Text that ends with a period, comma, colon, semicolon, question
mark, exclamation point, hard return, or hard page break

Sentence Text that ends with a period, question mark, exclamation point, hard
return, or hard page break

Paragraph Text that ends with a hard return or hard page break



Conditional End of Page

Use Conditional End of Page to keep a specific number of lines together on one page.

What's in this section?

* Concepts

* Using Conditional End of Page
* Helps and Hints

* See Also

Concepts

Title

KeepingRelatedinformation Together

In the document below, the paragraph title is separated from the paragraph by a page

break.

File Edit VUiew Layout Tools Font Graphics MWindow Help

FRaracterictics az being wital to the continued survival of the
company .

The European Connection

The year was 1742, and the war had become A mightmare of reality.
With the trausportation of goods betveen wany conutries blocked,
and the lines of ecomomic cammunicatios virtwally sewered.
intercontimentzl busimess was at a stamdstill.

The emtire face of ecomomics changed to a survival imdustry.
Mamnfacturing resources were transformed imto a war machinme.
Bacrifice of convemiences became the test of ciwil loyalty.

Tt was an awkward, if not impoesible, time for the hirth of am
import fexport busimess. But them, Bryan Metcalf was no ordimary
individual.

The Roots of Mail Order

Page Break

Realising that orisis times called for an extraordinary effort,
Metoalf kmew that his trade in oriental rugs was doomed unless he
could find a way to seonre trameportation of the rugs to his
custauers. Concerning thir bleak pericd, Metcalf couments, "It

Paragraph

seemed as though there was absolutely mo chamse for ecomomic
survival. However, ewen in the darkest hour, T received renewed
stremgth smd hope whem recalling the sacrifices my widowed mother
was called on to make while raising five boys."

A Time for Refection

IC:\WPGONREPORT AL~~~ .. .~ poc 1 Pg 1 Ln5.4" Pos 1"

You can use Conditional End of Page to keep the title and the paragraph on the same

page.

‘File Edit View Layout Tools Font Graphics Window ‘Help =

Fharacteriztice az being vital to the continued survival of the
company.

The European Connection

The year was 1742, and the war had become A mightmare of reality.
With the trausportation of goods betveen wany conutries blocked,
and the lines of ecomomic cammunicatios virtwally sewered.
intercontimentzl busimess was at a stamdstill.

The emtire face of ecomomics changed to a survival imdustry.
Mamnfacturing resources were transformed imto a war machinme.
Bacrifice of convemiences became the test of ciwil loyalty.

Tt was an awkward, if not impoesible, time for the hirth of am
import fexport busimess. But them, Bryan Metcalf was no ordimary
individual.

Page Break

The Roots of Mail Order

Title

—Zeis times called for an extraordinary effort,
Mercalf kuew that his trade in oriental rugs was doomed nuless he
conld find a way to secure tramsportation of the rugs to his
custauers. Comcernming this bleak period, Metcalf coments, "It

Paragraph

seemed as though there was absolutely mo chance for ecomomic
survival. However, even in the darkest howr, I received renewed
strength and hope when resalling the sacrifices my widowed mother
was called on to make while raising five beys."

A Time for Reflaction

IC:\WPGONREPORT AL~~~ .. """ Dpoc 1 Pg 1 Ln 5.4" Pos 1"

Counting Blank Lines

When you specify the number of lines you want to keep together, remember to include any
blank lines. For example, when you count the lines in a double-spaced or triple-spaced
document, you need to count the lines of text and the blank lines between the lines of text.
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Using Conditional
End of Page

1 Move the cursor to the first line of text you want to include.

2 Choose Other from the Layout menu, then choose
Conditional End of Page.

Or Press Shift+F8, 7, 2
3 Specify the number of lines to keep together.

4 Choose OK and Close until you return to your document.

Helpsand Hints

Conditional End of Pageand Block Protect

Conditional End of Page protects a specific number of lines from a certain point forward.
Block Protect protects a block of text (see Block Protect).

Widow/OrphanProtect

You can also use Widow/Orphan Protect to avoid printing one line of a paragraph alone
at the top or bottom of a page.

See Also

* Block Protect « Widow/Orphan Protect

Conversion

You can convert files created in other applications into WordPerfect format. You can also
convert WordPerfect files into other formats.

Supported graphics files are also converted when they are retrieved into a WordPerfect
document.

Files created in other applications often do not share the same file format as WordPerfect.
This means that they cannot be used in WordPerfect until they are converted.

What's in this section?

Concepts

Converting a WordPerfect Document to Another Format
Converting a File to WordPerfect 6.0 Format

Changing the Code Page

Helps and Hints

Additional Information
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ConvertingFiles from WordPerfects.x Format to WordPerfect6.0 Format and back

To convert a document created in WordPerfect 5.0 or 5.1 for DOS or WordPerfect 5.1 or
5.2 for Windows into WordPerfect 6.0 for DOS, simply retrieve it. The formatting in your
documents will be preserved.

Documents saved using Fast Save (unformatted) will not convert.



When converting documents from WordPerfect 6.0 format to WordPerfect 5.x format,
remember that new WordPerfect 6.0 features will not convert.

Converting a
WordPerfect
Documentto
Another Format

1 Choose Save As from the File menu.
Or Press F10

Type a filename for the converted file.
Choose Format.

Select the file format you want to use from the drop-down list.

a A W DN

Choose OK.

Converting a File
to WordPerfect 6.0
Format

1 Choose Open from the File menu.
Or Press Shift+F10

2 Type the filename of the file you want to convert, or select it from the File Manager or
QuickList , then choose OK.

3 Highlight the current format of the file you want to open.
4 Choose Select.

If the file is too large for WordPerfect's built-in converter to handle, then a conversion utility
(ConvertPerfect) will convert the file (see About Conversion later in this section). You will
be returned to WordPerfect after the conversion is complete.

5 Edit the document as usual.
6 Choose Save As from the File menu.
7 Type a filename for the converted file.

If you use the original filename, the converted file will be replaced with the file in
WordPerfect 6.0 format.

IMPORTANT: Converted documents are saved in WordPerfect 6.0 format unless they are
converted ASCII files. WordPerfect saves converted ASCII files as ASCII files by default.
See Save and Save As for instructions on changing the default save format.

8 Choose OK.

Changingthe Code
Page

You can change the code page when opening or saving a document (see Code Pages
under Additional Information later in this section).

Changingthe CodePageWhile Opening a Document

1 From the File Format dialog box, choose Code Page (see Converting a file to
WordPerfect 6.0 Format earlier in this section.)

2 Highlight a code page, then choose Select.
Changingthe CodePageWhile Savinga Document
1 Choose Save As from the File menu.

2 Choose Code Page.

3 Highlight a code page and choose Select.
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Helpsand Hints

About Conversion

Conversion is a powerful tool, but your document won't always look exactly the same after
it has been converted. For best results, keep the formatting in your files simple. If you
know you will be converting a document file, use only the formatting features that are
available in both WordPerfect and the other application. While you may lose some
formatting when you convert a document file, you will not lose any text.

ConvertPerfect

You can convert only one file at a time using WordPerfect. If you want to convert several
files at once, you can use ConvertPerfect, the conversion utility that was installed with
WordPerfect 6.0. ConvertPerfect can be run as a stand-alone application.

To access ConvertPerfect, go to the DOS prompt, change to the C:\WP60 directory (or the
directory where you installed WordPerfect), and type CV. To view a list of the formats you
can convert, select Insert Job and then tab to the Source File Format list box. You can
choose word processing, graphics, or spreadsheet formats from the Insert Job dialog box.
For more information about ConvertPerfect, see the ConvertPerfect online help.

SavingDocumentsn Other WordPerfectFormats
You can save your documents in WordPerfect 4.2, 5.0, 5.1, or 5.2 format when you want to

edit them using a previous version of WordPerfect. In addition, some software applications
accept WordPerfect files only in these older formats.

Keep in mind that anything in a WordPerfect 6.0 document that uses features new to
WordPerfect 6.0 will be lost when the document is converted to a previous version format.

ConvertingWordPerfectCharacterSets

Some of the characters in the WordPerfect character sets are not supported in other
applications. If a character is not supported in the file format you are converting your
document to, it is replaced by a space (ASCII Text character 32).

Editing SystentFiles
If you use WordPerfect to edit your CONFIG.SYS file or AUTOEXEC.BAT file (or other

special files with a .BAT or .TXT extension), save the files in ASCII Text (Standard)
format.

If you save a file as a WordPerfect document, DOS will no longer recognize it as a batch or
system file. If you accidentally save a system file as a WordPerfect file, retrieve the file
into WordPerfect again and resave it in ASCII Text (Standard) format.

Additional
Information
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CodePages

A code page is a table in the DOS operating system that defines which ASCII character set
is used in a document. Different ASCII character sets are used for different languages.
When you save a document, you can change the code page, and thus the character set,
for the document.

DOSDelimitedText

Use the DOS Delimited Text format to retrieve spreadsheet or database files as a
WordPerfect merge data file. The DOS Delimited Text format contains delimiters, or
characters that mark the beginning and end of each field or record. See Merge for
information about WordPerfect data files. See Setup: Environment for more information on
setting delimited text defaults.



Convert Case

Use Convert Case to convert text to uppercase or lowercase letters.

What's in this section?

* Concepts
¢ Using Convert Case
¢ See Also

Concepts CaseSensitivity
When you convert text to lowercase, the following words remain capitalized:
e The word “I”

* Words starting with “I” followed by an apostrophe (such as “I'm” and “I'd")
e The first word in each sentence

Convertingto Initial Caps

The Initial Caps option capitalizes the first letter in each word of blocked text, except
words like and and the.

A file called WPxx.ICR (where xx is a language code) contains the list of exceptions for
each language. See Language for more information about languages.

Using Convert Case 1 Block the text to be converted.
2 Choose Convert Case from the Edit menu.
Or Press Shift+F3

3 Choose Uppercase, Lowercase, or Initial Caps.

See Also « Block

Counters

Use Counters to count or number anything in your document. Counters can display
numbers, letters, and Roman numerals anywhere in your document.

What's in this section?

Concepts

Creating a Counter

Displaying a Counter

Incrementing (or Decrementing) a Counter
Incrementing and Displaying Counters in One Step
Editing Counters

Setting the Numbering Method

Setting the Value of Counters

Helps and Hints

See Also
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Counters and Numbering

WordPerfect has features that can automatically number things like pages, graphics
boxes, paragraphs, and footnotes. However, if you want to control how and when
numbers display, increment, and decrement, use Counters.

IMPORTANT: Counters do not work automatically. You must set values and insert codes
into your document where you want each of the numbers to appear. Auto Code
Placement does not affect Counters .

CounterCodes

When you define, display, and increment counters and set counter values, you insert four
types of codes into your document. These codes are described below.

Code Description

Counter Method Defines numbering method (numbers, letters,
[Count Meth] Roman numerals)

Counter Display Displays the number in your document

[Count Disp]

Counter Increment Increases the number by 1

[Count Inc]

Counter Decrement Decreases the number by 1

[Count Dec]

Set Counter Value (optional) Sets the value of the counter to a new number

[Count Set]

How to Use Counters

There are three basic steps involved in using Counters . Each step is explained in detail
later in this section.

» Create the counter.
» Specify where in your document you want the numbers to increment or decrement.
» Specify where in your document you want the numbers to display.

CreatingCounters

To use Counters, you must first create the counter and give it a name. You can use
numbers, letters, or Roman numerals, and you can set a starting value (usually 1, a, or i).
You can also define several numbering levels.

Incrementingand DecrementingCounters

When you use Counters, you must decide where to increment (or decrement) the
numbers in your document. Common places to increment a counter might be at the
beginning of sections or chapters. To increment (or decrement) numbers you must move
your cursor to each location where you want the number to change then increment (or
decrement) it. See Incrementing (or Decrementing) a Counter later in this section.

DisplayingCounters

You can decide where numbers will be displayed in your document. Common places to
display a counter might be in captions or as paragraph numbers. To display numbers, you
must move your cursor to each place you want a number to appear and then display it.
See Displaying a Counter later in this section.

IMPORTANT: Display and Increment (or Decrement) functions are independent. You can
increment a counter without displaying it, and vice-versa.

CounterlLevels

You can create counters with several numbering levels (such as I, i, a). When you use
several numbering levels, you must increment (or decrement) and display each level
individually. However, when you increment, decrement, or set a value for one level of a
counter, the value for all subordinate levels is reset to 1.



For example, a three-level counter has been incremented to 2,4,5. When Level 1 is
incremented to 3, Levels 2 and 3 are reset to 1. When all three levels of the counter are
next displayed, the numbers will be 3,1,1.

PredefinedCounters

WordPerfect uses five predefined system counters to number the various boxes used in
the Graphics and Equations features. When you use those features, the counters are
displayed and incremented automatically.

You can edit these system counters if you wish to change the numbering level or the
numbering method (see Editing Counters later in this section).

Creating a Counter

Select counters from this list to ——
display, increment, decrement,
or edit.

1

Choose Character from the Layout menu, then choose Counters .
Or Press Shift+F8, 6, 4

Choose Create.

Type a name for the counter.

If you want more than one level for the counter, choose Levels and type the number of
levels you want.

If you want to change the numbering method (numbers, letters, Roman numerals),
choose Numbering Method, then choose the method you want.

If you specify more than one level, each level will have the same numbering method. You
can change the numbering method for a level using Edit (see Editing Counters in this
section).

6

Select the level itself, rather
than the counter name above,
to display, increment,
decrement, or edit the level.

Choose OK until you return to your document.

Display system counters in the
list.

Displaying a
Counter

1
2

4

Place the cursor where you want to display a counter number.

Choose Character from the Layout menu, then choose Counters .

Or Press Shift+F8, 6, 4

If you want to use a predefined counter, select List System Counters .
Select a counter or counter level from the Counter list.

Select Display in Document , then choose OK.
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Incrementing (or
Decrementing)a
Counter

When you create a counter, the counter value starts at 1 (or A, or i) unless you set a
different value (see Setting the Value of Counters later in this section).

1 Place the cursor where you want to increment (or decrement) the counter number.
2 Choose Character from the Layout menu, then choose Counters .
Or Press Shift+F8, 6, 4
3 If you want to use a predefined counter, select List System Counters .
4 Select a counter or counter level from the Counter list.
5 Select Increment (or Decrement), then choose OK.

IMPORTANT: You should display at least one counter number before you increment (or
decrement) the counter number. Otherwise, the first number displayed will have
incremented (or decremented) one up (or down) from the starting value.

Incrementing and
Displaying
Countersin One
Step

You can increment and then display a counter number in one step.
1 Place the cursor where you want to increment and display a counter number.
2 Choose Character from the Layout menu, then choose Counters .
Or Press Shift+F8, 6, 4
3 If you want to use a predefined counter, select List System Counters .
4 Select a counter or counter level from the Counter list.

5 Choose Increment & Display .

Editing Counters

1 Choose Character from the Layout menu, then choose Counters .

Or Press Shift+F8, 6, 4
2 If you want to edit a predefined counter, select List System Counters .
3 Select a counter or counter level from the Counter list.

IMPORTANT: To change the number of levels (step 6 below), you must select the counter
name. Changes made to the counter name will affect all levels of that counter throughout
the document.

4 Choose Edit.
5 |If desired, edit the name of the counter.

6 If you want to change the number of levels for the counter, choose Levels and type the
number of levels you want.

7 If you want to change the numbering method, choose Numbering Method and choose
the method you want.

8 Choose OK until you return to your document.

Setting the
Numbering Method

74 Counters

You can change the numbering method for a counter. The change will be in effect from
the cursor position on.

1 Place the cursor where you want to change the numbering method.



2 Choose Character from the Layout menu, then choose Counters .
Or Press Shift+F8, 6, 4

If you want to edit a predefined counter, select List System Counters .

3

4 Select a counter or counter level from the Counter list.

5 Choose Set Method, then choose the numbering method you want.
6

Choose OK.

Settingthe Value of
Counters

When you create a counter, its value is 1. You can set (change) the value of a counter
anywhere in your document. All display, increment, and decrement functions that are
inserted after you set the value will reflect the new value.

If the value of a counter in your document is 3 and you use Set Value to change the value
to 7, then the counter’s value will be 8 when it is next incremented.

1 Place the cursor where you want to set (change) the value of a counter.
2 Choose Character from the Layout menu, then choose Counters .
Or Press Shift+F8, 6, 4
3 If you want to set the value for a predefined counter, select List System Counters .
4 Select a counter or counter level from the Counter list.
5 Select Set Value, then specify a new value.

IMPORTANT: You can use numbers to specify a value regardless of the Numbering
Method. For example, typing “10” will cause a counter with a numbering method of “Upper
Roman” to display “X.”

6 Choose OK.

Helpsand Hints

CounterExample

To have a counter put the numbers 1, 2, and 3 on three consecutive pages, follow these
steps:

1 Create a counter.

2 Display the counter on the first page.

3 Increment the counter, then display it on the second page.
4

Increment the counter, then display it on the third page.

See Also

e Line Numbering ¢ Outline « Page Numbering
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CrossReference

Cross-reference

Use Cross-Reference to refer your reader to other pages, figures, and notes. For
example, a report might include the following cross references:

Despite  advice to the contrary, Metcalf has aways maintained that
employees should be given direction instead of ~management. To
that end, he has worked to give employees a voice in both their job
description and the goals of this  company.

Maximizing the Organization
However, in all the attention to employses, the goal of providing
quality merchandise  at  discount prices  (see figure 4)  continues o
give purpose and direction to the company.

As indicated in the Operating Expenses table  (again, see page 12),
that goal contributes to the recent venture into  retail outlets.
After  the opening of several retail stores in 1990, sales increased
by 50% in the last quarter. However, as demonstrated the table
figures, operating expenses were often more than  twice those of the
third quarter.

Operating Expenses
1990

Fourth Third
Expense Quarter Quarter Change

References such as figure numbers, page numbers, or footnote numbers may change as
you edit the document. The Cross-Reference feature lets you create references that can
be updated as your document changes.

What's in this section?

» Concepts

» Creating Cross-References

» Generating Cross-References
* Helps and Hints

» Additional Information

» See Also

Concepts
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Creating cross-references involves two processes:

» Setting up references, targets, and target names
» Generating (compiling) the cross-references (see Generate)

ReferencesTargets,and TargetNames

The reference is the place in your document where you direct a reader to other parts of the
document. The examples shown at the beginning of this section are references.

The target is the place you are telling the reader to look.

The target name is a unique identifier that ties a reference and target together. When
WordPerfect generates your cross-references, it uses the target name to match a
reference with a target.

The target name is used only when you generate cross-references. It is not printed and is
displayed only in Reveal Codes.

Marking Referencesnd Targets

You can mark both the reference and the target in one operation. This is often the easiest
way to mark references and targets.

When creating a document, however, you might write text for a page with a target (or
reference) before you have written the text that will contain the corresponding reference
(or target). If this is the case, you can mark the reference and the target separately.



Creating Cross-
References

Marking Both Referenceand Target

1
2

6
7

Place the cursor where you want to create the reference.

Type any introductory text (such as See page), then press the space bar to add a
space between the introductory text and the reference number, letter, or character.

Choose Cross-Reference from the Tools menu, then choose Both.
Or Press Alt+F5, 1, 6
Select a reference type from the Tie Reference to list (see Reference Types below).

Select Target Name, then type a name in the entry field.
or

If you have already created targets, choose Targets, then highlight a target and
choose Select.

Choose OK.

Move the cursor to the position immediately after the target, then press Enter.

You may want to use Reveal Codes to make sure the cursor is in the right place.

Marking a ReferenceOnly

1
2

6

Place the cursor where you want to create the reference.

Type any introductory text for the cross-reference (such as See page), then press the
space bar to add a space between the introductory text and the reference number,
letter, or character.

Choose Cross-Reference from the Tools menu, then choose Reference.
Or Press Alt+F5, 1, 4
Select a reference type from the Tie Reference to list (see Reference Types below).

Select Target Name, then type a name in the entry field.

or

If you have already created targets, choose Targets, then highlight a target and
choose Select.

Choose OK.

IMPORTANT: The target name must be the same for the reference and corresponding
target.

A question mark (?) will appear in the text at the reference until you use Generate.

Marking a TargetOnly

1

Place the cursor immediately after the target.

You may want to use Reveal Codes to make sure your cursor is in the right place.

2

3

Choose Cross-Reference from the Tools menu, then choose Target.
Or Press Alt+F5, 1, 5

Type a name in the entry field.
or

If you have already created targets, choose Targets, then highlight a target and
choose Select.
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4 Choose OK.

IMPORTANT: The target name must be the same for the target and the corresponding
reference.

Generating Cross-
References

When you have marked all your references and targets, you are ready to generate the
cross-references.

1 Choose Generate from the Tools menu.
Or Press Alt+F5, 4
2 Choose OK to continue.

Be sure to generate the cross-references again whenever you edit your document (see
Generate).

Helpsand Hints

One target with several references

78 Cross-Reference

CreatingMore ComplexCross-References

You can cross-reference the same target with one or more different reference types (for
example, See page 23, figure 2). You can also cross-reference one or more targets with
the same reference type (for example, See pages 10, 24, 29).

Multiple References * To cross-reference a target with two or more references, you
need to mark a separate reference for each reference type (for example, pages,
figures, or tables). However, you only need to mark one target for all the references.
For example, in the cross-reference shown below, you should mark two
references—one a page number reference and one a graphics box reference.

The Next Fifty Years

While the recent upswing in the growth of HALVA International is
a welcome indicator, there are also potential problems  that  need
to be  addressed.

However, if these needs are met, the company can look forward to
a bright and exciting future through  the decade of the 1990s and
beyond.

Expanding Markets

From orient al rugs to imported jewelry, HALVA International has
always  provided a variety of merchandise to its  customers.
However, the variety of products has often  been limited to those
items that are a known quantity.

Recent trends indicat however, that there is profit to be made
in areas such as orieNal furniture and music boxes. In fact, our
research indicates that\_music boxes may become a long-term,

profitable investment (s€e page 4, figure 2).

Expanding Resources

As long as all references use the same target name, you need to mark the target only
once.

Multiple Targets * To cross-reference several targets with one reference, you need
to mark the reference only once. Then mark each target separately, using the same



target name. For example, in the cross-reference shown below, you should mark one
reference.

One reference with several targets

This  report review\  the ast,  present, and future status of HALVA
International (see pages 4, 10, 12), with an emphasis on these
characteristics as being vital to the continu ed survival of the
company.

The European Connect ion

The year was 1939, and the rumors of war had become a nightmare
of reali ty. With  the transportation of goods between many
countries blocke d, and the lines of economic communication
virtually severed, intercontine ntal  business was at a standstill.

“Suddenly, the entire face of economics changed to a survival
industry. Manufacturing resources were transformed o vernig ht
intoa war machine. Sacrifice of  conveniences became the test of
civil loyality.”

It was an awkward , if  not impossible, time  for the birth of an
import/export business. But then, Bryan Metcalf ~ was no ordinary
individual.

The Roots of Mail Order

Then you should mark each of the targets. When you generate the cross-references,
each one will be separated by a comma and a space.

Additional Referencelypes

Information You can cross-reference footnotes and endnotes, pages and secondary pages, counters,
paragraphs, chapters, volumes, outlines, figures, and captions for graphics boxes (see
Graphics: Adding to a Document).

To mark a target for most of these items, move the cursor to the immediate right of that
item, then mark the target. To mark a graphics box, for example, move the cursor to the
immediate right of the graphics box code you want to cross-reference, then mark the
target.

The following are exceptions:

* If you are marking a page number, simply move to the text on the page that you want
to cross-reference, then mark the target. Make sure you mark the target within the text
you are referencing. This ensures that the cross-reference will be correct even if the
text is moved to a different page.

* If your reference is located in a substructure (such as header, footer, endnote,
footnote, or graphics box caption), you must mark the reference and the target in
separate operations.

See Also * Counters « Footnotes and Endnotes ¢ Generate ¢ Graphics ¢ Headers and Footers
e Qutline « Page Numbering ¢ Paragraph Numbering
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Cursor Movement

The cursor is the blinking bar that shows you where you are in your document.

Cursor

File Edit View Layout Tools Font Graphics MWindow Help = =~ =

Mouse pointer

idled 45 minutes in Earth Day related traffic.
a little easisr if you go mass transit.

leave your trash for somebody else to pick up.

SaEn ann swd ow sorigfated 1/2 ton of garbage.

Remember to leave your car home. | You’ll waste your time and gas
trying to get through the grid lock. Last year, the average car
We’ll all breathe

Remember to put litter in its place. ¥You know better than to
But it’s amazing
how forgetful we can be in a crowd. This reminder might he
somewhat absurd to you,[%and we wouldn’t feel it necessary to
mention it., except lagt year the clean up job amounted to
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Moving the Cursor Using the Keyboard
The cursor automatically moves to the right of text as you type.

You can use the arrow keys to move the cursor through text one character, word or line at
a time. You can also use keystrokes to move the cursor to either side of the screen or to
the beginning or end of your document. See Cursor Movement Keystrokes below.

Moving the Cursor Using the Mouse

To move the cursor with a mouse, move the mouse pointer to the place where you want

the cursor to appear and then click.

Cursor MovementKeystrokes

The following table lists the keystrokes you can use to move the cursor through text.

Location

Left One Character
Right One Character
Left One Word

Right One Word

Left Side of Screen
Right Side of Screen

Far Left of Line (even when the line
extends beyond the left edge of the
screen)

Far Right of Line (even when the line
extends beyond the right edge of
the screen)

Up One Line

Cursor Keys

Left Arrow (-)

Right Arrow (-)

Word Left (Ctrl+ -)

Word Right (Ctrl+ -)
Home,Left Arrow (-)
Home,Right Arrow (-)
Home,Home,Left Arrow (-)

End or Home,Home,Right
Arrow (-)

Up Arrow (1)



Lo cation
Down One Line
Up One Paragraph

Down One Paragraph

First Line on the Previous Page
First Line on the Next Page

Top of Screen (then up one screen
at a time)

Bottom of Screen (then down one
screen at a time)

Beginning of a Document
End of a document
End of the last code on that line.

Beginning of first code on that line

End of a Document (after any
formatting codes)

Beginning of a Document (before
any formatting codes)

Cursor Keys
Down Arrow (1)

Ctrl+Up Arrow (1) (on
keyboard with enhanced
BIOS)*

Ctrl+Down (1) Arrow (on
keyboards with enhanced
BIOS)*

Page Up (Pg Up)

Page Down (Pg Dn)

Home, Up Arrow (1) or minus

sign (-) on the number
keypad (turn Num Lock off)

Home, Down Arrow (1)

or plus sign (+) on the
number keypad (turn Num
Lock off)

Home,Home,Up Arrow (1)
Home,Home,Down Arrow (1)
Home,Home,Home, Right (-

)

Home,Home,Home, Left
Arrow (-)

Home,Home,Home,Down
Arrow (1)

Home,Home,Home,Up Arrow

(1)

* See Mapping Keyboard Functions later in this section.

Helpsand Hints

Repeat

You can use the Repeat feature to move the cursor a specified number of characters,
lines, paragraphs or pages. To use Repeat, press Ctrl+r, type the number of times you
want the movement repeated, then press the cursor movement keystroke(s) that you want

repeated. See Repeat.
Go To

You can choose Go To from the Edit menu to move the cursor to a specific page, to the
top or bottom of the current page, through columns in a table, or back to its last position.

See Go To.

Additional
Information

Mapping Keyboard Functions

If you do not have a computer with an enhanced BIOS, some of the keystrokes listed with
an “*” in the above table will not work. You can, however, map these functions to your

keyboard. See Setup: Keyboard Layout.

5.1 Cursor Movement

You can use the cursor movement keystrokes used in WordPerfect 5.1. See Setup:

Environment.

See Also

e Go To » Repeat « Reveal Codes ¢ Setup: Environment  Setup: Mouse
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Cut, Copy, Paste

Use Cut to move blocked text or graphics from your document to a buffer (a temporary
storage area in your computer's memory). Use Copy to copy blocked information to a
buffer without removing it from your document. Use Paste to insert cut or copied
information into any document or editing area at the cursor.

What's in this section?

Cutting and Copying Information
Pasting Information

Pasting with the Enter Key
Helps and Hints

See Also

Cutting and 1 Block the text or graphics box you want to cut or copy.

Copying

Information If you need help blocking text, see Block.

2 Choose Cut or Copy from the Edit menu.
Or Press Ctrl+x (Cut) or Ctrl+c (Copy)

The information remains in the buffer until you cut or copy something else, or until you exit
WordPerfect. You can now paste the information.

Pasting Once you have cut or copied information,
Information _ : ,
1 Place the cursor where you want to insert the information.
2 Choose Paste from the Edit menu.
Or Press Ctrl+v

You can also press Ctrl+F4, then choose Paste Block .

Pastingwith the You can cut or copy information, then quickly paste it by pressing Enter.
Enter Key .
1 Block the text or graphics box you want to cut or copy.
If you need help blocking text, see Block.
2 Choose Cut and Paste or Copy and Paste from the Edit menu.
Or Press Ctrl+Del (Cut and Paste) or Ctrl+Ins (Copy and Paste)

3 Place the cursor where you want to insert the information, then press Enter.

Helpsand Hints Using Ctrl+F4

If you are familiar with past versions of WordPerfect, you may be accustomed to using
Ctrl+F4 to move information.

82 Cut, Copy, Paste



You can specify whether you
are moving a regular block of
text, a tabular column, or a
rectangular portion of text.

Lets you delete the text

1 Block the information you want to move. If you need help, see Block.

2 Press Ctrl+F4, then use any of the options explained in the illustration below.

R vovc Block R Lets you move the text; press
—— Enter where you want to paste the
Type Action text
® Block 1.tk and Paste!
= O Tabular Column 2. Copy and Paste
O Rectangle 3. Delete \
a fppend. . . : —— Lets you copy the text, then move
/s Delete and Append. .. the copy. Press Enter where you
want to paste the co
/ P Py

Lets you copy the text, then
append it to the end of a file

Lets you move the
text to the end of a file

See Select if you need information about selecting a tabular column or a rectangular
portion of text. See Append if you need information about appending text to the end of a
file.

See Also

* Block

Date

Use Date to place the current date and time in your documents and to change the date
format.

What's in this section?

Concepts

Inserting Date Text

Inserting a Date Code

Selecting a Predefined Date Format
Editing a Date Format

Helps and Hints

Additional Information

See Also

Concepts

DateTextand Date Codes

You can insert the date as text or as a code. Once you insert date text, it doesn’t change.
A date code, however, is updated to reflect the current date each time you retrieve, print,
or reformat the document.

Dateand Time Format

Normally, WordPerfect inserts the date as month day, year (July 9, 1996). You can use
Date Format to change the way the date is displayed. Choose from several predefined
date formats, or create your own. Below are examples of the predefined formats:

7/9/96

9 July 1996

Tuesday, July 9, 1996
09July96

The date format can also include the time, added punctuation, and even text.
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Inserting Date Text 1 Place the cursor where you want to insert the date.
2 Choose Date from the Tools menu, then choose Text.

Or Press Shift+F5, 1

Inserting a Date 1 Place the cursor where you want to insert the Date code.

Code
2 Choose Date from the Tools menu, then choose Code.

Or Press Shift+F5, 2

Selecting a 1 Choose Date from the Tools menu, then choose Format .
Predefined Date

For mat Or Press Shift+F5, 3

ZLu198 - -
July 21, 1993 (11:18am)_

To create a customized format,
choose Edit.

2 Select a predefined format, then choose OK.

Editing a Date 1 Choose Date from the Tools menu, choose Format, choose the format you want to
Format edit, then choose Edit.

Or Press Shift+F5, 3, 9

2 Select and insert codes from the Date Codes and Time Codes list boxes to create a
new date and time format.

3 Type any punctuation, spaces, and text you want to include with the date in the Edit
entry field.

N it pot- roroat RS

Date Preview: [TUESDAY JULY 9, 1996 —————————— Displays the date that will
appear in your document

Displays the date and time
codes you've inserted

Edit: |[Day, Capsl [Month, Capsl [Daytl, [Year(4)it]

Type punctuation or extra

Date Codes F5 Time Codes Shft+Fs spaces in the date
Year(2), Leading Space An P +
Year(2), Leading Zero fAn-/Pm Abru.
Select new date codes Year(2), Roman An/Pm, Abru. Caps .
Year(4) fm/Pm, Caps ——— ———— Select new time codes
Year(4), Roman Hour(00) |
| Tnsert] [ ox | [cancel]

4 Choose OK to return to your document.
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WordPerfect uses the new format for all dates you insert in your document from that point
forward.

Helpsand Hints

WrongDateand Time

Your computer, not WordPerfect, sets the date and time. If the date and time are wrong,
you must reset your computer clock. See your DOS manual for information on DOS date
and time commands.

Additional
Information

Default Date Format

If you want to insert the same date format for all documents, insert a date format into
Initial Codes Setup (see Initial Codes).

Language
If you have selected a different language, the date displays according to the conventions
of that language (see Language and Language Resource File).

Including the DATE Commandin MergeFiles

You can include a DATE command in a form file or a data merge file. WordPerfect then
inserts the current date when you perform the merge (see Merge).

See Also

e Language ¢ Language Resource File

Delay Codes

Use Delay Codes to list codes that will take effect a specified number of pages after the
current page.

What's in this section?

Concepts

Creating Delay Codes
Editing a Delay Code
Helps and Hints

See Also

Concepts

Auto CodePlacement

Delay Codes works best when Auto Code Placement is on. For information about using
Delay Codes with Auto Code Placement off, see When Auto Code Placement Is Off
under Helps and Hints below.

How DelayCodesWorks

When Auto Code Placement is on, all delayed codes are placed at the top of your
document (or at a previous Hard Page if one exists). This means that you can enter
formatting codes for subsequent pages on the first page of your document.

For example, if you are using letterhead for the first page of your document, but you are
using normal paper for rest of the document, you can set the paper size/type for both
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pages on the first page. After you set up the paper size/type for the first page, you can
then place a second paper size/type in Delay Codes.

ress F? when done

CodesYou Can Delay

You can delay any open code. An open code takes effect from the code forward in your
document, or until another open code of the same type is encountered. Features that use
open codes include Paper Size/Type, Justification , Line Numbering , Font, and
Margins .

You cannot delay paired codes. A paired code requires a beginning and an ending code.
Features that use paired codes include Bold, Italics , and Tables. You can choose
features that use paired codes in the delay codes editing window, but paired codes for
these features are taken out when the delay code is inserted into your document.

In addition, you cannot delay codes that take visible space on your screen (such as Tab,
Indent, Center, and Flush Right).

Creating Delay
Codes

86 Delay Codes

You can create delayed codes from any page in your document. When Auto Code
Placement is on, the delay code is placed at the top of your document (or at a previous
Hard Page).

1 Place the cursor on any page in your document.

2 Choose Page from the Layout menu, then choose Delay Codes.

Or Press Shift+F8, 3, d

3 Specify the number of pages you want to delay codes, then choose OK. (For example,
if you are on page 3 and you specify 2, changes will begin on page 5).



Choose features from the
menus or use keystrokes.

4

Choose font and formatting options as if you were using them in a document.

Filc Edit Uiew Lagout "IDDIS'-.E_inbp}iic's THindow CHelp

B Font... Ctrl+F8

Codes are entered here.

eorge

real

Pourier 12pt 0T

oy .

= T = o 1
T s TPy L Ln 8 Pos 17

5

6

When you have finished entering codes, choose Exit from the File menu.
Or Press F7

Choose OK and Close until you return to your document.

IMPORTANT: If a hard page break is located before the cursor, the delay code will be
placed after the hard page break instead of at the top of the document.

Editing a Delay
Code

WordPerfect places one delay code at the top of your document (or after a hard page
break) for each page affected by delayed codes. When Auto Code Placement is on, you
can edit any of the delay codes you have already created.

When you delay codes for a page that is already affected by delay codes, the existing
delay code displays in the Delay Codes dialog box. You can then add to or edit the
delayed codes for that page.

If you want to edit a specific delay code, it is easiest to find that code by returning to the
beginning of your document or to a previous hard page break.

1
2

Return to the top of your document or previous hard page break.

Choose Reveal Codes from the View menu, then place the cursor on the [Delay] code
you want to edit. (Notice the number in the [Delay] code.)

Choose Page from the Layout menu, then choose Delay Codes.

Or Press Shift+F8, 3, d

Type the number of pages from the [Delay] code you want to edit.
Make font or formatting changes, then choose Exit from the File menu.
Or Press F7

Choose OK and Close until you return to your document.
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Helpsand Hints Delay CodesEnteredFor You
When Auto Code Placement is on, WordPerfect sometimes enters a delay code
automatically. For example, if you want to enter a second paper size/type code on a
certain page, simply go to that page and enter the code. The new paper size/type code is
entered into a delay code at the top of the document, as long as there are no previous
Hard Page breaks. Codes are then delayed from the top of the document to the current
cursor position.

DelayCodesn Initial Codes

If you want to delay certain codes for all future documents, you can place the delay code in
Initial Codes Setup. See Initial Codes.

WhenAuto CodePlacements Off

When Auto Code Placement is off, the delay code is placed at the cursor position. This
means that your document may contain conflicting delay codes. When this happens, the
delay code that occurs last in your document takes precedence.

You cannot edit a delay code when Auto Code Placement is off. To delete a delay code,
choose Reveal Codes from the View menu, then delete the [Delay:] code.

See Also * Auto Code Placement e Initial Codes

Delete

Use Delete to remove text and codes from a document in a variety of ways.

What's in this section?

Deleting Text
Deleting Codes
Helps and Hints
See Also

Deleting Text 1 Block the text you want to delete. If you need help, see Block.
2 Press Delete or Backs pace.

You can also delete text without blocking it. Press one of the keystrokes listed below.

Keystroke Deletes

Backspace Character to the left of the cursor

Delete Character at the cursor

Ctrl+Backspace or Ctrl+Delete Word at the cursor

Home, Backspace From the cursor to the beginning of the current
word

Home, Delete From the cursor to the beginning of the next word

Ctrl+End From the cursor to the end of the line

Ctrl+Page Down From the cursor to the end of the page
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Deleting Codes 1 If the code you want to delete is not visible in the document window, choose Reveal
Codes from the View menu.

Or Press Alt+F3 or F11

File Edit VUiew Layout Tools Font Graphics MWindow Help ~ =

Fection A-Organization Summary

Bruce Golden founded Fooserwices in 1961 upom retuwrning to the
privite sector fraw serving nader two US Presidents iz the
director of the Clean Water and AMir Caumission. Looservices was
a direct response to contimmed requests fram maturalists looking
for ways to rejuvesate wi En
through years of strip mininy. Toeday, Eo
US with specialty divisions ramgiag from
space ecelegy (Sectiom B). FDooservices is oertified by the
Hational Imstitnte for Wildlife Preservation, Mumericims for
Cleamer Soclutions, European Euvwiromemtal Brareness Group, and
Planet Earth Group (Bection 0).

Mapagement Summary
Management consiste of imdividuals whe have at least 3 years of
field experience as temm leaders. Mamagement levels include tesm
leaders, field supervizors, and statiom managers (Section D).
Individuale in these areas are respons.

1

construction projects to meet federal guidel
indiwiduals have a total of 540 years of exp th
Fooservicee smd 430 vears of experience in Eelited dissiplines

Cursor

Reveal Codes

thrnugh gears ‘of strl
s quaoxLEnRﬂ\tEssuﬁw T B R e U L B e e e

2 Place the cursor on or to the immediate right of the code you want to delete.

3 Press Delete to delete the code highlighted by the cursor.
or
Press Backs pace to delete the code to the left of the cursor.

Helpsand Hints UndeletingInformation
You can undelete any of your last three deletions. The restored text is placed at the
current cursor position. See Undelete.

You can also use Undo to restore your last deletion in its original location. See Undo.

Searching for Codes
You can search for codes you want to delete. For information, see Search and Replace.

DeletingGraphics
For information about deleting graphics, see Deleting a Graphics Box under Graphics:
Adding to a Document.

DeletingFiles
See File Manager if you need information about deleting files.

See Also e Cut, Copy, Paste « File Manager * Reveal Codes ¢ Search and Replace ¢ Undelete
e Undo

Directories

This section contains general information about using directories.

What's in this section?

» Concepts
* Helps and Hints
» See Also
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Concepts

Directoriesand Subdirectories

You can save hundreds of files on a hard disk, which works like a large filing cabinet. To
group similar files, you can create “file drawers” called directories.

‘ ’Subdirectorie;
— i
are like folders
— |

Files are the
documents
you save

A disk is like A directory is
a filing cabinet like a drawer
Paths

The path for a file includes a drive letter and usually at least one directory. For example, in
C:\WORK\LETTERS\JONES, the path for the file named JONES is C:\WORK\LETTERS.
C: is the drive letter (the root directory), WORK is the directory, LETTERS is a
subdirectory, and the LETTERS subdirectory contains the file named JONES.

Default Directories

During installation, you are prompted to assign specific directories for storing file types
such as documents, macros, and graphics. These directories are called default
directories. You can use the Location of Files feature to reassign the directories that are
used as default directories for each file type. See Setup: Location of Files.

Helpsand Hints

Creatingand Deleting Directories
You can add and delete directories using File Manager. See File Manager.

File Manager, QuickList

If you are not sure of a document or directory name you are trying to find, you can use File
Manager or QuickList to locate, view, and open the document you want. See File
Manager and QuickList.

See Also

* Directory Tree « DOS and WordPerfect  File Manager « Open and Retrieve
¢ QuickList « Save and Save As ¢ Setup: Location of Files

DirectoryTree

90 Directory Tree

Use Directory Tree to display the hierarchy of directories on a drive. When you are using
a feature that requires you to specify a directory (such as File Manager), you can select
the directory from Directory Tree. If you need general information about directories, see
Directories.

What's in this section?

¢ Specifying a Directory
¢ See Also



Specifyinga
Directory

Current directory

1 Choose the Directory Tree button in a dialog box that contains it.
Or Press F8

Dialog boxes containing this button appear when you use File Manager, Location of
Files and other features that require you to specify a file or directory.

,——— Current date and time

Updates the Directory Tree so
you can see your changes
when you have created,
renamed, or deleted a
directory

Subdirectories in the current
directory

Amount of available space on
the current drive

Lets you print the current
Directory Tree

Lets you scroll to more
directories and files

Last time you updated the
Directory Tree

2 If you need to change to a different drive, choose Other Drive, highlight the drive you
want, then choose Select.

3 If you need to search for a directory in the current directory (or in a subdirectory of the
current directory), choose Name Search, then start typing the path of the directory
without the drive letter (for example, type WORK\LETTERS). Press Enter when the
directory you want is highlighted.

or

Choose Search, then specify the directory name (without its path). If you wantto search
above the highlighted directory in the tree, select Backward Search. Then choose Search.

4 When the directory you want is highlighted, choose Select Directory .
or

Choose Use as Pattern to insert the path of the directory into the dialog box
mentioned in step 1.

For example, suppose you are using File Manager to open a document in a directory
named LETTERS. If you choose Directory Tree, highlight LETTERS, and choose Use as
Pattern, you will be returned to the Specify File Manager List dialog box and
C:\WORK\LETTERS will be specified in the entry field. At that point, you can choose OK
to list the files in the LETTERS directory and open the one you want.

See Also

 Directories * File Manager « Open and Retrieve ¢ QuickFinder ¢ QuickList ¢ Save
and Save As

Display Pitch

Use Display Pitch to adjust the text in your document window so that characters do not
overlap or display outside the document window. Display pitch affects only the text in the
document window, not printed text.
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What's in this section?

» Concepts

* Mannually Adjusting the Display Pitch
* Returning to Automatic Display Pitch
* Helps and Hints

Additional Information

Concepts Whatis DisplayPitch?

When you use WordPerfect in Text Mode, the characters on your screen are always
displayed the same size regardless of the font you are using. WordPerfect doesn’t change
the size of the characters on the screen, but it accurately represents the number of
characters that will fit on one line of the page when the text is printed.

File FEdit Uiew Layout Tools Font Graphics Hindow Help

Misitors are also welcome to eat at the company cafeteria and can receive a

This text will be printed in @ 10 ——ffree drink by showing the sticker they will receive as they come in the door.

—pointfont. Production Inspection persownel will be demonstrating Halva Corporation
products and answering basic guestions about egquipnent and general

rpplications.

Courier 10 10pt Roman (Speedo) Doc 1 Py 1 Ln 1.56" Pos Z2.08"

File Fdit WUiew Layout Tools Font Graphics Hindow Help
. . . . Misitors are also welcome to eat at the

This text will be printed in an pompany cafeteria and can receive a free

18-point font. drink by shewing the sticker they will

receive as they come in the door.

Froduction Inspection persownel will be

demonstrating Halva Corporation products

and answering basic questions about

eguipment and general applications.

Courier 10 1Bpt Roman (Speedo) Doc 1 Pg 1 Ln 2.75" Pos 6.257

Pitch refers to the number of characters per inch. Display pitch is a number that
determines how many “character-widths” are allocated (on the screen only) to formatting
options such as indents, tabs, table margins, graphics box margins, and column margins.

For example, if you specify a display pitch value of 0.2", a 1-inch indent will occupy a
space on the screen only five characters wide.
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Interpreting the Display Pitch \alue
The display pitch value is a measurement that specifies how many character widths

something will occupy on the screen. The smaller the value, the more spread-out the text
will appear on the screen. The larger the value, the more compressed the text will appear

on the screen.

For example, if the display pitch is 0.1", a 1" indent occupies the same space as 10
characters (1" indent divided by 0.1" = 10 characters). If you decrease the display pitch to
0.05", the same indent occupies the same space as 20 characters (1" divided by 0.05" =

20).

PreventingScreen‘Run-off”
Suppose you have a document with three columns and the third column runs off the right

side of the screen.

Fitness for the 80°'s
Flert: Retirement may be
azardous to ygour health.
P recent study conducted
by the Institute of Health
pnd Hellness shows that
plder adults who engage

in an exercise progran
during their 60°s and 70°s
Fair better in their 80's.
Thiz is significant because
more and more older

pdults are living to see
[their 85th and 86th birth-
days. By 1995, 18 ¥ of all
Pmericans will be
potogenarians,

filso by that date,
expenses for hospital care
rre expected to double.

C : \WPEONNEWS

File Edit View Layout Tools Font Graphics Window Help
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avoid injury, the older
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bicycle.
ne of the most acces-
sible forns of exercise, a
bicycle can be ridden in
all kinds of weather and at
any tine of the day. A 20—
ninute to I0-minute ride
three times a week is a
sufficient cardiovascular
vorkout. This can either
be done on & conventional
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Text runs off screen

Text runs off the screen because WordPerfect automatically adjusts the display pitch to
prevent text from overlapping on the screen. In this case, the space between columns
increases and the columns expand horizontally so that they go off the right side of the

screen.

You can adjust the display pitch manually to bring the text back on your screen in most
cases. The example below shows the same three columns with a manually adjusted

display pitch:

Fitness for the 80°'s
Flert: Retirement may b
azardous to ygour healt
P recent study conducte
by the Institute of Hea
pnd Hellness shows that
plder adults who engage
in an exercise progran
during their 68°'s and 7
fair better in their 80
Thiz is significant bec
more and more older
pdults are living to se
their 85th and 86th bir
days. By 1995, 18 ¥ of
Pmericans will be
potogenarians,

filso by that date,
expenses for hospital c
rre expected to double.
C : \WPEONNEWS
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ninute to I0-minute rid
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Adjusted Display Pitch
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Increasing the display pitch value too much may cause the text to overlap. Experiment
with different display pitch values to find one that works for your document.

Manually
Adjusting the
Display Pitch

1 Choose Document from the Layout menu.

Or Press Shift+F8, 4
2 Choose Display Pitch and type in a value (for example, .2).
3 Select Manual .

4 Choose OK and Close until you return to the document.

Returning to
Automatic Display
Pitch

1 Choose Document from the Layout menu.
Or Press Shift+F8, 4

2 Select Automatic .
Or Press 7, Enter, 1

3 Choose OK and Close until you return to the document.

Helpsand Hints

The display pitch setting can be changed anywhere in your document and affects the
entire document.

Additional Tables and Graphics Boxes

Information Display Pitch can increase or decrease the on-screen space allotted to table cells and
graphics boxes in Text Mode. The setting affects the displayed width of the cells and
boxes on the screen, not the amount of text in a cell or the appearance of the printed table
or box.

Documentinformation

94 Document Information

Use Document Information to quickly see statistics for your entire document or for a
portion of your document. At a glance you can see how many characters, words, lines,
sentences, paragraphs, and pages your document (or the designated portion) contains.

Document Information also displays information about word length, words per sentence,
and the size of your document (in bytes).

_ Document Information _
Characters: Z,581
Words: 161
Lines: 101
Sentences: 56
Paragraphs: 42
Pages: Z
Average Word Length: i 5
Avcrage Words per Scntence: 7
HMaximun Words per Sentence: 36
Document Size: 14,886

What's in this section?

* Viewing Information for the Entire Document
* Viewing Information for Part of the Document
* See Also



Viewing 1 Choose Writing Tools from the Tools menu, then choose Document Information .
Information for the

Entire Document Or Press Alt+F1, 4

2 Choose OK to return to your document.

Viewing 1 Block the text you want to see document information for.

Information for - ,
Part of the 2 Choose Writing Tools from the Tools menu, then choose Document Information .
Document Or Press Alt+F1, 4

Most of document information you see will reflect the blocked text. However, the
statistic listed for Document Size will reflect the size of the entire document.

3 Choose OK to return to your document.

See Also « Characters

DocumentSummary

Use Document Summary to create a general overview of a document. Document
Summary helps you organize and quickly locate documents stored in directories on disk.

What's in this section?

Concepts

Creating a Summary

Printing a Summary

Saving a Summary as a Separate Document File
Deleting a Summary

Customizing the Summary Fields

Automating Summary Tasks with Setup Options
Additional Information

See Also

Concepts How SummariesRelateto Documents
When you create a document summary, the information is saved as part of the document.
The summary information is visible in the Document Summary dialog box or in File
Manager. A document summary is not usually printed, although it can be. If you like, you
can save the information in a summary as a separate document file.
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CustomizabléSummaries
You can include a wide variety of information in a document summary.

DocumentSummariesand File Manager

If you create a summary for a document, the summary is displayed when you look at the
contents of the file in File Manager .

When you create document summaries for your files, you don’'t have to scroll through the
text of each file to determine what the file contains.

Instead, you are presented with a brief on-screen synopsis of each document.

File: C:\FIREDRLL.SP WP 6.0 Revised: 03-31-93 02:55p
Hame: Fire Drills Memo Created: ©3-20-93 04:50p
: : [4]
puthor : Edwin Leuis =
Tupist: Wilford Allen
Suiﬁject: RE: Saftey Procedure #293.17
v
Look at Docunent Summary :
1 Next 2 Previous 3 Dpen 4 Delete 5 = Mark 6 Look at Text
7 Print Summary B8 Save to File

Look at Document Summary in File Manager

Document summaries also let you narrow the scope of a search when you use Find in File
Manager (see File Manager).

Creating a
Summary

96 Document Summary

1 Choose Summary from the File menu.
Or Press Shift+F8, 4, 4

2 Choose Extract, then choose Yes to fill in some of the summary fields (namely Author,
Typist, Abstract, and Subject) by extracting information from the document.

3 Select summary fields as necessary, then type or edit the information in them.

4 Choose OK and Close until you return to your document.



Printing a
Summary

Choose Summary from the File menu.
Or Press Shift+F8, 4, 4
Choose Print, then choose Yes.

Choose OK and Close until you return to your document.

Saving a Summary
as a Separate
DocumentFile

Choose Summary from the File menu.

Or Press Shift+F8, 4, 4

Choose Save, then choose Yes.

Type a filename in the Filename entry field.

Choose OK and Close until you return to your document.

Deleting a
Summary

Choose Summary from the File menu.
Or Press Shift+F8, 4, 4
Choose Delete, then choose Yes.

Choose OK and Close until you return to your document.

Customizing the
Summary Fields

These are the fields included in —
the summary.

Summaries for all new
documents will use this setup

Choose Summary from the File menu.
Or Press Shift+F8, 4, 4

Choose Select Fields .

Use the buttons on the Select Summary Fields dialog box to arrange the Summary
Fields as desired. Add fields from the Available Fields list as desired.

as the default.

Choose OK and Close until you return to your document.

Choose fields from this list to
include in the summary.

Adds item from the Available
Fields list to the Summary Fields.

—— Deletes all items from the
i Summary Fields list.

Automating
Summary Tasks
with SetupOptions

Choose Summary from the File menu.

Or Press Shift+F8, 4, 4

Choose Setup.

Choose options as desired (see the table below).

Choose OK and Close until you return to your document.
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Option Description

Subject Search Text Specifies text to appear in the Subject summary
field. See Subject Search Text later in this
section.

Default Descriptive Type Specifies text to appear in the Descriptive Type

summary field. See Default Descriptive Type later
in this section.

Create Summary on Exit/Save Displays the Document Summary dialog box when
you save or exit a document.

Additional
Information

SubjectSearchText
WordPerfect can search for subject text when it extracts information from your document.

For example, many memos or letters include a line that begins with “RE:” or “Subject:” to
indicate the subject of the document. If you specify “RE:” as the subject text, WordPerfect
places the text immediately following “RE:" in the Subject summary field when it extracts
information from your document.

Default DescriptiveType

If you use the Descriptive Type field in your summary and most of your documents are of
a single type (such as memo, letter, or invoice), you can have WordPerfect fill in the field
for you with a default type.

See Also

* File Manager

DOSand WordPerfect

This section contains information about using DOS and WordPerfect.

What's in this section?

» Concepts
» Additional Information
» See Also

Concepts

98 DOS and WordPerfect

Disk OperatingSystem (DOS)

The Disk Operating System (DOS) is software that directs the operations your computer
performs. It serves as a link between applications software (such as WordPerfect) and the
hardware inside your computer. Therefore, DOS must be started before any other
program can be used.

There are different versions of DOS for different computers. The most common disk
operating system is MS-DOS, manufactured by Microsoft Corporation. Most computer
companies have adapted MS-DOS, with the permission of Microsoft Corporation, to run on
their machines. DOS is constantly being improved, with new releases being introduced
regularly. WordPerfect 6.0 currently runs on IBM computers or 100% compatibles that use
DOS version 3.1 or higher.

Because DOS serves as a link between WordPerfect and your computer, we say
WordPerfect runs under DOS. It is important to remember, however, that DOS software is
not manufactured by WordPerfect Corporation. WordPerfect and DOS are two entirely
different software products.

If you are having problems formatting, copying, saving files, and in some cases printing,
the problems may be occurring because of DOS and not because of WordPerfect.



To use WordPerfect effectively, you should know how to use the following DOS commands
and features:

Command Function

CD Change directory

CHKDSK Check a disk

COPY Copy files from one diskette/directory to another
DIR Display the files in a directory

FORMAT Format a diskette

MD Make a directory

For information about these commands, see your DOS manual.

Some of the operations these commands perform can also be accomplished using the File
Manager feature. See File Manager.

Backup

You should keep extra copies of your files to protect against diskette corruption or loss
which may cause you to lose hours or days of work. These copies are called backups.

To minimize losses due to power and machine failures, WordPerfect has provided you with
Backup features. The Backup features, however, do not ensure against lost work due to
damaged or worn out disks (see Backup). The BACKUP command in DOS allows you to
back up in a number of ways. In addition, there are many other software products on the
market that perform backup functions.

BatchFilesand AUTOEXEC.BAT

Batch files (designated with a .BAT extension) hold a series of DOS commands that are
executed when you type the name of the file at the DOS prompt. If you frequently type the
same series of commands at DOS, you may want to put them in a batch file so that you
can execute them without typing the commands each time. See your DOS manual for
more information on batch files.

The AUTOEXEC.BAT file is a special batch file containing commands that are executed
each time you start your computer. The AUTOEXEC.BAT file must reside in the root
directory. See Root Directory under Additional Information later in this section.

You may already have an AUTOEXEC.BAT file. To check,
1 Choose File Manager from the File menu.
Or Press F5

2 Type the full pathname of the root directory of your hard disk plus *.bat (for example,
c:\*.bat), then choose OK.

If you have an AUTOEXEC.BAT file, it will appear in the list of files.

There are several commands you may want to have in an AUTOEXEC.BAT file. For
example, you may want to include a path command (see Path Command under Additional
Information later in this section). You can also include prompt $p$g to display the current
directory at the DOS prompt. See your DOS manual for other commands you may want in
your batch file.

Creatingan AUTOEXEC.BATFile
1 In a new document window, choose Margins from the Layout menu.

Or Press Shift+F8, 2

2 Specify 0 (zero) for both left and right margins, then choose OK and Close to return to
the document window.
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Setting the margins to zero reduces (but may not prevent) wrapping when you retrieve the
AUTOEXEC.BAT file. If your file continues to wrap, select a wide paper size or edit the file
until it does not wrap.

Some printers do not allow you to set margins at zero. If the selected printer does not, the
minimum margin for the printer replaces the zero.

3 Enter the commands you want in the file.
4 When you are finished, choose Save As from the File menu.
Or Press F10

5 Type c:\autoexec.bat in the Filename entry field, select ASCII Text (Standard) from
the Format list box, then choose OK.

IMPORTANT: If you save the file in any format other than ASCII Text format, the file can
not be read or executed.

Once you have created the AUTOEXEC.BAT file, you must restart the computer for the
commands to take effect.

6 Choose Exit WP from the File menu, then choose Exit.
Or Press Home, F7
7 Restart your computer.

Editing an AUTOEXEC.BATFile
1 Choose Retrieve from the File menu.

Or Press Shift+F10, Shift+F10

2 Type c:\autoexec.bat (or a directory other than c:\ if the root is located elsewhere) in
the Filename entry field, then choose OK.

3 Highlight ASCII Text (Standard) from the list box, then choose Select.
4 Enter the commands you want in the file.
5 When you are finished, choose Save As from the File menu.

Or Press F10

IMPORTANT: If you save the file in any format other than ASCII Text format, the file can
not be read or executed.

6 Choose OK, then choose Yes.

Once you have edited the AUTOEXEC.BAT file, you must restart the computer for the
commands to take effect.

7 Choose Exit WP from the File menu, then choose Exit.
Or Press Home, F7, F7
8 Restart your computer.

Dateand Time

When you start DOS, you may be asked to enter the current date and time. This
information is important for some WordPerfect features, such as File Manager and Date,
which use it to label files or insert the date and time in your documents. If you do not enter
the correct date and time, they will be incorrect when you use these WordPerfect features.



DOSPrompt

After you start DOS and before you start another program, the DOS prompt appears on
the screen to mark the command line. Although you can change the appearance of this
prompt, the default appearance is A>, B>, C>, and so forth. Programs such as
WordPerfect can be started from the command line.

Goto DOS

If you are working in WordPerfect and need to quickly execute a DOS command (for
example, FORMAT or COPY), you can go to DOS without exiting WordPerfect (see Go to
Shell).

NamingFiles

Every operating system has its own rules for naming files. DOS allows up to eight
characters followed by an optional period and three-character extension. For more
information, see Save and Save As.

Additional
Information

RootDirectory

Every disk (hard or floppy) has a root directory designated by a single backslash (\). The
full pathname of a root directory includes the drive (for example, C:\).

For more information about directories, see Directories.

PathCommand

In general, you cannot start WordPerfect from a directory other than C:\WP60 (or the
directory to which you installed WordPerfect) unless you specify a pathname (which
includes the drive, root, and subdirectory names). However, you can use a DOS path
command to give DOS a list of directories to search through for executable program files.
This allows you to start a program from any subdirectory, not just the subdirectory
containing software.

The order of the directories in the path command determines the order in which the
directories are searched. For example, if you type path c:\;c:\wp60 at the DOS prompt,
DOS will search for a program file in the root directory (C:\), then the WordPerfect directory
(\WP60). When you use a path command, separate each directory in the list with a
semicolon (;).

Startup Options

Many programs that can be started from DOS (including WordPerfect and several other
utility programs that come with WordPerfect) have optional commands you can use when
you start the program. Often these options are for your convenience. Sometimes they are
necessary to run the software on your particular hardware.

Startup options are entered with the name of the program at a DOS command line. They
usually consist of a slash (/), then a letter or letters, then other information pertaining to the
option.

If you regularly use startup options with WordPerfect, you may want to include them in a
batch file (see Batch Files and AUTOEXEC.BAT above).

See Appendix O: Startup Options for more information about startup options for
WordPerfect. For a list of startup options for other utility programs that come with
WordPerfect, see the sections on those programs.

See Also

e Backup e« Directories « Document Summary ¢ File Manager ¢« Go to Shell « Save
and Save As ¢ Appendix O: Startup Options
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Drag and Drop Text

Use the Drag and Drop Text feature to move or copy blocked text using your mouse.

What's in this section?

* Moving or Copying Text
* Helps and Hints
* See Also

Moving or Copying 1 Block the text you want to move or copy.

Text : :
2 Place the mouse pointer anywhere in the blocked text, then drag to move the cursor

where you want the text.

File Edit View Layout Tools Font Graphics MWindow Help =~
Section A: Organization Summary

Bruce Golden feounded Ecoservices in 1961 upon returning to the
private sector from serving under two US Presidents as the

US with specialty divisions randg. from man-made waterways to
space ecology. Booservices is certified by the National
Institute for Wildlife Preservaticon, Americans for Cleaner
Solutions., Eurcpean Environmental Awareness Group, and Flanet
. R Earth Group.

Indicates you are dragging text ——
Management Summary

Management cconsists of individuals who have at least 3 years of
field experience as team leaders. Managemsnt levels include team
leaders, field supervisors, and staticon managers. Individuals in
these areas are responsible for conducting environmental
managenent analyses and planning or redesigning constructicn
projects to meet federal guidelines. These individuals have a
total of 540 years of experience with Ecoservices and 490 years
of experience in related disciplines. Executive positicns, or
upper management, consist of individuals who overses corporate
operaticons, a necessary evil in any for-profit enterprise.!

Management Staff Experience § of
Breaakdewn Breakdown (Y=ars) Personnel
Release mouse button to copy block =~ . Dog 1 Pg'i Ln 3" Pos 2.2"

3 If you want to move the text to the cursor location, release the mouse button.
or

If you want to move the text to the cursor location and keep it blocked, hold Alt while
you release the mouse button.

or
If you want to copy the text at the cursor, hold Ctrl while you release the mouse button.

Helpsand Hints Moving Graphics
You can also use the mouse to move graphics images to new locations in your document.
See Moving a Box under Graphics: Editing the Box Position and Size.

See Also + Block « Cut, Copy, Paste

Envelopes

Use the Envelope feature to create an envelope using the mailing address in your current
document or using the return and mailing addresses you specify. If you are creating an
envelope to go with your current document, WordPerfect can enter the mailing address for
you. To generate multiple envelopes from a list of addresses, see Merge.
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What's in this section?

» Concepts

» Creating an Envelope

» Changing Address Positions

» Changing Bar Code Creation Options

» Changing the Default Envelope Definition
» Creating an Envelope Paper Definition

» Editing and Deleting Envelope Definitions
* Helps and Hints

» See Also

Concepts

EnvelopePaperDefinition

To create an envelope, WordPerfect uses an envelope paper definition. This definition
includes such things as the paper size and font orientation.

WordPerfect comes with several predefined paper definitions for each printer and includes
an envelope definition for most printers. If the envelope paper definition you want is not
available, you can create one. See Creating an Envelope Paper Definition later in this
section.

Font and Paper Orientation

Depending on the capabilities of your printer, you can insert either the narrow or wide edge
of an envelope into your printer. For most printers, WordPerfect can print on the paper in
either portrait or landscape font orientation.

When you print with a portrait font, information comes out of the printer in the orientation
that you actually read text. When you print with a landscape font, the information comes
out of the printer rotated 90 degrees.

Fonts

The Envelope feature lets you choose fonts and attributes (such as bold and italics).
Unless you change font settings while in the Envelope dialog box, WordPerfect uses the
font specified in Document Initial Codes. For information on changing fonts in
Document Initial Codes, see Initial Codes. The address and return address entry boxes
are independent of each other. You can customize the font for each by accessing the
Font menu from within the entry box. For more information on changing fonts, see Font.
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POSTNET bar code

POSTNETBar Codes

When printing envelopes, you can add a POSTNET bar code. The bar code is used by
the US Postal Service when routing mail. The POSTNET bar code feature uses a 5-, 9- or
11-digit ZIP Code to create the bar code. For more information on bar codes, see Bar
Code.

IMPORTANT: WordPerfect 6.0 for DOS has been POSTNET Bar Code certified by the
U.S. Postal Service. POSTNET bar code specifications are regulated by the U.S. Postal
Service. In order to realize the benefits of using bar codes, please contact the U.S. Postal
Service Business Center, Account Representative, or Postmaster in your area.

WordPerfec

PORATION

1555 N. Technology Way Orem, Utah 84057-2399

MR DAVID G BROUGH
391816THST
VERNON WA 98765-432118

Creating an
Envelope

Select an available envelope
size.

Change envelope and bar code ——

options.
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1 If you want to create an envelope for an existing letter, open the letter in the current
document window.

2 Choose Envelope from the Layout menu.
Or Press Shift+F8, 3, 7

IMPORTANT: If no envelope paper definitions are available, you will be prompted to define
one. See Creating an Envelope Paper Definition later in this section.

3 Select an envelope from the Envelope Size drop-down list.
or
Choose Setup and create an envelope size. See Creating an Envelope Paper
Definition below.

4 If you want to omit the default return address, select Omit Return Address . (This
option may be useful when printing on pre-printed envelopes.)



5 If you want to use the same return address each time you create an envelope, select
Save Return Address as Default.

This option ensures that the current return address is saved as the default even if you
choose Close and do not finish creating the envelope.

6 Choose Return Address , type the return address, then press F7 (or click Press F7
when done).

7 Choose Mailing Address , type a mailing address if one does not display, then press
F7 (or click Press F7 when done).

If your current document is a letter with an address, WordPerfect tries to enter the mailing
address for you.

8 If you want to include a bar code, type the 5-, 9-, or 11-digit ZIP Code information in the
POSTNET Bar Code entry field.

To have the bar code entered automatically from the mailing address in the current
document, see Changing Bar Code Creation Options later in this section.

9 Choose Print to print the envelope without inserting it into your document.
or

Choose Insert to insert the envelope at the end of your document where you can print
or save it.

If the Prompt to Load option has been turned on in your envelope paper definition, you
will be prompted to load the envelope into your printer when you print. See Paper
Size/Type.

IMPORTANT: When you insert an envelope paper definition into your document, the
envelope definition takes effect from that point on in your document. If you plan to
continue typing in your document, you will need to change the paper size and the margins
back to the size you want (for example, 8.5" x 11" paper size and 1" margins).

Changing Address
Positions

You can change the position of the return and mailing addresses on the envelope.
1 Choose Envelope from the Layout menu, then choose Setup.
Or Press Shift+F8, 3, 7, Shift+F1

2 Choose Envelope Size, highlight the desired envelope definition, then choose
Address Positions .

IMPORTANT: This procedure changes the selected envelope definition. All envelopes you
create with this definition will use the address positions you specify in the Envelope
Address Positions dialog box.

3 Type a horizontal and vertical position for the Return Address .
4 Type a horizontal and vertical position for the Mailing Address .

5 Choose OK twice, finish creating the envelope, then choose Print or Insert .
or
Choose OK and Close until you return to your document without creating an envelope
at this time.

When you insert the envelope into your document, you can choose either Page Mode
from the View menu or Print Preview from the File menu to see how the envelope will
look when it is printed. See View Modes and Print Preview.
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ChangingBar Code  You can enter the POSTNET bar code manually, or you can have WordPerfect enter the
Creation Options bar code for you.

1 Choose Envelope from the Layout menu, then choose Setup.
Or Press Shift+F8, 3, 7, Shift+F1
2 Choose one of the following Bar Code Creation options:

Option When to Use It

Automatically Create Bar Code When you want WordPerfect to create a bar
code from the mailing address found in your
current document

Manually Create Bar Code When you want to manually enter a bar code
Remove Bar Code Option When you want to remove the bar code option
from the Envelope dialog box

3 Choose OK and Close until you return to the document window.

Changingthe The Default envelope definition is the one selected each time you open the Envelope
Default Envelope dialog box. If you often use a particular envelope definition, you can change it to the
Definition default.

1 Choose Envelope from the Layout menu, then choose Setup.
Or Press Shift+F8, 3, 7, Shift+F1

2 Choose Envelope Size, highlight the envelope definition you want, then choose
Select.

3 Choose OK and Close until you return to your document.

Creating an If the envelope definition you want is not listed in the Envelope dialog box, you can create
Envelope Paper one. The range of envelope definitions you can create depends upon the capabilities of
Definition your printer.

1 Choose Envelope from the Layout menu, then choose Setup.

Or Press Shift+F8, 3, 7, Shift+F1
2 Choose Envelope Size, then choose Create to open the Paper Size/Type dialog box.
3 Choose Create, type a Paper Name, then press Enter.

4 Choose Paper Type, then choose Envelope. This ensures that the definition will be
listed in the Envelope dialog box.
5 Choose Paper Size, highlight an envelope size, then choose Select.
or
Choose Paper Size, choose Other, specify envelope measurements, then choose OK.
6 Specify settings for the other options you want, then choose OK and Close until you

return to your document. (For more information on using options in this dialog box, see
Paper Size/Type.)

Editing and You can edit or delete existing envelope paper definitions from your list of available
Deleting Envelope definitions. You can do this using either the Paper Size/Type feature or the Envelope

Definitions feature.
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Usingthe EnvelopeFeature
1 Choose Envelope from the Layout menu, then choose Setup.

Or Press Shift+F8, 3, 7, Shift+F1
2 Choose Envelope Size, then choose Create to open the Paper Size/Type dialog box.

3 Highlight the definition you want to delete, choose Delete, then choose Yes.
or

Highlight the definition you want to edit, choose Edit, then specify settings for the
paper size options you want.

4 Choose OK and Close until you return to your document.

Usingthe PaperSize/Typd-eature
1 Choose Page from the Layout menu, then choose Paper Size/Type.

Or Press Shift+F8, 3, 4

2 Choose options as described in steps 3 and 4 above.

Helpsand Hints Inserting a Mailing Address Using Block
If you have more than one mailing address in your current document, you can block the
mailing address you want, then choose Envelope from the Layout menu. The selected
address displays as the mailing address in the Envelope dialog box.

Printer Not Selected

You must first select a printer before you can open the Envelope dialog box. Usually you

select a printer when you install WordPerfect. However, if you have changed printers, or if
you did not select one during installation, you will need to select the correct printer before

using the Envelope feature (see Print: Select Printer).

See Also e Bar Code - Initial Codes *« Merge « Paper Size/Type

Equations: Create

Use the Equation Editor to create and edit mathematical, scientific, or business formulas
and expressions then include them in your WordPerfect documents.

@ IMPERADOR GEMS, LTD.
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The equations below are a few examples of what is possible using the Equation Editor.

3a+4b
ba+ b

9a +5b

>a

1=1

-b \/b2 - dac
2a

x =

-1

IMPORTANT: The Equation Editor does not solve equations for you.

What's in this section?

» Concepts

» Creating an Equation

* Inserting Commands and Symbols

» Changing the View in the View Equation Window
» Adding a Caption to an Equation

» Deleting an Equation in a Document

» Adding an Equation to a Line of Text

* Helps and Hints

» Additional Information

» See Also

Concepts The Equation Editor
You can create and edit equations and expressions in the equation editor.

File Edit View Help = . -
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I
Save As

Equation Editor Button Bar

— Set pop-up list

Contents of a selected
equation palette

The View Equation window
shows you what the printed
equation will look like X =

‘Type Equation Text
wne (x = {-b- +— eqrt [

Type the equation text in this
window

Status bar

Inserts a selected palette
——— item as text

Inserts a selected palette
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The Equation Palettes

You can select items from an equation palette and then include them in your equation.
Eight equation palettes are available. You can choose a palette from the Set pop-up list.

The following table describes the contents of each of the eight equation palette sets.

Palette Contents

Commands Displays a set of commands that are represented by keywords. All
commands have some formatting function, such as drawing a line or
arranging variables.

Large Displays mathematical, scientific, bracket, and brace symbols in two
sizes—Ilarge and small

Symbols Displays a variety of commonly used symbols

Greek Displays uppercase and lowercase Greek characters, as well as

some variants. Keywords typed in the window are differentiated only
by the case. For example, SIGMA and Sigma create X, while sigma

creates o.

Arrows Displays a variety of arrow styles as well as several hollow and solid
figures such as triangles, squares, and circles

Sets Displays set symbols, relational operators, and some commonly used

Fraktur and hollow letters. Some symbols have a keyword that can
be typed in the window.

Other Displays thirteen types of diacritical marks (accents) and four
orientations of ellipses
Functions Displays commands recognized as mathematical functions (such as

cos, sin, and log). All Functions can be typed from the keyboard.

See Appendix C: Equation Commands for a complete list of the commands, symbols, and
mathematical functions.

Creating an 1 Place the cursor where you want the equation to appear.

Equation _ .
2 Choose Graphics Boxes from the Graphics menu, then choose Create.

Or Press Alt+F9, 1, 1

Select Equation in the Contents
pop-up list.
Enter the Equation Editor here.

Choose the graphics box style
you want here.

3 Choose Based on Box Style, highlight Equation Box, then choose Select.
4 Make sure Equation is selected in the Contents pop-up list.

5 Choose Create Equation to enter the Equation Editor.
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6 To create equation text, type variables and insert commands and symbols from the
Equation palette in the Type Equation Text window.

or

To retrieve an equation, choose Retrieve from the File menu, type the path and
filename of the file or select it from the File Manager or QuickList , then choose OK.

Or Press Shift+F10

For information on how to insert commands and symbols in the Type Equation Text
window, see Inserting Commands and Symbols in this section.

7 Choose Redisplay from the View menu to see how the equation looks in the View
Equation window.

Or Press Ctrl+F3 or F9

8 When you are finished, choose Close from the File menu.
Or Press F7

9 Choose OK to return to your document.

WordPerfect automatically formats and aligns the equation box in your document. To
view the equation in the document window, you must be in Graphics Mode or Page
Mode.

For a variety of equation examples (and information about how to create them), see
Equations: Examples.

For information about editing equations, see Equations: Edit.

Inserting Commands An equation or expression can be composed of numbers, letters, commands, symbols,
and Symbols and mathematical functions.

Numbers and letters (also called variables) are typically inserted into the Type Equation
Text window by typing them from the keyboard.

There are several ways to insert commands, symbols, and mathematical functions into the
Type Equation Text window. The three most common methods are described below.

For more information about setting up equation text so that it displays and prints correctly,
see Formatting an Equation under Equations: Edit and see Equations: Examples.

Usingthe Equation Palette
To insert commands and symbols using the Equation palette,
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Description of the highlighted
symbol

1 Select an Equation palette from the Set pop-up list.

Or Press F5 twice, highlight a palette, then press Enter

File Edit Uiew Help ==

Aiie ] > ek ]

Zoongnas| -z In

—— Set pop-up list

Highlighted palette item

2 Double-click on a palette item to insert it into your equation.

Or Use the arrow keys to highlight the palette item you want, then press Enter

Using the Keyword and Symbol Buttons

Many items on the Equation palette contain both a symbol and a corresponding keyword
(such as Y and SUM). You can choose the Keyword button to insert the keyword “SUM”
into your equation or you can choose the Symbol button to insert the symbol Y.

a1 T

]

File Edit Uiew Help ==

Highlighted symbol

‘Type Equation Text
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Inserts the keyword text

s—— Inserts the symbol

To insert commands and symbols using the Keyword or Symbol button,

1 Select an Equation palette from the Set pop-up list.

Or Press F5 twice, highlight a palette, then press Enter

2 Click on the palette item you want.

Or Use the arrow keys to highlight the palette item you want

3 Choose Keyword or Symbol to insert the command or symbol into the Type Equation
Text window. If a button is dimmed, it is not available.
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A space added before and after
the command

Typing Commandsand Symbols

Once you become familiar with the equation commands and their syntax, it may be easier
to type keywords directly into the Type Equation Text window than to insert them from an
equation palette.

In most cases, you can type the keyword for a command, symbol, or mathematical function
in either uppercase, lowercase, or mixed case. For example, typing “SQRT,” “Sqrt,” and
“sqrt” all produce the same result.

If you type a command in the Type Equation Text window, you should add a space
before and after it as in the following illustration.

File Edit Uiew Help ==

i 3 X m i

‘Type Equation Text =~
BQRT {x" "+ b} "°-°° GORT =}

Additional Methods

You can also insert mathematical and scientific symbols using the Compose feature, the
WordPerfect character sets, or the Equation keyboard (see Characters or Setup: Keyboard
Layout).

Changingthe View
in the View
Equation Window

112 Equations: Create

To update the display in the View Equation window, choose Redisplay from the View
menu. (You can also press Ctrl+F3 or F9.)

You can adjust the size of an equation in the View Equation window. The viewing options
available in the Equation Editor are described below.

Note that enlarging, reducing, or moving an equation in the window does not affect the
alignment or size of the printed equation. It only changes the view in the window.

From the View menu, When you want to

choose

100% Display the equation at its printed size

200% Display the equation at twice its printed size

Zoom In Increase the display size of an equation

Zoom Out Decrease the display size of an equation

Zoom Area “Zoom in” on any portion of the equation

Zoom Fill Increase or decrease the display size of an equation so

that it fills the View Equation window



Adding a Caption
to an Equation

A caption describing the
equation variables

Equation box number

Type caption text here

You can create a caption for an equation graphics box. This is particularly useful if you

need to describe the variables used in an equation.

STOEV (List of Numbers)
Retunsthe standard ceuaton o asampe from thelist of numbars. The following formua
is 15 o caluate e Sandrd deviation of a sanpe

i = intered rate y = type; FV = future vdue; PMT = paymex; PV~ presrt vlue; In =
natua logarthm

1 In a document window, choose Graphics Boxes from the Graphics menu, then

choose Edit.

Or Press Alt+F9, 1, 2

2 Specify the Document Box Number of the equation.

or
Select Next Box or Previous Box.

3 Choose Edit Box.

In Graphics Mode or Page Mode, you can double-click on an equation in the document

window to bypass steps 1 through 3 above.

4 Choose Create Caption to enter the Caption Editor.

File Edit View Layout Tools ‘Font - Graphics “Mindow Help =~ il oo
e e i g e T

T) omk mian mte g smtelbemtian prenes

(F?7) when done

Caption Editor

5 Type the caption text. If you do not want to include the caption number, you can delete

It.
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The Caption Editor functions just like the document window. You simply type the caption
text. You can change the appearance of caption text using features from the pull-down
menus.

6 Choose Exit from the File menu.
Or Press F7
7 Choose OK.

For additional information on captions see Graphics: Creating and Editing Captions.

Deleting an
Equationin a
Document

In Graphics Mode or Page Mode,

1 Select the equation you want to delete in your document by clicking on the equation.
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2 Press Delete, then choose Yes to confirm the deletion.

In Text Mode, you can delete an equation by deleting the [Para Box:#;Equation Box] code
in the Reveal Codes window. See Reveal Codes for more information.

To restore an equation you just deleted,
1 Choose Undelete from the Edit menu, then choose Restore.

Or Press Esc, 1

Adding an
Equation to aLine
of Text
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You can create an equation and insert it in a line of text.
1 Place the cursor in the line of text where you want the equation to appear.
2 Choose Graphics Boxes from the Graphics menu, then choose Create.
Or Press Alt+F9, 1, 1
3 Choose Based on Box Style, highlight Inline Equation Box, then choose Select.
4 Make sure Equation is selected in the Contents pop-up list.

5 Choose Create Equation to enter the Equation Editor.



6 To create the equation text, type variables and insert commands and symbols from the
Equation palette in the Type Equation Text window.

or

To retrieve an equation, choose Retrieve from the File menu, type the path and
filename of the equation or select it from the File Manager or QuickList , then choose
OK.

Or Press Shift+F10
7 Choose Close from the File menu.
Or Press F7

8 Choose OK to return to your document.

Helpsand Hints

Viewingthe Equation
As you create an equation, you should periodically use Redisplay (or press Ctrl+F3 or F9)
to update the appearance of the equation in the View Equation window.

CreatingComplexEquations

If you are creating a large, complex equation, type each major expression on a separate
line in the Type Equation Text window (see the following illustration). This will make it
easier for you to edit the equation and to correct syntax errors.

File Edit Ujew Help =~
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‘Type Equation Text

-{1 over {4 pi epsilom_0}3}}"
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Additional
Information

Text Files and ImageFiles

When you are in the Equation Editor, you can save an equation as a text file or as an
image (\WPG file).

When you save an equation as an image (.WPG file), you can use the Image Editor to
rotate, scale, or move the equation inside the graphics box.

IMPORTANT: If you save your equation as an image (WPG file), you will not be able to
edit the equation in the Equation Editor. You may want to save the original equation twice:
as a text file, then as an image file.

Saving an Equation as a Text File
1 From the Equation Editor, choose Save As from the File menu.
Or Press F10

2 Type a filename in the Filename entry field, then choose OK.
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If you want to save only a portion of an equation, block the equation text you want to
save before you choose Save As from the File menu.

Saving an Equation as a Graphics File *

1 From the Equation Editor, choose Save As Image from the File menu.

2 Select WordPerfect Graphics 2.0 from the Format drop down list.
3 Type a filename in the Filename entry field, then choose OK.

Retrievingan Equation Savedasa TextFile
1 In the document window, place the cursor where you want the equation to appear.

2 Choose Graphics Boxes from the Graphics menu, then choose Create.
Or Press Alt+F9, 1, 1
3 Choose Based on Box Style, highlight Equation Box, then choose Select.
4 Choose Create Equation .
5 Choose Retrieve from the File menu.
Or Press Shift+F10

6 Type the path and filename of the equation text file or select it from the File Manager
or QuickList , then choose OK.

7 Choose Redisplay from the View menu to view the equation in the View Equation
window.

Or Press Ctrl+F3 or F9

You can edit the equation using the Equation Editor, or you can close the Equation Editor
and return to your document.

Retrievingan Equation Savedasa Graphics File
1 In the document window, place the cursor where you want the equation to appear.

2 Choose Retrieve Image from the Graphics menu or choose Retrieve from the File
menu.

Or Press Alt+F9, Shift+F10 or press Shift+F10 twice

3 Type the path and filename of the equation image file or select it from the File List,
File Manager, or QuickList , then choose OK.

You can edit the equation graphic in the Image Editor. For more information on the Image
Editor, see Graphics: Editing Images.
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Usingthe Equation Box Style

If the pre-defined equation box style does not meet your needs, you can edit it or create a
new equation box style. A new equation box style can include attributes such as an

equation font, point size, and color. You can use the new or edited box style in future
documents. See Styles: Graphics.

See Also

Characters

Equations: Edit

Equations: Examples

Graphics: Adding to a Document
Graphics: Creating and Editing Captions
Graphics: Editing Images

Graphics: Editing the Box Appearance
Graphics: Editing the Box Position and Size
Reveal Codes

Setup: Keyboard Layout

Styles: Graphics

Appendix A: Character Sets

Appendix C: Equation Commands

Equations: Edit

After creating or retrieving an equation, you can modify the equation text and
appearance.

The Equation Editor does not solve equations for you.

Before you attempt any of the equation editing tasks in this section, you should first learn
how to select an equation to edit.

What's in this section?

Selecting an Equation to Edit

Deleting Equation Text in the Equation Editor

Formatting an Equation
Using Cut, Copy, and Paste

Adjusting the Position of an Equation Inside the Graphics Box
Changing the Font, Font Size, and Color for the Current Equation
Adding Border Lines Around an Equation Box Style

Helps and Hints
See Also

Selecting an
Equation to Edit

You can use your keyboard or mouse to select an equation to edit.

Usingthe Keyboard

The following steps work in any viewing mode.

1 Choose Graphics Boxes from the Graphics menu, then choose Edit.

Or Press Alt+F9, 1, 2

2 Specify a Document Box Number .

or

Select Next Box or Previous Box.

Equations: Edit
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3 Choose Edit Box.

Using a Mouse
The following step works in Graphics Mode or Page Mode.

1 Double-click on an equation in the document window to enter the Edit Graphics Box
dialog box.

Deleting Equation
Textin the
Equation Editor

1 Select an equation to edit (see Selecting an Equation to Edit above).
2 Choose Edit Equation .

3 In the Type Equation Text window, block the part of the equation that you want to
delete.

4 Press Delete.

You can also position the cursor next to the equation text you want to delete, then use
Delete or Backs pace.

If you delete equation text by mistake,
1 Choose Undelete from the Edit menu, then choose Restore.

Or Press Esc, 1

Formatting an
Equation

118 Equations: Edit

Most of the information you need to format an equation is found in Equations: Examples.
This section, however, includes suggestions to help you accomplish some of the more
common equation formatting tasks.

Starting a \Variable with a Subscript or a Superscript

If your equation or expression includes a variable that is preceded by a subscript or a
superscript, use the start group ({) and end group (}) commands with a thin space ()
command.

To create Type
238 {}*238 func U
AV {’}_23751 func V
n31

{}_funcn31

Printing Commandsand SymbolsasText

Insert a backslash (\) before a command to print the command or symbol as literal text in
an equation.

To create Type
x={a+b+c} x = \{a+b+c\}
grad?varphi=-plepsilon \grad”"2 \varphi = -p/ \epsilon

sigma,,~ }pian') \sigma_p = sqrt {\pi {(1 - \pi)} over n}



Without the backslash command, the three equations would look like the following:
x=a+b+c

VPo=-ple

. j )
P n

Turning Off Italics in an Equation

You can use the FUNC command from the Commands palette to turn off italics in an
entire equation or part of an equation.

To turn off italics in an entire equation, type func before the equation text and enclose
the text in french braces ({}).

To turn off italics for a single variable, type func before the variable. See the examples
below.

Equation text Resulting equation
Func {{d over dx} (au) = a {du over dx}} di (au)-a %
{d over dx} (au) = func {a {du over dx}} d (au)-a du
dx d
{d over dx} (au) = func a {du over dx} Fd(au):a%
X

Addinga Hard Return to an Equation

To insert a true hard return into your equation, you can use the pound sign command (#)

by itself or combine the normal space command ( ) with the pound sign to get hard return
variations.

Description To create Type

Single space i 143 # 569
143

Double space 143 # # 569
569
143

Triple space 143 ## # 569
569

Adjusting the Horizontal Spacing in an Equation

You can use the space bar on the keyboard to add spaces to equation text in the Type

Equation Text window. These spaces, however, do not appear in the actual printed
equation.

For example, when you typea + b = xin the Type Equation Text window, the
resulting printed equation appears as a+b=x.

To insert spaces in your printed equation, you must use the backward accent (°) or tilde
() commands. The following table summarizes several spacing variations you can use.
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Description Equation text Resulting equation

No space a+b=x a+b=-x
One-quarter space a+b="x a+b=x
Half space a’+ b ="x a+b=x
Three-quarter space a + b =X a+b=x
Normal space a+b=x a+b-=-x

Using Cut, Copy,
and Paste

You can use the Cut, Copy, and Paste features when you edit your equations.
Cutting or CopyingEquation Text

1 Select an equation to edit (see Selecting an Equation to Edit earlier in this section).
2 Choose Edit Equation .

3 Inthe Type Equation Text window, block the part of the equation that you want to cut
or copy.

4 Choose Cut or Copy from the Edit menu.
Or Press Ctrl+x or Ctrl+c

PastingEquation Text

1 Place the cursor where you want to paste the cut or copied text.
2 Choose Paste from the Edit menu.
Or Press Ctrl+v
You can also choose Cut and Paste or Copy and Paste from the Edit menu.

Undoing Cut, Copy,or Paste
You can use the Undo feature to reverse your most recent editing action.

1 Choose Undo from the Edit menu.

Or Press Ctrl+z

Adjusting the
Position of an
Equation Inside the
Graphics Box

An equation positioned on the
left

120 Equations: Edit

Equations are normally centered top to bottom and left to right inside the Equation
graphics box style. You can, however, adjust the horizontal and vertical position of the
equation.
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1
2

Select an equation to edit (see Selecting an Equation to Edit earlier in this section).

Select Options from the Edit Graphics Box dialog box, then choose Content
Options .

3

Select a horizontal and vertical position for your equation.

Note that the vertical position of the equation inside the Equation Box style displays
differently only when you increase the height of the equation box in the document window.

4 Choose OK until you return to your document.
Changing the Font, 1 Select an equation to edit (see Selecting an Equation to Edit earlier in this section).
Font Size, and 5 ch Edit Equati
CO|0I’ fOI’ the oose | quation .
Current Equation 3 Choose Settings from the File menu.
Or Press Shift+F1
4 Select the options you want. See the table below for an explanation of each available
option.
5 When you are finished, choose OK until you return to the Equation Editor.
6 Choose Close from the File menu, then choose OK to return to your document.

Or Press F7, Enter

Option Lets You

Initial Font Size Specify a font size for the equation or select Default to use the
font size of the Initial Font

Select Font Specify a font style and font size

Color Select the color of the equation and a percentage of shade (0 to
100)

Keyboard Select a keyboard layout (see Setup: Keyboard Layout)

Adding Border
Lines Around an
Equation Box Style

The Equation Box style has an appearance that is common for equations—it has no visible
border lines. You can, however, add lines to the box style.

1
2
3

Select an equation to edit (see Selecting an Equation to Edit earlier in this section).
Choose Edit Border/Fill from the Edit Graphics Box dialog box, then choose Lines.

Choose Select All, highlight a line style, then choose Select.
or
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Select an individual line, highlight a line style, then choose Select.
4 Choose Close a