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Introduction

If you thought that the purpose of word processing was to write, not to do amazing things on a computer . .
. If you ever secretly wondered who the heck uses all those features advertised on the box your software
camein ... If you'd rather create nice-looking, readable documents, not try to use every possible feature
in WordPerfect in 90 seconds flat . . . If you are smart enough to say, 'Call me what you will - | just want to
get some work done, please!". . .

Congratulations - you've come to the right place.

How to Use This Book

Because this book is a reference book, when some feature in WordPerfect has you tying knots in your
mouse cord, you can just look up what you want in the table of contents or the index

If your brow is already furrowed from merely looking at the pictures of WordPerfect on the box, check out
the early chapters first. These chapters are written for beginners; they speak of mice and menus and
similar basics. If you're uncomfortable with Windows or even with computers, you probably should start
there. These chapters help you get used to the what, why, and how of giving commands to WordPerfect.
After you understand the basics, though, you don't have to read the chapters in any sequence.



Conventions Used in This Book

We try to avoid conventions (too many cocktail parties). Mostly, you find full, robust sentences, not cryptic
abbreviations or other so-called conventions.

On the other hand, if we always used full sentences such as 'Move the mouse so that the mouse pointer
covers the word Editon the Menu bar and then press the left mouse button; a menu appears and contains
the word Cut; move the mouse so that the mouse pointer covers the word Cut,' you would be comatose by
Chapter 2, and this book would take on encyclopedic dimensions. When we want you to do all that, we
say, 'Choose the Edit® Cut command' instead.

When we want you to choose a command from the Menu bar and then choose another command from
the submenu that appears, we use this cute little arrow: ® .

We also use a few other conventions to make things more readable. When want you to type something, it
appears in bold type. On-screen text and Internet addresses look | i ke t hi s. When we suggest
pressing two keys at the same time, such as the Ctrl key and the C key, we use a plus sign like this:
Ctrl+C.



Who Am Us, Anyway?

This section explains what we assume about you, our esteemed (and, thanks to the joy of software,
occasionally steamed) reader:

You use a PC that has Windows and WordPerfect 11 installed.
You want to create text documents that look nice.

You know some basics of working in Microsoft Windows, probably enough to at least browse the Web
or check your e-mail.

You have a 'guru’ available - an expert, like one of those infuriatingly clever 10-year-olds born with a
computer cable for an umbilical cord, whom you can call for the really tough stuff and whom you can
probably pay off in cookies.

You have a standard installation of WordPerfect. WordPerfect is accommodating almost to a fault and
lets itself be twisted and restructured like a ball of Silly Putty. If buttons and things on your screen don't
look like the buttons in the figures in this book or if your keyboard doesn't work as this book describes,
be suspicious that someone got clever and changed things. The differences might be small enough
that you can figure out what to do anyway; if not, go find the person who changed things and ask for
help.

Although we assume that you have a computer guru at your disposal, we also know that gurus can be
hard to coax down from the top of the mountain. So we teach you a few of the important guru-type tricks
where it's practical, and we suggest appropriate guru bribes when it's not practical.



How This Book Is Organized

Unlike computer manuals, which often seem to be organized alphabetically by height, this book is
organized by what you may be trying to do. It doesn't explain, for example, all the commands on the Edit
menu in one chapter. Our reasoning is that the Edit commands don't necessarily have anything to do with
editing and that Edit is a foolish category because isn't almost everything you do in a word processor a sort
of edit anyway?

No, what this book does is break things down into the following five useful categories.

Part I: Introducing WordPerfect 11 for Windows

Part | discusses the basics: your keyboard, your mouse, and the WordPerfect screen, and how they all
work together to let you write (or dictate) stuff and make it come out of your printer. Part | is the place to go
for some of the basics of using WordPerfect menus, keystrokes, and buttons. It also has information about
some of the fancier basics, such as searching and replacing, working with blocks of text, and spell-
checking.Part | can even help you if you have never worked in Windows or never even used a computer.

Part II: Prettying Up Your Text

If you didn't care how your text looked, you wouldn't be using a word processor, would you? What? You
say that all you want to do is put something in boldface type or italics? And perhaps also center a
heading? And set the margins, too? Andput in page numbers? It's all here.

Part Ill: Things You Can Do with Documents

You thought that you were just word processing, didn't you? Hah! You are really creating entire
documents. And now you have to live with your creation, Dr. Frankenstein. Maybe you want to print your
document, for example. Or kil it off altogether by deleting it. Or move it somewhere where it can do no
harm Part lll talks all about this kind of stuff.

Part IV: Creating Documents that Don't Just Sit There

Your document could just be words on a page, but hey, this is the age of magazines with layouts that are
so fancy you can hardly read them. You may as well get into the act, too. You can start with borders and
columns, and move on to pictures and drawings. After you've created the perfectly illegible document, you
can send it out as junk mail or put it on the Web. It's all in Part IV.

Part V: The Part of Tens

In honor of the decimal system, the Ten Commandments, and the fact that humans have ten fingers, Part
V is where we stick other useful stuff. We would have made this part an appendix, but appendixes have no
fingers and - look - just check it out, okay?



Icons Used in This Book

Icons are pictures that are far more interesting than the actual words they represent. They also take up
less space than do the words, which is why they're used on computer screens in such blinding profusion.

This icon alerts you to the sort of stuff that appeals to people who secretly like software.
It's not required reading unless you're trying to date a person like that (or are already married to one).

This icon flags useful tips or shortcuts.

This icon suggests that we are presenting something useful to remember so that you don't
wear out your book by looking it up all the time.

This icon cheerfully denotes things that can cause trouble. (Why doesn't life come with these
icons?)



Whereto Go from Here

If WordPerfect is already installed on your computer, you probably have already tried to do something in
WordPerfect. You are probably annoyed, perplexed, or intrigued by the promise of something you have
seen. So look it up in the index and see what this book has to say about it. Or peruse the table of contents
and see what appeals to you. You may learn something, and it beats the heck out of working.



Part I: Introducing WordPerfect 11 for Windows

Chapter List

Chapter 1: WordPerfect Basics

Chapter 2: Using Toolbars, Dialog Boxes, and Commands
Chapter 3: Cruising the Document

Chapter 4: Fooling with Blocks of Text

Chapter 5: Making Text Improvements

In this part. ..

You are ready to employ the state-of-the-art in word-processing technology. You have the power to create
tables, graphics, columns, fonts, borders, tables of contents, illustrations, sidebars, envelopes, junk mail -
you name it! In short, you are ready to launch yourself into the blazing, glorious future of word processing -
except for one teensy little problem. You were wondering, perhaps, just wondering: How do you start the
silly thing? Or type text? And, um, how do you print something? Or delete a sentence? Or save your work?
Good questions, pilgrim - questions that deserve answers. And here's where to find them: Part | of
WordPerfect 11 For Dummies. Read on.




Chapter 1: WordPerfect Basics

In This Chapter
m Starting WordPerfect
m Looking at the WordPerfect window
= Typing your text
m Naming, editing, and printing files
m |eaving WordPerfect
m Switching to other Windows programs
m Getting help

When you are discovering something new, whether it's how to drive a car or how to use WordPerfect, the
best advice is to start with the basics and build up from there. Of course, an additional bit of advice we've
learned the hard way is just make sure you've got a ride home. This tidbit comes free of charge, and is
based on Richard’s experience as a teenager learning how to drive a car with a manual transmission on
the deserted country roads in the farm belt of Indiana. Unfortunately, when they were miles from home,
Richard did a major no-no while trying to work the clutch, leaving the father-son duo stranded and forced
to walk all the way home.

Taking a cue from Richard’s mishap, this chapter not only gets you started using WordPerfect, but also
makes sure that no matter where you are within the program, you’'ll never get stranded and wear out your
shoes walking home. We show you how to perform the Big Five operations: get WordPerfect running, type
some text, save the text in a file on disk, open the file again later, and print the file. Then, in later chapters,
we get into some refinements, such as editing the text after you type it (Chapters 4-5) and making it look a

little spiffier (Chapter 6-8).



Starting WordPerfect

To begin using WordPerfect, you have to start the program. You don't need to step on the clutch, but you
do need to follow the following steps:

1. Select Start® All Programs (or Start® Programs if using Windows ME).

A list of all the programs installed on your computer appears.
2. Select WordPerfect Office 11.

Another list appears, showing all of the programs that are part of WordPerfect Office 11.
3. Select WordPerfect.

WordPerfect fires up and the WordPerfect window appears.



Jumpstarting WordPerfect

If you want to start WordPerfect with a single step, you can create a shortcut to WordPerfect and place it
on your Windows desktop. To do so, follow these instructions:

1. Select Start® All Programs.
A list of all the programs installed on your computer appears.
2. Right-click the WordPerfect Office 11 option.
A pop-up menu appears, displaying a list of commands you can perform.
3. Choose Copy from the list.
4. Right-click anywhere on the Windows desktop.

If you have other programs running, you may need to minimize these programs so you can see the
desktop. (If you don’t know how to minimize programs, see the section, “A Perfectly Good Window,”
later in this chapter.)

5. Choose the Paste Shortcut option.

A WordPerfect shortcut is now available on your Windows desktop. You can start WordPerfect by
double-clicking it.



A Perfectly Good Window

After WordPerfect is running, you see the WordPerfect window, as shown in Figure 1-1. The wide expanse
of white screen is a digital version of that plain old piece of white paper you can hold in your hand.
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Figure 1-1: The WordPerfect window.

The following list describes in more detail what you see in Figure 1-1:

Title bar: The title bar is the top edge of the window, displaying the words Wor dPer f ect 11 -
Docunent 1 (unnodi fi ed) . This line tells you the name of the document that you are editing and
reminds you that you are, in fact, running WordPerfect (more about documents later). The

(unnodi fi ed) parttells you that you haven't typed anything yet.

Minimize button: Click this button to minimize WordPerfect, making it disappear into a little box on
your Windows taskbar. WordPerfect is still running when you minimize it. You can restore the program
by clicking the WordPerfect 11 button on the taskbar. WordPerfect jumps back into existence on your
screen, exactly the way you left it.

Maximize/Restore button: The middle button lets you switch back and forth between having
WordPerfect fill the whole screen (maximized) and filling just a part of it. Click it once to maximize the
document. Click it again and you restore WordPerfect to its original size. The button changes its name
and appearance from Maximize to Restore.

Close button: To put things simply, this button makes WordPerfect go away. It exits, disappears,
terminates, goes poofl This button is very useful, but it’s also kind of dangerous if you're in the middle
of working on adocument. Not to fear, however, because WordPerfect asks you to save changes
before going bye-bye. For more information, see the section called “Leaving WordPerfect,” later in this
chapter.

Document window controls: You can use these three buttons to do the same thing as the
WordPerfect window controls, only for your document. Minimize, maximize (or restore), or close a
document. We talk all about editing many documents at the same time in Chapter 12.

Menu Bar: The row of words just below the title bar is WordPerfect's main Menu bar. We talk more
about commands in Chapter 2.

WordPerfect 11 Toolbar: Below the Menu bar is a row of buttons that make up the WordPerfect 11
Toolbar, which from here on we call, simply, “the Toolbar.” The buttons usually have little pictures on
them. Later in this chapter, we show you how to use some of these buttons to save and print a



document.

Property Bar: The Property Bar has a bunch of controls that let you change how things look in your
document. Whatever you're doing in WordPerfect, the Property Bar changes to let you control all the
characteristics (or properties) of what you're working with. It's pretty neat, actually.

Application Bar: The bottom line of the WordPerfect window shows you which documents you are
working with in WordPerfect (we discuss using multiple documents more in Chapter 12) and
information about what's happening in WordPerfect right now. Those are the controls on the
Application Bar, and we talk about them in Chapter 2.

Scroll bars: Along the right side of the window is a gray strip that helps you move around the
document; you find out how to use it in Chapter 2. If your document is too wide to fit across the screen,
WordPerfect displays a scroll bar along the bottom of the window, too, right above the Application Bar.



Typing Something

As aword processor, WordPerfect is designed for assembling pieces of text into something meaningful.
As aresult, the task of typing in all of those letters, words, phrases, and sentences seems like a rather
important part of using WordPerfect.

Whatever you type appears where the cursor is currently. You can use either the mouse or the keyboard
to move that cursor (as Chapter 2 explains). By default, you're in insert mode, which means that whatever
you type is inserted into the text. If your cursor is between two letters and you type a new letter, the new
one is inserted between the two original letters.

To undo text you have just typed, click the Undo button on the Toolbar. (The Undo button looks like a left
pointing arrow.) Or you can press Ctrl+Z or click Edit on the Menu bar, and then click Undo. (See Chapter
2 for more details.) To fix an earlier mistake, first move the cursor to the text that you want to change. If
you want to delete just a letter or two, you can move the cursor just after the letters and then press the
Backspace key a couple of times to wipe them out. Or you can move the cursor right before the letters and
press the Delete key. Same difference - the letters disappear. See Chapter 5 to find out how to delete
larger amounts of text.

Chapters 2 and 3 contain lots of information about using the keyboard and the mouse to do things in
WordPerfect.



Typing More Than a Line

After you begin typing, you can go ahead and say what you have to say. But what happens when you get
to the end of the line? Unlike a typewriter, WordPerfect doesn’t go “Ding!” to tell you that you are about to
type off the edge of the paper and get ink on the platen. Instead, WordPerfect (like all word processors)
does something called word wrap. It figures out that you are almost at the right margin and moves down to
the next line all by itself.

Notpressing the Enter key at the end of each line is important. WordPerfect, like all word
processors, assumes that when you press Enter, you are at the end of a paragraph. If you press Enter at
the end of each line, you'll have a hard time making formatting changes to your document later on.

If you change the margins later or use a different font, WordPerfect adjusts the formatting so that your
paragraphs fit within the new margins.

If you want to split one paragraph into two, simply position your cursor just before the letter where you want
the new paragraph to begin and press Enter. Voila! WordPerfect moves the rest of the line down to a new
line and reformats the rest of the paragraph to fit.



Saving Documents

Every time you type in WordPerfect, whether it's a love letter to your secret admirer, a huffy memo to your
boss, ato-do list for your spouse, or the next great American novel, you create a document. WordPerfect
calls your unsaved documents Document 1 (or Docunent 2,Docunent 3, and so on, depending on how
many unsaved documents you have open).

Saving a document for the first time

There are at least three ways to save a document. We're sure that your insatiable curiosity will drive you to
find out all three, but this method is our favorite. Follow these steps:

1. Click the Save button on the Toolbar.

2.

The Toolbar is the row of little buttons just below the title bar.

If you don't like clicking tiny buttons, choose File from the menu, then click Save. Or, if you love
pressing key combinations, pressthe Ctrl+S.

The Save File dialog box appears (see Figure 1-2).Chapter 2 tells you more than you ever wanted
to know about dialog boxes.
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Figure 1-2: The WordPerfect Save File dialog box.

In the File Name box, type a name for the document.

When the Save File dialog box first appears, WordPerfect tries its best to supply a name for your

document by putting the first line, sentence, or series of words into the File Name box, followed by a
. wpd extension tacked on the end.

The text is highlighted so you can type a new name if you don't like the one WordPerfect gave you.
Feel free to name your document (almost) anything that you want. (You don't have to type the . wpd
part, although you may if you really, really want to.)

Choose a different folder or disk drive for your document file, if you want to.

To save your document in some other folder within My Documents, double-click any folder shown
in the dialog box.



To create anew folder, choose File® New® Folder; type a name for the new folder that appears,
and then press the Enter key.

To save somewhere outside of My Documents (or on another disk drive) click the down arrow next
to My Documents and in the list that appears, click to choose any other folder or drive (such as A:
for your floppy disk drive).

If you've used other Windows programs before, you might be surprised to see a menu bar in
the Save File dialog box. You are not seeing things - WordPerfect is fairly unique in its use of a
menu bar within dialog boxes. Enjoy the added functionality!

4. Press the Enter key on your keyboard or click the Save button.

WordPerfect saves the document in the file that you chose. You can tell that this procedure worked
because the document's title bar changes from including the Docunent 1 textto t est . wpd (or

whatever you named your file).

You can press the Esc key at any time to cancel saving the file.

Saving a file for the second time

If you make changes to a file after you've saved it, you need to save your new changes. If you want to keep
two versions of the document (the original and the revised version, for example), you can do that, too.
What you can't do is have two documentsin the same folder that have the same name; WordPerfect
overwrites the old version of the file with the new version of it. However, WordPerfect warns you about this
situation before it overwrites any files.

When you try to save a file for a second time but you don't change the name slightly, a Save As dialog box
appears, telling you that the file already exists and asking whether you really want to replace it (irrevocably
deleting the existing file in the process). You have two, count 'em, two options here:

m Yes, to replace the existing file
m No, to enter a different name for your new file

From there, saving the file is exactly the same as described in the previous section,'Saving a document for
the first time.' Press the Esc key if you have second thoughts about saving the file. The dialog box
disappears.

Chapter 12 describes useful things to know about files, including how to delete, move, and copy them.

Saving a document for the third, fourth, and fifth time

You can click the Save button to update the contents of that document without needing to name the file
again. WordPerfect assumes you want the document saved with the same filename and folder as before.

WordPerfect automatically saves a backup of your document every ten minutes. See Chapter 18 for
details on how you can change the setting to be any interval you choose.

Filename rules

Whether you were the teacher's pet in school or the rebel at the back of the class, you must follow certain
rules for naming files in WordPerfect. There's no way around them. Here they are:

m Filenames can be as long as 255 characters. Try to rein it in, now!

= Most filenames contain a period (.). What follows the period is called an extension, is usually three
letters, and usually describes the type of the file. WordPerfect documents use the extensions . wpd
(which stands for word processing document), . f r m(which stands, obscurely, for mail merge forms,



covered in Chapter 15), and . dat (mail merge data files, also in Chapter 15).
You can omit the period and the extension if you want.(WordPerfect adds them by default.)

Although you can use any extension you want for your document, we strongly recommend sticking
with the standard . wpdextension. Windows looks at the extension to recognize the kind of file it is
and allows you to perform certain actions based on file type. If you don't use a standard extension,
Windows won't know what to do with the document.

You can use letters, numbers, spaces, and almost all punctuation in the name and extension.
However, there are certain characters that are no-no'sto use in the filename, including the following:
\ /%7, and <> .

If you try to use one of these characters, WordPerfect politely tells you about the problem and allows
you to change the name.

You can use either capital or small letters; neither Windows nor WordPerfect much cares. In fact, the
programs don't even distinguish between caps and lowercase letters (they're not case sensitive).

Pl QUED MEMO. WPD,pi qued neno. wpd, and Pi qued Meno. wpd all are the same filename, as far
as Windows is concerned. (The . wpdextension may or may not show up, depending on your
Windows settings.)



Opening and Editing Files

Sometimes you make a brand-new document from scratch. But often, you want to edit a document that is
already stored on your computer. It may be a document that you made earlier and saved, a document
created by someone else, or alove note left for you by a secret admirer. (Hmmm, secret admirers are
getting more high-tech these days, aren’t they?) Whatever the document is, you can look at it in
WordPerfect. This process is called opening(orloading) the document.

Here’s how to open a saved document:
1. Click the Open button on the Toolbar.

This button is the one with a tiny yellow folder on it — usually, the second button from the left. If you
don't like clicking little buttons, choose File, then Open, or press Ctrl+0O.

WordPerfect displays the Open File dialog box (see Figure 1-3). Displaying this dialog box is the
program’s subtle way of saying that it wants to know which file you want to open. The Open File
dialog box can show you only the files in one folder at a time; the name of the folder you're
currently looking in appears in the Look In box.
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Figure 1-3: Opening a file you made earlier.

2. Choose a file from the list that is displayed.

To choose a file, click aname in the list of displayed names. WordPerfect highlights the name by
displaying it in another color to show that it knows the one you want.

Can'’t see your file? To look for it in any folder shown in the dialog box, double-click the folder. To
look within other disk drives or folders on your PC, click the tiny down-triangle next to the Look In
box. Double-click any folder or disk drive that appears. The place WordPerfect usually keeps its
files is in your My Documents folder.

3. Click the Open button (or press the Enter key).
WordPerfect opens the file, reads the document, and displays it on-screen.
Now you can make changes in the document, save it again, print it, or whatever.

When you open a document created using another software program, you briefly see a little
box with the message that a conversion is in progress. For more details, see the discussion of file



types in Chapter 12.



Printing Your Document

After you type adocument or edit it until it looks the way you want it to look, you will probably want to print
it. After all, the goal of most word processing is to produce - on paper - a letter, memo, report, or what
have you. If you work in the Paperless Office of the Future (just down the hall from the Paperless
Bathroom of the Future), you may be able to send your memo or letter electronically at the touch of a
button. For the rest of us, though, paper works well.

These steps show a fast way to print your document:
1. Save the document first, just in case something goes wacky while you are trying to print it.

To save, click the Save button on the Toolbar. (Refer to 'Saving Documents,' earlier in this chapter,
if you don't know what we're talking about.)

2. Turn on your printer and make sure that paper is in the printer.
3. Click the Print button on the Toolbar.

Print is the button that shows a little printer with a piece of paper sticking out of the top - usually, the
fourth button from the left.

A big Print To (your printer name here) dialog box appears. Click the Print button in that dialog box.

WordPerfect then prints the document in all its glory. Pretty simple, huh? Chapter 11 contains lots
more information about printing, including the care and feeding of your printer.

If you don't like the way your polished prose looks on the page, look in Chapter 6 to find out how to choose
which typeface (or typefaces) to use for the text. Chapter 7 tells you how to center and justify text, and
Chapter 8 shows you how to number pages and how to print page headers and footers.



Leaving WordPerfect

Because Windows allows you to run multiple programs at the same time, you don’t have to leave
WordPerfect every time you want to check your e-mail, browse Amazon.com, or play a litle game of
Solitaire. In fact, you may choose to leave WordPerfect running all day so that you can switch back to it in
a jiffy. But sooner or later, you will need to stop running WordPerfect, at least before you exit Windows and

turn off your computer.
To leave WordPerfect, you can use the Exit command on the File menu. We talk more about how to use
commands in Chapter 2, but these steps show you what you have to do:

1. Click File on the Menu bar.

The File drop-down menu appears.

2. Click Exit.

If you have created or changed a document but haven’t saved the document in a file, WordPerfect
asks whether you want to save the document now.

3. Click Yes to save the document, click No to skip saving it, or click Cancel to return to WordPerfect
without exiting.

Choose No onlyif you are sure that the document doesn’t contain anything you ever
want to see again.

You can also leave WordPerfect by clicking the shiny red Close button at the top of the
WordPerfect window.

Never turn off the computer without exiting WordPerfect and Windows; you may catch these programs
unawares (with their digital pants down, as it were), and so your documents may not have saved. If
something unexpected happens and your computer chokes before you can exit WordPerfect, the next time
you start the computer you may get some complaints (see Chapter 19 for information about what to do if
you see them).



Getting Some Help

If you get stuck anywhere in WordPerfect and don't have this book handy, you can always press F1.
Pressing F1 runs the WordPerfect Help system, which contains most of the text in the WordPerfect
reference manual. It's usually easier to find information in the online Help than to riffle through printed
pages.Chapter 2 describes online Help.



Chapter 2: Using Toolbars, Dialog Boxes, and
Commands

In This Chapter

m Knowing when to mouse and when not to mouse

m Choosing commands from menus

m Using the Toolbar, the Property Bar, and the Application Bar
m Using dialog boxes

m Using QuickMenus for even more ways to choose commands
m Ruling your document

m Getting help

Have you ever traveled overseas and dined at a restaurant where no one spoke your native tongue? To
order your meal, you can communicate with the waiter in one of three ways:

m The difficult, but highly impressive way: Speak the lingua franca.
m Order by number, if you're lucky enough to get a restaurant with numbered entrées.

m Point at the entrée on the menu and murmur, hoping the waiter is able to figure out what you want to
order.

Over the years, using a computer has involved similar communication options. In the days before
Windows, you had to “speak the language” by knowing which commands to type. That technique worked
great if you knew the commands, but it stunk if you were clueless about what to type next. Next, software
started allowing you to give commands reminiscent of “ordering by number” through the use of special
keys, such as F3. Today, however, programs are all dolled up with graphical user interfaces. That’s a
fancy way of saying that you can just point and murmur and WordPerfect figures out the rest.

The result of all this highly obliging, verging-on-sycophantic user-friendliness is that you now have three
more-or-less alternative ways to order WordPerfect around:

m By using the keyboard to type commands such as Ctrl+B for boldface text
m By pressing the function keys, labeled F1 through F12
m By pointing and clicking with the mouse

If you've used Windows before, you probably already know how to use a mouse and can make your way
around your keyboard. However, this chapter highlights how you can use your mouse and keyboard to
command WordPerfect to do what you want it to do.



Choosing Commands from Menus

Taking its cue from fine-dining establishments everywhere, WordPerfect has more than one menu of
commands. Of course, instead of offering a list of aperitifs, the Menu bar offers word-processing specific
options and commands. Table 2-1 gives you a quick look at the menus offered by the Menu bar. Figure 2-
1 shows all the available menus.
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Figure 2-1: The Menu bar.

Table 2-1: WordPerfect Menus

Menu Description Cross-Reference
File Basic file/document operations (open, Chapters 1,11, and 16
save, print)
Edit Common document editing functions Chapters 4-5
View Options and functions for viewing a Chapter 9
document and WordPerfect
Insert Functions to add text, graphics, or special Chapters 13 and 14
formatting to your document
Format Formatting operations Chapters 6,7,8, and 10
Tools Commands that support your word Chapter 5
processing
Table Operations for creating and formatting a Chapter 13
table
‘ Window ‘ Functions for managing your open files ‘ Chapter 12
‘ Help ‘ Commands for accessing Help ‘ Chapter 2

Clicking the Menu bar

To see what's in amenu, click the name of the menu in the Menu bar. The menu name becomes
highlighted, and a drop-down menu (sometimes called a pull-down menu) appears. For example, choose
File® New, and the New menu option is highlighted.

If you don't find anything that you like, close the menu by clicking the menu name again or by clicking
anywhere else in the WordPerfect window.

Choosing a command

To choose a command from this menu, simply click the command. Related commands are clumped
together and separated from other command clumps by aline.

In addition to the commands, you may find other suggestive symbols — sort of like the little red dots next
to the hot stuff on a Chinese menu. This list shows what a few of those symbols mean:

m Alittle right-pointing triangle after the command: The triangle indicates that this menu has a
submenu. Click the triangle to see more.

m Acheck mark next to the command: The check mark means that a menu option is already turned



on, whatever it is. You can turn it off by clicking the command.

m An ellipsis (. ..) after the command: The ellipsis appears to tell you that the command has more to
say, if you ask. If you click the command, the command gift-wraps its thoughts in attractive little dialog
boxes, which we discuss in the following section.



Fooling with Toolbars

The WordPerfect window features several bars containing buttons and controls, which WordPerfect calls,
loosely,toolbars. We focus on the three most prominent of them:

m The WordPerfect 11 Toolbar (alias “the Toolbar”): This is the Mother of All Toolbars, a collection
of buttons for some of the most common tasks people do in WordPerfect. Among other tasks that you
can perform with the Toolbar, you can start here if you want to open, save, and print documents.

m The Property Bar: In WordPerfect, the Property Bar is the spot where you can modify the properties
(such as boldness) of text in your documents.

m The Application Bar: The Application Bar is the bar at the very bottom of the WordPerfect window. Its
buttons perform a hodgepodge of tasks.

We explain these toolbars in detail in the following sections.

Toiling with the Toolbar

The Toolbar (whose formal name is the WordPerfect 11 Toolbar) is a collection of buttons for some of the
most common WordPerfect tasks, such as opening, saving, and printing documents; you can also find
buttons to for cutting, copying, and pasting text; and if you want to add bullets or numbers to your text, ook
no further than the Toolbar. Figure 2-2 shows the Toolbar and some of the most common buttons you’ll
use on it.
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Figure 2-2: The Toolbar serves up some of your favorite power tools.

Producing results with the Property Bar

What's the function of all those keys with Fs on them?

Back in the days before mice, WordPerfect users did everything with function keys.
Function keys are the keys with Fs on them in the top row of your keyboard; their jobs change with
every program you run. Although most people who use WordPerfect point and click with the mouse to
perform a command, you can use these function keys if you have a penchant for them. Here are
some that you might find useful:

‘ Function Key ‘ WordPerfect Function

\Fl \Help (We discuss Help at the end of this chapter)

\FZ \Find and Replace (see Chapter 4)

\Shift+F2 \Find Next (to search for a specific item in a document)
\F3 \Save As (to change the filename before saving)
\Shift+F3 \Save (to save afile that already has a filename)

\F4 \Open File (we figure this one’s self-explanatory)

\FS \Print (same with this one)

\Fg \Fonts (to see a list of font types)




Any object you can hold in your hand has certain characteristics or propertiesassociated with it.
There’s nothing magical about this fact; it's just the way things are. Take, for instance, a blue coffee
mug filled with the hot, beany liquid. If you were asked to describe the cup’s properties, you might
answer that it has several traits: a pretty indigo blue color, a 12-ounce capacity, burning hot sides due
toits contents, and so on.

Each of the pieces of a document — whether it is a single word, chunk of text, paragraph, picture, or
table — has similar characteristics. A word, for example, has a font typeface, color, and style attributes
(bold,italic,orunderlined). In English, boldfacedtext is boldfacedtext.In WordPerfect, the text has a
boldproperty.

You can change properties in WordPerfect by using Menu bar commands, but that approach
takes longer. Like the Toolbar, the Property Bar is a convenience, meant to keep the important text
style options a single click away.

Your very own toolbar primer
Here are some general facts to know about toolbars and their buttons:

m Atoolbar button provides hints. If you want an explanation of a button, just move your pointer
above it (don't click). A little yellow box delivers a brief one-liner about the button and lists its
keyboard shortcut, if there is one.

m Some toolbar buttons turn off and on. A few of the buttons, such as the Bold, Italic, and
Underline buttons, remain “on” and appear depressed when you click them. To turn them off,
click them again.

m Some toolbar buttons contain drop-down menus. To the right of some toolbar buttons are little
down-pointing triangles. Click a triangle to see a drop-down menu of choices.

m You can hide toolbars from view. To display or remove a particular toolbar from your screen,
choose View® Toolbars. In the Toolbars dialog box, click to add or remove a check mark in the
box next to the toolbar you want to hide or show. Click OK to close the Toolbars dialog box.

= You can movetoolbars. Except for the Application Bar, you can move toolbars to different areas
of the WordPerfect window. To do so, move the mouse pointer to the gray area around the
buttons. The pointer turns into a little four-headed arrow. Drag the toolbar to its new location.

You can attach the toolbar to any of the four sides of the WordPerfect window. As you drag the
toolbar, its outline changes to be the same size as the side of the window. When you release the
mouse button, the toolbar docks onto the new location and stays there until you decide to move it.
If you want to let the toolbar float, simply drag it toward the center of the screen.

m You can customize toolbars. You may add and remove buttons from toolbars. To add or
change buttons, see Chapter 18.

Because the Property Bar is all about the properties of whatever you're typing, the bar changes on its own,
depending on where your cursor is! When you start typing, your Property Bar looks like the one shown in
Figure 2-3. But say, for example, that you decide to add a little table to your document. (You've been
readingChapter 13, haven't you?) Suddenly, the Property Bar includes buttons that offer information about
your table, as well as telling you about the text in the table’s columns, as shown in Figure 2-4.
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Figure 2-3: The default Property Bar.
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If you're a control freak, you may not like all of this change going on around you without your
permission. But take our word for it; this feature is actually quite useful. It means that you don’t have to go
searching through all of WordPerfect’s menus to find out exactly which commands might be relevant to
what you’re working on. Instead, WordPerfect puts the things it thinks you might be interested in right there
on the Property Bar.

Some huttons on the Property Bar (the Bold, Italic, and Underline buttons, for instance) appear to be
“on” (pressed) whenever your cursor (insertion point) is among text that has that button’s property. If your
cursor is among bold text, for instance, the B button appears pressed.

Some of the Property Bar buttons are really drop-down lists more than they are buttons. Click one of these
triangles on the far-left side of the Property Bar in Figure 2-4, for example, to see a list of fonts. Click a font
to choose it. (We talk more about fonts in Chapter 7.)

Applying yourself to the Application Bar

The Application Bar is kind of a gray area — both literally (it is the gray area at the very bottom of the
WordPerfect window) and figuratively (its purpose in life is kind of murky, filled with a hodgepodge of
tasks).Figure 2-5 shows you what's on this bar.
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Figure 2-5: The Application Bar hosts a bunch of stuff.

The WordPerfect Application Bar displays buttons that reveal or control various aspects of WordPerfect or
your document. They are as follows:

m Document buttons: The left side of the Application Bar displays the name of the document you're
working on. As we discuss in Chapter 12, this feature comes in quite handy when you are working with
more than one document. Clicking the name of the document activates it in the window.

m Digital signature: Clicking the icon with the pad and pen displays a dialog box that allows you to
digitally sign a document for security purposes. You may not really need this kind of security. If so,
ignore this button unless you’re James Bond!

m Shadow cursor: The button that has a kind of blurry-looking capital | enables you to switch the
shadow cursor on or off. While the regular cursor is the blinking vertical line after which text appears
when you type, the shadow cursor shows you where the cursor or insertion point would go if you were
to click the mouse button. Click the blurry picture once or twice, move your mouse around the
document, and you'll get the idea. (See Chapter 5 for more information on the cursor.)

m All Caps: The button labeled AB enables you to switch between typing normally and typing in all
uppercase. It does the same thing as the Caps Lock key on your keyboard, but is more helpful: You
know All Caps is turned on because the button has a pressed-in state.

m Print: The printer icon takes you to the Print to dialog box. From there, you can set up your printer or
print your document. See Chapter 11 for more on printing.

= Insert/typeover mode: The button where the word | nser t appears in Figure 2-5 controls whether
you are typing in insert or typeover mode. This button does the same thing as the Insert key on your
keyboard. (See Chapter 5 for more on insert and typeover modes.)



When you are editing something fancy, such as a table or a merge file, other information may
appear in this box.

m Text cursor position: At the far right, the Application Bar tells you where you are in your document,
including the page number (Pg), how far down the page you are (Ln), and where you are across the
page (Pos).



Using Dialog Boxes

If you click a menu command that has an ellipsis (. . .) after it, a dialog box appears. The dialog box is
charged with gathering specific information from you to perform a command. For example, you use the
Font Properties dialog box (choose Format® Font. . .) to specify the font you want to use, and the Print
dialog box (choose File® Print. . .) enables you to specify how you want your document printed.

Each dialog box has various doohickeys that take various shapes and sizes, such as checkboxes, lists,
and buttons. These items are properly called controls, but we think doohickeys sounds a whole lot more
fun.

The two most common and important doohickeys you'll see in almost every dialog box are the OK and
Cancel buttons. Clicking OK means “Do it — and do it the way this box says to do it.” Clicking Cancel
means “Forget it — | didn’t really want to do this. Get me outta here, and ignore everything | said in this
box.”



Using QuickMenus

If you're beginning to get a headache just thinking about the regular, plain-vanilla Menu bar we described
earlier, give this subject a miss.

Another standard, though less obvious way of performing a task is through QuickMenus, sometimes
referred to in other Windows programs as pop-up menus or right-click menus. A QuickMenu appears
when you right-click a button or menu item.

To illustrate, select a word in adocument and perform these steps to see a QuickMenu:
1. Move your mouse pointer over text in your document or any part of the WordPerfect window.

2. Right-click anywhere.
A little box pops up and displays a menu right where your mouse pointer is.

Voilal The QuickMenu displays several commands that you can perform on that selected word. For
example, you can center the text by selecting Center or paste the contents of the Clipboard with Paste.

There are a bunch of QuickMenus hidden all over the place. Each QuickMenu contains
commands that have something to do with the particular thing that you are pointing at.

You can find QuickMenu options associated with buttons on the Application Bar at the bottom of every
WordPerfect window. It has none of the text operation commands that the other QuickMenu had.

To choose a command from a QuickMenu, simply click it (with either the left or the right mouse button).
WordPerfect leaps into action and performs the command.



Using the Ruler

This must be familiar ground - everybody knows what a ruler is, right? Ummm . . . maybe. The
WordPerfect Ruler is not your ordinary tick-marks-along-the-edge sort of thing (although it has those, too).
It's a behavior-controlling Ruler (like the ones your grade school teachers had), except that this Ruler
controls the behavior of your paragraphs. Specifically, it controls the indents and tabs of whatever
paragraph you're working in.

Like the various other bars, you can hide or display the Ruler depending on your preference. If you can't
find the Ruler, which appearsin Figure 2-6, don't rush out to get new glasses - yet. Choose View from the
Menu bar, and if there is no check mark beside the word Ruler, click the word Ruler to make the Ruler
appear.
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Figure 2-6‘: Péy

homage to your Ruler. He's picking up your tab.

The top of the Ruler shows your left and right margins, as well as your paragraph indents. In the little strip
below the actual Ruler, the little triangles show tab settings. The triangles take different shapes, according
to which kind of tabs they represent. When you look at your Ruler, you find that some tabs are already set.
These settings are default tabs that you can change if you want. You can add tabs, remove tabs, or move
tabs around.

We discuss all this stuff in Chapter 8, but the quick tour goes like this:
m To move atab or paragraph margin around, you drag it.

m To change the type of tabs you're putting in, right-click the tab you want to change. WordPerfect
displays a menu of tab types. Select the kind of tab you want from the menu.

Make sure that the blinking cursor is in the correct paragraph before you set tab stops or
indents with the Ruler.



Help, Help-Help, and More Help

Calling for help in a Windows program such as WordPerfect is a little like calling for help at the Arnold
Schwarzenegger School of Lifeguard Training: Prepare to be a little overwhelmed. You don't just get
information - you get an entire, muscle-bound information-retrieval and management system designed to
meet your assistance requirements.

We're not even going to try to explain everything that this Dream Team of lifesavers can do; we just give
you the simplest way to use Help. For all the fancy stuff, we recommend that you play around in Help to
your heart's content.

Using the Help menu

The simplest part is calling for Help. Click Help on the Menu bar (or press Alt+H). At this point, it's a good
thing that you're not literally drowning when you call for help in WordPerfect, because now you must
decide precisely howyou are going to ask for help. The Help Topics option is perfectly reasonable and
straightforward. The Ask the PerfectExpert option is so cool that we talk about it in its own section (see
‘Asking the PerfectExpert,' later in this chapter).

If you select Help Topics, you see a Help window with several tabs at the top, the first three of which are
found in the Help windows of many programs:

m Contents: This option is associated with an icon that looks like a closed book. You can see a list of
topics or you can click one of the question marks to see the actual Help information for a particular
topic.

m Index: WordPerfect Help displays a list of all topics, arranged alphabetically. As you type the first few
letters of the topic you're interested in, WordPerfect displays the index entry that starts with what you
typed.

m Find: Okay, what you were looking for wasn't in the index. You're not surprised, right? That's okay;
WordPerfect Help can flip through the whole Help file, looking for any word you want. But wait - this is
Windows. The first time you try to find something, a Find Setup Wizard asks you technical questions
about how you want to search the Help file. Just click the Next button and the Finish button, and then
go get a cup of coffee while Windows creates a word list. When it's finished, you see a screen very
much like the one onthe Index tab. As you type your word, WordPerfect Help shows you which words
match what you typed. Click a matching word, and WordPerfect Help shows you some Help topics.

m Corel Knowledge Base: If you can't find the information you are looking for in the first three tabs, the
Corel Knowledge Base serves as a last resort, the last line of Help, for answers to common questions.
To use, enter a term you want information about (such as 'thesaurus') and click the Search button. If
you are connected to the Internet, your Web browser launches and takes you directly to the Corel
Web site (wwv. cor el . con) and looks up the answer for you. The results of your search are
displayed in your default Web browser.

You get the same information (in the same window) about a topic whether you choose the
Contents, Index, or Find method to search for it. Often, several areas of text are highlighted in green; each
of these areas is itself a topic. When you click one of these areas, you get information on that topic. If you
get lost in this labyrinthine Hall of Help and want to find your way back, look for a Back button at the top of
the Help window and click it. To make the Help window go away, the easiest thing to do is click the button
with the X in it (the Close button) in the upper-right corner.

Asking the PerfectExpert

Another tool that you can use to help you along the way is the PerfectExpert. The PerfectExpert can sit by
your side and help you get your work done. To access the PerfectExpert, choose Help® PerfectExpert.
The PerfectExpert pane (see Figure 2-7) appears on the left side of the screen. This pane contains a



bunch of buttons corresponding to the steps in a writing project - at least what Corel thinks the steps in a
writing project should be. See Chapter 16 for more on the PerfectExpert.
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Figure 2-7: The PerfectExpert at your side.

Here are some tips for using the PerfectExpert:

m Begin with the Start button and end with the Finish button. The buttons you click in between Start
and Finish are up to you.

m Each time you click a button, you get more buttons to click; or you can just write adocument
in the document window, as usual. The PerfectExpert's buttons simply step you through the same
features you could access through WordPerfect's commands and buttons.

m To begin a new document, click Start. You can then click the Blank Document button that is
displayed to create a new, blank document. If you choose the New Project/Existing Document button
instead, a New dialog box appears - the same one that appears if you choose File® New From
Template from the Menu bar. (See Chapter 16.)

m The buttons that you get to from Write a Draft include a Create an Outline button. If you choose
to use this button, WordPerfect creates a blank outline for you. A Save the Outline button lets you
save this outline as a separate document, or you can leave it attached to your document.

To see a Help screen, click the More Help on button at the bottom of the PerfectExpert panel.

Getting context-sensitive help

If you want the Help feature to pare down the list of topics to things that are related to whatever you're
doing right now, you can get context-sensitive Help by pressing F1. When you're in the middle of using a
menu or a dialog box, press F1. Zap! WordPerfect figures out exactly which topic you ought to be
interested in. If you press F1 with the pointer in the middle of your text, you see the same Help window that
appears when you choose Help® Help Topics from the Menu bar.

Another form of context-sensitive help is available. In almost all dialog boxes, you find a button with a



guestion mark on it near the upper-right corner of the dialog box. Click that button, and your mouse pointer
turns into a little cartoon thought balloon with a question mark on it. Click something in the dialog box, and
a little yellow Help box pops up with a description of the thing you clicked.

These steps show you how to ask for help with menu commands and buttons:
1. Press Shift+F1.

Your mouse pointer turns into a little pointer with a cartoon thought balloon attached to it.
2. Pointto a menu command or button, and click it.
3. If you're looking in a menu, scroll through the menu until you find the topic you want help with.
4. Release the mouse button.

The context-sensitive Help for that command appears.



Chapter 3: Cruising the Document

In This Chapter

= Moving around in the document

Using the mouse

Scrolling the document using your mouse wheel

Using the keyboard
m Using the Go To dialog box

You've figured out the basics of starting WordPerfect and how to drive the program using your mouse and
keyboard. Now, it's time to have some real fun and go cruising through the document. That reminds me of
a song | once heard from an obscure group called the Wordsmith Boys:

Well, she got her daddy's 'puter

And she cruised through the document text, now
Seems she forgot all about the spreadsheet

Like she told her old man, now

And, with the Autoscroll scrolling

She goes cruising just as fast as she can, now

And she'll have fun, fun, fun

Till her daddy takes WordPerfect away

Fun, fun, fun, till her daddy takes WordPerfect away

Cruising the document involves being able to move the cursor around your document to the exact location
you are looking for. In this chapter, we show you how to do that using your mouse, keyboard, and nifty
commands WordPerfect has to do just that. In other chapters, we tell you what to do when you get there,
such as deleting things (Chapter 4), moving text around (Chapter 5), and making the text look different
(Chapter 7). We guarantee you, this'll be fun, fun, fun . ..



Two — Count ’Em, Two — Ways

You have, of course, two ways of navigating around your document. (Computer people like to talk about
navigation rather than just moving; we must be a group of frustrated sailors.) As you use WordPerfect, you
find that two is the absolute minimum number of ways to do anything, and in many cases, WordPerfect
provides four or five ways. (Chapter 2 tells how many ways there are to give a command.)

You can move the cursor in two ways:
m Point and click the mouse where you want to go.
m Use keys on the keyboard to move in the direction you indicate.
In WordPerfect, as in most Windows programs, two cursor-like things appear on the screen:

m The mouse pointer. The mouse pointer can change shapes depending on what WordPerfect thinks it
is pointing at. Usually in WordPerfect, the pointer is a little white arrow. If WordPerfect is busy, the
pointer turns into an hourglass. And if your mouse is pointing to a place in WordPerfect where you can
type, you see a gray blinking line in the location in the document where you would be typing if you
clicked the mouse.

If you don’'t see the mouse pointer on-screen, just move the mouse a little to make it appear.

m The cursor. Also called the insertion point, the cursor tells you where your typing will appear. The
cursor is a slowly blinking vertical bar; you can’t miss it.

The purpose of this chapter is to get the cursor into firing position so that you can take aim at some text.
First, we talk about using the mouse; next, we talk about using the boring old keyboard; finally, we throw in
a few other ways in which WordPerfect lets you cruise your document.



Mousing Around

Like any Windows program, WordPerfect uses the snazzy Windows graphical user interface (the mouse,
and the buttons and other stuff you click) for just about everything except typing text.

The shadow knows

When you move your mouse pointer into the white space in your document, a gray symbol,
called the shadow cursor, appears on the same line as your mouse pointer. The shadow cursor tells
you where your cursor will appear if you click the mouse.

The exact appearance of the shadow cursor also tells you how the text you type will be formatted. For
example, if you move your mouse pointer to a blank area an inch or so in from the left margin, the
shadow cursor looks like a vertical line and a right-pointing arrow. This symbol tells you that unlike
most word processors, WordPerfect is happy for you to click white space, and that if you do,
WordPerfect will obligingly stick in a Tab character or two so that your cursor will appear where you
clicked. If your mouse pointer is near the center of the line, a vertical line with two arrows appears,
indicating that WordPerfect will center the text that you type there. Nice!

Moving nearby

If the place in the document where you want to go to is displayed on-screen, just position the mouse
pointer there and click. Follow these steps:

1. Move the mouse pointer to the position where you want to work.

If you move the mouse pointer off your text into some white space, you see the shadow cursor (see
the sidebar 'The shadow knows," for information on how to use the shadow cursor).

2. Click the mouse button.
This action tells WordPerfect to put the cursor right where the mouse pointer is.

3. You may want to move the mouse pointer out of the way so that it doesn't obscure the text you are
going to edit.

You don't really have to, though, because as soon as you begin typing, the mouse pointer
disappears, in an effort to stay out of the way.

Moving to the far reaches of the document

If you can't see the text you want to edit, don't panic - it's still there, but it has fallen off the edge of the
screen. WordPerfect displays your document as though it were written on a long scroll (imagine medieval
monks or Egyptian scribes). The beginning and ending portions of the document are rolled up, and only
the middle part is visible. If you want to see a different section of the text, WordPerfect unrolls the scroll for
you and displays it on-screen.

Scrolling with the scroll bar

You may have noticed a vertical gray bar running along the right side of the WordPerfect window. Figure 3-
1 shows this scroll bar. You use it to tell WordPerfect to roll and unroll the metaphorical scroll that contains
your document.
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Figure 3-1: Unrolling the scroll bar.

The scroll bar is similar to a littte map of your document, with the full length of the scroll bar representing
your entire document: The top end is the beginning of the document, and the bottom end is the end of it.
The little gray box on the scroll bar (the scroll box, in Windows parlance) represents the part of the
document you can see on-screen right now. The scroll box moves up and down the scroll bar the way an
elevator moves up and down a shaft. By looking at the position of the scroll box in the scroll bar, you can
tell where you are in the document - at the beginning, middle, or end.

This list shows the things you can do to the scroll bar with your mouse:

= Move anywherein the document in a big hurry. Use the mouse to drag the scroll box up and down
the scroll bar. As you move the scroll box, thus scrolleth the text of the document. To drag the scroll
box, point to it with your mouse pointer, press and hold down the mouse button, and move the mouse
pointer up or down. The scroll box moves with the mouse pointer as long as you hold down the mouse
button. When you release the button, the scroll box stays where you left it, and the document scrolls to
match. If you let your mouse pointer stray too far into the text (that is, if you move the mouse to the left
while you're trying to scroll up or down), the scroll box pops back to where it was when you started.
This can be a very annoying occurrence, but don't panic; continue to hold down the mouse button and
move back to the right so that the mouse pointer is on the scroll bar again. The scroll box pops back
to where it was before you made the mouse pointer wander into your text.

m Move to the beginning or end of your document. You can drag the scroll box down to the bottom of
its elevator shaft.Do the reverse - drag the scroll box up to the tippy-top.

m Move forward or backward one screen of text at a time. Click the scroll bar (not the scroll box).



For example, to move to the next screen of text in the document, click the scroll bar below the scroll
box. To move to the preceding screen, click above the scroll box. The scroll box moves, and the
document scrolls up (or down) one screen.

m Scroll your text one line at a time. Click the scroll arrow buttons - the little buttons with single arrows
(okay, triangles) on them at either end of the scroll bar. The button with the up-pointing arrow (at the
top of the scroll bar) moves you toward the beginning of the document, and the button with the down-
pointing arrow moves you toward the end.

= Move (browse’) through the document page by page. Click the Next Page or Previous Page
buttons, shown in Figure 3-1. When you click one of these buttons, WordPerfect scrolls the document
so that the top of the next (or previous) page is at the top of the screen. If you have lots of tables,
footnotes, or other things in your document, you can use these same buttons to move to the next
table, next footnote, or next whatever.

m Click the Browse By button. Also shown in Figure 3-1, this action brings forth a little yellow tag that
offers you Browse By options. If you want to look at the document by scrolling from page to page,
table to table, and so forth, this is the option for you; simply click until the object you want is
mentioned. Then click the Next Page or Previous Page (actually Next Table, Previous Table, or other
object) buttons.

m Display a window full of scary-looking codes. If you click the tiny little bar-like button at the very top
or very bottom of the scroll bar, you may accidentally display the WordPerfect Reveal Codes window,
which we describe in gory detail in Chapter 9. Yikes! Click that bar-like button again to make the
window go away.

Clicking the scroll box displays a tiny yellow sticker with the current page number. If you right-click the
scroll bar, a QuickMenu pops up. We talk about this menu at the end of this chapter (see the section
‘Going Anywhere and Getting Back Again’).

If your document is too wide to fit across the WordPerfect window, a scroll bar runs across the bottom of
the window, right above the Application Bar. This scroll bar works just like the vertical scroll bar we have
been talking about, except that it moves sideways and has no Next Page and Previous Page buttons.

Scrolling with your mouse wheel

In addition to the buttons found on a mouse, most newer models also have a little wheel nestled
comfortably in between the left and right buttons. If you have one, this wheel can be used to scroll up and
down a document by moving the wheel in the direction of your choice.

To use the mouse wheel to scroll a document, follow these steps:
1. Click the document with your mouse to ensure the WordPerfect window is active.

2. Roll the wheel with your forefinger in the direction you want to scroll.

Moving the wheel in a downward direction scrolls down the document. Moving the wheel upwards
scrolls the document up.

If many technological advances these days seem to be more novel than they are truly useful, the
mouse wheel sure is one exception to this rule. The mouse wheel is one of those innovations that make
you say, 'Why didn't they think of that before?' In fact, after you get used to 'wheeling it," we think you'll
never cruise your document in another way again.

Scrolling the speedy Autoscroll way

WordPerfect 11 gives you another speedy way to scroll your document: Autoscroll (like the Autobahn, but
faster). The Autoscroll button appears in the Toolbar, on the near-right side (see Figure 3-2).
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Figure 3-2: The Autoscroll button.

To use Autoscroll, follow these steps:
1. Click the Autoscroll button.

Don't move your mouse, yet. First, note that a special, two-headed Autoscroll mouse pointer has
appeared in the middle of your WordPerfect window. The pointer looks like the picture on the
Autoscroll button.

2. Move the pointer just slightly down (or up) from center by moving your mouse toward you (or away
from you).

At some point, your document begins to scroll, slowly. If you leave the pointer where it is, the
scrolling continues at that speed.

3. To speed up Autoscroll, move the pointer to a position further up or down from center.
The document scrolls more quickly.
4. To stop Autoscroll, return the pointer to the center of the window or click the mouse button.

Clicking anywhere in your document (or on the Autoscroll button) turns off Autoscrolling and returns
your mouse pointer to normal.

If you don't own a mouse with a wheel, you may find Autoscroll to be an effective tool for you.
However, if you have a mouse wheel, we recommend using it instead. The mouse wheel is a more
natural, intuitive way to scroll a document and frees you from extra clicks of the mouse.



Using the Keyboard: Staying Close to Home
We have concluded that there tend to be two sorts of computer people in the world:

m The mousies, who'd much rather point-and-click their way around the screen than use something as
arcane as a keyboard.

m The punchies, who much prefer the speed of punching keys on their keyboard than being forced to do
all sorts of gyrations with their mouse to move around a document.

If you consider yourself a punchie, you're probably thinking, 'Okay, that mouse is cute to move around a
document, but it slows me down. | don't want to have to lift my hand, grope around for my mouse, and
knock over my coffee cup just to see the next page of my letter.' For you, dear friend, WordPerfect has
navigation keys. You can forget about using the mouse; just press keys to get where you want to go.

The main keys you use are the cursor-control keys, consisting of the left, right, up, and down arrow keys,
and the Home, End, PgUp (Page Up), and PgDn (Page Down) keys.

To move your cursor up or down one line or to move left or right one character, use the arrow keys: These
keys are great for positioning the cursor in an exact spot.

This list describes some of the finer points of using cursor-control keys:

m If the cursor is on the top line of the WordPerfect window and you press the up-arrow key,
WordPerfect does your bidding. To move up a line, WordPerfect must display that line, so it scrolls the
document down a tad. (If the cursor is already at the tippy-top of the document, it can't move upward,
so nothing happens.)

m Ditto if the cursor is on the bottom line of the screen and you press the down-arrow key.

n Don't confuse the left-arrow key with the Backspace key, which usually also has a left-
pointing arrow on it. The Backspace key eats your text as it moves leftward. The left-arrow key just
moves the cursor to the left and slides around below the letters like a hot knife through ice cream.
Also, watch out for the Delete key, which eats text going to the right.

m As you move the cursor, it moves from letter to letter in your text. When you move to the right off the
end of a line, the cursor moves to the left end of the next line. Unlike the mouse pointer, the cursor
can go only where there is text. The cursor must have text to walk around on, as it were; you cannot
move it off the text into the white void of the blank page.

Using Ctrl with the arrow keys

By pressing the Ctrl key while you press an arrow key, you can make the cursor move farther, as shown by
the key combinations in the following list;

m Ctrl+Up: Moves the cursor to the beginning of the current paragraph; if you are already there, Ctrl+Up
moves the cursor to the beginning of the preceding paragraph.

m Ctrl+Down: Moves the cursor down to the beginning of the next paragraph.
m Ctrl+Left: Moves the cursor left one word.
m Ctrl+Right: Moves the cursor right one word.
To use the Ctrl key, press it while you press another key, as though it were the Shift key.

Don't release it until you have released the other key.

Moving farther and faster



How about those other keys we mentioned earlier - the Home, End, Page Down (or PgDn), and Page Up
(or PgUp) keys? You can use them to range farther afield in your documents - an especially useful
capability as they get larger (the documents, not the keys).

You can move to the beginning or end of the line by pressing one of these keys:
= Home: Moves the cursor to the beginning of the current line.
m End: Moves the cursor to the end of the current line.

We use the End key all the time to get back to the end of the line we are typing so that we can type
some more.

You can move up or down one screen of information by pressing one of these keys:

m PgUp: Moves the cursor to the top of the screen. If you are already there, the PgUp key moves up
one screen's worth of text and scrolls the document as it does so.

m PgDn: Moves the cursor to the bottom of the screen. If you are already there, the PgDn key moves
down one screen's worth of text and scrolls the document as it does so.

To move to the beginning or end of the document, press one of these keys:
m Ctrl[+Home: Moves the cursor to the beginning of the document.
m Ctrl+End:Moves the cursor to the end of the document.

If you are wondering how long a document is, press Ctrl+End to get to the end of it. Then look at the
Application Bar to see what page you are on (the number after Pg).



Going Anywhere and Getting Back Again

WordPerfect has a Go To dialog box that you can use to tell it where to go. Unfortunately, you cannot tell
WordPerfect to go where you probably want to tell it to go, but this option is better than nothing. And it's
useful for moving around in really large documents.

There are four — count 'em, four — ways to display the Go To dialog box

Choose the Edit® Go To command from the menu.

m Press Ctrl+G.

m Use the scroll bar’s QuickMenu — that is, point to the scroll bar and click the right mouse button to
display the QuickMenu; then choose the Go To command.

m Click the location section of the Application Bar (the part that gives you the page, line, and cursor
position).

Actually, there are many more than four ways to access the Go To dialog box; you can use the keyboard
or the mouse to choose commands, as well. And you see the Go To dialog box, shown in Figure 3-3.
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Figure 3-3: Use the Go To dialog box to tell WordPerfect where to go.

The Go To dialog lists seven choices to tell WordPerfect where to go! Here’s how to use just the basic
choices in the list:

m To move the cursorto the top (or bottom) of the current page: Click Top of Current Page from
the list (or Bottom of Current Page) and then click Go To or press Enter.

m To move the cursorto the top of a different page: Click Page from the list, click in the Enter Page

Number box, and then type the number of the page you want to goto. Then click Go To or press
Enter.

The Go To dialog box stays on your screen until you click the Close button. With the dialog box on your

screen, you can just jump around from page to page and make edits without closing the Go To dialog box.
(Just click in the document to make edits.)

For those times when you are jumping around in the document and making edits, the Go To dialog box
has a helpful “go back to where | was” feature. To return the cursor to its most recent location, click Edit
Position, and then click the Previous button in the Go To dialog box. Your cursor flies back to its earlier

location like a well-trained homing pigeon. Keep clicking Previous to return to even eatrlier locations. Click
the Next button to return to later editing locations.



Chapter 4: Fooling with Blocks of Text

In This Chapter

m Selecting text with the mouse

m Selecting text with the keyboard

m Extending a selection

m Deleting, moving, and copying selected text
m Copying and pasting with the Clipboard

m Cutting and pasting with the Clipboard

Ever since the first Egyptian hacked his papyrus scroll of Pyramids For Dummies into pages, the idea of
blocks of text has progressed inexorably. The phrase. The sentence. The paragraph. The page. The
chapter. The volume. The tome. When you work in WordPerfect, its text selection both embraces and
transcends these classic ways of dividing text into blocks, so you can handle any lump of text.

Text selection enables you to choose precisely what you want to delete, capitalize, italicize, spell check, or
otherwise word-process. Think of the power - you can surgically excise tedious text, rejuvenate a lackluster
paragraph with screaming 26-point type, selectively subdue injudicious jargon with grammar- or spell-
checking, and eliminate annoying alliteration.

In this chapter, we discuss how to select text using both your mouse and keyboard, how to extend the
selection, and how to do some basic operations with that mass of text you've so carefully chosen. Like
most Windows applications, WordPerfect gives you 60 quadjillion things to do with it after it's selected. We
stick to the simplest methods here, from which you can get the general idea and go on.



Selecting Text: The Point-and-Shoot Approach

To select an arbitrary block of text (from any point to any other point), just follow these steps:
1. Putthe mouse pointer at the beginning of the stuff you want to select.

2. Press the mouse button and drag the mouse pointer to the end of what you want to select.

Text is highlighted as you go, as shown in Figure 4-1.
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Figure 4-1: Selecting (highlighting) text.

3. Release the mouse button.

The selected text remains highlighted, and you can do stuff to it (see the section 'Doing Stuff with
Selected Text,' later in this chapter).

This clicking-and-dragging stuff makes perfect sense if all the text you want to select is on the
screen. But what if the text you want to select starts, oh, say three lines from the bottom of the screen and
extends off the bottom for another couple of lines? Dragging that mouse pointer off the bottom of the
screen could take some doing, but that's exactly what you need to do! To select text off the bottom of the
screen (or the top, for that matter), slowly move the cursor toward the bottom of the screen. At some point,
the text on the screen begins to move upwards, bringing new text onto the screen at the bottom. This new
text is highlighted on-screen because WordPerfect figures you're trying selecting it.

Unless your reflexes are a lot better than ours (a depressingly real possibility), this text will
shoot by so fast that you'll end up highlighting more text than you wanted. Don't panic! More important,
keep holding down the mouse button. Just move the mouse pointer up a little, and the text will stop
streaming by. Now you can find the end of what you wanted to highlight at your leisure, without having to
chase it all over the screen.

Of course, if things really got going, the endof what you want to highlight has now disappeared off the top
of the screen. You guessed it: Don't panic! More important, keep holding down the mouse button. This
time, ever so gently move toward the top of the screen. Soon, text will begin flowing onto the screen from
the top. When you see the place where you want to stop highlighting, move the cursor back down into the
WordPerfect window. Now you can find the end of the text you wanted to highlight. At last, you can give
your index finger a rest and let go of the mouse button.

If all this sounds too involved (and for selecting large amounts of text, it definitely is), you'll probably want
to check out the faster ways to select words, sentences, and paragraphs, or even the QuickMenu



approach, which are all described in an upcoming sidebar.

Highlighting: Chunky or smooth?

Just as peanut butter comes in two varieties - chunky and smooth - so too does text selection in
WordPerfect. By default, WordPerfect prevents you from selecting just a portion of the word.

We find this 'auto-select’ feature sort of '‘chunky' and incredibly annoying. If you also find automatic
word selection to be annoying, you can turn it off. To do so, choose Tools® Settings. In the Settings
dialog box, double-click Environment. Clear the Automatically Select Whole Words When Dragging
To Select Text check box, which appears near the bottom of the Environment Settings dialog box.
Click OK and then click Close, you'll be able to select any characters you want to with the mouse.

If you're new to this sort of marking procedure, it can look weird. Here are a couple of tips:

m If the text you want covers several lines, don't bother dragging the mouse pointer to the end of the line
and then back to the beginning of the next line, and so on. This method wastes effort and looks funny.
Pretend like you're driving in Boston, and simply close your eyes and go. Move boldly and directly
toward your destination.

m You can go backward as well as forward (and up as well as down) - it makes no difference - but you
cannot expand the selection in both directions. The place where you begin must be either a beginning
or end point.



Using the Mouse to Select Words, Sentences, and More

Here are some fast ways to select words, sentences, and paragraphs:

To select a word: Double-click the word (position the mouse pointer anywhere within the word and
then double-click the left mouse button).

To select a group of words: Double-click the first word in the group, and hold down the mouse
button on the second click. Drag the edge of the highlighting (in either direction) to the other end of the
group that you want to select. This method works even if you turned off automatic word selection (see
the 'Highlighting: Chunky or smooth?' sidebar, earlier in this chapter). If you complete this maneuver
successfully, you are eligible to receive your advanced mouse driver's license.

To select a sentence: Triple-click the sentence (move the mouse pointer anywhere in the sentence
and triple-click the mouse button - it's similar to a double-click, but with one more click).

The WordPerfect idea of a sentence is anything that ends with a period and has a space
before the next character. Therefore, the sentence 'i write like e. e. cummings.' contains three
sentences, as far as WordPerfect is concerned.

If you find triple-clicks to be a bit daunting, you can use another convenient way to select a
sentence: Click in the left margin, next to the sentence. (Note that your mouse pointer arrow now
slants to the right.)

To select a group of sentences: This procedure is similar to selecting a group of words. Do the
triple-click described in the preceding item (like the samba, but faster), and hold down the mouse
button on the last click. Then drag the highlight where you want it.

If you like the click-in-the-margin approach to selecting sentences, you can select a bunch of
sentences by clicking in the left margin and then dragging the mouse pointer up or down.

To select a paragraph: Quadruple-click the paragraph (move the mouse pointer anywhere within the
paragraph and click four timesin succession). Yes, the latté consumption in WordPerfect's
engineering department must be at record levels if those people believe that you can quadruple-click
without stuttering, but there it is: Four quick clicks of the mouse button nabs you a paragraph.

If you drink only decaf (such as Decaf Sumatra or New England hazelnut-acorn blend - our
favorites), you may find the Alternative Paragraph Selection Method to be easier. Move your mouse
pointer into the margin, to the left of the paragraph (where the mouse pointer turns into a right-slanting
arrow), and double-click.

To select a group of paragraphs: You guessed it: Hold down the mouse button on the fourth click
and drag. Or click twice in the left margin and drag.

Table 4-1 summarizes all of these point-and-click actions for you.

Table 4-1: Selecting Text with Your Mouse



To Select Perform This Action

‘ Word ‘ Double-click the word

Group of words Double-click the first word, then drag mouse to the last word you
want to highlight
‘ Sentence ‘ Triple-click anywhere in the sentence
Group of sentences Triple-click the sentence, and then drag the mouse to the last
sentence you want to highlight
‘ Paragraph ‘ Quadruple-click anywhere in the paragraph
Group of paragraphs Quadruple-click anywhere in the paragraph, and then drag the

mouse to the last paragraph you want to highlight

What about selecting a page? Logically, this procedure should consist of five clicks, but even the highly
wired WordPerfect engineers decided that five clicks was beyond their motor skills. Instead, to select a
page, try the QuickMenu approach, described in the next section.

The QuickMenu approach

You can select sentences, paragraphs, and pages by using the QuickMenu (or pop-up menu). First, click
anywhere within the sentence, paragraph, or page you want to select. Then move your mouse pointer to
the left margin (where the shadow cursor goes away and the mouse pointer turns into a mouse pointer
tipped to the right). With a quick right-click, you get the QuickMenu shown in Figure 4-2.

Select Sentence
Select Paragraph
Select Page
Select All

What's This?

Margins...
Comment...
Sound...
Subdocument...

Figure 4-2: Use the left margin QuickMenu for selecting text and other cool stuff.

Now you get a chance to select a sentence, paragraph, page, or even the All option. Click your choice
(using either mouse button), and the sentence, paragraph, or page you originally clicked is highlighted.
Notice that the menu has no option to select a word. You have to point and shoot with the mouse to select
a word or group of words.

The Menu bar approach

You can also select a sentence, paragraph, page, or the entire document by using the main menu. Just as
you do with the QuickMenu, you begin by clicking anywhere within the text you want. Then you choose the
Edit® Select command, which has most of the same options as the QuickMenu.

The Edit® Select menu has one additional option, and we think it's pretty cool. Actually,
when you need it, it's a real life-saver, but in all honesty, you'll only need it once in a blue moon. Notice
that, when you select text that extends over more than one line, your selection goes to the end of the first
line and then starts at the beginning of the second line, and so on until you get to the end of the selection.



But what if you just wanted to select a rectangular selection of text? Some day you will, and when you do,
you'll be glad you knew about the Edit® Select® Rectangle command. (For example, the rectangle
approach would let you select the first five characters on each of ten contiguous lines.) Give it a quick try
now and remember it for later.



Selecting Text with the Keyboard

Most people prefer to use the mouse for text selection, since it's natural, even second nature, to just click
something you want to select, and point-and-click often seems easier than remembering all sorts of key
combinations to perform the same action. Still, some people prefer to keep their hands on the keyboard.
Fortunately, many alternatives are available for the rodent-averse among us, whom we prefer to call
Speedy Typists. All these alternatives involve the navigation keys.

The navigation keys are the arrow keys and the associated pad of keys that have such useful-looking
names as Home and End. If you use the keyboard for selecting text, first read the section on using the
keyboard in Chapter 3.

Here's the highly complex secret of selecting text with the navigation keys: Hold down the Shift key, and
press the navigation keys. That's it - really. To be painstakingly specific, these steps show you what to do:

1. Position the cursor at the beginning or end of the text you want to select.
Click the mouse at that position or press the navigation keys to move the cursor.
2. Hold down the Shift key.

3. While you hold down the Shift key, use the navigation keys to stretch the selection area to the other
end of the text.

The selected text is highlighted, and you can do stuff to it (see the section 'Doing Stuff with Selected

Text,' later in this chapter).

Table 4-2 shows you how to select text from where the cursor is positioned.

Table 4-2: Key Combinations for Selecting Text

‘ To Select Text Up To ‘ Press

‘ Next character ‘ Shift+® (right arrow)

‘ Preceding character ‘ Shift+- (left arrow)

‘ Beginning of next word ‘ Shift+Ctrl+® (right arrow)
‘ Beginning of current word ‘ Shift+Ctrl+- (left arrow)

‘ Same position, down one line ‘ Shift+ (down arrow)

‘ Same position, up one line ‘ Shift+- (up arrow)

‘ End of line ‘ Shift+End

‘ Beginning of line ‘ Shift+Home

‘ Beginning of next paragraph ‘ Shift+Ctrl+~ (down arrow)
‘ Beginning of current paragraph ‘ Shift+Ctrl+- (up arrow)

‘ End of document ‘ Shift+Ctrl+End

‘ Beginning of document ‘ Shift+Ctrl+Home

‘ Bottom of screen ‘ Shift+PgDn

‘ Top of screen ‘ Shift+PgUp

‘ Bottom of document ‘ Shift+Ctrl+PgDn

‘ Top of document ‘ Shift+Ctrl+PgUp

‘ End of street ‘ Accelerator pedal



Beginning of tape Rewind button




Extending Selections

Suppose that you just finished carefully selecting text. With sudden shock, you see that you really should
have selected more than you actually did. You are consumed by regret and self-recrimination. Ah, how
much like life itself is word processing. Unlike life, however, WordPerfect gladly lets you select more text -
or less, for that matter. You don't even have to make the selection over again; simply extend your
selection. To extend a selection you have already made, follow these steps:

1. Hold down the Shift key.
2. With the mouse pointer anywhere in the selected text, hold down the left mouse button.

The endpoint of the selection shrinks back to the point where you clicked, and you can drag it back
and forth with the mouse.

Of course, you can do the same thing from the keyboard; follow these steps:
1. Hold down the Shift key.

2. Press any of the navigation keys to move the endpoint - just as you did to make the original
selection.

WordPerfect doesn't allow you to change the original starting point of a selection; you can
move only the end that you moved the first time.



Doing Stuff with Selected Text

This section might as well be called 'Doing Stuff with Molecules,’ for the breadth of discussion it opens.
This list shows but a few of the many things you can change after you select text:

m Font stuff: You can change the font face, size, color, and style.

m Paragraph layout: Move a paragraph, change the line spacing, change indents, and all that good
stuff.

m Position:Decide where you want the text to appear on the line.
m Orientation:You can change the text to be vertically oriented if you please.

m Capitalization: Change the capitalization of your text, including uppercase, lowercase, mixed, and
more.

You can also delete, cut, copy, paste, move, replace, search, spell check, grammar check, or typeset the
text; turnit into a bulleted or numbered list; or convert it to a subdocument. We could go on, but our heads
start to spin just thinking about all of the things you can do with selected text. Because these topics are
covered in most of the other chapters in this book, don't look for all of them here; check out those topics in
the index or table of contents. However, let us point out three basic operations that you can do with your
selected text: delete, move, or copy it.

Deleting text

The fastest, easiest, and (depending on how you feel about the document at hand) perhaps most useful
thing you can do with selected text is delete it.

After you select text, just press the Delete key (or the Backspace key). The text goes away, never to return.
It doesn't utterly, completely go away, however; it passes on to the next dimension, from which you can
recall it with the Undo command (see Chapter 5).

Moving text

Another simple, useful task is moving text. Just select what you want to move; then drag the highlighted
text where you want it. The text doesn't actually move, however; only the cursor (or shadow cursor) moves.
The text moves after you release the mouse button.

If you move your mouse pointer into white space, the shadow cursor shows you where your text will
actually end up. On the other hand, if you're just dragging some words around in your text, the regular
cursor moves around in that text to tell you where all this dragging will take your words. When you release
the mouse button, the move is complete.

Copying text

You can copy text by using almost exactly the same technique you use to move it. To copy, hold down the
Ctrl key while you drag. A copy of the selected text is placed in the new location. The original selected text
stays put, just where it was.



Using the Windows Clipboard

Before we go on to cutting and pasting, we should stop to appreciate how Windows has simplified,
amplified, and utterly transmogrified our lives by providing a way to cut and paste text and other electronic
stuff within and between Windows programs.

Windows sports a handy utility called the Clipboard, which is a temporary haven for selected text, a
graphic, or another thingamajig that you cut or copy into it. You can then paste the thing you added to the
Clipboard into your document or into another Windows program.

Copying and pasting with the Clipboard

Suppose that you are writing a contract for Dingelhausen-Schneitzenbaum Furniture Prefabrication
Company and you are oddly averse to typing Dingelhausen-Schneitzenbaum Furniture Prefabrication
Company more than once. Copying and pasting saves your fingers and your sanity by enabling you to
make multiple copies of Dingelhausen-Schneitzenbaum Furniture Prefabrication Company all over your
contract. (Guess which feature was useful in writing this paragraph.)

Maximum occupancy: 1

The Windows Clipboard can contain only one thing at a time. If you copy or cut out
something new, the old contents of the Clipboard are wiped out. In addition, the Clipboard is only a
temporary storage facility, so when you close or log out of Windows, the contents of the Clipboard are
wiped out too.

To copy some text, follow these steps:
1. Select the text.

2. Click the Copy button on the Toolbar or press Ctrl+C.
3. Click where you want the new copy.
4. Click the Paste button on the Toolbar or press Ctrl+V.

When you click the Copy button (or press Ctrl+C), WordPerfect copies your selection to the Windows
Clipboard. The text stays in the Clipboard until something else replaces it, so you can paste as many
copies as you want. If you were to switch to another Windows program, you could typically copy text there,
too, as long it knows what to do with text.

WordPerfect is smart about including spaces after periods and commas when you cut or paste words and
phrases. You may notice that it removes extra spaces after a comma and inserts a space after a period.
Wicked cool!

Cutting and pasting with the Clipboard

Cutting and pasting isn't much different from copying and pasting. The only difference is that the original
selection gets removed as soon as you cut it.

Keyboard skills to last a lifetime

The keyboard commands that are used for cutting, copying, and pasting in WordPerfect (Ctrl+X,
Ctrl+C, and Ctrl+V, respectively) are used in nearly every other Windows program. For this reason, it's
slightly to your advantage to learn and use these commands rather than the WordPerfect menu
commands. True, the keyboard names are not particularly mnemonic. We keep track of them by
remembering that the X, C, and V keys form a cute little row on the bottom row of the keyboard in this



order: cut, copy, and paste.

To cut and paste some text, follow these steps:
1. Selectthe text.

2. Click the Cut button on the Toolbar or press Ctrl+X.

The selected text vanishes, but a copy is kept in the Clipboard.
3. Click in the location where you want to paste the text.
4. Click the Paste button on the Toolbar or press Ctrl+V.

Just as with copying and pasting, you can paste as many copies as you want. As with copying, if you cut
something new, it replaces the old stuff in the Clipboard.

Using the QuickMenu approach to Clipboarding

If you have trouble remembering Ctrl+C, Ctrl+X, and Ctrl+V, or where the Copy, Cut, and Paste buttons
are on the Toolbar, the QuickMenu is just your cup of (instant) tea. To order from the QuickMenu, follow
these steps:

1. Select something.

Make sure that your mouse pointer is somewhere in the text area - not on a menu or in the margins.
2. Right-click the selected text.

A QuickMenu appears.
3. Choose Cut, Copy, or Paste from the QuickMenu.

The Clipboard usually copies any character formatting, such as font, size, or color, along with
the text. If you don't want to copy the formatting, choose Paste Without Font/Attributes from the
QuickMenu.

4. Click in the location where you want to paste the copied text, or move the cut text and click the
Paste button (or press Ctrl+V).

Copying between documents with the Clipboard

The Clipboard is particularly useful for copying between documents. Because WordPerfect
allows you to have more than one document open at a time, you can copy text in document A and
paste it in document B. See Chapter 12 for more information about having more than one document
open at a time.




Chapter 5: Making Text Improvements

In This Chapter

You've probably seen those house fix-it-up programs on TV in which the host works to restore a wreck of a
house and change it into something beautiful. Not every home featured on these shows is transformed into
a king's mansion, but each house is fundamentally improved, bringing out the best of that structure and

Deleting one character at a time: Backspace and Delete
Deleting blocks of text

Using insert and typeover modes

Undoing and redoing

Searching, finding, fixing, and replacing

Checking your spelling and grammar

Using the Thesaurus and the Dictionary

getting rid of the ugly stuff in the process.

WordPerfect can be thought of as something much like the host of a program like that (perhaps one we'd
callThis Old Document). In fact, much of your time spent within WordPerfect is to perform a similar task -
transforming a document you created into something striking (or at least acceptable). Not that
WordPerfect by itself can change your document into the next Grisham novel, but it can assist you to bring

out the best of what you've written and get rid of the mistakes.

In this chapter, we look at how to tweak and improve your document, using several tools in the

WordPerfect toolbox that can make this process easy for you.



Deleting Text

We often wonder how writers in the pre-computer era ever managed to write long documents, let alone
books. In the woebegone quill-and-ink and typewriter days, deleting a chunk of text smack dab in the
middle of a document was a major deal, involving many late nights of rewriting just to get the printed text
right. In fact, we believe you can trace the long, sordid relationship of writers and their caffeine to this age-
old deletion problem.

But as S.E. Hinton once wrote, 'That was then, this is now." In the digital, high-tech world, deleting text in a
document is a breeze. In fact, you might have so much giggly fun deleting text in WordPerfect that you
start typing gibberish just so you have an excuse to remove it later.

Dealing with Backspace and Delete

The simplest way to delete a block of text is to selectit (highlight it) with your mouse or keyboard and press
the Delete or Backspace key. For the full details about selecting text, see Chapter 4.

You can delete one character at a time in these two ways:
m The Delete key deletes the character afterthe cursor.
m The Backspace key deletes the character beforethe cursor.
In either case, the text closes up behind you as you go. Surgery without scars.

Make sure that you don't have any text selected if you want to delete just one character at a
time. If you press either the Backspace or the Delete key when text is selected, all the selected text is
deleted all at once.

If you would rather not take your hand off the mouse to delete, just select your text, right-click, and then
choose Delete from the QuickMenu.

If you find you do something wrong with the Delete or Backspace key, simply click the Undo button to get
back any text you didn't want to remove.

If you think that you may be able to reuse the text you're deleting, you can cut the chunk out (choose
Edit® Cut) rather than deleting it, so you can paste it (choose Edit® Paste) in later (see Chapter 4).
However, because the Clipboard only stores a single chunk of text at a time, it is best to use the Clipboard
right away before you go on and do something else. Otherwise, you may forget all about the text fragment
and accidentally replace it with something else you are cutting or copying.

A much safer alternative is to move the questionable block of text to the very end of your document. Then,
as you work to refine your text, you can return to this fragment later to make afinal decision on its use.
However, if you do choose this option, just make sure clean out the questionable text blocks before you
finish your document!

Deleting secret codes

If the formatting of a block of text changes while you are deleting, you probably deleted one
of WordPerfect's secret codes. You can either undelete the deleted code using the Undo command
(see the section '‘Just (Un)Do It, later in this chapter). Otherwise, just reformat text back to the way you
want it to look. We discuss secret codes in detail in Chapter 9.

Using insert and typeover modes

If you're replacing existing text, one of the simplest ways to delete the old stuff is to type right over it. By



default, WordPerfect is set up in insert mode. Insert mode means that when you enter text, WordPerfect
inserts the letters wherever the cursor is positioned. However, if you'd like to type over your old text instead,
use typeover mode. Typeover mode means that the letters you type replace (or type over) the characters
to the right of the cursor.

You can switch between insert and typeover modes by pressing the Insert (or Ins) key on your keyboard or
by clicking the Insert/Typeover button on the Application Bar (see Chapter 2 for more on the Application
Bar).

When you're in typeover mode, position the cursor where you want to begin; anything you type then
overwrites the old text as though it had never been there.

A ghost of the former text does remain, however, in the form of character formatting, such asiitalics. If the
original text included 20 characters in italics, the new text also has 20 characters in italics. Hmm. This
situation may not be what you had in mind (see Chapter 6 to learn how to format text in italics or to get rid
of this type of formatting).

WordPerfect has a way to replace text without changing to typeover mode. Just select the text you
want to replace and then begin typing. WordPerfect deletes the original text and puts in your new text. For
information about selecting text, see Chapter 4.

If you find that you appear to be typing over text when you want to insert text, check out the
Application Bar at the bottom of the WordPerfect window. If you're in typeover mode, you'll see an
indicator that says t ypeover . Switch back to insert mode by pressing the Insert key or clicking the
Insert/Typeover button on the Application Bar.



Just(Un)Do It

Unfortunately, in real life, people have to live with the slip-ups they've made in their lives. Bummer, eh?
The cool thing about WordPerfect is that you don't need to ever say to yourself what could have been
when writing a document, because of a remarkably clever command called Undo. Delete a sentence and
suddenly wish you hadn't? No problem; simply undo your mistake. Or perhaps you pasted text in from
Clipboard into the wrong location. No problem, just undo.

To perform undo simply click the Undo button on the Toolbar (or press Ctrl+Z or choose Edit® Undo).

WordPerfect can usually undo whatever the last command did to your document, including deleting text,
adding a new sentence, adding a table, and so on. After WordPerfect undoes your last action, it positions
the cursor at the scene of the crime in your document (that is, at the place where that last action took
place).

And for those times when you say 'l wish | could undo my undo,"' WordPerfect hands you the Redo
command. Toredo an action you just undid, click the Redo button on the Toolbar (or press Ctrl+Shift+Z or
choose Edit® Redo).

Keep in mind the following tips when using Undo and Redo:

m Multiple steps of Undo and Redo: WordPerfect keeps track of the last ten actions you perform on
your documents and allows you to undo each of them, one at a time. So, when you click Undo once,
the last action you've made is undone. If you click it again, the second to last action is undone. And so
on. (See the section 'Tweaking the Way Undo Behaves,' for details on how to increase the number of
actions to keep track of.)

n Undo and Redo lists: The Undo button on the Toolbar has a down arrow beside it.
If you click the arrow, a list of the last ten actions that you've taken to your document appears. If you'd
like to undo several of these actions at once (rather than clicking the Undo button multiple times), you
can select all the actions from the list. WordPerfect then returns the document to the state it was at
before the last action you selected was taken. The Redo button has a similar list.

m Not every action is undoable: Although nearly all add, delete, or formatting operations you perform
can be undone, not every WordPerfect command can be backtracked using Undo. For example,
saving a file is a permanent action and can't be undone. As a general rule, anything that involves just
the current state of your WordPerfect document can be undone, but if it involves writing the file to disk,
then that action is beyond what undo can take you back from.

m Saving a file wipes the slate clean: When you save a file, the Undo list is usually cleaned out, never
to return; so make sure everything is exactly as you want it before saving your document. (See the
section,' Tweaking the Way Undo Behaves,' for instructions on how to tell WordPerfect to save the
Undo/Redo list with your document.)

Undo can get you out of many atight spot when you are writing documents in WordPerfect. Now, if only
computer engineers can figure out a way to add that Undo button to real-life. . . .



Tweaking the Way Undo Behaves

WordPerfect gives you the ability to customize how Undo behaves for you. To do so, choose Edit®
Undo/Redo History and click the Options button in the dialog box that is displayed. In the Undo/Redo
Options dialog box, you can adjust the following options:

m Number of Undo/Redo items: Usually, WordPerfect lets you undo the last ten things you have done
by using the Undo/Redo History dialog box. But heck, if you find that WordPerfect isn't remembering
quite enough, you can go crazy and crank up the number of items in the Undo list all the way to 300
(that's the limit). To change the number of actions WordPerfect remembers, set the number to
whatever you need in the Number of Undo/Redo items box

Try to keep this number as small as you can to avoid bogging WordPerfect down.

m Save Undo/Redo items with document: If you'd like to save your Undo/Redo history with your
document, click the checkbox beside the Save Undo/Redo items with document text. This option
enables you to preserve your history as part of the document. You can even close the document and
reopen it - your Undo list is still there.



The Search for Sanity - Finding Text in a Document

If you have lost your marbles, your cool, or your sense of values, you have come to the right place.
WordPerfect's Find and Replace command can help you find them. (WordPerfect can also help you
replace them with something better - such as cottage cheese for marbles. You find out about replacing
text in the section called 'Finding and Replacing Text,' later in this chapter.)

In the normal scheme of things, the search for the word sanity requires a journey of only two, or perhaps
three, steps in a WordPerfect dialog box:

1. Choose Edit® Find and Replace from the Menu bar or press F2.

The Find and Replace dialog box, shown in Figure 5-1, springs to your aid.
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Figure 5-1: The Find and Replace dialog box.

2. Type thetext you're looking for.

It appearsin the Find box, where you can edit it (if you want to) by moving the cursor around, using
the Backspace and Delete keys, and so on.

3. Click the Find Next button (or press Enter) to search toward the end of the document.
4. To search toward the beginning of the document, click the Find Prev button.

If the text you're looking for exists, it appears highlighted in the document window. If the text that
WordPerfect found is not the precise instance of the text you want, just click the Find Next or Find Prev
button again until you get it.

If your quest is futile, WordPerfect displays a window saying that it cannot find the text. Reassure it that
you're not mad by clicking the OK button.

If you want to search for something you looked for recently, click the down-pointing arrow to the right
of the Find box. WordPerfect displays a list of recent searches you've done.

Changing the way you search

The Find and Replace dialog box has its own little Menu bar. If the Find and Replace option is working the
way you want it to, then we'd recommend you skip this menu altogether. But if Find and Replace is driving
you crazy, look here to see if you can get it to behave a little more to your liking.

The Find and Replace function has five options, which you can check out by choosing Options from the
Menu bar in the Find and Replace dialog box. Those options are as follows:

m Begin Find at Top of Document: Unless this option is checked, WordPerfect starts looking for what
you're trying to find at the place you currently are in the document. Usually, this is what you want, but if
you want to make sure you've found the first place your text appears in your document, click Begin
Find at Top of Document.

m Wrap Text at Beg/End of Document: This is what WordPerfect usually does: It searches starting



where you currently are in the document and, when it gets to the end, it continues searching from the
beginning. That way, if what you're looking for appears before the place where you currently are in the
document, you'll find it anyway. WordPerfect is even smart enough to know where it started, so that
after it loops around to the beginning of your document again, it stops when it finds the last occurrence
of your text before the place where you started searching.

m Limit Find Within Selection: Often you're only interested in looking for text in a particular part of your
document. For example, if you're looking for a bit of text in the paragraph you're currently working on,
you can select the text you want to look in and use the Limit Find Within Selection option to force
WordPerfect to focus its search. This is particularly useful if you have a really long document.

= If you select text before entering the Find and Replace dialog box, the Limit Find Within Selection
option is automatically selected for you.

m Include Headers, Footers, and so on in Find: By default, WordPerfect searches everything,
including headers, footers, footnotes, and other stuff that doesn't exactly appear in the body of your
document when it's searching for text. If for some reason you don't want WordPerfect to look at that
stuff, you know what to do: Click this menu item to turn this option off. (Take a peek at Chapter 8 for
more info on using headers and footers.)

m Limit Number of Changes: This option enables you to limit the number of instances that
WordPerfect automatically changes text that you ask it to find and modify. We discuss finding and
replacing text later in this chapter.

You can select, in your document, the text for which you want to look before you use the Edit® Find
and Replace command (or press F2). When you do that, the text appears automatically in the Find box as
the text to search for.

Searching for sanity and finding insanity

By default, WordPerfect assumes that you are just looking for a set of characters, even within a word. As a
result, finding the wrong word - for example, finding the word insanity when you're searching for the word
sanity - is a common problem. Good news - this condition is quite treatable. Your therapy is on the Find
and Replace dialog boxs Menu bar. We prescribe choosing Match® Whole Word from the dialog box's
Menu bar. The phrase Whol e Wor d appears below the Find text box to remind you.

Certain things you select in the Find and Replace dialog box, such as Whole Word mode,
aresticky, which means that they stay selected until you change them or until you close the dialog box.
When you select these items from the dialog box's Menu bar, you see a check mark next to these
commands if they are on. The words you type for Find and Replace With are also sticky.

The capability to find a set of characters, even within words, is a useful feature. If you're searching a
document for discussions of reliability,for example, you may also want to find unreliability, reliable, or
unreliable.You can find any of these words by entering reliab (with the Whole Word option turned off) as
your search text.

Getting picky about what you find

Most of the time, you don't much care what kind of sanityyou find. Anything will do: Sanity, sanity, sanlty,
orSANITY. Obligingly, the Edit® Find and Replace command ignores the fine points, such as what's
uppercase and what's lowercase, by default.

If you are picky about which typeface, size, style, or case you want to search, don't give up - just put a
Match to it. That is, you choose Match from the Find and Replace dialog box's Menu bar. When you
choose Match® Case, Find pays attention to the uppercase or lowercase letters you type in the Find box,
and it finds only versions of the text that are identically typed. WordPerfect reminds you about this feature
by displaying Case Sensiti ve below the Find text box



When you choose Match® Font, WordPerfect displays the Match Font dialog box, which enables you to
look for sanity in Arial, boldly, if you want. Check off what you want by pointing and clicking. Click OK
when you finish.

If you are among the WordPerfect secret-code cognoscenti, be aware that you can also
find codes. You can look for specific codes, suchas Lft Mar and Bot Mar, by choosing Match®
Codes from the menu in the Find and Replace dialog box. If you would rather type a specific code, choose
Type® Specific Codes from the Menu bar in the Find and Replace dialog box. (See Chapter 9 for full
details on how to become like James Bond and read these secret codes.)



Finding and Replacing Text

If your forthcoming best-seller, The Search for Sanity, just isn't working out, don't go crazy. Just replace
sanity with chocolate ,for example, and see how it hangs together. To accomplish this literary feat, use the
same Edit® Find and Replace command (or press F2) that we describe in the preceding sections. But
now you get to explore the further reaches of the dialog boxin Figure 5-1: the Replace With box and the
Replace and Replace All buttons. In the normal scheme of things, replacing sanitywithchocolateis
simple. Follow these steps:

1. Choose Edit® Find and Replace from the Menu bar (or press F2).
2. Type the text that you want WordPerfect to find and replace in the Find box.

If you select sanityin your document before issuing the command, the word appears automatically
in the Find text box.

3. Click in the Replace With box and type the replacement word or phrase (chocolate, for example).
4. Click either Find Next or Find Prev.

WordPerfect goesin search of your search text (sanity,for example). If it finds sanity,WordPerfect
highlights it; if WordPerfect doesn't find it, it tells you so.

5. If your text has been found, you can click Replace to replace it.
The ever-eager Replace goes in search of any additional instances of your search text.
6. To search earlier in your document, click the Find Prev button rather than the Find Next button.

You can search the entire document by choosing Wrap at Beg/End of Document or Begin Find at
Top of Document from the Options menu. (For more details about these options, see '‘Changing the
way you search,' earlier in this chapter.)
Find and replace tips
This list shows some general tips for replacing text:
m The quickest way to find or replace text is to press F2.

m The commands in the Type, Match, and Options menus work the same way as they do for finding text.

= When you type something in the Replace With box, the Replace command appears on the Find and
Replace dialog box's Menu bar (until now, it's been a barely visible, pale gray).

m To replace every instance of the text in your search, click Replace All rather than Replace.
WordPerfect changes all instances at the same time, without asking for you to review and approve the
changes. You can achieve fast results, but you also can do a lot of damage very quickly.

For example, unless you turn on Whole Word mode (from the Match menu), you can end up
replacing not only sanitywithchocolate,but also insanitywithinchocolate.

Before we scare you away from ever using the Replace All option, let us remind you of
that nifty Undo command you read about earlier in the chapter. You can undo an entire Replace All
operation with a single click of the Undo button. Whew!

m To delete every instance of the text in the Find box, first put a space in front of the text in the Find box;
then put nothing at all (not even a space) in the Replace With text box. This step makes sure that you
don't end up with two spaces where the deleted word used to be.

= You can leave the Find and Replace dialog box displayed while you work on your document, which



can be helpful if you do a great deal of editing. To edit your document while the dialog box is visible,
simply click your document and begin typing.

m To replace only a limited number of instances of your Find text, choose Options® Limit Number of
Changes from the dialog box's Menu bar. The Limit Number of Changes dialog box appears, in which
you can specify the maximum number of changes you want to make. For example, if you only wanted
to make five changes, enter 5in the dialog box. When used in combination with Replace All,
WordPerfect replaces only the first five instances of the text.

Finding and replacing all forms of a word

Here's a cool feature: WordPerfect can search for not only a specific word but also all forms of that word,
including plurals and past tenses. If you write a short story about skiing in Vermont, for example, and later
decide to change the setting to Bermuda, you can replace all forms of the word ski with the equivalent
forms of the word surf. Skiing becomes surfing,skied becomes surfed - the whole shebang.

To tell WordPerfect to find or replace all forms of a word, choose Type® Word Forms from the Menu bar
in the Find and Replace dialog box WordPerfect tells you that it will now ook for word forms by displaying
Word Forns of below the Find and Replace With boxes.

To search for all forms of a word, type the simplest form (singular, present tense) of the word you want to
search for (such as ski) in the Find box, and click the Find Next or Find Prev button. WordPerfect finds the
next occurrence of the word in any of its forms. Cool!

To replace all forms of one word with the matching forms of another word, type the simplest forms of the
two words (such as ski and surf) inthe Find and Replace With boxes and then click the Find Next or Find
Prev button.

WordPerfect finds the first occurrence of the word you are looking for; displays the word in the Find box;
and displays, in the Replace With box, the word with which it plans to replace the original word. If
WordPerfect found skied, for example, it displays sur f ed in the Replace With box. If you want to make
the change, click the Replace button; if not, click the Find Next or Find Prev button again. Either way,
WordPerfect searches for the next occurrence of the word.

Using the Replace All button when you replace word forms is not always a great idea. You can
get into trouble if the word you are searching for has other meanings, if it can be used both as a verb and a
noun, or if it can be used in noun phrases. (Do you really want WordPerfect to change ski poles to surf
poles, for example?) It's a good idea to eyeball the replacements WordPerfect suggests as they go by.



Typing Less-Than-Perfect Words

Given that the name of the software you are using is WordPerfect, you might think that you can'ttype
anything but perfect words. Perhaps they'll introduce that feature in version 12, but the WordPerfect
software designers are getting there with their as-you-go automatic proofreading tools.

As you type along, you may notice that a couple of different things are going on, besides having words
appear on your screen. Some of your words have a wavy red underline. Some of your words have a wavy
blue underline. (Wavy green underlines mean you've been staring at the screen for too long!) In addition,
WordPerfect's Property Bar politely suggests words that perhaps you meantto type, but didn't because
you undoubtedly were distracted.

If you can type while you're looking at the screen instead of looking at your fingers, you'll find that
WordPerfect also changes some of your words as you type by using its QuickCorrect feature. Are these
features the last word in convenience or just plain meddlesome? Well, perhaps both. Read on.

Spell-As-You-Go makes you seered

As you do your work, WordPerfect looks over your shoulder, and it feels compelled to point out words it
cannot find in its dictionaries (more accurately called word lists). It does this by underlining those words
with a red, wavy line. Thoughtfully, WordPerfect usually has a suggestion about what you may mean
instead of what you typed. This feature is called Spell-As-You-Go, and you turn it off and on from the
Proofread selection on the Tools menu. (See the section 'Turning on and off Spell- and Grammar-As-You-
Go, for details.)

To find out what WordPerfect thinks you should have typed, right-click the underlined word. WordPerfect
displays a list of suggested words or actions (such as Delete Duplicate for duplicated words), along with a
few other options. You can add this unrecognized word to WordPerfect's word list, skip it in this document,
or open the full-fledged spell checker, which we talk about in a minute.

If the word you want is in the list that is displayed, you're in luck - just click the word, and WordPerfect
automagically substitutes that word for the original. (If the word More appears in the list, click More for
additional words.) If the word you want is not in the list, you have another choice: You can tell WordPerfect
that what you typed really is aword and should be considered to be one from now on.

If the word you typed really isn't a word (or at least not a word that WordPerfect recognizes), but you'll be
using it a lot in this document anyway, you may want to tell WordPerfect to ignore it. You may want
WordPerfect to ignore product names, company names, and town names that you are using in just one
document. You may get tired of seeing SoVerNet (the Sovereign Vermont Internet provider) underlined as
you write a review of rural Internet service companies. On the other hand, when you're done with this
study, you'll probably never write about those companies again. If so, add SoVerNet to the word list for this
document by clicking the Skip in Document menu option when you right-click SoVerNet.

You may see other words underlined as well, usually when two of them are in arow. Every once in a while,
you'll be forced to write something awkward, such as 'l had had a thought that that might be a good idea.’
WordPerfect (and your high school English teacher) would really rather that you didn't do this, and it tells
you so by underlining the repeated words. However, you can tell WordPerfect to ignore the situation by
choosing Ignore from the QuickMenu.

Grammar-As-You-Go says that you blue it

Always keeping your best interests at heart, WordPerfect is happy to point out words you perhaps didn't
actually mean to type. If Grammar-As-You-Go checking is turned on, WordPerfect both spell checks and
grammar checks as you type. To turn it on, choose Tools® Proofread® Grammar-As-You-Go from the
Menu bar. Grammar checking puts a blue, wavy underline under words commonly used incorrectly like
hear and here, or their, there, and they're. Just as for a spelling error, right-click the underlined word and
WordPerfect tells you what kind of error it suspects you may have made and gives you a list of possible



corrections.

We've never found this feature to be of much use, but if you want to explore it further, look in the section
'Flying the Spell Checker yourself' just ahead. It talks about the Grammar Checker as well, because the
two tools work together.

Turning on and off Spell- and Grammar-As-You-Go

You can stop WordPerfect from looking over your shoulder and correcting your spelling and your
grammar. Just choose Tools® Proofread from the Menu bar. You have four options: Off turns off Spell-
As-You-Go and Grammar-As-You-Go; Spell-As-You-Go underlines your spelling errors in red; Grammar-
As-You-Go underlines grammar error in blue; and Prompt-As-You-Go suggests replacements for
misspelled words as you type. Click to clear the checkmark next to Prompt-As-You-Go to turn off that
feature.

But beware! You may decide that your file is all ready to print just because it doesn't have any wavy
underlines in it. We wish we could tell you that we've never centfiles to the printer with therewrong words
in them, but as you can probably sellfromhis sentence, WordPerfect's spelling tool can't tell whether you
used the write word in your document; it can only tell whether the words you did use are spelled correctly.
(However, WordPerfect's Grammatik grammar checker, described later in this chapter, does check for
that sort of problem.)

Prompt-As-You-Go suggests perfect words

WordPerfect is not content simply to correct your misspellings. No, it wants to help you choose the perfect
word for the job. (If it didn't, it wouldn't be called WordPerfect, now would it?) As you type along, you may
notice that a little box (called the Prompt-As-You-Go box) at the right end of the Property Bar is either
blank or contains the last word you typed, in red, blue, or black. (The Property Bar is the one just above
your document.) Prompt-As-You-Go combines spelling, thesaurus, and grammar-checking functions all in
one feature.

If the Prompt-As-You-Go box is white, but empty, WordPerfect has no suggestions for improving your
word. If the boxis gray, the feature is turned off. Choose Tools® Proofread and then in the menu that
appears, click the blank area just to the left of Prompt-As-You-Go to turn the feature on. (A check mark
appears if the feature is already on.)

If your original word appears in that box and is colored red, WordPerfect thinks that the word may be
misspelled; if blue, that it is ungrammatical. If the word is in black, the word is okay, but WordPerfect lists
alternative words you might prefer. Click the little down-triangle beside your word in the Prompt-As-You-
Go box, and WordPerfect gives you a list of possible replacements. To choose a replacement from the
list, click the replacement word. To check other words in your document with Prompt-As-You-Go, just click
them.

QuickCorrect changes your words even as you type them

Welcome to the magic world of QuickCorrect. This is another terrific feature that we love: You don't have
to know anything about it, and it usually does just what you want it to. As your high school typing teacher
could tell you in an instant, most typing mistakes fall into a few general categories: reversing two letters,
putting the space after the first letter of a word rather than before, capitalization errors, and really dumb
spelling errors we wouldn't make if we weren't typing so fast.

The folks at WordPerfect figured that if these were such simple common errors, why not have
WordPerfect fix them for you? That's exactly what QuickCorrect does. For example, try to type teh as a
word in your WordPerfect document. No matter how hard you try, WordPerfect changes it to ‘the.’
WordPerfect figures (correctly, we suspect) that you meant to type the.

If for some reason you really did want to type teh (like, maybe tehis the name you have chosen for



your newly discovered subatomic particle), you have to get kind of clever. To keep WordPerfect from
QuickCorrecting something, add an extra letter to the end so that WordPerfect doesn't recognize it. For
example, you could type tehh. Then type a space after it to tell WordPerfect you're really done with this
word. Now you can go back and get rid of the extra h. This is a quick, if clumsy, way to work around
QuickCorrect in a pinch. For a more permanent solution, there is a better way.

If you find that WordPerfect is constantly correcting you in ways you don't want (like substituting theforteh)
- or failing to correct errors you make often - you need to take a look at the QuickCorrect dialog box.
Choose Tools® QuickCorrect. You see the QuickCorrect dialog box, as illustrated in Figure 5-2.
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Figure 5-2: This dialog box tells you about a lot of favors it would like to do for you.

What's going on in QuickCorrect is quite simple: You type the stuff in the left-hand column, and
QuickCorrect replaces it with the stuff in the right-hand column.

So you want to type teh all the time? No problem. Just delete the tehcorrection line in QuickCorrect by
using the following steps:

1. Scroll down until you see the word you want to be able to type in the left column.
In this case, you're looking for teh in the left column.

You can do this either by using the scroll bar on the right side of the dialog box or by clicking in the
Replace column and pressing the Page Down key on the keyboard.

2. Click the word in the left column.
In this case, click teh.
3. Click the Delete Entry button.

Has QuickCorrect failed to correct something you usually mistype? No problem. Just add your typo,
misspelled, or miscapitalized word to QuickCorrect, along with the correction. For instance, to have
QuickCaorrect correct the misspelling hte, do this:

1. Inthe Replace box, type the misspelling of the word.
2. In this case, type hte.
3. In the With box, type the correct spelling of the word.

4. In this case, type the.



5. Click the Add Entry button.
6. When you're finished with the QuickCorrect list, click OK.

There are a couple of very useful QuickCorrect entries, like (R), which turns into ®, (c), which turns into ©,
and 1/2, which turns into 1/2.

QuickCorrect can be annoying if you legitimately need to use a lot of words that QuickCorrect thinks
are errors. If you encounter this problem, you can turn off the option by clearing the Replace Words As
You Type check box at the bottom of the QuickCorrect dialog box. Then click OK.

Flying the Spell Checker yourself

The WordPerfect Spell-As-You-Go feature (the one that puts underlines under your misspellings) is kind
of like flying the Spell Checker on autopilot: It looks around your document while you're doing something
else and finds the misspelled words. You can, if you want, fly the Spell Checker by hand.

Take a reality check here, however. Although one of the great joys of today's word processing is that you
no longer really have to be able to spell, you shouldn't get too excited. WordPerfect doesn't know how to
spell either. What WordPerfect does know how to do is check a word against a list to see whether it's
there.

The Spell Checker looks for spelling errors and other common problems, such as duplicated words,
words that contain numbers, and strange capitalization. You can turn these features off if they get in the
way. Just click Options in the Spell Checker dialog box to see a list of what is turned on or off. Click a
feature to change its on-or-off status.

To check the spelling of words in your entire document, follow these steps:
1. Display the Spell Checker tool.

Any of the following actions activates the Spell Checker dialog box:
m Choose Tools® Spell Checker from the main Menu bar.
m Press Ctrl+F1.
m Click the open-book icon near the right end of the Toolbar.

= With your cursor located anywhere in the text area of your document, click the right mouse
button; then click Spell Checker in the QuickMenu that appears.

The Spell Checker tool, shown in Figure 5-3, pops up, and the spelling check begins.
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Figure 5-3: A window with the Saell Checker tool at the bottom of the screen.

It doesn't matter where you're working in the document - the Spell Checker checks the whole thing,
from top to bottom. You can change this arrangement by clicking the down-arrow in the Check
section of the Spell Checker tool; choose To End of Document if you want to check starting from
where you are now.

If the Spell Checker finds a word that's not in its word list, it highlights the word in your document
and displays it in the Not Found box in the Spell Checker tool (near the bottom of Figure 5-3).

Skip or replace the highlighted word in your document.

If the highlighted word is okay, you have two options (or three, if you count adding the word to
WordPerfect's word list, which we cover in the next section):

m Click the Skip Once button. This action means 'Don't worry about it - get on with the spell
checking!"

m Click Skip All. This action means the same thing, but it adds 'And don't bother me again about
this word!" (until the next time you use the Spell Checker).

If you believe that the highlighted word is indeed misspelled, you have three options:

= [f you know the correct spelling, just double-click the Replace With box, type the correct word,
and click the Replace button.

m If the Spell Checker displays the correct spelling in the Replace With box, click Replace.

m If you're not sure of the correct spelling, scroll through the Replacements box. If you find the
correct spelling, double-click it.

Repeat the preceding steps for every misspelled word.
WordPerfect continues until every word has been checked.

When the spell check is complete, WordPerfect tells you so and asks you whether you want to
close the Spell Checker.

Click Yes.
The Spell Checker closes.

If you click No, you can leave the Spell Checker tool on-screen while you work on your document
as usual. If it's in the way, you can drag it around just as you would a Toolbar (refer to Chapter 2).



You can always click Close to get rid of it.

If you have a large document, you might want to spell-check less than your entire document. Click
Check in the Spell Checker dialog box; then choose Word, Sentence, Paragraph, Page, To End of
Document, or Selected Text. You can also check a specified number of pages from the current insertion
point by choosing Number of Pages. Whatever you check remains selected until you put the Spell
Checker away again.



Dealing with Real Words that WordPerfect Doesn't Know

Perhaps WordPerfect can be forgiven for not knowing uncommon names, such as Margy(how one of us
spells her name). But it's still annoying to have to repeatedly skip names and other real words that are
unknown to WordPerfect. The solution is to add these words to WordPerfect's vocabulary.

Adding words to WordPerfect's vocabulary

The simplest way to add words to WordPerfect's vocabulary is through the Spell Checker. Start the Spell
Checker as you normally do. (What? You forgot how already? Press Ctrl+F1 or refer to the preceding
section for other ways.)

When the Spell Checker highlights a word you think is okay, click the Add button in the Spell Checker tool.
This step adds the word to something called the user word list; as far as the Spell Checker is concerned,
the word is a real word now. The Spell Checker will never bring it up again and will sincerely regret having
brought it up in the first place.

You can also add a word through the Spell-As-You-Go feature. When a word is underlined in red that
you'd like to add to WordPerfect's dictionary, right-click the word to display the QuickMenu. Choose Add
from the menu.

Fixing and customizing WordPerfect's vocabulary

Adding words to WordPerfect's vocabulary is easy, but if you add a word by mistake, or need to otherwise
tailor WordPerfect's vocabulary to your needs, you need to understand a bit more about how WordPerfect
stores its vocabulary. WordPerfect stores its vocabulary in the form of word lists - special computer files. It
refersto the following two word lists (and any other word lists you might specify) whenever you use its
Spell Checker, Spell-As-You-Go, and QuickCorrect features:

= A mainword list of official, genuine English (or other-language) words. You don't add anything to this
list.

m A user word list of anything else you consider to be a word.

The reason most people need to fool with word lists is to remove words they have added accidentally. It's
easy to go tripping merrily through your document, clicking Add for every word the Spell Checker flags.
Such glibness eventually causes you to add a word such as klockwurstto the word list. (The word was
supposed to have been knockwurst,but you typed it just before quitting time, and you were looking at the
clock.) Now klockwurst is considered to be a genuine word, so the Spell Checker ignores any subsequent
klockwursts.

To correct this situation, you must go deeper into the labyrinthine depths of the Spell Checker than a
novice normally goes. Walk this way, please:

1. Choose Tools® Spell Checker to display the Spell Checker tool.

2. Click the Options button and select User Word Lists from the menu that appears.
The User Word Lists dialog box appears.

3. Click the list name you want to edit in the list of Word Lists.

You see Docunment Word Li st and wt Qus. uwl or a similar file ending in . uw - the user word
list that comes with WordPerfect. Choose that user word list if you are trying to remove a word that
you added by clicking Add in the Spell Checker.

4. In the lower part of the dialog box, scroll down the word list until you see kl ockwur st (or
whatever your mistake was) in the Word/Phrase column; then click the Delete Entry button.



The word is gone, gone, gone.

5. Find your way back to the Spell Checker tool by clicking the Close button.



Dealing with Grammatik

Spell checking is something of a science: A word is either spelled right or it isn't. Because there isn't too
much gray area or subtlety in spelling, WordPerfect can do a great job of automating the task of checking
spelling and making reliable suggestions. And WordPerfect gets smarter as you tell it about new words.

WordPerfect tries to perform an equivalent task with your grammar through its Grammatik feature.
Grammatik means well, tries hard, and can be useful in finding obvious grammatical errors in your
document. However, what's right and wrong with the grammar of a sentence is often a matter of style and
isnot as clear cut as the binary world of spell checking.

If you consider yourself a novice writer, Grammatik can be a helpful tool for you to improve
on obvious problems. But if you have even intermediate grammar skills, you may find that your writing style
is constantly butting heads with the Grammatik suggestions.

Grammar checking itself works just the same as spell checking: It starts at the beginning of the document
and gives you the option to skip suggestions you don't want to see in the future.

To start, choose Tools® Grammatik (or Alt+Shift+F1). Grammatik shows you the word it doesn't like, an
explanation of what's wrong with it, and its suggestions for improving your text. The Replace, Skip Once,
Skip All, and other buttons work just as they do for spell checking.

If you really want to poke around and figure out what Grammatik thinks it is doing, you can click Options
and select Checking Styles. You'll see a list of all the collections of rules Grammatik uses to analyze your
writing. Edit one of those rules and you'll really see Grammatik's guts revealed.

Although Grammatik is useful, the best way to check your grammar is to have a real, live human
read your document instead.

Taming theroar of the mighty Thesaurus

If you are in search of variety in your document, the Thesaurus is surely one of the most practical and
useful tools that could be integrated into a word processor. You can view the Thesaurus by choosing Tools
® Thesaurus from the WordPerfect Menu bar. Similar to the Prompt-As-You-Go box on the Property Bar,
the Thesaurus gives you a list of words synonymous with the word you have selected. To have the
Thesaurus munch on your words, do the following:

1. Double-click the word in your document to highlight it.

For that matter, you can highlight it any one of a dozen other ways - see Chapter 4 for the gory
details.

2. Click Tools® Thesaurus.

The bottom half of the WordPerfect window displays the Thesaurus tool (or window, or toolbar, or
whatever you want to call it) shown in Figure 5-4. The Thesaurus displays the word it is currently
looking up (your selected word, to begin with) in a text box at the top of that window.



K
.‘_
|

[ T T—————— e [Feter

E o s e et fwme e s s iy
CAR@IBAn . ¥ D KR DesEE e
| re—r— T L sl rER S
Y
f

k- |

L

v+ ESe0BC IEE L OB E

ey =] pmite | pes | | sk |
1o ] ol e bl !
e 15 |
o e o R i
[ e
o o s o g b b ol e i e
i ety o i
] T |
e i - 2 juand Py L s
[T L p— G T . e ] L

Figure 5-4: The Thesaurus.

3. Tolook at possible replacement words, click the + sign for that category.
A list of words in that category appears, indented under the category.
4. To choose a replacement word, click it.

When you click a replacement word, the word appears in the text box where your original word
appeared. WordPerfect then automatically looks up that word, and its synonyms appear in a
second window in the Thesaurus. If you click a word in that list, you get yet another window of
synonyms! Click a word in one of these windows and get on with it!

5. To replace the word you originally highlighted in your document with your newly chosen word, click
the Replace button in the Thesaurus.

If you can't find the Replace button, that is because no word is selected in your document. (Maybe
you clicked in the document window by mistake.) Click the Insert button, instead, to insert the word
in your document. Then click in the document window and delete your original word.

6. Click the Close button to send the Thesaurus back to its cave.

Getting precise definitions with the Dictionary

WordPerfect 11 sports a handy built-in Oxford Dictionary that frees you from dusting off that old six-inch
thick dictionary lying dormant on your bookshelf. To access the Dictionary and look up the definition of a
word, follow the steps below:

1. Double-click the word in your document to highlight it.
2. Click Tools® Dictionary (or press Alt+Ctrl+F1).

The bottom half of the WordPerfect window displays the Dictionary tool shown in Figure 5-5. The
Dictionary shows the word you are looking up in a text box in the top-left of the window and selects
the closest matching word found in the dictionary in the list below.
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Figure 5-5: Word-Perfect Dictionary.
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You can also look up a word in the Dictionary by selecting the word and right-clicking the word
to display the QuickMenu. In the QuickMenu, choose Dictionary from the list.

3. View the definition for the matching word.
The definition for the selected word in the list is displayed in the main part of the Dictionary window.
4. To look up another word, click the box in the top-left corner of the window and enter a new word.

The WordPerfect Dictionary looks for the new term in its list of words. If the Dictionary finds it, the
word is shown in the Lookup list, and its definition is shown at the right.

5. Click the Close button to close the Dictionary tool.

Unlike the other tools (Spell Checker, Grammatik, and Thesaurus), the Dictionary doesn't add or replace
any words in your document. The Dictionary is used for looking up definitions only.



Part Il: Prettying Up Your Text

Chapter List

Chapter 6: Giving Your Documents Character

Chapter 7: Sensational Sentences and Pretty Paragraphs
Chapter 8: Perfect Pages and Dashing Documents
Chapter 9: The WordPerfect Secret Decoder Ring

Chapter 10: Documents with Style

In this part. ..

'It's better to look good than to feel good.' Or so the old Billy Crystal comedy skit once said. We know
appearances may not be everything, but they can count for a heck of a lot when it comes to your
document. The way you format a document can transform

= A bland, ordinary proposal into a totally hip ‘feast for the eyes' that makes your customers leap for joy.

m A skimpy 8-page term-paper-wannabe into a regulation-sized 12-page thesis that transforms you into
the apple of your professor's eye.

m Adense, compact technical report that would make even Einstein's eyes glaze over into a highly
readable, enthralling essay that your kids will cry out to read before bedtime.

Okay, maybe we got a little carried away, but not too much. Well-done formatting gets your documents
noticed. That's why in this part, we talk about how to jazz up, tighten up, lighten up, beef up, and spruce up
your documents, with different typefaces, margin settings, line and paragraph spacing, and more good
stuff.



Chapter 6: Giving Your Documents Character

In This Chapter
m Making text boldfaced, underlined, and italicized
m Making text bigger or smaller
m Using different fonts
m Getting text back to normal
m Copying character formatting
m Changing capitalization

The secret's out. We know thisis really the chapter you've been looking forward to. The task of writing and
improving text may be the heart and soul of creating a document and the job you spend the most time
doing in WordPerfect. But writing is also the hard part, with the ever-present challenge of trying to express
your thoughts in a cohesive manner. If document writing is like class time in school, then recess must
certainly be when you add formatting to your characters. That's the fun part! Character formatting livens
up a dull, monotonous document into a zesty manuscript that is ready to rumble.

When we talk about 'characters,' we're talking about the letters, numbers, punctuation, and other symbols
from your keyboard that make up your text. WordPerfect enables you to control a lot about the way
individual characters look. In addition to using underlining, boldface, and italics to add emphasis to your
text, you can choose different typefaces and type sizes.

In this chapter, you explore how to add emphasis and apply all sorts of character formatting to your
documents.



Adding Emphasis
Bold,italics, and underlining are three methods for making a word or phrase stand out and make itself
known. To add bold, italics, or underlining to your text:

1. Select the text that you want to emphasize.

SeeChapter 4 for more on text selection.
2. Click the Bold, ltalic, or Underline button on the Property Bar.

If you haven't guessed, these buttons have the bold B, italic I, and U on them. Alternatively, press
Ctrl+B for bold, Ctrl+I for italics, or Ctrl+U for underlining. WordPerfect displays the selected text in
the font style that you chose.

The question of whento use each of these forms of emphasis is often a matter of style and
preference, but here's a summary of common uses:

m Bold. Use bold for titles, headings, and other parts of your document that you want to leap off the
page. Bold text may also be used occasionally for emphasizing a word in a sentence, though this is
usually best left in the hands of italics or underlining.

m ltalics. Use italics for emphasizing a particular word in a sentence, defining a term, or when typing a
proper name of a book, film, or song.

m Underlining. Use underlining for headings or for strong emphasis of a word in a sentence. Underlining
is also used for formatting e-mail or Web addresses.

Typing and formatting at the same time

In the preceding section, we described a way to add bold, italics, and underlining to text you've already
typed. You can also add text styles to your text as you type it. Formatting while you type is slightly easier
than walking and chewing gum at the same time. To emphasize text as you type it:

1. Click the Bold, Italic, or Underline button on the Property Bar, or press Ctrl+B, Ctrl+l, or Ctrl+U.
This step turns the formatting on so that whatever you type is formatted this way.

2. Type the text that you want to emphasize.

3. Turn off the formatting by clicking the same button or pressing the same key combination that you

used in Step 1.

Getting a clue from the Property Bar

Even if you can't tell by looking at the text, WordPerfect gives you a hint as to whether or not you're typing
formatted text. The clue is to look at the Bold, Italic, and Underline buttons on the Property Bar. If any of
them appearsto be pressed in, then the text you type, or the text you have selected, is formatted that way.
If they are not 'pressed,' then you know that the text doesn't have that property.

However, real life is not always so clear cut. Suppose you use the mouse to select a sentence. If a single
word in the sentence is italicized, but the remaining words are not, the Italic button on the Property Bar
doesn't look pressed in because the whole selection - the sentence - isn't italicized.

Because WordPerfect doesn't have a way to make the Property Bar's Italic button say 'some
text in your selection is italicized and some isn't," it does a natural thing when encountered with ambiguity: It
punts! (Obviously, WordPerfect missed the 'when the going gets tough . . ." motivational speech.)

Changing the formatting of selected text



You can add formatting or undo formatting of text you have selected, as follows:
1. Select the text that you want to format or undo formatting.

Look at the Property Bar.If all the text that you selected is formatted, the relevant text-style button
looks as though it is pressed in. For example, if all the text that you selected is bold, the Bold button
looks as though it's pressed in.

2. Click the pressed button to undo formatting the text.

This step releases the button so that it isn't pressed in anymore, and the formatting should
disappear. For example, to un-italicize an entire selected sentence, click the Italic button to make it
look asthough itisn't pressed in.

If one click doesn't do the trick, then some of the text probably wasn't formatted. It is now! Click the
button again to undo the text formatting.

3. Click the unpressed button to format the text.

For example, to italicize an entire selected sentence, click the Italic button so that it looks pressed
in.

You can press the equivalent key combination (Ctrl+B, Ctrl+l, or Ctrl+U) to remove the
formatting for the selected text. (Press it again if the formatting doesn't entirely go away.)

You can use more than one type of formatting at the same time. You can make text both bold and italic,
for example. Just click both the Bold and Italic buttons on the Property Bar, or press Ctrl+B and then
Ctrl+l; ditto to turn the formatting off.

When you make character formatting changes to your document, WordPerfect keeps
track of your changes by adding secret formatting codes (called Reveal Codes). See Chapter 9 for
information on how Reveal Codes work.



The Amazing Shrinking (or Expanding) Text

When you begin working with WordPerfect for the first time, the text you type is all going to be 12 point
size, a standard size for text in a document. (A point is the unit of measurement that typographers use to
size text.) Although 12 point may serve a good purpose for paragraph text, it sure doesn't get your
attention for the important stuff - like the title of a document or key heading. To make your text bigger,
follow these steps:

1. Select the text whose size you want to change.

You usually select an entire line when you change font size because a line with letters of different
sizes usually looks strange. Try clicking in the left margin of the line you wish to enlarge. (Check out
Chapter 4 for the details about line selection.)

2. Click the Font Size box in the Property Bar.

It's the window that says something like 12, for 12-point type; it has a little ‘drop down' arrow beside
it. When you click it, a menu of font sizes drops down from the button, listing the standard sizes
people usually use.

As you move the mouse pointer up and down this list, you'll notice the window beside the list that
has text that changes size based on your current selection. You'll also notice that the text you've
selected in your document changes, based on the selected size, showing you what your text will
look like. (See the 'Getting a sneak peek with RealTime Preview' sidebar for more on this
functionality.)

If you decide at this point that this size business is a bad idea, just move the mouse pointer off
of the font size list without selecting a size and click the mouse button, or press Esc.

3. Click one of the sizes on the list, or type a new size (like 35 or 33.33), then press Enter.

When you find the size you want, click it. Your text changes to the new size.

Getting asneak peek with RealTime Preview

WordPerfect 11 sports a handy capability called RealTime Preview, which allows you to preview
the results of a formatting change on your document before you make it. For example, when you scroll
through the Font Face or Font Size lists on the Property Bar, WordPerfect updates your document
with the currently selected font face or size after a second or two. Previewing in this manner can save
you a lot of time and steps in your decision-making process because the setting is not actually applied
to your document unless you click the item. Most of WordPerfect's format commands support
RealTime Preview.

You can also set text back to its original size:
1. Select the text again.

2. Click the Font Size button.
3. Selectthe same size that you used for the surrounding text.

If you've forgotten what size that was, select some text that looks the way you want this text to
look. The leftmost items on the Property Bar show the selected text's font and font size. This is a
handy way to find out what text size you're using.

Alternatively, don't forget about your good friend Mr. Undo, which we discuss in Chapter 5. You can always
undo (choose Edit® Undo) a font size action if you want to return your text to its original size.

Keep in mind the following general tips on sizing your text:



Headings in a document should generally be 16 or 18 points.
Default paragraph text should be 10-12 points.

If you plan to fax your document, make the text a minimum of 12 points. Faxes always look grainy, so
they are much more readable if the type is larger.

Text size is a funny thing. Depending on which font you are using, the same point size can look larger
or smaller. For example, 12-point Arial looks larger than 12-point Times New Roman |ooks.
Typographers have an explanation for this, but unless you have a keen and overwhelming interest in
font metrics, we recommend you just take our word for it.



Fontificating about Typefaces

We said at the outset of this chapter that character formatting was like recess, the fun part of word
processing. If that is the case, then fonts must be the shiny new curly-cue slide that all the kids line up to
slide down during their 30-minute break.

Fontis a popular term nowadays that commonly refers to what the text looks like. Fonts can be rather
dul | and nonot one, somewhat everyday, kinda special, or just plain radical.

However, atypeface (or font face) is actually the term that describes a set of shapes for letters, numbers,
and punctuation. For example, the common typefaces that you see on every Windows system are ones
like Times New Roman, Arial, and Cour i er New. In contrast, a font is actually a typeface plus a
particular size and style (bold, italic, bold italic). So, while Times New Roman refers to a typeface, a font
would be described as Times New Roman, 12 point, Bold.

More than any other formatting device, your selection of fonts radically impacts the look and tone of your
document and shows readers at a glance whether your document is considered formal or informal,
business or leisure, creative or technical. In addition, although computers used to give you a meager
supply of standard fonts to use, you now can have literally hundreds of fonts at your disposal. (In fact, the
WordPerfect 11 Office Extras CD has bazillions of fonts you can install and use.)

Here are some general tips when working with fonts:

m Use a serif font for paragraph text. Serif fonts guide the reader's eyes in a straight line and are easier
and faster to read than is sans serif, monospace, or fancy typefaces.

m Use a sans serif font for tittes and headings.

= With the almost unlimited number of fonts at your disposal, it is easy to get carried away and use a
bunch of different typefaces all over your document. However, if you are not careful, your document
can begin to resemble an old ransom note, made of different letters cut from newspapers and
magazines.

m In general, limit the number of typefaces in your document to two (or, at most, three): a sans serif font
for your headings and a serif font for your text. Then you can add variety by using bold, italics, and
underlining with these standard fonts.

Changing the font for a selection of text

If you want to change the font of a portion of a document, but not every part, all you have to do is select
the text and go crazy (but not too crazy). The process is similar to changing the size of the text, which we
discuss earlier in this chapter:

1. Select the text whose font you want to change.

Take some care with what you select. Usually, all of a heading should be in the same font;
sometimes the first word in a paragraph may be in a different font from the rest of the paragraph,
but that's about it. Otherwise, choose a whole sentence or paragraph.

2. Click the little downward-pointing triangle to the right of the current font name (usually Times New
Roman).

WordPerfect refers to this as the Font Face button because it shows the typeface of the font you
are using. A list of available fonts appearsto the left of the button. As you move the mouse pointer
over this list of font names, the text you've selected appears in the highlighted font, and a sample of
the font appears just to the right of the list. This feature is very cool, because we can't remember
what all these fonts look like. Also, RealTime Preview shows you what your document looks like
with the selected font. (See also the 'Getting a sneak peek with RealTime Preview' sidebar earlier in
the chapter.)




If you decide that the existing text looks better than anything you see in the font list, just move the
mouse pointer off the font list and click the mouse button, or press Esc.

3. Click a font that you like, and the selected text changes to the new font.

If you use a number of font and size combinations over and over, check out the QuickFonts button on the
Property Bar. That's the button that has a fancy-looking (almost unrecognizable) blue F with the yellow
lightning bolt beside it (see the icon in the margin). It lists the last ten or so fonts you've picked from the
Font Face list on the Property Bar. On the other hand, if you use the same font and size combinations a
lot, you should consider using styles too, which we discuss in Chapter 10.

Choose afont for therest of the document

If you want to change the font part-way into a document, you can tell WordPerfect that from this point
forward, another font should appear:

1. Move your cursor to the location at which you want to use a new font.

If you want all the pages starting with page 2 to use a different font, for example, move your cursor
to the top of page 2.

2. Click the Font Face button in the Property Bar.
A list of available fonts drops down from the button.
3. Choose a font from the list.

The font name in the Property bar changes to the new font, and the text that comes after the cursor
changesto the new font. You can do the same trick with the Font Size button. That's the one just
beside the Font Face button that usually shows the number 12.

However, setting a font in this manner only changes the font for the unformatted text in the
remaining part of the document. If you explicitly set font formatting for a chunk of text, WordPerfect won't
override the formatting for that particular text piece.

You can use the same method to select a font at the beginning of the document by moving your cursor to
the top of the document and then clicking the Font Face button. But a better way exists, as we describe in
the'Character Formatting Central' section.

Embedding fonts in your document

Choosing the right fonts for your document can be tricky if you are sharing your document with other
people. In general, in order for someone else to see the document in the font you chose, the desired font
must first be installed on his or her computer. If that font is not available, then WordPerfect makes a best
guess and substitutes another similar-style font. However, in spite of WordPerfect's good intentions, this
could mess up your carefully formatted document.

The popularity of Windows has made it easier to pick fonts that most people will have on their machines.
So, you can count on everyone having Times New Roman or Arial. But you may have occasions where
you want or need to choose something more unique or exotic for your purposes.

Fortunately, WordPerfect enables you to embed fonts inside the document itself so that whatever machine
opens up the document can view it using the fonts you carefully selected. To do so, follow these steps:

1. Display the Save File dialog box.
Choose File® Save for new documents (or File® Save As for saved documents).

2. Check the Embed fonts using TrueDoc checkbox



3. Click Save to save the font-happy document.

The file is saved with the fonts embedded inside it. You may notice that the size of the file is quite a
bit larger, but what else could you expect from a document with a stomach full of fonts?



Character Formatting Central

In previous sections of this chapter, we just dip our toes into the vast ocean of character formatting, using
text styles (bold,italics, and underlining), font sizes, and fonts. In this section, we show you how to jump in
with both feet. Rather than format your text piecemeal, wouldn't it be nice to see and change all the things
you can control about your text in one unified display?

It can be done, and the Font Properties dialog box (shown in Figure 6-1) isthe wayto do it. To access,
choose Format® Font, or press F9.
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Figure 6-1: Font Properties dialog box.

Hot properties in the Font Properties dialog box

No, we're not talking about real estate or recording stars. If you read Chapter 2, you know that propertiesis
geek-speak for all-the-stuff-you-need-to-describe-something. So the font properties are all the things you
can change about your characters, such as the typeface, size, style, color, and so on.

Before accessing the Font Properties dialog box, you'll want to decide what text to apply the formatting to:

m To format a block of text, first select the text and then use the Font Properties dialog box to format the
selected text.

m To format the rest of the text in the document, position your cursor at the point where you want the font
to change and then use the Font Properties dialog box.

The lower part of the Font Properties dialog box contains some text, usually a snippet from your
document. As you choose character formatsin the dialog box, WordPerfect formats this text accordingly
so that you can see how your text will look.

You can change all aspects of the font by applying changes as specified in the following list:

m Typeface:To change the typeface, choose a typeface from the Face list in the Font Properties dialog
box (You get the same list of typefaces by clicking the Font Face button on the Property Bar.)

You may notice that some of the fonts have little plus signs in front of them. If you click the +
sign, you'll see an expanded list of variations of the font, usually Bold, Italic, and Bold Italic. You can
ignore those plus signs because you can apply these variations using the Appearance checkboxes.

m Sjze:To set the font size (in points), choose a size from the Size list, which is the same list of sizes
that you get when you click the Font Size button on the Property Bar.



m Color: If youwant to add some pizzazz to your type, you can change its color and shading. Clicking
the Color button brings up alittle box with 42 of WordPerfect's favorite colors for text, as well as the
last few colors you may have chosen. Click a color. If you're picky, you can click the More button and
select your color from a little color wheel showing all the colors your computer can display.

You also can change the font color using the Font Color button on the Property Bar.

m Shading: Shading works with color, but it works best for black text. If you want gray text, try selecting
smaller numbers in the Shading box. If you shade another color, you may well get either black or
white, so try before your buy. Even more confusing, colors (particularly shaded ones) may appear
differently on different computer screens and printers. You have been warned: Simple is often better.

m Position: Scientific types who want to create a subscript or superscript should click in the Position box,
which usually says Normal. WordPerfect displays a small pop-up list of your choices: Normal,
Superscript, and Subscript. Click your choice.

n Relative size:We don't find the Relative Size setting to be useful very often. It does
enable you to change the size of your text, but so does the Size box It's true that if you use Relative
Size and then change the Size setting, the small text stays small and the big text stays big, but we
usually don't care.

m Appearance: On theright side of the Font Properties dialog box is a list of effects you can add to your
text, including the ones we discuss earlier in this chapter: Bold, Italic, and Underline.

If you want to use additional font styles that we haven't mentioned, check out the other options in
the Appearance section of the dialog box. You can choose Outline, Shadow, Small caps, Redline,
Strikeout, and Hidden. Not all effects work with all fonts; Outline is particularly temperamental, so
check the preview at the bottom of the Font Properties dialog box.

Perhaps in a fit of overkill, WordPerfect devotes an entire box just to describing how your underlines
should look. That's what the Underline tab at the top of the Font Properties dialog box does. You can tell
WordPerfect what to underline (Apply to), as well as the color and the Line style to use.

After you select just the right formatting, click OK or press Enter to ext the Font Properties dialog box. If
you selected text before entering the Font Properties dialog box, the selected text is formatted; otherwise,
the formatting starts at your current cursor position.

If you want to forget the whole thing, click Cancel or press Esc to escape from the Font
Properties dialog box with your text unscathed. Or, if you click OK and decide your formatting decisions
went horribly awry, never fear. Simply click the Undo button (or choose Edit® Undo).

Formatting an entire document

What if you want to tell WordPerfect which font to use for the entire document, from soup to nuts? Every
document has a document default font, which is the font that WordPerfect uses for all text except where
you specifically tell it otherwise. WordPerfect uses this font not only for the regular text in the document,
but also for page headers and footers (which we describe in Chapter 8) and for footnotes. To set the
document default font:

1. Press F9, or choose Format® Font, to open the Font Properties dialog box.

It doesn't matter where your cursor is when you perform this little operation; make sure, however,
that no text is selected.

2. Select the Face, Size, and other settings that you want to use as the default font.
3. Click the Settings button in the lower-right corner of the Font Properties dialog box.

WordPerfect displays a list with some cryptic choices.



4. Choose Set Face and Point Size as Default for This Document.

Presto! All the text in your document that isn't otherwise formatted takes on the new format.

Changing the default font for your documents

You can use the same technique we describe in the preceding section for formatting future documents.
Whenever you use the File® New command, or whenever you start WordPerfect, the program has to
choose some font for your new blank document. When you find a font combination you like, open the Font
Properties dialog box, select that font, click Settings, and select Set Face and Point Size as Default for All
Documents. All future documents will use this font unless you format the text yourself.



Copying Character Formatting

After you format some text the way you want it, you can tell WordPerfect to format some other text the
same way. (Very useful!) WordPerfect calls this feature QuickFormat. These steps show you how to use it:

1. Move the cursor into the middle of some text that is formatted in a manner you wish to copy.

2. To turn QuickFormat on, click the QuickFormat button on the Toolbar (or choose Forma®
QuickFormat).

The QuickFormat dialog box is displayed, as shown in Figure 6-2.
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Figure 6-2: QuickFormat dialog box.
3. Choose between copying only the formatting of the characters right where the cursor is (Selected
Characters) and copying paragraph formatting, too (Headings); then click OK.

For a description of paragraph formatting, see Chapter 7. For now, choose Selected Characters.
The mouse pointer turns into the cutest-looking cursor we have ever seen: alittle paintbrush (for
character formatting) or paint roller (for paragraph formatting) with an I-beam insertion point next to
it.

4. Select the text to which you want to copy the formatting.
When the QuickFormat cursor is turned on, text you select is instantly auto-formatted.

QuickFormat remains on, so select other pieces of text in your document that you'd like to apply the
same formatting to.

5. To turn QuickFormat off, click the QuickFormat button again or begin typing.
When you do so, the cursor returns to its normal pointy self.
You can also right-click within the document to turn off QuickFormat.

You can use QuickFormat to get rid of formatting, too. Select some unformatted text, click the
QuickFormat button, and select some text that you wish that you hadn't formatted. WordPerfect removes
the formatting from the text.



Linking and Unlinking Formatting

If you choose the Headings option in the QuickFormat dialog box, WordPerfect remembers that you
copied paragraph formatting from one heading to another, and it considers the two headings to be
karmicallylinked. If you later change the formatting of the original heading, WordPerfect changes the
formatting of the other heading, too - spooky!

You can also unlink headings that have been linked by QuickFormatting so that you can format one
without changing the format of the other. Check it out:

1. Move your cursor to the heading that you don't want formatted.
2. Click the QuickFormat button on the Toolbar to display the QuickFormat dialog box.
3. Click the Discontinue button.

Now, do you just want to unhook this paragraph from the format, or this paragraph and all its
friends (that is, all the paragraphs that use this formatting, no matter where they are in the
document)?

4. Click either Current Heading or All Associated Headings, depending on what you want to do.
5. Click OK.
Your headings' karmas are now all their own, and no longer linked.

Congratulations, you've just created and used your first styles. 'Styles?' you ask. WordPerfect styles
are the subject of Chapter 10, and they are just like QuickFormat, only better.



Changing Capitalization

dON'T yOU hATE iT wHEN yOU pRESS tHE cAPS IOCK KEY bY mISTAKE? In this situation, WordPerfect
is your kind, thoughtful friend; it can fix the capitalization of text that you have already typed. To change
some text into all CAPITAL LETTERS, all small letters, or even All Small Letters Except For The First
Letter Of Each Word, follow these steps:

1. Select the text that you want to fool with. Choose Edit® Convert Case.
WordPerfect gives you three choices: lowercase, UPPERCASE, and Initial Capitals.
2. Choose one.

WordPerfect changes the text as requested. The text remains selected, in case you want to do
anything else with it.

You can use these commands only if you have selected some text; otherwise, they are unavailable and
appear in gray on the menu. The Initial Capitals option isn't smart enough to know exactly which words to
capitalize in a titte or aname. After you use this option, you will probably have to go back and make afew
changes, to uncapitalize (smallize?) the first letters of prepositions, articles, and all those other types of
little words.



Chapter 7: Sensational Sentences and Pretty
Paragraphs

In This Chapter

m Using the Ruler

m Setting margins

m Centering text

m Pushing text over to the right margin

m Justifying your text

m Hyphenating or not hyphenating

m Playing with tabs

m Indenting text

m Changing the line spacing and the spacing between paragraphs
m Creating bulleted and numbered lists

When you create documents in WordPerfect, you’'ll discover that margins and spacing are extremely
important because they can make your documents look much longer or shorter than they really are.
Suppose that you are a student who has an assignment to write a ten-page paper. With schedules and
priorities being what they are, however, not to mention movies and pizza bashes, you have had time to
write only seven pages.

Not a problem. Widen those margins. Pad that line spacing. Add a little white space to your prose. You
can inflate it like a hot-air balloon. (We are not suggesting any similarity to your prose, of course.) We can
also address the opposite problem: packing it in. What if your boss reads only one-page memaos, but you
have a great deal of detail to include? WordPerfect to the rescue! Shave those margins, tighten that
spacing, and maybe even shrink the font size a tad. You can squash everything in. If the whole thing still
doesn’t fit, just remove all the adjectives and adverbs.

Chapter 6 introduces document formatting in WordPerfect by focusing on the least common denominator
in a document — the character. In this chapter, we move up the food chain a few notches to explore
formatting for paragraphs and lines.



The Ruler (Kinda Sorta) Rules

You can control all sorts of things from the WordPerfect Ruler, which we introduce to you back in Chapter
2. But you can’t do anything with it unless you can see it. If you don’t see a horizontal strip just below the
Property Bar, marked off in inches (or centimeters, for you jet-setters), choose the View menu from the
Menu bar. In the menu that drops down, you'll see the word Ruler. In front of the word Ruler, a check mark
means that the Ruler is visible and no check mark means that it's not. If no check mark appears in front of
the word Ruler on the View menu, click the word Ruler. Two things happen: The menu goes away, and
the Ruler appears. (Note:If there is a check mark, but you don't see the Ruler on your screen, get new
glasses, squint harder at Figure 7-1, stop drinking so much coffee, clean the lint off of your screen, or go
find your local WordPerfect wizard.)
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Figure 7-1: The Ruler shows all your mérléi-ns and tabs as little triangles.

| always feel like somebody’s watchin’ me

Do all the doodads on the Ruler intimidate you? Perhaps you feel like its little tab marks are like little
beady eyes staring at you, watching your every move? If this sounds like a 1980s song by Rockwell
and you want your privacy back, feel free to hide the Ruler by clicking View® Ruler to uncheck the
Ruler menu item. Fortunately, unless you are doing a lot of tab tweaking, you can get along just fine
without it because most margin and tab adjustments can be performed using alternative ways.

The Ruler shows you the margins and tabs that are in effect in your document at the point where your
cursor is located. When you change settings on the Ruler, WordPerfect updates your document. No
information is really storedin, on, or around the Ruler; it's just a nice graphical display of the state of your
document. When you open another document, the stuff on the Ruler changes to reflect the settings in the
new document.

You can use the same View® Ruler command to get rid of the Ruler later, when you finish with it.

Another way to display or remove the Ruler is to press Alt+Shift+F3.

What are all those doodads on the ruler?

The Ruler packs a great deal of information about margins and tabs into a small space. It is made up of
two horizontal strips with accompanying little black doodads and, if you're lucky, a button off on the left



side:

m Margin strip: A thin white strip at the top of the Ruler shows you the margins for your document.
Anything gray beyond the white Ruler is considered outside of the margins for the page. The two
vertical lines at the left and right of the white bar can be used to set the margin.

= Margin markers: The gray markers at the top left and right side indicate the positions of the left and
right margins. Truth be told, you probably won't use these paragraph margin gizmos too much
because you can set paragraph margins in a different way (see “Indenting paragraphs,” later in this
chapter). But, hey, if nothing else, you can now amaze your friends with your newfound margin marker
knowledge.

m Tab strip: A thin horizontal strip below the numbered part of the Ruler, which contains little triangles.
The triangles show the positions of your tab stops. A tab stop is the position across the line where the
cursor moves when you press the Tab key.

m Tab settings: To the left of the Ruler itself is a little triangle all by itself on a button. Clicking this
button will display a menu for choosing tab settings. For more on all of these tab types, see the
sidebar “Types of tab stops and when to use which one,” later in this chapter.

The Tab Settings button appears only if you can view the left side of the page in your WordPerfect window.
(For more details on changing your view in WordPerfect, see Chapter 18.)

The Ruler — why bother?

Margins and tabs can change as you go through your document; you can set them at the beginning of
your document and change them wherever you want. That's why the Ruler shows you the margin and tab
settings that are in effect wherever your cursor is right now (not your mouse pointer, which moves
whenever you move the mouse, but your cursor, which is the blinking vertical line in your text). If you want
toinclude a long quotation in an article that you are writing, for example, you can choose to indent only the
paragraphs that make up the quotation.

Besides seeing the current positions of your margins and tabs on the Ruler, you can use the Ruler to
change them — that is, you can use the mouse to drag the littte margin gizmos and tab triangles around
on-screen. In the rest of this chapter, we usually tell you (at least) two ways to perform each formatting
task: one by using a menu or pressing a key, and the other by using the Ruler. You can decide which
method you prefer; WordPerfect doesn't care which one you use.



Marginal Improvements

As you may recall from high-school typing class, the left, right, top, and bottom margins control how much
blank space to leave along the edges of the paper. Usually, everything you type appears within these
margins. The purpose of margins, of course, is to provide white space in which your reader can doodle
while staring off into space. WordPerfect usually sets the left, right, top, and bottom margins to 1 inch,
which is quite generous. You may want to make the margins smaller, to discourage excessive doodling.

Dragging the margin lines

By default, WordPerfect shows you where your left, right, top, and bottom margins are by using gray lines
calledguidelines,which you see on-screen in WordPerfect. If you are in Page view - the default view of
WordPerfect 11 and accessed by View® Page - the lines are solid light gray and are on all four sides of
the text on your page. If you are in Draft view - accessed by View® Draft - the left and right margins are
shown with dotted gray lines. (See Chapter 8 for more on different page views.) Note that the guidelines
don't appear in the printed version of the document.

To turn them on or off, choose View® Guidelines. You see the Guidelines dialog box, shown in Figure 7-
2.
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Figure 7-2: The Guidelines dialog box.

This dialog box enables you to choose which guidelines you want to see in the WordPerfect window. Not
that we're gluttons for punishment or anything, but we find all the guidelines pretty useful and usually keep
all the check boxes in this dialog box checked. If you don't want that much guidance, at least be sure that
the Margins checkboxis checked so that you can change your margins by dragging them around.

There are a couple of squirrelly things about changing margins. The first is that no matter where you
think you're changing the margins, WordPerfect changes them starting at the beginning of the paragraph
that you're in. You can't change the margins part way through the paragraph.

Second, when you're changing margins, the position of the cursor and the mouse pointer are both
important. The cursor (that's the blinking black line) controls where the change takes effect. What margin
setting gets set depends on where you drag with the mouse pointer. (That's the thing that moves on-
screen when you move the mouse.) Follow these steps:

1. Move your cursorto the tippy-top of the document.

If you want to change the margins for the whole document, it's important to start at the top. (Hint:
Use the Ctrl+Home and Ctrl+End shortcuts to quickly maneuver from the top of the document to
the bottom.)

2. Move your mouse pointer to the guideline for the margin you want to move.

When your pointer is on the guideline, it turns into a line with arrows pointing in the two directions in
which you can drag the guideline.



3. Drag the guideline where you want it.

When you release the mouse button, the guideline stays where you put it and the text in your
document moves to stay within the margins. If you moved the left or right margin, the margin
gizmos in the margin strip of the Ruler move, too.

If you are in Page view (View® Page) and would like to change the margins for the whole document,
we've got an easier way for you do this without fiddling with the text cursor.

1. Paosition your cursor anywhere on the first page of your document.
It can be at the very top, but it doesn't have to be.

2. Instead of clicking and dragging the guideline beside the text of your page, do so at the verytop (or
bottom) of the page in the margin white space - where the top (or bottom) and side margins meet in
an 'X'.

Any margin adjustment you make at that location impacts the current page to the end of the
document, regardless of where your cursor is on the page.

If you need to get precise with your measurements or you'd rather just use a nice, safe dialog box, read
the section 'Using the margins dialog box.' We prefer the guidelines, but feel free to suit yourself.

Using the margins dialog box

If you don't like dragging things with the mouse, you can do all the same things in WordPerfect using
dialog boxes. Here's how to change the margins:

1. Move your cursor to the tippy-top of the document.
The quickest way to do this is to press Ctrl+Home.
2. Choose Format® Margins or press Ctrl+F8.

This step displays the Page Setup dialog box, as shown in Figure 7-3. Here's another WordPerfect
setting that looks like you just landed in the cockpit of a jet liner. You can (and should) safely ignore
everything except the lower right part of this box; that's the part labeled Document margins. We
promise to talk about this stuff later, in Chapter 8 (for Size), Chapter 13 (for Divide Page), and
Chapter 11 (for Two-Sided Printing and its friend, Increase Margin for Binding).
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Figure 7-3: Just set the margins and ignore the other stuff.




3. Enter measurements in the Left, Right, Top, and Bottom boxes.

You can type numbers, or you can click the little up- or down-arrows to the right of each box to
increase or decrease the numbers by 1/10 of an inch per click. As you change the measurements,
WordPerfect changes the margins on the little page diagram in the dialog box so that you can see
the effect you will achieve.

If you want to know the minimum margins your printer is willing to print with, click the Minimum
button. Or, if you want to make all four margins the same, click the Equal button. (Hint: It uses the
margin measurement that's highlighted, usually the one you just changed.)

4. To change the margins to the measurements you entered, press Enter or click OK.
If you'd rather forget the whole thing, press Esc or click Cancel.

Another way to see the Page Setup dialog box is to right-click the margin strip on the Ruler. The
Ruler QuickMenu appears; choose Margins. A-ha! One more way to see the Page Setup dialog box:
Double-click the margin strip on the Ruler. That's it. No more ways. (Well, actually there are two others,
but they take you to the Layout tab, so never mind.)

When you set the margins and other paragraph formatting settings, WordPerfect inserts
invisible, secret formatting codes that contain the new margin information. We'd tell you the names of
these codes, but if we did, they wouldn't be exciting and secret anymore, would they? However, if you read
Chapter 9, you'll discover these codes, howto look at them, and even how to delete them if necessary.
Changing margins for the rest of the document

Changes you make to the margins can affect the rest of your document. A lot of the time, this is what you
want because your document can contain more than one distinct part (such as an executive summary
followed by a detailed proposal). You can use different margins for the different parts of the document.
(Okay, we're reaching for an example here, but it sounds plausible.)

To change the margins for the rest of the document, follow these steps:
1. Move the cursor to the position where you want the margins to change.

This position is usually at the top of a page, but it doesn't have to be. Remember, your margin
changes take effect at the beginning of the paragraph where the cursor is.

2. Display the Page Setup dialog box with the Margins/Layout tab selected.

That is, choose Format® Margins or press Ctrl+F8 or double-click the margins strip of the Ruler -
you get the idea.

3. Fillin the margin measurements you want to use.
4. Click OK or press Enter.

The dialog box goes away. The text following the cursor position moves to fit in the new margins. If
you have guidelines displayed, they'll jog to indicate the new margins, too.

These steps show you how to do the same thing with the mouse and the guidelines:
1. Move the mouse pointer to the point in the document where you want the margins to change.

To change the top or bottom margin, go to the first page on which you want to have the new
margin, and use the top or bottom margin guideline on that page.

2. Drag the guideline to the position where you want the new margin.



When you release the mouse button, WordPerfect sets the margin for the rest of the document to
the position you chose.

If you change the left or right margin again and again, the guideline starts to resemble an Etch-A-
Sketch drawing, showing where it changes to the new position (see Figure 7-4).
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Figure 7-4: Etch-A-Sketch-like guidelines result from changing margins in the middle of the

document.

Chapter 8 gets deeper and deeper into the details of page formatting, including top and bottom margins.

Indenting paragraphs

When you use paragraph formatting, you can specify special margins for one or two paragraphs. If you
include long quotations in your text to impress people with your erudition, you may want the quotations to
be indented more than the rest of your prose. WordPerfect provides three separate features for
accomplishing this task, but we figure that you probably have more urgent things to do than learn all of
them.

Our favorite way to change the margins for one or more paragraphsis to indent them, as shown in these
steps:
1. Move your cursor to the beginning of the paragraph you want to indent.

2. Right-click and choose Indent from the QuickMenu or press F7.

The left margin of the paragraph moves to the right by one tab stop. (You can read more about tab
stops later in this chapter.) Because you didn't actually change the margins, the guidelines do not
change. (You can also choose Format® Paragraph® Indent from the menu.)

Microsoft Word users: Go with the flow

If you have prior experience using Microsoft Word, one of the biggest hurdles to jump
over as you start to work with WordPerfect is a fundamental difference in the way WordPerfect
handles document formatting. In Word, you typically format a specific text selection or else format the
document as a whole.

In stark contrast, the position of your cursor is all important in WordPerfect. In other words, flowis
everything. Flow refers to the stream of text that goes through your document from the very top
(Ctrl+Home) to the very bottom (Ctrl+End), something like water traveling down a river. When you



make a formatting change in WordPerfect, that change nearly always starts at the current position of
the cursor and ripples through the rest of the document unless another command comes along
downstream that changes the formatting again.

A good example of this difference is the Page Setup dialog box. In Word, no matter where your cursor
is, whether itis on page 1 or 100, the settings you make inside of that dialog box, by default, impact
the entire document. On the other hand, in WordPerfect's Page Setup dialog box, the settings made
start at the page of the cursor and continue for the rest of the document.

Another way of looking at it is that Word enables you to swim upstream or downstream from where the
cursor is at, while WordPerfect really, really, really wants you to go with the flow and swim
downstream.

WordPerfect also provides the following useful variations:

m Indent both left and right margins: If you want to indent both the left and right margins for a
paragraph, choose Format® Paragraph® Double Indent (or press Ctrl+Shift+F7).

n Hanging indents: A hanging indent may not sound politically correct, but you may jolly well want
to include one in your document anyway. In a hanging indent, the first line of the paragraph is not
indented, but the rest of the lines are. Choose Format® Paragraph® Hanging Indent (or press
Ctrl+F7) at the beginning of the paragraph.

m Indent multiple paragraphs: If you want to indent several paragraphs, you can simply select the
paragraphs and press F7 (or Indent from the right-click QuickMenu).

m Modifying indent sizes: An indent code indents the paragraph one tab stop. To control how far your
paragraph is indented, you can move your tab stops; see 'Pulling Out the (Tab) Stops and Other Tab
Tricks,' later in this chapter.



How We Justify Things

Justification is a serious-sounding word — one that may make you think about moral imperatives,
rationales for your actions, and other philosophical stuff. What a disappointment when you learn that it
simply has to do with sticking spaces into lines of text. Such is life. In word processing and typesetting,
justification deals with the moral problem of different lines of text being different lengths.

Our five favorite justifications

Most people think that there are four ways to justify text, but WordPerfect has the following five:

m Left justification: Text begins at the left margin and fills as much space as it takes up. Because

different lines contain different text, the right edge of the text is uneven, or ragged. That’s why this
method is also called ragged right. Most of the text in this book uses left justification.

Right justification: Works the same way as left justification, except that the lines are shoved over to
the right margin. Now the left edge of the text is ragged, and the right edge is straight. (Wonder why
nobody calls this ragged left or straight right?)

Center justification: This method centers each line on the page. Both the left and right edges of the
text are uneven. Titles look great centered; normal paragraphs look wacky.

Full justification: The trickiest type; both the left and right edges of the text are nice and straight. How
do you manage this type if different amounts of text are on each line? The extra space is broken into
little pieces and stuck inamong the words in the line, so that all the lines are padded out to fill the
space between the left and right margins. Magazines, newspapers, and books usually use full
justification, which is also called justified text.

“All” justification(as WordPerfect calls it): Similar to full justification, only more so. In full
justification, the lines at the end of paragraphs are exempt. If the last line of a paragraph contains two
words, for example, the text begins at the left margin and stops where it stops. But with “all”
justification, no line is safe from The Justifier — WordPerfect justifies all the lines. If the last line of a
paragraph contains a word or two, no matter — WordPerfect sticks inches of white space between
each letter, if that's what it takes to stretch the line out to the right margin. We don’t imagine that you
will use this type of justification often; it looks downright weird. However, All Justification can be useful
if you decide to get deeply into tables and headings: Use it to S-T-R-E-T-C-H a heading across one or
more columns.

Printing today’s date

Everyone’s favorite thing to print flush right is today’s date at the beginning of a letter.
WordPerfect can not only print the date at the right margin, but also provide the date. Follow these
steps:

1. Move your cursor to the beginning of the letter in which you want the date to appear.

The location should be after your letterhead and before the address to which you are sending
the letter.

2. Choose Format® Line and select Flush Right from the choices that appear.
Alternatively, press Alt+F7 to make the line flush right.
3. Press Ctrl+D to insert today’s date.

Wow! Betcha didn't know it would be that easy.




Justifications for text: Left, center, right, and their friends

Justifying text is a lot like setting margins and indents. Check out the following steps:
1. Decide how much of your document you’re going to justify.

Depending on what you select, the same procedure can justify your whole document, a single
paragraph, or a group of paragraphs.

2. Move your cursor into position and make one of the following choices:

m To select the type of justification to use for the entire document, move your cursor to the
beginning of the document.

m To setjustification for the rest of a document, move your cursor to the point at which you want
the justification to change.

m To justify only a paragraph or two, select the text that you want to justify.
3. Click the Justification button on the Property Bar.

The Property Bar drops down a menu of the five types of justification. Alternatively, you can also
choose Format® Justification from the menu.

4. Click one of the justification types from the menu.
Alternatively, if you want to do it using shortcut keys, you can press one of these key combinations:
m Ctrl+L for left justification
m Ctrl+R for right justification
m Ctrl+E for center justification
m Ctrl+J for full justification

“All” justification has no key combination, which makes sense because we don’t think people use it very
often.

Justification for skipping Center and Flush Right

The particularly inquisitive reader may have noticed that, in the maze of WordPerfect menus, another
place has commands such as Center and Flush Right. You can find these commands by choosing the
Format® Line command. So what's the difference between centering your text with Format® Line and
with Format® Justification? Format® Line applies only to the line you are in, or the lines you have
highlighted. Format® Justification applies to the paragraph you are in or the paragraphs you have
highlighted.

For nearly all purposes, you are much better off using Justification because the option works as well on a
single-line paragraph as well as on a multi-line one. The only two times we can think of to use Format®
Line are if

m You want to break a single line into several pieces. Breaking a line into several pieces might be useful
ina header or a footer; we talk about those in Chapter 8.

= You know that you want to center (or flush right) just the one line you're currently typing. Making a line
flush right is useful for putting the date at the top of a letter. For an example, take a look at the sidebar
“Printing today’s date,” later in this chapter.

Donot use the Format® Line command in the middle of a paragraph. If you have more text left
in your paragraph than will fit on the current line, a minor train wreck will occur and the letters in your



paragraph will end up piled on top of one-another. Don’t panic, though. Just use the Edit® Undo
command (Ctrl+Z).



Using Hyphens to Hack Words in Half

In the days before word processors, hyphenation was a big deal for people. Heck, we even have a
colleague who got a Ph.D. in Hyphenology. Back when you typed documents out on a typewriter, you had
to make many decisions at the end of each and every line. The End-Of-Line Soap Opera would go
something like:

Hmmm, do | have room to squeeze the word contumelious on the line before | run out of space?
Nah, I don't think so ... Then where do | hyphenate this crazy word? Perhaps after the m? Or
maybe the I? Boy, | should have listened more during high school English class! Aw, heck, I'll just
substitute the word rude instead. It means about the same thing and will definitely fit on the line
without needing any stupid hyphen. Hyphens can be so contumelious!

Hyphenation is far less of an issue today, particularly because word processors wrapthe text for you,
eliminating the need for the line’s end soap opera. In fact, the only times we find it useful is on very narrow
columns of text or when text is flowing around a picture (see Chapter 14 to learn more about that trick). If
you decide you want words at the end of lines in your document to be hyphenated, you'll be glad to know
that WordPerfect can do it automatically, by deciding (sometimes rightly, occasionally wrongly) where to
hyphenate words that are too long to fit at the end of a line.

To tell WordPerfect to hyphenate words as necessary, follow these steps:
1. Move your cursor to the beginning of the document.

Usually, you should use hyphenation on the entire document or not at all. Life is confusing enough
as itis. You can't select a portion of your document and tell WordPerfect to hyphenate it, either. If
you just want to hyphenate a portion of your document, go to the place where you want
hyphenation to start and turn it on; then go to the place you want it to stop, and turn it off.

2. Choose Tools® Language® Hyphenation.

WordPerfect displays the Line Hyphenation dialog box. Ignore the cute little diagram, the
percentages, and everything. No one we ever met ever wanted to change the parameters that a
program uses when it does hyphenation. In fact, you can forget that you ever saw this box.

3. Click the little Turn Hyphenation On box so that an X appears in it.
4. Click OK or press Enter.
The dialog box vanishes.

At some point as you work on the document, WordPerfect decides that a word should be hyphenated
because it doesn't fit at the end of one line. If that word is in the WordPerfect hyphenation dictionary, no
problem!

WordPerfect sticks in the hyphen and away it goes. If, however, that word isn’t in the WordPerfect
dictionary, you see, with no warning, the Position Hyphen dialog box, as shown in Figure 7-5.
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Figure 7-5: Deciding where to split a word.
You have several options:
m Click the Insert Hyphen button to insert the hyphen where WordPerfect suggests.

m Press the left- and right-arrow keys on the keyboard to move the hyphen to a better place to split the
word and then click the Insert Hyphen button.

m Decide that this long word should really be two separate words. Choose this option if you left out a
space accidentally (which is our top-rated typo). Click the Insert Space button.

m Decide that there’s no good way to split the word in two and that the whole thing should be moved to
the beginning of the next line. A classic example of this is the word strength, which has a bunch of
letters but cannot be hyphenated. (Isn't it amazing how much trivia we authors can dredge up?) In this
case, click Ignore Word.

When WordPerfect hyphenates a word, it doesn’t insert a plain old ordinary hyphen. No, it
creates what it calls a soft hyphen, meaning that it will go away automatically if the word wrapping is
changed. In contrast, a hard hyphen is one you put in yourself and remains in the text even if the word
wrap changes (which could leave it looking rather silly in the middle of a line rather than at its end). See
Chapter 9 for more on the differences between hard and soft hyphens.



Pulling Out the (Tab) Stops and Other Tab Tricks

Tabs are mischievous creatures. What can be easier than pressing the Tab key to indent lines of your
text? And yet, if you don't use tabs correctly, they can make a mockery out of your document formatting
and can bite you in the back. You shouldn't be afraid of using them, but explore first how tabs work in your
WordPerfect document.

Setting your tab stops where you want them

When you press the Tab key, WordPerfect indents the text at the next tab stop. A tab stop is a position
across the line where tabs stop. By default, a line has a tab stop every half inch, though you can tweak the
settings to your heart's content.

You can see the tab stops for your document using the Ruler. (Choose View® Ruler from the
WordPerfect menu or just press Alt+Shift+F3.)

On the tab strip (just below the inch markings) of the Ruler, little black triangles mark the positions of your
tab stops. The ones that WordPerfect provides are, by default, left tab stops (the most commonly used
type) and are symbolized by triangles that point down and to the left.

You may not want a tab stop every half inch, and you may want to create tab stops of types other than left
tab stops. If you're typing a list of names and phone numbers, for example, you may want just one tab stop
at the position where you want the phone numbers to appear. Luckily, WordPerfect allows you to fool
around with the tab stops at will.

When you change or create tab stops, WordPerfect inserts a secret code into your document
that contains the positions of all the tab stops that are in effect at that point. The tab stop changes that you
make take effect at that point and continue for the rest of the document or until they encounter the next
secret tab stop code. If you change your tab stops several times, with your cursor in different places, you
can end up with a document that's littered with tab stop codes, and your tab stops may change when you
don't expect them to.

Luckily, WordPerfect makes it easy to tell where you've changed your tab stop settings; a little tab seticon
appears in the left margin of your document, with an arrow pointing to an indentation in a paragraph. (If
you don't see the tab seticon, try changing the zoom on your document: Choose View® Zoom® Page
Width. See Chapter 18 for all the details.) If you end up with unwanted tab stops in your document, you
can right-click the tab set icon and choose Delete from its QuickMenu.

Types of tab stops and when to use which one

WordPerfect has a bunch of different kinds of tab stops. This subject is kind of boring, but getting it
right once will make your documents look much better. Don't worry about memorizing all these types
of tabs; just remember that they're defined here the next time you wonder 'How can | get this text to
line up right?' This sidebar describes the different types of tab stops, along with what happens when
you press the Tab key to move to each type. The minitable at the end of this sidebar shows a live
demonstration.

m Left or L: What you type appearsto the right of the tab-stop position. On your Ruler, left tab stops
are indicated by little black triangles that point down and to the left.

m Right or R: What you type appears to the left of the tab-stop position. This tab stop doesn't sound
too aptly named, does it? It's called a right tab stop because the text is flush right, or right-aligned,
at the stop. On the Ruler, the triangles for right tab stops point down and to the right.

m Center or C: What you type appears centered on the tab-stop position. On the Ruler, center tab
stops are shown by little up-pointing triangles.

m Decimal or D: This type of tab stop is desighed for numbers that have decimal points, such as



columns of dollar amounts. WordPerfect positions the text with the decimal point at the tab-stop
position; columns of numbers look so much tidier if their decimal points line up vertically. If you
type something that has no decimal point, WordPerfect right-aligns it. On the Ruler, a decimal tab
stop is indicated by an up-pointing triangle with a little dot in the middle.

m Dotted versions of the preceding four types: You can tell WordPerfect to display a line of dots
(also called a dot leader) that leads up to the entry. You see this kind of thing in the tables of
contents of books such as this one. On the Ruler, dotted tab stops are shown by triangles with
dots above them.

‘ Left ‘ Center ‘ Right ‘ Decimal ‘ Dotted Right

‘ Tom ‘ Jones ‘ Blue ‘ $150.00 ‘ ....Page 1
‘ Jo ‘ Bloggswirth ‘ Greenish ‘ 75.00 each ‘ a2
‘ Sue ‘ Fish-Frei ‘ Purple ‘ 235.00 ‘ .3
‘ Mary ‘ Green ‘ Red ‘ none ‘ 4

You have (as always) two ways to position your tab stops: Use commands or use the Ruler. The
command for setting tab stops, Format® Line® Tab Set, displays the Tab Set dialog box.

If you double-click a tab-stop triangle on the Ruler, WordPerfect thinks that it is doing you a
favor by displaying the dreaded Tab Set dialog box. Don't panic - just click the Cancel button or press Esc.

Slithering tab stops across the ruler

To move an existing tab stop, follow these steps:
1. Move to the place in your document where you want the modified tab stops to take effect.

This spot is usually at the beginning of the document or the beginning of a table.
2. Click the little triangle for the tab stop that you want to move.
3. Hold down the mouse button and drag the triangle left or right along the Ruler to its new position.

When you release the mouse button, WordPerfect moves the tab stop to the position where you left
the triangle. A tab set icon appearsin the left margin of your document (an arrow pointing to an
indentation in a paragraph) showing that you've created a secret tab stop code here.

To move a bunch of tab stops at the same time, hold down the Shift key and drag the mouse across
the tab stops that you want to move. When you release the mouse button, instead of appearing against a
white background, the selected tab stops appear against a gray background. You can then click the gray
background to drag all these tabs to their new positions.

Removing unwanted tab stops

To getrid of atab stop, follow these steps:
1. Move to the place in your document where you want the change to take place.

2. Click the triangle for the tab stop and drag it down off the Ruler.

You'll know you've dragged far enough when the Bit Bucket (the techno-term describing a
repository for unused data) appears as part of the mouse pointer. WordPerfect drops the tab stop in
the Bit Bucket; you never see the tab stop again.



If you move or delete a tab stop by mistake, choose Edit® Undo or press Ctrl+Z to undo your
change. You can also click the Undo button on the Toolbar (the button with the U-turn arrow pointing to
the left).

To getrid of all the existing tab stops, follow these steps:
1. Right-click a tab strip on the Ruler.

It doesn't matter whether you click a tab stop or between tab stops. A QuickMenu appears.
2. Choose Clear All Tabs from the QuickMenu.

Blammo - no more tab stops.

Setting new tab stops

To create a new tab stop, follow these steps:

1. Tell WordPerfect which kind of tab stop you want to make. Right-click a white area on the tab strip -
that is, between two tab stops.

You see a QuickMenu that includes the Eight Types of WordPerfect Tab Stops. For the types that
are available, refer to the sidebar 'Types of tab stops and when to use which one," earlier in this
chapter. If you can see the tab indicator in the left margin, click there to see the same QuickMenu.

2. Choose the type of tab stop that you want from the QuickMenu.
Now you are ready to create the tab stop. Get ready; this process is complex and painstaking.

3. On the tab strip of the Ruler (the part where the triangles appear), point to the position where you
want the tab stop, and click.

WordPerfect creates the tab stop and the little triangle to go with it. A tab set icon appears in the left
margin of your document to alert you to a change in tab stops.

After you have your tab stops where you want them, you are ready to use them.



To Tab or Notto Tab?

You must be thinking, “What's the big production about using tabs? Can’t I just press the Tab key with the
default settings and be done with it?” Yes, you can do that, but your documents work better (that is, they
look better and are easier to edit) if you use tabs wisely. This section looks at the ways in which you are
likely to want to use tabs.

Indenting the first line of each paragraph

To tab ... Indenting the first line of each paragraph is one of the all-time-favorite uses of tabs. If you want
to indent the first line of a paragraph, you can pressthe Tab key as you begin typing the paragraph. Or you
can insert the tab later, after you type the paragraph. No big news here.

or Not To Tab . . . If you want to indent the first lines of a bunch of paragraphs, however, you can tell
WordPerfect to do it automatically, without your having to stick a tab at the beginning of each one. These
steps show you how:

1. Select all the paragraphs for which you want to indent just the first line.

The paragraphs must be together, with no other paragraphs, titles, or whatever mixed in. (You can
always select one group of paragraphs at a time and repeat these steps for each one.)

If you want to indent the first line of every single paragraph in the document, don’t select any text;
instead, move the cursor to the beginning of the document. If you want to indent all the paragraphs
starting partway through the document, move your cursor to the point where you want this
formatting to begin. Whew!

2. Choose Format® Paragraph® Format.

WordPerfect displays the Paragraph Format dialog box, as shown in Figure 7-6.
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Figure 7-6: Formatting a bunch of paragraphs so that their first lines are indented.

3. Inthe First Line Indent box, enter the amount by which you want to indent each first line.
This amount is usually about half an inch.
4. Click OK or press Enter.

WordPerfect adds that little bit of white space at the beginning of each paragraph, just the way your
typing teacher taught you. Look, Ma — no tabs!

Another way to display the Paragraph Format dialog box is to right-click the margin strip of the Ruler and
then choose Paragraph Format from the QuickMenu that appears.

Whether you choose to use tabs or paragraph formatting, don’'t use spaces to indent
paragraphs. In word processing circles, this method is considered tacky. The problem with spaces is that
they are different widths, depending on which font you use (see Chapter 6). Additionally, you can goof up
your text justification by using spaces rather than tabs. In contrast, tab stops are always reliable, exactly
the width that you see on the Ruler.



In addition, the advantage of using tabs is that if you decide to indent your paragraphs by a different
amount, all you have to dois slide that first tab stop over by a hair. Then all the tabs that depend on that
tab stop move, too. When you perform this procedure, be sure that your cursor is in the right place: at the
beginning of your document (assuming that you want to change the look of all the paragraphs in your
document).

Whenever you use a tab to indent a line, you should have pressed Enter to end the
preceding line. In other words, the line that you are indenting shouldn’t begin as a result of WordPerfect's
use of word wrap to fill the lines of a paragraph.

To indent allthe lines in the paragraph, or all except the first line, refer to “Indenting paragraphs”
earlier in this chapter. Never stick a tab at the beginning of each line of a paragraph. Yuck! Ptooey! If you
do, when you edit the paragraph later, the tabs will be all over the place, and your paragraph will have
unsightly gaps in all the wrong places. Please indent.

Tabbing yourself in the back

We know that tabbing backward sounds like a bizarre idea, but it's not the only one in the world of word
processing. A back tab lets you tab backward to the preceding tab stop. WordPerfect sometimes uses
back tabs without telling you. If you use the method for creating a hanging indent that we describe earlier
in this chapter, WordPerfect indents the entire paragraph one tab stop and then enters a back-tab code to
back up to the margin so that the first line isn’'t indented. Mercifully, WordPerfect performs this procedure
automatically and spares you the gory details.

You can use back tabs yourself, although why on earth you would want to escapes us. To insert a back
tab, press Shift+Tab. If you want to type some text, such as aaa, on top of some other text, such as bbb,
typeaaa, press Shift+Tab to back up, and then type bbb. Looks just peachy, doesn't it?

We brought the subject up only to warn you in case you press Shift+Tab by mistake. If you see text
stomping on other text, a back-tab secret code may be lurking in your document. See Chapter 9 to find out
how to find and exterminate it.

If you struggle with a bad aftertaste (remember Tab Cola?) when using tabs in your documents, you'll be
happy to know that for most purposes, you can use tables as an alternative to tabbed-up text formatting.
For most people, tables are much easier to use and more intuitive to work with than tabs. See Chapter 13
to explore how to create and format tables inside your documents.



Single Space, Double Space, Any Space

Double-spaced documents used to be the standard in the Typewriter Era, back when monospaced fonts
(seeChapter 6) made single space text hard to read. But in this digital age filled with proportional fonts,
most documents you create will be perfectly readable as single-spaced. However, in case you need to
change the spacing between lines, WordPerfect can accommodate you:

1. Move your cursor to the point at which you want the line spacing to change.

To change it for the entire document, move to the beginning of the document by pressing
Ctrl+Home. To change the line spacing for a paragraph or two (for a long quotation, for example),
select the text that you want to change.

2. Choose Format® Line® Spacing.

WordPerfect displays the Line Spacing dialog box. See Figure 7-7.
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Figure 7-7: Double-spacing your document to make it look longer.

3. Enter a number in the Spacing box.

Enter2to get double-spaced text, for example. You can enter fractions or decimals. To add just a
little space between the lines, you can enter 1.1 or 1.2. Click the little arrows at the right end of the
Spacing boxto increase or decrease the number in the box atad.

4. Click OK or press Enter to dismiss the dialog box.

WordPerfect does your bidding and adds the vertical space that you requested between each line
of text.

Don't try to create a double-spaced paragraph by pressing Enter to add blank lines between
your normal paragraph lines. You'll end up getting crazy formatting for your paragraphs when you try to
edit them later.



Changing the Spacing between Paragraphs

You can tell WordPerfect to leave extra space between the paragraphs in your document and not add any
between the lines of the paragraph. This capability results in text that looks sort of like this book does - an
effect that we prefer over first-line indenting.

This procedure involves paragraph formatting and the use of the Paragraph Format dialog box, which we
show you earlier in this chapter (refer to Figure 7-6). Follow these steps:

1. Move your cursor to the beginning of the document by pressing Ctrl+Home.
Assuming that you want to use this kind of thing for the entire document, that is.
2. Choose Format® Paragraph® Format.
WordPerfect displays the Paragraph Format dialog box (refer to Figure 7-6).
3. Inthe Number of Lines box, enter the number of lines that you want between paragraphs.

Enteringl means that you want no extra space. We recommend entering 1.5, which adds a blank
half-line between each paragraph - enough to separate the paragraphs visually. (Don't we sound
like we know what we're talking about?)

4. Click OK or press Enter to leave the dialog box.



Beyond the List Horizon

People tend to think in lists — to-do lists, grocery lists, America’s Most Wanted lists, seven steps to
successful tango dancing, David Letterman’s Top Ten lists, For Dummies books’ Part of Tens, and so on.
It comes as no surprise then that creating lists is one of the most commonly performed tasks you can
perform with a word processor.

Adding bullets to existing paragraphs

Abulleted list is used to set apart a bunch of related lines or paragraphs in your document. To add a bullet
to an existing paragraph, follow these steps:

1. Position your cursor anywhere in the paragraph you'd like to bullet.

Because a bullet applies to the entire paragraph, you can position at the start of the paragraph, the
middle, or the end.

2. Click the Bullets button on the Toolbar.

A bullet will be added to the start of the paragraph and then text will be indented to the first tab stop.
(For more on tab stops, see the “Pulling Out the (Tab) Stops and Other Tab Tricks” section earlier
in the chapter.)

If you'd like to add bullets to several paragraphs, select the paragraphs with your mouse (see Chapter 2)
and click the Bullets button on the Toolbar. A bullet is added to each paragraph.

Creating a new bulleted list

If you would like to create a new list from scratch, follow the steps below:
1. Move your cursor to the start of an empty line in which you'd like to have bulleted.

2. Click the Bullets button on the Toolbar.
3. Type the text for the bulleted item and press Enter.

When you press the Enter key, WordPerfect moves the cursor to the next line and assumes that the
next line you are creating should also be bulleted.

If its assumption is correct and you need to add a new bulleted item, type the text here. Repeat as
necessary for each item in your list.

4. Whenyou are done with the last item in your list, press Enter again to create a new blank bulleted
line.

5. Click the Bullets button on the Toolbar to turn off Bullet formatting.

Using an arrow, block, or smiley for a bullet

If variety is the spice of life, then sooner or later, you're going to get bored with the same small black dots
that you use for bullets. It’'s a good thing, then, that WordPerfect has a vending machine’s supply of bullets
that you can use for almost every conceivable need.

To use a different type of symbol for the bullet:
1. Paosition your cursor on a new line or in a paragraph that you wish to bullet.

You can format the paragraph with another type of bullet. WordPerfect will just swap out the old
bullet and replace it with the new one you select.



2. Click the down arrow beside the Bullets button on the Toolbar.

A menu of bullet types appears. Your options include small dots, large dots, diamonds, blocks,
triangles, and check boxes.

3. Click the bullet type that you'd like to use.

Or, if none of these standard types of bullets suit your fancy, then click the More button to display
the Bullets and Numbering dialog box (see Figure 7-8). You can pick from an even greater number
of bullets from here or click the More bullets button for an even greater selection. Ignore the other
settings in this dialog box for now.
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Figure 7-8: Bullets and Numbering dialog box.

4. Click OK when you're finished.

When you have selected the bullet type, WordPerfect updates the document.

Creating multiple levels of bullets

You can create multiple levels of bulleted lists — something like a list within a list. To demote a list item (or
move a list item to the next tab stop to the right):

1. Position the cursor on the bulleted item that you wish to demote.
2. Click the Demote button on the Property Bar.
The bulleted item will move to the right one tab stop.

If you create multiple levels of bulleted lists, we recommend using a different bullet type for each
level. Different bullets make for easier reading and are quicker for the human eye.

Alternatively, if you've got multiple levels of lists and would like to promote a list item (or move its indention
one tab stop leftward), do the following:

1. Paosition the cursor on the bulleted item that you wish to promote.
2. Click the Promote button on the Property Bar.

The bulleted item will move to the left one tab stop.



Numbering an existing set of paragraphs

You can create numbered lists in WordPerfect that automatically sequence the numbers for you in your
list. If you've got a group of paragraphs that you'd like to transform into a numbered list, follow the
instructions below:

1. Select the paragraphsthat you'd like to number.
If you need a primer on text selection, go to Chapter 2.
2. Click the Numbering button on the Toolbar.

Numbers are added to the start of each paragraph, and text is indented to the first tab stop. (For
more on tab stops, see the “Pulling Out the (Tab) Stops and Other Tab Tricks” section earlier in the
chapter.)

Creating a new numbered list

To create a new numbered list from scratch, follow these steps:
1. Move your cursor to the start of an empty line that you'd like to have numbered.

2. Click the Numbering button on the Toolbar.
3. Type thetext for the paragraph and press Enter.
WordPerfect moves the cursor to the next line and increments the number in your list by one.

4. Whenyou are done with the last item in your list, press Enter again to create a new blank
numbered line.

5. Click the Numbering button on the Toolbar to turn off Numbering formatting.



Chapter 8: Perfect Pages and Dashing Documents

In This Chapter

m Setting the page size

m Adjusting the top and bottom margins

m Starting a new page

m Keeping text together

m Centering a page from top to bottom

m Looking at different views of your document

= Numbering pages

m Adding headers, footers, and watermarks

m Force fitting your document into a page length

Chapter 6 explores formatting of characters, the plankton in the vast sea of documents. Chapter 7 talks
about formatting in the salt-water schools of margins, indents, and tabs. In this chapter, you discover the
how to format the Great Tuna, the document as a whole. You'll cast your nets sizing, centering, and
numbering the page and then look at adding things like headers and footers.

Any tuna will tell you that a key to creating great-looking documents that sharks can't bite at comes from
knowing how to format at the page and document level. So, read on, or you'll have a whale of a time the
next time you need to format a document.



Setting the Page Size

WordPerfect wants to know everything about your document. In particular, it wants to know which kind of
paper you plan to print it on (letterhead? envelopes? labels?). It doesn't care what your paper looks like; it
cannot tell embossed rag stationery with gold-leaf edges from cheapo copying paper; it just wants to know
the paper's size.

If you don't mention anything about paper, WordPerfect probably assumes that you're going to use the
usual letter-size paper that you stick in the printer in the usual way. If you plan to print on the paper
sideways (known as landscape orientation), however, or if you plan to use legal-size paper, envelopes, or
paper with letterhead across the top or down the sides, you had better tell WordPerfect about it; otherwise,
you may run into trouble with your margins.

To tell WordPerfect about the size of the paper on which you plan to print your document, open your
document and follow these steps:
1. Move your cursor to the beginning of the document by pressing Ctrl+Home.

Because paper size is something that usually applies to the entire document, set the cursor
correctly at the beginning.

2. Choose Format® Page® Page Setup.

WordPerfect displays the Page Setup dialog box, as shown in Figure 8-1. When you use the
Format® Page® Page Setup command, this dialog box appears with the Page Setup tab
selected, displaying paper sizes WordPerfect thinks you might be interested in. If the Page Setup
tab is not selected, click it.

Page satup (HP DeskJor 7200) B

Page Setup | Lapond |

Pmiildrﬁm

Frfm g bt - Flegioee
Hame sen |~

a5 BHnzgdn

o) AT meS8n
=35HI'§-Z 12nuilin
bl Erveiliogs H10 4T Rx30m
;{nawﬁ? ddma&STm
S Emipa 05 4S5naEdn
A Ervelopa DL 43na@Tim

Execufive 12nvilSn

Jparwss P, I9n:S8n =

Lagal S nxiddn Dgcumant mangng

Efnal10m

..-LﬁJ..r BN 0 b E“ W wirum

ddd | E@ | Dol |

Left 075 ;
Oirerdation
 Potal 0 Landscage R 112
Page delestor, apopda: o Tom |i'5-_'a
1% Cument and Fipbowns pages
™ Cumend page only Boltor |10 =

[
Figure 8-1: The Page Setup dialog box.

You see the Page Definition list, which contains, not surprisingly, a list of page definitions. The
Letter page definition is probably highlighted, but the exact list you see depends on the kind of
printer that you use (different printers can accept different paper sizes). Our list includes the ones
shown here:

m A4 (European paper, a tad bigger than American letter size)
= Envelope #10 (a regular business envelope)

m Envelope DL (yet another envelope size)



m Legal (legal-size paper, which is longer than letter size)
m Letter (our favorite)
3. To use a different paper size, click the page definition that you want to use.

The page size that appears highlighted in the Page Definition list is the one that you are currently
using for this document.

4. Click OK.
If the list of available paper sizes looks odd, make sure that the correct printer is selected.

Use landscape printing for documents that are too wide to fit on the paper the regular way, especially
for tables that have numerous columns. Also, people always 'ooh' and 'ahh’ when you produce a
document printed sideways on the page, which is another good reason to use it.



Adjusting the Top and Bottom Margins

After WordPerfect knows the size of your paper, it has opinions about your margins. Unless you tell it
otherwise, WordPerfect assumes that you want 1-inch margins all the way around the page, measuring
from the edge of the paper. We generally find this measurement to be a little too airy and spacious for our
tastes, and we usually change the margins - unless we are getting paid to write by the page, of course.

To change the left or right margin, refer to Chapter 7, which explains how to use the Ruler, guidelines, or
Margins/Layout tab of the Page Setup dialog box for this task.

To change the top or bottom margin, open your document and follow these steps:
1. Make sure you are in Page view by choosing View® Page from the menu (or Alt+F5).

Page view shows you the top and bottom margin guideline and allows you to see these margin
changesright on your screen.

2. Move your cursor to the page at which you want the new margins to take effect.

To change the top or bottom margin for the entire document, move to the first page. To change the
margin beginning at another page, position your cursor somewhere in that page.

3. Click the top or bottom margin guideline on your page and drag it to a new position.

As you drag the guideline, a pop-up window appears to tell you the current measurement of the
margin (in inches by default).

4. Whenyou have the margin at the desired place, release your mouse.

Alternatively, if you have shaky hands and don't like to adjust the margin with your mouse, you can use a
dialog box approach. To do so, open the document and follow these steps:

1. Position the cursor on the page you'd like to begin the margin change.
2. Display the Page Setup dialog box by choosing Format® Margins or pressing Ctrl+F8.

If you get the urge, you even can display it by double-clicking the part of the Ruler that shows the
margins. The Page Layout tab along the top of the dialog box should be selected - click it if it's not
selected (refer to Figure 8-1).

3. Fillin the measurements for the top and bottom margins and then click OK.
The little page diagram changes to show you how the page will look, more or less.

In Page view, you'll see the changed margins immediately. If you are using Draft view (described
later in this chapter in the section 'Looking at Different Views of Your Document'), you won't notice a
difference in the look of the page, except that the page breaks move.




Starting a New Page

When you are typing text, WordPerfect's job is to keep track of how much text will go on a page. When you
get to the bottom of a page,, WordPefect puts a couple more quarters into the coin slot for you and dishes
out a brand new page for you to continue your work.

WordPerfect keeps track of where on the page each line appears as you are typing in your text. You can
always see your position on the page by looking at the Application Bar, where it says Ln (short, we guess,
forLi ne), followed by a measurement ininches (or maybe centimeters). This spot is your position from
the top edge of the paper.

But what if you don't want to fill a page before starting the next one? You can insert a secret code that tells
WordPerfect to skip to the top of the next page, regardless of whether this one is full. This feature is called
apage break. The page breaks that WordPerfect sticks in when pages are full are called soft page
breaks.If you want to put a break in yourself, it's called a hard page break. (SeeChapter 9 to find out
about the difference between hard and soft codes.)

To insert a hard page break, just press Ctrl+Enter. Poof! Your cursor dashes down to the top of a
new page. If you were in the middle of the line, the part of the line after your cursor moves down to the
new page with you.

To getrid of a hard page break, move your cursor to the very beginning of the page after the page break,
and press the Backspace key. This step backs you up, and with luck, it deletes the page break in the
process. Alternatively, you can move your cursor to the last character before the page break and press the
Delete key - same idea. If this step doesn't work, see Chapter 9 to find out the secret code that
WordPerfect uses for the page break and delete the crazy thing.

You may be tempted to begin a new page by pressing Enter over and over until your page is full
of carriage returns and you arrive at the top of the next page. It may seem logical and easy to break a
page this way. But don't. Trust us. Here's why: If you edit the earlier part of your document so that it gets
just a teeny bit shorter, everything shifts up a tad. Now you have too few returns to fill the page, and the
text begins at the bottom of the preceding page rather than on a new page - not the effect that you want.
Take our advice: Insert a hard page break instead. It's so much less work!



Keeping Text Together

You have complete control over where hard page breaks occur because you put them in yourself. But
WordPerfect sticks in soft page breaks whenever it decides that no more lines can fit on a page.
Sometimes, it chooses singularly bad spots to begin a new page. A technical term was created for lousy
positioning of page breaks: bad breaks. (We always thought that it was a skiing term.)

Avoiding broken homes (widows and orphans)

Your document looks lousy when a paragraph begins on the last line of a page so that only one line of the
paragraph appears before the page break. This traditional typesetting no-no is called an orphan. A widow
occurs when the last line of a paragraph appears at the top of a page all by itself.

Luckily, you don't have to know about this stuff or even think about it, because WordPerfect does your
worrying for you. Follow these steps to avoid the dreaded social disease of bad breaks:

1. Move your cursor to the beginning of the document by pressing Ctrl+Home.
The following command and the resulting secret code apply to the entire document.
2. Choose Format® Keep Text Together.

WordPerfect displays the Keep Text Together dialog box, as shown in Figure 8-2.
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Figure 8-2: The Keep Text Together dialog box.

The dialog box contains three settings that have to do with positioning page breaks, and we discuss
all three in this chapter. Our immediate concern, however, is those widows and orphans.

3. Click the box called Prevent the First and Last Lines of Paragraphs from Being Separated across
Pages; it should contain a little check mark.

This check box is in the Widow/Orphan section of the dialog box.
4. Click OK or press Enter to leave the dialog box.

Now WordPerfect avoids leaving widows and orphans alone at the top and bottom of pages. Instead, it
moves page breaks up or down a line as necessary. The pages won't be completely full, but that's the
price you pay for family cohesion.

Keeping your text together

Your document may contain information that should not be split over a page break. A columnar table
looks crummy if it is split up, for example, unless it is longer than one page. You can select part of your



document and tell WordPerfect, 'Let no page break enter here!' Follow these steps:
1. Select the text that you want to keep together.

Refer to Chapter 4 to find out how to select text, if you don't already know. For tables, be sure to
include any headings or titles.

2. Choose Format® Keep Text Together.
WordPerfect displays the Keep Text Together dialog box (refer to Figure 8-2).
3. Click to add a check in the Keep Selected Text Together on Same Page hox.
This check box is in the Block Protect section of the dialog box.
4. Click OK or press Enter.

Block Protect sounds like the maneuver that a two-year-old uses when another kid comes to visit, but
WordPerfect isn't talking about that kind of block. In earlier versions of WordPerfect, selecting text was
always called 'marking blocks," and doing anything with a bunch of text was called a 'block operation.’
Although WordPerfect has adopted Windows-speak, which requires that you refer to a bunch of text as a
‘selection,’ references to blocks still exist.

Keeping your head together

Leaving a heading stranded all alone at the bottom of the page while the text that follows the heading
begins on the following page is considered tacky and gauche.

Unlike the method for preventing widows and orphans, which requires you to issue one command at the
beginning of your document, the method for keeping your heads together with your content requires you to
issue a separate command for each heading.

If you are working on a long document, the prospect of manually entering this command for
every possible heading may not seem very attractive. One alternative to this time-consuming problem is to
use styles to format your headings; jump to Chapter 10 if this subject interests you.

To prevent WordPerfect from separating a heading from its body, open the document in question and
follow these steps:

1. Move your cursor to the beginning of the line that contains the heading.
2. Choose Format® Keep Text Together.

WordPerfect displays the Keep Text Together dialog box (refer to Figure 8-2 again). Look at the
Conditional End of Page section of the dialog box.

3. Click the box called Number of Lines to Keep Together, so that it contains a check mark.
4. Type a number in the text box.

To keep the heading line and the first two lines of the text that follow it together, enter 3. If you use a
blank line to separate the heading from the text, you may want to enter 4.

5. Click OK or press Enter to leave the dialog box.

Now if the heading and the first few lines that follow cannot fit at the bottom of the page, WordPerfect
moves the whole kit and caboodle to the top of the next page.

Don't use too many Block Protect and Conditional End of Page settings in your document, or
WordPerfect will have a heck of a time finding anywhere to put page breaks. However, the best solution is
to avoid using lots of headings with large fonts. Instead, if you have a long document with many headings,
decrease the font size of the headings to eliminate many of the conditions that cause widows and orphans.






Centering a Page, Top to Bottom

When you create a title page for a document, it's nice if the titles appear in the middle of the page, both up
and down and left to right. Chapter 7 talks about how to center text between the left and right margins (oh,
all right - move to the beginning of the line and press Shift+F7). The following steps show you how to
center the titles top to bottom. Of course, you can press Enter a bunch of times above the titles, but this is
a baaaad idea. Let WordPerfect put your titles in exactly the right place by following these steps in an open
document:

1. Move your cursor to the top of the page that contains the text to be centered top to bottom.
In most cases, this page is the first page of your document.
2. Choose Format® Page® Center.

WordPerfect displays the Center Page(s) dialog box, as shown in Figure 8-3.
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Figure 8-3: The Center Page(s) dialog box.

3. To center this page, choose Current Page.
4. Click OK or press Enter.
WordPerfect moves the text on the page up or down to its center.

To revoke centering on a page, move your cursor to the top of the page, choose Format® Page®
Center to display the Center Page(s) dialog box, and choose No Centering.

You may have centered all your pages without knowing it. Suppose that you're working on page
12 of an existing document, and you decide that this would be a good place to start a new page. Press
Ctrl+Enter, and suddenly, to your chagrin, you notice that all this white space appears at the top and
bottom of page 12. What's going on here? Somewhere in your document you probably have a Center
Page(s) code that is secretly telling WordPerfect to perform this dastardly deed. All your pages so far have
been centered top to bottom, but because they're full of text, you didn't notice. Now that page 12 has only
a little text on it, you do notice. Check out Chapter 9 to find out how to hunt down and eliminate the little
varmint (errrr, we mean Reveal Code).



Looking at Different Views of Your Document

WordPerfect can show your document from several angl