: machlhg Guide

WORDPERFECT

Neil Salkind



\6_, -
WordPerfect 6

SELF-TEACHING GUIDE

Neil Salkind

John Wiley & Sons, Inc.
New York A Chichester A Brisbane A Toronto A Singapore



Associate Publisher: Katherine Schowalter

Editor: Tim Ryan

Managing Editor: Frank Grazioli

Editorial Production: Mary Ray Worley/Impressions, a Division of
Edwards Brothers, Inc.

This text is printed on acid-free paper.
Copyright © 1993 by John Wiley & Sons, Inc.
All rights reserved. Published simultaneously in Canada.

Reproduction or translation of any part of this work beyond that permit-
ted by Section 107 or 108 of the 1976 United States Copyright Act without
the permission of the copyright owner is unlawful. Requests for permis-
sion or further information should be addressed to the Permissions
Department, John Wiley & Sons, Inc.

This publication is designed to provide accurate and authoritative infor-
mation in regard to the subject matter covered. It is sold with the under-
standing that the publisher is not engaged in rendering professional ser-
vices. If legal, accounting, medical, psychological or any other expert
assistance is required, the services of a competent professional person
should be sought. FROM A DECLARATION OF PRINCIPLES JOINTLY
ADOPTED BY A COMMITTEE OF THE AMERICAN BAR ASSOCIA-
TION AND A COMMITTEE OF PUBLISHERS.

Library of Congress Cataloging-in-Publication Data:

Salkind, Neil J.

WordPerfect 6: self-teaching guide / by Neil Salkind.

p. cm.

Includes index.

ISBN 0-471-58422-3 (paper: alk. paper)

1. WordPerfect (Computer file) 2. Word processing. I. Title.
Z52.5W655245 1993
652.5'536--dc20 93-5306

CIp

Printed in the United States of America
10987654321



For Micah
on the occasion of his ninth birthday
and for his unending curiosity
about how the world, and his parents, work



Contents Overview

O @O NI Ul R W e

Pt e e el e el el et e e
© 0 N Ul R W N R oo

Introducing WordPerfect, 1

Getting Started, 15

Creating Your First Document, 31
Editing Documents, 45

Different Views of WordPerfect, 77
Using Button Bars, 85

Managing Files, 101

Searching Through Documents, 117
Dressing Up Text, 129

Dressing Up Lines, 153

Dressing Up Pages, 173

Spell Checker and Thesaurus, 195
Creating and Using Tables, 211
WordPerfect Math, 235
WordPerfect Columns, 259

Sorting with WordPerfect, 273
Customizing Letters and Documents, 291
Printing with WordPerfect, 309
Multiple Documents, 325

Great Graphics, 343



Contents

Introducing WordPerfect, 1
The Difference Between WordPerfect 5.0/5.1 and 6.0
Who Should Use This Book
What's in This Book
What You Need to Use WordPerfect 6.0
The Computer
The Disk Drives
The Printer
The Monitor
Using the Keyboard
Keyboard Conventions
Mouse or Keyboard?
About Selecting
Helping You Work
How to Use This Book

Getting Started, 15
Lesson 1: Starting WordPerfect
Exiting WordPerfect
Lesson 2: The WordPerfect Opening Screen
Lesson 3: Using Pull-Down Menus
Displaying the Main Menu Bar
Selecting a Pull-Down Menu
Selecting Options from Pull-Down Menus
Don't Like Menus?
Using Dialog Boxes
Lesson 4: Using WordPerfect Help
The WordPerfect Help Template
Using WordPerfect Context-Sensitive Help
The WordPerfect Help Index
Using a Coach

[anlN =T <IN BN BN He Nle NIS BV )

P e
W NN

16
16
18
20
20
20
21
21
23
25
25
25
26
27

ix



X A WordPerfectb

Creating Your First Document, 31
Lesson 5: Entering Text with WordPerfect
Lesson 6: Saving a File
Saving a File for the First Time
Assigning a Password
Removing a Password
Saving a File After It Has Been Saved Once
Saving a File to Another Disk
Saving a File Under a New Name
Saving and Clearing the WordPerfect Screen
Saving and Exiting the WordPerfect Screen
Lesson 7: Printing Your Document
Lesson 8: Ending a WordPerfect Session

Editing Documents, 45

Lesson 9: Opening a Document
Opening a Document
Retrieving a Document Using the File Manager
Combining Files

Lesson 10: Using Reveal Codes

Lesson 11: Moving Around Your Document
Scrolling and Scroll Bars

Lesson 12: Working with Blocks
Blocking Text from the Keyboard
Blocking Using a Mouse
Using Blocks
Printing Blocks
Saving Blocks

Lesson 13: Inserting and Deleting Text
Inserting Text
Deleting Text
Deleting Words
Deleting Lines
Deleting Sentences, Paragraphs, and Pages
Deleting a Block of Text

Lesson 14: Cutting and Copying Text
Cutting and Pasting Text
Copying Text

32
34
35
36
37
37
38
38
39
39
41
42

46
47
48
50
51
54
56
57
58
59
59
59
60
61
61
62
63
63
64
66
67
67
69



Contents A xi

Lesson 15: The Fabulous Undelete and Undo
Use WordPerfect’'s Fabulous Undelete Feature
The As Fabulous Undo

Different Views of WordPerfect, 77
Lesson 16: The Different WordPerfect Modes
Lesson 17: Changing View Modes

Using Button Bars, 85

Lesson 18: Using the Button Bar
A Bit About Button Bars

Lesson 19: Editing Button Bars
Adding a Button to the Button Bar
Adding a Feature to the Button Bar
Adding a Macro to the Button Bar
Adding a Button Bar
Deleting a Button
Moving a Button
Creating Your Own Button Bar
Using Button Bar Options

Managing Files, 101

Lesson 20: The File-Management Options
The File-Manager Screen
The Current and Parent Directories

71
71
73

78
82

86
86
88
89
91
93
93
94
94
95
97

102
102
104

Lesson 21: Some Important File-Management Options 105

Opening a File

Deleting a File

Moving and Renaming a File
Printing a File

Looking at Files

Changing Directories
Copying Files

Finding Information in Files
Finding Files by Name
Selecting Multiple Files

105
106
106
108
108
110
111
112
114
115



xii

A WordPerfect 6

Searching Through Documents, 117

Lesson 22: Searching for Text
Searching Forward
Searching Backward
Repeating Searches
Some Search Reminders
Searching for Reveal Codes
Lesson 23: Replacing Text
Searching for and Replacing Text
Some Search and Replace Reminders

Dressing Up Text, 129

Lesson 24: Working with Text
Formatting Text as It’s Entered
Boldfacing Text as It's Entered
Underlining Text as It's Entered
Formatting Text After It’s Entered
Boldfacing Text After It's Entered
Underlining Text After It’s Entered
Before or After? That Is the Question
The Font Dialog Box
Changing Fonts
Changing Font Size
Seeing How Things Look
The Print Preview Options

Lesson 25: Changing the Size of Text
Working with Different Text Sizes

Lesson 26: Changing the Appearance of Text
Working with Different Appearance Options
Changing the Position
Underlining
Working with the Initial Font
The Case Conversion Tool

Lesson 27: Combining Format Changes
Welcome to Font Junk

Dressing Up Lines, 153

Lesson 28: Working with Lines

118
118
120
120
120
121
124
124
126

131
131
131
132
132
133
133
133
134
135
136
137
137
142
142
143

145
146
146
147
148
148

154



Contents A xiii

Setting Left and Right Margins
Checking Your Margins
Indenting Paragraphs
Using a Left Indent
Using a Double Indent
Using a Hanging Indent
Justifying Text
Flush Right
Spacing Lines
Lesson 29: Working with Tabs
Setting a Tab
Setting Multiple Tabs
Using Different Types of Tabs
The Left Tab (L)
The Decimal Tab (D)
The Center Tab (C)
The Right Tab (R)
A Few Hints on Tabs

10 Dressing Up Pages, 173

11

Lesson 30: Working with Pages
Setting the Paper Size
Working with Page Numbers
Lesson 31: Creating Headers and Footers
Creating a Header or Footer
Inserting Page Numbers into Headers
Special Headers
Editing Headers and Footers
Lesson 32: Summarizing Documents
Creating a Document Comment
Creating a Document Summary

Spell Checker and Thesaurus, 195
Lesson 33: Using the Spell Checker

How the Spell Checker Works

Checking Words, Pages, and Documents
Lesson 34: Using the Thesaurus

How the Thesaurus Works

154
157
157
158
158
159
160
162
162
163
164
165
166
167
168
169
169
169

174
176
178
184
185
187
188
188
189
190
191

196
196
197
205
205



xiv A WordPerfect6

12

13

14

Creating and Using Tables, 211
Lesson 35: Your First Table!
Entering Information
Copying Tables
Lesson 36: Changing How Tables Look
Editing Tables
The Table Edit Options

WordPerfect Math, 235
Lesson 37: Math Basics
Locating the Cursor Using Tabs
Defining Math Columns
Operators
Defining a Column
Turning Math On
Enter the Information and Operators
Calculating
Turning Math Off
Some Hints About Math with Columns
Lesson 38: Tables and Math
The Math Options
Operators and Tables Math
Using a Formula
Copying a Formula
Lesson 39: Using Functions in Tables

WordPerfect Columns, 259

Lesson 40: Creating WordPerfect Columns
Column Basics
Defining Columns
Deleting Columns
Creating Newspaper Style Columns
Entering Newspaper Style Text
Creating Parallel Columns
Entering Parallel Style Text

Lesson 41: Editing Columns
Editing Newspaper Style Columns

212
214
216
217
218
222

236
237
237
239
240
241
241
242
243
244
245
245
246
246
248
254

260
260
261
263
263
264
265
265
267
267



Contents A xv

15

16

17

Editing Parallel Style Columns
Editing the Column Definition

Sorting with WordPerfect, 273
Lesson 42: Sorting Basics

How WordPerfect Sorts

A Simple Sort

The Sort Dialog Box

Sorting Blocks

Sorting in Tables

Sorting on More than One Field

Using the Sort Keys

Selecting Records

Customizing Letters and
Documents, 291

Lesson 43: Merging Documents

How Merge Works

Creating the Form File

Creating the Data File

Merging the Form and Data Files

Using Form and Data Files More Than Once
Lesson 44: Using Special Merge Codes

Inserting the Date

Pausing for Keyboard Entries

Printing with WordPerfect, 309
Lesson 45: Selecting a Printer
Deleting a Printer
Adding a Printer
Lesson 46: Controlling Your Printer
Main Printer Options
Other Printer Options
Printing Different Characters
Composing Characters
Using WordPerfect Characters
Creating Digraphs and Diacriticals

268
269

274
274
274
278
280
280
281
281
286

292
292
293
296
298
301
302
302
303

310
312
312
313
314
316
318
319
320
322



xvi A WordPerfect6

18

19

Multiple Documents, 325

Lesson 47: Creating Multiple Windows
Making Several Documents Active
Switching Between Documents
Switching Between Documents (Only Faster!)
Switching Between Two Documents
Viewing Documents Simultaneously

Lesson 48: Working with Windows
Changing Window Size
Moving a Window
Closing a Window

Lesson 49: Cutting, Copying, and Pasting Between

Documents

Closing Windows and Exiting WordPerfect
Appending Blocks of Text

Great Graphics, 343

Lesson 50: Working with Graphics
Adding a Figure to a Document
The Figure Edit Dialog Box Options
Editing a Figure
Placing Text in Boxes
Using Text Box Options
Shading Text Boxes
Rotating Text
Working with Lines
Editing a Line
Lesson 51: Creating Equations
Creating an Equation
The Equation Window Commands

Index, 371

326
326
326
327
328
329
333
333
334
337

338
339
339

344
344
347
350
357
358
359
360
360
363
364
364
367



Introducing
WordPerfect

Y)u’re lucky. Out of all the word processing programs that are avail-
able, you chose WordPerfect. Besides being the number one selling
word processing program available today; it is also one of the best busi-
ness, writing, and document creation tools you can own.

If you want to learn how to use WordPerfect, you’ve come to the
right place. As you work through each lesson in WordPerfect 6.0: A
Self-Teaching Guide, you'll learn how to enter and edit text, prepare ta-
bles, and use great graphics to make your documents shine. When you
finish this book, you'll have mastered an excellent set of skills that will
allow you to do almost anything that WordPerfect is capable of. In this
lesson you'll learn:

What’s in WordPerfect 6.0: A Self-Teaching Guide
What you need to use WordPerfect programs

How to use the keyboard and mouse

> > > >

How to use this book
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Important Keys Important Terms
Alt function keys

Ctr pull-down menus
Del template

Enter

Esc

Ins

Shift

Tab

The Difference Between
WordPerfect 5.0/5.1 and 6.0

When software developers release a new version of a program,
they assign a number to differentiate that version from others.
When the changes are minor, a version increment goes by a deci-
mal such as from 5.0 to 5.1 and so on. When the changes are major,
the version increment is a whole number such as 5.1 to 6.0. And
that’s where we are with WordPerfect 6.0.

Version 6.0 of WordPerfect is quite different from previous ver-
sions. The difference is not so much in how you use the program,
but in what features the program offers. For example, with
WordPerfect 6.0 you can create and send a fax; view your docu-
ments in text, page, or graphic format; save time and effort with
button bars to select a button that allows you to print, save, or
change fonts with a click of the mouse; open up to nine (count ‘em)
screens at a time; and use a new and very powerful File Manager
to help keep your documents well organized and easy to access.

Although all of the features from earlier versions of
WordPerfect are still here, this new version does take on somewhat
of a different appearance. For those of you who have used
WordPerfect in the past, the key combinations will be the same, but
the screens these combinations bring up when used will appear a
bit different and take a bit of time (but not much) to get used to.
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Who Should Use This Book

This book is intended for anyone who is interested in learning how
to use WordPerfect. We assume that you have some experience us-
ing computers and are somewhat familiar with the operating sys-
tem (such as MS-DOS or DR DOS) that your computer uses.
Though you don’t need experience with another word processor
to learn how to use WordPerfect, you will find many elements
from other word processors (especially terminology) to be similar.

What's in This Book

This Self-Teaching Guide has 20 chapters. Each chapter consists of a
set of lessons that lead you through the steps you need to master a
particular WordPerfect skill. The lessons are brief and to the point
so that you can finish one in a relatively short amount of time, ap-
ply what you have learned, and then move on to learning about
the next skill.

Chapter 1, “Getting Started,” does just that. It covers what you
need to know to get WordPerfect up and running, including start-
ing the program, understanding the opening screen, and getting
help when you need it.

The most basic and important task of any word processing sys-
tem is to make the creation of documents easy. That’s just what
reading and working through Chapter 2, “Creating Your First
Document,” will do for you. You'll learn how to enter, save, and
print text, and then sign off when you want to finish a session.

As much as we would like to think it is the case, none of us is
perfect. Chapter 3, “Editing Documents,” reveals the tips and
tricks needed to fix everything from correcting typos to rearrang-
ing pages of text work with WordPerfect blocks, and even restore
text that you might have inadvertently deleted!

One of the things that all word processor users want is to be able
to see their document exactly as it would appear when printed.
WordPerfect has taken care of that in earlier versions, but version 6
introduces different views of WordPerfect, which we’ll discuss in

]
Who Should

Use This Book
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Chapter 4. Text, Graphics, and Page views all provide different
amounts of information and each has its advantages.

One of WordPerfect’s new and most exciting features is the cre-
ation of button bars, featured in Chapter 5. These allow you to use
and create icons that represent different WordPerfect tasks. All
you do is click on an icon and the task is done!

Good housekeeping on your computer is just as important as
good housekeeping in your home or apartment, and Chapter 6,
“Managing Files,” shows you how to work with WordPerfect files
to keep things in order.

Another part of the editing process is locating what you need
to correct. WordPerfect’s powerful search and change tools are the
focus of Chapter 7, “Searching Through Documents.”

Good words are good, but good-looking words and docu-
ments are wonderful! Chapters 8, 9, and 10—"Dressing Up Text,”
“Dressing Up Lines,” and “Dressing Up Pages”—cover the tools
that WordPerfect has available to change the way a document
looks. These tools include different fonts, the appearance of text,
styles and sizes, margin settings, line spacing, tabs, numbering
pages, headers and footers, and even comments that you can see
on the WordPerfect screen but don’t print on your document.

How did you do on those spelling tests in elementary school?
Good for you. But if you're not a whiz at spelling or if your vocab-
ulary goes on vacation at the most important times, turn to the
spell checker or thesaurus that WordPerfect provides. Chapter 11,
“Spell Checker and Thesaurus,” will introduce you to each of these
fast and useful tools that are bound to improve your writing and
the quality of your presentation.

Tables make your word processing life easier in many ways
and WordPerfect offers so many options that tables will become an
everyday WordPerfect activity for you. From the simplest table to
a detailed and complex business form, Chapter 12, “Creating and
Using Tables,” will cover these and more.

Did you know that WordPerfect can double as a spreadsheet?
That it can add column totals, work in tables, and even be used
with formulas? “WordPerfect Math” can do all that, and we’ll
show you how in Chapter 13.



